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The Moray Society and Elgin Museum – Managing Risk under COVID-19
09/05/2021 v2
Contacting the Museum Exec Group: in the first instance, the matter is not urgent,
email curator@elginmuseum.org.uk. If the matter is urgent, or you have not received
a response within 48 hours, please email elginmuseumevents@gmail.com
(monitored by Claire)

1. The Moray Society as owners and managers of Elgin Museum is responsible for
health and safety in Elgin Museum and with regard to the Society's activities.
The decision-making included within this document is based on current legislation
advice and guidance from Scottish and UK Government and from the museums
and heritage sector. It recognises that the COVID-19 situation is dynamic and
may require rapid response including the re-introduction of stricter control
measures should they be required.
We hope to make it clear that we place the safety and welfare of our staff,
volunteers and visitors before anything else. We have a legal responsibility to
staff and a duty of care to volunteers to ensure as far as reasonably practicable
that they are not exposed to risks to their Health & Safety.
We will continue to follow current guidance, be ready to adapt to changes and
learn lessons from others where appropriate. Any member of staff or volunteer
should feel able to flag up any issues or concerns so that these may be resolved,
or assurance provided. This should be via the Museum Exec Committee in the
first instance (Bill Dalgarno, Graham Robertson, Janet Trythall, Claire Herbert:
email curator@elginmuseum.org.uk), but progress to other members of the
EMMC or Board as required.
If it is deemed to be unsafe to open a building or part thereof or unsafe to
undertake specific activities or tasks, the default position is to follow guidance
and not to take risks.
It is proposed that a phased approach is taken as we begin to reintroduce staff
and volunteers into the building, before we welcome visitors to the building in
2021.
Phase 1
It is recommended that in Phase 1, there is a partial reintroduction of staff and
the Exec Group volunteers. On days when the Museum Assistant is working in
the building, no volunteers will be in the building. The exception will be Exec
Group volunteers if their presence is required to facilitate the Museum Assistant's
reintroduction to the work-place when strict personal Covid 19 precautions will be
adhered to (mask, sanitisers, distance). Exec Group volunteers may work in the
building on other days, keeping numbers to a minimum. This will be reviewed
after three weeks and it is hoped that through the subsequent phases volunteers
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can return to the building(s) as well as multiple people working in the building at
any one time.
Phase 2
The plan for Phase 2 is for a maximum of 4 volunteers to be working in the
building at any one time, and at the same time as staff (excluding Exec Group
volunteers who will be needed to act as keyholders, supervise volunteers etc).
This is subject to review and may revert to Phase 1 protocol as appropriate.
Phase 3 - 4
Phases 3 - 4 would see the return of larger numbers of volunteers, and
subsequently visitors.
This return to work will need to be accompanied by a comprehensive and
thorough cleaning schedule. This will be implemented in line with national
guidance, and again will be reviewed regularly. However, some responsibility for
cleaning will lie with the individual users if they are working alone in the building.
Any lone working should be in line with the Museum’s Lone Working Policy (See
Appendix B)
We expect that the measures proposed mitigate the known risks to the best of
our abilities but acknowledge the limitations of our small organisation and our
complex suite of buildings.
Any member of staff or volunteer who is uncomfortable with the measures
proposed and does not feel ready to return to the building will not be forced to
return. We recognise the uncertainty and anxiety of the current situation. If any
member of staff or volunteer considers they could carry out work for the Museum
at home and requires any equipment or other support, they should contact the
Museum to see what can be arranged.
2. Collective responsibility
Responsibility to provide a safe working environment and minimise harm to
others sits with everyone. The Health and Safety at Work Act (1974) still applies
and promotes the message that both employers and employees have an
important role to play. Our obligations as an employer require everyone to play
their part and take responsibility for their actions and the actions of others.
Success will rely on us all behaving responsibly and thinking of others.
To minimise risk, and in line with Government guidance, those staff who can work
remotely should continue to do so (as much as possible) for the foreseeable
future and those staff/volunteers identified as being at particular risk must follow
medical advice.
We will also be recording contact details for anyone entering the museum
building in line with the Scottish Government’s Test and Protect scheme. This will
be applicable to staff, volunteers, contractors and anyone else entering the
building. Name, date, time and telephone number will be recorded so that people
can be more easily contacted in the event of an outbreak (alternatively, an email
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or postal address can be recorded). This information will be held securely for 21
days, at which time it will be destroyed. We would also encourage those working
in the building to sign up for the Protect Scotland app.
3. Hygiene measures for staff/volunteers and provision of hygiene materials
Good hygiene is fundamental to controlling the spread of COVID-19. All
staff/volunteers are expected to follow government guidance in relation to regular
and thorough hand washing and cough/sneeze etiquette. Staff/volunteers who do
not follow this guidance will be in breach of Health and Safety Policy which is
considered as a serious issue.
As with all Health and Safety obligations there is a duty on both employers and
employees to encourage good practice and we ask that any concerns or issues
identified are brought to the attention of the Museum Exec Group as early as
possible.
All staff will have ready access to hand washing and sanitising facilities,
comprising hot water and soap and alcohol gels with the content of above 60%.
There will be at least five days’ supply to hand at any time of soap and/or alcohol
gels. Disposable paper towels must be used for drying, with a non-touch bin for
disposal. Fabric towels must not be used.
Signage reminding staff/volunteers to observe handwashing/hygiene protocols
will be used as identified in risk assessments.
4. Physical distancing
The Moray Society as owners and managers of Elgin Museum is required by law
to take all reasonable measures to ensure that a distance of at least 2 metres is
maintained between all people in our building(s).
Use of physical barriers to separate staff /volunteers will be used where
necessary, and staff/volunteers will not face each other in an office environment.
Staff/volunteers will work in isolation as much as possible.
Signage reminding staff/volunteers to observe social distancing will be used as
identified in risk assessments, and appropriate physical marking used to reinforce
this in areas of heavier traffic / pinch points.
Movement within the building must be kept to a minimum. You are encouraged
not to have face to face meetings or congregate.
5. PPE
Risk assessments must be used to inform PPE requirements for activities
throughout the Museum. Risk assessments must include provision for droplet and
contact infection risks. Where the need for PPE has been identified, it will be
made readily available. There will be sufficient PPE in place for a week of
operation as a minimum.
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Disposable gloves should not be worn as standard; rather, regular handwashing
or sanitisation is advised, with disposable gloves being used only where
appropriate for handling museum objects, as under normal conditions. Reusable
(white) gloves should not be sued at this time.
Disposal arrangements for PPE: used disposable PPE should be disposed of
in the pedal bin located in the kitchen area.
6. Face coverings
Scottish Government published guidance on 30th October 2020 on the wearing
of face coverings (updated 23 April 2021).
The clear message is:
•
•

you need to wear a face covering in every level, 0-4
you need to wear a face covering even if you have been vaccinated

