
TICKTON & ROUTH PARISH COUNCIL    

RISK ASSESSMENT: Parish Council meetings – 2022 

This risk assessment is to be read in conjunction with the risk assessment of the Village Hall, their COVID rules and Conditions of Hire (attached).  Risk 

Assessments will be reviewed in line with latest Government guidance and case numbers. 

 

Please do not attend if you, or anyone in their household, has had COVID-19 symptoms in the last 48 hours.  It is recommended that all attendees carry 
out a lateral flow test prior to the meeting to protect everyone and to prevent the spread of COVID-19 – tests are available free to everyone from a 
pharmacy or ordered directly -  https://www.gov.uk/find-covid-19-lateral-flow-test-site 
 

 What are the 
risks? 

Description of risk Actions to be taken to mitigate risk Action by 
who? 

 

Room set up and 
dismantling 
 

Transmission from setting 
out the chairs and tables 
to hold the meeting 

• Sanitise chairs and tables before meeting and again at the end of the meeting before storage 

• Door handles to entrance door to the village hall and meeting room to be sanitiser prior to 
entry for set up 

• Disposable gloves to be available to Cllrs & Clerk 

• Cllrs to sanitiser their own table and chair 

• Cllrs to assist in cleaning chairs set out for public 

• Waste bin to be in place by exit door for safe disposal of any PPE or cleaning consumables 

Clerk 
Cllrs 

Travelling to and 
from 
meeting 

Transmission through the 
sharing of transport 

• Unless from the same household, attendee, where possible, travel to and from meetings 
separately 

• Where this is not possible follow government guidelines for using shared transport 

Clerk 
Cllrs 
Members of 
the public 

Entering and 
leaving 
the meeting 

Close proximity to other 
Cllrs and the public when 
entering and leaving the 
meeting and contact with 
doors 

• Notices on doors regarding social distancing and the wearing of masks 

• Cllrs, Clerk and members of the public to enter and exit the meeting using the main door, 
promptly and in an orderly socially distanced way 

• Hands to be sanitised on arrival, provision of hand sanitiser at entrance to the meeting room 

• Cllrs to be socially distanced, ensuring a minimum 2-meter distance is achieved for “face to 
face” and 1-meter for “side to side” 

• Cllrs to be seated when members of the public enter the hall 

• Chairs for the public to be arranged so that 2- meter social distance is achieved. 

Clerk 
Cllrs 
Member of 
the public 

Meeting 
environment 

Transmission through air 
and touch 

• Socially distanced seating arrangement 

• Windows and doors to be open to facilitate free flow of air through the room 

• Printed copies of agenda not handed out to members of public. 

• No refreshment to be served.  Cllrs, Clerk and members of the public can bring own drink 
and take home to wash or dispose in bin provided. 

Clerk 
Cllrs 
Member of 
the public 

https://www.gov.uk/find-covid-19-lateral-flow-test-site


Conduct of 
meeting 

Transfer through touch 
and air 

• Cllrs and public to remain socially distanced at all times 

• Wearing of face masks except when seated and social distancing maintained 

• Shouting to be avoided 

• Circulation of paper documents on the night suspended - Cllrs to bring and use own meeting 
folders and pens 

• Cllrs who need to leave the room due to declared interests to be seated near an exit door 
and to maintain social distancing when leaving and returning to the room 

• Members of the public leaving during the course of the meeting should do so in a manner 
that social distancing is maintained from other members and Cllrs. 

• The toilet area is limited to one person at a time. 

Clerk 
Cllrs 
Member of 
the public 

Wider issues Members do not feel safe 
attending meetings face to 
face. 
 

• Village Hall to sanitise Main Hall prior to meeting commencing. 

• Unless there is a change in the law, members attending remotely will not be able to take 
part or vote, and their attendance will not be included in the minutes. 

• Keep the meeting “moving” so that it does not last longer than necessary 

• Advise on website that the number of members of public may be restricted if socially 
distancing cannot be achieved  

• Do not attend if you, or anyone in their household, has had COVID-19 symptoms in the last 
48 hours. 

