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[bookmark: _Toc41466910]KaSo Studios COVID-19 Health & Safety Policy
[bookmark: _Toc41466911]Context
UK Government guidance mandates the follow actions to mitigate risk in the workplace, in order of priority:
· In every workplace, increasing the frequency of handwashing and surface cleaning.
· Businesses and workplaces should make every reasonable effort to enable working from home as a first option. Where working from home is not possible, workplaces should make every reasonable effort to comply with the social distancing guidelines set out by the government (keeping people 2m apart wherever possible).
· Where the social distancing guidelines cannot be followed in full, in relation to a particular activity, businesses should consider whether that activity needs to continue for the business to operate, and if so, take all the mitigating actions possible to reduce the risk of transmission between their staff.
· Further mitigating actions include:
· Increasing the frequency of hand washing and surface cleaning.
· Keeping the activity time involved as short as possible.
· Using screens or barriers to separate people from each other.
· Using back-to-back or side-to-side working (rather than face-to-face) whenever possible.
· Reducing the number of people each person has contact with by using ‘fixed teams or partnering’ (so each person works with only a few others).
· If people must work face-to-face for a sustained period with more than a small group of fixed partners, then you will need to assess whether the activity can safely go ahead. No one is obliged to work in an unsafe work environment.
· You should have particular regard to whether the people doing the work are especially vulnerable to COVID-19
[bookmark: _Toc41466912]Definitions
Personnel – all persons that are present at the premises.
Staff – all employees of KaSo Studios.
Clients – all clients of KaSo Studios.
Contractors – third parties providing services to KaSo Studios directly or the Long Crendon Village Centre or the Aylesbury Vale Academy.


[bookmark: _Toc41466913]Risk Management
To reduce risk to the lowest reasonably practicable level by taking preventative measures.
KaSo Studios has implemented continuous assessment of our workplace and operations considering the risks posed by COVID-19.
All classes at KaSo Studios will be individually risk assessed, in advance on a weekly basis and in accordance with latest industry Guidelines and Standards.  
The assessments have and will be prepared in consultation with all teachers and external contractors 
[bookmark: _Toc41466914]Communicating the Results
KaSo Studios COVID-19 Risk Assessment is published on the www.kasostudios.com website and copies have been sent individually to each Teacher and will be shared with parents of our KaSoDnace Juniors and clients in appropriate communications. 


[bookmark: _Toc41466915]Who Should Be At Long Crendon and the AVA
Everyone should work from home unless they cannot work from home.
KaSo Teachers will work from home if possible. This will be all teachers other than those required to run that day’s classes. 
Only the minimum number of staff and clients will be allowed on site at any time that allows for functioning of that day’s classes.
Each studio space has been assessed as to the maximum occupancy that will be permitted at one time.
[bookmark: _Toc41466916]Protecting people who are at higher risk
We do not currently have any clinically extremely vulnerable staff and clinically vulnerable staff who are at higher risk of severe illness (those with pre-existing conditions).
Clinically extremely vulnerable clients and clinically vulnerable clients who are at higher risk of severe illness (those with pre-existing conditions) are strongly advised not to visit the studio. KaSo Studios reserve the right to refuse admission where it would be appropriate for health and safety reasons.
Any personnel that are exhibiting symptoms of COVID-19 or are self-isolating for any reason will be required to stay at home. Where possible staff will be enabled to work from home.
Clinically Extremely Vulnerable
Clinically extremely vulnerable people will have received a letter telling them they are in this group or will have been told by their GP. Guidance on who is in this group can be found here:
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
Clinically Vulnerable
Clinically vulnerable people include those aged 70 or over and those with underlying health conditions, all members of this group are listed in the ‘clinically vulnerable’ section here:
https://www.gov.uk/government/publications/full-guidance-on-staying-at-home-and-away-from-others/full-guidance-on-staying-at-home-and-away-from-others
[bookmark: _Toc41466917]Equality in the workplace
KaSo Studios treats everybody in the workplace equally. We will review and continuously monitor our guidelines and their implementation to ensure that we do not discriminate, directly or indirectly, against anybody with a protected characteristic.
[bookmark: _Toc41466918]Covid-19 Testing/Health Check Policy
Health monitoring, isolation 
a) Anyone with a high temprature[footnoteRef:2] will not be allowed to work for KaSo Studios.  [2: All clients and teachers  will be asked to complete a daily online questionnaire as to whether they are experiencing Covid-19 symptoms.
K Government denotes a temperature over 37.8C as risk of fever associated with Covid-19 
] 

