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Safe Reopening Guidance for Voluntary and Community 
Organisations in Tower Hamlets 

This guidance is aimed at voluntary and community organisations that are starting to 
re-open following the COVID-19 lockdown. It was prepared by Tower Hamlets 
Council and published on 5th January 2021.   
 
Each updated version of this guidance will indicate the relevant alert status and the 
date it applies from.  Key changes will be highlighted but you are recommended to 
revisit all the links and to revisit your risk assessment and planning/delivery decisions 
regularly.  
 

 
As of 4th January 2021 the national guidance is: 

 

NATIONAL LOCKDOWN: Stay at Home 

 

This means that people must not leave or be outside of their homes except where 
necessary.   

Check the new guidance and restrictions. 

 

Under National Lockdown regulations most non-essential businesses, community 
halls, community centres, leisure facilities and arts and entertainment venues must 
remain closed.  There are some exceptions to this (for example, closed community 
centres can still be used as food bank facilities and can still host support groups) but 
these are very limited.   

The lockdown guidance on closures is likely to be updated throughout January so 
make sure you check it regularly as part of your planning process. 

Managers of community facilities will have discretion over when to open for any 
activity permitted by legislation.  You may decide to remain closed if you are not able 
to safely follow the relevant guidance and make your space COVID secure. 

Many community facilities are also workplaces, so managers should also be aware of 
their responsibilities as employers. The government is clear that no one is obliged to 
work in an unsafe workplace. 

Organisations also have a duty of care to volunteers to ensure and are afforded the 
same level of protection as employees and the self-employed. See government 
information on coronavirus volunteering and how to help safely. 

Whether your organisation manages its own premises or hires out space in a 
community building, the decisions and responsibilities around safe re-opening should 
be taken by your team and board based on your own particular circumstances, 
facilities, concerns and clients. 

https://www.gov.uk/guidance/national-lockdown-stay-at-home#summary-what-you-can-and-cannot-do-during-the-national-lockdown
https://www.gov.uk/government/publications/further-businesses-and-premises-to-close/closing-certain-businesses-and-venues-in-england
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/heritage-locations
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This document should be considered alongside other specific guidance, including: 

• Overarching government guidance for voluntary community and social 
enterprise organisations 

• Government guidance for the safe use of multipurpose community facilities  

• Collated COVID-19 information from Tower Hamlets Council 

• Reopening of Places of Worship from Tower Hamlets Inter Faith Forum 

• Support for Businesses on the Tower Hamlets website 

 

For further support and guidance on anything relating to safe re-opening, please 
contact THCVS at info@thcvs.org.uk and see their COVID-19 resources and support 
pages. 

If you have specific queries about infection control or PPE you can also contact the 
Public Health inbox - PHCov19@towerhamlets.gov.uk.  
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https://www.gov.uk/guidance/covid-19-guidance-for-voluntary-community-and-social-enterprise-organisations
https://www.gov.uk/guidance/covid-19-guidance-for-voluntary-community-and-social-enterprise-organisations
https://www.gov.uk/government/publications/covid-19-guidance-for-the-safe-use-of-multi-purpose-community-facilities/covid-19-guidance-for-the-safe-use-of-multi-purpose-community-facilities
https://www.towerhamlets.gov.uk/lgnl/health__social_care/health_and_medical_advice/Coronavirus/Coronavirus.aspx
https://www.faithintowerhamlets.org/coronovirus/
https://www.towerhamlets.gov.uk/lgnl/business/Coronavirus_business.aspx
mailto:info@thcvs.org.uk
https://thcvs.org.uk/covid19-support-and-resources-your-grouporganisation
https://thcvs.org.uk/covid19-support-and-resources-your-grouporganisation
mailto:PHCov19@towerhamlets.gov.uk
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1. Risk Assessment 

As you consider re-opening or adapting your services, you will need to conduct a risk 
assessment for your work setting (i.e., the place where you base your team and/or 
where you run activities for the public) in line with government guidance. The Health 
and Safety Executive has advice on how to do this including a template risk 
assessment to fill in. 
 

