
 

St Michael at the North Gate Shop COVID-19 Risk 
Assessment 

We are grateful to the City Council for their template risk assessment, which we have adapted for the Shop.  
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First part: 5 key actions 

1. Carry out a COVID-19 risk assessment, in consultation with workers  

“This guidance operates within current health and safety employment and equalities legislation and employers will need to carry out COVID-

19 risk assessments in consultation with their workers or trade unions, to establish what guidelines to put in place. If possible, employers 

should publish the results of their risk assessments on their website and we expect all businesses with over 50 employees to do so”. 

What consultation with workers did you do? 

We have consulted with the whole staff team: all our shop staff, the Caretaker and Church Administrator, as well as the Vicar and Church Wardens have 

been involved in our plans, and helped us consider what measures should be in place to make us COVID-Secure. 

Will you publish the results of your risk assessment on your website? 

Yes  

Business name and address: 

St Michael at the North Gate Church Shop, Cornmarket Street, Oxford, OX1 3EY 

Person carrying out risk assessment: 

Myriam Frenkel (Church Administrator and Shop Manager) 

Signed and dated (when completed): 

 

 

 

 



 

2. Develop cleaning, handwashing and hygiene procedures 

“Workplaces should be cleaned more frequently, paying close attention to high-contact objects like door handles and keyboards. 

Employers should provide handwashing facilities or hand sanitisers at entry and exit points”. 

This business will reinforce cleaning processes by: 

Increasing frequency and rigour of cleaning procedures. We clean frequently touched surfaces at least once a day. Shop staff will be asked to disinfect 

handholds and items of stock that have been handled. Our (staff only) toilet is cleaned at least once a day. 

What arrangements are there for sending people home if an employee or customer is displaying symptoms of COVID-19? 

These are outlined in our staff guide. We would ask them to return home if their symptoms allow them to do so safely and they have safe means of 

transport. If not, we would ask them to call someone from their household who could safely take them home. We would ask them to wait in a well 

ventilated empty room alone, or at a safe distance from other people, or outside, to be collected. We would direct them to the NHS guidance for suspected 

cases of COVID-19. We would inform our SPOC (single point contact) immediately, who would then take appropriate action including contacting Public 

Health teams. 

Any further cleaning or other actions that you would take to if this happens? 

We have separate cleaning guidance to follow in the case of a possible outbreak, which can be found in our Church risk assessment, on our website. 

What will you do if an employee informs you that members of his/her household are displaying symptoms of COVID-19?  

We will ask that member of staff to be tested for COVID-19 or ask the member of their household to be tested, and to self-isolate until the test result. If it is 

a confirmed case of COVID-19 we will ask him/her to follow the NHS guidance, including self-isolating for 14 days. We will take appropriate action if there is 

a risk that other members of staff have been exposed, including asking for further tests and shutting the shop if necessary. 

3. Help people to work from home 

“All reasonable steps should be taken by employers to help people work from home. But for those who cannot work from home and 

whose workplace has not been told to close, our message is clear: you should go to work. Staff should speak to their employer about 

when their workplace will open”. 



 

Which employees can work from home? 

Because we are a shop, our staff cannot work from home. We are reopening in consultation with them, however, and have plans in place to keep 

them as safe as possible. 

If your workplace has not been told to close, when do you plan to open? 

We plan to open in early August. 

How have you communicated with staff about this? 

During lockdown, the Shop Manager contacted shop staff once a month to update them on progress towards reopening. Once the church was allowed to 

open, shop staff were asked if they would be willing to return part-time to help keep the church open. In the run-up to the planned opening in August, shop 

staff have played an integral part in considering risks and appropriate mitigation, and helping prepare the shop for reopening. 

3. Maintain 2 metres social distancing, wherever possible 

“Employers should re-design workspaces to maintain 2 metre distances between people by staggering start times, creating one-way 

walk-throughs, opening more entrances and exits, or changing seating layouts in break rooms” 

This business will maintain 2 metre distances between people by: 

Restricting the number of customers in the shop at any one time to a single person or household/bubble, as there is not space to pass socially distantly 

within the shop. The exit will be into the church, thus avoiding customers passing each other in the courtyard or as they exit the shop. Shop staff will serve 

customers from behind the counter, which will naturally encourage social distancing. We will mark the floor indicating where customers should stand when 

paying for items. 

