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INRODUCTION

This information pack provides current Covid-19 guidelines updates and is provided for the Church 
Council appointed Responsible Persons, Ministers & Church Councils in the Bristol & South 
Gloucestershire Methodist Circuit. It should be read in conjunction of v1 issued in May 2020 and any 
future guidelines that are issued.

Please continue to check the Circuit website for updates: https://www.bsgc.org.uk/welcome.htm and 
the Superintendent blog: https://chirpymethodist.wordpress.com/ for all Covid-19 resources and the 
National Methodist Church: https://www.methodist.org.uk/about-us/coronavirus/official-guidance/

This information is produced to provide help local churches conform to government guidelines but 
also to provide continuity across the Circuit. Where necessary consultation with other 
Superintendents/circuits have taken place and when appropriate additional professional advice has 
been sought. In general such guidelines follow the advice given by The Methodist Church, Church of 
England and URC churches, which make the mix of our churches within the Circuit, but in some 
circumstances may not always follow the interpretation of the National Methodist Church as we distil 
what is locally appropriate or need to interpret the different aspects of other government guidelines. 

Thank you to those who have agreed to be Covid-19 Responsible Person. You may wish to print off 
the relevant sections to give to those to whom they relate.

Rev David Alderman (Superintendent Minister)

CONTENT:

Covid-19 Responsible Person – Role Description – Safer recruitment compliance 

Guidelines for those Leading Worship.

Guidelines for Musicians and Worship Bands.

Guidelines for Outside Worship

Guidelines for Face-Coverings

Guidelines for Church Cleaners

Community Groups Hire Information:

Flow chart – What kind of hire/booking agreement do I need?

Covid-19 Secure Building Check List

COVID-19 secure Risk Assessment

Test & Trace – TMCP guidelines, including new GDPR information.

POSTERS:

Downloadable Methodist Signage

How to wear Face-Coverings

Covid-19 Secure Poster.

https://www.bsgc.org.uk/welcome.htm
https://chirpymethodist.wordpress.com/
https://www.methodist.org.uk/about-us/coronavirus/official-guidance/
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          RECRUITING SAFELY
Safeguarding Form FC1

Role Description

Role: Local Covid-19 Responsible Person

Group:  3-5       Workforce (Child/Adult): Adult & Child

Key volunteer activities
 To help the Church Council to draw up a local church Risk Assessment and Action Plan and keep 

it under regular review and up to date. Including posters, signage and other guidance 
information.

 To be the point of contact for all Covid-19 matters.
 To ensure that GDPR is complied with under the NHS “Test & Trace” scheme. Including shredding 

contact details after 25 days.
 With the lettings secretary ensure that all hirers are aware of and comply with the local church 

Covid-19 policy –  and ensure that user groups have Risk Assessments and these and other 
policies are kept with the booking licence. 

 To make sure that any safeguarding issues that may arise these are referred to the church 
safeguarding officer.

 To act as a link between the local church, the circuit regarding Covi-19 guidelines, including 
checking the Circuit website for updates.

Personal Skills

• Some knowledge and experience of the church premises, and user groups would be helpful. 
• A basic understanding of safeguarding issues and a willingness to attend any necessary training. 

Volunteer Role Outline 

Role information: To assist the minister and Church Council in ensuring that the church 
complies with the COvid-19 government guidelines policy. To ensure 
Covid-19 Risk Assessments are implemented and reviewed regularly.  To 
act as a point of reference for any Covid-19 issues that arise.

Location: Local Church

Responsible to: The church Covid-19 Responsible Person officer will be appointed by 
and responsible to the Church Council. 

Eligibility: Confirmed member of The Methodist Church

Commitment: Attendance at church meetings. Attention to Covid-19 issues as and 
when they arise.

Note:
Group 1: Must have DBS and Barring check
Group 2: Must have DBS check
Group 3-5: No DBS check.
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• Good communication and administrative skills.

Boundaries
• The Local Covid-19 Responsible Person is not required to investigate or act alone on concerns, 

but is a point of contact

Safeguarding
The role will be recruited using the Safer Recruitment Procedure of The Methodist Church and 
volunteers will need to complete the required recruitment forms and but will not need a satisfactory 
criminal record clearance certificate (DBS). Volunteers will be asked to provide all relevant 
documents for these checks. 

Training and support provided
• Volunteers are supported by the circuit office and local minister 
• Volunteers are encouraged to attend safeguarding training and should liaise with the local 

church safeguarding officer regarding safeguarding issues.
• Out of office expenses can be applied for.

Appointment Period
Volunteers appointment is for three years with an additional three years on reappointment.  It should 
not continue beyond six years. However, in exceptional circumstances the appointment can be extended, but 
only following a closed ballot at the Annual church Meeting.

This job description is approved by

Signed .................................................................... Date...................................................................
(Church Council)

I have seen and accept the responsibilities of this role

Signed .................................................................... Date...................................................................
(Applicant)

NAME: ………………………………………………………………………………………………….

CONTACT DETAILS: …………………………………………………………………………………………...

A  COPY OF THIS FORM WILL BE RETAINED IN A SECURE AND CONFIDENTIAL
MANNER BY  THE LOCAL METHODIST CHURCH
NB All information will be held in accordance with GDPR
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 COVID-19 WORSHIP
We encourage our people to take care and to look after themselves, and 

in doing so watch over one another in love through our prayers & worship 
during this time.

--------------------------------------
Guidance for those leading worship during Covid-19

The aim of these guidance notes is to help those who will be leading worship in our churches as we 
begin to  re-open, to provide continuity across the circuit and to help you think through the wider 
issues of gathering for worship in your preparation. Worship will both look and feel vastly different 
for some time to come.

Each Church is required to have a COVID-19 Secure Risk Assessment in place, so that the premises 
meet government regulations, copies of these are available in each church and should be available on 
church social media pages. If musicians/singers perform an additional Risk Assessment is required.

GENERAL CONSIDERATIONS:

 The government has placed limits on numbers attending for prayer and public worship. The 
number is decided locally on the basis of the capacity of the place of worship following a risk 
assessment and adhering strictly to current social distancing recommendations but must not 
exceed 30. Including those leading or sharing in worship, stewards, children etc.

 No shared car transport unless in the same household “bubble”.
 Some churches will have introduced a “booking system” so you might have an idea of 

numbers before the service. (It is a requirement through Test & Trace scheme that contact 
details are taken as people entre our buildings).

 2-meter Social Distancing should be observed at all times, and mingling in the building is not 
permitted. Those who are in household “bubbles” can sit together.

 No after church refreshments.
 Hand sanitisers should be available in the pulpit/lectern.
 It is preferable that the Vestry is not used to avoid extra cleaning where possible.
 Wearing of face-coverings is now Mandatory. However those leading worship are exempt 

and any person participating in worship can remove the face-coverings whilst speaking (eg 
whilst leading prayers, preaching).

Worship Pattern

 Services should last no longer than 30 - 40 minutes, and should be adapted to fit this time 
frame, A reflective style of service may be helpful.

 Congregational Singing is NOT allowed, however small group singing is permitted in certain 
circumstances but please refer to guidelines pt 34 for more guidance.

 Music, recorded or live is permitted (including organ voluntaries). We do not advise the use 
of blown (wind) instruments.
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 It is not appropriate to have “prayer” type stations around the church.
 Congregations are not allowed to participate in singing,  shouting, raising voices and/or 

playing music at a volume that makes normal conversation difficult or that may encourage 
shouting. 
This is because of the potential for increased risk of transmission from aerosol and droplet. 
Spoken responses during worship should be not be in a raised voice and avoid if possible.

 All spoken voices or soloists should use a PA system where possible or practical.
 Church Hymnbooks, bibles will not be available, preachers can provide worship sheets for 

individuals, but these must be placed on seats prior to the service and taken away by 
worshippers after the service. Relevant licence for reproduction* are required.

 It is preferable that any words or texts should be displayed using a projector*
 Preachers should bring their own water, books etc.
 Where possible preachers should use the pulpit. (even if that is not generally used)
 Collection – passing the collection plate should not happen, preachers should ask 

congregations to donate at the exit points. 
 People should not “mingle” before or after the service. At the end of the service they should 

leave the building and grounds as soon as practical, preachers need to give clear instructions 
about this.

Children & Young People

 Services should accommodate the needs of Children and Young People, as they should remain 
with parents.

 It is very important that young children(under 5’s)  are supervised by their parent or guardian 
at all times.