a) Make sure the right people are involved in the risk assessment process, 

e.g. trustees, senior team, staff, volunteers, services and building users. 

b) The risk assessment should help you to compare the risks of staying 

closed vs. opening.  Be aware that 1 in 3 people who have coronavirus 

have no symptoms and will be spreading it without realising it.  If you 

decide to re-open your building and/or start running activities in person 

you should therefore consider which activities are essential and which 

need to stay suspended.  

c) Under Tier 4 level people must no longer meet socially with friends or 

family indoors or outdoors unless they live together or are part of a support 

bubble.  There are some exceptions to this, but you should check the 

restrictions and exceptions carefully and take them into account in your 

risk assessment and decision making. 

d.) Your assessment should consider the risk of people (whether members of 

the public, service users, or members of your team) mixing or being 

unable to maintain social distancing.    

e.) Check if any changes you make will impact on your insurance cover.  You 

may need to contact your insurers to discuss this. 

f.) A fire risk assessment should be undertaken if you decide to operate 

indoors and your building or space is repurposed, for example when there 

is any change in the way you use the space or to exit arrangements. 

g.) Where possible, share your risk assessments with any other tenants in 

your building.  Make sure the risk assessment is communicated to all of 

your own team and to other building users. 

h.) It is important to note that the COVID-19 secure requirements are part of 

UK law, and that fines of up to £10,000 can be issued for repeated 

breaches. 

 
  

https://www.hse.gov.uk/coronavirus/working-safely/risk-assessment.htm
https://www.hse.gov.uk/coronavirus/assets/docs/risk-assessment.pdf
https://www.hse.gov.uk/coronavirus/assets/docs/risk-assessment.pdf
https://www.gov.uk/guidance/making-a-support-bubble-with-another-household
https://www.gov.uk/guidance/making-a-support-bubble-with-another-household
https://www.gov.uk/guidance/tier-4-stay-at-home
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2. Deciding When and How to Reopen 

Your risk assessment will help you to decide whether you are ready to re-open your 
building, how your services might need to change, and what you will need to do in 
order to re-open safely.   

NOTE:  Under National Lockdown guidance most non-essential shops, entertainment 
and leisure venues must close, and the overarching guidance is for everyone to stay 
at home.  Group activities should not take place unless there’s a specific legal 
exemption to the social contact rules e.g. support groups, supervised activities for 
children.  Make sure you are clear on all the rules and exemptions before you plan 
your activities and check back regularly to stay up to date on any changes.  

a.) Where possible, consult with your client group and community to find out 

what people are likely to need from any re-opened services and how 

confident they are about coming back to your building. 
 

a) Community facilities following COVID-19 Secure guidance may be exempt 

from mixing rules if they are hosting people ‘for work, or the provisions of 

voluntary or charitable services’.  We advise organisations to think 

carefully about whether they would designate themselves as a service, 

and wherever possible to follow the above measures to protect the 

population. 

b) Consider how ongoing concern about coronavirus and the restrictions on 

group sizes and mixing might affect the quality of your services. If the 

quality and effectiveness of your activities are likely to be reduced, it might 

be more appropriate to delay reopening and focus on other delivery 

methods. 

c) Consider whether reopening would disadvantage any of the service users 

– for example, where switching a service from online to in person might 

leave out those unable to attend. How can any disadvantages be 

reduced? 

d) Consider any additional costs associated with COVID-19 safety measures.  

How will these costs be covered?   Keep in touch with funders and 

commissioners about how delivery may need to change and whether 

resources can be reprofiled. 

e) Before re-opening, secure and set up the equipment you need to support 

social distancing throughout the building, e.g. screens or dividers to 

reduce contact, signs and stickers.  

f) In planning for re-opening, consider whether you can pool resources with 

other organisations.  Can you offer space to other projects who are 

providing support to the community?  

https://www.gov.uk/guidance/national-lockdown-stay-at-home
https://www.gov.uk/government/publications/covid-19-guidance-for-the-safe-use-of-multi-purpose-community-facilities/covid-19-guidance-for-the-safe-use-of-multi-purpose-community-facilities#permitted-activities-in-multi-use-community-facilities-signposting-to-relevant-guidance