Village Hall 
Clerk 
Cllrs 
Member of 
the public 

Ensuring, given social 
distancing that all meeting 
attendees can hear 
proceedings 

• Cllrs and members of public in attendance to inform Chairman. 

• Speaker to stand in order to project voice, rather than shout. 

Clerk 
Cllrs 
Member of 
the public 

Track and Trace • QR code to be scanned by all in attendance.  

• Attendance register recording the name and contact telephone number or email will be kept 
for a period of three weeks after the event and to provide the record to NHS Track and Trace 
if required. NB: People are not obliged to provide details 

Clerk 
Cllrs 
Member of 
the public 

Covid Variant(s) Increased transmission 
within the community. 

• Full Council to approve a temporary scheme of delegation (Appendix A) in the event that 
case number increase significantly resulting due to a new variant resulting in the 
Government introducing additional restrictions.   

Village Hall 
Clerk 
Cllrs 
Member of 
the public 

 

Approved by the Tickton & Routh Parish Council at the meeting held on 13 December 2021 Minute Ref. 165/21. 

Next review: In line with latest Government guidance and case numbers. 

Signed Michelle Middleton, Parish Clerk 



 

 

        Appendix A 

Tickton & Routh Parish Council 
 

Temporary Scheme of Delegation  
 
S101 delegation of powers 
The Scheme of Delegation (s101 of the 1972 LGA), provides for delegating authority to the Clerk for making decisions 
on behalf of the council as and when appropriate.  
 
S101 requires formally agreed Terms of Reference by the Council. It needs to be based in Terms of Reference that 
sets out the key themes of the delegation and the financial thresholds that apply. 
 
This scheme of delegation is a temporary measure to facilitate effective decision making whilst the COVID-19 
restrictions are in place. It allows the Clerk to take on the executive role during this time. 
 
Delegation of Power 
Section 101 of the Local Government Act 1972 provides: 
• That a Council may delegate its powers (except those incapable of delegation) to a committee or an officer.  
• A Committee may delegate its powers to an officer. 
• The delegating body may exercise Powers that have been delegated. 
 
Any delegation to the Proper Officer shall be exercised in compliance with the Council’s Standing Orders, any other 
policies or conditions imposed by the Council and within the law.  
 
In an emergency the Proper Officer is empowered to carry out any function of the Council. 
 
Where the officer is contemplating any action under delegated powers, which is likely to have a significant impact in 
a particular area, they should also consult a minimum of two Members, and must ensure that they obtain 
appropriate legal, financial and other specialist advice before action is taken. 
 
The following items may not be delegated to the Clerk: 
 
• To appoint the Chairman and Vice-Chairman in May each year 
• To sign off the Governance Statement by 30th June each year 
• To set the precept 
• To appoint the Head of Paid Service (Clerk) 
• To make byelaws 
• To borrow money 
• To consider any matter required by law to be considered by Council. 
 
To the Proper Officer LGA 1972 s101 
The Council’s Scheme of Delegation authorises the Clerk to the Council to act with delegated authority in the specific 
circumstances detailed:  
 
To take action: 
1. To take action on any issue that cannot wait until the next Parish Council meeting; as a temporary measure the 
Proper Officer is empowered to take any and all decisions that would normally be taken by Full Council, or a 
committee or a working group, having consulted a minimum of two Members. Consultation may be by email or by 
telephone or by virtual meeting, followed by a confirmation email. 
 
2. If circumstances do not permit the input of at least two councillors, the Clerk would normally be expected to 
consult the Chairman or Vice Chairman if the Chairman is unavailable and take his view into account. 
 



 

 

 
Financial thresholds: 
3. To authorise expenditure on items where the Council has previously approved the budget to a maximum of 
£3,000 per transaction having consulted a minimum of two Members and the Chairman, or to a higher level where 
the Council has agreed & minuted the expenditure at a prior meeting.  
 
