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Introduction 
 
This policy has been written in response to the Covid-19 pandemic. 
 
Hinckley Concordia Association takes its responsibility for the safety and wellbeing of its 
volunteers and patrons seriously and as such, and following government guidelines, the 
building has been closed to the public and the majority of volunteers.  
This has been in place since the16th March 2020.  
 
As lock down measures are relaxed and HCA is able to gradually reopen, systems and 
procedures will need to be in place to ensure government guidelines continue to be 
met and safety standards are upheld. 
 
This document aims to cover all areas relating to the exceptional circumstances in 
which we find ourselves and provide practical guidance and procedures for our 
volunteers. 
 
HCA intends to follow current government guidelines throughout this crisis and therefore 
this document will be updated/amended as official guidance changes. 
 
Processes During Full Lockdown. 
 
1. During full lockdown the building is considered completely closed for all but essential 

works.  
 

2. To manage this, access has been restricted using the electronic keycard system.  
 

3. Cleaning of key areas is being maintained weekly during this time. 
 

4. To comply with insurance requirements weekly checks of the alarm system, flushing 
of toilets, running of taps etc. continue to be carried out and documented. 

 
5. Anyone requiring access should contact risk@concordiatheatre.co.uk. 

 
 
What we are doing to make the building safe and prepare for reopening. 
 
To ensure peoples safety and wellbeing it is mandatory for all volunteers to follow the 
guidelines laid out in this document. 
 
It is important to note that at present the theatre is not open for social gatherings.  
Only essential work that cannot take place without attending the premises is currently 
allowed. This is reviewed every 2-3 weeks since inception or when there is any change 
in government policy. 
 
In line with government guidelines we are implementing the following to ensure the 
building is as safe as possible: 
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1. A full Covid-19 risk assessment has been carried out. See Appendix 1 – Covid-19 Risk 
Assessment for a copy of this. 

 
2. A new email address has been set up for any volunteers to raise issues or concerns. 

This address is risk@concordiatheatre.co.uk 
 
3. Where possible volunteers are advised to carry out their duties from home. Where 

this is not possible HCA is taking action to ensure the safety of the working 
environment in line with government guidance as detailed in the steps below. 

 
4. If a person develops symptoms within seven days of entering the premises, they 

should contact HCA as soon as possible so that additional cleaning can be 
undertaken. 

 
5. In line with government guidelines HCA strongly advises those volunteers who would 

be considered extremely vulnerable to continue shielding and therefore not access 
the site. Those who would be considered vulnerable should also follow government 
guidelines and consider their circumstances carefully. For those who choose to 
attend site this is at their own risk and signing in to the building is recognition of this. 
Please follow this link for government guidance: 
https://www.nhs.uk/conditions/coronavirus-Covid-19/people-at-higher-risk/whos-at-higher-risk-
from-coronavirus/' 
Should  a volunteer wish to complete a full personal risk assessment they should 
contact risk@concordiatheatre.co.uk to discuss individual circumstances and 
organise appropriate paperwork. See Appendix 6 – Personal Risk Assessment 
Template. 

 
6. HCA are providing cleaning and handwashing/sanitising stations in key areas. 

Provision will be increased as the building reopens. There will also be a cleaning 
station located at the sign in point. These cleaning stations will include wipes/spray 
for cleaning surfaces, hand sanitiser/wipes, gloves, bags for disposing of used gloves 
and pedal bins. Please see Appendix 2 – Cleaning, PPE and handwashing for more 
details. 

 
7. Where access to the building is essential, a centralised, electronic signing in/out 

system is in place. Please see Appendix 3 – Accessing the Building, for details. 
Access in and around the building will be restricted. All volunteers and contractors 
should use the glass doors at the back of the building to access the rear lobby (by 
lifts). This is where the signing in/out point will be located. The only other external 
doors to be used for movement around the building are the main workshop door 
and the stage right fire escape door. See Appendix 5 – Site Plan. 

 
8. Out of bounds areas are as follows: dressing rooms, green room, youth theatre, 

rehearsal rooms and all toilets (with the exception of the disabled toilets on the lower 
foyer and coffee lounge). These areas are only to be accessed if essential. 
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9. Contractor access to the building is by appointment only. When booking an 
appointment with a contractor details of our expectations should be explained to 
them by phone or by sending a copy of ‘Contractor Expectations’ (see Appendix 4 
– Contractor Expectations) All contractors are required to provide a copy of their risk 
assessment no later than 3 working days before the appointment. These should be 
sent to risk@concordiatheatre.co.uk.  