This is applicable to staff and volunteers working in the building, regardless of
whether visitors are present.
Staff, volunteers, contractors and any other individuals entering the Museum
should wear face coverings unless they are working alone or accessing the
building in isolation. Face coverings can be removed whilst sitting in a set place,
such as a desk or table, as long as 2 metre distancing can be maintained. As
soon as you leave that position to move around the building for any reason or for
any distance or duration, the face covering must be put back in place and kept on
at all times whilst moving around.
Face coverings are not a substitute for physical distancing, respiratory and
hand hygiene and enhanced ventilation in indoor spaces.
It is recommended that face coverings should be replaced after around 4 hours,
so please ensure you have sufficient supply. This recommendation is for your
health and wellness, as well as that of others. Wearing a face covering for any
length of time can lead to moisture build up within the covering – this then
negates the protective benefits of the face coverings as moisture particles are
expressed from the coverings into the air. We would encourage the use of
reusable face coverings where possible and encourage staff/volunteers to bring
their own reusable face coverings. A supply of disposable face coverings will also
be made available.
You should also be aware of how to use a face covering correctly. For example,
any face covering must not be handled without hand sanitisation and must be
disposed of as PPE if disposable or removed from the Museum by the wearer if
reusable and subjected to appropriate cleaning (as indicated on your face
covering). Guidance posters on how to wear and remove face coverings will be
displayed throughout the building. Please also see image below highlighting the
risks of Covid-19 transmission with vs without a face covering, taken from the
British Medical Journal (September 2020).
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The face covering advice is not intended as a stand-alone infection prevention
and control measure for the workplace. It does not replace other health and
safety considerations and measures in place, such as physical distancing and
hygiene controls (including hand washing with soap and water or using alcoholbased hand rub).
Physical distancing, hand-washing and respiratory hygiene remain scientifically
proven to be the most important and effective measures to prevent the spread of
coronavirus.
Where multiple people are required to undertake a task, a risk assessment must
be undertaken in advance (see section 9). If such tasks are deemed essential, a
face covering (such as a visor and face covering for the nose and mouth, or a
face covering alone) must be worn, along with any other appropriate PPE (such
as gloves) as identified in the risk assessment for that task.

More details about the use of face coverings in the workplace can be found at:
https://www.gov.scot/publications/coronavirus-covid-19-public-use-of-facecoverings/pages/face-coverings-in-the-workplace/
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7. Enhanced cleaning in workplaces
Enhanced cleaning regimes will be in place for the building(s). A copy of these
arrangements will be attached to the implementation plan for access by staff or
enforcing authorities. Cleaning regimes will be kept under review and adjusted as
required - if use increases, for example.
Waste materials: all potentially contaminated COVID-19 waste materials require
specific risk assessments in place. Used paper towels or other waste which could
be a hazard must be double bagged and sealed for handling. Access to waste
facilities will be restricted to staff identified as being well versed in waste handling
procedures. Appropriate PPE and facilities for maintaining good hygiene will be
provided close to those involved in the handling or disposal of waste.
Within the building, only pedal bins should be used. These are to be emptied on a
daily basis, with the bagged material placed in a second bin bag and removed to
the external wheelie bin.
See Appendix A for details of Cleaning schedule.
8. Management of COVID-19 suspect or confirmed cases
No-one with symptoms of infection with Coronavirus or who has been advised to
self-isolate may enter the Museum.
Main symptoms
The main symptoms of coronavirus are:
•

a high temperature – this means you feel hot to touch on your chest or
back (you do not need to measure your temperature)

•

a new, continuous cough – this means coughing a lot for more than an
hour, or 3 or more coughing episodes in 24 hours (if you usually have a
cough, it may be worse than usual)

•

a loss or change to your sense of smell or taste – this means you have
noticed you cannot smell or taste anything, or things smell or taste
different to normal