 

5 

 

3. Returning to Work 

One key consideration in reopening will be the safety of your staff and volunteers.   
Your team will need support to help them to feel safe.  Make sure that you are 
consulting with them and involving them in the redesign of your services. 

a) Check the government pages on Working Safely During Coronavirus for 
detailed guidance.  The information is updated regularly so check back if 
there are new announcements, e.g local lockdowns. 

b) Advice under Tier 4 is for everyone to work from home where possible, so 

consider which staff need to come back in and which can work remotely.  

Make sure you communicate with your team and provide opportunities for 

feedback. 

c) Identify and speak to members of your team may be unable to return to 

work due to being classed as clinically extremely vulnerable/clinically 

vulnerable.  What reasonable adjustments can you make to help them 

work safely from home?  Read the HSE guidance on protecting vulnerable 

workers. 

d) Be mindful of staff and volunteers who live with people from vulnerable 

groups, have caring commitments have other concerns and who may be 

anxious about returning to work.  Keep equality and diversity issues in 

mind – what is reasonable for some people might not work for others. 

e) In light of emerging evidence that COVID-19 mortality is disproportionately 

higher in people from Black, Asian and Minority Ethnic (BAME) 

backgrounds, you may decide to complete a risk assessment with BAME 

staff to identify those at higher risk.  Guy's and St Thomas' has published 

some guidance on how to approach this. 

f) Consider adapted working hours to reduce the number of people in the 

building at any one time and partnering for staff so that the same groups 

are consistently working together. 

g) Develop contingency plans to cover staff or reduce/cancel services if team 

members become ill, need to self-isolate, or if further lockdown measures 

are re-introduced  

h) Make sure you support the mental wellbeing of all staff through the 

changes you will need to make.   

i) Consider the role that staff members play in the community in sharing 

messages about Covid-19 and encouraging preventative measures. Will 

they need additional training to support them in this role? 

  

https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19
https://www.hse.gov.uk/coronavirus/working-safely/protect-people.htm
https://www.hse.gov.uk/coronavirus/working-safely/protect-people.htm
https://www.guysandstthomas.nhs.uk/resources/coronavirus/occupational-health/managers-guidance-risk-assessment.pdf
https://www.guysandstthomas.nhs.uk/resources/coronavirus/occupational-health/managers-guidance-risk-assessment.pdf
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4. Cleaning and Hygiene 

The HSE has clear guidance on cleaning and risk reduction; read through it to help 
you plan out what cleaning needs to be done both before you open and you’re your 
services are up and running again. 
 

a) Your building may need to be deep cleaned prior to opening.  Consider 

whether this can be done by staff/volunteers or whether you need to bring 

in professional cleaners. 

b) Encourage all users of your building to follow the guidance on hand 
washing and hygiene by washing their hands frequently and thoroughly.   

c) Where handwashing is not possible, visitors should use alcohol-based 
hand sanitiser (minimum 60% alcohol content). 

d) Provide hand sanitiser around the workplace, particularly at 
entrances/exits. 

e) Enhance cleaning for busy areas, and frequently clean and disinfect 
objects and surfaces that are touched regularly. 

f) Can you ask staff and tenants to help, e.g. cleaning individual work 

stations before and after use, keeping communal areas clean after each 

use? 

g) Consider leaving internal doors (not fire doors) open throughout the 

building to improve ventilation and reduce contact with door handles.  

h) When meeting people you do not live with, it is important to do so outdoors 

where possible, or to make sure that any indoor venue has good 

ventilation (for example by opening windows so that fresh air can enter). 

