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Guidance for Delivery of Face-to-Face Training and Assessment During COVID-19
With the government beginning to ease lockdown and changes to advice about returning to work, the guidance for delivery of face
to face training has been reviewed and updated. The priority must be the safety and protection of service users and those who are
providing the service.
We recognise that during this period, digital solutions should be actively encouraged to deliver and access training, as
far as is reasonably practicable.
Where digital solutions are not practical then a thorough risk assessment will be carried out, recorded and shared (with
those appropriate) with reference to St Luke's BEESafe response to COVID (Figure 1):



Organisational/Locality policy and procedures



People



Environment



Equipment



Mechanism of Delivery

Please see the guidance below to assist you with the risk assessment process for face-to-face training where digital solutions are
not practicable for the delivery of training and assessment. If using an external training provider you will need to ensure they can
meet the individual requirements of the risk assessment.
There are several key questions to examine when considering the need for face-to-face training. These include ways you can
reduce the risks associated with this.

Figure 1 BEESafe in COVID

Before delivering (or commissioning) face-to-face training, consider the following:





Can the training be provided on-line either remotely using webinars or video conferencing, or via eLearning?
Are there alternative methods to support the achievement of learning and development, such as changes to assessment
methods or by utilising suitable colleagues who can provide the assessment?
Can approaches such as workplace shadowing (buddy systems), supervision and competency checks be undertaken?
Have extensions been permitted on the validation of formal certificates, such as First Aid at Work, meaning that the training
can be delayed?
Discuss within the Education team and with any external providers ways to establish safe approaches to training at
this time
Establish if the training is necessary at this time

Remember to retain written evidence of the assessments and actions taken based on the information provided at the time
The following is an overview of risks you might want to consider when thinking about the need to carry out face-to-face training
(the guidance below is not exhaustive). Learners attending the training will need to be aware of measures that you and, if
relevant, the training provider put into place to protect their safety.

Risk Areas
Considerations
Orgnaistation/  Localised restrictions due to COVID-19
Locality
People

Environment



Do staff have any known higher risk factors from
COVID-19, e.g. age, pre-existing health conditions,
pregnancy, people from Black, Asian and Minority
Ethnic (BAME) backgrounds, previous exposure and
those living with people at high risk of COVID-19?

Prompts
 You should take account of any local measures
when considering the planning of face-to-face
training




This would include people who are delivering the
training, those accessing training and ultimately
the people who are accessing care and support
when people return to the workplace
Check current information available from the
government and Public Health England



How can you ensure people are safe and well prior to
attending the training?



Check on the health of those delivering and
accessing training over the previous 14 days.
Ensuring there has been no exposure and
temperature checks on the day of face-to-face
training



Who is attending and delivering the training? Are they
mixing with staff from other settings? What could be
the impact of this?



Wherever possible try not to mix people from
different settings to reduce the risk



Are others present in the environment, such as people
who are accessing services, visitors, office staff? What
could be the risk of this?



An increased number of people present in an
environment increases the risk factor
significantly



Is it an external or internal venue?



If it is external what cleaning protection is in
place and who has access during your sessions?

Environment 

Equipment

How will staff safely travel to the venue?



Follow the guidance on use of public transport
and hand washing



How will the training be structured to
accommodate safe distancing?



An increased number of people present in an
environment raises the risk factor significantly



Ensure everyone follows guidelines on
handwashing and respiratory hygiene as a
minimum



See above on environment



Sharing of catering facilities, crockery and cutlery
should be avoided – where possible allow people
to bring their own



Is there enough space in the venue to allow social
distancing?



If the venue is internal, does this present risk to others
in the environment?



Are there adequate facilities to maintain good hygiene
practices?



Are the facilities shared with others?



Consider arrangements for refreshments



Is any equipment used during training (such as for
moving, positioning and first aid equipment)?



Who is providing the equipment and has it come
from a COVID-secure source?



How is any equipment used during training kept clean
and who is responsible for doing so?



What precautions can you safely put in place
and how effective are they?



Is PPE available?



Who will provide this and how will it be disposed
of safely?

Delivery of
training



Consider the size of the group. How can this be kept
to a minimum?



What are the constraints for social distancing,
size of venue, types of equipment, PPE etc



What is the length of training?



The longer the duration of the training, the
greater the risk



How can you ensure those attending and delivering
the training are comfortable to do so and aware of the
procedures to be implemented on the day?



Consider pre-course information, safety,
infection control guidelines and letting people
know what to expect and what their
responsibilities are



How can breaks be managed if needed?



Follow guidance on crockery, social distancing,
handwashing, shared toilet facilities



Do you have a procedure for when a person becomes
unwell during training?