 Interaction with Children present should be socially distanced.
 Shared toys, paper, pens and books will not be available. (eg children’s corner/bags etc) 
 Creche areas in church – NOT PERMITTED in the government guidance – any shared facilities 

for children, soft furnishings and soft toys etc should be removed and put out of use. 
 Any objects used in children’s talks or similar activities during a service should not be shared 

or handled by more than the person using them; a similar approach should be adopted for 
any activity sheets, pencils, pens, paper etc. Any activity sheets given out need to be taken 
home or placed in named bags for the following Sunday.

Funerals

 Funerals should continue to take place at local crematoria as these are best placed to meet 
all the additional Covid-19 requirements.

 We continue to offer to bereaved families,  Services of Thanksgiving when able to do so.

Live-streaming services

 Some churches are considering combining live and live streaming to those who cannot attend. 
Though possible, combining both in one event can be technically demanding for the person 
leading worship and the format for one does not easily fit with the other. Churches will also 
need the permission of anyone in the live service if they are going to appear on the streamed 
service online. Children should NOT be in video shots and an area that is not filmed should be 
set aside for them. However, if you do follow this route, you might consider how those still at 
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home can be included. Can you, for example, use a chat box for them to join in prayers? Can 
they take part in readings or testimonies on the screen?

*Copyright – please ensure you have the correct copyright permission.

 Please note churches are not necessarily automatically covered by the licences and 
concessions (e.g. from CCLI and ONE LICENSE) that you may use for standard church services 
for live streaming.

 You can find information about these licences on the Copyright matters page for Singing the 
Faith www.methodist.org.uk/our-faith/worship/singing-the-faith-plus/aboutsinging-the-faith-
plus/copyright-matters.

MUSICIANS & WORSHIP BANDS

From the 15th August it is now permitted that:   (so long as it can be accommodated safely)

  Small groups* of non-professional singers will be allowed to sing in front of worshippers, but 
should not include or encourage congregational participation.

 Where music plays a big part in worship, and recordings are available, the government continue to 
encourage using these as an alternative to live singing 

 Wind instruments may be played, although we strongly discourage this - government guidelines 
for places of worship state “playing of instruments that are blown into should be specifically 
avoided in worship or devotions”.  Studies have indicated that cumulative aerosol transmission 
from both those performing and attending are likely to create risk. 

Specific Considerations: 

There should be no singing by worshippers. 

 Continue to socially distance from those you do not live with and ensure that 2m distancing applies 
at all times including whilst playing or singing..

 Non-professionals singers/musicians* are limited by rules on meeting people outside their home. 
This is currently 6 people playing outside from different households  OR  2 households playing 
together inside.

 Non-professional singers/musicians should not engage in activities that may lead to social 
distancing 2m rule being compromised. 

 Singers should use a PA system if provided. Ideally individual lapel microphones or static (fixed) 
microphones should be used rather than hand-held, and those using them should not touch the 
microphone to reduce the risk of transmitting the virus, especially if it is a fixed microphone – for 
example on a lectern - that will be used by multiple people through a service. Lapel microphones 
should only be touched by the person using them and should be cleaned (for example with 
alcohol wipes) or left-untouched for 72 hours between uses. 

 To protect others from virus transfer the use of screens/ barriers should be used in addition to 
social distancing (especially if wind instruments are used). 

 Face—coverings should be used during non-playing/singing time 

http://www.methodist.org.uk/our-faith/worship/singing-the-faith-plus/aboutsinging-the-faith-plus/copyright-matters
http://www.methodist.org.uk/our-faith/worship/singing-the-faith-plus/aboutsinging-the-faith-plus/copyright-matters
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 Ensure that live music /singing takes place outside wherever possible.

 Limit the duration of social interaction opportunities i.e. rehearsals as far as possible.

 Take steps to improve ventilation as far as possible and whenever possible, both through the use of 
mechanical systems and opening windows and doors.

 Ensure a specific risk assessment process has been carried out for the worship group/choir in 
addition to the Church Covid-19 secure reopening RA.

 Use back-to-back or side-to-side positioning (rather than face-to-face) whenever possible.

 All condensate should be collected in a towel or similar and collected, baged and retained and 
washed by the player. 

 Any instrument played during worship should be cleaned thoroughly before and after use. 

 Further information: 

 https://www.gov.uk/government/publications/covid-19-guidance-for-the-safe-use-of-places-of-worship-during-the-
pandemic-from-4-july/covid-19-guidance-for-the-safe-use-of-places-of-worship-during-the-pandemic-from-4-july 

https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/performing-arts 

https://www.bbe.org.uk/news/14082020-1018/bbe-offers-sector-support-advice-the-latest-covid-19-pandemic-
guidelines-dcms-%E2%80%93 

HOLY COMMUNION & BAPTISMS

Guidelines (pt 27a & 31) have been circulated to all Clergy about best practise.

WORSHIP OUTSIDE

 In the grounds of a place of worship
  30 people can pray in a place of worship or its grounds in multiple groups of 6, but a risk 

assessment should be conducted and COVID-19 Secure measures implemented. The number of 
people who are able to gather will be dependent on the size of the space available and the area 
mark appropriately, social distancing observed at all time.

 All religious practices should be carried out such that adherence to social distancing can be 
maintained between individuals from different households. This is to reduce the risk of 
transmission. Time spent in contact should be kept to an absolute minimum.

 Congregational singing, chanting or shouting is not permitted,  but a small singing group up to 6 
people from different households can perform under certain conditions. 

 If possible a PA system should be used.
 Managing Trustees can open toilets in their building following a Risk Assessment, even if the rest of 

the premises are not  generally open.

 Any risk assessment should also consider the security of worshippers. This may require involving 
local partners such as the police for numbers.

 Worshippers should not mingle and must leave quickly after the worship has ended.

 

https://www.gov.uk/government/publications/covid-19-guidance-for-the-safe-use-of-places-of-worship-during-the-pandemic-from-4-july/covid-19-guidance-for-the-safe-use-of-places-of-worship-during-the-pandemic-from-4-july
https://www.gov.uk/government/publications/covid-19-guidance-for-the-safe-use-of-places-of-worship-during-the-pandemic-from-4-july/covid-19-guidance-for-the-safe-use-of-places-of-worship-during-the-pandemic-from-4-july
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/performing-arts
https://www.bbe.org.uk/news/14082020-1018/bbe-offers-sector-support-advice-the-latest-covid-19-pandemic-guidelines-dcms-%E2%80%93
https://www.bbe.org.uk/news/14082020-1018/bbe-offers-sector-support-advice-the-latest-covid-19-pandemic-guidelines-dcms-%E2%80%93


B&SG Circuit Covid-19 - September 2020

Public outdoor spaces
 It is not illegal under coronavirus legislation to pray in a public outdoor space. A gathering of up to 

30 people is permitted for any reason, however it should follow social distancing guidelines – 
that is, individual groups should not interact with anyone outside of the group they are 
attending the gathering with - so in a group no larger than two households or six people if 
outdoors.

 A gathering of over 30 is not permissible, except where this has been arranged by an organisation 
such as Church, The Managing Trustees must take responsibility for ensuring a risk assessment 
has been undertaken for the gathering and it is managed in a way which minimises risks around 
transmission of the virus. Each Church Council must determine whether the activity planned 
falls within this list of exempted organisations.

 If anyone is considering arranging an event for 30 people in a public outdoor space they should 
liaise with those responsible for the open space in question to ensure that the event can be 
staged in a safe way, which includes undertaking a risk assessment that considers security, 
including the police and local council to obtain the required permission/licenses. A copy of all 
documents should be sent to the Circuit Office.

 
Further information: https://www.gov.uk/government/publications/covid-19-guidance-for-the-safe-
use-of-places-of-worship-during-the-pandemic-from-4-july/covid-19-guidance-for-the-safe-use-of-
places-of-worship-during-the-pandemic-from-4-july 

 FACE COVERINGS

From 8th  August, face coverings are required by law to be worn in a greater number of public indoor 
settings including: museums, galleries, cinemas, places of worship, and public libraries. Please be 
mindful that there are valid exemptions for some individuals and groups to not wear a face covering 
in these settings.’

Face coverings are mandatory. Face coverings should be worn by all those attending a place of 
worship, including ministers, worshippers, staff, volunteers, contractors and user groups, where 
there may be other people present; remembering that they are mainly intended to protect other 
people, not the wearer, from coronavirus and that they are not a replacement for physical distancing 
and regular hand washing.

This applies to all parts of church premises, not just the worship area.

