LEYBURN TOWN COUNCIL – RISK
ASSESSMENT AND BUSINESS
CONTINUITY RESPONSE TO COVID19
1.0 INTRODUCTION
On 31 December 2019, Chinese authorities notified the World Health Organization (WHO) of an
outbreak of pneumonia in Wuhan City, which was later classified as a new disease: COVID-19.
1.1. On 30 January 2020, the WHO declared the outbreak of COVID-19 a “Public Health Emergency
of International Concern” (PHEIC). On 11th March WHO categorised the outbreak as a pandemic.
And subsequently stated on 14th March that Europe is now the centre of the pandemic.
1.2. UK Chief Medical Officers have classified the risk to the UK as moderate. This has now been
raised to high as of 12th March.
1.3 On 10 February, the Secretary of State for Health and Social Care, Matt Hancock, announced
strengthened legal powers to protect Public Health. The Health Protection (Coronavirus) Regulations
2020 have been put in place to reduce the risk of further human-to-human transmission in this
country by keeping individuals in isolation where Public Health professionals believe there is a
reasonable risk an individual may have the virus.
1.4 On 3rd March the Government published its response plan to the virus which consists of 4
phases
• Contain: detect early cases, follow up close contacts, and prevent the disease taking hold in this
country for as long as is reasonably possible (This includes individuals at risk of carrying the virus
being asked by NHS111 to self-isolate for 14 days. Those testing positive are placed in quarantine
(either under appropriate medical care or at home) and are required to undergo further testing with
two negative results before being released from quarantine.
• Delay: slow the spread in this country, if it does take hold, lowering the peak impact and pushing it
away from the winter season. This may involve social distancing measures including closure of
schools and cancellation of public events.
• Research: better understand the virus and the actions that will lessen its effect on the UK
population; innovate responses including diagnostics, drugs and vaccines; use the evidence to
inform the development of the most effective models of care
• Mitigate: provide the best care possible for people who become ill, support hospitals to maintain
essential services and ensure ongoing support for people ill in the community to minimise the
overall impact of the disease on society, public services and on the economy
1.5. The main public health campaign messages from the Government are as follows:
• wash your hands with soap and water often – do this for at least 20 seconds

• always wash your hands when you get home or into work
• use hand sanitiser gel if soap and water are not available
• cover your mouth and nose with a tissue or your sleeve (not your hands) when you cough or
sneeze
• put used tissues in the bin straight away and wash your hands afterwards
• try to avoid close contact with people who are unwell
• do not touch your eyes, nose or mouth if your hands are not clean
1.6 For those who think they may be infected or been in contact with a confirmed case, the advice is
to ring NHS111 who may order self-isolation for 14 days. Individuals are advised not to visit
pharmacy/GP Surgery/Hospital. Public Health England is also implementing contact tracing to
ensure isolation of those who have been in close contact with confirmed cases.
1.7 The Government has announced that it will be considering further social isolation measures
including banning large public events as from next week. Whilst schools remain open at this time
closure may be considered at a later date. It should be noted that breaking news over the weekend
indicates elderly people may be quarantined for 4 months and other drastic measures may need to
be implemented including forced requisitioning of buildings as temporary hospitals.

2.0 SOURCES OF INFORMATION
The Town Council will be acting on information and guidance available from the following sources to
which all Councillors, staff and members of the public will be signposted.
(a) General information to the public
https://www.gov.uk/guidance/coronavirus-covid-19-information-for-the-public
(b) Guidance for non-clinical settings – Employers and Businesses
https://www.gov.uk/government/collections/covid-19-guidance-for-non-clinical-settings-andthepublic
(c) NHS Overview, symptoms and advice
https://www.nhs.uk/conditions/coronavirus-covid-19/
(d) Government Action Plan
https://www.gov.uk/government/publications/coronavirus-action-plan
(e) WHO – Getting Workplace ready
https://www.who.int/docs/default-source/coronaviruse/getting-workplace-ready-forcovid19.pdf?sfvrsn=359a81e7_6
In the preparation of this updated risk assessment and the subsequent business continuity plan,
additional information/guidance has been utilised by the Clerk from the following sources:

(a) Research published by Chinese Centre for Disease Control
(b) WHO website technical guidance
(c) Society of Local Council Clerks
(d) National Association of Local Councils
(e) Local Government Association information for Councils
https://www.local.gov.uk/coronavirus-information-councils
(f) Ellis Whittam (Employment and Health & Safety Advisers)
(g) National Joint Councils for Local Government Service – Advisory notice 6th March

3.0 KEY FACTS UNDERPINNING THE RISK ASSESSMENT
The following information has been used to underpin the risk assessments.
3.1. This is an enveloped respiratory virus spread in aerosols/droplets via person to person direct
contact and indirect contact with infected surfaces/hands.
The key to managing the risk of contracting the virus is to limit the opportunities for
spread/transmission. This not only includes the main campaign measures suggested by NHS England
in respect of hand sanitisation and reducing aerosol transmission by using tissues, but also adopting
procedures for surface decontamination of “multi-use touch points” such as door handles, keypads
etc.
3.2. This is a novel virus hence unlike influenza, there is no natural immunity/vaccine. Therefore it is
likely a high proportion of people will become infected (current estimates are 80% of the UK
population) and according to the Governments action plan up to 20% of the Council’s
staff/Councillors may be infected during the peak of the outbreak. Business continuity planning is
therefore key to maintaining Council services and corporate decision-making capabilities.
3.3. Of 44,672 confirmed cases in China
• 80.9% (or 36,160 cases) were considered mild
• 13.8% (6,168 cases) severe (requiring hospitalisation)
• 4.7% (2,087) critical (requiring assisted ventilation/intensive care)
(Source - China Centre for Disease control)
Children can be infected and can have a severe illness, but based on current data overall illness
seems rarer in people under 20 years of age. So far, there has been no obvious sign that pregnant
women are more likely to be seriously affected
3.4. The population segments at most risk of severe disease/death are those over 60 or with
underlying medical conditions including diabetes, cancer, cardiovascular and renal issues and
respiratory issues. This has implications when assessing the risk to the Public, Councillors and Staff in
Leyburn as there is a higher than average proportion of residents over the age of 60 and a significant
proportion of Volunteers, Councillors and Staff fall into this category or have pre-existing conditions.

The death rate will be significantly higher in the elderly (who are immunised against flu) than
for an influenza outbreak as the following comparison shows:

3.5. Transmission of the virus is no longer contained or restricted to direct contact with people
travelling abroad. The virus is now spreading within the community.
3.6. Unlike flu, there is a much longer incubation period, and people start shedding the virus at a
much earlier stages before any symptoms are showing (pre-symptomatic phase) Although
studies in China show the incubation period can range from 0-27 days. WHO have
determined a quarantine/isolation period of 14 days to be appropriate. Most people start
showing signs between 5-11 days post infection.
3.7. Data available suggests the virus can survive in the air for at least 3 hours, on cardboard for
24 hours and on hard surfaces (e.g. stainless steel, melamine etc) for up to 72 hours,
possibly longer. In respect of infection by close contact, advice is to limit contact to no more
than 15 minutes and to stand more than 2m distance.
3.8. Once recovered from the virus, an individual has immunity. Tests are still being conducted
to understand how long after recovery infectious viral particles (as opposed to fragments of
viral RNA) are shed. Recent published research indicates that people with mild symptoms
stop shedding infectious virus after about day 10 of the onset of symptoms. This is relevant
in respect of how soon after recovering from coronavirus staff can return to work and
Council can resume business.
3.9. The key risk of exposure is therefore from pre-symptomatic staff, Councillors or members of
the public having contracted the virus and subsequently attending Council activities and
thereby transmitting the virus to others.
3.10.

The Town Council cannot determine or control what people do away from the workplace.

