
Guidance for Stewards in St Paul’s Church 1 version 3, 05th August 2020 
 

STEWARD ACTIVITIES GUIDANCE 
 

ST PAUL’S CHURCH, POYNTON 

WORSHIPPING SAFELY 

IN OUR CHURCH 

 

INTRODUCTION 

Our parish are so very grateful that you have come forward to volunteer as a Steward in our church. This 
document has been created to provide guidance to our Stewards in terms of their roles and responsibilities 
when Stewarding our masses. This guidance isn’t exhaustive; however, it has been produced with a 
sequence of activities that the Parish feel would be most effective if followed.  

As with any document created during these challenging times, this is to be viewed as dynamic, with updates 
incorporated once any learning and feedback has been received for future revisions. We would therefore 
welcome your support in helping to refine this document. 

If you have any questions or concerns please don’t hesitate to ask! 

SEQUENCE OF ACTIVITIES 

Opening up 
• Use the combination key-safe which is located next to the Presbytery garage door to obtain the 

church side door, church front door and car park key (this is the rear access door into the garage on 
the side path between the church and the Presbytery). The code is 1289 

• Walk across the road, unlock the car park padlock and open the gates (locking the padlock onto the 
open gate to stop it going missing). 

• Before entering the church side door please ensure you are wearing a face covering. 

• Open the church side door and go into outer sacristy, obtaining the alarm key to disable it. 

• Apply hand sanitizer, sign in the visitor’s record sheet and then wear a face shield. These are located 
on the worktop near to the alarm key-switch. 

• Wedge the outer Sacristy door open to minimise anyone using the door handle. 

• Switch on the church lights. 

• Wedge open the side and front doors for ventilation and to minimise touch points. The front porch 
door key is also on the keys that you obtained from the combination key-safe. 

• Wipe the door handles with antibacterial wipes, particularly external handles and handrail as these 
may have been touched by passers-by, and dispose of them in the outer sacristy bin bag. 

Welcoming the parishioners and visitors 
• Stewards should be positioned at the front porch door welcoming parishioners who have pre-

booked their seat when they arrive. The booking sheet will be left in church for your attention/use. 

• One Steward is to be at the outer porch door checking their name off the booking list. If a wheelchair 
user arrives the Steward at the outer porch door can assist in opening the side gate, providing them 
access to the church side door. 

• If the parishioner isn’t wearing a face covering, they will be asked to wear one as it was a pre-
requisite of their booking. (if they haven’t brought one, a disposable one can be provided for a small 
donation in the offertory basket) 

• Parishioner offerings to the church can be provided into the basket in the porch at this time. 

• The parishioner will be asked to enter the porch and use one of the hand sanitizer dispensers before 

being escorted to their pew by a Steward who is waiting at the inner porch. We appreciate 

parishioners have a preference to where they usually sit, however their cooperation is appreciated 

to ensure social distancing is observed at all times (and not just when they are at their seat) 
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• Please inform the parishioner not to leave their seat (to avoid accidentally spreading COVID-19), or 
to leave their seat at the end of mass until directed by the Steward. 

• Church will be filled from the front to back (and from left to right) to minimise close contact with the 
other parishioners who are already seated. 

• Single parishioners or those who arrive in pairs are to be seated at one end of the pew, maintaining 
a 1m distance between the individual / pair at the other end of the pew. 

• Family groups are to be seated on their own pew. 

• Refer to the seating plan at the end of this guide for further details. 

• If a parishioner arrives who hasn’t booked, or if they arrive with more people that were identified on 

their booking, a Steward needs to check the booking form to see if they can be accommodated. 

Please fill out their additional contact details on the booking form so that we have a record for track 

and trace purposes. It must be stressed to people arriving without a booking or with more than their 

booking numbers that for the consideration of the congregation that future bookings need to be 

accurate and formally made through the parish office telephone booking system. 

• When all the parishioners have arrived and are seated, the pews at the rear of church are identified 
for volunteers (Stewards use). 

End of Mass 
• Near the end of mass, and when communion has been given to the Eucharistic Minister by the 

Priest, Stewards should make their way to the front of church, releasing parishioners in a controlled 
manner, one pew at a time from front to back (and left to right). Please ensure not too many people 
are queuing at the Eucharistic Minister and that social distancing can be adhered to. 

After Mass 
• Once the congregation has left the Stewards are to lock the front doors and close the side doors. 

• Any donations are to be emptied from the baskets into one of the plastic bags provided. This is then 
taken to the Outer Sacristy and left for the Priest to lock away into the safe.  

• You will then wear a disposable apron and gloves and use the anti-bacterial wipes to wipe down 
pews and kneelers where parishioners have sat (using one wipe per pew), also wipe down grab rails 
/ banisters / window-cills / radiators which could have been touched (with a separate wipe).  

• As public mass in St. Paul’s is currently not expected to take place more than once per week, a 
thorough deep clean isn’t required as more than 72 hours will pass between visits. 

• Church lights are to be switched off. 

• Your disposable PPE and antibacterial wipes are to be placed in the bin bag located in the outer 

sacristy (except the face shield which is returned onto the worktop behind the outer sacristy door). 

Please seal and dispose of the waste into the outside bin. 

• Lock the front porch door and reset the alarm, returning the alarm key to its location. 

• Exit the church after applying hand sanitizer, locking the side door. 

• Lock the car park gates, and return the keys to the combination key-safe. 

INFORMATION TO NOTE 

• Parishioners and volunteers should not leave their seat once they have been directed to it, and 
should only leave their seat when they have been directed to by the Steward 

• The only people allowed to use the toilet are the Priest and the Volunteers. 

• We acknowledge that we have parishioners who have been volunteers in some capacity pre-
lockdown and they might be used to walking freely throughout church. These parishioners are to be 
reminded that any access in/around church is limited to the duty volunteers. 

• No other parts of the church will be open or accessible to the congregation at this time, including the 

piety stall, Upper Room etc.  

• No candles are to be lit except for the altar candles by the Priest 

• Missals, newspapers and paper versions of the newsletter will not be available.  

Many thanks again for your support to our parish during this time. It is greatly appreciated. 
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CHURCH SEATING PLAN 
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POSSIBLE SEATING ARRANGEMENT 

 
 


