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This risk assessment is for all hirers of Earley St. Peter’s Church Hall. 
It is the responsibility of all hirers of the hall, to follow the actions in this risk assessment, to ensure that the hall building, and its users are kept as safe as 
practically possible, during the Covid-19 pandemic 
 

Assessment by Ann Sheen & Judith Bowler 6th July 2020 
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 1. 

 
Hazards 
associated 
with the covid-
19 pandemic 

Potential risks to hall 
users 

Control measures Actions required Specific Tasks to be 
completed 

Who will take 
action? 

Risk of 
infection/ 
transmission 
of virus (from 
anyone who is 
asymptomatic) 

People can catch the 
virus from others who 
are infected in various 
ways: 

• Virus is airborne 
and moves from 
person to person 
in droplets when 
the person coughs 
or projects their 
voice 

• Virus survives on 
surfaces for up to 
72 hours 

• People can pick up 
the virus by 
breathing in the 
droplets or 
touching 
contaminated 
surfaces and then 
touching their face 

 

 

Separate entry and exit into the 
building 

 

 

 

 

 

 

 

Minimise use of the rooms in 
the hall 

 

 

 

 

Follow social distancing 
guidelines to keep 2m apart 

 

The building will be entered through the main 
door. After washing hands (see point below) 
people will enter the main hall through the 
double doors.  Leave the main hall through 
the single door to give a one-way flow of 
people.  Exit the building through the fire 
doors straight ahead to give a one-way 
movement of people. 

 

In general, only the main hall downstairs will 
be used by hirers to minimise the potential 
spread of the virus throughout the building.  
This will also enable the daily sanitisation 
clean of the hall to be managed more easily. 

 

Ask hirers to follow social distancing 
guidelines and keep 2m apart inside the 
building.  For the main hall this limits the 
capacity to 25.  

 

It is the responsibility of the hirer to bring 
hand sanitiser for their group to use.  The 
hirer is also responsible for reminding their 
group to wash their hands on entering the 

Signs to be put up 
clearly labelling 
entry and exit points. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Hall manager will 
complete all tasks. 

 

Hall manager will 
ask all hirers to 
agree to carry out 
all the actions in 
this risk 
assessment, prior 
to their hire of the 
hall.   

 

Terms and 
conditions of hire 
will be updated so 
hirers sign to say 
they will comply 
with this risk 
assessment.  

 

Hall manager will 
meet all hirers on 
arrival to explain 
the new 
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All hall users to wash their 
hands on entering the building 
and use hand sanitiser after 
touching commonly used 
surfaces 

 

 

 

 

Hands to be washed thoroughly 
for 20 seconds using soap and 
hot water 

 

 

All hall users to use a tissue 
when they sneeze, or cover 
their nose and mouth and 
follow the catch it, bin it, kill it 
policy 

 

 

 

building and to regularly apply hand sanitiser/ 
wash hands after touching commonly used 
surfaces.   

 

 

Posters to be displayed showing good hand 
washing technique in the toilets and kitchen. 

 

 

 

Hall hirers to supply a box of tissues for those 
in their group to use.  Display the catch it, bin 
it, kill it posters in the entrance hall and the 
main hall. 

 

 

 

 

 

The hirers will open the windows in the main 
hall during use. 

 

Hirers will keep the double doors and the 
single door into and out of the hall propped 

 

Hall hirer to provide 
hand sanitiser for 
their group.   

 

Hall hirer to 
communicate hand 
washing policy to 
their members 

 

Hand washing 
posters to be put up 
in the toilets and 
kitchen. 

 

Hall hirer to provide 
tissues for their 
group.   

 

Catch it, bin it, kill it 
posters to be put up 
in the foyer and 
main hall. 

 

 

 

procedures stated 
in the risk 
assessment to 
them.  
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Open windows in the hall to 
allow good ventilation 

 

Keep doors into and out of the 
room open to minimise 
touching of commonly used 
areas 

 

Only one person to use the 
toilets at one time 

 

 

 

 

 

 

 

Use of hand dryers or paper 
towels to dry hands 

 

 

Kitchen: ideally only one person 
to use the kitchen at one time, 

open during use. 

 

 

The hirers will inform members in their group 
that only one person is to use the toilets at 
one time, so social distancing can be 
maintained.  Those waiting are to queue in a 
socially distanced manner in the foyer or use 
the disabled toilet if it is free.   

 

Paper towels and a waste bin will be provided 
for drying hands as an alternative to hand 
dryers if people prefer. 

 

The hirers will be asked to ensure that social 
distancing guidelines will be followed whilst 
using the kitchen.  Ideally only one person will 
be in the kitchen at one time, with a maximum 
of 2 following social distancing. 

 

 

 

Hirers will be asked to ensure they follow the 
good hygiene practice displayed in the 
kitchen. 

 

 

 

 

 

 

 

Hall hirer to 
communicate 
guidelines for use of 
toilets to their 
members. 

 

Sign to be put up on 
ladies toilet door. 

 

Provide paper towels 
and waste bins in 
toilets. 
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but a maximum of 2 following 
the social distancing guidelines 
of keeping 2m apart where 
possible.  No children under 18 
are allowed in the kitchen. 

 

Follow good hygiene practice 
guidelines when using the 
kitchen to provide 
refreshments. 