[bookmark: _Toc41466919]Symptom/Emergency Response Plan
1. If a person shows Covid-19 symptoms:
a. If they are on-site, they will be sent home or to their accommodation by private transport and instructed to seek medical advice from the NHS and to keep sophie@kasostudios.co.uk updated.
b. If suitable transport is not immediately available, the OFFICE at Long Crendon or the Foyer at the AVA is designated as an isolation space in which to place them (this will be deep cleaned immediately after each use)
c. If they are at home, they should, seek medical advice from the NHS as appropriate 
2. Personnel who have been in close contact (within 2m for more than 15 mins or having had unprotected direct contact to respiratory secretions of the ill individual e.g. cough/sneeze in face) with a suspected or known case of Covid-19 while that individual was displaying symptoms should follow UK Government guidelines self-isolate for 14 days.
3. In certain cases, where reasonably practicable, KaSo may arrange private testing for any staff member if they or members of their household show symptoms of Covd-19. This will then avoid the possibility of unnecessary self-quarantine and delays in diagnosis


[bookmark: _Toc41466920]Social Distancing at Long Crendon and the AVA 
Maintaining 1.5m social distancing wherever possible.
A minimum 1.5m distance between personnel should be observed on-site at all times wherever possible. If the risk assessment identifies an activity that may have greater risk then we will be increasing this distance in line with the best available advice, research and practice available.
Where 1.5m social distancing is not possible for a given room or area then the room will be:
1. Designated to a single user
2. Employ a “traffic light” system for access
3. Designated one-way
4. Closed with no-access.
In the Studios the following Capacities have been identified to comply with best practice at the time of writing and dependant on the nature of the class being held:
Long Crendon: 6-8
AVA (both Studios): 8-10

All activities in class planning to be carefully choreographed and controlled to ensure clients can stay in their own designated studio space. 
[bookmark: _Toc41466922]

Arrival and Departure
Maintaining social distancing wherever possible, on arrival and departure and to ensure handwashing upon arrival.
· Outdoors, on-site, 2m spaced queuing system for entry.
· Utilising fire exits as multiple entry points to reduce pressure on reception area.
· Staggered arrival times to reduce congestion.
· Open additional entry points where applicable/beneficial
· Limit personal effects allowed in the studio – clients arriving ‘ready to go’
· One-way systems and restricted access are employed where necessary
· Arrival and departure will be time segregated
· Hand sanitiser will be provided at entry points
· Track and Trace System to be digital and non contact
· During the day at LC, Entry via the fire door/back door with direct access to the toilet facilities to allow for handwashing, exit via front doors to enable hand sanitisation on station at exit.
[bookmark: _Toc41466923]Moving Around the Premises
Maintaining social distancing wherever possible while people travel through the venues.
· Clients will only be permitted access to certain areas.
· LCVC personnel access and exit the venue via a separate entrance to KaSo clientele and others hiring the Dance Hall. 
In the Long Crendon Office
Maintaining social distancing between individuals when they are at their workstations.
· All workstations will be a minimum of 2m from each other. Rooms with multiple occupancy will be marked with tape.
· All workstations are individually assigned
· When there is a change of personnel workstation will be subject to a deep clean.
· There is no hot desking and no sharing of equipment
[bookmark: _Toc41466925]Meetings
Reducing transmission due to face-to-face meetings and maintain social distancing in meetings.
All meetings will be conducted via video conferencing where possible.
[bookmark: _Toc41466926]Common Areas & Breaks
Maintaining social distancing while using common areas.
· Toilet access will be limited to one person at a time in a designated KaSo Toilet which will be regularly cleaned..
· All personnel are required to bring their own food for consumption at their seat or in a safe outdoor space
· Kitchen is accessible only to staff members.

