
 

 

The key points of this risk assessment is; 

• Events will end at 10pm  

• Events will only host a maximum of 15 guests outside and inside (including children), 

until the governments guidance on this change 

• Events indoor will only be permitted for guests up to 15 or 2 households.  

• No live music or entertainment is allowed, until the governments guidance on this change 

• No buffets  

• Where possible we would ask guests to bring with them a mask 

• Guests that are not of the same house hold or social buddies should stay 2 metres apart 

 

Date: 22.9.2020 

Review Date: 29.9.20 

(Once a week) 

Completed by:   Leanne Hadden 

Position:   Events and Bookings Manager 

Covid-19 is a new illness that can affect your lungs and airways. It is caused by a virus called 

Coronavirus. Symptoms can be mild, moderate, severe or fatal. 

This is a Risk Assessment for dealing with the current Covid-19 situation in events. It is not likely to 

cover all scenarios and each person should consider their own unique circumstances. The following 

risk assessment covers the steps from the ‘Keeping workers and customers safe during COVID-19 in 

restaurants, pubs, bars and takeaway services’ COVID-19 secure guidance for employers, employees 

and the self-employed from 23 June 2020.  

To keep up to date with governments advice in this fast-changing situation visit 

https://www.gov.uk/coronavirus. 

We will be working closely with the Broadstairs and St. Peter’s Town Council and Thanet Direct Council 

to take into account the impact of our processes.  

This risk assessment will be shared with Thanet Direct Council's Licencing and Environmental Health 

department to ensure the best advice is given. Our plans and event dates will also be sent to the local 

PCSO and our security provider, Probe Security. 

This risk assessment will be available for all customers to see online and a hard copy if needed. Along 

with a links to the government guidelines.

https://www.gov.uk/coronavirus
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Who is at risk? 
What are the 
hazards? 

Controls Required Additional Controls 
Action by 
who? 

Action by 
when? 

Done 

Keeping staff, 
customers and 
visitors safe 

To control the 
spread of Covid-19 
Coronavirus from 
person to person 

We have calculated the maximum number of guests that 
can reasonably follow social distancing guidelines, 
keeping with the 2m rule to be extra vigilant, at 
Pierremont Hall. This means that 30 people are allowed 
inside at any time. This includes staff, tenant’s ad guests. 
As well as those using the toilets. We will ensure that 
indoor and outdoor seating is set up to maintain social 
distancing guidelines. - Rather changes starting from the 
14th September means that there can be no gatherings of 
more than 6 people. Teachings are expect.  

The Events Manager will be outside of the entrance, 
allowing people to go in only where there are only 
under 30 people. To control footfall of the public 
entering private events, we will fence and rope off 
openings. One-way systems will be in place to and 
from the toilet. The main entrance will be used as an 
exit door only and the tables and chairs will be 
distance from one another.  A distanced queue will 
be formed and sign posted under the Portico for 
those wishing to access the Chamber Hall.  

Leanne 
Hadden 
(Events and 
Bookings 
Manager) 

From 15th 
August and 
in the 
morning on 
the event 
date. 

 

Keeping staff, 
customers and 
visitors safe 

To control the 
spread of Covid-19 
Coronavirus from 
person to person 

We will provide clear guidance on social distancing and 
hygiene to people on arrival. For example; signage and 
visual aids. 

We will display; ‘Social Distancing Poster Protect 
Yourself & Others Around You’ and ‘Please Wait 
Here Social Distancing Floor Graphic’ inside and 
outside the venue 

Leanne 
Hadden 
(Events and 
Bookings 
Manager) 

From the 
8thJuly 

 

Keeping staff, 
customers, 
visitors and the 
public safe 

To control the 
spread of Covid-19 
Coronavirus from 
person to person 

We will ensure that outside queues are managed to 
ensure they do not cause a risk to individuals, other 
businesses or additional security risks. As well as 
reviewing how people move through the venue and how 
adjustments will be made to reduce congestion and 
contact between customers.  

We will be spreading the number of people arriving 
throughout the day by asking the organiser to 
staggering their guest’s arrival times by 10 to 15 
minutes in-between one another. This will help 
reduce demand on public transport and avoid 
overcrowding. 
A flow map has been completed at the bottom of this 
risk assessment of one-way systems. 