 
If a contractor fails to provide this information, they must not be allowed access to 
the building. In exceptional, emergency circumstances this requirement can be 
waived with permission from HCA chair. 

 
10. Social distancing guidance should be maintained at all times. A minimum of 2 

metres distance should be maintained where possible. Where this is not possible 
government advice should be followed: increase frequency of hand washing, keep 
activity time as short as possible, use back-to-back or side-to-side working, reduce 
number of people working or use screens to separate people. 

 
11. The consumption of food is not currently permitted on site. Drinks facilities have been 

removed and should volunteers require drinks this should be bottled beverages that 
they have provided themselves. Bottles are not to be shared.  

 
12. As each area is considered for reopening there will be a separate risk assessment 

carried out for that specific area. These will be written in conjunction with heads of 
departments responsible for those areas. Priority areas are currently, box office, 
workshop (and top floor for panto), stage and technical areas, rehearsal rooms and 
toilets. More areas will be added as restrictions as relaxed. 

 
13. Additional signage has been placed around the building to provide guidance and 

remind volunteers to maintain hygiene standards and social distancing. 
 
14. When using toilet facilities volunteers should use the cleaning equipment provided. 

Ensure only one person at a time uses the area to maintain social distancing 
guidelines. Please do not flush wipes or paper towels down the toilets. 

 
15. When using the building volunteers are asked to use cleaning equipment provided 

the wipe down surfaces, door handles, light switches etc to ensure hygiene 
standards are maintained. This should be done before starting work and before 
leaving. 

 
16. HCA continues to communicate with volunteers and the public via the Hub, the 

theatre website, facebook and other media. Regular virtual meetings are taking 
place between trustees and departments as appropriate. 
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Summary 
 
This document will be reviewed regularly and HCA continues to follow all government 
guidelines during this crisis. 
 
This document will be made available to all volunteers via the hub, website and paper 
copies. It will also be emailed out to individuals as required. 
 
The safety and wellbeing of our volunteers and patrons continues to be HCA’s top 
priority. 
 
For further guidance please see: 
Working safely during coronavirus (COVID-19) in factories, plants and warehouses  
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Appendix 1 – HCA Covid-19 Risk Assessment 
 
A general risk assessment  in relation to Covid -19 covering use  of HCA buildings and facilities and the safety an d wellbeing of 
volunteers etc.  
 
If column 6 is at level 2 or below the risk is acceptable.  
If the risk is still above 3 following control measures the activity is considered not safe and should not go ahead  without further 
control measures being implement ed to reduce the level of risk . 
 
Risk level:  

1 Ð Low 2  3 4 5 Ð High 
 
 

1 2 3 4 5 6 

Area of concern Risk 
Level 
of Risk 
(1 – 5) 

Control Measures 
Date 

measures 
implemented 

Level of 
risk 

following 
control 

measures 

Shows on stage – safety of 
public and volunteers 

High rate of transmission due to 
volume and proximity of people. 5 • All shows currently cancelled until further notice in 

line with government guidelines. 
16th March 

2020 1 

Public access to the building As above. 5 • In line with government guidelines the building is 
completely closed to the public. 

16th March 
2020 1 

General volunteer access to 
the building 
 

As above. 5 

• All theatre activity is suspended until further notice. 
• A limited number of volunteers have access to the 

building to carry out essential works.  
• All other keycards have been suspended. 
• All rehearsals and meetings are cancelled or to be 

held virtually. 
• Out of bounds areas are in place. Currently green 

room, dressing rooms, rehearsal spaces and 
selected toilets. 

16th March 
2020 1 
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Volunteers continuing to 
access premises 

Transmission due to proximity. 
 

Transmission due to 
contaminated surfaces. 

 
 

Transmission due to people 
attending with symptoms or 

considered vulnerable 

4 

 
• Numbers accessing building are limited. 
• Volunteers advised to maintain hygiene standards 

as per gov guidelines. 
• Cleaning stations for hands and surfaces provided. 
• Social distancing measures are advised. 
• Where rooms are small only 1 person at a time 

should be in the area. 
• Electronic signing in/out is required for volunteers.  
• Volunteers advised not to attend if experiencing 

symptoms. 
• Volunteers considered vulnerable are advised to 

follow government guidelines. If they chose to 
attend this is at their own risk. Should they wish they 
can request a personal RA be completed. See 
Appendix 6. 