4. Where people cannot be 2 metres apart, manage transmission risk 

“Employers should look into putting barriers in shared spaces, creating workplace shift patterns or fixed teams minimising the number of 

people in contact with one another, or ensuring colleagues are facing away from each other” 

This business will manage transmission risk where people cannot be 2 metres apart by: 

Issuing shop staff with visors, and supporting them to wear these if they wish. It is unlikely that they or anyone in the shop would be unable to maintain 

social distancing, since we are only allowing one person or household/bubble in the shop at a time. 



 

Second decide which guides are relevant, put the measures you are taking into the table below, 

and implement them 
The relevant workplace guides for this business are: 

Listed in our plan for reopening. Because the Shop is also part of our Church, several guides apply. We have consulted guidance for places of worship, shops 

and branches, heritage locations and the visitor economy. 

The workplace guides have been examined and measures applied in the table below. 

 

Third - work out then take and record the measures which enable you to address the requirements in 

the guidance 
Steps that are needed 
from workplace 
guidance. 

How implemented, any 
consultation? 

Periodic management check (walk-around 
are the measures working, being complied 
with by staff and customers?) 

Further measures following 
management check.  

Paint markers on 
courtyard to encourage 
socially distant queuing 

Discussed between church 
administrator, other users of the 
entrance and caretaker, who put 
painted the markings. 

Staff will check the system works and 
report back to church administrator 

 

Sign in shop entrance to 
indicate only one 
person/household/bubble 
may enter at a time, to 
ensure social distancing 

Plan shared with all members of 
staff involved, sings designed and 
put up by church administrator 

Staff will check the system works and 
report back to church administrator 

 

Signs in shop entrance 
and exit to implement a 
one-way system in and 
out of the shop to 
regulate access to the 

Plan shared with all members of 
staff involved, sings designed and 
put up by church administrator 

Staff will check the system works and 
report back to church administrator 

 



 

shop and maintain social 
distancing 

Both doors into the shop 
– from the courtyard into 
the shop and from the 
shop into the church – 
should be propped open 
and remain open at all 
times to improve 
ventilation and avoid 
multiple people touching 
the doors 

Plan shared with all members of 
staff involved, and staff requested 
to prop open doors and leave them 
open while shop is open. 

Staff will check the system works and 
report back to church administrator 

 

Shop staff to clean 
frequently touched 
surfaces at least once a 
day to minimise risk of 
transmission from 
surfaces 

Plan shared with all members of 
staff involved, and staff requested 
to follow the sanitising guide 
drawn up by the church caretaker 
to sanitise frequently touched 
surfaces daily prior to opening. 
Staff also asked to carry out 
additional cleaning when possible 
and necessary between customers. 

Staff will check the system works and 
report back to church administrator 

 

Shop staff to empty waste 
daily to minimise risk of 
transmission from waste 

Plan shared with all members of 
staff involved, and staff reminded 
to empty waste daily following our 
guidance 

Staff will check the system works and 
report back to church administrator 

 

Staff to remove personal 
belongings from shop and 
not store them in the 
shop to minimise risk of 
transmission between 
members of staff 

Plan shared with all members of 
staff involved, and staff reminded 
not to store belongings in shop and 
to remove any currently there. 

Staff will check the system works and 
report back to church administrator 

 



 

Staff and signs to remind 
customers to sanitise 
hands prior to entry into 
the shop to reduce risk of 
transmission 

Plan shared with all members of 
staff involved, sings designed and 
put up by church administrator, 
and staff requested to remind 
customers to sanitise their hands.  

Staff will check the system works and 
report back to church administrator 

 

Staff to ensure all prices 
and other shop signs are 
clearly visible without 
customers needing to 
handle items, and sign to 
remind customers not to 
handle items if they can 
avoid it, to reduce risk of 
transmission. 