Leanne 
Hadden 
(Events and 
Bookings 
Manager) 

From 8th 
July. 
Advised 
when 
booking with 
the 
organiser. 

 

Keeping staff, 
customers and 
visitors safe 

To control the 
spread of Covid-19 
Coronavirus with 
Customer - Cross 
contamination 

Encouraging customers to use hand sanitiser or 
handwashing facilities as they enter the venue. 

Signs/posters to encourage guest Leanne 
Hadden 
(Events and 
Bookings 
Manager) 

From the 
8thJuly 

 

Keeping staff, 
customers and 
visitors safe 

To control the 
spread of Covid-19 
Coronavirus with 
Customers - from 
person to person 

To ensure that children are included in the max guests 
numbers and that they keep to the social distancing 
guidelines. 

We will be contacting the organiser of the event to 
inform them that children are welcome but is it the 
parent or guardians’ responsibility to keep their 
children socially distance from others.  

Leanne 
Hadden 
(Events and 
Bookings 
Manager) 

From the 
8thJuly. 
When 
booking the 
event.  

 

Keeping staff, 
customers and 
visitors safe 

To control the 
spread of Covid-19 
Coronavirus with 
Customers - from 
person to person 

We have changed the entrances, exits and queue 
systems at Pierremont Hall which will need further 
adjustments for disabled customers to ensure they can 
access the venue and sanitising areas.  

The main entrance will be used as an exit open only, 
unless those that need wheelchair access. This will 
be advised when booking the event with the 
organiser and sign posted on the day of the event. A 
sanitising station will be at the exit and entrance at 
wheelchair height.  

Leanne 
Hadden 
(Events and 
Bookings 
Manager) 

From the 
8thJuly 

 

Keeping staff, 
customers and 
visitors safe 

To control the 
spread of Covid-19 
Coronavirus with 
Customers and staff 
- from person to 
person 

We have put adjustments in place to maintain social 
distancing guidelines in the event of adverse weather 
conditions by offering all events free use of our marquee 
and parasols. A marquee will support bad weather 
allowing 10 people at 2-metre distance. The portico will 
allow 6 people at a 2-metre distance. Then inside where 
it allows 30 people at a 2-metre distance. Totalling more 
than enough room for guests to shelter and stay at a 

Posters will be outside and inside Pierremont Hall 
advising that in a case of bad weather, the Events 
Manager will guide guests to either the marquee, 
portico or inside. To keep to social distancing 
measures. 

Leanne 
Hadden 
(Events and 
Bookings 
Manager) 

From the 
15th 
August.  
Morning of 
each event 
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distance. Keeping in mind households and social buddies 
don’t need to social distance and these are family events. 

Keeping 
customers and 
visitors safe 

To control the 
spread of Covid-19 
Coronavirus with 
Customer - Cross 
contamination 

Pierremont Hall does not provide food and is a self-
catered venue.  Self-catering is only permitted if offered 
individual wrapped or packaged (i.e. hamper style). 

Organisers will be encouraged to ask their guests to 
bring picnics. 

Leanne 
Hadden 
(Events and 
Bookings 
Manager) 

From the 
8thJuly 

 

Keeping 
customers and 
visitors safe 

To control the 
spread of Covid-19 
Coronavirus with 
Customer - Cross 
contamination 

The kitchen will only be open to the Events Manager and 
the organiser or a cater which has their own Covid 19 
risk assessment and food hygiene certificate. 

The kitchen will be locked by the Events & Bookings 
Manager when not needed. 

Leanne 
Hadden 
(Events and 
Bookings 
Manager) 

From the 
8thJuly 

 

Keeping staff, 
customers and 
visitors safe 

To control the 
spread of Covid-19 
Coronavirus with 
Staff and Customer - 
Cross contamination 

To build awareness of the virus, good hand-washing 
techniques and ways to avoid cross contamination will be 
posted around Pierremont Hall.  

Best ways to wash your hands, posters, will be in all 
toilets. Catch it, Bin it & Kill it posters will also be 
around the venue to build awareness to guests at 
Pierremont Hall to control the spread of the disease. 

