
 
 
 

Page 1 
 

 

 

 

 

Thornton Heath Evangelical Church 

Coronavirus: Guidance on re-opening. 

Policy and Risk Assessments. 

(Reviewed monthly following updated government advice) 

 

Date of Initial Assessment:   3rd JULY 2020 Review Date:  AUGUST 2020 

 



 
 
 

Page 2 
 

Contents 
THEC Coronavirus (Covid-19) Policy ........................................................................................................................................................................................................................... 4 

Who should not attend a public service? .............................................................................................................................................................................................................. 4 

Attending a service: ............................................................................................................................................................................................................................................... 4 

During the Service. ................................................................................................................................................................................................................................................. 5 

After the Service: ................................................................................................................................................................................................................................................... 5 

Between Services. .................................................................................................................................................................................................................................................. 6 

Areas Out of Bounds on Sundays: .......................................................................................................................................................................................................................... 6 

 

Thornton Heath Evangelical Church Covid-19 Risk Assessment Guidance ................................................................................................................................................................ 7 

Useful links to be checked for regular updates: .................................................................................................................................................................................................... 7 

Carrying out a risk assessment ............................................................................................................................................................................................................................... 8 

We need to agree what activities we are planning for: ..................................................................................................................................................................................... 8 

We need to consider the hazards: ..................................................................................................................................................................................................................... 8 

Consider who might be harmed and how? ........................................................................................................................................................................................................ 8 

Using the risk assessment checklist below: ....................................................................................................................................................................................................... 8 

 

Thornton Heath Evangelical Church Covid-19 Risk Assessment ................................................................................................................................................................................ 9 

Area of Focus...................................................................................................................................................................................................................................................... 9 

Controls required ............................................................................................................................................................................................................................................... 9 

Additional information ....................................................................................................................................................................................................................................... 9 

Control Measures ............................................................................................................................................................................................................................................... 9 

Action by whom? ............................................................................................................................................................................................................................................... 9 

Completed – date and name.............................................................................................................................................................................................................................. 9 

 

Appendix 1 ............................................................................................................................................................................................................................................................... 21 

Privacy statement on obtaining name and contact details during Coronavirus Pandemic ................................................................................................................................. 21 

Please see www.ico.org.uk/coronavirus. ............................................................................................................................................................................................................. 21 



 
 
 

Page 3 
 

 

Appendix 2 ............................................................................................................................................................................................................................................................... 22 

Coronavirus Emergency Action Plan .................................................................................................................................................................................................................... 22 

 

Appendix 3 ............................................................................................................................................................................................................................................................... 23 

Following a period of lockdown during Coronavirus Pandemic Re-Opening of THEC Checklist ......................................................................................................................... 23 

(A separate ‘Employee Risk Assessment Policy’ will be provided in due course)............................................................................................................................................ 23 

Checks to be Made ............................................................................................................................................................................................................................................... 24 

 

Appendix 4 ............................................................................................................................................................................................................................................................... 29 

Action Plan for re-opening the church in July 2020 ............................................................................................................................................................................................. 29 

Actions ................................................................................................................................................................................................................................................................. 29 

 



 
 
 

Page 4 
 

THEC Coronavirus (Covid-19) Policy 

Who should not attend a public service? 
Anyone who is has COVID 19 symptoms, or lives in a household in which a person has COVID 19 symptoms, or has been in contact with someone who has 

COVID 19 symptoms must not attend a church service. 

 

The Trustees, in accordance with government guidelines, strongly advise anyone over the age of 70 to not attend public services until it is safe to do so. 

 

Anyone who has been instructed to shield themselves should not attend a public service until it is safe to do so in accordance with the government and NHS 

advice. 

 

Attending a service: 
• Booking is essential. Only those who have a confirmed booking will be permitted to attend the service. Provision will be made for visitors who are 

unaware of the booking system, or do not have access to it.  

• All attendees must provide their contacts details for the Test and Trace Service in the event of exposure to COVID 19. The details will be securely 
stored for 21 days and then destroyed. (See Appendix 1) 

• Attendees will be encouraged not to make use of public transport to travel to or from the church. 

• Those attending the service will be requested to arrive in good time so as to ensure they can enter the building safely and be seated before the start 
of the service. 

• Attendees will be strongly advised to wear a face covering. 

• All attendees must adhere to the one-way system. 

• Upon arrival, attendees will need to join the queuing system. If they arrive by car it is strongly recommended that they remain in their car until they 
are called to enter the building by one of the stewards. 

• When entering the building all attendees will be strongly advised to make use of the hand sanitizer, and to wear a face covering. 

• All attendees must keep their personal belongings with them at all times, including coats and umbrellas. 

• Attendees will be shown to their seats; the church will be seated from the front to the back. 
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• Attendees are asked to bring their own Bibles. Bibles can be provided, but are subject to a 72-hour quarantine after use. Attendees who use a church 
Bible will be requested to leave the Bible on their seat when they exit the building. The Bible will be safely collected and quarantined for a period of 72 
hours. 