You may wish to make disposable face coverings available at the building entrances, however it is 
important to provide instructions on how to use these correctly to ensure that they do not become a 
mechanism for disease transmission themselves. 

 Wash their 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 their face or face covering, as it could 
contaminate them with germs from their hands. 

 Change their face covering if it becomes damp or if they have touched it. 

 Continue to wash their hands regularly. 

https://www.gov.uk/government/publications/covid-19-guidance-for-the-safe-use-of-places-of-worship-during-the-pandemic-from-4-july/covid-19-guidance-for-the-safe-use-of-places-of-worship-during-the-pandemic-from-4-july
https://www.gov.uk/government/publications/covid-19-guidance-for-the-safe-use-of-places-of-worship-during-the-pandemic-from-4-july/covid-19-guidance-for-the-safe-use-of-places-of-worship-during-the-pandemic-from-4-july
https://www.gov.uk/government/publications/covid-19-guidance-for-the-safe-use-of-places-of-worship-during-the-pandemic-from-4-july/covid-19-guidance-for-the-safe-use-of-places-of-worship-during-the-pandemic-from-4-july
https://www.churchtimes.co.uk/topics/coronavirus
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 Continue to practice social distancing wherever possible. 

Bins should be provided to allow for disposable face coverings to be disposed of safely. 

The requirement to wear face coverings includes all those leading a service (unless they are exempt 
for health reasons). If there are likely to be individuals in the congregation who lip read then an 
individual leading the service or reading from the front can wear a visor instead of a face covering. 
Visors are not as effective at preventing the spread of droplets (and thus do not meet the 
government requirements) so visors should be replaced by a face covering as soon as possible when 
Worship Leaders are not actively speaking. (e.g. A person reading from the bible can use a visor, but 
will also require a face covering which can be removed whilst they are reading but replaced as soon 
as possible afterwards).

Fines for non-compliance £100 - £3000

As this decision is to be enforced by law, managing trustees have to insist upon the wearing of face 
coverings in their risk assessments and action plans which need to be update and applies to all areas 
of church premises. All community/User groups must be informed of this requirement and must 
update their Risk Assessments accordingly. 

Those who are exempt from wearing a face covering 

The Government has produced a list of those who are not required to wear a face covering unless 
they wish to: 

 young children under the age of 11 (Public Health England do not recommended face coverings for 
children under the age of 3 for health and safety reasons); 

 not being able to put on, wear or remove a face covering because of a physical or mental illness or 
impairment, or disability; 

 if putting on, wearing or removing a face covering will cause you severe distress; 

 if you are travelling with or providing assistance to someone who relies on lip reading to 
communicate; 

 to avoid harm or injury, or the risk of harm or injury, to yourself or others; 

 to avoid injury, or to escape a risk of harm, and you do not have a face covering with you; 

 to eat or drink if reasonably necessary; 

 in order to take medication; 

 will not have to be worn by brides or grooms at weddings for the wedding ceremony. (Others 
attending will have to wear them).

 if a police officer or other official requests you remove your face covering. 

Exemption Cards

Those who have an age, health or disability reason for not wearing a face covering should not be 
routinely asked to give any written evidence of this, this includes exemption cards. No person needs 
to seek advice or request a letter from a medical professional about their reason for not wearing a 
face covering.
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However some people may feel more comfortable showing something that says they do not have to 
wear a face covering. This could be in the form of an exemption card, badge or even a home-made 
sign.

This is a personal choice and is not necessary in law.

Access exemption card templates https://www.gov.uk/government/publications/face-coverings-
when-to-wear-one-and-how-to-make-your-own 

If you want to make your own face covering, instructions are widely available online. We do not 
endorse any particular method but be considerate of materials and fabrics that may irritate different 
skin types.

Emerging evidence suggests that the risk of transmission may be reduced by using thicker fabrics or 
multiple layers. However, the face covering should still be breathable.

Children over 11 should make face coverings under the supervision of an adult and face coverings for 
children should be secured to the head using ear loops only.

Please note that Face Visors do not meet the requirements for wearing a Face-covering, however 
for those exempt from wearing face coverings they may feel this is a good option.

We recommend if a person(s) claim exemption an “Ex” should be recorded in the signing in register 
against their contact details, otherwise entry should be refused.

 

CHILDREN & YOUNG PEOPLE

 Churches offering activities for children and young people need to be clear about whether 
they should be classed as worship, education, organised sport or social. Anything that 
legitimately falls into the social category, for example toddler groups, youth clubs etc, must 
abide by the restrictions for social gatherings, ( ie.rule of 6, this number includes  children) 
even if they are happening in a place of worship. 

 Groups should not exceed 15 people in total.

 Messy Church – for information check their website: 
https://www.messychurch.org.uk/suggestions-returning-safely-messy-church-together

https://www.gov.uk/government/publications/face-coverings-when-to-wear-one-and-how-to-make-your-own
https://www.gov.uk/government/publications/face-coverings-when-to-wear-one-and-how-to-make-your-own
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It is mandatory to wear face coverings whilst on 
church premises unless you have an exemption

People who are exempt from wearing a face covering 
include:

The full list of exemptions is available on the GOV.UK website
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COMMUNITY HIRE
Clubs or community groups can begin to meet again in church’s premises from 25th July under casual 
hiring agreements, for example, AA groups, exercise classes, Sliming World. Any decision to hire 
should be made carefully on a case by case basis and following a risk assessment considering all 
relevant factors. The Manging Trustees should also assess whether the benefits of the arrangement 
outweigh the disadvantages. 

 All bookings should be made using an appropriate written agreement with any special COVID-19 
related requirements e.g. wearing of facemasks, social distancing and cleaning being specifically 
agreed in writing, together with copies of user group Risk Assessments and any other documents 
relating to their activity, it is important to confirm these arrangements before confirming the 
booking, this applies to existing users. (see flow chart as to which form is required)

 Please ensure that new booking forms (Licenses) are completed for both new and existing groups 
and you have copies of safeguarding and insurance policies.

 The Church Council should make users aware of, and ensuring compliance with, limits on 
gatherings. For example, on arrival or at booking. Indoor & outdoor gatherings are limited to 
multiple groups of 6 people, including minors. 

 
Multi-use community facilities should therefore not facilitate large gatherings or celebrations.
 

Certain groups of people are at increased risk of severe disease from coronavirus including all 
people aged 70 or over. Such individuals are advised to stay at home as much as possible and, 
if they do go out, to take particular care to minimise contact with others outside of their 
household

The government continues to recommend that where meetings can take place digitally without 
the need for face-to-face contact, they should continue to do so. Where community facilities 
need to be used for physical meetings, these meetings should be managed within the social 
distancing guidance

Managing Trustees  have a legal responsibilities under health and safety law, and must take 
reasonable measures to ensure the premises, access to it, and any equipment or substances 
provided are safe for people using it, so far as is reasonably practicable. Failure to complete a 
risk assessment which takes account of COVID-19, or completing a risk assessment but failing 
to put in place sufficient measures to manage the risk of COVID-19, could constitute a breach 
of health and safety law, resulting in fines or imprisonment.

Users and hirers of a community facility have responsibility for managing risks arising from their 
own activities when they have control of premises and should take account of any guidance 
relevant to their specific activity or sector. User groups must provide the church Covid-19 
“Responsible Person” or booking secretary with a copy of their Risk Assessment and any other 
documents relating to their activity.

Managing Trustees need to be aware that controls within different users’ ‘separate 
environments’ may be easier to manage with clear guidelines and controls. 

It is very important that in any planning and proposed changes, that equal consideration is given to 
the connecting areas between different occupiers, rooms or properties, such as within any 
communal or shared areas. 
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It is essential that any critical areas of contact between building users are risk assessed, action plans 
are clear and practical, and then processes are managed and controlled very carefully so that 
clear plans and areas of responsibility are clearly allocated to a particular user to an agreed 
standard (e.g. cleaning regimes). 

For example, such areas might include: 
 Entrance doorways 
 Corridors 
 Washroom and WC facilities 
 Kitchens
 Halls/Larger Rooms 
 Outside spaces

 
Manging Trustees have discretion over when they consider it safe to open for any activity permitted 
by legislation and may decide to remain closed if they are not able to safely follow the advice in the 
relevant guidance, to make the space COVID-19 secure. In the planning process, it may be considered 
that other spaces not usually used by the community group are required to ensure that suitable 
spacing and social distancing can be achieved.
The Church Covid-19 secure risk assessment will determine the maximum capacity of a hall or hire 
space while able to maintain social distancing according to the relevant guidelines. It should also 
identify points of high risk in the building and mitigating actions to address the identified risks. Whilst 
it is possible for groups to be larger than 30 (by managing groups of six), it is recommended that this 
should be the maximum limit for our buildings.
 