[bookmark: _Toc41466927]Accidents, Security and other Incidents
Prioritising safety during incidents.
· In an emergency, for example, an accident or fire, people do not have to stay 2m apart if it would be unsafe.
· People involved in the provision of assistance to others should pay attention to sanitation measures immediately afterwards including washing hands.
[bookmark: _Toc41466928]Managing customers, visitors, and contractors
Minimising the number of unnecessary visits to the premises.
· There will be no access to the studio for customers or visitors where they are not attending a KaSo session. 
· Schedules for essential services and contractor visits are revised to reduce interaction and overlap between people. Including scheduling when no session is present – minimum occupancy.
· All access to the building is logged by CCTV.
[bookmark: _Toc41466929]Managing clients
· All access to the building is logged digitally by KaSo Staff Member with no physical contact.
· Our COVID-19 Policy will be conveyed to the necessary parties in advance of access.
· Pre-registration health checks are a requirement of studio admission,
KaSo has a set of policy documents that will be supplied to clients as appropriate including:
· KaSo Studios COVID-19 Risk Assessment
· AIR Studios COVID-19 Health and Safety Policy Overview
Additionally, we will supply information tailored to given teachers where appropriate on a class by class basis. We will also be working on a class by class basis to minimise the risk by organising the session numbers, times and plan in conjunction with the requirements of each class and, in the case of the LCVC, any external providers hiring the space..

[bookmark: _Toc41466931]Cleaning the Workplace
[bookmark: _Toc41466932]Before Reopening
Making sure that any site or location that has been closed or partially operated is clean and ready to restart.
· All areas cleaned deep cleaned in accordance with guidance.
· All locations will be provided with hand sanitiser
[bookmark: _Toc41466933]Keeping the Workplace Clean
As we are a small business, we will follow best practice guidance to keep the space clean. We will ensure the studio and equipment is disinfected daily. For both day to day hygiene and to aid contact tracing. If we do have an instance where a positive case is present at the studio, even asymptomatically, we require the reassurance that the studio is clean the following day.
· Frequently disinfect common touch areas, such as door handles, light switches, barres, taps & dispensers, using appropriate cleaning products and methods
· Perform deep cleaning of the Studio and kitchen every day.
· Particular attention paid to sanitising keyboards/mice, phones, door handles and toilets
· Specific cleaning measures will be in-place to ensure session to session disinfection of studio equipment such as: chairs and barres.
[bookmark: _Toc41466934]Daily Cleaning
KaSo Studios will be performing their usual, early morning, daily cleaning routine for the entire studio. This will involve specific additional deep cleaning measures as detailed in this policy. 
[bookmark: _Toc41466936]Studio Equipment
Of the equipment present in the live areas only a limited number of designated staff permitted to handle said studio equipment. 
[bookmark: _Toc41466937]Teachers Equipment 
Each teacher delivering classes will have a designated area and they will responsible for ensuring their personal items are looked after by them and they do not touch other items, particularly those of clients. This includes plugging in their own phone chargers.
Post-Session
If the session the following day requires a different setup, the teacher for that day will be responsible for ensuing their space is ready – Sophie Garland or Kate Beck are unable to fulfil deep clean requirements. 
[bookmark: _Toc41466941]Hygiene – handwashing & sanitation facilities
· Signs and posters throughout the building to build awareness of good handwashing technique, the need to increase handwashing frequency, avoid touching your face and to cough or sneeze into a tissue which is binned safely, or into your arm if a tissue is not available.
· Provide regular reminders and signage to maintain personal hygiene standards.
· Provide hand sanitiser in multiple locations in addition to toilets.
· Provide more waste facilities and more frequent rubbish collection.
· Paper towels are provided at all hand washing stations and hand dryers are turned off.
[bookmark: _Toc41466942]Hygiene – Toilets
Procedure for use of toilets will be clearly signed and communicated:
· Entry: Sanitising station provided, outside WC, used before opening door.
· Hand Washing: Use soap and water provided to wash hands before and after using the facilities.
· Toilet Flushing: Flush with lid closed.
· Hand Drying: Single use paper towels provided. All air dryers turned off.
· Waste Disposal: Open lid or pedal bins provided inside and outside WC. Waste disposed frequently.
[bookmark: _Toc41466943]Changing Rooms and Showers
To minimise the risk of transmission in changing rooms and showers.
· We will not have any clothing changing facilities available.