  

https://www.hse.gov.uk/coronavirus/cleaning/index.htm
https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/
https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/886217/Best_practice_hand_wash.pdf
https://www.hse.gov.uk/coronavirus/hand-sanitiser/choosing-hand-sanitiser-surface-disinfectant.htm
https://www.hse.gov.uk/coronavirus/hand-sanitiser/choosing-hand-sanitiser-surface-disinfectant.htm
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5.   Social Distancing  

A large part of reducing the risk of COVID-19 will be around the behaviour and 
vigilance of your team.  This HSE guidance on ‘Talking with your workers about 
preventing coronavirus’ is a great starting point as you begin to reopen. 

a) Follow and promote the ‘HANDS, FACE, SPACE’ rules: 

• HANDS - Wash your hands regularly and for 20 seconds. 

• FACE - Wear a face covering in indoor settings where social 
distancing may be difficult, and where you will come into contact with 
people you do not normally meet. 

• SPACE - Stay 2 metres apart from people you do not live with where 
possible, or 1 metre with extra precautions in place (such as wearing 
face coverings or increasing ventilation indoors). 

Downloadable posters and social media images from this campaign are 
available from Public Health England.   

b) You should maintain 2m social distancing where possible.  If it is not 
possible for people to be 2m apart, you should do everything practical to 
minimise the transmission risk and length of contact. 

c) Put up signs and issue information to help promote social distancing.  The 
CPNI has a set of downloadable workplace posters and guidance on how 
to use them. 

d) Avoid sharing workstations.  If workstations do need need to be shared 
ensure they are thoroughly cleaned after each use.  

e) Use back-to-back or side-to-side working whenever possible and consider 
using screens or barriers to separate people from each other. 

f) Use floor tape or paint to mark areas to help people keep to a 2m 
distance. 

g) Consider where the high traffic areas in the building are likely to be, and 

whether any areas may need to remain closed.   Can you implement a 

one-way system to reduce contact?  

h) Introduce a bookings system, if appropriate, so waiting times are 
minimised. 

i) Keep activity time as short as possible, with fast transitions into and out of 
activity spaces. 

j) Try to reduce the number of people each person has contact with by 
restructuring your activities and staggering start and finish times.  

https://www.hse.gov.uk/coronavirus/assets/docs/talking-with-your-workers.pdf
https://www.hse.gov.uk/coronavirus/assets/docs/talking-with-your-workers.pdf
https://coronavirusresources.phe.gov.uk/Hands-Face-Space-/resources/
https://www.cpni.gov.uk/security-campaigns/covid-19-workplace-actions-0
https://www.cpni.gov.uk/security-campaigns/covid-19-workplace-actions-0
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k)  Reduce the overall number of people in the building and try to make sure 
the same groups, always 6 people or less, work together consistently as a 
work bubble where possible. 

l) Where practical, meet people outdoors.  This is safer than meeting indoors 
because fresh air provides better ventilation. 

m) All users of your building, staff and volunteers should avoid social 
interaction with anyone outside the group (of up to 6) you are with, even if 
you see other people you know. 

n) See the Government guidance on National Lockdown: Stay at Home for 
more information, including updated guidance following new 
announcements.  

https://www.gov.uk/guidance/national-lockdown-stay-at-home
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6.   Face Coverings 

Face coverings are currently mandatory for visitors to most public buildings, including 
community centres, youth centres, social clubs and entertainment venues.  

a) Some exemptions apply; check the detailed government guidance for 
more information on who should wear face coverings, enforcement, and 
safe usage. 

b) Face coverings are not required by law for employees as employers 
already have a legal obligation to provide a safe working environment.   

c) Employers should assess the use of face coverings on a case by case 
basis depending on your risk assessment of the workplace environment, 
any other appropriate mitigations you have put in place, and whether 
reasonable exemptions apply. For example, there will be times when 
screens or visors are in use, or when a staff member is not in close 
proximity to people they do not normally meet, and so it will not be 
necessary for staff to wear a face covering.  

d) Where you are requiring staff to wear a mask in the workplace, ensure 
staff have received guidance and/or training in how to use this safely and 
effectively. 

e) For recommendations and requirements in specific settings please check 
the Government’s workplace settings guidance. 

f) Amend any online information and update social media to highlight any 

new restrictions to potential visitors and to let people know what to expect 

when they first arrive at your building.  

g) Do you work with any groups who will need additional help and support to 

understand and comply with social distancing? How will you support 

compliance? 

h) What will be your policies and procedures for dealing with anyone who 

refuses to comply with social distancing measures? Discuss and agree 

these in advance of re-opening or running an activity and make sure your 

team know what to do. 

