
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:committees@nalc.gov.uk


 

 

 

 

 

 

 

 

 

 

https://www.local.gov.uk/national-employers-local-government-services-local-government-pay-july-2021


 

 



 

 

 

 

 
 

 
 



 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 



 

 
 

 

 
 

 

 
 

 

 

 

 
 

   

 
 

 

 



 

 

 
 

 

 
 

 
 

 
 

 



 



07/09/2021 14:0014:00Claire FitzGerald

Claire FitzGerald

From: Claire FitzGerald
Sent: 01 September 2021 14:08
To: 109
Subject: Returning to the office - Transition period to end of the year
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NALC Risk Assessment Form

What is the risk?

Prob X Severity

Spread of Covid-19 

Coronavirus

Staff Low Staff will continue to work from home on 

a hybrid basis. However from 1 

September 2021 the office is open to 

individuals, small groups for operational 

reasons (access documents etc) and if 

homework goes is impractical 

Heads of service to discuss operational 

requirements for attending the office 

with their teams. Staff member to ensure 

diary is uptodate with whereabouts

Staff to update the diary Ongoing Sep-20 LOW

Spread of Covid-19 

Coronavirus

Staff Low Consideration to be given to provide a 

"care pack" for all members of staff to 

include hygience wipes, hand sanitister, 

tissues and a face mask.

Wipes, Sanitiser gels and face masks 

available at the office for staff use

Admin manager Aug-21 Aug-21 LOW

Spread of Covid-19 

Coronavirus

Staff working from 

home

Low Staff are asked to take into account 

adherence to hygiene standards in their 

home workplace

Admin manager Ongoing LOW

Spread of Covid-19 

Coronavirus

Committee members, 

vulnerable group such 

as elderly, pregnant 

women and those 

with existing 

underlying health 

conditions who 

commute to London 

by public transport

Low It is not envisaged that any face to face 

committee meetings will be held at least 

before January 2022

Ongoing discussion with chairman and 

CEO regarding the reintroduction of face 

to face committee meetings. 

Consideration needs to be given to 

suitable accommodation for such 

meetings as all committees currently 

exceed the safe guideline for the use of 

the NALC boardroom

Admin manager, chairman and NALC 

CEO

Measure in place until 

December 2021

Aug-21 LOW

Spread of Covid-19 

Coronavirus

Contractors Med Contractors need to visit the office as 

part of their contracted services. Each 

contractor is required to wear a 

disposable mask  while on site. All 

contractors will be instructed to maintain 

a safe distance (2 metres) from staff at 

all times. Internal doors will remain open 

to minimise the contact with door 

handles. At the end of the visit NALC 

staff will not sign a piece of paper. All 

paperwork will be expected to be 

completed electronically.

All contractors contact the Admin 

Manager to make arrangements for the 

visit

Admin Manager Measure in place until 

December 2020

Sep-20 LOW

Spread of Covid-19 

Coronavirus

Staff, Visitors, 

contractors, 

committee members, 

vulnerable group such 

as elderly, pregnant 

women and those 

with existing 

underlying health 

conditions

Med Hand hygiene - Everybody in the office 

asked to wash hands and/or use the 

sanitiser upon arrival in the building and 

throughout the day

throughout the building. Tissues will be 

made available throughout the 

workplace.

Admin Manager Already displayed LOW

Spread of Covid-19 

Coronavirus

Staff, Visitors, 

contractors, 

committee members, 

vulnerable group such 

as elderly, pregnant 

women and those 

with existing 

underlying health 

conditions

Low Track and trace app All staff and visitors to the office to use 

the track and trace app.

Admin manager Already in operation LOW

Completed on.. Residual RiskWhat are the 

hazards?

Who might be 

harmed and how?

What are we already doing? What further action is necessary? Action by whom? Action by when?

High Risk

Medium Risk

Low Risk

Medium

High

Medium

By the use of the matrix below, a risk factor can be assigned to each hazard.  This involves putting a considered valuation against the probability and also the consequence/severity for the hazard.