 

During the Service. 

• Attendees must remain seated throughout the service. 

• There will be no singing during the service, but recorded music will be played. 

• If an attendee needs to make use of the toilet during the service, they must follow the one-way system, and wear their face mask whilst walking to, 

using and returning from the toilet, and they must observe the hand washing rules after using the toilet. 

• All children under the age of 11 must be accompanied by an adult from their own household. 

• When communion is served it will be in accordance with the guidelines. 

• There will be no Junior Church or Focus at this point in time. This will be subject to review. 

• There will be no formal creche provided, but provision will be made for a parent to care for their young child if they become restless during the 

service. Provision will also be made for mothers who need to breastfeed during the service. No toys or books will be provided for children. 

 

A formal offering will not be taken up during the service. However, provision will be made for attendees to give as they exit the church. The monies will be 

safely collected at the end of the service and processed accordingly. 

 

Attendees will be informed that the service is being recorded for the purposes of uploading on YouTube. 

After the Service: 

• There will be no tea or coffee served after the service. 

• At the end of the service, attendees will be able to exit the building via multiple points, and will be instructed accordingly. Whilst exiting the building 

attendees must follow the one-way system. They must also adhere to social distancing rules and the wearing of a face covering. 

• All attendees must leave the church premises as soon as possible after the service. Congregating in the church building, or in the parking lot is not 

permitted by law. 
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Between Services. 

• After all the attendees have left the premises the following areas will be cleaned ahead of the second service: 

o All chairs 

o Toilets 

o Doors at points of entry and exit 

o All counter tops, or tables that have been touched or used 

o The pulpit 

o The sound cabinet 

Areas Out of Bounds on Sundays: 

• Attendees are not permitted in the following areas on a Sunday, unless they have been given permission: 

o Upstairs 

o Book Room 

o Flower Room 

o Boiler Room (except to switch on the sound equipment) 

o The Kitchen (except to get the first aid kit and incident reporting book.) 

o The Hall (except for creche facilities, and for breastfeeding facilities.) 
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Thornton Heath Evangelical Church Covid-19 Risk Assessment Guidance 

Churches have been legally permitted to open for worship, with measures in place for social distancing, from 4th July. It is now a legal requirement for the 
Trustees to conduct a risk assessment before the re-opening of the church building.  This includes taking reasonable steps to reduce the risk of spreading 
Covid-19 to those who use the building.  
 
Thornton Heath Evangelical Church has developed this risk assessment as we plan for re-opening of the church.  This has been completed in conjunction with 

a review of the current government guidance and regulations relating to churches re-opening.  

This risk assessment is designed to allow the Trustees of the church to consider the specific risks relating to Covid-19 in opening the premises.  It is a 

supplement to the general risk assessment of the premises.  

This document is a living document and subject to regular review.  It will be reviewed after the first few times that the church has gathered and after any 

change in government regulations or guidance to ensure that the assessment of risk remains appropriate and the control measures are appropriate and are 

functioning as intended. 

Date of issue: 2nd July 2020 

Useful links to be checked for regular updates: 

• HSE guidance on Covid-19 including risk assessments, social distancing and cleaning & hygiene - 
https://www.hse.gov.uk/coronavirus/index.htm?utm_source=hse.gov.uk&utm_medium=refferal&utm_campaign=coronavirus&utm_content=home-
page-banner  

• General government guidance on keeping workplace settings safe www.gov.uk/guidance/working-safely-during-coronavirus-covid-19  

• Safe Use of Places of Worship - https://www.gov.uk/government/publications/covid-19-guidance-for-the-safe-use-of-places-of-worship-during-the-
pandemic/covid-19-guidance-for-the-safe-use-of-places-of-worship-during-the-pandemic  

• Government Guidance for places of worship section 5 – Restrictions on Capacity; https://www.gov.uk/government/publications/covid-19-guidance-
for-the-safe-use-of-places-of-worship-from-4-july/covid-19-guidance-for-the-safe-use-of-places-of-worship-from-4-july 

• The government’s guidance on Food Preparation during Covid-19 should be followed.)  

 

https://www.gov.uk/government/publications/covid-19-guidance-for-the-safe-use-of-places-of-worship-from-4-july/covid-19-guidance-for-the-safe-use-of-places-of-worship-from-4-july
https://www.hse.gov.uk/coronavirus/index.htm?utm_source=hse.gov.uk&utm_medium=refferal&utm_campaign=coronavirus&utm_content=home-page-banner
https://www.hse.gov.uk/coronavirus/index.htm?utm_source=hse.gov.uk&utm_medium=refferal&utm_campaign=coronavirus&utm_content=home-page-banner
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19
https://www.gov.uk/government/publications/covid-19-guidance-for-the-safe-use-of-places-of-worship-during-the-pandemic/covid-19-guidance-for-the-safe-use-of-places-of-worship-during-the-pandemic
https://www.gov.uk/government/publications/covid-19-guidance-for-the-safe-use-of-places-of-worship-during-the-pandemic/covid-19-guidance-for-the-safe-use-of-places-of-worship-during-the-pandemic
https://www.gov.uk/government/publications/covid-19-guidance-for-the-safe-use-of-places-of-worship-from-4-july/covid-19-guidance-for-the-safe-use-of-places-of-worship-from-4-july
https://www.gov.uk/government/publications/covid-19-guidance-for-the-safe-use-of-places-of-worship-from-4-july/covid-19-guidance-for-the-safe-use-of-places-of-worship-from-4-july
https://www.gov.uk/government/publications/covid-19-guidance-for-food-businesses/guidance-for-food-businesses-on-coronavirus-covid-19
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Carrying out a risk assessment 