  

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/guidance/working-safely-during-coronavirus-covid-19
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7.  Test and Trace  
 
Guidance on maintaining records of staff, customers and visitors to support NHS 
Test and Trace is available on the government website. 
 

NHS QR Codes and App (new rules from 24th September) 

a.) As of 24th September 2020 all businesses, places of worship and 
community organisations with a physical location that is open to the public 
must register for and display an official NHS Track and Trace QR Code.  
Customised QR codes can be created here. 

b.) Events (even one-off events) which are taking place in a physical location 
must also create and display a QR code.  If you have more than one 
venue, you need to create a separate QR code for each location. 

c.) Your NHS QR code should be displayed clearly at the access points to 
your venue. Visitors can use the NHS Covid-19 app on their smartphones 
to ‘check in’ to your premises (this data stays on their phone and is not 
shared).  

d.) If you are currently using your own QR code to collect contact details you 
must change to the official NHS code.  

e.) Further help on QR codes and posters is available on the NHS website. 

f.) You do not have to ask people who choose to ‘check in’ using the official 
NHS QR code to provide their contact details. If there is an outbreak 
associated with a venue, a message will be sent to the relevant app users 
with the necessary public health advice. 

 
Collecting Information 

g.) If visitors or team members are not using the NHS app to check in to your 
venue or event, you should collect the following information from them: 

 
• the names of staff and volunteers who work at your setting 

• a contact phone number for each member of staff and volunteer 

• the dates and times that people are at work 

• the names of visitors who come into the building. If there is more than 

one person, then you can record the name of the ‘lead member’ of the 

group (of up to 6 people) and the number of people in the group 

• a contact phone number for each visitor, or for the lead member of a 

group of people 

https://www.gov.uk/guidance/maintaining-records-of-staff-customers-and-visitors-to-support-nhs-test-and-trace
https://www.gov.uk/guidance/maintaining-records-of-staff-customers-and-visitors-to-support-nhs-test-and-trace
https://www.gov.uk/create-coronavirus-qr-poster
https://faq.covid19.nhs.uk/category/?id=CAT-01027&parentid=CAT-01025
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• the date of visit, arrival time and, where possible, departure time 

• if a visitor will interact with only one member of staff (e.g. for advice 

appointments) the name of the staff member should be recorded 

alongside the name of the visitor 

h.) No additional data should be collected for Test and Trace 

i.) You should collect the information in a way that is manageable for your 
organisation. If not collected in advance, information should be collected at 
the point that visitors enter the premises or at the point of service. 
 

How records should be maintained 

j.) You should hold records for 21 days. This reflects the incubation period for 
COVID-19, which can be up to 14 day, plus an additional 7 days to allow 
time for testing and tracing.  

k.) After 21 days, visitor information collected for Test and Trace purposes 
should be securely disposed of or deleted. 

l.)  Records which are made and kept for other business purposes do not 
need to be disposed of after 21 days. The requirement to dispose of the 
data relates to a record that is created solely for the purpose of NHS Test 
and Trace. All collected data, however, must comply with the General 
Data Protection Regulations and should not be kept for longer than is 
necessary. 

 

Promoting Test and Trace 

m.) Visitors may have concerns about how their data will be used, so you may 

want to provide online information explaining the key points: 

• Information will be kept for 21 days and will only be used if there are 
confirmed cases of Covid-19 involving people who have visited 

• Where there is a confirmed case of Covid-19, NHS contact tracers 
will contact facilities where visitors have been to provide as much 
information as possible 

n.) Further information about Test and Trace for Tower Hamlets residents is 

available on the council website. 

o.) You can download leaflets and posters on Test and Trace, including some 

in community languages, from the PHE website. 

