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Y/N Out puts Date Closed

Failure to follow guidelines 3 5 15
Task group set up to advise on safe re-opening of 
Community Centre

Group will be tasked with advising PCC on the safe re-opening of 
the community centre. The group will meet frequently and 
regulalry review guidance from HMG and The Church of England. 
The group will be responsible for allocating appropriate ownership 
of activities prior to it concluding it's work. 1 5 5

Church 
Wardens Y Safety Group ongoing

Failure to protect vulnerable 
employees

3 5 15 Employee risk assessments
All line managers to hold verbal risk assessments with their direct 
reports. Confirmation that these have been completed and any 
risks highlighted should be reported to the Safety Group.

Email confirmation from 
Line Managers 1 5 5

Line 
Managers Y 06/10/2020

Ventilation in rooms is 
inadequate for the activity 
because windows don't open

3 5 15
Independent assessment of ventilation to 
confirm recommended room capacity and 
information to Hirers

Building engineers commissioned to assess effectiveness of built in 
extractor fans and ventilation.CIBSE standards for ventilation of 
multi-function rooms means the recommended occupancy for 
rooms 2 & 3 combined is 23 and 27 for room 1.  Report available to 
Hirers and additional conditions updated Building engineers report 1 5 5 PCC Y

Additional 
Conditions for 
Hirers 12/10/2020

Failure to meet HMG 
requirements around NHS 
Test and Trace

3 5 15
Hirers will be required to maintain records of 
group attendees for 21 days Create additional hirer condition to require the keeping of 

attendance records for 21 days. 1 5 5 PCC Y

Additional 
Conditions for 
Hirers 08/09/2020

Engage regular hirers: request information on 
plans for restarting classes/meetings 

Request: 1. date would like to start  2. do they have any concerns 
meeting HMG or any relevant advisory body's guidance  3. do they 
have any new requirements of the building  4.   can they be flexible 
in regards to time slots                                                            

Parish 
Assistant & 
Churchwar
dens Y Email 15/07/2020

Create and agree a Community Centre Reopening 
Policy and Plan

Policy should set out the principles that will govern the safe use of 
the community centre space. It should clearly state where the 
bounderies of responsibility lie and set out any restrictions which 
will remain and which must be considered as part of the Hirers risk 
assessment such as ventilation of rooms 1 and 2/3. PCC Y

Consolidated 
Policies and 
Procedures 
document 08/09/2020

Create addendum to the current Hirer agreement 
to include COVID-19 requirements

Addendum should include requirement to provide risk assessment 
prior to use. Any minimum/absolute expectations should be set 
out ie. Wearing of facemasks, social distancing, communications to 
attendees. Clauses should include agreement to meet the 
minimum/absolute expectations in regards to safety precuations, 
requirement for public liability which covers COVID-19.

PCC Y

Additional 
Conditions for 
Hirers 08/09/2020

Create and share a robust Contingency Plan 

Contingency plan should set out what should happen in the event 
that either someone is taken ill with COVID-19 type symptons 
whilst using the Community Centre and also action to be taken if 
we are notified that a user has been confirmed to have COVID-19 
after attending the Community Centre. 

PCC Y

Section 3.4 
Contingency 
Plan in the 
Consolidated 
Policies and 
Procedures 
document 08/09/2020

Safe working procedures agreed and provided to 
all employees and volunteers

Employees and volunteers should be provided with own copy and 
also a copy should be easily accessible in the building for reference 
if required. 

PCC Y

Section 3.7 St 
John's as a Safe 
Place to Work 
in the 
Consolidated 
Policies and 
Procedures 
document 08/09/2020

Share Safety Policy and Risk Assessment with 
Hirers and request that Risk Assessments are 
completed and submitted to the Safety Group for 
review.

St John's documentation and Risk Assessment should be considered 
the minimum required in order to use the Community Centre. The 
review will check that Hirer risk assessments meet the minimum 
requirements only. PCC Y 08/09/2020

Agree phased approach with hirers
Multi phased opening. First phase should be with small number of 
hirers with low risk activities. Phase 1 learnings should be reviewed 
and incorporated where appropriate into Phase 2 wider opening. 

Safety 
Group / 
Parish 
Assistant Y 08/09/2020

Stagger start times for hirers where needed.

