
 

 

COVID-19 Risk Assessment 

Company name:      The Station Hotel, Hucknall  

Assessment carried out by:   Craig Smith 

Date of next review:     22 July 2020    

Date assessment was carried out:  15 July 2020 

Introduction: 

The Station Hotel is a wet-led community based public house located in Hucknall, Nottingham. The pub is leased from Star Pubs and Bars by Lincoln 
Green Public House Company Limited (LGPHC) who refurbished the pub in 2017. The main pub interior comprises a large open plan bar with a 
smaller games room off, a large open plan lounge and on the first floor, two large function rooms (Function Room and Dining Room). The third floor 
has 6 lettable guest rooms, 4 of which are shared bathroom, 2 of which are ensuite. There is a fenced area to the Linby Road side of the pub which 
offers outside seating and courtyard area to the rear of the property with further outdoor seating. Food trade averages 10% of total sales and the pub 
offers a traditional pub menu with starters, mains and deserts. 
 
Craig Smith is the Landlord and manages a team of 12 staff who are employed on both a full time and part time basis.  
 
This risk assessment for COVID-19 has been written by Craig and shared with members of their team – they have added suggestions throughout to 
create a shared plan that limiting the levels of infection from the virus. At the time of writing the first draft of the document, the Government’s guidance 
for hospitality industry was not available, but the principles for Retail businesses and information shared by UKHospitality (the trade organisation of 
which LGPHC is a member) have been used. The document has now been reviewed again following the issue of Government guidelines. 
 
It is a living document and will be formally reviewed monthly or as and when further risks are identified – the change log on page 2 will be used as a 
record of review and items amended.  



 

 

COVID-19 Risk Assessment Change Log 
 

Item Change Date By Whom? 

1.0 Document creation – Zoom conference call between Craig Smith and Anthony Hughes 
(Director – LGPHC Ltd) to review existing controls and discuss future requirements. 

11 June 2020 Craig Smith 

2.0 Details and dates added to risk assessment. Risk assessment shared with Neil 
Burcumshaw of Star Pubs and Bars for feedback. HSE and FSA for Ashfield District 
Council are also copied in for their feedback. 

15 June 2020 Anthony Hughes 

3.0 Occupancy details entered using 1m government guidelines for areas of the business. 

Risk assessment for completing of customers ‘Test & Trace’ documents. 

New procedure for collecting glasses and sanitising areas. 

New procedure to minimise risks by leaving toilet lobby doors open. 

26 June 2020 Craig Smith 

4.0 Service style changed from ‘Bar Service’ to ‘Table Service Only’ 

Entrance in and Exit only areas highlighted and appropriate signage ordered. 

30 June 2020 Craig Smith 

5.0 Entrance & Exit doors swapped from last document between bar & lounge areas. 

Removed details of ‘hatched markings on the floors’ by the bars and changed to 
‘furniture put in front of the bar and also staff trained that no standing is allowed in the 
venue or at the bar. 

Bar capacity reduced to 31 from 34 due to positioning of sanitiser station. 

Host will be provided on key sessions to guide customers to tables, and the team will 
cover this on less busy days. 

3 July 2020 Craig Smith 



 

 

Lounge terrace & bar terrace occupancy updated, and secret garden taken out of use 
due to no signal for EFT machine making table service too complicated. 

Updated details of the test and trace customer capture information and training issued 
to the team on 03.07.20 

Training log added to the end of this document to be kept at the Station Hotel for a 
record of team training to which revision. 

6.0 Error to host station changed from Exit to Entrance. 

Hourly toilet check sheets added. 

Working behind bar to sanitise tills, pdq machines also before going or returning from 
breaks. 

Addition of ‘Safe’ and ‘Unsafe’ areas on the dumbwaiter, for cutlery, cruets, vinegars so 
the team know when something needs sanitising 

3 July 2020 Craig Smith (following Team 
meeting) 

7.0 Glassware risk updated… changed to team not wearing disposable gloves, but 
sanitising hands after collecting glasses. 

Test & Trace filing documents updated. 

Payment risk updated… team to sanitise hands after each cash transaction, not wear 
gloves. 