 Managing Trustees should also consider what changes might be needed to enable safe access to  the 
building. These may include:

Making use of multiple exit and entry points: to introduce a one-way flow in and out of the 
premises, with appropriate floor markings or signage. Any changes to entrances, exits and 
queues should take into account the need to make reasonable adjustments for those who 
need them, such as people with disabilities.

On entering and leaving church halls etc everyone, including staff, should be asked to wash their 
hands thoroughly for at least 20 seconds using soap and water or to use hand sanitiser if 
hand washing facilities are not available.

Managing the arrival and departure times of different group so as to reduce the pressure at exits 
and entrances.

Queue management: the flow of groups in and out of the premises should be carefully controlled 
to reduce the risk of congestion. It may be necessary to introduce socially distanced queuing 
systems.

 
Measures set out in the guidance include:

 Limiting the number of people using the facility at any one time, for example by using a 
timed booking system;

 Reducing class sizes and allowing sufficient time between each class to avoid groups waiting 
outside during changeover;

 Exercise or dance studios should have temporary floor markings where possible to help 
people stay distanced during classes;

 Users and staff should be encouraged to change at home wherever possible.
 All venues should ensure that steps are taken to avoid people needing to unduly raise their 
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voices to each other. This includes – but is not limited to – refraining from playing music or 
broadcasts that may encourage shouting, including if played at a volume that makes 
normal conversation difficult. This is because of the potential for increased risk of 
transmission – particularly from aerosol and droplet transmission.

 User groups should bring as few personal items with them as possible

Manging Trustees must ensure the following are included in Covid-19 CHURCH HIRERS ACTION 
PLAN/GUIDANCE INFORMATION.

 Limit the number of key holders to the building to ensure control access. 

 Ensure that if a church member is unlocking then they do not fall into ‘at risk’ categories. 

 Ensure that everyone who accesses the building signs in and co-ordinate with the 
community groups the number of personnel on site to ensure that social distances can 
be maintained. 

 Test and Trace (collecting customer data) – this is required for all community groups, but 
should be carried out by the community group themselves.

 Car Parking - the advice on social distancing also applies when travelling to and from a 
community group. Decisions to use car parks should be a shared consideration for 
Managing Trustees and community groups so practical measures such as changing the 
car park layout to help people socially distance are considered. 

 Limit access to the other parts of the building not opened; this will ensure management of 
any virus transfer and therefore implications on cleaning regimes. 

  Work with your community groups to ensure that any access or areas in use do not have 
compromised fire escape routes or means of escape to external areas.

 Work with your community providers to ensure that any access or building limitations do 
not compromise security for the open parts of the buildings or other parts of the 
building.

Moving around the building 

Limit movement between different user group areas within the building(s) to maintain social 
distancing as much as possible. 

 Limit the number of people who use lifts or stairs if possible/relevant.

 Reduce the number of people in high traffic areas, particularly if these are used more 
regularly by community group users as part of a temporary circulation regime. 

 Mark areas using tape to help people keep to the advised social distance limits. 

 Consider introducing temporary pedestrian walkways to allow people to maintain social 
distancing when moving around – this may also include external areas for customers. 

Common areas 

Agree how communal or common areas are used, such as kitchens, toilets The following 
needs to be considered: 

 How frequently you need to clean the common areas. 
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 Identifying objects and surfaces that are touched regularly and decide how frequently you 
clean them. 

 Set clear guidance and line of responsibility 

 Physically moving tables/chairs so they are the advised social distance limits. 

Staggering use times, or introducing a rota so that people ar Marking areas using tape to help 
people keep to the advised social distance limits. 

 Using outside areas if the locations are suitable and it is safe to do so. 

 How often you will need to clean common areas and whose responsibility will it be?

 Prop doors open, where safe to do so (bearing in mind fire safety and safeguarding), to limit 
use of door handles and aid ventilation. 

Cleaning and Hygiene 

Follow the government cleaning guidelines 

 Ensure that sufficient handwashing facilities are available that provide running water, soap 
and paper towels. Where a sink is not nearby, provide hand sanitiser in shared spaces – 
particularly in entrance areas. 

 Use signs and posters to increase awareness of good handwashing technique. 

 Provide regular reminders on avoiding touching your face and to cough/sneeze into your 
arm. 

 Set clear guidance for the cleaning of toilets, showers and changing facilities to make sure 
they are kept clean. 

 Set clear guidance on how to handle and store cleaning materials/products safely (COSHH 
Guidelines) and when cleaning procedures need to be followed. 

 Clean surfaces such as doors, sinks, toilets, light switches, bannisters, more regularly than 
normal in areas under the church’s responsibility. 

 Ensure that bins are placed in accessible positions and are emptied throughout the day. 

 Where possible, all spaces should be well ventilated using natural ventilation (opening 
windows). 

 Prop doors open, where safe to do so (bearing in mind fire safety and safeguarding), to limit 
use of door handles and aid ventilation. 

Information and guidance 

 Provide all users of the building with information on procedures & guidance that have been 
introduced. This could include signs or notices. New booking forms (licences*) will need 
to be signed, even for existing users.

 Consider how you will pass information and guidance to people who don’t have English as 
their first language and others who may struggle with written and verbal 
communication or have disabilities such as visual impairment. 

 Holding conversations with any interested parties, listening to and acting on their concerns 
through recording and responding to these at the risk assessment stages and then 
reflection stages during implementation 



B&SG Circuit Covid-19 - September 2020

COVID-19 GUIDELINES FOR
CHURCH CLEANERS

We encourage our people to take care and to look after themselves, and 
in doing so watch over one another in love 

--------------------------------------
Cleaning and disinfection

Regular cleaning plays a vital role in limiting the transmission of COVID-19.

Reducing clutter and removing difficult to clean items can make cleaning easier. Increase the 
frequency of cleaning, using standard cleaning products such as detergents and bleach, paying 
attention to all surfaces but especially ones that are touched frequently, such as door handles, light 
switches, work surfaces, remote controls and electronic devices.

As a minimum, frequently touched surfaces should be wiped down twice a day, and one of these 
should be at the beginning or the end of the working day. User Groups can be asked to clean areas 
they are using both before and after use. Cleaning should be more frequent depending on the 
number of people using the space, whether they are entering and exiting the setting and access to 
handwashing and hand-sanitising facilities. Cleaning of frequently touched surfaces is particularly 
important in toilets and communal kitchens.

When cleaning surfaces, it is not necessary to wear personal protective equipment (PPE) or clothing 
over and above what would usually be used eg.  Apron and disposable gloves.

Guidelines for cleaning church buildings:

1. Gather your usual cleaning supplies, plus disinfectant and disposable apron and gloves

For general precautionary cleaning, detergent (a suitable surface cleanser, such as Dettol) and hot 
soppy water are adequate

The rest of your cleaning equipment should include:

 Hand soap
 Bathroom cleaner
 Bin bags
 Duster
 Floor cleaner
 Glass cleaner
 Kitchen cleaner
 Limescale remover
 Microfiber cloths
 Mop and bucket
 Sponges
 Toilet cleaner
 Vacuum bags 
 Vacuum cleaner
 Washing-up liquid
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2. On entering the building sign the register of who has entered the building and the surfaces 
need to be sanitised in line with Public Health England guidelines.  Wash your hands for 20 
seconds using warm water and soap and put on gloves and apron.

3. clean surfaces with hot soapy water, paying attention to ‘high touch’ surfaces, such as:
 Door handles
 Cupboard handles
 Light switches
 Tables 
 Countertops
 Stair rails
 All bathroom surfaces including the toilet

A two-step process is required for these surfaces, consisting of cleaning followed by 
disinfection. Cleaning with soap and water removes germs from the surfaces, while disinfection 
reduces the risk of infection by killing remaining germs. 

To clean hard surfaces, use warm soapy water and a clean microfiber cloth to wipe down the area. 

Be careful when cleaning electrical sockets and light switches. Use as little moisture as possible by 
applying a small quantity of the product to a make a damp cloth and using this to clean these 
surfaces.

Start cleaning the high surfaces, working your way down and out of each room, to avoid 
contaminating areas that you have already cleaned. Leave a bathroom until last, as this is where you 
will clean yourself and your tools at the end of the clean.

