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Risk Assessment for Opening Church Buildings for Public worship 
 

This risk assessment follows on from others that refer to opening the church building where information about cleaning.  

The latest is Parish Risk Assessment for The Church of King Charles the Martyr Potters Bar 

Updated 25July2020 
Version 1 8 July 2020 
Version 2 25 July 2020 to include updated advice of Face Coverings in places of worship  
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Risk assessment template 
 

Church: 
King Charles the martyr, 
Potters Bar 
 
 

Assessor’s name: Atalie Gaines 
 
 

Date completed: 
08/07/2020 
Updated : 25/07/2020 
 
 

Review date: 
weekly 
 
 

 

Area of 
Focus  

Controls 
required  

Additional information Action by 
whom? 

Completed 
– date and 
name  

The building 
and grounds 

Gate needs 
to be open 
to the car 
park for 
access 

 Wardens/ 
Steward 

 

Car park has 
been used 
by families 
during the 
lock down 
for cycling  

Notices to let people know that the car park will be in use again and if the gate is open then they will need 
to be aware that there will be cars using it 

Parish 
Administrator 

 

Doors need 
to be open 

North and South porch for entrance and exit. 
Choir vestry door as emergency exit 

Wardens/ 
Stewards/ 
Welcomers 

 

Rows need 
to be 
blocked off 
and extra 
plastic 
seating 
available 

This can be done before hand to ensure that we know where people can sit. 
 
Signs to say that people should sit 3 seats away from the next household. 

Wardens/ 
team 
 
Vicar 
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Area of 
Focus  

Controls 
required  

Additional information Action by 
whom? 

Completed 
– date and 
name  

At the end of 
each act of 
worship   

Chairs at the end of each row need to be put back to block off rows so that they can’t be used in the 
afternoon when the church is open for private prayer and plastic chairs wiped down. 
 
Church of England (CofE) guidance says that 72 hours is enough quarantine time for furniture – these will be 
unused for a week therefore will not need sanitising between use 

Warden/ 
Stewards 

 

Hymn books 
(there will 
be no 
singing) and 
Bibles should 
be removed 
from rows 
that are 
open.  

If they are used they should be quarantined and not used for 72 hours after wards (see above) Warden/ 
Stewards 

 

Giving There will be no offertory collection please make sure that there is a collection plate at the back of church 
on the table by the sound desk (although monetary giving is currently discouraged) and that the card 
machine is out. 
If cash is given this should be tipped into a money bag and put in the safe to be counted next week by a 
person wearing gloves before being passed to the treasurer. 
The cashless machine should be operated by one person, who will put in the amount that people wish to 
give and then allow them to give contactlessly. 

Warden/ 
Stewards 

 

At the end of 
worship 

All plastic chairs and items that may have been touched should be sanitised. 
 
All doors should be locked and handles sanitised where they have been touched 

Wardens/ 
Stewards 

 

The hall 
toilet will be 
available for 
those who 
need it but 

It should be cleaned after each use. 
The Wardens should inform the cleaner who will be doing a weekly clean. 
Sanitiser spray should be used with paper towels that are then discarded in the bin.  
 
Doors through the link and to the toilets should be propped open to reduce people touching them.  

Those who 
use it 
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Area of 
Focus  

Controls 
required  

Additional information Action by 
whom? 

Completed 
– date and 
name  

must be 
sanitised 
after use by 
the person 
using it. 

Wardens/ 
Stewards 

How people 
come and 
go 

People 
should enter 
by the North 
porch social 
distancing 
should be 
kept – this 
may mean 
queuing 

Stewards to ensure that all sanitise their hands on the way in and out. 
 
Stewards will need to encourage people to fill up from the front right of the church whilst maintaining social 
distancing. 

Warden/ 
Stewards 

 

Moving 
through out 
the church 

There will be a one way system in place and people should keep left in any areas where a two way system 
has to work (ie. The Link Corridor as people go to and from the toilet) 

Everyone  

People will 
need to sign 
in to enable 
NHS Test 
and Trace to  
be effective 
if needed 

Pens should be used once and then sanitised before being returned to use. 
 
The list will be kept for 21 days in accordance with the Govt Guidance before being destroyed 

Stewards 
 
Vicar 

 

People 
should sit 
individually 
with 3 seats 
between 

Stewards will need to remind people of this as they come in ensuing that only those who live in the same 
household sit together so that we can maintain social distancing 
 

Stewards  
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Area of 
Focus  

Controls 
required  

Additional information Action by 
whom? 

Completed 
– date and 
name  

each family/ 
household 
group. 

People will also need to stay put – once they are in a seat they shouldn’t move as this invalidates the seat 
and it will need quarantining. Stewards should help people to find a seat that they can stay in for the 
duration of worship. 