Additionally, these Members should be independent of the two Members who will sign the cheque(s). For the 
avoidance of doubt, this includes any payments that will be overdue before the next scheduled Council Meeting or 
where discounts may be lost to the Council; to include normal salaries and all items specifically budgeted for, 
contracted for or expenditure previously agreed by Council at a meeting. 
 
4. To incur expenditure on behalf of the Council, which is necessary to carry out any repair, replacement or other 
work or essential project which is of such extreme urgency that it must be done at once, whether or not there is any 
budgetary provision for the expenditure, subject to a limit of £1000.00 per transaction, having consulted the 
Chairman and taken on board his views. 
 
5. To take any action regarding minor repairs or purchases (up to a cost of £500.00 per 
transaction) having consulted the Chairman and taken on board his views. 
 
Planning Matters: 
6. Planning applications will be received by the Clerk and responses determined by the Clerk following consultation 
with a minimum of two Members who are currently members of the Planning Committee. 
 
7. The Planning Committee delegate authority to the Clerk to request any application be referred to East Riding of 
Yorkshire Council Planning Committee for decision. 
 
Delegation Limitations, Record keeping & Reporting: 
8. Records will be kept demonstrating a clear trail (particularly around decision making in any form). 
 
9. All decisions will be reported at the next available Full Council Meeting. 
 
10. Delegated actions shall be in accordance with Standing Orders and Financial Regulations and in line with 
directions given by Council from time to time and this Scheme of Delegation, and where applicable any other 
rules/regulations and legislation. 
 
 
 
 
 
 
 
 
 
 
 
 

Approved by the Tickton & Routh Parish Council at the meeting held on 13 December 2021 Minute Ref. 165/21. 

 
 

 
 
 

 



 

 

 

 
 

 Current conditions   of   Hire:  COVID-19,   w.e.f. August 
2021 
 

 

Note: These conditions are supplemental to, not a replacement for,  
Tickton Village Hall’s ordinary conditions of hire and continue to be updated 

 as changes occur  
 

 

SC1:  The hirer will be responsible for ensuring those attending the activity or event, comply 
with recommendations to remain COVID-19 safe while occupying the hall. A poster is 
displayed at the hall, in particular advising the use of hand sanitisers positioned at the 
entrances.   The hirer undertakes to comply with the actions identified in the hall’s risk 
assessment 
 
SC2:   Please be aware of the risk of aerosol or droplet transmission during your 
event.   Although not mandatory, some people do prefer to use face coverings and 
keep a safe distance. This is still recommended and should be respected. 
 
SC3:   During the period of hire, and upon leaving, the hirer will be responsible for cleaning 
all regularly touched surfaces, using the products supplied by Tickton Village Hall.  
Please do not spray electrical equipment, light switches etc., use cloths/wipes and place in 
waste bins. 
 
SC4:   The hirer will make sure that everyone likely to attend the activity or event, 
understands that they MUST NOT DO SO If they, or anyone in their household, has had 
COVID-19 symptoms in the last 48 hours.  
If anyone develops symptoms within 10 days of visiting Tickton Village Hall they MUST use 
the Test and Trace system to alert others with whom they have been in contact.  They MUST 
get a COVID-19 antigen test.   In addition it is recommended that hirers encourage their 
group to take regular lateral flow tests prior to attending activities. 
 
SC5:   The hirer will keep the premises well ventilated throughout their hire, with windows 
and doors (except fire doors) open as far as convenient. The hirer will be responsible for 
ensuring they are all securely closed on leaving. 
 
SC6:  The hirer will ensure that the number of people attending their activity/event will be 
such that safe social distancing can be maintained, especially for elderly or vulnerable 
persons who may be more susceptible to contracting Covid-19 virus and especially in 
confined areas, keeping these as brief as possible.  
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SC7:  The hirer will make sure that not more than one person uses the toilet areas at a time. 
 

SC8:  The hirer will position furniture or the arrangement of the room as far as possible to 
facilitate social distancing.  This can be seating side by side, rather than face-to-face.  
 