• Cleaning regime in place. See Appendix 2. 
• Main point of entry changed to rear glass doors. 
• Gloves provided for those wishing to use them. Use 

of gloves should not replace regular hand washing 
and gloves should be changed between activity. 

• Advice that use of face masks/coverings is 
optional. 

• Where possible windows/doors should be opened 
to increase ventilation.  
 

19th June 
2020 2 

Maintaining cleanliness of 
building 

Virus can survive on surfaces for 
up to 72 hours increasing risk of 

transmission. 
5 

 
• Cleaning of all door handles, hand rails, light 

switches toilets etc is carried out weekly on a 
Monday. 

• Cleaning equipment is provided to wipe down 
areas before and after use. 

• Limited access to the building. 
• Cleaning company to provide copy of their risk 

assessment. 
• Double bagging of used wipes/gloves etc is in 

place. 
 

19th June 
2020 

2 
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Person with Covid-19 symptoms 
accesses the building Increased risk of transmission 5 

 
• Person concerned to notify trustees immediately if 

they develop symptoms whilst in the building. 
• Areas that were accessed to be closed until deep 

cleaning of the affected area can be completed. 
 

19th June 
2020 2 

Contractors accessing site. 
Outside agency over whose 
working practices we have 

limited control 
4 

 
• Contractors to access building by appointment 

only. 
• Contractors to provide copy of their Risk 

Assessment no later than 3 working days before 
they attend. 

• Required to sign in/out using paper sheets 
provided and follow guidance provided at sign in 
point. 

• Social distancing to be maintained. 
 

19th June 
2020 2 

Use of internal lifts 

Confined space and use of 
metal push buttons increase risk 

of transmission. 
 

4 

 
• Use of the lifts should be avoided if possible. 
• Signage to be put up to this effect. 
• Where use of the lift is unavoidable only one 

person at a time may use the lift. 
• Other than using push buttons touching other 

surfaces should be avoided. 
• Buttons can be wiped down before and after use 

using wipes from the sign in point. 
 

19th June 
2020 1 

Reopening areas of building 
for volunteers only 

Controlled increase of people in 
building therefore increase in 

potential for transmission. 
 

5 

 
• Areas to be considered for reopening on an 

individual basis. 
• Risk assessments to be carried out for each area. 
• Areas to only be reopened as risk is managed and 

below level 2. 
• Limiting numbers of people to be considered 
• Staggered arrival times/different working days to 

be considered and documented in each area RA. 
 

19th June 
2020 2 



Adopted	on:	16th	June	2020,	Next	review	due:	6th	July	2020								
	

9	

Reopening areas of the 
building for volunteers and the 
public 

Increase of people in the 
building where control is harder 

to maintain 
5 

 
• Public re-opening to be considered individually 

when government guidelines allow theatres to 
reopen. 

• Separate risk assessment to be carried out at this 
time based on official guidelines at the time. 
 

19th June 
2020 5 

Raising of concerns 

Concerns and issues go 
unrecognised and therefore no 

action is taken. 
 

Issues could impact safety 
and wellbeing of volunteers. 

4 

 
• A new email address has been created for 

volunteers to raise specific concerns or issues. This is 
risk@concordiatheatre.co.uk 

• This document is available to volunteers via the 
hub and website and by printed copies in key 
areas. 
 

19th June 
2020 1 

Security of the building 

 
 
 
 
 

As building is vacant more often 
the chance of break 

in/vandalism could be 
increased 4 

 
• Access to the building has been restricted to a 

limited number of people. 
• CCTV continues to be in operation. 
• Security team continue to monitor access and 

activity around the site. 
• Local police are aware of circumstances and 

continue to communicate with us and visit site 
when necessary. 

• Building is alarmed and keyholders to be 
contacted as required. 

• Car park access is allowed for all those with a pass 
as perceived activity may be a deterrent to break 
in’s etc. 

• It is anticipated that this will not be over used. 
However, this will be reviewed if necessary. 
 

19th June 
2020 2 
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Provision of first aid 

 
 
 
 
 
 
 

Increased risk of transmission 
due to close proximity 5 

 
• As far as possible basic first aid should be carried 

out by individual concerned ie applying plasters. 
• First aid boxes should be wiped down following 

use. 
• Notify risk@concordiatheatre.co.uk of use of first 

aid box. 
• Where more serious first aid is required it is up to the 

individual to decide if they are comfortable to 
provide required care. 