4.0 CURRENT POSITION
As of 9am on 18 March 2020, 56,221 people have been tested in the UK, of which 53,595 were
confirmed negative and 2,626 were confirmed positive. 103 patients in the UK who tested
positive for coronavirus (COVID-19) have died.
A daily bulletin is issued at 2pm giving the number of confirmed cases. There is a 24 hour delay
before details of the locations of the confirmed cases are released by Public Health England.
As of 9am on 18 March 2020:


In the Local Authority of North Yorkshire, there are a total of 11 confirmed cases



In the Local Authority of Darlington, there are a total of 2 confirmed cases.



in the Local Authority of Stockton-on-Tees, there are a total of 6 confirmed cases.

It may not be possible to readily identify whether there are confirmed cases in Richmondshire.
The bulletins are monitored daily by the Town Clerk as the risks will increase once cases start to
be confirmed within the local community.
The government has announced that it will not be testing people with mild symptoms for
coronavirus who are self-isolating. Therefore the number of confirmed cases will not accurately
reflect the extent to which the population of Richmondshire is infected.
On Monday 16th March the government recommended everyone should be practicing social
isolation which specifically states:
 If people CAN work from home, they SHOULD work from home
 If staff members or volunteers are higher risk or over 70 they SHOULD NOT be interacting with
the public and should be isolating as much as humanly possible
 Groups and Clubs SHOULD stop meeting.
So far the following local events have been cancelled:
 The Wensleydale tournament of song
 Tour de Yorkshire
 Middleham open day
The government announced on 18th March that schools and nurseries will close on Friday
20th March, until further notice. There will be childcare provisions put in place to allow key
workers to continue to work.
Although the Dept of Health and Social Care, Public Health England and the NHS are leading on
the UK response to the outbreak, the Town Council nevertheless has a duty of care to staff,
Councillors and members of the public to conduct its own risk assessments at local level specific
for its activities and take steps accordingly.

5.0 PEOPLE AT RISK
The Town Council cannot control what people do in their personal time and how they choose to
respect (or not) the guidance from HM Gov or indeed take additional steps to limit their exposure
(such as taking holidays, visiting public places etc). Councillors and Members of the Public have a
choice in whether they undertake Town Council activities however staff do not.
All staff have been asked to update the Council on any underlying health conditions to ensure those
in vulnerable risk groups are identified, if this is the case then decisions on working from home may
need to be made at an earlier stage.
5.1. Risk to Staff members
Clerks risk of infection - Currently low as they work in a small isolated office in Thornborough Hall.
The Town Council office has been designated a “sterile area” as the Clerks are issued with their own
personal supplies, use their own cups for refreshments and have a packet of medical wipes for
surfaces. On Monday 16th March the Council made the decision to allow the Clerks to work remotely
from home and this will be implemented by Friday 20th March.
Caretakers risk of infection from other members of the public- currently low to moderate as there
are no confirmed cases in the locality. However as the caretakers are responsible for the cleaning of
common areas toilets, kitchens and emptying the waste bins in tenants offices which puts them at a
higher risk. The Clerk has briefed staff on safe cleaning practices (bleach spray is to be used on
surfaces to sanitise and care is to be taken when emptying bins containing hand towels / tissues
ensuring gloves are worn and hands are washed afterwards). Caretakers have been issued with hand
sanitiser gels and gloves.
Arrangements have been made on Tuesday 17th March to ensure that the offices and building are
empty when the caretakers carry out the cleaning.
Market Superintendent- Low to moderate risk as he works outside in a large open space. There is a
risk from cash handling and the council have issued small bottles of hand sanitiser to use after
contact with cash and market traders. The council will monitor this risk and may cancel the market if
the government recommends doing so.
Staff risk of infection from each other – relies on all members of staff acting responsibly and
following all precautions to keep the work area free from contamination and not coming into work if
they feel ill.
5.2 Risk from members of public (Particularly bereaved who may have lost someone to
Coronavirus) Clerks advised not to meet in small confined rooms, to ensure they are 2m away and
limit contact time to no more than 15 minutes. As the incidence of infection within the local
community increases, members of the public may be asked to correspond with the Clerks by
telephone or email. In case of a major outbreak in Leyburn people may be asked to wear a surgical
mask to reduce the amount of infective droplets released into the office atmosphere.
Hand sanitiser push-button dispense units have been ordered to be located at the entrances to the
building (temporarily small hand sanitiser gels have been issued) and Toilets have push button taps,
soap dispensers and paper towels in place to ensure thorough hand washing and drying.