We need to agree what activities we are planning for: 

• Livestreaming services 

• Sunday Worship Services AM and PM 

• Wednesday Bible Studies / Prayer Meetings 

• Lunch Club 

• Home Groups 

• Ladies Meetings 

• Youth and Children’s Groups 

• Under 5’s 

• Open Door 

• Men’s & Ladies Breakfast 

We need to consider the hazards: 

• Transmission of COVID-19 

• Hazards arising from the temporary closure of the church 

• Hazards arising from now using the church in a different way 

• What constraints are there?  

• Consider how people will arrive at the church, including if they will need to wait or queue outside;  

• How attendees will enter the church; circulate inside to the worship space and leave again. 

Consider who might be harmed and how?  

Using the risk assessment checklist below: 

• add in mitigations for any risks that are particular to your circumstances that may not be on the list; 

• record what you need to do for each activity to go ahead safely; 

• consider any equipment you need and any temporary changes you might need to make to the church; 

• check back against your list of activities to confirm which ones can go ahead and when. 
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Thornton Heath Evangelical Church Covid-19 Risk Assessment 

Name and address of Church:  Thornton Heath Evangelical Church, Corner of Malvern Road & London Road CR7 7LH 
Assessment under taken by:  Trustees and Administration Officer of THEC 
Area of assessment:    Sunday AM & PM Services and Wednesday Bible Study/Prayer Meeting 
Date of Initial Assessment:  1st July 2020 
Date to be Reviewed:   August 2020 
 

Area of Focus  Controls required  Additional information Control Measures Action by 

whom? 

Completed 

– date and 

name  

Who should 
attend? 

• Ask anyone who is symptomatic 
not to attend 

• All attendees asked to follow 
government guidance on self-
isolation after symptoms 
and/or positive test/contact 
tracing/returning from foreign 
travel. 

• Verbal symptom checks on 
entry 

• Ask vulnerable not to attend in 
person 
 

 Anyone who is/has COVID 19 symptoms, or lives in a 
household in which a person has COVID 19 
symptoms, or has been in contact with someone who 
has COVID 19 symptoms must not attend a church 
service. 
 
Anyone who has been instructed to shield 
themselves should not attend a public service until it 
is safe to do so in accordance to the government and 
NHS advice. 

All Ongoing 

Booking 
system for 
attending 

Booking is essential, only those 

who have a confirmed booking will 

be permitted to attend the 

service. Provision will be made for 

visitors who are unaware of the 

booking system, or do not have 

access to it.  

Online booking service to 
be organised by GO 
 
Telephone exclusive for 
the use of booking for 
attending needs 
organising. 

A register of attendees will be kept for a period of 21 

days following their visit to the church. GO for Online 

Bookings. 

TH for Telephone Bookings.  

 

Register to be created in Excel with password 
protection by TH for telephone bookings and records 

GO 
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Area of Focus  Controls required  Additional information Control Measures Action by 

whom? 

Completed 

– date and 

name  

  
Telephone booking system 
for those who cannot 
access this online: 
 
Telephone Number  
07716 938 141 

deleted after 21 days 
 

TH TH Ongoing 

Coronavirus 
Case 
Confirmed 

Create an action plan of how to 
respond. 

Action Plan at Appendix 
#2 

Action Plan in place and shared/communicated to 
leaders as in event of Coronavirus case known to 
enter premises at Appendix #2 

TH Action Plan 
Trustees 

TH All 
TRUSTEES 
6/7/20 

Access to 
church 
buildings  
 
 

One point of entry to the church 
building.  

Enter by one way and exit 
in another. 

Upon arrival, attendees will need to join the queuing 
system, if they arrive by car it is strongly 
recommended that they remain in their car until they 
are called to enter the building by one of the 
stewards. 

All attendees Ongoing 

Buildings have been aired before 
use. 

Maintain continual air 
flow. 

The stewards will ensure that the building is aired 
out as much as possible between services. Windows 
and doors will be opened prior to any service to 
allow air to circulate. 

Stewards Ongoing 

Check for animal waste and 
general cleanliness. 

 A check will be made to ensure the church is 
generally clean before every service. 

Stewards  

Ensure water systems are flushed 
through before use. 

 Taps will be turned on before the church is open to 
the public. 