SC9:  The hirer is asked to keep a record of the name and contact telephone number or 
email of all those who attend their event for a period of three weeks after the event and 
provide the record to NHS Track and Trace if required. (People are not obliged to provide details) 

 

SC10:  The hirer will be responsible for the disposal of all rubbish created during the hire. 
 

SC11:  The hirer will be responsible for providing their own drinks or food, including the items 
needed to serve it.  The hirer will be responsible for ensuring that all packaging is taken 
away and crockery and cutlery is washed off Tickton Village Hall site.  
 

SC12: Tickton Village Hall will have the right to close the facility if there are safety concerns 
relating to COVID-19.   For example, if someone who has attended the hall, develops 
symptoms and thorough cleansing is required;   or, if it is reported that the Special Hiring 
Conditions above are not being complied with, whether by you (the hirer),  or by other hirers:  
or in the event that public buildings are required to close for any reason.  If this is necessary, 
Tickton Village Hall will do its best to inform hirers promptly and they will not be charged for 
that particular hire.  
 

SC13:  In the event of someone becoming unwell with suspected Covid-19 symptoms while 
at Tickton Village Hall, the hirer should direct others in their group to leave the premises, 
observing hand sanitising and social distancing precautions, and advise them to launder 
their clothes when they arrive home. The person with suspected COVID-19 symptoms 
should remain in the room with the Hirer and use the emergency COVID-19 kit provided and 
follow the instructions contained within. The Hirer will need to inform Tickton Village Hall  

immediately, using the contact number on your Hire Agreement. 
 

SC14:  Any other special points will be updated and notified as appropriate.  
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Tickton Village Hall 

Risk Assessment in relation to Re-Opening Premises to Users (Covid-19) 

To be used as a guide – common sense to be applied at all times 

Version 2 - dated 4 June 2021.                To be updated as appropriate 

Area / People  
at Risk 

Risk identified Actions to be taken to mitigate risk 

Everyone entering 
& exiting the facility 

When entering and exiting the building 
and when socially distancing isn’t 
possible. 

Face coverings to be worn on entering and exiting 
and at all times when socially distancing isn’t 
possible.   Coverings can be removed when eating 
& drinking. 

Staff, contractors 
and volunteers : 

Cleaning surfaces infected by people 
carrying the virus.  
Disposing of rubbish containing tissues 
and cleaning cloths.  
Deep cleaning premises if someone falls 
ill with CV-19 on the premises.  
Occasional Maintenance workers.  

* Stay at home guidance if unwell displayed 
throughout the building.  
* Staff/volunteers provided with protective overalls 
and plastic or rubber gloves.  
* Contractors provide their own.  
* Staff/volunteers advised to wash outer clothes 
after cleaning duties.  
*  Staff given PHE guidance and PPE for use in the 
event deep cleaning is required. 

Staff, contractors 
and volunteers  

Staff/volunteers who are either extremely 
vulnerable or over 70.  
Staff or volunteers carrying out cleaning, 
caretaking or some internal maintenance 
tasks could be exposed if a person 
carrying the virus has entered the 
premises or falls ill.  
Mental stress from handling the new 

situation.  

Staff in the vulnerable category are advised not to 
attend the village hall for the time being. 
 
Take regular lateral flow test - kits can be obtained 
free of charge from pharmacies, etc.  

Car Park/paths/ 
patio/exterior 
areas  

Social distancing not observed as people 
congregate before entering premises.  
Parking area is too small or  congested 

to allow social distancing.  
People drop tissues/rubbish.  

Social distancing waiting area displayed at 
entrances, to encourage care when waiting to 
enter.  
Cleaner, with PPE, to check area outside doors for 

rubbish which might be contaminated, e.g. tissues.  

Entrances  and 
corridors  

Possible “pinch points” and busy or 
confined areas, where risk that social 
distancing is not observed.  
Door handles, light switches in frequent 

use.  