On Monday 16th March the Council resolved to cancel all room hire bookings and recommend that
tenants work remotely from home where possible.
5.3. Grounds Maintenance
Less at risk owing to outdoor working although Contractors do not usually visit the Council office
regularly. Contractors have been issued with this advice notice and the Council have advised that
they complete their own risk assessment and brief staff so risk of infecting each other is kept to a
minimum.
Main risks are from approaches by members of the public, particularly at the Cemetery and play
areas where direct contact with play equipment etc recently touched by members of the public.
N.B. There is no risk from actual burial of COVID19 casualties as all infection risks are addressed by
the Funeral Directors following appropriate Government guidance.
5.4. Library volunteers
At risk from members of the public using the library and handling money. Volunteers have been
advised to wash hands regularly, wipe down computer stations and photocopier regularly. Hand
sanitisers have been ordered to be positioned on the customer desk.
5.5. Councillors
Risk from staff, each other and members of the public whilst attending Council meetings/events and
undertaking constituency work with residents.
5.6. Members of Public
At risk from attending Council meetings and events such as the community litter pick, Tour de
Yorkshire, Murphys Fair, and the Annual Town Meeting.
Visitors to the library - At risk from other members using the computer workstations and
photocopier.
Young People attending story time and schools attending the library may pose a higher risk.
5.5 Members of the public hiring the Oak Room & Wensleydale Suite.
Also at Risk from other hirers using the rooms and reliant on users informing Town Council if any
outbreaks occur and Thornborough Hall needs to be closed for decontamination purposes.
On Monday 16th March the Council resolved to cancel all of the Oak Room bookings until further
notice.

6.0 MEASURES
The measures adopted will be defined by whether the Government is still working to contain the
virus or merely delay it. The point at which further measures will need to be undertaken, including
working from home, will be determined by when the first cases start to be confirmed in the local
community.

6.1. INFECTION CONTROL MEASURES – hand and surface sanitisation
The Town Clerk has had to act quickly and purchased a considerable amount of supplies in order to
ensure the Council is fully equipped to deal with the outbreak. The Council does not have a budget
for this so the Council will need to make recommendations to Town Council on how it wishes this
expenditure to be accounted for. A full list of expenditure will be provided for ratification at the
Town Council meeting on Monday 16th March. Financial regulation 4.5 states:
In cases of extreme risk to the delivery of Council services, the clerk may authorise revenue
expenditure on behalf of the Council which in the clerk’s judgement it is necessary to carry out.
Such expenditure includes repair, replacement or other work, whether or not there is any
budgetary provision for the expenditure, subject to a limit of £1500 for a single transaction. The
Clerk shall report such action to the chairman as soon as possible and to the Council as soon as
practicable thereafter.
6.1.1. For individuals
• Alcohol hand sanitiser bottles provided to all members of staff/Councillors for use during the
course of Council duties. All staff instructed to have it on their person or at their desk to disinfect
hands after cash handling, emptying waste bins and upon return to their desks.
• Correct hand washing and indirect contact transmission explained to staff members.