4. Once you have cleaned the ‘high-touch’ surfaces, they should be disinfected with a suitable 
disinfectant product. 

Most disinfectants can be sprayed directly on to surfaces and left for a few minutes before wiping 
away with a clean damp cloth and left to dry.

5. Floors

Before cleaning floors, any visible dirt and debris should be either vacuumed or swept up. Mop hard 
floors, using warm water and a regular floor cleaning product.

Mop in a figure of eight motion and work your way out of the room, to avoid contaminating 
previously cleaned areas. Hand rinse your mop under hot water and washing up liquid. Careful 
dispose of the dirty water. Ensure that floors are cleaned right to the edges and into the corners. 
Upholstery and skirting boards should also be vacuumed or swept.

6. Laundry

Items including cloths used for cleaning and any clothes should be washed in accordance with the 
manufacturer’s instructions. There is no additional washing requirement above what would normally 
be carried out.
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7. Toilets

Clean frequently touched surfaces regularly. Ensure suitable hand washing facilities are available 
including running water, liquid soap and paper towels or hand driers. Where cloth towels are used, 
these should be for individual use and laundered in accordance with washing instructions.

8. Waste disposal

Waste does not need to be segregated unless an individual in the setting shows symptoms of or tests 
positive for COVID-19.

Dispose of routine waste as normal, placing any used cloths or wipes in ‘black bag’ waste bins and 
tied when full. You do not need to put them in an extra bag or store them for a time before throwing 
them away.

9. Dispose of gloves and Apron 

Personal protective equipment (PPE) – remove apron and gloves and place with the waste in bin 
bags. Wash immediately your hands with soap and water for 20 seconds after all PPE has been 
removed.

10. Registration of entry/exit - 
The person performing cleaning maintenance needs to sign the register of who has entered the 
building and the surfaces /cleaning carried out in line with Public Health England guidelines. 

11. Fogging Machines
The government has not advised churches or community buildings for the need to use such 
equipment. Fogging presents a particular risk to the respiratory system as it produces smaller 
droplets than spraying. These can remain suspended in air for 45-60 minutes or longer, depending 
upon the droplet size. If appropriate follow the manufacturers guidelines, including recommended 
PPE. A COSHH & HSE Risk Assessment must be in place before use. http://www.coshh-
essentials.org.uk/assets/live/sr03.pdf.

Important points to note when using disinfectants:

Check the labels and use according to instructions, and be aware of the potential hazard of each 
product, follow COSHH rules for storage and use.

Avoid contact with eye and skin when handling cleaning products

Comply with all warnings and precautions for use

Do not mix different cleaning products

Use in a well-ventilated area

For further information:

https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html

https://www.hse.gov.uk/food/disinfectants.htm

http://www.coshh-essentials.org.uk/assets/live/sr03.pdf
http://www.coshh-essentials.org.uk/assets/live/sr03.pdf
https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html
https://www.hse.gov.uk/food/disinfectants.htm
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Cleaning in an area where there is a confirmed or suspected coronavirus outbreak

Public areas where a symptomatic person has passed through and spent minimal time but which are not visibly 
contaminated with body fluids, such as corridors, can be cleaned thoroughly as normal.

All surfaces that the symptomatic person has come into contact with should be cleaned and disinfected, 
including all potentially contaminated and frequently touched areas such as bathrooms, door handles, 
telephones, grab rails in corridors and stairwells

Use disposable cloths or paper roll and disposable mop heads, to clean all hard surfaces, floors, chairs, door 
handles and sanitary fittings – think one site, one wipe, in one direction.

Use one of the options below:

a combined detergent disinfectant solution at a dilution of 1,000 parts per million available chlorine (ppm 
av.cl.)

or
a household detergent followed by disinfection (1000 ppm av.cl.). Follow manufacturer’s instructions for 
dilution, application and contact times for all detergents and disinfectants
or
if an alternative disinfectant is used within the organisation ensure that it is effective against enveloped 
viruses
Avoid mixing cleaning products together as this can create toxic fumes. Avoid creating splashes and spray 
when cleaning.
Any cloths and mop heads used must be disposed of and should be put into waste bags as outlined below.
When items cannot be cleaned using detergents or laundered, for example, upholstered furniture and 
mattresses, steam cleaning should be used.

Laundry

Wash items in accordance with the manufacturer’s instructions. Use the warmest water setting and dry items 
completely. Dirty laundry that has been in contact with an unwell person can be washed with other people’s 
items. To minimise the possibility of dispersing virus through the air, do not shake dirty laundry prior to 
washing.

Clean and disinfect anything used for transporting laundry with your usual products, in line with the cleaning 
guidance above.

Waste

Personal waste from individuals with symptoms of COVID-19 and waste from cleaning of areas where they 
have been (including PPE, disposable cloths and used tissues):

Should be put in a plastic rubbish bag and tied when full. The plastic bag should then be placed in a second bin 
bag and tied

This should be put in a suitable and secure place and marked for storage until the individual’s test results are 
known

This waste should be stored safely and kept away from children. It should not be placed in communal waste 
areas until negative test results are known, or the waste has been stored for at least 72 hours.

If the individual tests negative, this can be put indisposed of immediately with the normal waste.
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If COVID-19 is confirmed this waste should be stored for at least 72 hours before disposal with normal waste.

If during an emergency you need to remove the waste before 72 hours, it must be treated as Category B 
infectious waste. You must:

 keep it separate from your other waste
 arrange for collection by a specialist contractor as hazardous waste
 There will be a charge for this service.

Other household waste can be disposed of as normal.

For disinfection of highly contaminated surfaces or material, avoid the use of spray, and allow appropriate 
contact time needed for disinfection prior to rinsing or removing the product from the treated surface (refer to 
product instruction).

https://housekeep.com/coronavirus-cleaning-guide/Further information:
https://www.gov.uk/government/publications/use-of-church-halls-for-village-hall-and-othercharitable-purposes-
cc18/use-of-church-halls-for-village-hall-and-other-charitable-purposes

https://housekeep.com/coronavirus-cleaning-guide/
https://www.gov.uk/government/publications/use-of-church-halls-for-village-hall-and-othercharitable-purposes-cc18/use-of-church-halls-for-village-hall-and-other-charitable-purposes
https://www.gov.uk/government/publications/use-of-church-halls-for-village-hall-and-othercharitable-purposes-cc18/use-of-church-halls-for-village-hall-and-other-charitable-purposes
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Methodist Church Room Booking Agreements – flow chart*

Please See: https://www.tmcp.org.uk/property/letting-property-and-third-party-use for correct 
room booking hire agreements (one off, regular, other churches etc). Please note that User Group 
Risk Assessments, Safeguarding & Insurance policies must be kept with the hire form.

https://www.tmcp.org.uk/property/letting-property-and-third-party-use
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Methodist Church Test and Trace Record
The Government has said that its “Test and Trace” programme underpins the relaxation of COVID-19 
restrictions in England including the reopening of places of worship. Details of the programme, now 
referred to as “NHS Test and Trace”, are available in the Government’s guidance NHS Test and Trace: 
how it works. It is a requirement that anyone entering our premises provide contact details and wear 
a face-covering, if details are not forthcoming then entry should be refused. (please remember that 
church premises are private building and as such no one has the right of entry)

The following information is provided to help local Managing Trustees and Covid-19 Responsible 
Person for the local church to collect, and use the information supplied in a suitable way  to comply 
with GDPR.

To help you use the template Record, please bear in mind the following tips:

 The information to be completed on the Record is limited as much as possible to try and reduce 
the amount of personal information (personal data) that Managing Trustees are collecting and 
sharing for contact tracking purposes. The only personal information required is the initial and 
surname of the individual completing the Record. Please see “providing contact details” for 
details of how to collect contact details if these are not already held by the Managing Trustees 
or a third party.

Finding your way around the Record

 Column 1 simply allows the entries on the Record to be numbered. Managing Trustees will 
need to complete the numbering from page 3 of the Record onwards.

 Column 2 requires the date of the visit to be inserted – you may prefer to have a separate 
dated record for each date the premises are used and simply state this at the beginning of 
each day’s entries. The information does not need completing by each visitor if it is clear what 
date the entries relate to.

 Column 3 asks for the visitor’s name. Please ask them to insert their initial and surname only 
to reduce the information held on the Record/available to others completing the Record.

Where several people from the same household are visiting the church building, only one 
entry needs to be completed on the Record. Include all members of the household’s initials 
and surname(s) in column headed “Name”.