Leanne 
Hadden 
(Events and 
Bookings 
Manager) 

From the 
8thJuly 

 

Keeping 
customers and 
visitors safe 

To control the 
spread of Covid-19 
Coronavirus with 
Customer - Person 
to Person 

A queue for the toilets will be out on the portico where 
distance markings will be displayed on the floor. 
Customers will be instructed by the staff when they can 
go inside. Staff are checking to see how many help are 
inside at once and if the toilets are free.  

Signages will be displayed to ensure people know to 
queue.  
When leaving the toilets there will be a one-way 
system so guests do not pass each other someone. 

Leanne 
Hadden 
(Events and 
Bookings 
Manager) 

From the 
8thJuly 

 

Keeping 
customers and 
visitors safe 

To control the 
spread of Covid-19 
Coronavirus with 
Customer - Cross 
contamination  

The toilets will be cleaned every 2 hours during an 
event.  

This is to ensure there is no cross 
contamination.  Out of order signs to be posted when 
cleaning and added to the cleaning chart to show 
guest when they were last cleaned 

Leanne 
Hadden 
(Events and 
Bookings 
Manager) 
and/or Gary 
(Estates 
Officer)  

During each 
event from 
the 8th July. 
Every two 
hours from 
the start of 
each event.  

 

Keeping staff 
safe 

To control the 
spread of Covid-19 
Coronavirus with 
staff - Cross 
contamination 

Staff will use the upstairs toilets which will be closed off 
to guest to reduce the risk of cross contamination.  

Signage for staff toilets.  Leanne 
Hadden 
(Events and 
Bookings 
Manager) 
and/or Gary 
(Estates 
Officer)  

From the 
8thJuly 

 

Keeping staff, 
customers and 
visitors safe 

To control the 
spread of Covid-19 
Coronavirus with 
Staff and Customer - 
Cross contamination 

To enable good hand hygiene there will be hand sanitiser 
available on entry to toilets where safe and practical, and 
ensure suitable handwashing facilities including running 
water and liquid soap and suitable options for drying 
(either paper towels or hand driers) are available. 

The toilets will be well stocked an hour before each 
event and a number displayed for guests to text the 
Events Manager if any toilet is running low on stock.  

Leanne 
Hadden 
(Events and 
Bookings 
Manager) 
and/or Gary 
(Estates 
Officer)  

From the 
8thJuly. An 
hour before 
each event 
and during 
the event.  
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Keeping staff, 
customers and 
visitors safe 

To control the 
spread of Covid-19 
Coronavirus with 
Customer - Person 
to Person 

We will inform customers that police and the local 
authorities have the powers to enforce requirements in 
relation to social distancing and may instruct customers 
to disperse, leave an area, issue a fixed penalty notice or 
take further enforcement action. We will provide clear 
guidance on expected customer behaviours, social 
distancing and hygiene to people on or before arrival on 
our website.  

There will be a poster of this notice on the entrance. 
This risk assessment will be available for all 
customers to see online. Probe security will be on 
call if customer do not follow the guidelines. 

Leanne 
Hadden 
(Events and 
Bookings 
Manager) 

From the 
8thJuly 

 

Keeping staff, 
customers and 
visitors safe 

To control the 
spread of Covid-19 
Coronavirus with 
Customer - Person 
to Person 

Following the government guidance, we will ensure that 
steps are taken to avoid people needing to unduly raise 
their voices to each other. Be such methods as to not 
allowing the use of the PA system until live music is 
permitted.  

Low background music on a small speaker is 
permitted. Those that have issues hearing should not 
be placed near a speaker. 

Leanne 
Hadden 
(Events and 
Bookings 
Manager) 

From the 
8thJuly 

 

Keeping staff, 
customers and 
visitors safe 

To control the 
spread of Covid-19 
Coronavirus with 
Customer - Person 
to Person 

There will be no changes to our security measures for 
Pierremont Hall. We will inform the local PCSO of events 
and our security providers, Probe Security.  

Referring to our events risk assessment to stop the 
public entering a private event we will put up 
temporary fencing and roping will be positioned. 

Leanne 
Hadden 
(Events and 
Bookings 
Manager) 

On the 
morning of 
each event.   

Keeping staff, 
customers and 
visitors safe 

To control the 
spread of Covid-19 
Coronavirus with 
Staff and Customer - 
Cross contamination 

We have evaluated which doors can be left open during 
events to avoid customers touching the handles. The 
only door would be the Chamber Hall door.  

