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COVID-SECURE RISK ASSESSMENT – Partial re-opening of the campuses  

  

ASSESSMENT DATE: 11th March 2021 REVIEWED DATE:  Second Publication  

  

COVID-SECURE RISK ASSESSMENT   

The measures set out below are to enable the safe reopening of our campuses for the return of staff, students and others to attend in order to 
prevent contracting and spreading the Covid19 virus. The control measures selected are in accordance with current government and public 
health guidance and will be reviewed and revised at least weekly or sooner as required to meet any changes specified. Consultation with Trade 
Union and Staff Representatives will take place and all staff and others required to prepare our campuses will receive all necessary information, 
instruction, training and supervision and controls as specified.  

Risk Assessment Steps  Key Issues  

1.Persons at Risk  

The people at risk are…  1. All at risk: employees, students, other workers e.g. (Care Support staff), contractors, visitors, emergency services, 

members of the public.  

2. Highest risk persons as identified and informed by government guidance include those who have family members 

shielding, those who self-isolate due to health conditions, those within the high-risk category persons and those 

whose health might make them especially vulnerable i.e. those with underlying or living with those having underlying 

health conditions.  

3. Recognising emerging evidence of a disproportionate impact on individuals from Black and Minority Ethnic (BAME) 

backgrounds may also be at a higher level of risk  

Note: The highest risk groups of staff as specified in Government/NHS guidance should not attend any of our campuses.  
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2 Reducing Overall Risk  

 We will minimise 
numbers at risk 
by considering 
the following  

 In line with Scottish Government guidance, those who can work from home should continue to do so. This is the 

default position until further review by the Executive Board in accordance with developing Scottish Government 

and public health advice.  This assessment will be reviewed by Executive Board on a monthly basis (or sooner) in 

accordance with Government guidance.  

 The current Government guidelines state that we need to keep the number of students on campus as low as 
possible (a maximum of 5% of the capacity of each campus), so the vast majority of learning at NCL will continue 
to be online.  

 In line with Government guidance, students who are permitted to return are those who have industry-critical 
practical work that is “time-sensitive and critical to the successful conclusion of their studies, and it is absolutely 
not possible to deliver remotely or postpone.” (Ministerial Letter of 23 February 2021) 

 Only staff & students within the maximum numbers specified,  where safe to do so, and as authorised by the 

Executive Board will be permitted on any campus to carry out specific work related activities while observing all 

control measures in place and until the next review.  

 If you are attending campus, updated Covid-19 risk assessments and safety measures will apply. It is vitally 
important that you check in to campus beforehand using our Track & Trace app (Envoy). Instructions on how to 
do this can be found at https://nclan.interactgo.com/Interact/Pages/Content/Document.aspx?id=10736  

 Staff working from home will have the equipment and resources necessary to enable them to continue.  

 Staff requiring specific occupational health related equipment/resources, will be supported to enable continued 

and safe working practices.  

 All other staff members, students, workers from outside agencies, contractors and visitors must not come to any 

workplace until, and only, by approval of the Executive Board. Also;  

 Those who are ‘clinically vulnerable’ (e.g. expectant mothers,) or ‘extremely vulnerable’ (those asked to ‘shield’ 
because of existing long-term medical conditions, or as a result of treatment received), high-risk and isolating for 
self or living with an at risk family member/other. 
 

https://nclan.interactgo.com/Interact/Pages/Content/Document.aspx?id=10736
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3  Control Measures  

Our default control is for 
our staff to work at home 
where possible. For 
those attending our 
campuses, social 
distancing and cleaning 
of surfaces are the main 
controls followed by the 
use of information, 
physical and personal 
protective controls.  We 
will support staff by… 

• Preparing risk assessments and Safe Systems of Work in consultation with staff and their representatives before any 

work activity takes place. 

• Ensuring all staff and students receive appropriate information and instructions for their safe return to campus.   

• Providing the necessary equipment and resources to enable staff working from home to continue to enable safe 
working practices.  

• The mental health and well-being of all our staff is of the highest priority and for those working from home it is 

relevant when they return after a period of homeworking also. We have provided resources for mental health 

support via our ‘Big White Wall facility’, support via our Occupational Health service and provided access to other 

external sources of information, support and good practice.  

• Promoting our Occupational Health Service for all staff, recognising the additional CPD undertaken by our OH 
Advisers during lockdown to support staff in relation to, for example, bereavement, mental health and mindfulness. 

