Checklist and risk assessment form
Checklist to confirm planning for indoor trainings to take place
It is now possible for some indoor training events to take place. A Safe Space and 1st Response trainings are deemed essential.
If you’re planning an activity with girls indoors, you need to:
• Complete this checklist. *You can only meet indoors if you can answer yes to each question
• Complete the risk assessment template
•	If you are in a very high risk area (tier 3 in England or equivalent) your risk assessment must be signed off
by your chief commissioner and the Safe Practice team at HQ
•	If your area is under national or local lockdown rules where face to face guiding is not able to take place,
then training events are also not able to run
Training checklist
Has Girlguiding said that indoor face to face training is allowed in your area? For example, please check tier restrictions.
If you are in a very high risk area (tier 3 in England, or anywhere that requires girl-indoor risk assessments to be signed off by the
chief commissioner and Safe Practice), has your risk assessment been signed off by your chief commissioner and the Safe Practice team at HQ?
Is there a suitable and accessible space, that has been risk assessed with Covid-19 secure guidelines, that you can use for meeting?
If you hire the space from someone else, have they shared their Covid-19 risk assessment with you? Check if there are any special conditions
included in the hire agreement.
Have you planned for any additional responsibilities you might have for cleaning the meeting place before or after you’ve used it?
Will first aid be available if needed? This should be provided either by the venue, activity provider or through qualified Girlguiding volunteers.
Is the first aid kit available, in date and stocked with appropriate personal protective equipment (PPE)? This includes additional gloves and masks.
Are all members’ details up to date on GO?
1st Response specific
If you’re using an external first aid provider, are they following appropriate social distancing and hygiene measures, in line with government guidance?

Yes*

Risk assessment: Indoor event/activity
Including coronavirus considerations
Using this template, you should risk assess activities and events in line with Girlguiding’s Risk Assessment Policy. Using the information on
the website and this cover page, you should be able to identify effective risk management strategies and tasks to ensure that activities run
safely and effectively.
For more information or support with risk assessments, please speak to your local commissioner.
• Hazards are anything that has the potential to cause harm (eg cars, trip hazards, exposed electrical wires, theft, etc.)
• Risk is the likelihood of something happening, combined with the severity of the harm that could be caused by one or more hazards
Risk management is a dynamic cycle that needs to be repeated in order to effectively manage risk. The frequency of reassessment will
depend on activity, and new risks could occur that have not previously been assessed. In this instance, a dynamic risk assessment is required.

What to do
1. Identify hazards
2. Identify all those who may be
affected by the hazards
3 Estimate the current level of risk,
and precautions in place
4. Decide if new measures are needed

5. Record your findings.
Agree actions and timetable

How to do it
Look at things that can cause injury or damage, thinking about
activity, location and surroundings.
Think about the people around, not just members, who could be
injured or affected by the activity.
See matrix below. Think about how serious the risk is to people and
property. What is already in place to prevent the injury or damage
and does this reduce the risk?
List actions required to reduce risk.
Decide if you want to go ahead.
Make sure everyone knows what they are going to do and by when.
Make sure it is done and record it.

Severity
Likelihood

Slight harm

Harmful

Extremely harmful

(Superficial injuries, minor cuts and bruises)

(Minor fractures, ill health leading to minor disability)

(Multiple injuires, major fractures, fatalities)

Low risk

Low risk

Medium risk

Low risk

Medium risk

High risk

Medium risk

High risk

High risk

Unlikely
(Rarely happens)

Likely
(Often happens)

Very likely
(Nearly always happens)

Event information and risk assessment approval
Name of training: 1st Response full

1st Response refresher

A Safe Space L1

L2

L3

L4

Date:

Trainers:
Up-to-date contact details held for all members:

Total attending:
Yes

No

Venue:

Decision: once all the actions are carried out can you eliminate or safely manage the risk of harm to ensure you
can safely go ahead with this event/activity (ie have degree of challenge, harm and risk whilst being confident the
control measures in place will keep girls safe)

Yes

No

If you answered ‘no’ to the above decision question, please explain why:

Risk assessment completed by:

Role:

If this event is taking place in a high level area (tier 3 in England or equivalent) has this been approved by your
chief commissioner?
Risk assessment due for review (must be reviewed with every change to either the meeting plans
or government guidance on coronavirus safety measures)

Date:

Yes

No

N/A

Hazards

What could cause harm
or damage?

Coronavirus infection.
Risks below are in
consideration of this risk
and reducing it to an
acceptable level.

Who or what is at
risk of being
affected and how?

What are you already doing?
How have you reduced
the risk already?

Likelihood of
risk occurring
(L/M/H)

(L/M/H)

Are further controls necessary?

What else needs to happen to reduce
the risk to an acceptable level?

All attendees from
spread of virus
through close contact.

Low

From sharing equipment.

Severity
of risk

Shared equipment to be
minimal. Only essential
training equipment to be
brought. Any surfaces or
equipment touched by multiple
people to be cleaned before
and after activity and hands to
be washed or sanitised after
touching shared equipment.
Payment to be brought in a
sealed envelope and put in
a box.
Wherever possible, email
certificates and receipts after
the training.
Everyone to bring own
notebook and pen. Limit
number of handouts given.
Consider emailing all
course material.

High

Ensure all personal items, coats,
bags etc are stored in a designated
area not touching or kept with
attendees.
Encourage attendees to limit
personal items they have
with them.
Everyone brings their own drink and
snack, if required.

Action by:
name/date

Hazards

What could cause harm
or damage?

From close contact
between people.