Where hirer start times mean that visitors from multiple classes are 
likely to enter/exit at similar times liaise with hirers to agree slide in 
start / end times to reduce likelihood of members of different 
classess meeting in communal areas. 

Parish 
Assistant Y Hirer schedule Ongoing

Risk if do Risidual risk

53
COVID-19 enters the 
community centre 

environment
1 5 5Before15

An infected person or 
someone who lives with an 
infected person attends a 

class/meeting at the 
community centre



Provide an email template for communicating to 
attendees before hand asking them not to attend 
if they feel ill etc. 

N

Agreed that 
this was 
responsibility 
of the Hirer Ongoing

Provide safety signs and 2 meter markers on entry 
to church and any area where users may queue.

Entry to church, foyer and entry points to Room 1 and Room 2/3. Church 
Wardens Y 08/09/2020

Provide a log book for hirer to sign in and out Church 
Wardens Y 14/09/2020

Self-certification should be displayed that 
community centre is complying with COVID-19 
Secure Guidelines PCC Y

Poster to be 
displayed at 
entrances 14/09/2020

Create a clear set of communications for hirers

Communications should include information for individual regular 
hirers but also one off hirers ie. What is the eraliset we will accept 
bookings for, will bookings have to be individually risk assessed 
before being accepted etc.

Churchwar
dens & 
Safety 
Group[ Y

Emails via 
Churchsuite 
and info on 
website. Ongoing

Flush through the water system, five minutes for 
each tap, to remove any risk of legionella or other 
bacterial build up and ensure U bends are full. 
Keep clear of spray and wipe up afterwards with 
household disinfectant.

HSE recommends taps are flushed through weekly to prevent build 
up of bacteria https://www.hse.gov.uk/

healthservices/legionella
.htm

Church 
Wardens Y

Confirmation 
completed 14/09/2020

Provide hygiene and cleaning products for use by 
hirers.

Provide hand sanitiser to be used on entering and exiting the 
community centre. Provide disinfectant spray/wipes for use in the 
toilets. Mark high contact areas and provide disinfectant spray and 
wipes for Hirers to clean surfaces before/after use.

Church 
Wardens / 
Parish 
Assistant Y

Boxes of 
cleaning 
material in 
place 14/09/2020

All community centre users to wear masks and 
provide own refreshments.

All visitors to the community centre will be asked to wear face 
masks at all times unless they are undertaking exercise or an activity 
and it would negatively impact their ability to do so. The wearings 
of masks will be compulsory in all communal areas unless the 
visitor is exempt. Kitchens will remain closed and visitors ust bring 
their own drinks. PCC Y 08/09/2020

Create cleaning rota
Agree frequency and depth of cleaning and also what cleaning is 
expected to be carried out by hirers. Parish 

Assistant & 
weekly 
meeting Y

Section 3.5 
Cleaning the 
Building in the 
Consolidated 
Policies and 
Procedures 
document ongoing

No use of kitchen facilities
Kitchen facilities will remain closed. This decision will be revisited 
as part of  the review process. PCC Y 08/09/2020

All equipment stored on site to be wiped down 
before storage PCC Y 08/09/2020

Contingency Plan easily accessible for hirers on 
site Hirers advised to end their activity, clear the building taking care of 

poorly person and notify St John's. PCC Y

Consolidated 
Policies and 
Procedures 
document 08/09/2020

Classes / meetings will be arranged such that 
attendees will be side by side and not face to face 
wherever possible. PCC Y

Additional 
Conditions for 
Hirers 08/09/2020

Check list and book to sign by hirer to confirm 
that any agreed cleaning has been completed.

PCC N

The group 
agreed that the 
additional 
hirer 
conditions and 
the logging in 
and out book 
would suffice 08/09/2020

Check list of safety actions to be carried out by 
key holders at point of unlocking and locking.

Check list should include high risk touchpoints for cleaning.

PCC Y

Consolidated 
Policies and 
Procedures 
document 08/09/2020

53
COVID-19 enters the 
community centre 

environment
1 5 5

COVID-19 is 
transmitted in the 

church environment

Before15

An infected person or 
someone who lives with an 
infected person attends a 

class/meeting at the 
community centre

COVID-19 is transmitted 
either via aerolisation from 

an infected person or via the 
physical environment

3 5 15 During


