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Be proactive, not reactive.

These non-profit site plan recommendations were created based upon 
the CDC Guidance for Community and Faith Based Organizations, and 
examples set forth in high functioning facilities and workplaces. They 

have been prepared to assist our partners in preparing non-profit 
focused plans to helping prevent COVID-19 site contamination and 

preserve the health and safety of its workers, volunteers and 
congregants.

These recommendations are specifically intended for use by Community Leaders. 

Nothing contained in this or related information should be used as legal, medical and government advice as this tool is provided for general information purposes 
only and is intended to help coordinate plan framing. The user accepts any/all responsibility and will use this information at his/her own risk.

https://www.cdc.gov/coronavirus/2019-ncov/community/faith-based.html


Preparing the 
COVID -19 
Return Plan

1. Follow official guidance. Regional and State 
leaders have issued guidance on “Phased Re-
opening” and any plan should identify the 
authority by which the facility is to open. 

2. Gather input from senior leadership, board 
members, and local government on 
expectations. 

3. Leaders tasked with explaining why the 
location will become operational need to be 
confident their expectations are reflected in 
your site plan.

4. Establish a clear authority chain on 
communication for internal and external 
information channels. A single messaging 
source will prevent confusion for workers, 
volunteers, partners, and authorities.



Preparing the 
COVID -19 
Return Plan

CREATE

• A single plan document that 
can be readily shared with 
leadership and partners. 

INCLUDE

• Key facility and administrative 
team contact information.

POST

• Key information from your plan 
where workers, volunteers and 
congregants can easily access 
it – including maps, egress 
plan, and contacts.



Preparing the 
COVID -19 
Return Plan
Key Elements

1. Facility Preparation

2. Communication Structure and Tools

3. Training Measures –
Supervision/Workers/Volunteers

4. Facility Site-Map

5. Facility Access Controls

6. Protective Facility Measures

7. Location Response Measures

8. Facility Egress/Emergency Response Plan

9. Location Re-Entry

10. Facility Reporting



Preparing the 
facility for use

PLACE Hot-water handwashing stations and hand sanitizer dispensers in 
multiple, convenient locations.

IDENTIFY
All areas that may encourage congregation of people—aka “choke 

points” or “high-risk areas”—and create a plan to control the 
number of people in that space at any given time to promote 

social distancing.

ESTABLISH
A COVID-19 supervisor for each location who will be responsible 

for ensuring compliance to all established guidelines and to 
answer any questions that may arise. 



Establish 
Cleaning 
Protocols

Clearly establish the responsibility chain 
and where information can be found

Include:

• Initial facility cleaning protocols

• Regular facility cleaning protocols

• Utilize recommended CDC Guidance for 
Cleaning and Disinfecting

• Document process for initial facility 
preparation, ongoing cleaning 
maintenance, and emergency cleaning 
protocols.

https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html


Communication 
Structure

Clearly establish the responsibility chain 
and where information can be found

Include:

• Why is the facility protocol changing, and 
why is it important for everyone to engage

• Who do workers, volunteers, visitors, and 
partners contact

• When or at what intervals will information 
be provided

• Where do stakeholders go for questions 
and answers

• What are you changing, doing proactively, 
and eliminating



Training

Train every worker/volunteer on response protocols 
including reporting, self-evaluation, and facility 

egress.

Provide updated worker training on general COVID-19 
resources, proper PPE use, reporting, cleaning, facility 

access, and similar changes to regular operations

Provide team training on COVID-19 Information, site 
cleaning protocols, communication, PPE adjustments, 

and other location impact information.



Facility Site 
Map

PINPOINT
Locations where workers can go and where they 
should deposit materials and equipment if they 

believe they, a co-worker, volunteer, or visitor have 
been exposed 

IDENTIFY
Cleaning supply areas, wash stations, equipment 
cleaning areas, restrooms, and expanded break 

areas

CREATE Seating maps/charts for each room or general 
area, including outdoor spaces

INCLUDE Clearly marked entry and exit points, staggered 
staging areas, and reporting locations.