Checked by

Signature/s:

Job Title/s

Date:

Review in:

Aug-21

Monthly - Sep-2021

Claire FitzGerald

Administration Officer

Carried out by: Claire FitzGerald

Job Title: Admin Manager

Signature:

Risk Matrix

Probability
High Risk

High Risk

Medium Risk

High

Severity

Date of Assessment:

Low

Medium Risk

Low Risk

Low Risk

Low



What is the risk?

Prob X Severity

Completed on.. Residual RiskWhat are the 

hazards?

Who might be 

harmed and how?

What are we already doing? What further action is necessary? Action by whom? Action by when?

Spread of Covid-19 

Coronavirus

Staff, Visitors, 

contractors, 

committee members, 

vulnerable group such 

as elderly, pregnant 

women and those 

with existing 

underlying health 

conditions

Med Sanitiser - Hand sanitiser placed at 

entrance, all strategic points and on 

desks

Encourage staff to use it regularly Admin Manager Already available LOW

Spread of Covid-19 

Coronavirus

Staff, Visitors, 

contractors, 

committee members, 

vulnerable group such 

as elderly, pregnant 

women and those 

with existing 

underlying health 

conditions

Med Paper towels available for handdrying Already in place Admin Manager Already available Low

Spread of Covid-19 

Coronavirus

Staff, Visitors, 

contractors, 

committee members, 

vulnerable group such 

as elderly, pregnant 

women and those 

with existing 

underlying health 

conditions

Med Cleaning - Frequently cleaning and 

disinfecting objects and surfaces that are 

touched regularly particularly in areas of 

high use such as door handles, light 

switches and reception areas using 

appropriate cleaning products and 

methods

Cleaning wipes to be made available to 

all staff to wipe their desks and person 

effects. Rigorous checks will be carried 

out by line managers to ensure that the 

necessary procedures are being followed.

Admin Manager Once office opens

Spread of Covid-19 

Coronavirus

Staff, Visitors, 

contractors, 

committee members, 

vulnerable group such 

as elderly, pregnant 

women and those 

with existing 

underlying health 

conditions

Med Communual equipment - Cleaning wipes 

to be available in communual meeting 

areas and all shared equipment such as 

boardroom laptop and remote controls 

to be wiped down prior to and after use.

Cleaning wipes to be purchased and 

replenished as required.

Admin Manager Sep-20

Spread of Covid-19 

Coronavirus

Staff, Visitors, 

contractors, 

committee members, 

vulnerable group such 

as elderly, pregnant 

women and those 

with existing 

underlying health 

conditions

Med Social Distancing - Reducing the 

number of staff in any work area to 

comply with the 2-metre (6.5 foot) gap 

recommended by the Public Health 

Agency.

Staff to be reminded on a daily basis of 

the importance of social distancing both 

in the workplace and outside of it. 

Admin Manager Once office opens

Spread of Covid-19 

Coronavirus

Staff, Visitors, 

contractors, 

committee members, 

vulnerable group such 

as elderly, pregnant 

women and those 

with existing 

underlying health 

conditions

High Reception area - Review reception area 

to ensure that 2 metre rule is adhered 

Relocate the signing in sheet to the front 

area of the reception to reduce traffic 

into the admin area. Install a screen in 

front of reception desk and by door into 

corridor  

Admin Manager Once office opens

Spread of Covid-19 

Coronavirus

Staff, Visitors, 

contractors, 

committee members, 

vulnerable group such 

as elderly, pregnant 

women and those 

with existing 

underlying health 

conditions

Med Work schedules - Consider taking steps 

to review work schedules including start 

& finish times with more staff working 

from home etc. to reduce number of 

workers on site at any one time.  This 

particularly affects those staff that work 

on desks facing each other. (CF/FM, 

SN/BB, CB/JLF, RD/MD, JM/GB or MF, 

JG/JO, CE/LH)

Admin Manager to work with Heads of 

Service regarding rostering of staff. 

Where can we move desks to increase 

distance. In the event that desks cannot 

be moved, consider installing plastic 

screens.

Admin Manager Once office opens



What is the risk?

Prob X Severity

Completed on.. Residual RiskWhat are the 

hazards?

Who might be 

harmed and how?