Notices informing members of the public and tenants about hand washing and sanitising
have been put up around Thornborough Hall.
• Pack of Alcohol wipes per member of staff for surface decontamination of phone/keyboard etc.
• Spray bottle to be filled with 70% alcohol for each member of staff for desk and other surface
decontamination
• Box of tissues per person
6.1.2. For use by residents/Councillors at meeting rooms/events etc
• Users of the Oak Room & Wensleydale Suite are encouraged to use hand sanitiser or wash hands
on arrival.
 Users of the communal kitchen areas are advised to wash any cups/ cutlery toughly before they
use them.
 Touch free alcohol gel dispensers have been installed at each entrance to Thornborough Hall.
• 4 x Table top hand gel dispensers for events/meetings
• Large drum of alcohol wipes for decontamination of surfaces prior to/after event (expected
delivery Wednesday)
• Large spray bottle of 70% alcohol for surface decontamination (to save on wipes) (Expected
delivery Wednesday).
• The Library Volunteers will be issued with individual sachets of chlorhexadine/alcohol hand wipes
for distribution to young people (Expected delivery Wednesday).

6.1.3. Other measures
• All cups/mugs- Staff have their own mugs and Library Volunteers will be encouraged to bring in
their own identifiable mug for personal use.
• Masks – staff have been consulted on use of the limited supply of both surgical masks (to limit
release of infected droplets by infected people) and FFP3 Personal protective masks (protect
individuals from infection but not everyone else from them is they are infected). The general
agreement is that when cases start to be confirmed in the local region, they would prefer members
of the public (including Young People) and Councillors visiting the office/meeting rooms to wear
surgical masks for the duration. The FFP3 masks will be reserved for use by those staff members in
vulnerable groups.
 Surfaces (e.g. desks and tables) and objects (e.g. telephones, keyboards) are wiped with
disinfectant regularly by staff and caretakers
 Employees, contractors and customers will be briefed that if COVID-19 starts spreading in your
community anyone with even a mild cough or low-grade fever (37.3 C or more) needs to stay at
home (or work from home).
 The Clerk has Pre-ordered sufficient supplies and materials, including tissues and hand sanitizer for
all participants and surgical masks available to offer anyone who develops respiratory symptoms.
6.1.4. Storage/use of products
Most stocks of hand sanitiser and alcohol wipes are sold out everywhere including on-line. This is
especially the case for refill bottles for automatic dispensers. The Town Council has ordered a supply
of gel however there may be a delay in supplies, so people are encouraged to increase hand washing
with soap and avoid touching face/mouth area. Alcohol wipes have been used and will substitute
with 70% alcohol spray and ordinary tissues for surface decontamination.
It has been stressed to all staff that the supplies they are given are for work-related activities and
not for personal use at home. All supplies are now locked away in the Town Council office.

6.2. INFECTION CONTROL MEASURES –Self Isolation, Working From Home, And Phase 2
Social Isolation Measures.
Some people might feel they do not want to go to work if they're afraid of catching Coronavirus.
An employer should listen to any concerns staff or volunteers may have.
If there are genuine concerns, the employer must try to resolve them to protect the health and
safety of their staff. For example, if possible, the employer could offer flexible working.
If an employee still does not want to go in, they may be able to arrange with their employer to take
the time off as holiday or unpaid leave. The employer does not have to agree to this.
a) Self Isolation
Currently any order for self isolation will be given by NHS 111 either as a result of contact tracing or
as a result of the individual contacting them for advice. This will be treated as absence with full pay
but not as sickness absence. Employees who are actually ill will be treated as off sick with associated
sick pay in the usual manner. However Employees cannot just unilaterally decide to self-isolate
without providing the Town Council with reasonable justification in order to qualify for full pay.
The NJC have issued guidance on the response by Employers to PAID absence from work owing to
coronavirus in accordance with the Green Book terms and conditions.
It is important that all staff and Councillors SPEAK DIRECTLY to the Town
Clerk if they are ordered to self-isolate or feel ill as the individual
circumstances /timing of the self-isolation will impact the risk
assessments and may mean other staff/Councillors could be advised to
self-isolate.

b) If an employee needs time off work to look after someone
Employees are entitled to time off work to help someone who depends on them (a 'dependant') in
an unexpected event or emergency. This would apply to situations to do with Coronavirus. For
example:



if they have children they need to look after or arrange childcare for because their school has
closed
to help their child or another dependant if they're sick, or need to go into isolation or hospital