Who or what is at
risk of being
affected and how?
All attendees.

What are you already doing?
How have you reduced
the risk already?

All attendees aware of social
distancing requirements and
able to maintain them.
Clear procedure in place for
accessing the venue while
maintaining social distance,
including entrance and
exit points.
Training activities to be
chosen that ensure social
distance is easy to maintain,
as appropriate.
Do not exceed maximum
numbers allowed in the space.
Plan best use of space and
how participants will share the
space maintaining social
distance. Consider keeping
groups small.
Ensure there is a space where
anyone who starts to display
symptoms of Covid-19 can
wait away from the group.
Make clear in prior
communications that no-one
must attend if they or anyone
in their household is showing
symptoms of Covid-19.
Limit numbers using toilets
at once.
Have staggered break times.
Masks and gloves to be added
to your first aid kit, to be worn
when administering
first aid.

Likelihood of
risk occurring
(L/M/H)

Severity
of risk
(L/M/H)

Are further controls necessary?

What else needs to happen to reduce
the risk to an acceptable level?

Check government guidance on
mask wearing and mitigating actions
for your activity and ensure these
are followed.
Avoid face to face or shouting and
singing activities.
Lay out equipment/course material
to maintain social distancing.
Share guidance provided by
property management ahead of
training so that trainers and
attendees know what is expected
of them.
Share training plans ahead of
meeting so that everyone
is prepared.
Consider Covid-19 adjustments for
any members with additional needs.
Discuss with attendees
in advance.

Action by:
name/date

Hazards

What could cause harm
or damage?

Shared equipment and
training activities specific to
1st Response training.

Who or what is at
risk of being
affected and how?
Potential for cross
contamination and
passing infection
between users.

What are you already doing?
How have you reduced
the risk already?

All equipment to be disinfected
thoroughly before and after
use and throughout session if
necessary. Keep equipment
used to a minimum.
Manikins already disinfected
to a high standard. Manikin
face shields provided.
No rescue breaths will
be employed.
Participants will be invited to
wear PPE for practice.

From poor hand hygiene.

Encourage everyone to
regularly reapply and always
clean hands before and after
any contact.
Suggest participants bring
their own hand sanitiser
if possible.
Have ample soap and paper
towels available for hand
washing during the training if
practical or use hand sanitiser.
Ensure there is appropriate
safe disposal of paper towels
if used.

Likelihood of
risk occurring
(L/M/H)

Severity
of risk
(L/M/H)

Are further controls necessary?

What else needs to happen to reduce
the risk to an acceptable level?

Action by:
name/date

Hazards

What could cause harm
or damage?

Who or what is at
risk of being
affected and how?

What are you already doing?
How have you reduced
the risk already?

Reinforce the catch it, bin it,
kill it message.

From poor respiratory
hygiene.

Encourage everyone to avoid
touching their mouth, eyes
and nose.

Likelihood of
risk occurring
(L/M/H)

Severity
of risk
(L/M/H)

Are further controls necessary?

What else needs to happen to reduce
the risk to an acceptable level?

Bring spare tissues, sanitiser and
rubbish bags with you in case the
venue runs out or does not
provide them.

Encourage all to bring their
own tissues and provide spare
tissues. Ensure that all used
tissues are thrown away into a
bin or disposable rubbish bag,
then hands are washed or
sanitised.

From cleanliness of hall
and equipment, especially
after other hirers.

Potential for cross
contamination and
passing infection
between users.

Check procedure that has
been set out on what cleaning
is required and how this
should be done. This should
be agreed with the property
owner if you hire the space.
Ensure that all members of the
group understand their
responsibilities to clean before
and after use as required.
Report instances where
cleaning has not been carried
out in accordance with hire
agreement to property
management.

Have your own equipment on hand,
in case cleaning has not been
completed correctly - this should
include gloves and masks.
Bring your own tea towels and other
equipment that might increase risk
of cross contamination - wash
after use.
Disinfect toilets before and after
use, if required in agreement
with property.

Action by:
name/date

Hazards

What could cause harm
or damage?

Who or what is at
risk of being
affected and how?

How have you reduced
the risk already?

Likelihood of
risk occurring
(L/M/H)

Severity
of risk
(L/M/H)

Are further controls necessary?

What else needs to happen to reduce
the risk to an acceptable level?

Ensure you’re aware of any
attendees who have a medical
condition that makes them
especially vulnerable at this
time. Take necessary
precautions or explore
alternative ways for them to
benefit from training without
attending in person.

Infection of vulnerable
members.

From someone falling ill
with Covid-19 symptoms
during meeting.

What are you already doing?

Potential for cross
contamination and
passing infection
between users.

Follow hall instructions.

Make sure that your first aid kit has
correct PPE equipment in it.

Move person to safe area.
Call emergency contact.
Ensure that all group contact
information is accessible for
tracing service, if requested.
Inform property management
committee.
Follow cleaning procedure as
set out by property
management committee.

Participant displays
symptoms after meeting,
raising concerns that others
may have been infected.

Ensure attendees’ GO
information is up to date,
including contact details.
Attendance records must be
kept in case tracing is required
due to a later suspected case.

Suggest use of tracing app
(if applicable).

Action by:
name/date

Hazards

What could cause harm
or damage?

Who or what is at
risk of being
affected and how?

What are you already doing?
How have you reduced
the risk already?

Likelihood of
risk occurring
(L/M/H)

Severity
of risk
(L/M/H)

Are further controls necessary?

What else needs to happen to reduce
the risk to an acceptable level?

Action by:
name/date