What are we already doing? What further action is necessary? Action by whom? Action by when?

Spread of Covid-19 

Coronavirus

Staff, Visitors, 

contractors, 

committee members, 

vulnerable group such 

as elderly, pregnant 

women and those 

with existing 

underlying health 

conditions

Low Kitchen areas to be decommissioned as 

a temporary measure

Staff to be advised that they should 

attend the office with water and food 

and remove from the office at the end of 

their visit 

Admin Manager Measure in place until 

December 2021

Spread of Covid-19 

Coronavirus

Staff, Visitors, 

contractors, 

committee members, 

vulnerable group such 

as elderly, pregnant 

women and those 

with existing 

underlying health 

conditions

Low Water machines - to be 

decommissioned as a temporary measure

Staff to be advised that they should 

attend the office with water and food 

Admin Manager Measure in place until 

December 2021

Spread of Covid-19 

Coronavirus

Staff, Visitors, 

contractors, 

committee members, 

vulnerable group such 

as elderly, pregnant 

women and those 

with existing 

underlying health 

conditions

Med Traffic on stairs - only one at a time on 

stairs so staff and visitors will be asked to 

wait on the landing if somebody is using 

the stairs

Measure in place until 

December 2021

Spread of Covid-19 

Coronavirus

Staff, Visitors, 

contractors, 

committee members, 

vulnerable group such 

as elderly, pregnant 

women and those 

with existing 

underlying health 

conditions

Med Use of Boardroom - It can be used for 

meetings ensuring that at least 2 metre 

distance is maintained at all times with a 

maximum of 6 people in the room

Admin manager to block off chairs 

ensuring that only 6 are available for 

usage

Admin manager Measure in place until 

December 2021

Spread of Covid-19 

Coronavirus

Staff, Visitors, 

contractors, 

committee members, 

vulnerable group such 

as elderly, pregnant 

women and those 

with existing 

underlying health 

conditions

Low Catering for meetings - no food to be 

ordered in for meeting for remainder of 

2020. Visitors to be offered a cold drink 

only.

Not currently required as no meetings will 

be held on site before January 2021

Admin manager, chairman and NALC 

CEO

Measure in place until 

December 2021

Med ·   Reasonable housekeeping standards 

maintained.

·   Heads of Service to be reminded that 

they have the responsibility of maintain 

standards in their areas.

Low

·   Housekeeping and improvement 

suggestions discussed at quarterly Office 

User Group meetings.

·   Staff to be reminded that deliveries 

should be moved to storage areas asap 

and not block staircases or hallways, 

posing a trip hazard.

·   Staff reminders given at staff meetings ·   Instructions to be given that spillages 

should be cleaned up and dried 

immediately.

·   Building walkrounds completed once 

every month

·   Staff to be reminded that chairs and 

desks should not be used when reaching 

for high shelving; a stepping stool is 

available for use in the basement.

·   Floors and staircases cleaned on a 

regular basis by the cleaners.

·   Staff to be reminded to make use of 

handrails provided when descending 

staircases.

·   Cleaning standards monitored by 

Admin Manager and any recurrent issues 

raised with cleaning company.

·   Cabinet drawers and doors kept closed 

when not in use.

·   Repairs and maintenance carried out 

when necessary.

·   Stairs well lit and hand rail provided.

Slips, trips and falls All staff and visitors 

may suffer sprains or 

fractures if they trip 

over trailing cables/ 

rubbish/boxes/slip on 

spillages or fall when 

reaching for items on 

high shelves.



What is the risk?

Prob X Severity

Completed on.. Residual RiskWhat are the 

hazards?

Who might be 

harmed and how?

What are we already doing? What further action is necessary? Action by whom? Action by when?

·   Entrance well lit.

·   Stepping stool supplied for use with 

high shelving,

·   Staff receive annual training in how to 

avoid slips, trips and falls in the 

workplace and are assessed on their 

learning.

Manual Handling ·   Staff receive annual manual handling 

refresher training as part of general 

Health and Safety training.

·   Remind staff that top shelves should 

be used for storage light boxes only.