Numbers in 
the church 
will be 
limited to 
enable social 
distancing 

Warden and Steward to keep an eye on numbers coming in and if it looks like it turn people away if 
necessary. 
 
It may be that we are able to add additional chairs at the back at short notice – these must be moved by 
those who are going to sit on them. 

Warden/ 
Stewards 

 

At the end of 
the service  

Stewards show people out row by row to the South Porch. 
 
We are responsible for maintaining social distancing within the building and whilst queuing to get in and on 
our grounds. 

Wardens/ 
Steward 

 

Hands 
should be 
sanitised as 
people leave 

Wardens/ Stewards to be aware if the bottles are low and to replace them from the cleaning cupboard in 
the halls 

Warden/ 
Stewards 

 

Face 
Coverings 

Updated advice from the Government and Church of England states that Face Coverings are now a legal 
requirement in indoor enclosed spaces and we as a place of worship “are encouraged to take reasonable 
steps to promote compliance with the law and could refuse entry to anyone who does not have a valid 
exemption.” 
All to be encouraged to wear a Face Covering in church 
 
Bin to be provided for disposable Face Coverings to be placed it at the end of worship 
 
There are exceptions and if you fall into one these categories you are advised by the government to 
download this picture onto your phone or to print it out to show your exception if you are challenged 
https://www.gov.uk/government/publications/face-coverings-when-to-wear-one-and-how-to-make-your-
own 

Warden/ 
Stewards 
 
 
 
 
Warden/ 
Stewards 

 

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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Area of 
Focus  

Controls 
required  

Additional information Action by 
whom? 

Completed 
– date and 
name  

 

Any notice 
sheet, leaflet 
or prayer 
book that 
people have 
touched 
they should 
take with 
them as they 
leave 

All the words for the service will be on the screen. 
 
If there is a need we may print a few copies of the liturgy in future weeks – these will become the property 
of those who they are given to, and will be for their personal use week after week and not returned to the 
stewards. 

Stewards/ 
Wardens 

 

    

People 
participating 
in leading 
Worship 

Readers and 
Intercessors 
microphones 

Nicola to try to set up the MAPPA with the same person reading and intercessing.  
If this is not possible the two people should use different microphones. 
If the Vicar and the Reader are on duty the person doing the readings must use the microphone on the bible 
lectern and the intercessor must use another microphone. 

Nicola 
 
Warden/ AV 
operator 

 

Microphones Leaders of the service (i.e. Priest and Lay Reader) should pick up their own mics from the sound cupboard 
drawer and work with the AV operator to make sure that they are working i.e. Batteries aren’t dead 
The readers and intercessors shouldn’t have to touch any microphones, they should be switched on before 
the service and operated by the AV operator. 

Vicar/ Lay 
Reader 
 
Warden/ AV 
Operator 

 

Readers  The reader each week will need to set up the bible on the bible lectern for themselves OR bring their own 
readings printed out or on tablet. Parish Administrator to let them know. 

Parish 
Administrator 

 

The peace The peace should not be shared with any sort of physical contact other than with those in your own 
household.  

  

 Music We will not have any singing. 
 

Director of 
Music 
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Area of 
Focus  

Controls 
required  

Additional information Action by 
whom? 

Completed 
– date and 
name  

The Director of Music or his deputy will play the organ before and after the service, whilst setting up for 
Eucharist and during distribution. 
He is responsible for keeping the organ clean. 

Setting up 
for worship 

Setting up 
for the 
service inc 
all words 
that the 
leader will 
need 

The lectern should only be moved by the person taking the majority of the service that morning i.e. Vicar, 
Lay Reader or visiting minister 

Vicar/ 
Lay Reader/ 
Visiting 
Minister 

 

Laptop  The laptop should be loaded by Thursday by the person creating the content so that it has 48 hours before 
the operator touches it. The operator may like to wipe it down with sanitiser before they start. 
 
It is the operator’s responsibility to get the laptop from the vestry and set it up.  
(Whilst we are used to being kind and doing this for others, we all need to be aware of our individual roles 
to prevent the spread of infection.) 

Vicar/ Lay 
Reader 
 
 
AV operator 

 

Screen 
lowering  

The AV Operator should lower the screen and be the only person touching the controls of the sound system 
and laptop on any given morning. 

AV operator  

 Recording 
the service 

The service will be streamed and recorded with the vicar’s phone. The vicar will set this up before hand and 
set it recording so that no one else needs to touch it. This will record automatically and will capture the 
whole o f the front of the church without being intrusive to those who are worshiping in person. 
The only other person who may have need to touch this during worship is the warden on duty.  
At the end the vicar will stop it recording. 

