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JOIN THE MOVEMENT



Covid-19 method statement 

All work will be undertaken by competent persons in full accordance with the Sustrans Health and Safety Policy, procedures and standards, the Government’s COVID-19 health guidance and this method statement.
	Project Name:
	Active Travel Hub Kilmarnock
	Risk assessment reference:
	C-19 Dr Bike EXAMPLE Risk Assessment yyyymmdd

	Description of the activity:
	Dr Bike

	Activity location:
	Active Travel Hub, Kilmarnock Rail Station, Station Brae, Kilmarnock. KA1 2AF
	Start date/time:
	

	
	
	Finish date/time:
	

	We will manage the work safely - sequence of operations
(List what you will be doing in the order that it needs to happen) 


	1. Session Planning (Project Officer/Volunteer Responsibility):
1.1.  PO (Project Officer) is to complete Safe Operating Procedure (SOP) planning checklists.
1.2.         Confirm adequate work space is available.
1.3.         Ensure all MSDS*/COSHH documentation has been acquired to support substances being used.
1.4.         Identify first aid point of contact and procedure in case of injury (POs to be first aid trained)
1.5. Beneficiary contacts Hub team to book in to the sessions providing the information required to support Track and Trace and provide any information on issues with the bike – it may be appropriate to advise the beneficiary to contact a bike shop.
1.5.1. Covid-19 Control measures will be shared with the beneficiary when their booking is confirmed including; bike drop off/collection and physical distancing requirements
*Material Safety Data Sheet/Control of Substances Hazardous to Health
2. Prior to Session; -Pre-Departure 

2.1. National/Team Standards (No Amendments to this);
2.1.1. PO will only carry out the following steps if they are not displaying any COVID-19 symptoms or have undergone the required isolation period if they have, or are suspected to have had, contracted C19

2.1.2. Communicate arrangements to any staff/volunteer assisting with the session:
Arrange time & access point for volunteer to arrive at and leave the facility; equipment required, equipment provided, toilets, handwashing and break arrangements.
2.1.3. Ensure all PPE required for the session is available and in good condition.

2.1.4. Confirm current/recent health status of all session staff & volunteers* *When authorised
2.1.5. PO completes check of all equipment needed to deliver session ensuring equipment has been appropriately cleaned and sanitised. Support staff/ volunteers will be asked to bring own tools where possible. PO may need to bring work stand and any larger/specialist tools. 
2.1.6. Where possible cycle to venue or use other means of active travel to avoid use of public transport.
2.1.7. Ensure Outlook Calendar is updated and identifies anyone assisting with the session from outside the facility and Hub teams 
2.2. Local Adaptions/Requirements (Complete if any amendments or alterations from the National/Team Standards is required):
2.2.1. The session is taking place at The Active Travel Hub, located within Kilmarnock Rail Station
2.2.2. There will be a volunteer assisting with this session
2.2.3. Beneficiaries will be asked to register for the Dr Bike via Eventbrite which allows safe gathering of information for the purposes of Track & Trace
3. Prior to Session; -Pre-Start
3.1. National/Team Standards (No Amendments to this):
3.1.1. Confirm onsite requirements for adults wearing masks/physical distancing. e.g.when entering the building for toilets etc. 

3.1.2. Confirm onsite First Aid arrangements with at the location– identify point of contact on the day. PO’s will not administer any first aid unless absolutely necessary to prevent serious injury/loss of life.  
3.1.3. Set out session space taking into consideration physical distancing requirements for adults and any cordon requirements from others using the space.
Work area (3mx6m) marked out with chalk or tape on the ground to prevent use of cones. Ideally with a wall as one edge with clearly identified areas for bikes to be stored before and after being worked on. 
Generic Suggestion

Bikes in + cleaning station

Main work area

Bikes out + cleaning station

3.1.4. All adult attendees should be in possession of a suitable face covering to be used if physical distancing cannot be maintained. 
3.1.5. PO & Support Staff/ Volunteers should follow handwashing protocol or use hand sanitiser as per Govt. guidelines.
3.1.6. Apply disinfectant spray to any equipment not previously sanitised, paying particular attention to main contact points; wipe clean using damp ‘jay cloth’ or other disposable cloth and leave to air dry prior to use as per manufacturer guidelines.
3.1.7. In addition to the standard Safety Brief, Covid-19 Control measures will be briefed to all participants including; physical distancing, pre/during/post cleansing requirements.
3.2. Local Adaptions/Requirements; (Complete if any amendments or alterations from the National/Team Standards is required)
3.2.1. The session is taking place at the Active Travel Hub, located within Kilmarnock Rail Station
3.2.2. The layout at the Active Travel Hub location is as follows:

Bike drop off point + cleaning station outside Hub on station platform
Main work area – inside Hub with designated area marked out
Bikes collection point + cleaning station – outside Hub on station platform
4. During Session

4.1. National/Team Standards: (No Amendments to this)
4.1.1. PO access the building ahead of using own key, ahead of the Volunteer’s arrival, maintaining physical distance from other people.
4.1.2. Beneficiaries leave bike in the outside drop off & cleaning station. No need for them to enter the facility.
4.1.3. Bikes which require further checks/adjustments will be cleaned using soap & water/sanitiser with standing/drying time as per manufacturer’s guidance. 
4.1.4. Officer to wear disposable gloves while working on bikes OR to wash / sanitise hands before & after each bike. Gloves will be changed and disposed of after each bike as per Sustrans H&S guidance.
4.1.5. Maintain physical distancing throughout the session. Face coverings to be worn in instances where this is not possible.
4.1.6. Following bike checks/repairs, cleanse bikes using sanitising spray or wipes. Returned bikes to the collection area. Beneficiaries will collect the bike from the bikes out & cleaning station. 
4.2. Local Adaptions/Requirements; (Complete if any amendments or alterations from the National/Team Standards is required)
4.2.1. The session is taking place at the Active Travel Hub, located within Kilmarnock Rail Station
4.2.2. The drop off area will be setup outside the entrance to the Hub, on the rail station platform.  Beneficiaries have no need to enter the Hub.
4.2.3. A volunteer is supporting this activity
5. Following Session

5.1. National/Team Standards: (No Amendments to this)
5.1.1. All waste (used PPE, barrier tape, rags, old brake cable etc.) to be disposed of according to Sustrans guidelines. 

5.1.2.  Apply disinfectant spray to equipment paying particular attention to main contact points, wipe clean using damp ‘jay cloth’ or other disposable cloth and leave to air dry prior to use as per manufacturer guidelines.

5.1.3. Upon exiting, PO and volunteers should clean/wash hands following handwashing protocol or use hand sanitiser as per Govt. guidelines.
5.2. Local Adaptions/Requirements; (Complete if any amendments or alterations from the National/Team Standards is required)
5.2.1     A record sheet of work carried out on the bikes will be disposed of once photo of the sheet is taken to email to the customer. To reduce cross contamination there will be no service sheets left on bikes. 


	Useful Hints & Tips

· Keep masks & gloves easily accessible throughout the session. 
· Cleanse bikes and allow time to dry.

· 1x bottle of spray = 15-20 bikes

· Ensure everyone knows the QR protocol pre-entry/pre-start of session
Equipment
Project officer:

· Box of non-latex disposable gloves

· Refuse sack for glove disposal

· Blue roll/paper towel for wiping bikes and surfaces

· Disinfectant spray for bikes and surfaces

· Tape or chalk for marking drop off/waiting/queueing areas

· Pre-made signs for drop off/waiting/queueing area
In Active Travel Hub:

· Soap and hot water

· Disposable towels for drying hands

Dr Bike Equipment:

· Tool Box
· Selection of spare parts

· Small bike stand for bike drop off/pick up area
· Mechanics work stand
· Track pump
· Consumables such as bike oil, GT85
· Bike Check Record Pad & Pen

	Sustrans out of hours emergency telephone number: <phone number>
Active Travel Hub Line Manager: <name and phone number
Safeguarding: <name and phone number and email> 



	 Other information:

In the event that the officer is notified that Covid19 is present in the Active Travel Hub or Kilmarnock Rail Station, waste will be disposed of in the following manner.

1. All waste should be put in a plastic bin bag and tied when full or finished with.
2. The bag should then be placed in a second bin bag and tied.
3. Clearly mark the bin bag 'Covid-19’ (with date).
4. Place the waste in a secure area 
5. Store contaminated waste for at least 72 hours after which it can be disposed of along with the normal waste.
6. When arriving at home, immediately remove and wash outer layer of clothing.
Photo of Active Travel Hub work area: 

Note: only 1 mechanic inside work area marked by dark grey non-slip flooring. One PO will also be present and will remain outside the work area, maintaining a 2m distance when possible and wearing a face covering if not. No beneficiaries to enter the Hub. 
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Photo of drop off/collection point: 
Note: Bikes will be booked in for a specific time slot. There will be no overlapping of collection/drop off times to avoid unnecessary contact and allow physical distancing in this area. Bikes to be placed here by beneficiary and sanitised by PO or volunteer, then pushed into Hub for work to be completed. Pushed back out afterwards and re-sanitised ready for collection by beneficiary.   One way system can be in place using both doors in the photo: in via door on left, out via door on right. 
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	Prepared by:
	
	Date:
	

	Reviewed by:
	
	Date
	


Method Statement Briefing Record
I have been briefed on the content of this method statement and confirm that I fully understand the work method and additional controls detailed.  Should there be a need to change the work method, I will cease work and seek further advice from my supervisor.
	 Name
	Signature
	Date

	Officer 1 name
	
	

	Officer 2 name
	
	

	Volunteer 1 name
	
	

	Volunteer 2 name
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	


C-19 method statement (Issue 2)

Issue date:  dd/mm/yy
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