Transmission risk from staff handling plates – updated from wearing gloves to using 
napkins when delivering food. 

  

    

  



 

 

What are the 
hazards? 

Who might be 
harmed and 
how? 

What are you 
already doing to 
control the risks? 

What further action do 
you need to take to 
control the risks? 

Who needs to 
carry out the 
action? 

When is the 
action needed 
by? 

Done 

Customer Journey       

Customer Entrances 

Bar Entrance 
(corner door) 

The main entrance 
is narrow and risks 
customers being 
unable to social 
distance.  
 
Multiple touch 
points and risk of 
transmission 

Main door is always 
in the open position 
when trading, 
limiting the need for 
customers to touch 
the surface 
 
The internal lobby 
doors are kept open 
in warmer weather. 

Maintain regular cleaning 
routine of door handles and 
touch pads. 
Hand sanitiser station to be 
located on right hand side of 
the lobby doors upon entering 
the bar. Customer signage 
with suggested use. 
This door is to be used as an 
‘Entrance Only’ and will be 
restricted by signage 
preventing customers entering 
through this way.This area will 
be covered by a ‘Meet & 
Greet’ on key sessions. 
‘The Theatre of Cleaning’ - 
Staff need to make cleaning 
routines highly visible to 
customers to demonstrate our 
commitment to maintaining 
customer and staff safety. 

All team 
members on 
shift. 

From reopening, 
daily  



 

 

What are the 
hazards? 

Who might be 
harmed and 
how? 

What are you 
already doing to 
control the risks? 

What further action do 
you need to take to 
control the risks? 

Who needs to 
carry out the 
action? 

When is the 
action needed 
by? 

Done 

Lounge Entrance 
(Station Terrace) 

The main entrance 
is narrow and risks 
customers being 
unable to social 
distance.  
 
Multiple touch 
points and risk of 
transmission  

Hand sanitiser 
available in entrance 
lobby with signage 
encouraging 
customers to use. 
 
Regular cleaning of 
door handles and 
push pads by staff 
(hourly) 

In warmer weather, door 
can be propped open to 
further minimise contact.  
 
This door is to be used as 
an ‘Exit Only’ and will be 
restricted by signage 
preventing customers 
exiting this way.   
 
‘The Theatre of Cleaning’ - 
Staff need to make 
cleaning routines highly 
visible to customers to 
demonstrate our 
commitment to maintaining 
customer and staff safety. 
 
 
 
 

All team 
members on 
shift. 

From re-opening, 
hourly  



 

 

What are the 
hazards? 

Who might be 
harmed and 
how? 

What are you 
already doing to 
control the risks? 

What further action do 
you need to take to 
control the risks? 

Who needs to 
carry out the 
action? 

When is the 
action needed 
by? 

Done 

Bar Service  
(applicable to Bar 
and Lounge) 

Transmission risk 
from serving 
customers 
crowded at the 
bar.  
 

Furniture moved in 
front of the bar area.  
Team trained that 
venue is ‘Table 
Service’ only and no 
standing room is 
permitted. 

Table service to be used 
via members of the team, 
taking orders, delivering 
drinks & taking payments. 
 
No standing drinking will be 
allowed inside the 
premises.   
 
The managers on duty will 
visually monitor the guests, 
and when occupancy is 
reached, will restrict the 
service until ready. 
 
 
 
 
 
 
 

All team 
members on shift 

From re-opening, 
hourly  



 

 

What are the 
hazards? 

Who might be 
harmed and 
how? 

What are you 
already doing to 
control the risks? 

What further action do 
you need to take to 
control the risks? 

Who needs to 
carry out the 
action? 

When is the 
action needed 
by? 

Done 

Room Layout Tables too close 
together could 
result in 
transmission of 
virus between 
individuals or 
customer groups.  

Removal of tables 
and chairs to ensure 
a maximum 
occupancy of: 
 
31 in The Bar 
16 in Games Room 
51 In The Lounge 
0 In Function Room 
0 In Dining Room 
20 Lounge Terrace 
28 Front Terrace  
 
  
Upstairs Dining & 
Function Room to be 
reviewed once open. 
 
Cleaning of tables 
between each 
customer visit. 