  

https://www.towerhamlets.gov.uk/lgnl/health__social_care/health_and_medical_advice/Coronavirus/Test_and_Trace/Test_and_Trace.aspx
https://coronavirusresources.phe.gov.uk/Test-and-Trace/resources/
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8.  If Someone Tests Positive for COVID-19 
 

a.) If you are notified that someone has tested positive for Covid-19 who 
visited your setting during the infectious period*, contact the London 
Coronavirus Response Cell (LCRC) if you have not already heard from 
them:  

 
Email:  LCRC@phe.gov.uk or call 0300 303 0450  

 
Please also let Tower Hamlets Council know by emailing: 
PHCov19@towerhamlets.gov.uk. 
 
LCRC will help you to undertake a risk assessment and tell you what to do next. 
 
As a minimum, once a case is reported you should undertake a deep clean. 
 
 
*People are infectious 48 hours before, and 10 days after, the onset of symptoms 
(or the date of their test if they do not have symptoms). 
 

 

 

b.)  Nominate a key member of staff to represent your organisation when 

dealing with a situation or outbreak. They will be the main contact person 

for the LCRC and/or Tower Hamlets Council. 

 

If necessary, an outbreak incident management team may be convened, 

with one of your senior staff invited to attend to help enable joint decision 

making.   

 

 
NOTE: 

A single case at a setting is classified as a situation, which puts LCRC on 
alert for any future cases that might be linked to the same place. 

 
When there are two or more linked cases within a setting, this is classified as 
an outbreak.  
 

If anyone who has been to your workplace reports a positive test, the risk 
assessment that LCRC will undertake will help them identify any potential 
close contacts who have also been there. Close contacts will then be 
contacted to request that they self-isolate and take a test if they develop 
symptoms. If any close contact returns a positive test, this would then be 
classified as an outbreak and trigger additional action. 

mailto:PHCov19@towerhamlets.gov.uk
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c.) Have your visitor log ready: LCRC will want to use it for contact tracing.  

You will need to work with LCRC to identify who has been in close contact 

with the positive case. 

A ‘close contact’ is a person who has been close to someone who 
has tested positive for Covid-19 while they are infectious.  
Close contact includes:  
 
• Household contacts 

• Sexual partners 

• A person who has had face-to-face contact (within one metre), with 
someone who has tested positive for Covid-19, including: being 
coughed on, having a face-to-face conversation within one metre, 
having skin-to-skin physical contact, or contact within one metre for one 
minute or longer without face-to-face contact 

• A person who has been within 2 metres of someone who has tested 
positive for COVID-19 for more than 15 minutes 

• A person who has travelled in a small vehicle with someone who has 

tested positive for COVID-19 or in a large vehicle or plane near 

someone who has tested positive for COVID-19 

 

d.) Think about communication with your employees and the community, as 

advised by LCRC and/or Tower Hamlets Council. 

 

e.) Check that all staff on the premises are symptom-free and have not been 

told by NHS Test and Trace/LCRC to self-isolate.  

 

f.) If anyone in your team does have symptoms, or has been told to self-

isolate, send them home and ask them to follow self-isolation 

advice/guidance for contacts.  Consider what support you can offer them 

to help with self-isolation. 

 

g.) For large outbreaks, LCRC and Tower Hamlets Council may discuss mass 

testing of your employees with you. 

 

 
 

 

 

 

 

 

 

 

Document updated 5th January 2021.  If you have any feedback or suggestions for 
changes please contact Gemma.Cossins@towerhamlets.gov.uk 

https://www.gov.uk/government/publications/guidance-for-contacts-of-people-with-possible-or-confirmed-coronavirus-covid-19-infection-who-do-not-live-with-the-person/guidance-for-contacts-of-people-with-possible-or-confirmed-coronavirus-covid-19-infection-who-do-not-live-with-the-person
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/government/publications/guidance-for-contacts-of-people-with-possible-or-confirmed-coronavirus-covid-19-infection-who-do-not-live-with-the-person/guidance-for-contacts-of-people-with-possible-or-confirmed-coronavirus-covid-19-infection-who-do-not-live-with-the-person
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