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Whittlesey Baptist Church Covid Plan 
Version 3 

Document Version History 
Version Number Date Released Changes 

V1 7th July 2020 Initial Document release 
V2 20th July 2020 Added Cleaning Checklist & update to flow diagram 
V3 27th July 2020 Update after agreement of Risk Assessment 

Introduction 

In order to mitigate the risk of spreading Covid within the church building a plan has been drawn up, this will 
be developed over time as more information becomes available, and as the government guidelines change. 

Entry/Exit and flow through buildings 

See floor layout in appendix to see the proposed flow of people through the buildings. 

Chapel Flow 

The entry point for the chapel is through the main front door of the chapel nearest Gracious Street, where 
there will be hand sanitizer and a QR login sheet (see later section) stationed, seating will be filled from front 
to back, with pews not to be used taped off.  Used pews are for household “bubbles” and in order to get a 
capacity of 17 household groups a spacing of 1.2-1.5m is required, since this is less than 2m further mitigation 
is required, part of this mitigation is that people should not be in a position where they are face to face with 
others, this is the reason for the one way flow system.  If the toilet facilities are required during a service the 
one-way system also should be followed, meaning that people will need to walk out past the pulpit.  This is 
understood to be quite different to how we are used to be doing things, but we are in different times.  People 
should also be encouraged to use their facilities at home before coming to a service. 

At the end of a service attendees should be encouraged not to wait around to talk, but should exit, emptying 
the chapel from the front to the back through the pulpit exits and round to the old side exit. 

Hall Flow 

If the Hall is to be used the entry should be through the car park side entrance.  Again, with hand sanitizer and 
a QR code registration sheet stationed, before entering through the rear entrance of the hall.  Seats which are 
spaced in groups spaced 1.5m/2m apart are to be filled from the front to the back.  As in the chapel, the one-
way system should be adhered to for the use of the toilet facilities. 

Face Covering 

Face coverings must be worn when inside the building where more than two people from different households 
are present, under 11 year olds do not need to wear face coverings, however, they may do so if desired. 

QR Code Registration 

To support the government test and trace system, it is required to record details of one person per household 
who attends the church building, this is a requirement to enter the building.  It is proposed that a QR code is 
to be used so that most attendees can submit their details themselves, using “Google forms” linked to a 
Whittlesey Baptist Google account, this is a very straightforward interface, which most people with a smart 
phone should be able to do themselves, this removes the need for manual administration and sharing 
pens/paper.  If someone needs support with this, to either receive instruction or have details taken on their 
behalf an officer or responsible and technically capable person needs to be stationed at the registration point.  
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An example of a QR code registration sheet can be seen in the appendix.  Then this QR registration is used on 
your phone, the form seen in Picture 1 is displayed to be filled in on your phone. 

 

Picture 1 QR Code registration form example 

This information is then used to automatically populate a spreadsheet in the background as below seen below 
in Picture 2. 

 

Picture 2 Registration background information stored 

From a GDPR point of view, this is stored in the WBC Google account which is secure, and the information is 
legally required to be collected to support test and trace.  So, we are permitted to hold it. 
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Seating in the Chapel 

Seating in the chapel has be spaced at 1m+ in line with Government guidelines, a floor plan layout can be seen 
in Picture 3. 

 

Picture 3 Chapel Seating Layout 

Other Mitigation items 

Speaker and Lectern Location 

The lectern should be positioned significantly more than 2m away from the congregation to prevent the 
spread of Covid. 

Pinning Doors open 

The government encourages allowing air to flow through the building while people are attending, this means 
that all doors should be pinned open to allow air to flow throughout the building. 

In addition, pinning doors open will negate the need for people to touch door handles. 

Toilet Facilities 

Entry and exit to the toilets can be seen in the “Whittlesey Baptist Church Covid flow of attendees” sheet 
seen in the appendix. 

Hand dryers should not be used as per guidelines, instead paper towels will be provided. 

Pre-meeting Checklists 

Pre meeting Checklists – Baptist Union have put together some pre meeting checklists to ensure that 
everything is in place for a Covid safe meeting, this needs to be adapted for our needs and needs to align 
with our risk assessment.  This needs to be carried out on an ongoing basis. 
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Cleaning 

Additional steps need to be undertaken in the cleaning of the building, again the Baptist Union have put 
together some helpful information with will be applied to our needs.  A cleaning checklist will be put in place 
as per government guidelines to record that cleaning is taking place. 

