
 

COVID-19 Preparedness Plan for Living Hope 

Living Hope is committed to providing a safe and healthy workplace for all our staff, congregation and 

visitors. To ensure we have a safe and healthy workplace, Living Hope has developed the following 

COVID-19 Preparedness Plan in response to the COVID-19 pandemic. Staff, volunteers, and elders are all 

responsible for implementing this plan. Our goal is to mitigate the potential for transmission of COVID-

19 in our church and community, and that requires full cooperation of our congregation, staff and 

visitors. Only through this cooperative effort can we establish and maintain the safety and health of all 

persons. 

The COVID-19 Preparedness Plan is administered by Living Hope Covid-19 Management Team, who 

maintains the overall authority and responsibility for the plan. However, staff and elders are equally 

responsible for supporting, implementing, complying with and providing recommendations to further 

improve all aspects of this COVID-19 Preparedness Plan. Living Hope’s staff, elders and volunteers have 

our full support in enforcing the provisions of this plan. 

Living Hope is serious about safety and health and protecting our church and staff. Everyone’s 

involvement is essential in developing and implementing a successful COVID-19 Preparedness Plan.  

Living Hope’s COVID-19 Preparedness Plan follows the industry guidance developed by the state of 

Minnesota, available at the Stay Safe Minnesota website (https://staysafe.mn.gov), which is based upon 

Centers for Disease Control and Prevention (CDC) and Minnesota Department of Health (MDH) 

guidelines for COVID-19, Minnesota Occupational Safety and Health Administration (MNOSHA) statutes, 

rules and standards, and Minnesota’s relevant and current executive orders. It addresses: 

• ensuring sick staff stay home and prompt identification and isolation of sick persons; 

• social distancing – staff, congregants and visitors must be at least six-feet apart; 

• staff hygiene and source controls, including face coverings; 

• workplace building and ventilation protocol; 

• workplace cleaning and disinfection protocol; 

• drop-off, pick-up and delivery practices and protocol; and 

• communications and training practices and protocol. 

Living Hope has reviewed and incorporated the industry guidance applicable to our business provided by 

the state of Minnesota for the development of this plan, including the following industry guidance for 

Faith Based Communities, Places of Worship, Weddings and Funerals. Other conditions and 

circumstances included in the industry guidance and addressed in the plan that are specific to our 

organization include: 

• Worship Gathering Guidelines Appendix #1 

• Facility use Policy Appendix #2 

• Workplace guidelines Appendix #3 

• Children’s ministry Preparedness Plan Appendix #4 

https://staysafe.mn.gov/


• Women’s Bible Study Preparedness Plan Appendix #5 

Ensure sick staff and volunteers stay home and prompt identification 

and isolation of sick persons  

Staff and volunteers have been informed of and encouraged to self-monitor for signs and symptoms of 

COVID-19. The following policies and procedures are being implemented to assess one’s health status 

prior to interactions with others and to report when they are sick or experiencing symptoms. See Living 

Hope Workplace Guidelines [Appendix #3] also posted in the office by Employment Labor Law poster.   

Living Hope has implemented leave policies that promote staff staying at home when they are sick, 

when household members are sick, or when required by a health care provider to isolate or quarantine 

themselves or a member of their household. Accommodations for staff with underlying medical 

conditions or who have household members with underlying health conditions have been implemented.  

Living Hope has also implemented a policy for informing staff if they have been exposed to a person 

with COVID-19 at their workplace and requiring them to quarantine for the required amount of time. 

See Living Hope Workplace Guidelines [Appendix #3] also posted in the office by Employment Labor Law 

poster.   

In addition, a policy has been implemented to protect the privacy of staff’s health status and health 

information. The office manager and their direct supervisor will be informed and keep their information 

private.  

Social distancing – Persons must be at least six-feet apart 

Social distancing of at least six feet will be implemented and maintained between staff, congregation 

and visitors. See COVID-19 Facility Plan [Appendix #2] or find it posted by office on bulletin board. 