Vicar/ 
Warden 

 

The 
Eucharist 

Setting up 
for the 
eucharist 
Setting up 
the altar 

The Vicar or other visiting minister should set up for the eucharist – ensuring that they have all they need for 
the eucharist. 
Sanitising their hands before and after setting up.  
If a visiting priest is presiding, the warden/ person in charge will have to open the vestry and the safe for 
them to gain access to the silver and elements. 
The priest should sanitise their hands before touching any vessels or the elements. 

Vicar 
 
Wardens 
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Area of 
Focus  

Controls 
required  

Additional information Action by 
whom? 

Completed 
– date and 
name  

The priest will need a chalice, pattern, ciborium, Cruets, lavabo jug and bowl, Corporal, purificator, lavabo 
towel, Altar cloth. 
These should only be touched and set up by the priest 
They should then wash these and return them to the safe after the service. 
The used linen should be put aside for washing and not be reused. 

 Church of England Guidelines issued 1st July 2020 
https://www.churchofengland.org/sites/default/files/2020-
07/Coronavirus%20Advice%20on%20the%20Administration%20of%20Holy%20Communion%20v3.0.pdf 

  

Visiting 
priest 

A visiting priest should where possible bring their own vestments and stole – if this is not possible they 
should borrow one from the vestment chest, returning it after use. 

Visiting 
Minister 

 

Offertory 
procession 

There will be no offertory procession at this time, all the elements needed should be set up before the 
service by the presiding priest. 
Giving will be encourage with a retiring collection using the card machine 

Vicar 
 
Vicar/ 
Stewards 

 

Presiding At this time the congregation will only receive in one kind (the bread) according to Church of England 
Guidelines. 
The priest alone will consume the priests host and the wine. The congregation will receive in one kind. The 
Liturgical and Faith and Order Commissions have made clear, this is still ‘complete communion’. 
 
The priest should sanitise their hands before touching any vessels or the elements. 
Individual wafers should be placed in the ciborium once numbers have been counted, and the lid replaced 
during consecration to prevent the priest speaking over them.  

Vicar  

Distribution The congregation will be offered individual wafers, as is our practise here at KCM. 
The vicar will count the number of communicants 
The priest will sanitise their hands before opening the ciborium to distribute to the people 
The people will be asked to come to the front to join a socially distanced queue returning to their seats 
down the side aisles – they will be invited up row by row to minise the number of people moving about at 
anyone time. 

Vicar 
 
Stewards 
 
 
Vicar 

 

https://www.churchofengland.org/sites/default/files/2020-07/Coronavirus%20Advice%20on%20the%20Administration%20of%20Holy%20Communion%20v3.0.pdf
https://www.churchofengland.org/sites/default/files/2020-07/Coronavirus%20Advice%20on%20the%20Administration%20of%20Holy%20Communion%20v3.0.pdf
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Area of 
Focus  

Controls 
required  

Additional information Action by 
whom? 

Completed 
– date and 
name  

The wafer will be placed into their hands, being dropped from a small height to prevent physical contact 
between the priest and the communicant.  
The priest will not say any words out loud at the distribution to prevent aerosol transmission of particles. 
In order to minimise overall risk, intinction (dipping the bread into the wine) should not be 
practised. 

Blessings 
where 
people are 
not receiving 
communion 

Blessings will be done at a distance.  
The priest will not say any words out loud to prevent aerosol transmission of particles but will make the sign 
of the cross. 

  

Cleaning up 
after the 
Eucharist 
and service 

The presiding minister is responsible for cleaning up and putting away all the items used in the Eucharist. 
 
This includes washing the silver and putting it back in the safe 

  

At the end 
of the 
service 

Leaving All areas that have been touched should be sanitised and items that have been touch moved out of reach 
for 72 hours. 
 
The building should be locked and secured 

Wardens/ 
Stewards 

 

 
 
The Government advice on Face Coverings can be accessed here 

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

own 

The Church of England Guidance can be accessed here 

https://www.churchofengland.org/sites/default/files/2020-07///COVID%2019%20advice%20on%20face%20coverings%20v1.0.pdf 

The Government advice on the Administration of Holy Communion 

https://www.gov.uk/government/publications/face-coverings-when-to-wear-one-and-how-to-make-your-own/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/face-coverings-when-to-wear-one-and-how-to-make-your-own
https://www.churchofengland.org/sites/default/files/2020-07/COVID%2019%20advice%20on%20face%20coverings%20v1.0.pdf
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https://www.churchofengland.org/sites/default/files/2020-07/COVID-19%20Advice%20on%20the%20Administration%20of%20Holy%20Communion%20v4.1_0.pdf 

 

https://www.churchofengland.org/sites/default/files/2020-07/COVID-19%20Advice%20on%20the%20Administration%20of%20Holy%20Communion%20v4.1_0.pdf