Vacant building checks 

Vacant building checks need to be carried out to ensure that the building is ready to be used again, the main 
thing to do is to run the water taps for a long period of time to ensure that the risk of legionnaires disease is 
mitigated, this is being done weekly. 

Out of use facilities 

Facilities which are to be considered out of use at the minute are: 

 Kitchen is out of bounds (No Tea / Coffee to be served) 
 Coat racks 
 Church Bibles & Hymn books are not to be used 
 Initially the Balcony will be out of bounds, but this can be reviewed in time 
 Quiet room at the back of the chapel. 

Sound recording and PA (Sound System) 

The PA system should be suitably loud to prevent the speaker from needing to elevate their voice. 

Welcoming Ushers 

In order to help the flow of people, there should be 2 people stationed at each entry point of the church 
building, one to make sure that Hand Sanitiser is being used and ask the necessary COVID symptoms 
questions, and another to help with filling out the QR registration and direct people to sit in the correct 
place.  To start with these should be church Officers, but this will be changed in time to have responsible 
members assisting also. 

BIOEX Cleaner Spray 

In order to further protect those who are cleaning the building and to allow us to continue to use pew 
cushions, after every service a spray called BIOEX will be used throughout the building which is developed to 
neutralise COVID 19 on surfaces, without damaging them, this is currently being used by government bodies 
in workplaces.  Further details of this product can be provided by Rob Busby if needed. 

Contractors 

To maintain the safety of Contractors and the Users of the building, Contractor guidelines and a checklist 
have been developed.  Generally, this requires the contractor to carry out their own risk assessment for the 
work being carried out to ascertain appropriate Personal Protection Equipment for COVID security, and it 
also defines it the responsibility of the business to hold details of the employees in the building for the 
purposes of test and trace.  They are also expected to at least wear face coverings and wipe down any 
surfaces that they have touched. 
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Communion 

To allow us to take communion in a safe manner, the below steps will be followed: 

 A single person will prepare the elements in a sterile kitchen. 
 Bread will be pre-cut into individual portions and the wine served in individual cups (gloves and face 

mask will be worn in preparation of these). 
 The bread and wine will be covered immediately after preparation and kept so until the moment of 

distribution. They will not be openly spoken over by the person leading communion.  
 One person will be responsible for distributing the bread and wine who will be required to wear a 

face covering and gloves whilst distributing. 
 All participants will hand sanitize prior to taking part (which all should do anyway upon entering the 

building) and in the event accidental contact occurs between the server and participant both will 
cleanse their hands immediately.  

 Tongs will be used by the distributer to place the bread into the hand of recipient.  
 Cups will be served by the distributer directly to those receiving ensuring the receiver has no 

requirement to handle the tray of cups. 
 After the meeting empty cups will be left in situ in seats for the person responsible for washing up to 

collect and wash. 
 Upon completion of any washing up the kitchen area used will be cleaned and sanitized and any tea 

towels used removed immediately for washing. 

 

Church Covid Outbreak Response Plan 

In the event that a person who has been present at a church activity develops symptoms and tests positive 
for Covid 19 the following actions should take place:  

 In consultation with the person affected, the membership/those present at meeting should be 
alerted that someone has tested positive and if agreed by the individual. 

 When contacted by Test and Trace, the person affected will give contact details for the Church 
designated person who will then liaise with Test and Trace. 

 A deep clean of the church building (in particular of any parts the affected party was present in) 
should take place before any further meetings occur.  

 A decision should be taken by the Elders prior to any further meetings taking place as to when it is 
appropriate for the next meeting of the church to take place. 
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Lectern 
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Date of issue 20th July 2020 
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Not in use 
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Men’s 
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Whittlesey Baptist Church COVID 19 Pre-event Checklist 

This checklist is to be used in conjunction with the most up-to-date government guidance during the 
coronavirus (COVID-19) pandemic. It should be completed prior to the event day starting and should 
be fully communicated to all team members. It is the responsibility of the Church Officers to ensure 
that the site is safe to open and that controls are put in place. 