 Column 4 asks for details of the purpose of the visit and rooms visited to help establish who 
may have come into contact with whom/whose details NHS Test and Trace may require. It 
also helps clarify who would hold the contact details if they are not provided in the secure 
ballot box. See “Providing contact details” below.

 Column 5, “contact details” requires the visitor to tick the appropriate box to indicate that 
their details are either already held by the Managing Trustees/the third party group they are 
attending (such group should be clear from column 4) OR that they have provided their 
details. See “Providing contact details” below.

https://www.gov.uk/guidance/nhs-test-and-trace-how-it-works
https://www.gov.uk/guidance/nhs-test-and-trace-how-it-works
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 Column 6 asks for the “time in”. This has been amended so that a “departure time” can be 
provided if possible. Although the Government has indicated that this is desirable, it will not 
always be possible so please do not worry if you are not able to complete this.

 Where the visitor is at the church building for the purpose of attending a third party group 
(e.g. a group run by a licensee or one-off hirer), and their contact details are already held by 
the third party responsible for that group/event, the visitor should tick the Record to indicate 
that their details are already held. No further action is required.

 If the visitor is not known to the Managing Trustees or the third party responsible for the 
group they are attending, they will need to provide contact details. They should tick the 
Record to indicate this. It has been suggested that Managing Trustees will enable this 
information to be provided securely by positioning a box next to the Record where such a 
visitor can post a slip of paper or business card with their name, contact number, purpose of 
visit, time of arrival and date of attending the premises. Current guidance suggests that a 
mobile telephone number is ideal but a landline number or an email address could be 
provided if this is not available.

 This box has been described by some Managing Trustees as a “ballot box”. The box should be 
designed so as to prevent third parties from being able to access the contact information

 Please ensure all visitors completing the record have sight of the data protection 
information on the attached  poster which must be displayed at all entrances 

Why are we asking you to provide this information and what will we do with it?

The Government has requested that Churches in England assist the NHS Test and Trace service by 
keeping an accurate temporary record of visitors for 21 days. Please assist the Church in fulfilling this 
request by completing the record as indicated.

The Methodist Church cares about your privacy and your trust is important to us. Our Privacy Notice 
explains how Local Churches, Circuits and Districts within the Methodist Church in Great Britain 
collect, use and protect your personal information. It also provides information about your rights 
(paragraph 9 of the Privacy Notice) and who to contact (paragraph 1 of the Privacy Notice) if you 
have any questions about how we use your information. You can find our Privacy Notice online 
(www.tmcp.org.uk/about/data-protection/managing-trustees-privacy-notice) or displayed at the 
Building. Please ask us for a copy of the Privacy Notice if this would be of assistance.

In addition to the information in our Privacy Notice we confirm that the information we are asking for 
on this record is collected for the purpose of assisting the NHS Test and Trace service with contact 
tracing. If the NHS Test and Trace service request details of our visitors for the purpose of contact 
tracing, we will share relevant information from this record with them and contact details e.g. 
telephone number and/or email addresses. These will either be contact details that we already hold 
for you or details that you provide when you complete this record using the ballot box. This record 
will be destroyed after 21 days in accordance with Government guidelines.
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Methodist Church Test and Trace Record
Data protection information

Why are we asking you to provide this information and what will we do with it?
The Government has requested that Churches in England assist the NHS Test and 
Trace service by keeping an accurate temporary record of visitors for 21 days. 
Please assist the Church in fulfilling this request by completing the record as 
indicated.

The Methodist Church cares about your privacy and your trust is important to us. 
Our Privacy Notice explains how Local Churches, Circuits and Districts within the 
Methodist Church in Great Britain collect, use and protect your personal 
information. It also provides information about your rights (paragraph 9 of the 
Privacy Notice) and who to contact (paragraph 1 of the Privacy Notice) if you have 
any questions about how we use your information. You can find our Privacy 
Notice online (www.tmcp.org.uk/about/data-protection/managing-trustees-
privacy-notice) or displayed at the Building. Please ask us for a copy of the Privacy 
Notice if this would be of assistance.
In addition to the information in our Privacy Notice we confirm that the 
information we are asking for on this record is collected for the purpose of 
assisting the NHS Test and Trace service with contact tracing. If the NHS Test and 
Trace service request details of our visitors for the purpose of contact tracing, we 
will share relevant information from this record with them and contact details 
e.g. telephone number and/or email addresses. These will either be contact 
details that we already hold for you or details that you provide when you 
complete this record using the ballot box. This record will be destroyed after 21 
days in accordance with Government guidelines. 

How do I provide additional contact information?

If the Managing Trustees of the building do not already have contact details for 
you please provide these on a separate piece of paper and post it in the sealed 
“ballot box”.

Government guidance suggests that you only need to provide the most 
appropriate details to enable the NHS Test and Trace service to contact you such 
as your mobile number and/or email address.  Put your name, date and time of 
visit on the piece of paper.
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…………………………………..……………………..Methodist Church Test and Trace Record

If you have your own pen, please use it to sign in.  Please clean your hands and wipe the surfaces after use. 

 
Date Name Name of Church

Purpose of visit/Rooms 
visited

Contact Details
Please tick as 
appropriate 

Time In 
/Departure 

Time

Insert your initial 
and surname only

e.g. “worship/chapel” or 
“Parent & Toddler 
Group/school room”

You or 
the group 
I am 
attending 
have my 
details

Contact 
details 
in ballot 
box

e.g. 
10:30am 
/1pm*
*Insert 
departure 
time where 
possible

1.

2.

3.

4.

5.

6.
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Methodist Church Test and Trace Record (Continuation Sheet [ ])

If you have your own pen, please use it to sign in.  Please clean your hands and wipe the surfaces after use. 

No. Date Name Purpose of visit/Rooms visited Contact Details
Please tick as 
appropriate 

Time In 
/Departure 

Time
Insert your 
initial and 
surname only

e.g. “worship/chapel” or 
“Parent & Toddler Group/school 
room”

You 
have my 
details

Contact 
details 
in ballot 
box

e.g. 10:30am 
/1pm*
*Insert 
departure 
time where 
possible

[ ]

[ ]

[ ]

[ ]

[ ]

[ ]

[ ]
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RE-OPENING CHURCH CHECK LIST – For buildings that have been closed

Introduction

Under the updated government guidance, some churches will be required to partially open their building(s) to undertake the activities now 
allowed by this change in government policy.  Please note that churches generally remain closed at this time.

During the previous phase of lockdown, churches were encouraged to carry regular property checks, but we appreciate that this was not 
always possible or practical for some trustees, or certainly not the weekly checks as suggested.  It is therefore crucial that churches adopt a 
formal process when reopening parts of their properties to ensure that they are safe and fit for purpose before allowing them to be used again 
by members of the church or third parties.  The guidelines below are generalised, to try to cover every eventuality, but we appreciate that all 
buildings are different and therefore any specific queries not addressed by this guidance should be directed to the Property Support team in 
writing at property@methodistchurch.org.uk as these will be used as the basis for future FAQ’s to assist everyone in the Connexion.

Please note, this guidance is produced to follow current government guidance.  Please ensure you read this in conjunction with the current 
government guidance, which can be found here.

Organisation of Pre-Visit Process

Where possible, there should be a risk assessment for re-opening a property in association with your church property steward and the 
managing trustees or other church members.  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, please refer to the government guidance around 
vulnerable groups and working within social distancing restrictions, etc.  This risk assessment for opening the building can be a joint visit or 
alternative means of ensuring the safety of the person going through the checklist.

mailto:property@methodistchurch.org.uk
https://www.gov.uk/government/publications/guidance-to-employers-and-businesses-about-covid-19
https://www.gov.uk/government/publications/coronavirus-outbreak-faqs-what-you-can-and-cant-do/coronavirus-outbreak-faqs-what-you-can-and-cant-do
https://www.gov.uk/government/publications/coronavirus-outbreak-faqs-what-you-can-and-cant-do/coronavirus-outbreak-faqs-what-you-can-and-cant-do


B&SG Circuit Covid-19 - September 2020

Name of Church Checklist undertaken by

Address

Postcode

Area of the building accessed

Date of Initial Assessment Review Date (if applicable)

Checks to be Made Completed Any further action? 
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1. 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. 

2. Outside the Building Checks

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. 

Look over the churchyard and check for loose headstones. 

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.
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3. 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 (e.g. bats).  

Make a note of anything that needs to be included during a deep clean.

4. 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.  