• Those that chose to provide assistance should pay 
increased attention to hygiene immediately 
afterwards. Ie washing hands. 

• HCA provides gloves and mouth shields in first aid 
boxes. 

• When appropriate volunteers should dial 999. 
 

19th June 
2020 

2 
 

Use of toilets 

 
 
 
 
 

Increased risk of transmission 
due to proximity and use of 

surfaces. 
5 

 
• Only the 2 disabled toilets in the coffee lounge and 

ground floor are to used. All other toilets will be 
closed (other than for maintenance) until further 
notice. 

• Toilet facilities to be limited to one person at a 
time. 

• Cleaning equipment to be provided for individuals 
to wipe areas before/after use. 

• Pedal bins to be provided for tissues, towels and 
wipes. 

• Paper towels to be provided. 
 

19th June 
2020 2 

Deliveries to the building 

 
 

Increased risk of transmission 
due to external contact 4 

• Only essential deliveries are being 
made/accepted. 

• Deliveries are to be prearranged. 
• Deliveries to be dropped at rear entrance to the 

building. 
• Deliveries to be signed for digitally. 

19th June 
2020 2 

!
!
!
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Summary 
 
Based on the above assessment HCA considers that, providing all processes and procedures as detailed above and in this policy are met the building can begin 
to reopen to a limited number of volunteers to carry out priority work. At this time that includes working towards the following: 
 
1. Opening the box office to a limited number of volunteers to process memberships etc. Aim to have this in place by June 30th 2020. 

 
2. Allowing panto company access to the workshop and top floor to begin set building for panto in 2021. Aim to have this in place by June 30th  2020 
 
3. Allow access to the stage and control box for essential maintenance work. Aim to be in place by June 30th 2020 
 
The building currently remains closed to the public and for any social gatherings. 
 

Name: Will Hare 
Signature:                                                                                                            

HCA Role: Chairman Date of Sign off: 19th June 2020 

Further updates as follows: 
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Appendix 2 – Guidance for Volunteers on Cleaning, PPE and Handwashing 
 
Cleaning 
1.! Full cleaning of the building takes place on a Monday.  

 
2.! Volunteers should use the wipes/spray provided to clean work areas before and 

after use.  
 
3.! This same equipment should be used to wipe down any door handles, handrails or 

other surfaces that have been touched during time in the building.  
 
4.! Any wipes /gloves etc  should be disposed of using the small bags provided and then 

be placed  the pedal bins pr ovided  to meet double bagging standards . 
 

5.! Bins should be emptied (if used) at the end of each shift. Bin bags replaced and 
rubbish placed in the skip outside.  

 
Handwashing 
1.! Volunteers should wash /sanitise  their hands on arrival and before leaving  the 

building.  
 
2.! Volunteers should  also wash hands and/or use sanitising stations regularly during their 

time in the building.  
 
3.! Any wipes /hand towels used  should be disposed of using the  small bags and  pedal 

bins provided.  
 
PPE 
1.! As per government guidelines the use of PPE within our setting is not required.  

 
2.! However, HCA provides gloves should volunteers wish to use them. Th e use of gloves  

should not rep lace regular handwashing/sanitis ing.  
 
3.! If gloves are used,  they should be disposed of using the small bags a nd pedal bins 

provided.  
 
4.! Masks or face coverings are not currently mandatory  but should a volunteer wish to 

use a mask /covering  these will need to be provided by the individual.  
 

Equipment Provided by HCA 
 
1.! Cleaning/handwashing stations will consist of the following:  

a. ! Surface cleaning spray or wipes.  
b. ! Hand sanitiser or hand sanitising wipes.  
c. ! Disposable gloves.  
d. ! Small plastic bags for disposable of used ppe/wipes  
e.! Pedal bins for disposal of used items Ð these should not be left open.  
f.! Bin bags  
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Appendix 3 – Guidance for Volunteers on Accessing the Building. 
 
1. Access to the building is through the following external doors only: 

a. Main access to the building - Rear glass doors 
b. Movement around building only - Main workshop door 
c. Movement around building only - Stage right door at the top of the fire escape. 

 
2. When arriving on site ALL volunteers MUST sign in electronically using their swipe card at the 

signing in/out area. This is located in the rear lobby by the lifts. Contractors sign in/out on 
paper. 
 