•

unusual rashes or skin eruptions have also been noted as a
presenting symptom

Most people with coronavirus have at least one of these symptoms, but note that
some people with COVID-19 do not have symptoms but can still infect
others. This is why maintaining social distancing, using face coverings and
ensuring hand hygiene are essential.
If any person believes they are showing symptoms of Coronavirus while in the
workplace, the affected person should leave the museum to self-isolate straight
away if possible, wear a face covering en route and avoid public transport.
Contact should be made with NHS to arrange a test at www.nhsinform.scot; if
online access is not possible call 08000282816. If you are worried about your
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symptoms or you are not sure what to do, use the NHS 111 online coronavirus
service: https://111.nhs.uk/covid-19/
Contact must be made with the Museum Exec Group. Affected persons must stay
at home until test results have come back and they have been told that it is safe
to return to work. If there is suspected or confirmed case of Coronavirus, the
Museum will be closed until the building has been deep cleaned and made safe
according to the Government guidelines at the time.
If any member of staff or volunteer is in contact with a suspected or confirmed
case of COVID-19 outside of the Museum, they must not enter the museum
building(s). They must contact the Museum Exec Group as soon as possible (as
above), and, as appropriate, contact NHS inform (as above).
If you do not have symptoms but are uncertain about whether you have
Coronavirus, you can arrange to have a rapid lateral flow test at a local testing
centre (to find your nearest test centre in Grampian, visit
http://www.moray.gov.uk/moray_standard/page_133282.html ).
You can also order tests to carry out at home: https://test-forcoronavirus.service.gov.uk/order-lateral-flow-kits/condition or collect testing kits
locally: https://maps.test-and-trace.nhs.uk/findatestcenter.html
9. Close working and specialist activity
Staff must observe social distancing of 2 metres at all times - this is required by
law. At any one time only one individual should work at a table/desk at a time;
tables/desk should not be shared.
Where 2m distance cannot be maintained (i.e. working in confined spaces or
lifting heavy objects), consideration must be given as to whether that task is
essential. Planning for this work must consider whether there are any other ways
to carry out the work avoiding close working.
If close working cannot be avoided and work is deemed essential, a specific risk
assessment must be carried out and permission sought from the Museum Exec
Group. (See Appendix C)
10. Access to stores, library, and archive
Access must be for critical work purposes only. Under phase 1, only one person
may access any store at one time. Going forward, the number of people in the
stores will be carefully managed to ensure social distancing measures are
observed.
Hand sanitiser will be available at the entrance to each store and must be used
on entry and exit.
A signing in sheet will be present at each store. Any staff/volunteers entering a
store must note the date and their name before accessing the store, so it is clear
for others to see which stores have been accessed when.
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Staff/volunteers may be required to wear protective gloves depending on the
materials being consulted/checked. If gloves are used, these should be
disposable gloves (not the white reusable gloves). All artefacts/objects, books
and archive consulted/used must have a pink post-it note label attached to their
box or the item itself (if unboxed) with date, time and initials. Said item(s) will be
quarantined (and therefore inaccessible to other users) for a period of 72 hours.
11. Accessing the building(s)
Our policy, in line with government guidance, is that staff will continue to work
from home wherever and whenever possible. Staff/volunteers will not access the
building without having previously made arrangements to do so.
A digital calendar app has been put in place for staff and nominated volunteers to
use. This is in order to avoid congestion and make it clear on what days cleaning
is required, when and how often. Those working in the building will be required to
book a time slot a minimum of 48 hours in advance and adhere to this time slot.
Working beyond your booked time will not be permitted, as cleaning can only
take place once all staff and volunteers have left the building.
Hands must be sanitised on entering the building: at the reception area, before
signing in, if accessing through the main door; in the entrance foyer if accessing
through the Side Hall. Sanitiser stations will be provided to enable this.
Each work area will have undergone a risk assessment, and mitigation measures
will have been put in place. Details of this will be made available to
staff/volunteers in advance and a printed copy of this document available in the
main building reception area and in the Side Hall.
Hot water and soap will be provided at all hand-washing stations, and sanitiser
stations/dispensers will be located at specific key points around property.
Staff/volunteers are required to wash or sanitise their hands on entering the
building, on entering a store, and regularly throughout the day.
Internal doors should be left open, where possible, to encourage air circulation
unless marked as a fire door. Good ventilation must be prioritised over thermal
comfort.
“Touch points” will be cleaned according to use and as a guide at least four times
per day. Some responsibility for this cleaning will be with the staff/volunteers who
are working in the building, although an enhanced programme of cleaning will be
implemented.
Where possible staff/volunteers will use their normal work area. Any ornaments,
personal belongings etc must be removed from any workspaces, the kitchen area
and toilet facilities following the first return to the building. This is to reduce the
number and variation of surfaces which are susceptible to particle deposition and
therefore require cleaning. Cleaning of keyboards, mouse and monitors is the
responsibility of the user; cleaning materials will be provided for this at each work
station. Workspaces will be cleared by the user at the end of each working day to
facilitate cleaning. Storage boxes can be provided to allow documents/work
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material to be removed from the desk areas to allow for cleaning. No paperwork
is to be left on work areas at the end of the day if those work areas are to be
cleaned.
For those without a normal designated work area, locations of workspaces will be
identified, and details provided in advance. A work area or workspace may not be
used unless it is recorded as having been cleaned with a blue ‘good to use’ sign.
On leaving a workspace, the sign should be turned to show the yellow ‘requires
cleaning’ side and left on the desk
Where possible staff/volunteers will not share equipment of any kind. If this
cannot be avoided, sanitising cleaning materials will be available so that
equipment can be sanitised prior to and after use.
Signage reminding staff/volunteers to observe social distancing will be installed
and, where necessary, appropriate physical marking used to reinforce this in
areas of increased traffic or queuing for example.
12. Welfare facilities
Staff are encouraged to bring their own food / drink to work on a daily basis and
to eat/ drink at their working location (or outside of the museum building(s) using
equipment from home. Any food/drink and associated equipment/utensils is to be
removed from the building(s) at the end of the day.
The existing kitchen area is not to be used for the storage or preparing of food or
drinks (including the refrigerator, kettle and microwave). The kitchen will be
prioritised instead as a hand washing station and for use in relation to cleaning
and sanitising the building. Signage will be installed to emphasise this.
Staff/volunteers must follow hand cleaning sanitiser guidance before and after
eating.
If multiple people are working in the building(s) break times will be staggered to
reduce congestion and contact at all times.
13. Toilets
Toilet facilities pose a high risk if not managed properly.
Signage on good hygiene will be in place with reminders to close WC lids to
prevent airborne dispersal of COVID-19.
Hands must be sanitised before and after using the facilities at the point of entry.
A sanitiser station will be provided to enable this.
Toilet seats and lids should be closed before flushing the toilet.
Appropriate cleaning regimes for toilet facilities particularly door handles, locks,
light switches and the toilet flush will be implemented.
Suitable and sufficient pedal-operated disposal bins for hand towels will be in
place with regular removal and disposal. Fabric hand towels are not to be used.
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14. Adapting working patterns
Representatives of the Exec Group/EMMC will work with staff/volunteers to
ensure suitable working arrangements are in place, such as staggered working
patterns or potential ‘buddy up’ systems to ensure consistency and reduce
unnecessary exposure to others. Training will be provided to ensure all
staff/volunteers are aware of and understand the requirements of the new
working regimen.
15. Social and physical distancing measures
Physical distancing measures apply to all staff/volunteers and any other visitors
to the buildings and are legal requirements. Staff/volunteers must reduce social
interaction to reduce the spread of coronavirus. Employers must take all
reasonable measures to ensure that employees are able to maintain a 2 metre
distance from each other. If you are concerned about non-compliance of social
distancing, please contact a member of the Exec Group to discuss futher.
16. Managing potential pinch points
Reception areas, toilets, stores, MDA card racks, photocopier, welfare areas,
staff corridor and access to the rear gallery have been identified as key pinch
points for staff/volunteers. They will be proactively managed by reorganisation or
relocation, where possible, and through the use of behavioural tools – such as
indications for one-way traffic, physical distancing markers, minimising
touchpoints.
17. Educational visits, activities, functions and weddings
At this time, all educational visits, activities, functions, use by external groups and
weddings are not permitted at Elgin Museum, in any of its buildings. Any requests
for this type of activity should be directed to the Museum Exec Group.
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ACTIONS:
All Staff and Volunteers to read Risk Assessment, Risk Plan and Cleaning
Regime before commencing work in the Museum. Once the document has
been read and understood, the staff member/volunteer should sign to confirm
that they agree to follow the actions outlined.
Any amendment to the risk plan will be communicated to all staff and
volunteers.
Locations of sanitiser stations and hot water points are marked on the plan in
the following section.
Locations of cleaning materials and PPE:
•
•
•

A supply of disposable gloves can be found in the kitchen
A supply of disposable gloves, disposable face coverings and face
visors can be found in the “outer office”.
Each work station has a packet of cleaning wipes and a bottle of
sanitiser gel.

