
 
COVID 19 Risk Assessment (R1) 

Department: Reception Assessment by: Joanne Scott Date: 01/07/2020 

1st review date due:  Manager approval: Amanda Brown  Date: 16/07/2020 

Description of activities:  

1. Avoid the hazard where possible (Remote work/no 
physical contact etc.)  

2. Maintain 2 metre safe distancing  

3. Put guards and other measures in place  

4. Clean workplace, equipment and hands  
 

5. Supervise, Educate and communicate  

6. PPE 
 

Risk 
How can the risk 
cause harm and who 
could be at risk? 
 

What do we have and what do we need to put in place control 
this risk? 
 

Action  

By Whom Date Date 
complete 

Customers Arriving at 
hotel 

All members of staff 
and customers 

• Perspex screens across the reception desk to stop the 
spread of contamination. 

• Hand sanitizer to be used prior to entering building 
• Check-in each party individually (two metres apart) 
• Staggered Check-in times to reduce numbers arriving all 

at once 
• Temperature taken of each guest on arrival   
• One-way route system to ensure safe distancing  
• Wearing Correct PPE for Guests and Staff  

 

Management 
& Reception 

staff 

 

 

Deliveries  Staff receiving 
delivery and 
delivery drivers 

• Keep 2 meter distance 
• Mask & Gloves to be worn  
• All deliveries to be received at side door 

on car park    All Staff  



Identifying unwell persons Staff & Guests  • All staff have completed on line covid 
course with greymatterlearning.co.uk. 
This course includes awareness of 
symptoms  

• Temperature Check  
• Guests with pre-existing medical 

condition   
 

All Staff 

 

 

Unsafe working 
environment. 

All Reception  • Keep hands sanitized regularly 
• Only one 

All Staff 

member of staff behind reception, on arrival & 
departure days when more than 1 staff member, mask or 
visor to be worn  

 

 

 

Cleaning and handling. All Staff  • All surfaces to be wiped down regularly (every 15 minutes)  
 

All 
Staff 

 

 

Cash handling  All Staff  • Card payments where possible to minimise the risk of covid. 
• Wash or sanitize hands after cash transaction  

All 
Staff 

  

Record & Review  Staff & Guests  • Keeping records staff rotas  
• Update and change procedures when necessary  
• Update and change procedures by government rule   

   

 



 


