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5 steps to working safely declaration
	Grant Applicant Name
	

	Project Name
	

	Contact Name
	



Declaration
The ESF Community Grants programme is subject to audit (internal and external) and therefore all data referring to the health and safety of staff and learners must be kept until 31st December 2030.  Futures will give The GRANT APPLICANT prior notice of intention to carry out an audit.

By signing this document you have agreed to:
· ensure compliance with the HSE 5 Steps to working safely requirements
· [bookmark: _Hlk42703376]provide us with how you intend to do this by completing the Community Grants COVID 19 Risk Assessment Template
	Name
	


	Date
	


	Signature
	











[bookmark: _GoBack]COVID 19 5 steps to working safely guidance

Practical actions for businesses to take based on 5 main steps.

Make sure you read all the guides relevant to your workplace. Each guide has specific actions for businesses to take based on these steps. Further guidance will be published as more businesses are able to reopen.

1. Carry out a COVID-19 risk assessment
Before restarting work you should ensure the safety of the workplace by:
· carrying out a risk assessment in line with the HSE guidance
· consulting with your workers or trade unions
· sharing the results of the risk assessment with your workforce and on your website

2. Develop cleaning, handwashing and hygiene procedures
You should increase the frequency of handwashing and surface cleaning by:
· encouraging people to follow the guidance on hand washing and hygiene
· providing hand sanitiser around the workplace, in addition to washrooms
· frequently cleaning and disinfecting objects and surfaces that are touched regularly
· enhancing cleaning for busy areas
· setting clear use and cleaning guidance for toilets
· providing hand drying facilities – either paper towels or electrical dryers

3. Help people to work from home
You should take all reasonable steps to help people work from home by:
· discussing home working arrangements
· ensuring they have the right equipment, for example remote access to work systems
· including them in all necessary communications
· looking after their physical and mental wellbeing
4. Maintain 2m social distancing, where possible
Where possible, you should maintain 2m between people by:
· putting up signs to remind workers and visitors of social distancing guidance
· avoiding sharing workstations
· using floor tape or paint to mark areas to help people keep to a 2m distance
· arranging one-way traffic through the workplace if possible
· switching to seeing visitors by appointment only if possible

5. Where people cannot be 2m apart, manage transmission risk
Where it’s not possible for people to be 2m apart, you should do everything practical to manage the transmission risk by:
· considering whether an activity needs to continue for the business to operate
· 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 whenever possible
· staggering arrival and departure times
· reducing the number of people each person has contact with by using ‘fixed teams or partnering’

More information on managing risk: www.hse.gov.uk/simple-health-safety/risk/ 
Click HERE for the Community Grants COVID 19 Risk Assessment Template
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ESF Community Grants 2019 — 2021
D2N2 5023 & LLEP 5034
Declaration Form

ARCHIVING INFORMATION

Grant Recipient
Organisation Name

Project Name

ESF Contract Number D2N2 5023 or LLEP 5034 — Please delete as appropriate

The ESF Community Grants programme is subject to audit (intemal and external) and
therefore all data referring to financial transactions must be kept until 31+ December
2030. Futures will give The GRANT RECIPIENT prior nofice of intention to carry out an
audit.

In order to ensure that no unauthorised person gains access to confidential information or
any data obtained in the course of the Services, The GRANT RECIPIENT will undertake to
maintain adequate security arrangements that meet the requirements of the Data Protection
Act, professional standards and best practice.
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Person Responsible for
Archived Documents
(Name & Position)
How you ensure that leamer
records that contain private
and sensitive data are sent
an encrypted email
The GRANT RECIPIENT confirms that the documents associated with the grant will be
archived in the secure & accessible location (named above) for the purpose of any possible
audits until 31 December 2030 in accordance with the contract sianed.
The GRANT RECIPIENT also confirms that once the Community Grant funded programme:
has closed the logos above (unless connected to a newly issued contract) will not be used.
The GRANT RECIPIENT will also undertake to inform Futures Group of any changes
relating to this notice.
FINANCIAL INFORMATION
The GRANT RECIPIENT confirms that the organisation does not have an income in excess
of £500K. The financial information provided in the application form is true and accurate and
evidence of income will be made available for inspection at both internal and external audit
Name
Date
Signature
Please complete this form and return it with your signed Contract and GDPR due
diligence to:
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