Cleaning products to be used, along with cleaning materials, can be found in
the cupboard in the accessible loo and in the under sink cupboard in the
kitchen.
A supply of cleaning wipes and small bottles of sanitiser gel can be found in
the kitchen.
The new (large) Numatic vacuum cleaner (with hepa) filter is to be used for
vacuuming. A small Numatic vacuum cleaner can be found in the side hall.
Pink post it notes for marking items for quarantine are on work stations.
The reception telephone has been relocated to the internal entrance to the
Side Hall.
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Elgin Museum COVID-19 Risk Assessment for Returning to Work

9th May 2021
To be reviewed and reassessed on 4-weekly basis and/or in the event of new
guidance and/or in the event of a COVID-19 outbreak/lockdown. See
accompanying plans for proposed locations of sanitiser stations, and other
mitigations.
All mitigation measures should be in place before staff/volunteers return to
work in the building.
All measures should be followed by all users of the building – all users have a
responsibility to themselves as well as to consider other users in their actions.
See floor plan showing locations of sanitiser station and hot water taps.
This document takes cognisance of and has been produced in line with the following
guidance:
Scottish Government: Museum, Gallery and Heritage Attractions Guidance Operational Guide (COVID-19) checklist
Scottish Government: Coronavirus (COVID-19): tourism and hospitality sector
guidance
HM Government: Working safely during coronavirus (COVID-19): Offices and contact
centres
Health and Safety Executive: Managing Risks and Risk Assessment at Work Coronavirus (COVID-19) update
National Museum Directors’ Council: Coronavirus (COVID-19) NMDC Good Practice
Guidelines for Reopening Museums v.1.2
Association of Independent Museums: A checklist for Reopening your Museum
Health Protection Scotland/public health Scotland: Core COVID-19 Information and
Guidance for General (non-healthcare) Settings v.4.5
IAAPA: COVID-19 Reopening Guidance: considerations for the global attractions
industry (1st edition)
Museums and Heritage Highland: COVID-19 Reopening Action Plan and Reopening
Checklist
Historic Environment Scotland: Minimum Operating Standards for Property
Management and Visitor Operations (external version 3.0)
Museums Galleries Scotland: COVID-19 – Preparing to Reopen your Museum
This document has been produced in consultation with Elgin Museum Accreditation
Mentor Doug MacBeath, and assessed by external H&S Specialist Kathryn Johnson.
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General
Criteria

Mitigation

Equality Act compliance - review
/assessment of the adaptation measures
to be put in place to take account of those
with impaired movement, vision or other
disabilities

•

Assess access and egress routes into and •
through the museum buildings
•

•
Review /assessment of all working,
access and other areas to ensure all
spaces take into account 2 metre social
distance requirements

•

Assess the layout of furniture particularly
seating, workstations and access egress
routes consider if articles should be
moved or restricted.

•

•

•
Review provision and location of hand
washing facilities and other sanitary
materials for staff/volunteers

•

•

Assess if
staff/volunteers have
mobility issues or
impaired vision when
assessing who can
safely return to work
Ensure clear access
in/out of the building
and through the
building
Consider whether
one-way system is
required to access
rear gallery (inc
North Store, East
Store, Side Hall)
Installation of
signage
See individual area
assessments below
All areas to be
assessed for
compliance with
social distance
measures
Review work areas,
relocate furniture
and equipment (see
individual area
assessments below)
Removal of personal
belongings,
extraneous items
Ensure adequate
provision of hand
washing, through
improvements to
toilet and kitchen
areas
Ensure adequate
supply of hand
sanitiser and
sufficient
dispensers/station
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Ensure good ventilation by opening doors
where possible

•

Identify high touch areas. Consider how
‘need to touch’ can be reduced, cleaning
regimes and safe methods of use.

•
•

•

Review existing emergency plans and
procedures and ensure they are in line
with social distancing and any site
adaptations

•

Tools and equipment: ensure procedure
in place to properly sanitise any
equipment before and after use

•

Any keys used should be sanitised after
use

•

•
Lockbox for safe key to be sanitised after
use

•

•

Provision of
additional door stops
to help keep internal
doors open as much
as possible
Onsite review
Ensure adequate
provision of
antibacterial wipes,
hand washing
facilities and
sanitiser
Enhanced cleaning
scheduled with more
frequent and more
deep cleaning
Once mitigations put
in place, Emergency
Plan volunteer to
update plan as
appropriate
Ensure adequate
provision of
antibacterial wipes,
hand washing
facilities and
sanitiser
Ensure adequate
provision of
antibacterial wipes,
hand washing
facilities and
sanitiser
Installation of
signage
Ensure adequate
provision of
antibacterial wipes,
hand washing
facilities and
sanitiser
Installation of
signage

MDA cards, archive material, objects not
to be removed from Museum building(s)
If work requiring 2 or more people is
deemed essential, a separate risk
assessment must first be undertaken (e.g.

Y

Y

Y

Y

Y

•

Provision of Risk
assessment
template
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to move a large object) and adequate PPE
will be required (see also Appendix C)

•

•
•
Copier/printer/scanner – use to be
minimised as much as possible

•

•

template not
Ensure adequate
supply of disposable yet)
gloves (in sizes S, M
& L)
Ensure adequate
supply of face visors
Ensure adequate
supply of disposable
face masks
Y
Ensure adequate
provision of
antibacterial wipes to
clean down
touchpad and other
areas of copier
Installation of
signage to prevent
queuing/gathering
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“Office” areas (corridor office to west store,
service room office)
Capacity: 1 person in each “office” area (this
to be reviewed after 4 weeks)
Criteria
Mitigation
Review / assessment of occupancy capacity of
all spaces to take into account 2 metre social
distance requirements

•
•

Hand sanitiser stations will be provided at
entrance to all “office” areas. Hands to be
sanitised on entering and leaving “office” areas.
Sanitiser provided at each workstation.