DD/IW DD IW 
4/7/20 

Switch on and check electrical and 

heating systems if needed.  

 All electrical systems will be checked. IW  

Ensure safe use of equipment 
needed for livestreaming: avoid 
exceeding safe load on sockets, 

 All equipment will be checked and ensure there is no 
overloading. 
 

IW/CH  
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Area of Focus  Controls required  Additional information Control Measures Action by 

whom? 

Completed 

– date and 

name  

cables/tripod causing trip hazard Equipment will be installed and used in a manner 
that is safe and doesn’t present a tripping or falling 
hazard 

Deciding 
whether to 
open to the 
public 

Meet as leadership to discuss 
options and way forward. 

Leaders met 2/7/20 
 
Go/no go decision to be 
taken by 10th July   

Leaders continuing discussions on safe practise 
alongside the Church Administration Officer. 

All leaders & 
TH 

 

Update website, and any relevant 
social media with dates. 

 Facebook and the Church Website will be updated 
with the dates of re-opening and specific times. 

George O 
GB 

 

Preparation of 
the Church for 
access  

Complete the ‘cleaning’ section of 
this risk assessment (below). 

  GB TH FH  

Choose one point of entry into the 

church to manage flow of people 

and indicate this with notices, 

keeping emergency exits available 

at all times. Where possible use a 

different exit. 

 Arrows placed on floor a one-way system created. GB IW GB IW 
4/7/20 

Make any temporary 
arrangements for people to wait 
or queue outside the building 
(taking into account any 
consequential risks arising from 
people gathering outside). 

All users will be told to 
leave the service as soon 
as it has finished and not 
to hang around chatting to 
avoid risk of passing on 
coronavirus. 

Queuing system to be maintained, including for 
those arriving by car to wait before they get out of 
car to be directed by a steward. 

Stewards Ongoing 

Doors and windows should be 
opened to improve ventilation. 

 Windows and doors will be opened prior to any 
service to allow air to circulate. 

Stewards Ongoing 

All Bibles/literature/hymn 
books/leaflets to be removed from 

Attendees are asked to 

bring their own Bibles.  

Bibles can be provided, but are subject to a 72-hour 
quarantine after use. Attendees who use a church 

Stewards  
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Area of Focus  Controls required  Additional information Control Measures Action by 

whom? 

Completed 

– date and 

name  

public display.  Bible will be requested to leave the Bible on their 
seat when they exit the building, the Bible will be 
safely collected and quarantined for a period of 72 
hours. 

Walk through the church to plan 
for physical distancing in seats, 
aisles, including safe flow of 
visitors.  

2m in all directions from 
each person (or 1m with 
risk mitigation if 
absolutely necessary) will 
need to be in place. 

Arrows to show the one-way system are in place.  GB IW  GB IW 
4/7/20 

Clearly mark out seating areas 
including exclusion zones to 
maintain distancing. 

Completed Seating areas are clearly marked out and chairs have 
been moved to allow for social distancing.  
 
Provision is made for parent-led creche facilities in 
the hall for children under the age of 3. The parent is 
responsible to care for their child in the designated 
creche pod. Parents need to inform the church ahead 
of time if they require a creche pod. We will not 
provide any toys for children in the creche pods. 

GB IW GB IW 
4/7/20 

Clearly mark out flow of 
movement for people entering 
and leaving the building to 
maintain physical distancing 
requirements. 

 At the end of the service, attendees will be able to 
exit the building via multiple points, and will be 
instructed accordingly. 

GB IW GB IW 
4/7/20 

Limit access to places were the 
public does not need go, maybe 
with a temporary cordon. 

Exclusion zones will be in 
place and taped off 
accordingly. 

People are not permitted in the following areas on a 
Sunday, unless they have been given express 
permission: 
Upstairs 
Book Room 
Flower Room 

DD  
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Area of Focus  Controls required  Additional information Control Measures Action by 

whom? 

Completed 

– date and 

name  

Boiler Room (except to switch on the sound 
equipment) 
The Kitchen (except to get the first aid kit and 
incident reporting book.) 
The Hall (except for creche facilities, and for 
breastfeeding facilities.) 

Determine placement of hand 
sanitisers available for attendees 
to use. 

Hand Sanitiser will need to 
be in place at specific 
points in the foyer and at 
the exit. 

When entering the building all attendees will be 
strongly advised to make use of the hand sanitizer. 

DD/TH/GB  

Determine if temporary changes 
are needed to the building to 
facilitate social distancing 

All attendees must adhere 
to the one-way system. 

Attendees will be shown to their seats, the church 
will be seated from the front to the back. 

Stewards Ongoing 

Put up notices to remind visitors 
about important safe practices e.g. 
no physical contact, practice hand 
washing etc. 

 Hand washing poster in place. No Physical Contact 
Poster to be created. Social Distancing Poster to be 
created. Covid-19 secure poster to be created. 