Communicate 
Clearly

Clearly post hygienic practices that will help prevent the 
spread of COVID-19 including:

• Regularly and frequently washing hands for at 
least 20 seconds using soap and warm water

• Consider creating electronic alerts as reminders to 
workers/volunteers to wash their hands at regular 
intervals.

• Using hand sanitizer often, especially in the 
absence of easy access to a hand washing station

• Using a tissue or the elbow to cover a cough or 
sneeze, properly disposing of the tissue 
immediately, and properly sanitizing hands after 
disposal

• Frequently disinfecting touched objects and 
surfaces (i.e., handrails, shared tools, doorknobs)

• Avoiding touching the face



Take steps to 
minimize 
community 
sharing of 
worship 
materials and 
other items

Consistent with the community’s faith tradition, 
consider temporarily limiting the sharing of 
frequently touched objects, such as worship aids, 
prayer rugs, prayer books, hymnals, religious 
texts, and other bulletins, books, or other items 
passed or shared among congregants. Encourage
congregants to bring their own such items, if 
possible, or photocopying or projecting prayers, 
songs, and texts using electronic means.

Downloaded from: https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/checklist.html



Take steps to 
minimize 
community 
sharing of 
worship 
materials and 
other items

• Modify the methods used to receive financial 
contributions. Consider a stationary collection 
box, the main, or electronic methods of 
collection regular financial contributions 
instead of shared collection trays or baskets.

• Consider whether physical contact (e.g., 
shaking hands, hugging, or kissing) can be 
limited among members of the faith 
community.

• If food is offered at any event, consider pre-
packaged options, and avoid buffet or family-
style meals if possible.



Plan for when 
a staff member 
or congregant 
becomes sick

• Identify an area to separate anyone who 
exhibits symptoms of COVID-19 during hours 
of operation and ensure that children are not 
left without adult supervision.

• Establish procedures for safely transporting 
anyone who becomes sick at the facility to 
their home or a healthcare facility.

• Notify local health officials if a person 
diagnosed with COVID-19 has been in the 
facility and communicate with staff and 
congregants about potential exposure while 
maintaining confidentiality, as required by the 
Americans with Disabilities Act (ADA) or other 
applicable laws and in accordance with 
religious practices.



Plan for when 
a staff member 
or congregant 
becomes sick

• Advise those with exposure to a person 
diagnosed with COVID-19 to stay home and 
self-monitor for symptoms and follow CDC 
guidance if symptoms develop.

• Close off areas used by the sick person and do 
not use the area until after cleaning and 
disinfection. 

• Ensure safe and correct application of 
disinfectants and keep disinfectant products 
away from children.

• Advise staff and congregants with symptoms 
of COVID-19 or who have tested positive for 
COVID-19 not to return to the facility until 
they have met CDC’s criteria to discontinue 
home isolation.



Keep Workers 
Informed

• Where to get public info

• Who to contact for decision making

• Web resources

• Email contacts

• Relevant phone numbers

• Operational Procedures and Response 
Plan

https://8d1a8f86-d984-46d0-ac66-23fd17e1fa22.filesusr.com/ugd/6a51a1_f89a4bdef7114cb084358dfd6ed63fa7.pdf


Reassure Team 
Members 

• Try to help team remain calm

• Demonstrate you own your space and 
have a plan

• Create opportunities to help

• Communicate that your employees and 
partners well-being is paramount

• Keep information up to date



Establish 
Reporting 
Protocols

Maintain Site specific 
reporting protocols

Record any incident as part of your 
safety reporting protocols.