Plan shared with all members of 
staff involved, sing designed and 
put up by church administrator, 
and staff requested to ensure all 
prices and other shop signs are 
clearly visible.  

Staff will check the system works and 
report back to church administrator 

 

Sanitising or quarantining 
of stock items which have 
been handled by 
customers (for 48 hours) 

Shop staff to disinfect stock that 
has been handled by customers, or 
place it in a quarantine cupboard if 
necessary. Plan shared with all 
members of staff involved. 

Staff will check the system works and 
report back to church administrator 

 

Shop staff to avoid hand-
to-hand interactions with 
customers by asking 
customers to place 
merchandise and cash on 
the counter. Staff to do 
likewise. Sign to request 
use of contactless 
payments where possible 
to reduce risk of 
transmission. 

Plan shared with all members of 
staff involved, sing designed and 
put up by church administrator, 
and staff requested to ensure they 
and customers use the counter to 
hand over stock and payment. 

Staff will check the system works and 
report back to church administrator 

 

Shop staff to sanitise Plan shared with all members of Staff will check the system works and  



 

hands after handling cash, 
or wear gloves, and 
likewise disinfect the cash 
draw after handling cash. 

staff involved, and staff requested 
to disinfect the cash draw and 
wear gloves or sanitise hands after 
handling cash.  

report back to church administrator 

Visors to be made 
available for shop staff 
who wish to wear them, 
to reduce their risk of 
infection. 

Staff instructed to let church 
administrator know if they wish to 
use a visor. Staff instructed that 
government guidance is that they 
should consider wearing a face 
covering. Staff asked to follow 
guidance when using a visor if they 
use one. Plan shared with all 
members of staff involved.  

Staff will check the system works and 
report back to church administrator 

 

Visors to be stored in 
individual labelled boxes 
to reduce risk of cross-
contamination. 

Staff asked to keep visors in their 
individual labelled boxes when not 
using them. Boxes cleaned, 
labelled and placed in labelled visor 
cupboard in readiness by 
caretaker. Staff consulted in 
planning the use of visors. 

Staff will check the system works and 
report back to church administrator 

 

Measures put in place for 
staff not wishing to travel 
by public transport.  

A car parking space offered to 
members of staff who drive. Bike 
racks available for those who cycle. 

Staff will check the system works and 
report back to church administrator 

 

Mitigation in place for 
staff use of the toilet. 

Toilet disinfected at least daily. Use 
of the toilet by non-staff users of 
the building discouraged. Toilet is 
not a public toilet. All toilet users 
asked to sanitise their hands 
before and after entering the 
toilet, as well as washing their 
hands after using the toilet. 

Staff will check the system works and 
report back to church administrator 

 



 

Planning in case of an 
outbreak 

Staff instructed as to what to do if 
a symptomatic person enters the 
shop, including who to notify from 
the church staff. 

Staff consulted about the measures in 
place and suggestions considered and 
incorporated into plans. 

 

Staff not to eat or store 
food in the shop 

Staff instructed to store any food 
they need for lunch in sealed 
containers in the fridge, and to eat 
outside or in the Parish Room, 
observing social distancing, and 
following our guidance on cleaning 
and use of the kitchen (which is 
closed except to staff). Staff should 
close the shop while they eat 
lunch, which should not be eaten in 
the shop. 

Staff consulted about the measures in 
place and suggestions considered and 
incorporated into plans. 

 

 

After the risk assessment has been completed, what further regular monitoring will be carried out?  

Shop staff to monitor use of the shop and report to the church administrator as problems occur, daily. If the church administrator is unavailable  then shop 

staff should contact the Caretaker, Vicar or Wardens with any concerns. 

Church administrator to review shop procedures and government guidance regularly, and to update as necessary, but not less frequently than monthly until 

government measures are relaxed further. 

How will any further needed changes be put in place? 

As with existing plans, in collaboration with affected staff, the church administrator will suggest amendments and additions to existing plans, and take 

appropriate action to instruct staff or make changes to the work place or procedures. 

 

 



 

 

 