TH/GB  

Ensure high-risk surfaces and 
touch points have been wiped 
with appropriate sanitiser spray or 
disposable wipes 

After all the attendees 
have left the service the 
following areas are to be 
cleaned ahead of the 
second service: 
All chairs 
Toilets 
Doors at points of entry 
and exit 
All counter tops, or tables 
that have been touched or 
used 

There will be 4 teams on a rota system to do the 
additional cleaning before or after each service. 

DD  
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Area of Focus  Controls required  Additional information Control Measures Action by 

whom? 

Completed 

– date and 

name  

The pulpit 
The sound cabinet 

Where there are toilet facilities, 
ensure an adequate supply of soap 
and hand dryers. 

 Soap and electronic hand drying facilities are 
available in each toilet. 
 
Tissues will need to be placed in a bin that has a bag 
in it and disposed of carefully using gloves. 

FH  

Ensure all waste receptacles have 
disposable liners (e.g. polythene 
bin bags) to reduce the risk to 
those responsible for removing 
them. 

 Bins will need checking and disposing of after every 
service to avoid contamination, 

FH  

If possible, provide safe means for 
attendees to record their name 
and contact details; retain each 
service’s record for 21 days 

 All attendees must provide their contacts details for 
Test and Trace in the event of exposure to COVID 19, 
the details will be securely stored for 21 days and 
then destroyed. 

Booking 
system GO  
Telephone TH 

 

Give due notice of the resumption 
of use of the building to 
congregation and wider 
community, ensuring that visitors 
and worshippers will know what 
to expect when they come. 

 Letter sent out to all attendees whom we have 
contact details for and a survey to gather response to 
re-opening. 

TH/GB 7/7/20 TH 
GB 

Cleaning the 
church before 
and after 
general use 
(no known 

If the church building has been 
closed for 72 hours between 
periods of being open then there 
is no need for extra cleaning of 
surfaces. 

 No action needed if the church has been closed for 
72 hours since the last service. 
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Area of Focus  Controls required  Additional information Control Measures Action by 

whom? 

Completed 

– date and 

name  

exposure to 
anyone with 
Coronavirus 
symptoms) 
 
 

If 72-hour closure is not possible 
then check all cleaners are not in a 
vulnerable group or self-isolating. 

 Only those who are not vulnerable or self-isolating 
will make up one of the 4 teams for cleaning. 

  

Set up a cleaning rota to cover our 
opening arrangements. 

 The team on duty (4 teams) clean before and after 
the services. 

DD  

All cleaners provided with gloves 
(ideally disposable). 

 Gloves are available for anyone who wishes to use 
them. 

TH TH 6/7/20 

Suitable cleaning materials 
provided. 

 Suitable cleaning materials are in place TH TH 6/7/20 

Confirm person responsible for 
removing potentially 
contaminated waste (e.g. hand 
towels) from the site. 

There is a risk that tissues 
may contain the virus so 
measures need to be 
stringent and abided by.  

To remove all contaminated waste: FH will do this 
during the week, but before or after a particular 
service it needs to be done by one of the teams on 
duty 
 

FH during the 
week 
 
TEAMS 
before/after 
each service 

 

Confirm the frequency for 
removing potentially 
contaminated waste (e.g. waste 
bin) from the site – suggested 
daily removal. 

 Daily removal FH  

Cleaning the 
church after 
known 
exposure to 
someone with 
Coronavirus 
symptoms 

If possible close the church 
building for 72 hours with no 
access permitted. 

 Regular cleaning of surfaces likely to be touched 
regularly with appropriate sanitiser spray. 

FH  

If 72-hour closure is not possible 
then follow Public Health England 
guidance on cleaning in non-
healthcare settings. 

 Website: 
https://www.gov.uk/government/publications/covid-
19-decontamination-in-non-healthcare-
settings/covid-19-decontamination-in-non-
healthcare-settings 
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Area of Focus  Controls required  Additional information Control Measures Action by 

whom? 

Completed 

– date and 

name  

If the building has been 
quarantined for 72 hours, then 
carry out cleaning as per the 
normal advice on cleaning. 

  FH  

Face 
coverings: 

All attendees will wear face 
covering at the appropriate times 
or when requested to. 

 When entering the building all attendees will be 
strongly advised to make use of the hand sanitizer, 
and to wear a face covering. 

All Ongoing 

Covid-19 
Secure 

Display ‘Staying COVID-19 Secure 
in 2020’ poster to be created and 
placed in foyer to be seen as 
people arrive. 

 Poster to be created or purchased by TH / GB TH/GB  

Preventing 
transmission 
of Coronavirus 
to an 
individual 
direct from an 
infected 
person 

• No singing during services. 

• All attendees required to wear 
a face covering. 

• Seating arrangements adapted 
for social distancing 

• Any changes to entrances, 
exits and queues will take into 
account reasonable 
adjustments to accommodate 
those who need them, such as 
attendees with physical 
disabilities. 

• Attendees instructed not to 
gather in groups, except with 
members of their own 
household, inside or outside 
the building. 

 

 

All attendees must keep their personal belongings 

with them at all times, including coats and umbrellas. 