Be prepared to make information 
regarding COVID-19 related 
exposures available to authorities 
and public agencies

Create reporting tools that meet 
HHS HIPPA criteria

Track incidents from the 
beginning to the final action 
taken by the organization.

https://www.hhs.gov/sites/default/files/february-2020-hipaa-and-novel-coronavirus.pdf


Additional COVID-19 Resources

• CDC Website English (link is external) | Spanish (link is external)

• CDC: Interim Guidance for Businesses and Employers (link is external)

• CDC: Print Resources (link is external) (Available in Multiple Languages)

• DOL: COVID-19 Resources (link is external)

• DOL: Guidance for Preparing Workplaces for Coronavirus (link is external)

• DOL: OSHA Resources for Workers and Employers on COVID-19

• WHO: Get Your Workplace Ready for COVID-19 (link is external)

• CISA: Risk Management for COVID-19 (link is external)

• EPA: Disinfectants for Use Against COVID-19 (link is external)

https://www.cdc.gov/coronavirus/2019-ncov/index.html
https://www.cdc.gov/spanish/index.html
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-ncov%2Fspecific-groups%2Fguidance-business-response.html%3FCDC_AA_refVal%3Dhttps%253A%252F%252Fwww.cdc.gov%252Fcoronavirus%252F2019-ncov%252Fguidance-business-response.html&data=02%7C01%7Cnazia.shah%40agc.org%7Cc8b91caa5a1d4b6389ee08d7c9c126d0%7C4602d740c1bb4d33b33a435efb6aa1bd%7C0%7C0%7C637199703727208198&sdata=R5LdQG03372YVENqN17njtJmYYZnu9wTr%2F9sIP29%2BQE%3D&reserved=0
https://www.cdc.gov/coronavirus/2019-ncov/communication/factsheets.html
https://www.dol.gov/coronavirus
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.dol.gov%2Fnewsroom%2Freleases%2Fosha%2Fosha20200309&data=02%7C01%7Cnazia.shah%40agc.org%7Cc8b91caa5a1d4b6389ee08d7c9c126d0%7C4602d740c1bb4d33b33a435efb6aa1bd%7C0%7C0%7C637199703727228187&sdata=dN%2FV1uX2HjGHFbn%2BQJ0LOMmqjEv8pEae%2FZf%2FNeCs2GQ%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.osha.gov%2FSLTC%2Fcovid-19%2F&data=02%7C01%7Cnazia.shah%40agc.org%7Cc8b91caa5a1d4b6389ee08d7c9c126d0%7C4602d740c1bb4d33b33a435efb6aa1bd%7C0%7C0%7C637199703727228187&sdata=GxzZcH2nlu%2BjtPETM%2Btpzgkt5TCU1hUr2Dz6CKVtyhI%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.who.int%2Fdocs%2Fdefault-source%2Fcoronaviruse%2Fgetting-workplace-ready-for-covid-19.pdf&data=02%7C01%7Cnazia.shah%40agc.org%7Cc8b91caa5a1d4b6389ee08d7c9c126d0%7C4602d740c1bb4d33b33a435efb6aa1bd%7C0%7C0%7C637199703727238177&sdata=nR6F6OPKhaOo22ugFNgat7QNIKHrcAGq%2BxXuxnP5Dl0%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.cisa.gov%2Fsites%2Fdefault%2Ffiles%2Fpublications%2F20_0306_cisa_insights_risk_management_for_novel_coronavirus_0.pdf&data=02%7C01%7Cnazia.shah%40agc.org%7Cc8b91caa5a1d4b6389ee08d7c9c126d0%7C4602d740c1bb4d33b33a435efb6aa1bd%7C0%7C0%7C637199703727238177&sdata=JKAVnfdfZvO8sepMVBnCZ36MebcECLIdVeyy8wh2UQs%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.epa.gov%2Fpesticide-registration%2Flist-n-disinfectants-use-against-sars-cov-2&data=02%7C01%7Cnazia.shah%40agc.org%7Cc8b91caa5a1d4b6389ee08d7c9c126d0%7C4602d740c1bb4d33b33a435efb6aa1bd%7C0%7C0%7C637199703727248171&sdata=P12jgj9QFcpajYyg%2FqnwYOan6NiXTSQ58qb%2BbSb3Gw0%3D&reserved=0


We bring decades of experience helping 
clients in diversity management, strategic 
engagement and workforce development.

We encourage our partner organizations to 
prioritize our community’s health and safety 

and remain an available resource.

Should you have any questions or need policy 
design and implementation support, please 

feel free to contact our team at:

(877) 234-9737 or www.iPartnerships.net