•

•
An appropriate cleaning regime, for the frequent
cleaning, sanitising workstations/desks, chairs,
floors should be in place.

•
•

After a desk/table/work station has been used, a •
yellow ‘requires cleaning’ sign should be left on
the desk.
A table/desk/work station that has been cleaned
will have a blue ‘good to use’ sign on it.
•

Waste bin that can be operated hands free (e.g.
pedal bin), with liner. Emptied daily into
secondary bag then removed to external
wheelie bin (to act as secure holding area) (as
general waste)

•

Shared use of equipment, such as keyboards,
mouse, stationary etc, will be avoided where
possible.

•

If shared equipment cannot be avoided, an
adequate supply of sanitiser material will be
provided for the individual to clean the mouse,
keyboard and monitor before and after use.

•

•

•

Allocation of work
areas/workstation to
individuals
Relocation of
tables/desks to
ensure social
distancing can be
maintained
Installation of hand Y
sanitiser stations or
dispensers at
entrance to all
“office” areas
Ensure adequate
supply of sanitiser
Y
Cleaning schedule
to indicate when
last cleaned
Blue/yellow signage
Provision of
adequate supply of
yellow “requires
cleaning” signs
Provision of
adequate supply of
blue “good to use”
signs
Ensure provision of
suitable pedaloperated waste bins
in all areas
Ensure adequate
supply of waste bin
liners
Provision of
additional hardware
Ensure adequate
supply of stationery
Adequate provision
of anti-bacterial
disinfectant wipes
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•
Desks/workstation to be kept as clear as
possible of papers, equipment etc to facilitate
cleaning

•

Any ornaments, personal belongings etc should
be removed following the first return to the
building
Frequent hand-washing throughout the day is
encouraged

•

Installation of
signage
Installation of
signage –
encourage clear
desk policy
As above

Y

Y

•

Ensure adequate
provision of hot &
cold water, soap,
paper towels, hand
sanitiser

Folder, files, books: these to be marked after
use with pink post-it note “quarantine” label,
with date/initials.

•

Y
Provision of
adequate supply of
pink labels (post-its)

MDA cards: these to be relocated for ease of
access in line with social distancing measures.
MDA cards to be placed in “quarantine” boxes
for up to 72 hours if accessed without gloves
before being returned to filing cabinets (using
gloves). MDA cards are not to be left anywhere
else

•

Relocate MDA
cards (Side Hall)
Provision of
temporary
storage/quarantine
boxes for MDA
cards
Ensure adequate
supply of gloves

Y

Coats/bags and other personal belongings
should be kept with the individual at their
allocated workstation

•

•
Copier/printer/scanner – use to be minimised as
much as possible

•

•

Face coverings should be worn unless working
in the building alone. These should be replaced
at least every 4 hours.

•
•

Y
Ensure adequate
provision of
antibacterial wipes
to clean down
touchpad and other
areas of copier
Installation of
signage to prevent
queuing/gathering
Ensure supply of
disposable face
coverings
Encourage the use
of personal
reusable face
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•

coverings, to be
taken home and
cleaned by the user
Installation of
signage promoting
the wearing of face
coverings
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Mixed use work area (space between reception and west store corridor “office”)
Capacity: consider this are as a “thoroughfare” – Removal & relocation of
tables/chairs to Rear Gallery and Side Hall to facilitate access to library, files,
folders, kitchen hand-washing station
Criteria
Mitigation
Mitigation in
place Y/N
Hand sanitiser stations will be provided at
Y
• Installation of hand
entrance to area. Hands to be sanitised on
sanitiser station or
entering and leaving area.
dispensers
Tables to be moved to open up space
Y
• Clean and move
tables
Fabric chairs to be replaced with wipeable
Y
• Replace 9 fabric
chairs.
chairs with wipeable
stacking chairs
Any box /file / book which is
Y
• Ensure adequate
accessed/checked should be marked with a
supply of pink labels
pink post-it note label, to include name/date
(post-its)
of access. That box/file/book will then be
• Installation of
quarantined for 72 hours (in its original
signage
location)
Any keys used should be sanitised after use. • Ensure adequate
Y
Fabric lanyards to be removed from keys.
supply of
antibacterial
disinfectant wipes
• Installation of
signage
Copier/printer/scanner – use to be minimised • Ensure adequate
Y
as much as possible
provision of
antibacterial wipes to
clean down
touchpad and other
areas of copier
• Installation of
signage to prevent
queuing/gathering
Personal belongings to be removed from this
Y
area
Face coverings should be worn unless
Y
• Ensure supply of
working in the building alone. These should
disposable face
be replaced at least every 4 hours.
coverings
• Encourage the use
of personal reusable
face coverings, to be
taken home and
cleaned by the user
• Installation of
signage promoting
the wearing of face
coverings
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Stores (West, North, East, Cellar)
Capacity: 1 person at a time (this to be reviewed after 4 weeks)
Criteria
Mitigation
Hand sanitiser stations will be provided at
entrance to all stores. Hands to be sanitised
on entering and leaving stores.

•

•
A sign-in sheet will be attached to the door of •
each store. Any individual accessing the store
should note their name, date, time in/time out.
•

Any box /file / book which is
accessed/checked should be marked with a
pink post-it note label, to include name/date
of access. That box/file/book will then be
quarantined for 72 hours (in its original
location)
Any keys used should be sanitised after use.
Fabric lanyards to be removed from keys.

•

Disposable gloves to be worn when handling
artefacts/objects/documents, as per standard
guidance (white reusable gloves are not to be
used)
Face coverings should be worn unless
working in the building alone. These should
be replaced at least every 4 hours.

•

•
•

•
•

•

Installation of hand
sanitiser stations or
dispensers at
entrance to all stores
Installation of
signage
Install sign-in sheets
on outside of West,
North & East stores
Installation of
signage, with
appropriate dry-wipe
pen
Ensure adequate
supply of pink labels
(post-its)
Installation of
signage

Y

Y

Y
Ensure adequate
supply of
antibacterial
disinfectant wipes
Y
Ensure adequate
supply of disposable
gloves, in S, M & L
sizes
Y
Ensure supply of
disposable face
coverings
Encourage the use
of personal reusable
face coverings, to be
taken home and
cleaned by the user
Installation of
signage promoting
the wearing of face
coverings
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Toilets
Capacity – 4 toilets: 3 in main building, 1 in the Side Hall
4+ users
Criteria
Mitigation
•

Ensure toilets are functioning

•
•
Adequate supply of hot and cold running water,
hand soap and paper towels. Avoid shared
handtowels. Signed with poster promoting
correct hand washing technique.