A small plastic bag will be given to those who bring 

an umbrella to store it in and keep it with them. They 

will take the bag home and dispose of it at home. 

 

Anyone who has been instructed to shield 

themselves should not attend a public service until it 

is safe to do so in accordance to the government and 

NHS advice. 

 

We will strongly advise those in the vulnerable not to 
attend public services, and direct them to our online 
services, until it is safe for them to return to public 
services. 

 

ALL 
 
Stewards 
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Area of Focus  Controls required  Additional information Control Measures Action by 

whom? 

Completed 

– date and 

name  

• All individuals who fall into the 
vulnerable, clinically 
vulnerable and clinically 
extremely vulnerable 
categories will be assessed 
and provisions made 
accordingly. 

 

Preventing 
transmission 
of Coronavirus 
to an 
individual via 
a 
contaminated 
surface/item 
(excluding 
toilet 
facilities) 

• Doors kept open  to reduce 
contact with door handles 
(may not be appropriate for 
fire safety or to maintain 
suitable temperature) 

• Regular cleaning of surfaces 
likely to be touched regularly 
with appropriate sanitiser 
spray. 

• No passing of collection 
plate/bag and collection not 
counted for 72 hours after 
service. 

• Toilets supplied with disposal 
hand towels or dryers (not a 
reusable linen towel), hand 
sanitiser.  Limit to 1 person 
per toilet unit (even if it has 
multiple cubicles), posters etc. 

• Building not used again for 72 
hours or building thoroughly 
deep cleaned between uses 

 Doors to be kept open. 
 
Everyone to use hand sanitiser on entry to the 
building. 
 
Regular cleaning of surfaces with antibacterial 
cleaning materials. 
 
The building wouldn’t be used again for 72 hours. 
 
Ensure microphones are only used for 1 individual 
and named to avoid cross contamination. Specific 
users to clean microphones using gloves after each 
use.  
 
The Preacher will keep one microphone for the 
entire Sunday. If anyone (e.g. elders) use the other 
mic it will be put away for 72 hours, and likewise with 
the handheld. Alternatively, we will just use the fixed 
mic that plugs into the lectern and just leave it there.  

Stewards 
 
 
 
 
 
GB and any 
that 
lead/preach 
GB and any 
that 
lead/preach 
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Area of Focus  Controls required  Additional information Control Measures Action by 

whom? 

Completed 

– date and 

name  

• No serving of food and drink 
items prior to, during or after 
the service.  

• No distribution of bibles or 
other books – attendees asked 
to bring their own and take 
them away with them. 

• Microphones and other 
equipment kept to a single 
individual 

Preventing  
transmission 
of Coronavirus 
to an 
individual via a 
contaminated 
surface/item 
(excluding 
toilet facilities) 

• Doors kept open where 
possible to reduce contact 
with door handles (may 
not be appropriate for fire 
safety or to maintain 
suitable temperature) 

• Regular cleaning of surfaces 
likely to be touched regularly 
with appropriate sanitiser 
spray. 

• No passing of collection 
plate/bag and collection not 
counted for 72 hours after 
service. 

• Toilets supplied with disposal 
hand towels or dryers.  Limit 
to 1 person per toilet unit 
(even if it has multiple 

 A register of attendees will also be kept for a period 

of 21 days following their visit to the church. GO for 

Online Bookings. TH for Telephone Bookings.  

 

Register to be created in Excel with password 

protection by TH for telephone bookings and records 

deleted after 21 days. 

 

No serving of food and drink items prior to, during or 

after the service.  

 

Posters needed for toilets about appropriate hand 

washing to stop the spread of Coronavirus 

 

DD 
TH 
GO 
 
 
 
 
 
TH 

 



 
 
 

Page 19 
 

Area of Focus  Controls required  Additional information Control Measures Action by 

whom? 

Completed 

– date and 

name  

cubicles), posters etc. 

• Building not used again for 72 
hours or building thoroughly 
deep cleaned between uses 

• Microphones and other 
equipment kept to a single 
individual 

Preventing 
transmission 
of Coronavirus 
to an 
individual via 
contaminated 
waste 

• Regular cleaning of surfaces 
likely to be touched regularly 
with appropriate sanitiser 
spray. 

• Toilets supplied with disposal 
hand towels or dryers  

• Setting clear use and cleaning 
guidance for toilets to ensure 
they are kept clean and social 
distancing is achieved as much 
as possible. 

• Introducing enhanced cleaning 
of toilet facilities, provision of 
more waste facilities, more 
frequent rubbish collections. 

 

 Regular cleaning of surfaces likely to be touched 

regularly with appropriate sanitiser spray. 

 

Poster will be on display for good hand hygiene. 

 

Social distancing poster to be placed inside the 

toilets. 

 

Daily rubbish collection of any waste that is in the 

toilets. Disposable bags provided for ladies sanitary 

items.  

 

Toilets will be thoroughly cleaned between each 

service. 