Confirm social distance 
requirement - 1 metres) by HM 
Government.  
 
All furniture moved to allow for 
social distancing of 1 metre. 
 
Upon key service busy 
sessions, a host will be 
allocated to the ‘Entrance’ to 
guide customers to the areas.  
On less busy times, the 
member of team on the floor 
or the bar will communicate 
this. 
 
‘The Theatre of Cleaning’ - 
Staff need to make cleaning 
routines highly visible to 
customers to demonstrate our 
commitment to maintaining 
customer and staff safety. 

Craig Smith 
 
Team members 
when on shift. 

6 July 2020 

 



 

 

What are the 
hazards? 

Who might be 
harmed and 
how? 

What are you 
already doing to 
control the risks? 

What further action do 
you need to take to 
control the risks? 

Who needs to 
carry out the 
action? 

When is the 
action needed 
by? 

Done 

Games within 
Games Room 

Risk of 
transmission from 
games being 
shared between 
customers 

All games (chess, 
darts, table skittles, 
etc.) to be removed 
and stored safely 
until Covid-19 risk 
level is reduced to 1. 

 Craig Smith By re-opening 
date and ongoing  

Glassware Risk of 
transmission from 
customers 
returning 
glassware to the 
bar. 

Only staff to collect 
glasses from tables. 
 
Glasswasher used 
to clean glasses to a 
temperature of 55’c 
for wash and 65’c for 
rinse. 
 
Fresh glass used for 
every serve.  
 
 
 
 

Team to sanitise hands 
after collecting glasses.  No 
gloves required as making 
drinks, delivering & 
collecting. 

Team members 
on shift who 
carry out glass 
collecting 

Ongoing 

 



 

 

What are the 
hazards? 

Who might be 
harmed and 
how? 

What are you 
already doing to 
control the risks? 

What further action do 
you need to take to 
control the risks? 

Who needs to 
carry out the 
action? 

When is the 
action needed 
by? 

Done 

Payment Risk of 
transmission from 
cash handling or 
keypad on card 
machines. 

Contactless card 
payment 
encouraged for all 
transactions. 
 
In the event of cash 
payment, staff to 
sanitise hands after 
each cash 
transaction. 

Table plans to be set up for 
bar and lounge on the till to 
enable the option for table 
tabs to be used. Staff 
training to ensure tabs are 
paid before customer 
leaves. 
Regular cleaning of PDQ 
machine keypad.  
 

Craig Smith 
 

Prior to re-opening 
(w/c 29 June 
latest)  

Loyalty Cards Risk of 
transmission from 
customer Loyalty 
Cards being 
handed to staff 
members (staff/ 
customers) 
 
 
 

Loyalty Cards not to 
be used by 
customers. 

Staff to ask for the 
customer name and use 
the lookup facility. 

Team members 
on shift. 

From relaunch 
and ongoing.  



 

 

What are the 
hazards? 

Who might be 
harmed and 
how? 

What are you 
already doing to 
control the risks? 

What further action do 
you need to take to 
control the risks? 

Who needs to 
carry out the 
action? 

When is the 
action needed 
by? 

Done 

Test & Trace 
Customer Data 
Capture 

Risk of 
transmission from 
touching pens 
used to complete 
information 

Pens wiped with 
sanitiser wipes 
before issued to 
customers 

Customer uses their own 
pens or team to provide 
sanitised pencils.  Training 
the team to ensure 
customers are completing 
these and they are 
removed when the guest 
leaves & filed behind bar.  
The customer can use the 
‘red’ side of the bar to show 
the table needs to be 
sanitised. 
 
Test & Trace documents 
filed in the office at the end 
of the day with date. 
 
 
 
 
 
 
 
 

Team members 
on shift 

From relaunch 
and ongoing  



 

 

What are the 
hazards? 

Who might be 
harmed and 
how? 

What are you 
already doing to 
control the risks? 

What further action do 
you need to take to 
control the risks? 

Who needs to 
carry out the 
action? 

When is the 
action needed 
by? 

Done 

Toilets Customers come 
into close contact 
with one another 
and transmit the 
virus whilst using 
the toilets. 
 