We need to maintain a record that this checklist is being carried out, please use the QR code below 
after going through the checklist to confirm that each of the actions have been completed 

 

Item  Y or N  Comments Reported to 
Has the latest government guidance 
been checked and followed?    
Have any members of team reported 
any symptoms of COVID-19?    
Has the Cleaning Checklist been 
completed and cleaning materials put in 
place?    
Is there adequate hand soap, paper 
towels and running water in place?    
Has hand washing facility or sanitiser 
been provided in all locations needed?    
Are bins available for disposal of any 
rubbish?    

Is the plan for managing traffic flow for 
social distancing in place and floor/wall 
signage in place?    
Are stewards briefed on agreed 
procedures for arrivals, departures and 
emergencies?    
Have chairs/pews been laid out and 
marked in line with social distancing 
requirements?    
Procedures in place to record names 
and contact details of attendees?    
Building ventilation set in line with 
recommendations to maximise air flow?    
Is there any other information to 
consider?    

Example QR only 
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Whittlesey Baptist Church 
Attendance Registration 

To support the Governments Test and Trace system, we are required to record the details of those 
entering the church building.  This is to help keep us all safe. 

Please scan the below QR code on the camera app on your smart phone and follow the instructions 
on the link.  This needs to be done for every meeting that you attend.  Thanks! 

If you need help with your phone or need someone to enter the details on your behalf, please ask 
for help from the person Welcoming at the door. 

 

By filling in this form you are giving WBC permission to pass your details on to Test and Trace. 
 

We will only use this information to contact you in the event that we believe you may have come 
into contact with a suspected case of COVID-19 at Whittlesey Baptist Church and it may be necessary 

to share your details with NHS Test and Trace if they are requested for contact tracing and the 
investigation of local outbreaks. Your name and contact details will be securely stored temporarily. 
They will be retained for a period of 21 days in line with government guidance and then disposed of 

within the following 7 days. 
 

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

 
• A high temperature 
• A new, continuous cough 
• A loss or change to your sense of smell or taste 

 
Data Protection legislation allows us to process this information as we regard it as being in the 

church’s legitimate interest. 
 

If you have any questions, please contact Rob Busby 01733 601808 / 07545700933. 

This is a Demo QR 
Code, you can 

practice with it if 
you want! 
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Whittlesey Baptist Church COVID 19 Cleaning Checklist 
The infection risk from coronavirus (COVID-19) following contamination of the environment 
decreases over time. It is not yet clear at what point there is no risk. However, studies of other 
viruses in the same family suggest that, in most circumstances, the risk is likely to be reduced 
significantly after 72 hours.  We need to maintain a record of the cleaning that is being carried out, 
please use the QR code below after cleaning to confirm that each of the actions have been 
completed 

 

Action Guidance Completed 
Confirm PPE worn before cleaning 
commences 

Where possible, wear disposable or washing up 
gloves and aprons.   

Hard surfaces have been cleaned 
prior to disinfecting 

Clean hard surfaces with warm soapy water using a 
disposable cloth.   

Disinfect all surfaces with usual 
disinfectant 

Pay attention to any frequently touched areas and 
surfaces, e.g. doors, toilets, stair rails and phones.   

Clean any areas of heavy 
contamination 
(bodily fluids) as above using 
additional PPE where possible 

Additional PPE would include protection for the 
eyes, mouth and nose, as well as gloves and apron.   

Any PPE used is disposed of 
Any PPE used is double bagged and to be disposed 
of in the wheelie bin designated for use by the 
church Building, the Manse will use a separate bin 

  

Bins around church emptied 

Waste Removed from bins around the building, 
double bagged and disposed of in the wheelie bin 
designated for use by the church Building, the 
Manse will use a separate bin.  These should be 
open top, or pedal operated bins 

  

Disinfect Mop heads / Cloths that 
are to be reused 

Submerge in at least 50:1 water to bleach solution 
for a minimum of 10 minutes   

Ensure there are disposable 
hand towels and tissues 
available in the Toilets 

The hand dryers will be turned off, so we must make 
sure there are hand towels available   

Hands washed with soap and 
water for 20 seconds, after 
removing PPE 

Hand wash using warm water after cleaning and 
regularly throughout the day.   

 

Example QR only 