 

All children under 12 will be accompanied to the 

toilet by a parent/carer to maintain good hand 

hygiene. 

TEAM 
 
 
 
TH 
 
 
 
TH 
 
 
FH 
 
 
 
 
 
TEAMS 
 
 
PARENT/CARER 
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Area of Focus  Controls required  Additional information Control Measures Action by 

whom? 

Completed 

– date and 

name  

Preventing 
transmission 
of Coronavirus 
to an 
individual via 
contaminated 
waste 

• Everyone asked to take waste 
home with them if possible 

• All waste to be assumed 
contaminated and handled 
appropriately 

• Anyone handling waste to be 
trained in suitable working 
practices 

• All waste handled with 
suitable PPE (see cleaning 
guidance for details).  

• All bins lined with disposable 
liners and all waste double 
bagged prior to disposal and 
disposed of as hazardous 
waste in line with normal 
infection prevention control 
policies and procedures. 

• Lidded bins operated by foot-
pedal to be provided 

• Keep Register of attendees 

Cleaners and anyone else 

handling waste are at risk 

of contracting coronavirus 

from contaminated waste. 

A register of attendees will be kept as explained 

above. 

 

All waste to be taken out whilst wearing gloves and 

then the gloves disposed of and then hands washed 

or hand sanitiser used. 

 

Attendees are asked to take tissues away with them 

if possible. 

 

Sanitary waste/bathroom bin waste to be doubled 

bagged before being disposed of. 

 

Foot pedal bins to be checked in the ladies toilets 

and new ones purchased if these do not work. 

GO/TH 
 
 
FH 
 
 
 
 
 
ALL 
 
 
FH 
 
 
FH to tell TH if 
not working 
and TH will 
purchase new 
ones. 
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 Appendix 1 

Privacy statement on obtaining name and contact details during Coronavirus Pandemic 

This privacy notice is an addendum to Thornton Heath Evangelical Church’s main privacy statement and notices and covers collecting contact information from church 

attendees in line with meeting Covid Secure requirements.  

The Charity Trustees of Thornton Heath Evangelical Church (as Data Controller)* can be contacted by ringing 020 8684 1000 or emailing 

office@thorntonheathchurch.org.uk. 

We are collecting your name and contact details in order to fulfil our responsibility to provide a safe environment in which those attending Thornton Heath Evangelical 

Church can pray and worship during this COVID-19 recovery phase.  

We will only use this information to contact you in the event that we believe you may have come into contact with a suspected case of COVID-19 at Thornton Heath 

Evangelical Church and it may be necessary to share your details with the NHS Test and Trace Service if they are requested for contact tracing and the investigation of local 

outbreaks. Your name and contact details will temporarily be securely stored in the church office. They will be retained for a period of 21 days in line with government 

guidance and then disposed of within 7 days of the expired 21 day period. 

Please inform Thornton Heath Evangelical Church as soon as possible if you test positive for coronavirus or develop any of the following COVID-19 symptoms:  

• A high temperature  

• A new, continuous cough  

• A loss or change to your sense of smell or taste 

Data Protection legislation allows us to process this information as we regard it as being in the church’s legitimate interest. The Information Commissioner’s Office has 

published guidance on data handling during the pandemic.  

Please see www.ico.org.uk/coronavirus. 

mailto:office@thorntonheathchurch.org.uk
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Appendix 2  

Coronavirus Emergency Action Plan   

Should someone attending the church display symptoms of Coronavirus the following steps will be taken: 

1) The person will be asked to leave as soon as possible, return home and seek guidance from NHS 111 as to self-isolation and testing.  

2) Anyone known to have been in close contact with the person will be advised to wash their hands as soon as possible  

3) Any surfaces likely to have been contaminated will be cleaned in line with cleaning guidance.  

4) Consider whether to bring the service to an early conclusion.  
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Appendix 3 

Following a period of lockdown during Coronavirus Pandemic 

Re-Opening of THEC Checklist 

(A separate ‘Employee Risk Assessment Policy’ will be provided in due course) 

Under the updated government guidance, our church will be required to adopt a formal process for re-opening the church to ensure that it is safe and fit for 

purpose, before allowing the church to be used again by members of the church or third parties.  The checklist below is generalised, to try to cover every 

eventuality. 

*“Objective: To make sure that any site or location that has been closed or partially operated is clean following current government guidance and ready to restart, 
including: 

• an assessment for all sites, or parts of sites, that have been closed, before restarting work 
• carrying out cleaning procedures and providing hand sanitiser before restarting work”    
  

*source https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/offices-and-contact-centres#offices-5-2 

 
A risk assessment has been produced in time for the re-opening of THEC and in collaboration with the Trustees of THEC. This is to ensure an organised and 

planned approach which brings collective decision making and safety to the process.  In terms of who actually carries out the initial inspection, this will need 

to be decided on by the trustees and once decided that person will fill in part 1 below.  

