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Introduction 

Potters Mede Hall has been hired out for community use over a number of years. Hiring includes 
regular users who run sports and social activities and occasional hirers for specific events such as 
private parties. Since the government imposed ‘lockdown’ in response to the Covid-19 virus the hall 
has not been hired out or used for other purposes. 

The hall forms part of the Potters Mede facilities. In addition to the hall there are sports changing 
rooms and showers, a room known as the ‘Taylor Room’, which is furnished for social & recreation 
activities, and the sports field which is set out for football. Generally, the football club have used the 
sports facilities and the Taylor Room with occasional use of the hall. 

This document sets out the risk assessment protocols for Borough Green Parish Council (BGPC), which 
are based on Government guidelines, and are expected to be followed by hirers of the hall whilst 
Covid-19 is still in the general population. 

 

Principles 

Potters Mede – Hall Only: 

This document refers to the hire of the Hall (only) at Potters Mede. The assumption is that the hire of 
the hall will remain separate from the hire of the sports facilities (shower rooms, changing rooms, field 
etc) and the Taylor Room.  

Hirers are responsible for their compliance with Government guidelines and the safety of themselves, 
their staff, contractors, customers, and visitors.  

BGPC will assess each hirer and their preparations for complying with their responsibilities and will 
refuse hire to anyone who it considers may fail in their responsibilities. 

BGPC will make arrangements to comply with government, NALC & KALC guidelines for hiring local 
community facilities including carrying out a risk assessment of hiring the hall and implementing the 
recommendations included in that assessment. The hall will not be hired if these recommendations 
are not met and complied with prior to the start of the hire.  

BGPC will make arrangements to comply with government, NALC & KALC guidelines for the safety & 
welfare of BGPC staff including a Covid19 specific Risk Assessment. The hall will be cleaned by BGPC 
staff between each hire.  

 

Requirements for Hirers 

We will expect hirers to: 

1. Manage the safety of their staff, contractors, customers and visitors whilst using the facility, 
including their arrival and departure from the site. 

2. Provide information to the BGPC to demonstrate that they have considered the arrangements 
required for, and are prepared to manage, any activities they have planned within the hall 
within Government guidelines.  This information would generally be expected to include a 
formal risk assessment. 
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3. Ensure that they, their staff, contractors, customers, and visitors follow the guidance 
contained within this document and any further instructions provided or signs posted within 
the premises. 

 

COVID19 Specific Rules for Hirers 

1. All hirers must maintain government social distancing requirements at all times, including 
the use of face masks or other PPE where required. 

2. Encourage all users to regularly wash their hands or use sanitiser. 
3. Only one person at a time to use each of the male or female (or disabled) toilet facilities. 

Users are to be asked to wipe toilet seats and surfaces after use and to use hand sanitiser on 
exit from the toilet facilities. 

4. Everyone to use the hand sanitiser provided in the entrance lobby on entry to the building. 
5. Only one person at a time in the kitchen area. Any kitchen equipment or surfaces are to be 

cleaned after use. 
 

  

 

Risk Assessments 

A risk assessment for the hiring of Potters Mede Hall is attached. 

A template risk assessment for hirers is attached. 
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Risk Assessment of Potters Mede Community Hall (at 30Jun20) 

Area or People at Risk Risk Identified Actions to take (or taken) to 
mitigate Risk 

Notes 

BGPC staff & volunteers - Hiring the 
hall. 

Interaction with hirers and BGPC 
staff / volunteers whilst arranging or 
facilitating hire lead to an inability 
to follow guidelines (and thereby 
unacceptable virus risk). 

Regular hirers make arrangements 
remotely, pay remotely and hold a 
key to the hall. 
Specific arrangements to be made 
by BGPC for ‘non regular’ hirers. 

 

BGPC staff & volunteers - cleaning 
the hall. 

Cleaning surfaces potentially 
infected by people carrying the 
virus.  
Disposing of rubbish containing 
tissues and cleaning cloths.  
Deep cleaning premises if someone 
falls ill with CV-19 having been on 
the premises.  
Occasional maintenance workers.  