 

Minimise the use of communal 
mugs, plates, cups, cutlery etc 

 

 

 

 

 

 

 

 

 

 

 

 

Use disposable cups when serving 
refreshments to minimise handling of 
communal mugs.  Wherever appropriate the 
hirers will be asked to tell those attending 
their meetings to bring their own snacks, 
water bottles etc to minimise the need to 
serve food/ refreshments, and therefore use 
of the kitchen.  Use disposable plates, cutlery 
where if needed.  

 

 

 

 

 

The hall will be thoroughly cleaned daily 
including a sanitisation clean of regularly 
touched areas, by the hall cleaner.   If multiple 
groups are using the hall in a day, the hirers 
will be asked to clean the regularly touched 
areas (door handles, light switches) after they 
have finished. 

 

 

 

 

 

 

 

 

 

Hall hirer to provide 
disposable cups for 
their group and 
other disposable 
items if necessary. 

 

Hall hirer to 
communicate 
guidance on 
individuals bringing 
their own snacks to 
members/ 
attendees. 

 

Hall manager to 
discuss cleaning 
schedule with the 
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Regular sanitising cleaning 
schedule carried out. 

 

 

 

 

cleaners. 

 

Hall manager to ask 
hirers to carry out 
cleaning if required.   

Someone with 
Covid – 19 
symptoms 
entering the 
building 

High risk of 
transmission of virus 
to hall users 

An information poster 
highlighting the symptoms of 
Covid-19 will be displayed on 
entry to the venue.  
Symptomatic individuals should 
not enter the building. 

 

Anyone who expresses concern 
they may be showing symptoms 
of covid-19 will be asked to 
leave the building immediately 
and advised to ring NHS 111 for 
advice on self-isolation and any 
other action they should take.    

Poster to displayed in the entrance foyer of 
the hall. 

 

 

 

 

 

All hirers of the hall to follow social distancing 
and good hand washing practice to minimise 
the risk of transmission of the virus 

 

It is the responsibility of both the hirer/ group 
leader, and also the individual who feels 
unwell that they leave the building 
immediately.  

Poster to be put up 
in entrance hall 

Hall manager  

Someone 
becomes ill 

Risk the virus has been 
transmitted to other 

The hall hirer will be responsible 
for keeping a list of all 

It is the responsibility of the hirers to inform 
the hall manager if you know of any attendees 

 Hirers to take 
action if necessary 
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with Covid-19 
symptoms 
after using the 
hall, or 
someone who 
develops such 
symptoms 
while they are 
present in the 
church or hall 

people who were 
using the hall at the 
same time 

attendees on their course/ at 
their meeting, to enable the 
track and trace procedure to be 
followed 

 

 

of your group/ course who have symptoms of 
covid-19 or have tested positive to the virus 
after using the hall.  This is so Earley St. Peters 
Church staff can take appropriate action to 
keep themselves safe and follow the correct 
procedures to keep the hall as clean as 
possible.  

 

Carry out a deep sanitising clean of the 
building. 

 

 

 

 

 

 

 

 

Hall manager will 
arrange if 
necessary 

Risk of 
infection/ 
transmission 
of virus (from 
anyone who is 
asymptomatic) 

users of the 
large upstairs 
meeting room 
only 

People can catch the 
virus from others who 
are infected in various 
ways: 

• Virus is airborne 
and moves from 
person to person 
in droplets when 
the person coughs 
or projects their 
voice 

• Virus survives on 
surfaces for up to 
72 hours 

• People can pick up 
the virus by 
breathing in the 

Follow social distancing 
guidelines to keep 2m apart.   

 

 

 

 

 

 

 

 

 

Hirers are asked to follow social distancing 
guidelines of keeping 2m apart inside.  The 
capacity of the large upstairs meeting room is 
limited to 15.   

 

Only one person is allowed on the stairs and 
where possible have a one-way flow of people 
through the building.  Use the main stairs to 
enter the large upstairs meeting room and exit 
using the fire exit stairs.  

 

The hirers will open the windows in the large 
upstairs meeting room during use. 

 

 

 

 

 

 

Signs to be put up at 
the top and bottom 
of the stairs stating 
only one person on 
the stairs at once. 

 

Hall manager will 
complete all tasks. 

 

Hall manager will 
ask all hirers to 
agree to carry out 
all the actions in 
this risk 
assessment, prior 
to their hire of the 
hall.   

 

Terms and 
conditions of hire 
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droplets or 
touching 
contaminated 
surfaces and then 
touching their face 

 

 

Open windows in the hall to 
allow good ventilation 

 

Keep doors open to minimise 
touching of commonly used 
areas 

 

Upstairs kitchenette.  This room 
is too small to follow social 
distancing.  Only one person to 
use the kitchenette. 

 

 

Hirers will keep the doors into the upstairs 
corridor, and the large upstairs meeting room 
propped open during use. 

 

A kettle is to be provided at the back of the 
large upstairs meeting room to make 
refreshments, following the good hygiene 
practices, stated above.   

 

 

 

 

 

 

 

The leader of the 
group will be the 
only person who 
uses the kitchenette 
and they will place 
the refreshment 
making facilities at 
the back of the large 
upstairs meeting 
room for attendees 
to use. 

will be updated so 
hirers sign to say 
they will comply 
with this risk 
assessment.  

 

Hall manager will 
meet all hirers on 
arrival to explain 
the new 
procedures stated 
in the risk 
assessment to 
them.  

 