The amount of time off an employee takes to look after someone must be reasonable for the
situation. For example, they might take 2 days off to start with, and if more time is needed, they can
book holiday.
Employees should let their employer know as soon as possible if they're not able to go to work.
They should tell their employer the reason and how long they're likely to be off for.
c) If someone becomes unwell at work
If someone becomes unwell in the workplace and has recently come back from an area affected by
coronavirus, they should:
 get at least 2 metres (7 feet) away from other people
 go to a room or area behind a closed door, such as an isolated office





avoid touching anything
cough or sneeze into a tissue and put it in a bin, or if they do not have tissues, cough and
sneeze into the crook of their elbow
use a separate bathroom from others, if possible

The unwell person should use their own mobile phone to call either:
 111, for NHS advice
 999, if they’re seriously ill or injured or their life is at risk
They should tell the operator:
 their symptoms
 which country they've returned from in the last 14 days
d) If someone with Coronavirus comes to work
If someone with Coronavirus comes to work, the workplace does not necessarily have to close. The
local Public Health England (PHE) health protection team will get in contact with the employer to:
 discuss the case
 identify people who have been in contact with the affected person
 carry out a risk assessment
 advise on any actions or precautions to take
Find out more about PHE health protection teams on GOV.UK.

e) Working from Home
On Monday 16th March the Council resolved to grant permission for the clerks to work remotely
from home and this will be implemented over the next few days.
N.B.. Most insurers including the Council’s insurers WPS are not covering business
interruption costs owing to coronavirus. This is because at the time policies were taken
out, coronavirus was not a recognised notifiable disease on the Government list.
f) Council meetings
It is a legal requirement that all Council and committee meetings must be open to the public (except
for discussion of sensitive matters). Therefore either the meeting takes place with members of the
public attending if they wish, or it is cancelled.
Full Council meetings and the Annual Town Meeting take place in the Oak Room where arguably
there is sufficient distance between the public and the Council members to reduce the risk of
infection, however at some point it is very possible the Government will ban public gatherings.
Obviously until then, Councillors attending meetings also run the risk of infecting each other.

The following measures have been taken to advice and protect people at meetings:





information or a briefing, preferably both orally and in writing, on COVID-19 and the measures
that the Council are taking to make meetings safe for participants.
Greetings are done verbally-say hello without touching.
Participants are asked to leave their contact details on arrival.
dispensers of alcohol-based hand rub are positioned prominently around Thornborough Hall.





Encourage regular hand-washing or use of an alcohol rub on entrance and exit by all participants
at the meeting.
Encourage participants to cover their face with the bend of their elbow or a tissue if they cough
or sneeze. Supply tissues and bins to dispose of them in.
If there is space, arrange seats so that participants are at least one meter apart.

Options exist to ask everyone to wear surgical masks to limit release of infectious particles into the
room and obviously Councillors can choose not to attend.
AFTER the meeting
1. Retain the names and contact details of all participants for at least one month. This will help
public health authorities trace people who may have been exposed to COVID-19 if one or more
participants become ill shortly after the event.
2. If someone at the meeting or event was isolated as a suspected COVID-19 case, the Council should
let all participants know this. They should be advised to monitor themselves for symptoms for 14
days.
c) Cancellation of Public meetings
On Monday 16th March the Council resolved to suspend meetings after the 18th March until further
notice.
The NALC Legal Team are investigating whether an alternative to holding face to face meetings (e.g.
video conferencing with live streaming to the public) can be utilised by Local Councils during a
period of risk to public safety, or whether total suspension of the council decision making process is
the only option. This information will be shared as soon as it is known.
d) Council Events and other services
Council events such as the Community litter pick, Tour de Yorkshire and Murphy’s fair will need to
be evaluated in light of any confirmed cases within the community.
On Tuesday 17th March Welcome to Yorkshire took the decision to postpone the tour de Yorkshire.