Part 1 

Name of Church Thornton Heath Evangelical Church Checklist undertaken by: Gordon Bull 

  

Address: Corner of Malvern Road/London Road, Thornton Heath Area of the building assessed : Worship Area, Foyer, Bathrooms, 

Rear Hall, Corridors Downstairs 
Postcode: CR7 7LH 

Date of Initial Assessment: 16 July 2020 Review Date (if applicable): August 2020 

https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/offices-and-contact-centres#offices-5-2
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Checks to be Made 
Completed Any further action?  

Have any members of team reported any symptoms of COVID-19? 
No  

Has the latest government guidance been checked and followed? 
Yes  

Is the plan for managing traffic flow for social distancing in place 

and floor/wall signage in place 

Yes  

Are stewards briefed on agreed procedures for arrivals, departures 

and emergencies? 

Yes  

Procedures in place to record names and contact details of 

attendees 

Yes  

Is there any other information to consider? 
No  

Airing the Building 

Open up the windows and doors for at least an hour to let the building air out.  
If the building has been closed during lockdown, there is a risk of excessive dust 
and mould.  No one should be in the building during this time for safety reasons.  

Yes  

Outside the Building Checks 

 

Yes  
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While the building is airing out, you could check the outside of the building.   
  

• Check the gutters, flashings, downpipes and gullies are not 
blocked/damaged from ground level and where practical.   

• Check for any break-ins or vandalism.    
• Ensure that all perimeter fences, railings or gates, security lighting and 

other deterrents to thieves are in good working condition.    
• Ensure that all CCTV is working and notices are in place.  
• Check to see if any trees, shrubs or climbing plants, which might pose a 

security, safety, or damaging effect on the building or walkways are cut 
back.   
 

Check Cleanliness of Building 

 
Once the building has aired, check the general cleanliness of the building.   
 

Look for any leaks from pipes or animal waste.   
 

Make a note of anything extra that needs to be included during cleaning (see 
point 7). 

 

Yes  
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Electrics 

 
If the electrics were turned off, these will need to be switched back on.     
 

Check the lights, light bulbs, emergency lights, fire alarms, security systems are 
in good working order 
 

There is risk of deterioration of portable electrical equipment caused by the 
damp and possibly mice while the buildings were closed.  It is recommended to 
carefully check all electrical appliances, preferably by having a PAT test.  More 
information can be found here: www.hse.gov.uk/pUbns/priced/hsg107.pdf 

 

Yes  

Heating 

 
If the heating system was turned off, it is recommended to switch it on in order 
to check for leaks.   
 

Yes  

Water Systems and Legionella 

 
Legionella is a bacteria that can form when water is stagnant for a long period 
time.   
 

1. All water systems should be flushed. 

2. All hot water storage systems should be switched off (but not drained) and 
flushed to prevent the storage of hot / warm water. 

 

 

Yes 

 

 

Yes 
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3. All taps (hot and cold) should be run at half pressure for five minutes each. 

4. All outside taps should be run at half pressure for five minutes each. 

5. All toilets should be flushed twice. 

6. All hot water boilers should be run and flushed through. 

7. All dishwashers should be run and flushed through. 

 

Note: Because the building has already remained empty for a period of time, 
there is a small risk that the systems are already infected. Therefore, when 
flushing the systems ensure that spray and water particles are not breathed in 
(wear a mask or stand well clear of the running water and run showers heads 
into buckets or containers). 

Yes 

Yes 

Yes 

Yes 

 

Yes 

 

 

Cleaning 

 
The building will need to be cleaned.   
 

• Cleaning needed in the main areas, foyer, church, toilets, link 
corridors. 

• Objects and surfaces that are touched regularly including door 
handles, church chairs; including the backs of chairs 

 
Also make provision of hand sanitiser in the foyer. 
 
 
 

All 
completed 
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Covid-19 Risk Assessment 

 
After these initial checks, there will most likely need to be further changes to 
suit the reasons for reopening the building.  This may include items such as 
setting up a register to track who enters the building, more frequent cleaning of 
door handles & switches and adapting hand-washing facilities.  These will be 
explained further in the THEC Covid-19 Risk Assessment. 
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Appendix 4 

Action Plan for re-opening the church in July 2020 

 

Actions – List out what needs to done 

 

Ownership – List out who to 

complete 

Date to be 

Completed by  

Date of 

Completion 

1. Buy plastic bags for handing out to those who arrive at the 

service with an umbrella to be able to keep their umbrella 

personally during the service and then take home to dispose of.  

 

TH to buy small plastic bags with 

handles. 

13th July 15th July 

2. Ensure there is enough supply of drawstring small waste bags for 

the disposal of waste. Purchase more if required. 

 

TH to purchase small bin drawstring 

bags for waste disposal. 

13th July 15th July 

3. Produce posters for social distancing, Covid-19 secure and No 

Physical contact and ensure they are placed in the foyer and in 

the church area. 

TH 13th July 15th July 

4. Online booking system to be created and tested for attendees to 

reserve a place at a particular service. (60 maximum places.) 

 

GO/SH/TH 13th July 15th July 