5. Heating

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

It is also recommended to gradually increase the temperature as a high spike in 
temperature could affect any delicate fabrics or natural materials in the building.

https://www.hse.gov.uk/pUbns/priced/hsg107.pdf
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6.  Water Systems and Legionella

If the water systems were flushed as recommended in the weekly inspections, 
then another flush of the systems should be sufficient. 

Here is the checklist of what should have been done:     
1. All water systems should be flushed on a weekly basis (ideally twice/week).

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

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

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

5. All toilets should be flushed twice at every flushing.

6. All showers should be run for five minutes each at every flushing (ideally run 
these into a bucket to prevent mist and droplets being breathed in by the 
tester).

7. All hot water boilers should be run and flushed through at every flushing.

8. All dishwashers should be run and flushed through at every flushing.

9. Any other water appliance should be flushed (i.e. washing machines).

10. If a church has air conditioning and condensers then they should take 
separate advice from their maintenance contractor.
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11. All inspections and flushing operations should be recorded on a register.   

Because the buildings have 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).

If the building has been closed during lockdown, then it is recommended to 
arrange a test.  These tests will take up to ten days to be analysed and during this 
time water outlets producing mist should not be used. If the test is positive for 
either bacteria, then a chemical flush can be arranged.  

For more information, please refer to HSE's Guide on Legionella for Duty Holders.

7. Organ Maintenance 

For a church with a larger or mechanically complex organ, prolonged lack of use 
will result in long-term problems with its performance.  If an organist is available 
in the neighbourhood to keep all the action parts moving, it is appropriate for 
them to do so in a manner consistent with Public Health guidance.  

If an organist is not available, then the person performing the weekly inspection 
could carrying out the following steps:

1. Switch the organ on (consult with your regular organist, as every 
instrument is different)

2. Pull out all the stops (or press them down, if the instrument has stop tabs)

https://www.methodist.org.uk/media/17113/legionella-flushing-register.docx
https://www.methodist.org.uk/media/16869/hsa-gudance-legionella.pdf
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3. One at a time, press every key (black and white) on each keyboard of the 
instrument, and all of the pedals. Note that the organ operates differently 
from a piano; keys should be pressed rather than struck.

4. If any faults occur, such as notes not sounding, or continuing to sound 
after the key has been released, make a note and consult with your 
organist or organ tuner.

5. Cancel all stops by pushing them in (or up for stop tabs).

6. Switch off the organ.

The purpose of this is to run through all the stops on all keyboards, and the 
pedalboard to keep leatherwork from sticking and keep electrical contacts clean.  

The person performing maintenance needs to sign the register of who has 
entered the building and the surfaces need to be sanitised in line with Public 
Health England guidelines.

7. Cleaning

The building will need to be cleaned.  Government guidelines on cleaning can be 
found here.  

If the building is listed, please refer to Historic England’s Guide to Cleaning 
Historical Surfaces.  Cleaning of some historic objects, such as stained glass, will 
need extra care.  Please speak with the Conservation Officer for further guidance.

https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
https://historicengland.org.uk/coronavirus/historic-places/cleaning-historic-surfaces/?utm_medium=email&utm_source=newsletter&utm_campaign=brand&utm_content=Cleaning%20Historic&dm_t=0,0,0,0,0
https://historicengland.org.uk/coronavirus/historic-places/cleaning-historic-surfaces/?utm_medium=email&utm_source=newsletter&utm_campaign=brand&utm_content=Cleaning%20Historic&dm_t=0,0,0,0,0
mailto:conservation@methodistchurch.org.uk?subject=Cleaning%20during%20Covid-19


B&SG Circuit Covid-19 - September 2020

8. 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.  Please go through the 
Covid-19 Risk Assessment form to determine what changes need to made.

https://www.methodist.org.uk/media/17334/covid-19-risk-assessment-template.pdf
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COVID- 19 RE-Opening Churches COVID-19 RISK ASSESSMENT TEMPLATE

As a trustee of the building, you have a duty of care to protect people from harm. This includes taking reasonable steps to reduce the risk of 
spreading Covid-19 to those who use the building. This is called a risk assessment and it will help you manage risk.  You need to consider:  

 Identifying what activity or situations might cause transmission of the virus.
 Think about who could be at risk. (age profile etc)
 Decide how likely it is that someone could be exposed.
 Act to remove the activity or situation, or if this is not possible, control the risk.
 A Risk Assessment must be carried out for ALL parts of the building.

This assessment¹ is based on guidance from HSE’s Working Safely during the Covid-19 Outbreak. 

Please send a copy to the Circuit Office after completion.

Name of Church Assessment undertaken by

Name of Covid-19 Responsible Person & Contact details

Address

Postcode

Area of the building assessed

Number of persons allowed

Date of Initial Assessment Assessment Review Date

https://www.hse.gov.uk/news/assets/docs/working-safely-guide.pdf
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Social Distancing

Questions to Consider

1. In our building, where will social distancing be more difficult?  
2. What areas or tasks are more likely to increase the risk?  How can we change work and tasks so people keep 2m apart or are separate?
3. Can we re-organise our building to reduce the likelihood that coronavirus will spread?
4. Do we need to add or change things in our building to reduce the likelihood of spreading coronavirus?
5. If the building is listed, any changes need to be sensitive and reversible.  Please consult the Conservation Officer about these changes.* 

You should think about how you can organise the building so that you can keep both users and visitors 2m apart, where possible:

1. Physically arrange communal areas to keep people 2m apart.   
2. Mark areas using tape or floor paint to help people keep a 2m distance.  
3. Provide signage to remind people to keep a 2m distance.
4. Using screens to create a physical barrier between people.
5. Use more than one exit or entry to reduce numbers of people coming together.
6. Set up a register to track who enters the building.  Provide easily accessible hand sanitiser and ask people to bring their own pen.   
7. Permit only essential trips within the building to maintain social distancing as much as possible.
8. Social distancing also to be adhered to in communal areas.   
9. Leave doors open that can be left open (taking fire safety and security issues into consideration) to reduce the need for people to touch 

door handles.

mailto:conservation@methodistchurch.org.uk?subject=Social%20Distancing%20during%20Covid-19
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Hazards/Risks
Think about the 
areas where 
contact takes 
place

Persons 
Affected
Think of 
anyone who 
might have 
contact

Likelihood Severity Risk 
Rating

Additional  Covid-19 Controls – Reducing Risk 

Think of what changes could be made in each scenario to reduce the 
spread of Covid-19
*If the building is listed, any changes need to be sensitive & 
reversible, please contact the Conservation Officer for further 
guidance.  

What needs to be done 
and by whom? 
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Cleaning

You need to think about how to keep the areas being used in the building clean and prevent transmission by touching contaminated surfaces.  
Government guidance on cleaning can be found in guidance sheet 20.  If the building is listed, you should review Historic England’s How to 
Clean Historic Surfaces and speak to the Conservation Officer before cleaning historic items such as stained glass.  You should consider the 
following:

1. What areas or items of the building are regularly touched and would need cleaning and sanitising?
2. What can we do to reduce the need to clean or to make cleaning easier and more effective?
3. Who will do the cleaning?

What needs cleaning and sanitising?

1. Common areas of the building that are likely to have areas that need cleaning such as door handles, light switches and reception areas.  
2. Identify objects and surfaces that are touched regularly and decide how frequently you clean them.
3. When receiving or handling goods, you will need to decide what cleaning is needed and talk about how to make sure it’s done.

Making cleaning easier and reducing the need to clean

1. Keeping surfaces clear of objects makes it easier to clean and reduces the number of things that can become contaminated.
2. Put in place ‘clean as you use systems’ for areas such as meeting rooms, printers etc., to keep up with cleaning requirements. 
3. If customers or others need to come to your work, put in place measures to clean after the visit.

Who will do the cleaning and when?

1. Decide if the current cleaning arrangements are enough to ensure adequate cleaning.  You may choose different levels of cleaning for 
different areas. Deep cleaning once a day and then supplementary cleaning, e.g. wiping high contact surfaces throughout the day. 