Hygiene and source controls 

Basic infection prevention measures are being implemented at our workplaces at all times. Staff are 

instructed to wash their hands for at least 20 seconds with soap and water frequently throughout the 

day. All guests and visitors to our facility or events are required to wash or sanitize their hands prior to 

or immediately upon arrival. Hand-sanitizer dispensers (that use sanitizers of greater than 60% alcohol) 

are at entrances and locations in the facility and events so they can be used for hand hygiene in place of 

soap and water, as long as hands are not visibly soiled. Face coverings are provided at all entrances and 

signage to encourage those without a face covering to please take one. Signage to inform all who enter 

that face coverings are required indoors.  

Staff, congregation and visitors are being instructed to cover their mouth and nose with their sleeve or a 

tissue when coughing or sneezing, and to avoid touching their face, particularly their mouth, nose and 

eyes, with their hands. Staff, congregation and visitors are expected to dispose of tissues in provided 

trash receptacles and wash or sanitize their hands immediately afterward. Respiratory etiquette will be 

demonstrated on posters and supported by making tissues and trash receptacles available to all staff 

and other persons entering the workplace. 



Workplace building and ventilation protocol 

Operation of the building in which the workplace is located, includes necessary sanitation, assessment 

and maintenance of building systems, including water, plumbing, electrical, and heating, ventilation and 

air conditioning (HVAC) systems. The maximum amount of fresh air is being brought into the workplace, 

air recirculation is being limited, and ventilation systems are being properly used and maintained. Steps 

are also being taken to minimize air flow blowing across people.  

Workplace cleaning and disinfection protocol 

Regular practices of cleaning and disinfecting have been implemented, including a schedule for routine 

cleaning and disinfecting of work surfaces, and areas in the work environment, including restrooms, 

meeting rooms, and drop-off and pick-up locations. Frequent cleaning and disinfecting is being 

conducted of high-touch areas, including phones, keyboards, touch screens, door handles, elevator 

panels, railings, copy machines, etc. Totes in each meeting room and class rooms are provided with 

disinfecting spray, cleaning cloths, gloves, disinfecting wipes and extra masks.  

Appropriate and effective cleaning and disinfecting supplies have been purchased and are available for 

use in accordance with product labels, safety data sheets and manufacturer specifications, and are being 

used with required personal protective equipment for the product.  

Drop-off, pick-up and delivery practices and protocol 

Any delivery people bringing ordered supplies into the building are required to wear face coverings and 

drop off their items in the hall by the coat rack near the office. No signatures are required at this time.  

See Living Hope’s Children’s Preparedness Plan for drop-off and pick up for children’s ministries.  

Communications and training practices and protocol 

This COVID-19 Preparedness Plan was communicated to all staff on at different stages through 2020 this 

master preparedness plan was communicated on October 7th, 2020. Additional communication and 

training will be given as instructions change. 

Instructions will be communicated to all staff, including employees, outside volunteers, vendors 

technicians, congregation and visitors about protections and protocols, including:  1) social distancing 

protocols and practices; 2) drop-off, pick-up; 3) practices for hygiene and respiratory etiquette; 4) 

requirements regarding the use of face-coverings and/or face-shields by staff, congregation and visitors. 

All staff, congregation and visitors will also be advised not to come to work or attend an event if they are 

experiencing symptoms or have contracted COVID-19.  

Response to levels of identified community transmission 

In the event of community transmission, the Living Hope Covid-19 Management Team is prepared with 

communication to staff and congregation according to recommended protocols of the MDH and CDC. In 

the event of larger exposure and significant identified communication the Living Hope Covid-19 

Management Team will advise the elder board in recommendation of cancelations and postponements 



of major programing as a church organization both workplace and events of our church. These will be 

communicated promptly to all staff, volunteers, and congregation in a timely manner.  

Managers and supervisors are expected to monitor how effective the program has been implemented. 