•
•
•
•

Waste bin that can be operated hands free
(e.g. pedal bin), with liner. Emptied daily into
secondary bag then removed to external
wheelie bin (to act as secure holding area) (as
general waste)

•

Hand sanitiser stations will be provided at
entrance to all toilets. Hands to be sanitised on
entering and leaving toilet facilities.

•

•

An appropriate cleaning regime, for the
•
frequent cleaning, sanitising of taps, toilet flush,
toilet lids, door handles, light switches, floors
should be in place.
•
Where fewer than 4 individuals are working in
the building(s) at once, each will be allocated a
toilet for their sole use during that working day.
It is the individual’s responsibility to ensure
toilet cleanliness during the working day (per
signed instructions)
Where more than 5 individuals are working in
the building(s), toilets will be shared.

•
•

•

Accessible WC –
new seat with lid
Side Hall WC –
service to ensure
working properly
Broken loo seat in
ladies loo to be
replaced
Hot water required Y
in 3 of WCs.
Adequate supply of
soap – from wall
fixed dispenser
Adequate supply of
paper towels
Installation of
signage
Y
Assess if new
pedal-operated
waste bins required
Adequate supply of
waste bin liners
Installation of hand Y
sanitiser stations or
dispensers at
entrance to all
WCs
Cleaning schedule Y
in all WCs to
indicate when last
cleaned
Ensure adequate
supply of cleaning
materials
Y
Installation of
signage
Ensure adequate
supply of
antibacterial
disinfectant wipes
As above
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Individuals should follow the etiquette guidance
on toilet cleanliness.
Personal belongings, toiletries etc to be
removed from toilets
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Kitchen
Capacity: 1 person at a time - Kitchen to be used as additional
hand washing station only.
Criteria
Mitigation
Kitchen to be used as additional hand washing
station only.
Adequate supply of hot and cold running
•
water, hand soap and paper towels. No
shared handtowels. Signed with poster
promoting correct hand washing technique.
•
•
Hand washing facilities will be available in the
kitchen and in the toilets to enable individuals
to wash and sanitise their hands prior to
consuming food and drink. A pedal-operated
bin will be installed for the disposal of used
paper towels.
Suspended use of shared supplies/facilities.
Staff/volunteers must bring their own food /
drink and their own crockery/cutlery, as
required.
Individuals will remove used crockery/cutlery
to home each day for washing. Shared
dishwashing facilities, sponges etc will be
avoided.
An appropriate cleaning regime, for the
frequent cleaning, sanitising of taps, door
handles, light switches, floors should be in
place.

•
•

Waste bins to be removed from kitchen area.
Any food waste should be removed by the
individual, not left on site.
Coat, towels, bags to be removed from wall
hooks. Unnecessary items to be removed
from worktops.

•

Adequate supply of
soap – from wall
fixed dispenser
Adequate supply of
paper towels and
dispensers
Installation of
signage
As above
Installation of pedaloperated waste bin

Y

Y

-

•

•
•

•
•

Y
Remove draining
rack, dish soap,
sponges etc to
below sink
Y
Cleaning schedule
to indicate when last
cleaned
Ensure adequate
supply of cleaning
materials
Y
Relocate kitchen
waste bin
Items from wall to
be put away
Items from worktop
to be put away

Personal items to be removed from the
Kitchen area, including crockery
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Rear Gallery
Capacity:
To be used as volunteer work area and break area during phase 2, with capacity for
4 volunteers in Phase 2. When working in the Rear gallery movement throughout
the rest of the building should be kept to a minimum.
Criteria
Mitigation
Mitigation in
place Y/N
Hand sanitiser station/dispenser will be
Y
• Installation of hand
provided at entrance to area and exit to
sanitiser station or
museum (if open). Hands to be sanitised on
dispensers
entering and leaving area.
Tables to be set up - 4 workstations under
Y
• Set up tables to
phase 2
ensure social
distancing can be
maintained
An appropriate cleaning regime, for the
• Cleaning schedule to Y
frequent cleaning, sanitising
indicate when last
workstations/desks, chairs, floors should be
cleaned
in place.
• Blue/yellow signage
After a desk/table/workstation has been used, • Provision of
Y
a yellow ‘requires cleaning’ sign should be left
adequate supply of
on the desk.
yellow “requires
A table/desk/workstation that has been
cleaning” signs
cleaned will have a blue ‘good to use’ sign on • Provision of
it.
adequate supply of
blue “good to use”
signs
Waste bin that can be operated hands free
Y
• Ensure provision of
(e.g. pedal bin), with liner. Emptied daily into
suitable pedalsecondary bag then removed to external
operated waste bins
wheelie bin (to act as secure holding area)
in all areas
(as general waste)
• Ensure adequate
supply of waste bin
liners
Shared use of equipment, such as laptops,
Y
• Provision of
keyboards, mouse, stationary etc, will be
additional hardware
avoided where possible.
• Ensure adequate
supply of stationary
If shared equipment cannot be avoided, an
Y
• Adequate provision
adequate supply of sanitiser material will be
of anti-bacterial
provided for the individual to clean the
disinfectant wipes
mouse, keyboard and monitor before and
• Installation of
after use.
signage
Desks/workstation to be kept as clear as
Y
• Installation of
possible of papers, equipment etc to facilitate
signage – encourage
cleaning
clear desk policy
Frequent handwashing throughout the day is • Ensure adequate
Y
encouraged
provision of hot &
cold water, soap,
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paper towels, hand
sanitiser
Coats/bags and other personal belongings
should be kept with the individual at their
allocated workstation
Toilet – Those working in the Rear Gallery to
accessible toilet in main gallery

•
•

•
•
Face coverings should be worn unless
working in the building alone. These should
be replaced at least every 4 hours.