2. Providing information and instruction to those doing the cleaning to ensure they know what to clean and how to make it effective. 
3. ‘Clean and sanitise as you go’ may need to be put in place for areas such as meeting rooms, printers etc. 
4. Signs around the workplace can be a good way of letting people know what they need to do to keep it clean and sanitised.
5. If people cannot clean straight after touching surfaces, then provide hand sanitiser.  
6. For higher-risk cleaning areas (toilets, etc.), you will need to ensure people know what to do to protect themselves. 

https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
https://historicengland.org.uk/coronavirus/historic-places/cleaning-historic-surfaces/?utm_medium=email&utm_source=newsletter&utm_campaign=brand&utm_content=Cleaning%20Historic&dm_t=0,0,0,0,0
https://historicengland.org.uk/coronavirus/historic-places/cleaning-historic-surfaces/?utm_medium=email&utm_source=newsletter&utm_campaign=brand&utm_content=Cleaning%20Historic&dm_t=0,0,0,0,0
mailto:conservation@methodistchurch.org.uk?subject=Cleaning%20during%20Covid-19
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Hazards/Risks
Think about the 
areas where 
contact takes 
place

Persons 
Affected
Think of 
anyone who 
comes in 
contact

Likelihood Severity Risk 
Rating

Additional  Covid-19 Controls – Reducing Risk 

Think of which prevention strategy could be used in each scenario to 
reduce the spread of Covid-19
*If the building is listed, any changes need to be sensitive & 
reversible, please contact the Conservation Officer for further 
guidance.  

What needs to be done 
and by whom? 
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Good Hygiene

You need to think about:

1. Ensuring that you have handwashing facilities that provide running water, soap and paper towels and reminding to wash regularly for 
20 seconds.

2. Replace hand dryers with paper towels and bins that are emptied frequently to safely dispose of waste.
3. Providing handwashing facilities (running water, soap and paper towels) at entry and exit points. People should be able to wash their 

hands when they arrive and leave. If this is not possible, provide hand sanitiser.
4. Providing hand sanitiser in multiple areas in addition to washing facilities.
5. Providing tissues throughout the building. 
6. Using signs and posters to increase awareness of good handwashing technique – reminding those in the building to catch coughs and 

sneezes in tissues and to avoid touching face, eyes, nose or mouth with unclean hands.  Recommendations include:
a. Public England’s Covid-19 Employer’s and Business Guide
b. NHS Hand-Washing Technique
c. Follow Catch it, Bin it, Kill it 

7. Setting clear guidance for the cleaning of toilets, showers and changing facilities to make sure they are kept clean.

Personal Protective Equipment

Face Masks and Gloves

 Face coverings and gloves are not a replacement for social distancing and regular handwashing, which remain the most important 
actions.

 The government requires people to wearing face coverings in enclosed public spaces, which include churches, to help reduce the 
spread. 

 Public urged not to buy medical grade masks so they can be saved for frontline health and care workers, and instead make their own 
face coverings at home.  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/876212/COVID19_Guidance_Employers_and_businesses_.pdf
https://www.berkshirehealthcare.nhs.uk/media/33429304/nhs-hand-wasing-technique.pdf
https://www.england.nhs.uk/south/wp-content/uploads/sites/6/2017/09/catch-bin-kill.pdf
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Hazards/Risks
Think about the 
areas where 
contact takes 
place

Persons 
Affected
Think of 
anyone who 
comes in 
contact

Likelihood Severity Risk 
Rating

Additional  Covid-19 Controls – Reducing Risk 

Think of which prevention strategy could be used in each scenario to 
reduce the spread of Covid-19
*If the building is listed, any changes need to be sensitive & 
reversible, please contact the Conservation Officer for further 
guidance.  

What needs to be done 
and by whom? 
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Information and Guidance for User Groups

Questions to consider:

1. What information do those who use the building need to make sure they understand how to keep safe during the outbreak? 
2. Who else do we need to share information and guidance with and what is the best way to do it? 
3. How will people know when information and guidance is updated? 

Making sure you pass on the correct information and guidance to those using the building is an important part of reducing risk.  

1. Decide what people need to know so they can use the building safely. 
2. Decide the best way to pass on information and guidance to those using the building.
3. People often need to hear messages more than once and in different ways to remember. Think about ways to reinforce the message.
4. Think about how to interact with those who do not regularly use the building such as contractors and delivery drivers.   Plan how to 

share relevant information on how to socially distance, where they wash their hands and the arrangements for using communal areas. 

Updating information and guidance

1. Be prepared by thinking about what measures can be put in place to update people in the event of adapting the current guidance.   
2. Decide if the current ways of sharing information and guidance are enough to update people or if you need to do more. 
3. As information is key to reducing risk, decide how you are going to make sure that everyone who needs the information gets it.

Ensure that all those who use the building know what the Government current guidelines are about self-isolation if they or someone in their 
home has symptoms.  

1. Agree how you will let people who use the building know that you are self-isolating and make sure that you don’t go into the building. 
2. Agree how you will look after someone who falls ill in the building. Do you need to isolate them until they can go home? Where will 

that be? What do you need to do to clean afterwards? 
3. Decide what support and reassurance needs to be in place for the person who is self-isolating and agree what support and reassurance 

will be in place for other people in the building.  

After assessing the risk and making the changes, place the Staying COVID secure sign near entrance doors which states that you had taken 
the necessary precautions.

https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing
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Hazards/Risks
Think about the 
areas where 
contact takes 
place

Persons 
Affected
Think of 
anyone who 
comes in 
contact

Likelihood Severity Risk 
Rating

Additional  Covid-19 Controls – Reducing Risk 

Think of which prevention strategy could be used in each scenario to 
reduce the spread of Covid-19
*If the building is listed, any changes need to be sensitive & 
reversible, please contact the Conservation Officer for further 
guidance.  

What needs to be done 
and by whom? 
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Please ensure that all Risk Assessment are forwarded and signed off by the Circuit Office before reopening your 
buildings, and that the Responsible Person signs off the NHS COVID-19 SECURE POSTER, which should be displaced at all 

entrances and exits.

Further resources:

HSE guidance on consulting and involving your workers www.hse.gov.uk/involvement/

BEIS general government guidance on keeping workplace settings open www.gov.uk/government/publications/guidance-to-employersand-
businesses-about-covid-19/guidance-for-employers-andbusinesses-on-coronavirus-covid-19

Sector-specific government guidance www.gov.uk/guidance/social-distancing-in-the-workplace-duringcoronavirus-covid-19-sector-guidance

Food Standards Scotland guidance for food business operators and their employees www.foodstandards.gov.scot/publications-
andresearch/publications/covid-19-guidance-for-food-business-operatorsand-their-employees

PHE guidance for the public on the health and wellbeing aspects of coronavirus www.gov.uk/government/publications/covid-19-guidancefor-
the-public-on-mental-health-and-wellbeing/guidance-for-the-publicon-the-mental-health-and-wellbeing-aspects-of-coronavirus-covid-19

Guidance for social distancing in educational settings www.gov.uk/government/publications/coronavirus-covid-19implementing-social-
distancing-in-education-and-childcare-settings

Historic England’s Guide to Cleaning Historic Surfaces - https://historicengland.org.uk/coronavirus/historic-places/cleaning-historic-surfaces/

http://www.hse.gov.uk/involvement/
http://www.gov.uk/government/publications/guidance-to-employersand-businesses-about-covid-19/guidance-for-employers-andbusinesses-on-coronavirus-covid-19
http://www.gov.uk/government/publications/guidance-to-employersand-businesses-about-covid-19/guidance-for-employers-andbusinesses-on-coronavirus-covid-19
http://www.gov.uk/guidance/social-distancing-in-the-workplace-duringcoronavirus-covid-19-sector-guidance
http://www.foodstandards.gov.scot/publications-andresearch/publications/covid-19-guidance-for-food-business-operatorsand-their-employees
http://www.foodstandards.gov.scot/publications-andresearch/publications/covid-19-guidance-for-food-business-operatorsand-their-employees
http://www.gov.uk/government/publications/covid-19-guidancefor-the-public-on-mental-health-and-wellbeing/guidance-for-the-publicon-the-mental-health-and-wellbeing-aspects-of-coronavirus-covid-19
http://www.gov.uk/government/publications/covid-19-guidancefor-the-public-on-mental-health-and-wellbeing/guidance-for-the-publicon-the-mental-health-and-wellbeing-aspects-of-coronavirus-covid-19
http://www.gov.uk/government/publications/coronavirus-covid-19implementing-social-distancing-in-education-and-childcare-settings
http://www.gov.uk/government/publications/coronavirus-covid-19implementing-social-distancing-in-education-and-childcare-settings
https://historicengland.org.uk/coronavirus/historic-places/cleaning-historic-surfaces/
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To Download and print a Set of Methodist A4 signage (samples 
above): https://www.methodist.org.uk/about-us/coronavirus/posters-for-

reopening-churches/

https://www.methodist.org.uk/about-us/coronavirus/posters-for-reopening-churches/
https://www.methodist.org.uk/about-us/coronavirus/posters-for-reopening-churches/
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