Contact and emergency details for attendees



What stationery may be used during the training such
as pens, flipcharts, handouts, feedback sheets and
markers? How can you minimise the risk of cross
contamination if materials are shared?



Will learners be expected to provide their own
and how will you inform them and manage this?



Can a communal signing in log be avoided by using a
roll call or similar instead?



Is there need for human contact in the training?



Consider any activities such as group activities that
are delivered during the training and how these can be
safely delivered



How will the training be reviewed, and lessons learned
to influence future sessions?

 Why is this needed – is there an alternative?

We advise you to carefully consider the way training can be achieved which presents as minimal a risk as possible to
everyone involved.
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COVID SAFE EDUCATION RISK ASSESSMENT TEMPLATE

Version 2, Issue Date 04 Oct 2020

Name of Premises/Services
Education
Assessment Type

Assessment Title

COVID 19 SAFE

COVID 19 SAFE

Ref

Hazard To Be Assessed

How Might Persons Be Affected

1

Virus transmission in
training

Facilitators and course attendees who
develop symptoms of coronavirus (a
new, continuous cough and/or a high
temperature and or loss of smell or
taste)

Name of Assessor

Control Measures To Be Implemented To Reduce
Risk Further
Should go home immediately and should stay at
home for 7 days from onset of symptoms.

PLR

PSR

RR

2

5

10

(refer to current government guidelines and St Luke's
flow chart of incident management)

Facilitator or course attendee lives in a
household where someone else is
unwell with symptoms of coronavirus

Should stay at home for 14 days from onset of
symptoms. May be adjusted if they develop the
symptoms. Then current government guidance
should be followed.

2

5

10

Social Distancing is compromised

Limit number of attendees to enable ‘safe operating’

2

5

10

Ensure any waiting areas allow sufficient space for
social distancing

2

5

10

Face coverings as per government definition to be
worn where social distancing is not possible and
MUST be worn at all times within hospice premises.
Disposable face masks will be made available at
hand sanitising points and within training area

1

5

5

Set up and prepare training area with minimum
number of people required

1

5

5

Available clear circulation space should be divided by
a basic calculation of 16 metres squared per person.

Timeframe
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Ref

Hazard To Be Assessed

COVID SAFE EDUCATION RISK ASSESSMENT TEMPLATE

How Might Persons Be Affected

Control Measures To Be Implemented To Reduce
Risk Further

PLR

PSR

RR

Confusion and uncertainty on local
policies and procedures

Pre-attendance information and at building entrance
to advise the following:
• ask individuals with symptoms not to attend
or enter the premises
• remind individuals of social distancing
requirements, PPE use and hand
washing/sanitising on entering the training
area and at regular intervals
One-way system, clear signage, markings and
barriers to encourage social distancing
Leave non-essential doors open to minimise the
number of people who touch them. This does not
apply to fire doors.
Provide hand sanitiser located at clearly visible and
accessible points

2

5

10

2

5

10

2

5

10

2

5

10

At reception areas

Plexiglass barriers to be installed to reduce the risk of
infection for all parties involved,
• clean the barriers regularly.
• keep 2 metres apart as much as possible.

2

5

10

Transmission from delivery personnel

Delivery teams should NOT proceed past reception

2

5

10

Delivery drivers should be aware of signage asking if
they or anyone in the household is displaying COVID
19 symptoms.
Goods being delivered or collected should not be
physically handed over but left in a place for the other
party to pick up from.
If task requires more than one person or working in
close proximity:
• Wear Face Masks whilst undertaking the task
in close proximity
• Ensure space is well ventilated (eg windows
and doors open)

2

5

10

2

5

10

2

5

10

Touching infected surfaces

2

Deliveries and
Collections

Version 2, Issue Date 04 Oct 2020

Transmission from other individuals

Timeframe
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COVID SAFE EDUCATION RISK ASSESSMENT TEMPLATE

Ref

Hazard To Be Assessed

How Might Persons Be Affected

3

Virus transmission from
surfaces

Touching infected surfaces

Version 2, Issue Date 04 Oct 2020

PLR

PSR

RR

2

5

10

Hard surfaces to be cleaned down regularly using
standard cleaning products:
• Beds
• Trolleys
• Tables
• Chairs
• Keyboards and mice
• screens
• phones,
• worktops,
• kettle
• sinks
• door handles
• Equipment used during training

2

5

10

Disposable wipes or disinfectant spray and blue roll
to be used to clean frequently touched areas

2

5

10

Payment for courses taken on-line or by card
payments
Leave non-essential doors open to minimise the
number of people who touch them. This does not
apply to fire doors
Break times clearly planned so only one person in
the break area at all times

2

5

10

2

5

10

2

5

10

All personnel to stick to their own cups, crockery
and mandate immediate cleaning of crockery and
cutlery. Packed lunches are encouraged but avoid
leaving container and contents exposed.