Identified pinch points and busy areas.  
Social distancing markers/posters in entrance 
areas.  
Create one-way system and display signage for 
larger events/hires.  
Door handles and light switches to be cleaned 
regularly.  
Wall mounted hand sanitiser dispensers provided 

by hall, checked daily.  

Main Hall Door handles, light switches,  
window catches, tables, chair backs.  

Projection equipment. Screen.  
Window curtains or blinds  
Social distancing may not be observed.  

Door handles, light switches, window catches, 

tables, chairs and other equipment used to be 
cleaned by hirers, before use,  or by hall cleaning 
staff, as agreed or advised. 

*Social distancing guidance to be observed by 
hirers when arranging their activities.  
*Hirers advised to wash hands regularly.   
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Area / People at Risk Risk identified Actions to be taken to mitigate risk 

Small Hall Social distancing more difficult in 
smaller areas  
Door and window handles  
Light switches, power points, tables, 
chair backs.  
Projection equipment. Screen.  
Window curtains or blinds  

Recommend use of larger space in Main Hall if 
possible. 

Surfaces and equipment to be cleaned by hirers 
before use or by hall cleaner as agreed.  
Provide kettle/refreshment point, to avoid two 

groups using the same kitchen.  

Kitchen Social distancing more difficult  
Door and window handles  
Light switches  
Working surfaces, sinks, taps,  
cupboard handles.  
Fridge/freezer; Crockery/cutlery  
Cooker, Microwave;  Hot water boilers  

Hirers requested to control numbers using 
kitchen to ensure social distancing, especially 
for those over 70.  
Hirers to clean all areas likely to be used before 
use, wash, dry and stow crockery and cutlery 
after use.  
Appropriate cleaning materials provided. 
Hirers to bring own tea towels.  
Hand sanitiser, soap and hand drier provided.  
Encouraging hirers to bring their own Food and 
Drink until further notice.  

Cleaners’ store Social distancing not possible  
Door handles, light switch  

Public access not likely. 
Cleaner to maintain safe hygienic area. 

Storage Rooms  Social distancing more difficult  
Door handles in use.  
Equipment needing to be moved not 

normally in use on a daily basis. 

Agree with user groups whether hall cleaner 
cleans, or hirer, to clean equipment required 

before use. Hirer to control accessing and 
stowing equipment and recommend social 
distancing.  

Toilets Social distancing difficult.  
Surfaces in frequent use ie door 
handles, light switches, basins, taps, 
toilet handles, seats etc., toilet tissue 
holders, hand driers, mirrors.  

Hirer to control numbers accessing toilets to 
one person at any one time, with attention to 
more vulnerable users. See notices on doors. 
Hirer to clean all surfaces etc., before public 
arrive, unless staff have pre-cleaned, with prior 
notice or out of hours.  
See notices ie engaged/vacant signage and 
posters to recommend 20 second hand 
washing.  

Soap, hand driers and toilet tissue regularly 

replenished.  
Ensure hirer knows where to access for re-
stocking if needed.  

Boiler Room 
& additional stored 
items 

Door handle, light switch & stored 
equipment.  
Social distancing not possible.  

All to be cleaned on every occasion of 
accessing stored items of equipment. 

CCTV & Stage Lights 

Room 
Door handle, light switch  
Social distancing not possible  

All to be cleaned on every occasion of access 
and handling of equipment. 

Events Admitting large number of people who 
may arrive at same time. 
Handling payment.  Seating and 
gathering inappropriately ie not socially 
distancing 

Seats limited and arranging for each event to 
allow social distancing. 
Pre-booking and pre-payment, cashless if 
possible. 



 

 

TICKTON & ROUTH PARISH COUNCIL 

MEETING ATTENDANCE REGISTER – COVID-19 TRACK & TRACE 

DATE: 

 

Name Contact Number Email 
 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 

The information on this form will be stored securely by the Parish Council for 3 weeks and may be 

passed onto the NHS Track & Trace in the event that this information is requested.   

NB:  You are not obliged to provide your details. 