•
•
•

•

See Toilet guidance Y
Provision of hot &
cold water, soap
dispenser, paper
towel dispenser,
waste bin
Ensure appropriate
cleaning schedule
Installation of
signage
Toilet to be serviced
Y
Ensure supply of
disposable face
coverings
Encourage the use
of personal reusable
face coverings, to be
taken home and
cleaned by the user
Installation of
signage promoting
the wearing of face
coverings
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Appendix A
Cleaning Regime
Keeping the workplace clean is essential for preventing transmission:
•

Cleaning should be frequent. Under Phases 1 and 2, a full clean should be
carried out once a day. In Phases 3 and beyond, cleaning regularity will be
increased to at least twice a day.

•

Cleaning of work areas and equipment during the day is the responsibility of
the individual users. If a work station has been used, at the end of the day a
yellow “requires cleaning” sign should be placed on the desk – the desk will
then be cleaned, and a blue “good to use” sign placed on the desk.

•

Frequent cleaning of objects and surfaces that are touched regularly and
making sure there are adequate disposal arrangements

•

Users should clear workspaces and remove waste and belongings from the
work area at the end of a shift or between use of desk/area

Disinfection practices are important to reduce the potential for COVID-19 virus
contamination in non-healthcare settings. High-touch surfaces should be identified for
priority disinfection such as door handles, kitchen and food preparation areas, counter
tops, bathroom surfaces, toilets and taps, light switches and work surfaces.
Surfaces must be cleaned with water and soap or a detergent first to remove dirt,
followed by disinfection. Cleaning should always start from the least soiled (cleanest)
area to the most soiled (dirtiest) area in order to not spread the dirty to areas that are
less soiled.
The amount of virus living on surfaces will reduce significantly after 72 hours. If a
workplace area can be kept closed and secure, wait until this time has passed before
cleaning.
It is important to follow the manufacturer’s instructions for dilution, application and
contact times for all detergents and disinfectants.
•

Wherever possible, wear disposable or washing-up gloves and aprons for
cleaning. This is the minimum personal protective equipment (PPE) to be
worn for cleaning a workplace area where a person with possible or confirmed
COVID-19 has been. These should then be double-bagged, removed to the
external wheelie bin.

•

Using a cloth, first clean hard surfaces with warm soapy water. Then disinfect
these surfaces. Pay particular attention to frequently touched areas and
surfaces, such as bathrooms, door handles, hard surfaces, chairs, light
swicthes and sanitary fittings

•

Wash hands regularly with soap and water for 20 seconds. After all PPE has
been removed, i.e. after taking off gloves, aprons and other protection used
while cleaning, wash hands with soap and water for 20 seconds.
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Remember: wiping down an area with normal household disinfectant after someone
with suspected COVID-19 has left will reduce the risk of passing the infection on to
other people.
Handling rubbish bags where there is a suspected or confirmed COVID-19 case
Waste from possible cases and from the cleaning of areas where possible cases have
been (including disposable cloths and tissues) should be put in a plastic rubbish bag
and tied when full. The plastic bag should then be placed in a second bin bag and
tied.
Next, the bag should be put in a suitable and secure place and marked for storage
until the individual’s test results are known.
If the individual tests negative, this can be put in with the normal waste. If the
individual tests positive, then store it for at least 72 hours and put in with the normal
waste.
If storage for at least 72 hours is not appropriate, arrange for collection as a “Category
B infectious waste” either by your local waste collection authority if they currently
collect your waste or otherwise by a specialist clinical waste contractor. They will
supply you with orange clinical waste bags for you to place the bags into so the waste
can be sent for appropriate treatment.
Waste should not be put in communal waste areas until negative test results are
known or the waste has been stored for at least 72 hours.

For up to date guidance, visit: https://www.hps.scot.nhs.uk/web-resourcescontainer/covid-19-guidance-for-non-healthcare-settings/
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Minimum daily cleaning requirements
Gloves and face covering to worn when undertaking cleaning. In Phase 1,
cleaning must be undertaken once all staff/volunteers have left the building.
Standard working hours for staff/volunteers will be 9.30am – 5pm, therefore
cleaning to be undertaken outside of these hours.
Carpeted floors to be vacuumed (using vacuum with hepa filter):
•

Main museum: office area, ground floor, rear gallery

Hard floors to be vacuumed (using vacuum with hepa filter):
•

Stores – if these have been accessed (see sign in sheet on doors of stores)

Hard floors to be mopped:
•

Main museum: entrance area, service corridor, gents loo, ladies loo,
accessible loo, kitchen

•

Side Hall: main area, entrance area, loo

Toilets (3 in main museum, 1 in Side Hall):
•

clean taps, sink, soap dispensers, paper towel dispenser, toilet flush, toilet lids
and seats, door handles, light switches, floors

Kitchen area (not in use as kitchen):
•

clean taps, sink, soap dispensers, paper towel dispenser, light switch, floor,
glass doors

“Office” areas/works stations (Main Museum and Side Hall): Any tables/desks
marked with a yellow ‘requires cleaning’ sign should be cleaned (on surfaces and
edges), along with associated chair (unless fabric chair). (Keyboard, mouse, monitor
to be cleaned by users).
Once cleaned, the label should be turned to the blue ‘good to use’ side
Waste bins (per Government guidance, only pedal bins should be in use): bins should
be emptied daily into outside wheelie bins.
Cleaning cloths and mops should be area specific – i.e. not to use one mop head to
clean all hard floor surfaces, or one cloth to clean all hard surfaces throughout the
building. There is sufficient supply of cloths and mop heads to allow e.g. one mop
head for the side hall, one for the loos, one for the flagstones, one for the kitchen, and
similarly with cloths.
As part of the cleaning regime, sanitiser stations should be monitored and refilled as
required.
If supplies of cleaning products, hand soap, or sanitiser gel are running low, the
Museum Convenor and/or Exec Group should be alerted by email to arrange for
purchase of these specialist materials.
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Cleaning Regime
To be discussed in detail with janitor (Peter Manson), recognising the change in
cleaning pattern and hours. Report on a weekly basis to Exec Group. Ensure that
staff rota is provided to PM at least 1 week in advance. To include Main Museum
Building (no1) and Side Hall
Schedule to be reviewed every 4 weeks
Criteria
Mitigation
Mitigation in
place Y/N
Appropriate PPE will be provided
Y
• Ensure adequate supply of
for cleaning purposes, with a
cleaning appropriate PPE
minimum of 2 week’s supply
(disposable gloves, face
mask/face visors)
Appropriate cleaning equipment
Y
• Ensure adequate supply of
and anti-bacterial/anti-viral products
COVID-19 (museum)
will be provided, with a minimum of
appropriate cleaning equipment
2 week’s supply
and products
• To include:
o Vacuum cleaner with
HEPA filter
o Hard Floor “mop” with
disposable heads
o Suitable antibacterial/anti-viral
cleaning solutions
o Anti-bacterial wipes
o Microfibre cloths
o Durable cloths
Single use or washable cleaning
equipment/products will be provided
– cleaning equipment/products not
to be used in more than one area
(e.g. floor mop/water to be changed
and cleaned between spaces;
wipes/clothes to be
replaced/changed between spaces)
Washable/reusable cleaning
equipment/products to be
thoroughly cleaned after use
A suitable cleaning schedule will be
agreed and should be followed.
This should be easily adaptable in
the event of updated guidance.
Update on cleaning to be provided
weekly – issues, problems, supply
status.