All management and staff are to take an active role and collaborate in carrying out the various aspects 

of this plan, and update the protections, protocols, work-practices and training as necessary. This 

COVID-19 Preparedness Plan has been certified by Living Hope Covid-19 Management Team and the 

plan was posted throughout the workplace and made readily available to staff and congregation 

October 22nd, 2020 It will be updated as necessary by the Living Hope Covid-19 Management Team. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Certified by: 
Living Hope Covid-19 Management Team 

October 22nd, 2020 
  



Appendix #1 – Worship Gathering guidelines 

KEEPING OUR CHURCH SAFE AND MINIMIZING POSSIBLE TRANSMISSION 

1. Participants should conduct a self-check and stay home if they have symptoms of COVID-19.  

Symptoms can include fever, cough, shortness of breath, chills, headache, muscle pain, sore 

throat, or loss of taste or smell. Other less common symptoms include gastrointestinal 

symptoms like nausea, vomiting, or diarrhea. 

2. Persons who may be at higher risk for severe illness are strongly encouraged to stay home (See 
https://www.cdc.gov/coronavirus/2019-ncov/need-extra-precautions/people-at-higher-
risk.html).  

3. People should stay home if a household member is experiencing symptoms compatible with 
COVID-19.  

4. If a participant begins to feel unwell while in the facility, they should leave immediately and 
isolate themselves at home. A room will be designated for you if you cannot leave immediately. 

5. You are strongly encouraged to regularly wash and sanitize your hands.  
6. Maintain a distance of at least 6 feet (2 meters) from people not in the same household at all 

times.  
7. We are asking all worshipers to wear a face covering or mask when they are able to be in 

compliance with the Minnesota Emergency Executive Order 20-81. We will have extra masks 
available for people who do not arrive with one.  

8. Singing is a higher-risk activity thus we plan on asking for people to wear masks or refrain and 
worship silently in their hearts.  

9. Communion Elements are in a sealed packet. At this time they will be on tables near the back of 
the Worship Center for individuals to pick up. We will give instructions on taking communion 
during the service. Gluten free options will be available  

10. Entrance to the Worship Center will be through the North door (near the Main entrance to the 
building) and Center doors. All the doors of the Worship Center will be used for exiting.  

11. Sanitizer and masks will be available as you enter the building.  
12. Thermometers are available if it is necessary to check temperatures. 
13. Bulletins will be available on tables for individual to pick up as you enter the Worship Center. 
14. Each person will be counted as they enter the Worship Center to comply with the present 250 

person maximum occupancy limit.  
15. To comply with social distancing guidelines and 50% maximum occupancy requirements every 

other row of seats will be available and four seats should be left unused between households. 
16. Offering boxes will be available on wall shelves near the back of the Worship Center doors for 

offering, bulletin tear offs and prayer requests.   
17. We welcome children to be seated with their family at our Worship Gathering. Nurseries are 

available for children up to three years of age.  
18. Reporting to the church office within 24 hours of being tested Covid-19 positive is required.  
19. Living Hope will follow best practices for communication to our groups and to our congregation 

when made aware of exposures.  

 

 



Appendix #2 – Facility use plan 

It is our goal to mitigate the potential for transmission of COVID-19 and provide a safe and healthy 
environment for our staff, our congregation and visitors. The plan is based upon guidelines provided by 
the Center for Disease Control and the Minnesota Department of Health.  

1. All facility use must comply with current CDC and MDH social distancing guidelines  
2. Living Hope will be available for groups to meet of up to 50% room capacity unless otherwise 

determined. Check with the front office before booking any event.  
3. Precautions and expectations for childcare and younger children is clearly communicated. Ask 

for a copy of Living Hope’s Children’s Preparedness Plan.  
4. Contact Tami Schmitz to schedule meetings and for necessary approval before a meeting is 

accepted.  
5. Meetings may be held in any room by following current CDC and MDH capacity standards.  
6. A list of contact information for those who were in each room is required in case a follow-up is 

needed.  
7. Meeting times will be staggered to allow for thorough cleaning and sanitizing between 

meetings.  
8. You may be expected to do basic cleaning/sanitizing after your meeting, details/supplies are 

provided.  
9. Restrooms will be thoroughly cleaned and sanitized by Living Hope's maintenance staff.  
10. