Guidance and Checklist for On-Site visits during the COVID19 Pandemic
Introduction
This guide and checklist is to facilitate end-point assessment site assessments in line with the Department for
Education, Public Health England, HSE, IfATE and ESFA recommendations and requirements for safe working
practices during the Covid-19 pandemic.
Professional Assessment Ltd (PAL) wherever possible is advocating the use of remote assessment until further
notice. However as restrictions to travel and site visits ease, PAL will consider on-site visits, subject to our assessors
being happy to undertake assessment on location and the employer and apprentice ensuring their well-being, the
well-being of colleagues and customers and our assessor.
The form and accompanying process is to be used by any PAL /venue/site (employer site, or training provider or any
other client site) which is planning to receive a PAL member of staff or associate for any of the following (but not
limited) reasons; External Quality Assurance End Point Assessment, Internal Quality Assurance End Point
Assessment, Assessment, Business Development, Centre Monitoring, Training, Briefings, CPD events, Test
invigilation. This document is to help PAL, its employees and the contracted associate staff to work safely during the
COVID-19 pandemic, the risk assessment process is designed to consider the latest advice from the department for
Education, Public Health England (PHE) and the Health and Safety Executive (HSE).
This is a step by step consideration and recording process ensures that while undertaking external visits, the ultimate
safety and well-being of PAL’s staff, apprentices and employer staff, and all stakeholders is the primary
consideration. The safety and ability to conduct all of our work within a practical framework will allow the
assessment of our apprentices to continue during the COVID-19 pandemic. We understand how important it is to
work safely and support our colleagues’, associates and stakeholders health and well-being during the COVID-19
pandemic.
PAL is clear that PAL personnel and associates will not be forced into an unsafe workplace. The need to keep as
many people as possible 2 metres apart from those they do not live with is key in the consideration of this process.
The following government and Health & Safety Executive guidelines have been taken in consideration.
Working safely during the coronavirus outbreak.
https://www.hse.gov.uk/news/working-safely-during-coronavirusoutbreak.htm?utm_source=hse.gov.uk&utm_medium=refferal&utm_campaign=coronavirus&utm_term=workingsafely&utm_content=home-page-popular https://www.hse.gov.uk/news/assets/docs/working-safely-guide.pdf
Risk assessment and procedures covid-19
https://unitetheunion.org/media/3069/009-riskassessandprocedures-2020-05-07.pdf
Coronavirus (COVID-19): what you need to do https://www.gov.uk/coronavirus
Coronavirus (COVID-19): HSE guidance on gloves https://www.hse.gov.uk/skin/employ/gloves.htm
Coronavirus (COVID-19): HSE guidance on mask fittings
https://www.hse.gov.uk/news/face-mask-ppe-rpe-coronavirus.htm
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Coronavirus (COVID-19): Department of Health and Social Care guidance on mask
https://www.gov.uk/government/publications/coronavirus-covid-19-personal-protective-equipment-ppeplan/covid-19-personal-protective-equipment-ppe-plan
It is worth taking time to understand how this virus is transmitted, as this is very important in understanding what
control measures need to be put in place to control the risks to workers.
The World Health Organisation has identified that COVID-19 is not an airborne virus. Respiratory infections can be
transmitted through droplets of different sizes. When the droplet particles are above a certain size they are referred
to as respiratory droplets, and when then are below a certain size, they are referred to as droplet nuclei. According
to current evidence, COVID-19 virus is primarily transmitted between people through respiratory droplets and
contact routes including touch points. What this means in practice is, the droplets are of a weight that they will fall
to the ground at around 1 metre, thus the 2 metre social distancing rule. They can remain on surfaces for some time
depending on type of material, see Government guide here https://www.gov.uk/government.

Process for undertaking an on-site visit
Step One
A request is received from an employer and or apprentice for an on-site visit. The EPASS team will determine who
has made the request and their reason for the request (where assessment alternatives are available and have been
offered). Note a site visit, must have employer permission. If a site visit is organised, PAL will wish to undertake all
or the majority of the assessments, as per the assessment plan on that day. So for example if an observation is
taking place, we would require that the other associated assessments with that assessment plan, are undertaken
on the same day, wherever possible.
Step Two
The checklist is issued to the employer representative and ideally completed within 48 hours of the request.
Alternatively the EPASS team can ask the employer via the phone, or webinar the form questions and complete the
form, as per the employer’s responses
Note no site visit can take place until EPASS has received the returned form and PAL is satisfied the employer site has
appropriate arrangements in place for the assessment to be conducted in a safe, reliable and valid way. If the
checklist indicates the arrangements are not satisfactory, or further information is required, EPASS will contact the
employer. EPASS may not be able to give an immediate response the employer, if the form is completed in this
manner, as it could be necessary to seek further guidance from a PAL colleague.
If there are any specific polices, processes or checks, the assessor should be aware of, the employer needs to inform
EPASS. The checklist is in line with the following checklist five steps to staying Covid-19 secure in 2020.
PAL will respond to the checklist within 3 working days
Step Three
PAL confirms with the assigned assessor they are happy to undertake the site assessment, EPASS confirms travel
arrangements (use of company car or own transport is advised). If public transport has to be used, assessor to
confirm they have a suitable face mask and ideally assessment booked to ensure travel is not at peak/rush hour.
Assessor confirms they are healthy and fit and present no symptoms of the coronavirus disease.
Step Four
Subject to all arrangements being in place, the assessor will contact the employer and or apprentice to confirm
assessment arrangements, this will include information such as parking, where to report to on arrival, confirmation
of any additional PPE requirements (it is expected that the employer site will provide gloves/face masks as required).
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Assessors has a precaution should always ensure they have a suitable face mask(s), hand wipes and sanitising hand
gel and take extra precautions and care when handwashing.
Step Five
Site visit is undertaken- if on site arrival the assessor reasonably believes that the provisions stated on the checklist
do not concur with the physical reality of the location and deems it will not be possible to undertake the assessment,
the assessment will be cancelled and PAL will charge the full cancellation fee. It is advised if such a decision is made
the assessor provides suitable evidence, such as photographic evidence to demonstrate what their concerns were.
PAL EPASS will review the information and provide written confirmation to the employer named on the checklist, as
to why it was unsafe to undertake the assessment. If the employer or apprentice is not satisfied with the decision,
they should invoke the PAL complaints policy and procedure.
If the assessor is satisfied that the assessment can go ahead safely, the assessment is undertaken, with the assessor
ensuring their behaviour meets safe working practices and that they follow the site protocols and procedures for
safe working. During the Covid-19 restrictions, if a site visit is organised, PAL will wish to undertake all or the
majority of the assessments, as per the assessment plan on that day. So for example if an observation is taking
place, we would require that the other associated assessments with that assessment plan, are undertaken on the
same day, wherever possible and EPASS will confirm this at step one.
It is expected that the employer representative completes this form in person, if for any reason this is not feasible,
the EPASS team can speak to the employer representative and complete the form, based on their responses.
PAL will review this guidance on a regular basis and the guidance will remain in force until the various agencies
advise us, that the checks and changes to working practices are no longer required.
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Annex 1
Example of the checklist to be completed by the employer
Name of venue/site/location
Click here to enter text.
Address of the venue/site/location
Click here to enter text.

Name of the person completing the self-checklist
Click here to enter text.

Role of the person completing the self-checklist
Click here to enter text.

Date checklist completed
Click here to enter a date.

Date employees/apprentice returned to work (if the apprentice has been at the site since March 20th- do not enter a
date
Click here to enter a date.

Contact details of the person the end-point assessor should report to on arrival at the site/location
Click here to enter text.
Please answer yes or no to all of the following questions, any non-responses will mean PAL will contact you, before
making a decision to undertake an on-site assessment or assessments
Has the venue or site permitted external visitors operating on the venue site? (Note if the answer is no, the
assessment cannot go ahead)
Yes ☐ No☐
We have carried out a COVID-19 risk assessment and shared the results with the people who work here?
Yes ☐ No ☐
We have cleaning, handwashing and hygiene procedures in line with the guidance
Yes ☐ No ☐
We have taken all reasonable steps to help people work from home, where practical
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Yes ☐ No ☐
We can confirm we have advised colleagues, other departments, and (other businesses sharing the location, if
appropriate) that an independent assessor will be on-site to conduct an assessment
Yes☐ No ☐
We can confirm we are happy for the end-point assessment to take place on-site and we are satisfied the
assessment(s) can be undertaken in a safe manner
Yes ☐ No ☐
We can confirm we will provide the assessor with appropriate PPE (i.e. face mask/gloves, as appropriate). The
assessor will have a white coat and/or (chefs’ whites) and head covering and safety shoes
Yes ☐ No ☐
We can confirm we have taken all reasonable steps to maintain a 2m distance in the workplace
Yes ☐ No ☐
Where people cannot be 2m apart, we can confirm we have done everything practically possible to manage the
transmission risk
Yes ☐ No ☐
Please advise PAL, if current working practices or restrictions may influence the scope of the “observed activities”
e.g. are you working with a limited menu or have you changed service style
Click here to enter text.
Please advise PAL if there are any specific policies, processes or checks that are relevant to the worksite and location
that the assessor should be aware of
Click here to enter text.
Please note, if once at the site the assessor is not satisfied with the arrangements, PAL reserves the right to stop the
assessment.
Thank you for completing this form, subject to your responses, PAL will advise you if the site visit can proceed
Forms link
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Annex 2
Safe opening COVID-19 guides have been written for different types of work locations- it is important you read the
guide that is appropriate for your business. The guidance can be found at https://www.gov.uk/guidance/workingsafely-during-coronavirus-covid-19
You must not reopen if your business is closed under current government rules. Check if your business or venue can
open.
Further guidance will be published as more businesses are able to reopen.
The basic principles https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/5-steps-toworking-safely
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- free signs can be located from
this website https://www.corshamprint.co.uk/28-free-covid-19-posters-2/
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
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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’

CV003 V1 032020

Page 7 of 7