 

We will maintain social 
distancing at work by…  

  Making every reasonable effort to comply with the social distancing guidelines (keeping people 2m apart 
wherever possible), the use of signage, notices, floor markings, cordoning –off as determined by guidance and 
risk assessment. This will be done in all areas as identified where people can congregate including; Classrooms, 
Workshops, Lecture Theatres, Nurseries, Meeting rooms, Workrooms, Offices, Laboratories, Salons, Studios, 
Learning Centres, Libraries, Gyms, Changing Areas, Canteens, Restaurants, Kitchens, Cafes, Staff Lounge areas, 
Stores, Atriums, Student Social areas, Smoking shelters, Reception areas;  

   In light of social distancing measures some existing meeting rooms will be taken out of service for the time 
being and only rooms confirmed as available for the purpose of meetings should be used;  

   Identifying and establishing extra entrances/exits and one-way systems, where appropriate, to suit current and 
changing needs.  

    Limiting lift occupancy to meet social distancing specifications but prioritising for staff//students or other 
campus users having disabilities or health conditions requiring the use of lifts. In all cases, maximum lift 
capacities will be clearly posted through appropriate signage in and near each lift.  
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    Minimising face to face meetings and, where not possible, maintain social distancing  by use of markings, tapes, 
information, notices and removal of seating and introducing one way systems where practicable.   

   Hand sanitising materials will be provided in conjunction with and increased cleaning regime of surfaces.   

   Allowing only one person to travel in private or college vehicles unless social distancing measures can be 

maintained e.g. mini buses and subject to specific risk assessment.  

 Eliminating or reducing cross-campus travel and working so far as is reasonably practicable.  

  

Note on Emergency Evacuations - Should there be a need to evacuate an NCL building, the normal evacuation 
arrangements will remain in place.  Should the alarm sound, all campus users are required to leave the building(s) by 
the nearest available emergency exit.  The emergency evacuation procedures override all social distancing and any 
designated circulation routes that may be in place within buildings as part of our coronavirus response.  This is due to 
the immediate danger to life that a fire would create for all building users, which outweighs all other risks.  Once 
outside the building(s), social distancing should be maintained at assembly points.  

 

We will put in place extra 
cleaning/ sanitising, 
including staff facilities. 
Specifically, we will…  

 Increase the frequency of surface cleaning in every campus building. This includes; toilets and kitchen/welfare 

areas, doors and other touch areas, tables, chairs, telephones, copiers and all equipment made available for used.  

 For toilet facilities, we will take account of and follow the specific Scottish Government advice available here 

https://www.gov.scot/publications/coronavirus-covid-19-public-and-customer-toilets-guidance/pages/overview/ 

Affix notices/posters/information on good hygiene practice and cleansing/sanitising provisions as appropriate. 

Handwashing should be done in line with Government guidance i.e. washing with soap and water for at least 20 

seconds. We will also follow the public health advice available here https://www.hps.scot.nhs.uk/web-

resourcescontainer/covid-19-guidance-for-non-healthcare-settings/   

 Install sanitising stations and maintain the wash/toileting/welfare facilities in place.  
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We will organise work so 

as to minimise the risk.  

In particular…  

• Keep the activity time involved as short as possible.   

• Use back-to-back or side-to-side working (rather than face-to-face) whenever possible and where 2m social 

distancing cannot be maintained  

• Reduce the number of people each person has contact with by using ‘fixed teams or partnering’ (so each person 

works with only a few others). This will include considering altering shift/attendance patterns as relevant.  

• Put increased space of 2 metres between workstations.   

• Avoid shared facilities such as hot desks.  

  

 

We will use screens and 
barriers where the 2m 
rule cannot be met.   

Use screens or barriers to separate people from each other at Reception desks, service desks, tills/pay points e.g. 
canteens, offices/workrooms where practicable and necessary.  
  

We will use these other 
measures…  

• Where we cannot meet the current social distancing guidelines in full, in relation to a particular activity, we will 

consider whether that activity needs to continue for the business to operate, and, if so, take all the mitigating 

actions possible to reduce the risk of transmission between staff and others.  

• As per the requirements of the Scottish Government Strategic Framework in Levels 3 and 4, all staff and students 

should wear face coverings (unless exemptions apply) in indoor learning and teaching settings, even where 2m or 

more physical distancing can be maintained. 

• Ensure regular additional comfort breaks are provided to staff and students to allow access to fresh air and removal 

of face coverings.  

