
When to complete a specific coronavirus risk assessment 

During the current coronavirus outbreak there are situations which you and your teams will 
encounter which could put you and /or customers at risk if not managed correctly. These may 
be new situations caused by new work processes or familiar situations or tasks which require 
further controls to remove or reduce the risk. 

The objective of this guidance document is threefold: 

1. To explain when a new risk assessment is required and the process to be followed in 
completing it. 

2. To explain what you should do once these risk assessments have been completed. 
3. To give a quick reminder of what is required to conduct a risk assessment. 

 
1. When to complete a coronavirus risk assessment 

As a line manager you should complete a coronavirus risk assessment when: 

• You line manage employees who carry out tasks where their work presents a risk of 
ill health through the potential for exposure to coronavirus. 

• Working practices have changed in response to organisational or Government 
guidance. 

A suite of risk assessments has been developed, summarised below. These risk assessments 
look at the specific coronavirus risks and should be used together with your regular risk 
assessments which will identify the traditional risks of the role.  

o Face to face with person who are not symptomatic – applies to roles which are unable 
to completed either in part or in full from home. Where employees are either required 
to work with service users or customers or who will work with other employees in 
teams. Consider each instance in your teams, and identify appropriate controls, to 
keep a social distance of 2 meters or more between both parties. As long as there are 
no symptomatic people then generally personal protective equipment and face mask 
will not be required.  

o Face to face with service users who are symptomatic – applies to roles which work 
with either service users who have suspected or confirmed cases of coronavirus. These 
will generally be in a social care environment. This is the area where the control is will 
most likely include the use of personal protective equipment and face masks.   

o Employees categorised as very high risk – applies to specific employees who have 
received a letter from the NHS stating that they fall into the very high risk group 
detailed in the template risk assessment and the controls must be followed.  

o Employees categorised as high risk – applies to specific employees who meets the 
criteria for high risk workers as listed in the risk assessment template.  

o Employees who are home working – applies to employees who are working from 
home as a result of measures taken to minimise the spread of coronavirus (assuming 
that employees who normally work from home have already completed a risk 
assessment for home working).  

o Employees who have been redeployed – applies to employees who have been 
redeployed into your service area.  
 

https://peopleanytime.aberdeencity.gov.uk/wp-content/uploads/2020/04/RA-Coronavirus-face-to-face-with-non-symptomatic-person.docx
https://peopleanytime.aberdeencity.gov.uk/wp-content/uploads/2020/04/RA-Coronavirus-service-users-with-symptoms.docx
https://peopleanytime.aberdeencity.gov.uk/wp-content/uploads/2020/04/RA-Coronavirus-very-high-risk-staff.docx
https://peopleanytime.aberdeencity.gov.uk/wp-content/uploads/2020/04/RA-Coronavirus-high-risk-staff-.docx
https://peopleanytime.aberdeencity.gov.uk/wp-content/uploads/2020/04/RA-Coronavirus-home-working.docx
https://peopleanytime.aberdeencity.gov.uk/wp-content/uploads/2020/04/RA-Coronavirus-redeployed-staff-.docx


2. What to do when completed 
 

• Share the risk assessment with your service manager for sign off.  

• Ensure that the risk assessment is shared with, and understood by, every affected 
member of staff, as well as visitors or contractors if appropriate. 

• Keep a log of everyone that has acknowledged the documentation.  

• Upload the completed risk assessment to the Corporate Health and Safety Team’s 
folder. The file name should be saved as team name/line manager to allow easy 
recognition.  
 

3. How to conduct a risk assessment for coronavirus 
 

Step 1 - Identify the risks 

Look around your premises or work area – if a person were to enter your property/work 
area , either a visitor or staff member, where would there be the potential for face to face 
contact? Some questions to consider:  

• What service areas would your teams be in contact with? 

• Which areas are high traffic? 

• How can you maintain social distancing requirements? This will allow you to 
identify required hygiene requirements. 

• Consider what tasks staff are completing in certain areas, what equipment is being 
used and what PPE is currently provisioned? This should give you a good idea of the 
hazards posed by a potential coronavirus infection. Have working practices 
changed or are staff working in a different environment? 

Step 2 - Decide who may be harmed and how  

• Based on the information gathered in the previous step, identify which members 
of staff would be affected by the hazard of coronavirus, and how. 

• This may be all members of your team, but to differing levels. 

• Consider individuals who are at a higher risk due to the tasks they carry out or their 
health such as being immunocompromised or having pre-existing medical 
conditions.  

Step 3 - Assess the risks and control them  

• Against each risk, assess how you can remove or reduce this risk as far as possible. 

• The templates give examples of minimum control levels which are required as set 
out in Government guidance. Control measures should include cleaning 
procedures, use of PPE where appropriate and measures such as allowing staff 
members to work from home if possible.  

Step 4 - Record your findings  

• Use the risk assessment template to record your assessment. 

• Remove areas which are not relevant, and which do not present a risk to your staff.  

• Keep a record of all completed risk assessments. 

https://aberdeencitycouncilo365.sharepoint.com/sites/Service-Assurance/Shared%20Documents/General/Health%20and%20Safety/01MgmtSystem/Coronavirus/ACC%20coronavirus%20risk%20assessments


 

Step 6 – Keep under review 

The current outbreak and guidance issued to support businesses is constantly evolving so 
you should be updating these assessments where the risk of coronavirus changes. For 
example, as more information is known, the risks to your staff may lessen or worsen and 
all risk assessments and method statements should reflect these changes. Depending on 
your area, choose an appropriate review period and be prepared to do ad-hoc reviews if 
required. Remember that if documents are updated they need to be re-distributed and 
acknowledged by all relevant employees. 