•
•

See above for provisions
Reusable cloths to be rinsed in
same disinfectant to clean.

Y
•

Y
Ensure cleaning staff aware
minimum 1 week in advance of
staff/volunteer rota
Phases 1 & 2 cleaning:
• “Touch points” to be identified
and cleaned daily
• Workstations/tables/desks/chairs
to be cleaned daily
• Carpeted floors to be vacuumed
daily
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•

All hard floor areas to be
cleaned daily (including
corridors)
Phase 3 cleaning:
• The above to undertaken at
least twice daily (during the
day and at the end of the day,
after staff/volunteers have left)
Y
• Ensure cleaning staff aware
minimum 1 week in advance of
staff/volunteer rota
• Ensure adequate supply of
cleaning equipment/product
• Installation of Cleaning schedule
in all WCs to indicate when last
cleaned

Toilets: Phases 1 & 2 Where only
1 - 4 individuals are working in the
buildings, toilet cleanliness to be
maintained by individual users
during the day.
Full high-level cleaning to be
undertaken at the end of each day
of use.
Cleaning schedule in each WC to
be completed after cleaning with
date/time.
As a minimum, cleaning/sanitising
of taps, sink, soap dispensers,
paper towel dispenser, toilet flush,
toilet lids and seats, door handles,
light switches, floors
Toilets: Phase 3
•
Toilets will be fully cleaned a
minimum of twice daily on these
days.
Cleaning scheduled in each WC to
be completed after cleaning with
date/time.
As a minimum, cleaning/sanitising
of taps, sink, soap dispensers,
paper towel dispenser, toilet flush,
toilet lids and seats, door handles,
light switches, floors
“Office” areas/works stations:
•
Any tables/desks marked with a
yellow ‘requires cleaning’ sign
should be cleaned (on surfaces and •
edges), along with associated chair.
•
Once cleaned, the label should be
turned to the blue ‘good to use’
•
side.

As above

Y

Ensure cleaning staff aware
minimum 1 week in advance of
staff/volunteer rota
Ensure adequate supply of
cleaning equipment/product
Ensure all users are aware of
yellow/blue cleaning system
Ensure tables/chairs can be
wiped down/cleaned easily
(removal/replacement of any
that are not)

Y
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Kitchen area: As a minimum,
cleaning/sanitising of taps, sink,
soap dispensers, paper towel
dispenser, worktops, door handles,
light switches, floors

•

Waste bins: ONLY PEDAL BINS
TO BE USED
These should be emptied daily into
secondary bag then removed to
external wheelie bin (to act as
secure holding area) (as general
waste)

•

•

•
•

Ensure cleaning staff aware
minimum 1 week in advance of
staff/volunteer rota
Ensure adequate supply of
cleaning equipment/product

Y

Ensure cleaning staff aware
minimum 1 week in advance of
staff/volunteer rota
Ensure adequate supply of bin
bags
Identify secure holding area
(wheelie bins, since bin
collection is infrequent)

Y
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APPENDIX B
LONE WORKING POLICY
Staff and volunteers working in Elgin Museum are made aware at induction of the
Museum’s Health and Safety Policies and Procedures, and the Emergency Plan, and
should ensure they remain familiar with the contents. They are expected to use
common sense at all times.
1. Only recognised key holders may work alone in the Museum. Keys and passwords
may not be shared. Key holders are required to respect the trust that has been placed
in them and safeguard the Museum’s contents, buildings and confidentiality.
2. Anyone working alone must:
•

Use their common sense to make risk assessments for their activity when
working alone.

•

Be aware of the Emergency Plan and emergency contacts as he/she will
probably be in the position of first responder in the event of an emergency.

•

Be aware of the “Panic Alarm”.

•

Keep the outside glass door locked at all times with the key left near the door
for emergency exit, but not in the door which prevents others from entering
using a key.

•

Ensure all routine close-down procedures are carried it, in particular the
switching off of electrical equipment that could pose a fire risk.

•

Carry a charged mobile phone to be able to make outside contact if necessary.

3. Anyone working alone must not:
•

Allow entry to unknown visitors or visitors without an appointment.

•

Put themselves in unnecessary danger, for example in the use of ladders or
moving heavy weights.

Risk Management Report and Risk Assessment prepared and updated by Claire Herbert 09/05/2021
The Moray Society (Elgin Museum) SC 017546

Company no. 106529

34
APPENDIX C
Group Tasks – considerations before carrying out group tasks
A risk assessment should be conducted that considers the following aspects and the
outcome should be documented:
•

Is the task being done essential?

•

Is it essential that the task is done now or can it be deferred?

•

Can the task be done in a different way so that 2m distance can be
maintained?
o Yes – do this and document a justification that describes why the
process has changed from usual practice; make sure your usual Health
and Safety considerations are applied.
o No – then adapt the task to ensure physical distancing is adhered to as
far as possible and document this.
▪

Minimise the time spent at less than 2m

▪

Maintain 2m distance for breaks and lunch

▪

Maximise the distance, where the 2m distance cannot be kept;
always ensure the greatest possible distance between people is
maintained

o To minimise physical close contacts, introduce physical barriers, 2
metre taped floor markings or change placement of equipment/seating.
o Consider changes in working practices (stagger times at which work is
done or breaks are taken; restructure work flows to allow for physical
distancing to be implemented).
o Explore where possible how digital processes or systems may replace
the need for face-to-face discussion
o Ensure that good hygiene practices and all infection prevention and
control measures are implemented fully.
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