Customers pick up 
the virus from 
multiple touch 
points in toilet 
area (i.e. toilet 
flush, door 
handles, taps) 
 
 
 
 
 
 
 
 
 
 

Staff toilet checks 
hourly: 

• Check toilet roll 
supply 

• Check soap 
available 

• Clean door 
handles 

• Wipe hand drier 
 
 

Maximum of two people in 
ladies or gents at any one time 
– signage to ask customers to 
check on entry. 
 
Santiser on table outside toilet 
lobby with sign showing 
suggested use – allows 
customers the choice to clean 
door handles on entry. 
 
Gents urinal trough to be 
marked with hazard tape to 
encourage customers to use 
the two outside edge urinals. 
 
Lobby doors to toilets propped 
open to stop risk of touching 
doors. 
 
1 Hourly toilet check sheets 
applied to all toilets. 
 

Craig Smith Prior to relaunch 
and ongoing  



 

 

What are the 
hazards? 

Who might be 
harmed and 
how? 

What are you 
already doing to 
control the risks? 

What further action do 
you need to take to 
control the risks? 

Who needs to 
carry out the 
action? 

When is the 
action needed 
by? 

Done 

Food Service       

Prolonged closure of 
pub and kitchen 

Customers The pub, its cellar 
and kitchen were 
carefully closed on 
20 March 20 
following guidelines 
issued by SP&B. 

All steps in the Reopening 
checklist for food 
businesses during COVID-
19 guidelines issued by the 
Food Standards Agency to 
be completed.  

Craig Smith Within one week 
prior to reopening 
date.  

Transmission risk 
from staff handling 
plates  

Customers/ staff All aspects of basic 
hygiene procedures 
outlined in the Safer 
Food Better 
Business regulations 
are being followed. 

Use a napkin when serving 
food. 

Team members 
when serving 
food 

Upon relaunch of 
pub and ongoing  

Transmission risk 
from staff handling 
ramekins used for 
serving bulk nuts to 
customers 

Customers/ staff All aspects of basic 
hygiene procedures 
outlined in the Safer 
Food Better 
Business regulations 
are being followed. 
 

Bulk nuts no longer to be 
served in ramekins but 
served into a paper bag. 
 
Third pint glass used as 
consistent measure and 
marked with tape so as not 
to be used for drinks. 

Team members 
when serving bar 
snacks 

Upon relaunch of 
the pub and 
ongoing  

https://www.food.gov.uk/business-guidance/reopening-checklist-for-food-businesses-during-covid-19
https://www.food.gov.uk/business-guidance/reopening-checklist-for-food-businesses-during-covid-19
https://www.food.gov.uk/business-guidance/reopening-checklist-for-food-businesses-during-covid-19
https://www.food.gov.uk/business-guidance/reopening-checklist-for-food-businesses-during-covid-19
https://www.food.gov.uk/business-guidance/safer-food-better-business
https://www.food.gov.uk/business-guidance/safer-food-better-business
https://www.food.gov.uk/business-guidance/safer-food-better-business
https://www.food.gov.uk/business-guidance/safer-food-better-business
https://www.food.gov.uk/business-guidance/safer-food-better-business
https://www.food.gov.uk/business-guidance/safer-food-better-business


 

 

What are the 
hazards? 

Who might be 
harmed and 
how? 

What are you 
already doing to 
control the risks? 

What further action do 
you need to take to 
control the risks? 

Who needs to 
carry out the 
action? 

When is the 
action needed 
by? 

Done 

Transmission risk 
from condiments 

Customers Clean condiments 
after each serve. 
 
Remove condiments 
from tables. 
Condiments only to 
be handed to 
customers on 
request 

Dumb waiter area, clearly 
marked with ‘Safe’ and 
‘Unsafe’ area for items to 
be placed for team to know 
when to sanitise or not 

Team members 
when serving 
food at tables.  

On reopening of 
pub and ongoing.  

Transmission risk 
from staff working 
together in close 
contact within the 
kitchen. 
 
 
 
 
 
 
 
 
 

Staff Maximum of two 
members of staff to 
work in the kitchen 
at any time due to 
small space, working 
at 1 metre distance 
from one another. 
 