Deliveries: Paper, 

publications & water 

cooler bottles 

(frequent)

·   Trolley to be used to transport boxes. ·   Advise staff to seek help as required 

when lifting heavy loads e.g. changing 

water bottles.

Office Equipment 

(infrequent)

·   Remind staff to request that deliveries 

are taken to their final destination by the 

delivery driver if possible.

·   Consideration given to an alternative 

solution to water bottles, ie plumbed in 

coolers 

·   Workstation assessments carried out 

for all staff by Administration 

Mananger/Finance & Admin Officer to 

identify and rectify any issues with their 

display screen equipment and general 

workstation.

·   Action to be taken on the results of 

workstation assessments within 6 weeks 

and results to be checked by 

Administration Manager and kept on file.

Low

·   Adjustable chairs and equipment 

supplied.

·   Eye test covered by NALC.

·   Blinds provided to control ambient 

light.

provided to all departments to remind 

staff of good workstation ergonomics.

·   Work plans and work objectives are 

discussed and agreed with staff at annual 

appraisals.

·   Stress policy to be implemented. Low

·   Line managers monitor monitor work 

and hold 1-1 meetings with their staff on a 

regular basis.

·   Building kept reasonably warm and 

light, windows open to provide fresh air, 

plenty of space in offices.

·   Portable air conditioning units 

provided in necessary in summer months.

·   Toilet areas supplied with hot and cold 

water, toilet paper, soap, hand towels 

and sanitary disposal facilities for ladies.

·   No further action required.

·   Shower facility available.

·   Kitchen area provided with washing up 

facilities, tea/coffee, drinking water, 

fridge and microwave.

·   Basement seating area provided for 

use at lunch/break times.

·   Areas cleaned daily and standards 

monitored by Administration Manager

·   Portable appliances tested yearly by 

qualified electrician.

·   Reminder to all staff to notify the 

Admin Manager of any defective 

equipment.

CF Summer 2020 Low

·   Photocopier and computer systems 

cleaned/maintained by qualified 

personnel. 

·   Reminder to all staff to not overload 

extension leads and use wall sockets 

whenever possible.

CF Ongoing

·   Fixed wire testing completed every 5 

years

·   Monthly walk rounds visually checking 

equipment 

Bleach and strong 

detergents

All staff could have 

adverse reaction to 

hazardous substances

Low ·   Cleaning supplies located in cleaning 

store area, in locked cupboard.

·   Remind staff that substances should 

only be used by cleaners.

CF Ongoing Low

Slips, trips and falls All staff and visitors 

may suffer sprains or 

fractures if they trip 

over trailing cables/ 

rubbish/boxes/slip on 

spillages or fall when 

reaching for items on 

high shelves.

Stress All staff could be 

affected by excessive 

from work demands, 

lack of job control, 

too little support from 

colleagues, not 

Med

Regular computer 

use

All office staff may 

suffer from upper limb 

disorders from regular 

use of PCs or suffer 

headaches if 

lighting/picture is 

poor

Med

All staff may feel too 

hot/cold or suffer 

other general 

discomfort

Low Low

Low

All staff and staff from 

delivery companies 

could suffer from 

back pain if they carry 

heavy/bulky objects 

in awkward places e.g. 

staircases

Med Low

Electrical All staff could incur 

electrical shocks or 

burns if they use 

faulty electrical 

equipment.

Med

Hygiene and welfare All staff could 

experience general 

discomfort.

Low

Environmental 

comfort factors



What is the risk?

Prob X Severity

Completed on.. Residual RiskWhat are the 

hazards?

Who might be 

harmed and how?

What are we already doing? What further action is necessary? Action by whom? Action by when?

·   Tea trays provided for transporting 

multiple items at once.

·   Remind staff to use tea tray when 

carrying more than one mug at a time.

CF The kitchen area is closed 

until at least December 

2020

Med

·   Remind staff to request assistance to 

open doors etc. when carrying trays of 

hot drinks. 

CF

·   Secured flasks to be used for large 

amounts of tea/coffee.

Preparing 

teas/coffees

All staff, particularly 

administration team 

preparing 

teas/coffees for 

visitors and meetings, 

could be scalded or 

burned.

Med
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