[bookmark: _Toc41466945]Personal Protective Equipment (PPE) and Face Coverings
[bookmark: _Toc41466946]Staff Protection
Disposable face masks and gloves will be available for use by staff whenever they are directed to use it or if they feel the need to. 
Staff will be trained in the following usage guidelines:
· Wash your hands thoroughly with soap and water for 20 seconds or use hand sanitiser before putting a face mask on, and after removing it.
· When wearing a face mask avoid touching your face or face mask, as you could contaminate them with germs from your hands.
· Change your face mask if it becomes damp or if you’ve touched it.
· Continue to wash your hands regularly.
· Change your mask daily.
· Dispose of it carefully in designated waste bins
· Practise social distancing wherever possible.
[bookmark: _Toc41466947]UK Government Guidance on PPE
PPE pin schools or other education environments is not recommended. If a child, young person or client becomes unwell with symptoms of CV19 while in our setting, a fluid resistant surgical mask should be worn by the supervising adult – even if a 2m distance can be maintained. 
[bookmark: _Toc41466948]Face Coverings
We will support personnel in using face coverings safely if they choose to wear one. Correct usage is as follows:
· Wash your hands thoroughly with soap and water for 20 seconds or use hand sanitiser before putting a face covering on, and after removing it.
· When wearing a face covering, avoid touching your face or face covering, as you could contaminate them with germs from your hands.
· Change your face covering if it becomes damp or if you have touched it.
· Continue to wash your hands regularly.
· Change and wash your face covering daily.
· If the material is washable, wash in line with manufacturer’s instructions. If it is not washable, dispose of it carefully in your usual waste.
· Practise social distancing wherever possible.
[bookmark: _Toc41466949]UK Government Guidance on Face Coverings
A face covering can be very simple and may be worn in enclosed spaces where social distancing is not possible. It just needs to cover your mouth and nose. It is not the same as a face mask, such as the surgical masks or respirators used by health and care workers. Similarly, face coverings are not the same as the PPE used to manage risks like dust and spray in an industrial context.
Supplies of PPE, including face masks, must continue to be reserved for those who need them to protect against risks in their workplace, such as health and care workers, and those in industrial settings like those exposed to dust hazards.
It is important to know that the evidence of the benefit of   using a face covering to protect others is weak and the effect is likely to be small, therefore face coverings are not a replacement for the other ways of managing risk, including minimising time spent in contact, using fixed teams and partnering for close-up work, and increasing hand and surface washing. These other measures remain the best ways of managing risk in the workplace and government would therefore not expect to see employers relying on face coverings as risk management for the purpose of their health and safety assessments.
Wearing a face covering is optional and is not required by law, including in the workplace. If you choose to wear one, it is important to use face coverings properly and wash your hands before putting them on and taking them off.
[bookmark: _Toc41466953]Communications and Training
Making sure all personnel understand COVID-19 related safety procedures.
[bookmark: _Toc41466954]Training & Awareness
Covid-19 Safer Working induction training must be undertaken by all staff at least 2 days prior to returning to the studio. This covers best practice in general principles, (including safe use of PPE such as masks and gloves, handwashing, cleaning of surfaces, handling of equipment and disposal of waste) and department-specific needs (including particular instances of close-proximity working)
Covid-19 Supervision & Enforcement (S&E) training is given to designated S&E staff. Our HODs will also undertake this training to help keep their department safe. This will include guidance on:
· Mandatory and recommended workplace requirements, including use of PPE, as set out by UK Government 
· Personnel health-checks, symptom response planning and mental health in the workplace
· Setting supervision and enforcement processes
· Safeguarding those defined by UK Government as most vulnerable or at risk of Covid-19
All First Aiders will familiarise themselves with safe practice during this period of Covid-19 risk with guidance is published by St. John Ambulance, NHS and Public Health England.
[bookmark: _Toc41466955]Supervision, Enforcement & Communication Policy
MD Sophie Garland of KaSo Studios will be responsible for daily operational implementation and with the authority to stop unsafe working practices.
Pre-registration to classes will be required for access to the venues and will be communicated via: via:
· Online/email pre-session briefings for clients
· On-site daily briefings/reminders for teachers and clients
· Site signage/posters reminding personnel of required good practice
· Supplementary emails to communicate any change in protocols and guidance
KaSo will report and keep records of (but not limited to):
· health checks
· attendance logs
· non-compliance issues
· cleaning records
KaSo will conduct regular reviews of guidance and protocols, including checking:
· that protocols are being adhered to
· updates from government, local authorities and regulators (e.g. Health & Safety Executive, CV19 RIDDOR)
· whether the measures in place require alternative or additional solutions
KaSo procedure for non-compliance with non-staff personnel will be to advise and encourage the adherence to the correct procedures. KaSo reserves the right to remove somebody from the session/premises in the event if this is the only way to prevent an unacceptable risk to the other persons present. Where appropriate, we will take disciplinary action in the event of breaches of this policy.
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