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 In an effort to safely reopen our buildings and regather as a community, the Reopening Task 

Force, with the approval of Church Council, provides the following set of guidelines for meetings 
and events on our church campus.  We are following guidance of the Maine Governor and Maine 

CDC. Due to the rapidly changing environment, our protocols are subject to change at any 
time.  Your anticipated compliance is greatly appreciated! 

  

All Meetings/Events:  
 

Event Leadership (Committee Chair, Meeting Leader, Teacher) Responsibilities:  

1. Scheduling: 

A. As soon as possible prior to the event, email the Event Coordinator, Todd Rider at 

office@firstparish.net to book location for date/time & expected number of attendees. The 

Coordinator will approve occupancy per current CDC guidelines and send event leader the 

current protocols.   

B. Inform participants about COVID screening questions and that they will need to provide name 
& contact number upon arrival; that they should use parking lot entrance to Pilgrim House, 
and that only personal water bottles are allowed at this time.  If it is an outdoor event, 
attendees should bring their own chairs. (If attendee is unable to do so, use of PH chairs is 
allowable, but any entrance to the building will require that cleaning protocols be followed). 

C. The Coordinator will inform the Event Leader immediately if there is a change to the COVID 
situation or guidelines that require cancelation of the event or adjustments to our protocols. 
 

2. Day of Meeting-Prior to Meeting:  
 

A. Prior to the participants arrival, retrieve the Event Box* located by the bench in the hallway by 
the new parking lot entrance.  

1. Ensure availability of masks and sanitizers at entrance/exit.   
2. Prepare Event Form for contact tracing (located in the Event Box) 
3. Outdoor events will require a table with the supplies set up. 

 
B. Prep rooms 

1. If using chairs, prep per social distancing rules (6 foot spacing between chairs, etc.)  
2. Follow sanitary/sterilization protocol by wiping down light switches, doorknobs, 

counters, tables, chairs with sanitizing wipes before use. 
3. Also prep restroom by wiping knobs, switches, handles before use. 
4. Cleaning supplies will be provided in the Event Box. 

 
C. If the event is to be held outdoors, the leader is responsible for setting up/organizing the 

outdoor area to ensure social distancing, presuming attendees will bring their own chairs. 
Currently we anticipate that the playground and parking lot will be the only “onsite” outdoor 
meeting space available. If any chairs are used from inside Pilgrim House, the leader is 
responsible for cleaning and sanitizing upon return to Pilgrim House. Any entrance into 
Pilgrim House will require that all requirements of indoor gatherings must be followed. 

 
3. At the Meeting/Event: 

 

https://d.docs.live.net/44915ae491dcc134/FPC/office@firstparish.net


A. Screen attendees with COVID questions. If they have had symptoms, graciously ask them to 
return when they feel better. Those who fail screening must gently have entry declined.  

B. Use Event Form and have attendees provide name and phone number for contact tracing. 
(One person should take names/phones to minimize sharing of pen.) Leader should slip 
completed list under the Office Administrator’s door at close of event.  

C. Ensure attendees follow COVID guidelines regarding mask wearing and social distancing.   
D. Whenever possible, open windows/doors when using Pilgrim House to improve ventilation.  

Fans will be available to use as well.  Ensure fans are positioned so they exhaust the air 
from the building. 

E. If the elevator is needed, the leader should make sure that proper sanitizing happens 
before/after use. (wipes in Event Box.)  

F. Guests should exit via the same door used for entry to minimize touching of surfaces.  
G. No food or drinks may be served at meetings or events at this time.  

H. Following the event, the leader will sanitize surfaces (knobs, handles, surfaces, switches, 
chairs, including restroom, etc.).  Ensure all exterior doors are locked and secured. 

  
Event Attendee Responsibilities:  

 
A. All attendees will be expected to wear masks and maintain social distancing, per current 

CDC guidelines while inside or outside the building. Unfortunately, anyone refusing to wear 
a mask will be asked to leave.   

B. All attendees will be expected to be screened with COVID questions and provide contact 
information (name and phone number) should future contact tracing be necessary.  If 
attendees answer “yes” to any of the COVID questions, they will be asked to leave. 

C. Attendees are encouraged to bring their own chairs for outdoor events. If you are unable, 
please contact your event leader as soon as possible so they can make appropriate 
arrangements. 

D. No food or beverages are to be served at the event and individuals are asked to only bring a 
personal water bottle if needed.  

E. Parents are asked to limit socializing before and after dropping off their children for an event 
and follow current COVID guidelines regarding social distancing.  

F. When the event is over, participants should exit through the same exterior door, as used for 
entry.  

  
 
*The Event Box will be stocked with laminated COVID-19 questions, masks, hand sanitizer, sanitizing wipes, 
disinfectant spray and paper towels, gloves, pens, event forms (day/date/event leader name & 
number/attendee names and numbers). When any supplies are running low, please email Shawn Gerwig at 
Sgerwig@firstparish.net and copy Todd Rider at office@firstparish.net. 
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