Staff collecting food 
from the pass to 
keep 1 metres apart 
from any member of 
kitchen staff. 

 All team 
members 

 

 



 

 

What are the 
hazards? 

Who might be 
harmed and 
how? 

What are you 
already doing to 
control the risks? 

What further action do 
you need to take to 
control the risks? 

Who needs to 
carry out the 
action? 

When is the 
action needed 
by? 

Done 

Staff Safety       

Staff Health Awareness – people who need to self-isolate: 
To make sure individuals who are advised to stay at home under existing Government guidance do not physically come to work. This includes 
individuals who have symptoms of COVID-19 as well as those who live in a household with someone who has symptoms.  
 
All staff to be aware that the most important symptoms of coronavirus (COVID-19) are recent onset of any of the following: 
 

• a new continuous cough 

• a high temperature 

• a loss of, or change in, your normal sense of taste or smell (anosmia) 
 

For most people, coronavirus (COVID-19) will be a mild illness. However, if you have any of the symptoms above you must stay at home and 
arrange to have a test to see if you have COVID-19. 
 
 
 
 
 
 
 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance


 

 

What are the 
hazards? 

Who might be 
harmed and 
how? 

What are you 
already doing to 
control the risks? 

What further action do 
you need to take to 
control the risks? 

Who needs to 
carry out the 
action? 

When is the 
action needed 
by? 

Done 

Social Distancing Transmission from 
customers and 
staff who do not 
follow social 
distancing 
guidance. 
 

Maintain current 
social distancing 
guidelines 

 All team 
members 

At all times while 
guidance is in 
place.  

Staff Rotas Transmission 
between members 
of the team who 
may not be aware 
that they have the 
virus.  

Putting teams into 
shifts to minimise 
the number of 
workers interacting 
with each other. 
 
 
 

Inform team regarding 
communication and their 
health and any concerns. 

All team 
members whilst 
working on shift. 

From reopening 
and ongoing.  

Working Behind 
the Bar 

Staff unable to 
maintain social 
distancing if too 
many working 
behind the bar 

Maximum of one 
person working 
behind the bar in 
either the Bar or in 
the Lounge. 
 
 

Clean hand pulls and tap 
handles at the end of a shift 
change over and when 
going or coming back from 
breaks.  Also card 
machines & tills. 

All team 
members whilst 
working on shift 

From reopening 
and ongoing.  

https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing#:~:text=You must not%3A,such as for work purposes
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing#:~:text=You must not%3A,such as for work purposes
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing#:~:text=You must not%3A,such as for work purposes


 

 

What are the 
hazards? 

Who might be 
harmed and 
how? 

What are you 
already doing to 
control the risks? 

What further action do 
you need to take to 
control the risks? 

Who needs to 
carry out the 
action? 

When is the 
action needed 
by? 

Done 

Cellar and 
Deliveries 

Star Pubs and 
Bars, Lincoln 
Green dray 
deliveries and 
ASD wholesale / 
Owen Taylors for 
food and spirits. 

Deliveries to 
maintain 1m 
distance at all times 
– staff to remind 
delivery drivers.  
 
ASD delivery driver 
to place box on a 
table at a distance of 
1m – paperwork to 
be signed at a 
distance. 

Only one person to be in 
the cellar at any time (beer 
cellar or wines/ spirits 
cellar) 

All team 
members whilst 
working on shift 

From reopening 
and ongoing.  

Visitors Transmission 
between visitors 
and staff or 
customers who 
may not be aware 
they have the 
virus. 

 Briefing document/ visitor 
sign in sheet to be 
produced to explain the 
safe working arrangements 
to any visitor to the pub.  

Anthony Hughes Prior to relaunch 
of Lincoln Green 
Public House 
Company Ltd 
pubs. 

 

 

 

 



 

 

More information on managing risk: www.hse.gov.uk/simple-health-safety/risk/  

 

      Full Name       Signature       Date      Revision Number: 

     Craig Smith    

     Tom McMannus    

     David Eland    

    

    

    

    

    

    

    

 

 

http://www.hse.gov.uk/simple-health-safety/risk/


 

  