3. If a volunteer is experiencing Covid-19 symptoms they MUST NOT enter the building. 
 
4. ALL volunteers are to follow the guidelines laid out in the Covid-19 policy and procedures 

document. These are summarised in the signing in/out folder. 
 

5. Volunteers should wash/sanitise hands regularly whilst in the building. 
 

6. Social distancing must be maintained. This means a minimum distance of 2 metres between 
each person is maintained at all times. 

 
7. Whilst in the building volunteers should keep movements around the building to a minimum. 

 
8. Volunteers should use the equipment provided to clean their work areas before beginning 

work and before leaving. Cleaning stations are provided in key areas. If equipment needs 
restocking please email: risk@concordiatheatre.co.uk 

 
9. Volunteers should also wipe down any door handles, light switches, handrails etc that they 

have come into contact with. 
 

10. Where possible volunteers should use the stairs. If use of the lift is unavoidable only one 
person at a time should access it. 

 
11. Food is not to be consumed on site. Drinks must be provided by the individual. These must 

only be bottled drinks. Bottles must not be shared. Empty bottles to be taken away with 
volunteer. 

 
12. When leaving the building ALL volunteers must sign out electronically in the lower foyer. 

 
13. Fire exit routes are to be maintained and the usual assembly points and emergency 

evacuation processes remain in place. 
 

14. Each area will have a separate risk assessment as we reopen and volunteers should 
familiarise themselves with the documents relevant to their department. 

 
15. If anyone has any issues or concerns, they should contact risk@concordiatheatre.co.uk as 

soon as possible. 
 

HCA is following government guidelines throughout this crisis and this document will be 
updated accordingly. 
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HINCKLEY CONCORDIA ASSOCIATION 
 

PLEASE READ THE BELOW CONTROL MEASURES BEFORE YOU SIGN IN. 
 

YOUR HEALTH AND THAT OF OTHERS IS DEPENDANT ON YOUR COMPLIANCE. 
 

 
 

1. If you have symptoms associated with Covid-19 (a new persistent cough, high temperature or loss of taste and/or 
smell) please STOP and LEAVE the site immediately wiping down any surfaces you have come into contact with. 
Please contact us by emailing risk@concordiatheatre.co.uk or phone 01455 620761 
 

2. If you develop any of the above symptoms within seven days of entering the premises please inform us as soon as 
possible using the above email address so we can ensure the building and our volunteers stay safe. 

 
3. Entry into these premises is for essential volunteers and carrying out agreed work on behalf of HCA. If you are not 

required on the premises or you can carry out your voluntary work at home you should not be in the building. 
 

4. Try and maintain a social distance of 2 metres wherever practical. If this is not possible please refer to the full policy for 
further advice. 

 
5. Follow government guidelines on personal hygiene. When you arrive and leave the area you are working in please 

sanitise or wash your hands in accordance with government advice. 
 

6. Avoid using kitchen areas and bring your own drinks where possible. Please clean the area you have worked in and 
empty bins replacing bin bags before leaving. 

 
7. All contractors must have submitted Risk Assessments to HCA prior to entering the premises. 

 
8. Essential deliveries only. Wherever possible these are to be left at the building entrance and signed for digitally. 
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HINCKLEY CONCORDIA ASSOCIATION 
 

IMPORTANT ADDITIONAL INFORMATION 
 

 
 
 

Please be advised that by signing in to the building you are agreeing that: 
 

1. HCA has made all reasonable adjustments to minimise the risk in relation to Covid-19. 
 

2. If you would be considered extremely vulnerable you have been strongly advised by HCA 
not to access site and to follow government guidelines and continue to shield. 

 
3. If you would be considered moderately vulnerable you have been advised by HCA to 

consider you circumstances carefully before accessing site. 
 