Staff to wear face covering and 
‘safety glasses’ or face visor whilst 
cleaning. 
Staff to avoid hand to face contact 
whilst cleaning. 
Staff to regularly wash hands whilst 
cleaning – e.g. Hands after cleaning 
one room before proceeding to the 
next. 

 

Remainder of Potters Mede building 
and the sports area (Changing 
rooms, Taylor Room etc). 

Interaction between activities in the 
separate areas lead to inability to 
follow guidelines (and thereby 
unacceptable virus risk). 

A separate document and risk 
assessment are required for football 
club activities. 
The sports area, changing rooms 
and Taylor room are only to be 
hired to the Football Club with 
separate but aligned agreement. 
The hall will not be hired out at the 
same time as football club activities 
are scheduled. 

 

Car Park/paths/ patio/exterior 
areas.  
 

Social distancing is not observed as 
people congregate before entering 
premises and gathering at the end.  
Parking area is too congested to 
allow social distancing.  

Ask hirers to ask people to stay by 
their cars and access slowly, 
maintaining social distancing and to 
facilitate hand cleaning in foyer & 
signs saying the same. 

Transitory lapses in social distancing 
in outside areas are less risky, the 
main risk is likely to be where 
people congregate or for vulnerable 
people.  



5 

People drop tissues.  BGPC staff asked to check area 
outside doors for rubbish which 
might be contaminated, e.g. tissues. 
Wear plastic gloves and remove.  

Ordinary litter collection 
arrangements will remain in place. 
Provide plastic gloves.  

Lobby & main doors Door handles, light switches in 
frequent use.  
 

Internal doors to be opened by hirer 
and to remain open during the hire.  
 
BGPC to install hand sanitiser 
dispenser in lobby and top up as 
necessary prior to each hire. 
 
All people to apply hand sanitiser on 
entry into the hall. 
 
Signage in outside front door and in 
lobby to explain procedures. 
 
Queueing system outside the door 
to maintain social distancing (as 
above). 
 
Door handles / light switches to be 
cleaned by BGPC prior to hire and 
by hirer as hirer determines. 

 

Main Hall Door handles, light switches, key for 
blind opener, window catches, 
tables, chair backs and arms.  
Floors with carpet tiles less easily 
cleaned.  
 

Door handles / light switches / 
window sills & catches to be 
cleaned by BGPC prior to hire and 
by hirer as hirer determines. 
 
Chairs used shall be wiped clean by 
the hirer after use. They will be 
periodically cleaned by BGPC staff. 

Offer chair cleaning to hirers. Staff 
will clean required number of chairs 
and leave them in the main hall. 



6 

Any chairs or equipment in the 
storage room is to be cleaned by 
hirers if they wish to use them / it. 
 

Main Hall Carpet Floors with carpet tiles less easily 
cleaned.  
 

Government guidelines do not 
permit hire of carpeted halls for 
‘keep fit’ type classes!  
Hire will only be made to these 
types of classes where the hirer 
provides floor covering to prevent 
contact with the carpet, e.g. floor 
mats. The hirer must ensure that 
such floor coverings, e.g. mats, are 
clean prior to laying on the carpet. 
 

 

Store Room Hirer may access the store room to 
take equipment / turn AC on/off. 
Equipment not cleaned and 
therefore potentially ‘hazardous’ 

Hirer must recognise that BGPC may 
not have cleaned the store 
cupboard or switches etc prior to a 
specific hire as this will be done 
periodically.by BGPC staff.  
Therefore, the hirer to take 
additional precautions (mask, 
gloves, cleaning) when going in the 
store cupboard. 
Hirer only to be permitted to go in 
the store cupboard. 

Sanitiser will be made available in 
store room or just outside. 

Kitchen Social distancing more difficult. 
Door and window handles.  
Light switches. 
Working surfaces, sinks  
Cupboard/drawer handles.  
Fridge/freezer. 
Crockery/cutlery. 