• Provide any PPE as appropriate for the individual and work task and in accordance with the risk assessments and 
safe systems of working.  This will include guidance regarding the appropriate storage, use and disposal of PPE.  
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We will provide extra 
staff facilities…  

• For staff for whom a return to campus is necessary to deliver essential services but they do not drive or use other 
forms of personal transport and cannot travel on public transport due to social distancing requirements, we will 
support them to work from the nearest campus to their home, where practicable. Where this option is not 
appropriate, any such staff will be required to work from home;  

• The Scottish Government Coronavirus Guidance for Colleges states that those that can work from home should 
work from home and employers should continue to maximise homeworking in their organisations, which will remain 
the central element of NCL’s approach, with only staff who absolutely need to be on campus attending at work, 
rather than the provision of additional facilities on campus.  

We will communicate…  • With all staff, students, external agencies, contractors, suppliers and potential visitors in so far as is reasonably 

practicable to ensure everyone knows about our procedures. This will include the use of Internet, Intranet, Social 

Media and Media sources where necessary.  

• Collaborate with all shared premises employers and tenants to ensure our procedures are clear whilst recognising 
their procedures to enable safe working and emergency response practices for all building occupants.    

Where the above will not 
work, we will…  

• Not require any of our staff or other workers to perform any work activity whereby the numbers potentially in close 

working proximity is considered unsafe.   

• Not require anyone to carry out any face-to-face or close proximity work where an individual considers that their 

health or safety to be at risk of serious or imminent danger.  

  

Note: First Aiders will not perform Mouth-to-Mouth resuscitation but may perform chest compressions as specified in 
the current NHS guidance for First Aiders where a defibrillator unit is not available for use. The necessary PPE and other 
control measures will be provided for First Aiders in respect of all First Aider tasks in line with current NHS and 
Government Guidance. https://www.hse.gov.uk/coronavirus/first-aid-and-medicals/first-aid-certificatecoronavirus.htm 
 

4 Monitoring  

https://www.hse.gov.uk/coronavirus/first-aid-and-medicals/first-aid-certificate-coronavirus.htm
https://www.hse.gov.uk/coronavirus/first-aid-and-medicals/first-aid-certificate-coronavirus.htm
https://www.hse.gov.uk/coronavirus/first-aid-and-medicals/first-aid-certificate-coronavirus.htm
https://www.hse.gov.uk/coronavirus/first-aid-and-medicals/first-aid-certificate-coronavirus.htm
https://www.hse.gov.uk/coronavirus/first-aid-and-medicals/first-aid-certificate-coronavirus.htm
https://www.hse.gov.uk/coronavirus/first-aid-and-medicals/first-aid-certificate-coronavirus.htm
https://www.hse.gov.uk/coronavirus/first-aid-and-medicals/first-aid-certificate-coronavirus.htm
https://www.hse.gov.uk/coronavirus/first-aid-and-medicals/first-aid-certificate-coronavirus.htm
https://www.hse.gov.uk/coronavirus/first-aid-and-medicals/first-aid-certificate-coronavirus.htm
https://www.hse.gov.uk/coronavirus/first-aid-and-medicals/first-aid-certificate-coronavirus.htm
https://www.hse.gov.uk/coronavirus/first-aid-and-medicals/first-aid-certificate-coronavirus.htm
https://www.hse.gov.uk/coronavirus/first-aid-and-medicals/first-aid-certificate-coronavirus.htm
https://www.hse.gov.uk/coronavirus/first-aid-and-medicals/first-aid-certificate-coronavirus.htm


Page 7 of 7  
  

To monitor the effective 
implementation of our 
measures, we will…  

Regularly check the precautionary measures set out in our assessments are used and working appropriately. Where 
these are identified as not being followed or working we will stop the activities until a review and necessary revision 
of the risk control measures have been completed and to the satisfaction of our employees and their 
representatives.  

We will review this 
assessment to make sure 
it stays up to date. This 
assessment will next be 
reviewed on…  

We will review all risk assessments and health and safety measures in line with current legislation and approved 

guidance from the UK and Scottish Governments, the Health and Safety Executive (HSE), World Health Organisation 

(WHO) and, the National Health Service (NHS) and other reputable sources as necessary.  We will also take into 

account information and/or guidance issued by our recognised Trade Unions, who will continue to be involved in the 

consultation process.  

  

5 Communication with staff/others  

We will share our 
findings whereby…  

• As required under the Safety Representatives and Safety Committees Regulations 1977 and the Health and Safety  
(Consultation with Employees) Regulations 1996, all staff will be consulted directly and via Trade Union and Staff 

Representatives, in good time, during the risk assessment process and before measures are to be introduced;  

• In addition to consultation with Trade Union and Staff Representatives, we will also communicate and consult with 

the Student Association and the wider staff and student population as appropriate;  

• This document will be available on the college website and updated as necessary to reflect further consultation and 
the development of national guidance.  

  