4. Anyone who accesses site does so at their own risk. 
 

BY SIGNING IN TO THE BUILDING YOU ARE AGREEING THAT YOU HAVE 
UNDERSTOOD AND AGREE TO THE ABOVE TERMS. 
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HINCKLEY CONCORDIA ASSOCIATION 
Contractor Signing In/Out Sheet  

 
PLEASE SIGN IN AND OUT (PREFERABLY USING OWN PEN) AND ENSURE YOU SANITISE BEFORE AND AFTERWARDS 

 
BY SIGNING IN YOU ACCEPT, AGREE AND ADHERE TO HCA’S COVID-19 POLICIES AND PROCEDURES 

 
 
Date Name Areas Visiting Reason for Visit Time In Signature Time Out 
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Appendix 4 – Contractor Expectations 
 

1. All contractor visits must be by appointment only. 
 

2. Only essential visits must be booked in. 
 

3. Contractors must provide a copy of their own risk assessment no later than 3 working 
days before their appointment. These can be sent to risk@concordiatheatre.co.uk 

 
4. If contractors fail to provide their risk assessment they will be turned away.  
 
5. Contractors MUST arrive at the rear glass doors and sign in/out in the lower foyer. 

 
6. Contractors must abide by HCA rules which are summarised in the signing in/out 

folder. This includes maintaining hygiene and social distancing standards. 
 

7. If contractors are showing symptoms of Covid-19 they will not be permitted on site. 
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Appendix 5 – Site Plan 
 

 
 

MAIN ACCESS / EGRESS 
VIA GLASS DOORS 

WORKSHOP ACCESS 

FIRE ESCAPE ACCESS 
TO STAGE 

SIGN IN / OUT AT  
LIFT FOYER 

NO ACCESS TO 
GREEN ROOM 

NO ACCESS TO 
GREEN ROOM 

NO ACCESS TO BOX OFFICE 

NO ACCESS TO 
YOUTH THEATRE 

NO ACCESS TO 
WORKSHOP /  REHEARSAL ROOMS 

NO ACCESS TO 
REHEARSSAL ROOM 

YOUTH THEATRE 

REHEARSAL ROOM 

GREEN ROOM 

DRESSING ROOM 

CURRENT VITAL ACCESS RESTRICTIONS APPLY TO… 
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Appendix 6 – Personal Covid-19 Risk Assessment Template 
 
This assessment form should be completed with the volunteer concerned. The safety and 
wellbeing of our volunteers is our priority and HCA will advise everyone to continue to follow 
government advice as appropriate. 
 

PERSONAL DETAILS 

Name of person 
completing assessment:  

Date 
assessment 
completed: 

 

Name of volunteer 
concerned:  Volunteer’s 

phone no.  
 

DETAILS OF CONCERNS 

1. Is the person considered ‘extremely vulnerable as per government guidelines? YES/NO 

If yes to point 1 above HCA strongly advises that this volunteer does not currently access the site and 
that they should continue to follow current government guidelines around shielding.  

2. Is the person considered ‘moderately vulnerable as per government guidelines? YES/NO 

If yes to point 2 above HCA advises that this volunteer follows government guidelines and considers 
their circumstances carefully before attending site. 

3. Does the individual (or have they had in the last 7 days) symptoms of Covid-19?  
      ie new continuous cough, high temperature or changes in taste/smell. YES/NO 

If yes to point 3 above the volunteer should not access the site and should follow government 
guidelines and self isolate for 7-14 days.  

 

REASON FOR WANTING TO ATTEND SITE 
Why does this volunteer need to access the building? Please give details below. 

 

Is there any way this work can be done at home? Please give details below. 

 

Is it essential that this work is carried out now? Please give details below. 
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CONTROL MEASURES 
Can reasonable adjustments be made to enable this volunteer to access the site? YES/NO 
If ‘YES’ detail adjustments here: 
What are the adjustments? 
 
 
Who will make the adjustments? 
 
 
When will they be made by? 
 
 
If ‘NO’ detail why not here: 
 
 
 
 

 

RECOMMENDATIONS 
Based on the assessment above HCA recommends the following actions: 
 
 
 
 
 

 

SUMMARY 

Whilst HCA can make the above recommendations and advise volunteers it is ultimately the 
individuals choice as to whether they attend the site or not.  
Where an individual chooses to attend site against HCA recommendations they do so at their 
own risk.  
HCA will make all reasonable adjustments to enable volunteers to carry out their duties. There 
may be some areas where adjustments are not possible. 
 

 

SIGN OFF 

By signing here, you are confirming that you have understood the advice provided by HCA  
and that if you chose to attend site against advice it is at your own risk.  

Volunteer Concerned: 

Signature:  Date:  

Person carrying out assessment: 

Signature:  Date:  
 

CONFIRMATION OF COMPLETION OF ADJUSTMENTS 
Nature of adjustment Date completed Completed by 

   
   

 