Only one person at a time in the 
kitchen. 
Door handles / light switches / 
window sills & catches / kitchen 
surfaces & sink / kettle / Hot water 
boiler / outside of fridge to be 

Cleaning materials will be made 
available in clearly identified 
location, e.g. A box on one of the 
kitchen surfaces, regularly checked 
and re-stocked as necessary.  
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Kettle/hot water boiler. 
Fire extinguishers. 

cleaned by BGPC prior to hire and 
by hirer as hirer determines. 
Hot water boiler / outside of fridge 
to be cleaned by BGPC prior to hire 
and by hirer as hirer determines. 
Hirer to clean all equipment used at 
end of hire. 
Paper towels to be provided in 
kitchen. 
BGPC will remove all crockery & 
cutlery before first hire and for the 
duration of the pandemic (i.e. any 
equipment normally stored in 
cupboards including crockery & 
cutlery will not be available to 
hirers). 

Toilets Social distancing difficult.  
Surfaces in frequent use, i.e. Door 
handles, light switches, basins, toilet 
handles, seats etc.  
Baby changing and vanity surfaces, 
mirrors.  

Hirer to control numbers accessing 
toilets to one at a time, with 
attention to more vulnerable users.  
BGPC staff will clean toilet bowls, & 
seats and all surfaces prior to hire. 
Users expected to wipe toilet seat 
after use and encouraged to wash 
hands etc.  
BGPC to have signage encouraging 
20 second hand washing.  
BGPC using hand sanitiser dispenser 
outside gents & lady’s toilets and 
top up as necessary prior to each 
hire. Hirers to encourage use before 
and after entry. 
Paper towels will be provided in 
toilets. 

Ensure soap, paper towels, tissues 
and toilet paper are regularly 
replenished. Additional stocks on 
site if required.  
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Cleaning Practice Cleaning methods and or cleaning 
products may be ineffective. 

BGPC using recognised bleach-
based cleaning material.  
BGPC staff have been effectively 
instructed. 

 

Other hirer’s equipment (e.g. Judo 
club mats). 

 Individual hirer’s equipment is not 
to be stored in the hall (TKD club 
have new storage shed) 
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Template Risk Assessment for Hirers (based on acre - Appendix G) 

Area or People at Risk Risk Identified Actions to take (or taken) to 
mitigate Risk 

Notes 

 
Cleanliness of hall and equipment, 
especially after other hires  

 

 
Other hirers or hall cleaner have 
not cleaned hall or equipment 
used to standard required. Our 
group leaves hall or equipment 
without cleaning.  

 

 
Group to check with hall 
committee when hall is cleaned 
and to make sure regularly used 
surfaces are cleaned before, 
during and after hire e.g. tables, 
sinks, door and toilet handles.  

 

 
Can we bring our own equipment?  

 

 
Managing Social distancing and 
especially people attending who 
may be vulnerable  

 

 
People do not maintain 2 m social 
distancing  

 

 
Advise group they must comply 
with social distancing as far as 
possible and use one-way system. 
Adopt layout advised. Limit 
numbers using toilets at once.  

 

 
Should we avoid use of kitchen – 
ask people to BYO food and drink?  
Allow older people time to use 
toilets without others present.  

 

 
 Respiratory hygiene  

 

 
Transmission to other members of 
group  

 

 
Catch It, Bin It, Kill It. Encourage 
group to avoid touching mouth, 
eyes, and nose. Provide tissues ask 
all to dispose into a bin or 
disposable rubbish bag, then wash 
or sanitise hands.  

 

 
Remember to bring tissues and 
hand sanitiser.  
Remember to empty any bins 
used into kitchen bin at end of 
hire.  

 

 
 Hand cleanliness  

 

 
Transmission to other members of 
group and premises  

 

 
 Advise group to use sanitiser on 
entering and exiting the hall, to 
wash hands regularly using soap 
and paper towels.  

 

 

 
Someone falls ill with COVID-19 
symptoms  

 

 
Transmission to other members of 
group and premises  

 

 
Follow hall instructions. Move 
person to safe area, obtain 
contacts, inform cleaner.  

 

 