Every door handle will be cleaned every hour and 
logged on the cleaning chart.  

Leanne 
Hadden 
(Events and 
Bookings 
Manager) 
and/or Gary 
(Estates 
Officer)  

Before the 
event 

 

Keeping 
customers and 
visitors safe 

To control the 
spread of Covid-19 
Coronavirus with 
Customer - Cross 
contamination 

Table surfaces will be cleaned every two hours or after 
customers leave their table. There will be a sign for 
customers to lay on top of the table once they leave that 
say ‘WE ARE LEAVING THIS TABLE NEEDS 
CLEANING’.   

Table cleaning will be logged on a cleaning chart.  Leanne 
Hadden 
(Events and 
Bookings 
Manager) 
and/or Gary 
(Estates 
Officer)  

Before and 
during the 
event 

 

Keeping staff, 
customers and 
visitors safe 

To control the 
spread of Covid-19 
Coronavirus with 
Staff and Customer - 
Cross contamination 

To keep all areas clean and control cross contamination, 
the day before an event the plates and cutlery, floors and 
windows will be cleaned. On the morning of the event a 
cleaning schedule will guild staff on the cleaning of 
objects. Objects like; the chairs, tables, air alarms, light 
switches and railings.  

If we are cleaning after a known or suspected case of 
COVID-19 then we will refer to the specific guidance. 

Leanne 
Hadden 
(Events and 
Bookings 
Manager) 

From the 
8thJuly. The 
day before 
an event, 
during and 
after.  

 

Keeping staff, 
customers and 
visitors safe 

To control the 
spread of Covid-19 
Coronavirus with 
Staff and Customer - 
Cross contamination 

Maintaining good ventilation. By opening windows and doors frequently, where 
possible. 

Leanne 
Hadden 
(Events and 
Bookings 
Manager) 

From the 
8thJuly. An 
hour before 
each event 
and during 
the event.  

 

Keeping staff, 
customers and 
visitors safe 

To control the 
spread of Covid-19 
Coronavirus with 
Staff- Cross 
contamination 

Staff washing their hands and wearing gloves before 
handling plates and cutlery. 

Remainders have been posted around the kitchen 
and in the staff room.  

Leanne 
Hadden 
(Events and 
Bookings 
Manager) 

From the 
8thJuly.  
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Keeping staff 
safe 

To control the 
spread of Covid-19 
Coronavirus with 
Staff - Cross 
contamination 

Gloves and a mask are to be ware at all times when 
taking out the bins.  

Staff will wash their hands after removing and 
disclosing of gloves. Remainders have been posted 
around the kitchen and in the staff room.  

Leanne 
Hadden 
(Events and 
Bookings 
Manager) 

From the 
8thJuly.  

 

Keeping staff 
safe 

To control the 
spread of Covid-19 
Coronavirus with 
Staff - Cross 
contamination 

Continuing high frequency of hand washing throughout 
the day. 

Posters on the entrance and exit of the kitchen as a 
reminder. 

Leanne 
Hadden 
(Events and 
Bookings 
Manager) 

From the 
8thJuly.  

 

Keeping staff, 
customers and 
visitors safe 

To control the 
spread of Covid-19 
Coronavirus with 
Staff and Customer - 
Cross contamination 

Using signs and posters to build awareness of good 
handwashing technique, the need to increase 
handwashing frequency, avoid touching your face and to 
cough or sneeze into a tissue which is binned safely, or 
into your arm if a tissue is not available. 

Signages and posters are in all toilets and walls 
around the venue. 

Leanne 
Hadden 
(Events and 
Bookings 
Manager) 

From the 
8thJuly.  

 

Keeping staff, 
customers and 
visitors safe 

To control the 
spread of Covid-19 
Coronavirus with 
Staff and Customer - 
Cross contamination 

Providing hand sanitiser in multiple locations in addition 
to washrooms. 

Wall hand sanitisers can be found in every room. 
There will be an outside station during events. 

Leanne 
Hadden 
(Events and 
Bookings 
Manager) 

From the 
8thJuly.  

 

Keeping staff 
safe 

To control the 
spread of Covid-19 
Coronavirus with 
Staff - Cross 
contamination 

To control the spread of Coronavirus, new goods and 
merchandise entering the site must be cleaned. i.e 
outdoor tables and parasols. 