2

5

10

Dry hands with paper hand towels, kitchen towel or
electric dryer. Remove all fabric tea and hand towels
from use.

2

5

10

Control Measures to Be Implemented To Reduce
Risk Further
All individuals to wash hands regularly during the day
• Signage to be displayed to mandate this in
staff areas

Timeframe
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Ref

COVID SAFE EDUCATION RISK ASSESSMENT TEMPLATE

Hazard To Be Assessed

How Might Persons Be Affected

Transmission for virus
from PPE

Using and wearing PPE correctly

Disposable of PPE
Staff Confusion or
Understanding

Staff not aware of the COVID Safe
Protocols

Version 2, Issue Date 04 Oct 2020

Control Measures to Be Implemented To Reduce
Risk Further
All attendees should be trained in donning and
doffing PPE
Disposable gloves, protective gloves (sharps
protection) and Face Masks to be provided
All gloves and masks to be disposed off in a bin
immediately after use.
Inform attendees of the following:
•
•
•
•

PLR

PSR

RR

2

5

10

2

5

10

1

5

5

Timeframe

Current COVID Safe protocols
Talk/walk through prior to commencing
training
signage and posters reminding staff of key
points
COVID SAFE info. board for any updates

Assessor Signature: ……………………………………

PLR- Potential Likelihood of Occurrence
PSR- Potential Severity

Date signed…………………………………………….
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COVID SAFE EDUCATION RISK ASSESSMENT TEMPLATE

Version 2, Issue Date 04 Oct 2020

COVID SAFE EDUCATION CHECKLIST FOR:………………………………………….Completed by…………………………………………… Date………………
What

PEOPLE

System in place for facilitators and attendees to contact
responsible person if need to self-isolate
Identify Education ‘bubbles’
Identify the safe ‘operating’ capacity for education area
Inform attendees of COVID safe measures
Symptom signage for entrance to Education premises
Identify which doors can be left open and how they can be
secured.
Social distancing signage
Hand sanitiser station on entrance to facility
Symptom signage for entrance to Education premises
One-way traffic where possible

PLACE

Directional signage, markings and barriers
Plexiglass at reception areas
Signage to encourage card and contactless payment
reminding limit is now £45
Hand sanitiser provided and available within Education area
PPE advice for attendees

PROTECT

Signage for cleaning and distancing in education areas
PPE stock to be ordered/collected and distributed to education
areas (gloves, masks etc)
Ensure enough waste bins for immediate disposal of PPE
Cleaning materials and hand sanitiser to be ordered/collected
from Facilities (wipes, sprays, blue roll, kitchen roll etc)
Delivery/Pick Up service (if implemented) to be defined.

Yes

No

N/A

ACTION/COMMENTS

Risk Assessment for Attending Training
These questions are designed to be asked of all course participants.
This assessment is part of our bio-security initiatives to ensure staff and course participants are able
to work together in a safe manner.
It will provide details of what measures are being put in place and help us to be aware of what
further action may be required.
The questionnaire will take around 5 minutes to complete and can be done on line:xxxxxxxxxxxxxx
or please complete and return by emails to xxxxxxxxxxxxxx We will record your answers and ask that
you notify us of nay changes when arriving at your course.

1.

How comfortable do you feel about attending on site training?

Very
comfortable

2.

Somewhat
Comfortable

Neither
Comfortable or
Uncomfortable

Somewhat
Uncomfortable

Very
Uncomfortable

Other (please specify)

Do you know if you have any potential COVID-19 Risk Factors, including pregnancy?

Check the NHS https://www.nhs.uk/conditions/coronavirus-covid-19/people-at-higher-risk-fromcoronavirus/whos-at-higher-risk-from-coronavirus/
Yes

3.

Have you had, and recovered from, the Coronavirus (confirmed by testing)?
Yes

4.

Yes

5.

Details if answer is Yes

No

No

Do you need to use public transport to get to and from training? If yes - please give details

No

If PPE such as face-masks and/or gloves are required, are you able to wear these comfortably?
(e.g. not causing/aggravating any skin conditions etc.)

Yes

No

If answer is No (eczema, allergies etc.) – are there
any alternatives?

6. THANK YOU for completing the questionnaire, please add any comments that may be helpful
in supporting your attendance at training
I confirm I that I understand the safety measures put in place by St Luke’s and recognise my
responsibility to adhere to these and current Government Guidance so that I can continue with
arranged training. Should my situation change I will notify the course co-ordinator or facilitator.
(signature)
Name:

Education/COVID-19/COVID-Security July 2020