All new equipment will be wiped down with 
antibacterial wipes by the Events Manager. 

Leanne 
Hadden 
(Events and 
Bookings 
Manager) 

From the 
8thJuly.  

 

Keeping staff, 
customers and 
visitors safe 

To control the 
spread of Covid-19 
Coronavirus with 
Staff - Cross 
contamination 

All staff at Pierremont Hall will wash their hands a 
minimum of every hour for 20 seconds. Hand washing 
facilities with soap and water in place. 

Signage on hand washing guidance to be displayed 
at every sink. Staff encouraged to protect the skin by 
applying emollient cream regularly after washing their 
hands.  

Leanne 
Hadden 
(Events and 
Bookings 
Manager) 

From the 
8thJuly.  

 

Keeping staff, 
customers and 
visitors safe 

To control the 
spread of Covid-19 
Coronavirus with 
Staff and Customer - 
Cross contamination 

Disposable paper towels in all toilets and near sinks. 
Tissues will be made available throughout the 
venue.  With posters to remind guests to catch coughs 
and sneezes in tissues  

Following the Catch it, Bin it, Kill it and to avoid 
touching face, eyes, nose or mouth with unclean 
hands. 

Leanne 
Hadden 
(Events and 
Bookings 
Manager) 

From the 
8thJuly.  

 

Keeping staff, 
customers and 
visitors safe 

To control the 
spread of Covid-19 
Coronavirus with 
Staff and Customer - 
Cross contamination 

There will be gel sanitisers in any area where washing 
facilities not readily available 

 A sanitising station will be stationed at both 
entrances 

Leanne 
Hadden 
(Events and 
Bookings 
Manager) 

From the 
8thJuly.  

 

Keeping staff, 
customers and 
visitors safe 

To control the 
spread of Covid-19 
Coronavirus with 
Customer and staff - 
Person to Person 

To minimise any risk to staff and contractors/tenants’ 
events will only be permitted on weekends with only the 
Events and Bookings Manager on duty. 

Communication of any events will be made to 
tenants and council memberships to avoid large 
groups. 

Leanne 
Hadden 
(Events and 
Bookings 
Manager) 

From the 
8th July.  

 

Keeping 
customers and 
visitors safe 

To control the 
spread of Covid-19 
Coronavirus with 
Customer - Person 
to Person 

Event guests inside to be advised to wear face-masks 
inside if possible. – From the 24th the government made it 
compulsory to wear a face mask/covering in shops. As 
we are not a shop and hold the same retractions as 
restaurants and bars we do not need to enforce this law 
but will promote it.  

A way to reduce the risk the event organiser will be 
advised to ask their guests to bring with them a 
facemask to help reduce the risk inside the premise. 
Pierremont will have 3-Ply Face Masks as well. 

Leanne 
Hadden 
(Events and 
Bookings 
Manager) 

From the 
8th July. 
 
21st July  
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Keeping staff, 
customers and 
visitors safe 

To control the 
spread of Covid-19 
Coronavirus with 
Staff and Customer - 
Cross contamination 

Track and trace - we will be taking contact details from 
customers, plus the times they are on the premises. 
These will need to be kept for 21 days and, if asked, we 
will provide them to NHS Test and Trace. 
 

We are doing this to help reduce the risk of any local 
outbreak - by sharing your information NHS Test and 
Trace can quickly identify people who have come 
into contact with someone who has tested positive 
for COVID-19 and ask them to take the necessary 
precautions. 

Leanne 
Hadden 
(Events and 
Bookings 
Manager) 

From the 
8th July.  
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MAP. Inside and Outside 

Visual of how inside the Chamber Hall and 

outside would work.  

There will be limited seating and tables inside 

and outside to give more room for social 

distancing.  

There will only be three round tables in the 

room, which one will be used as a 

roundabout.  

Only 30 people can be in the Hall at one time 

keeping with the 2m rule.  

The kitchen will be closed to only the EBM 

and the event organiser.  

The main entrance will be used to track and 

trace (yellow circle). Used as an entrance 

only. Exit is out the back. Where signs will be 

posted.  

The EBM will be stationed outside the 

Chamber Hall over looking the inside and 

outside guests on the portico. An extra staff 

member to manage the toilet que.  

Sanitising stations are marked on the map.  


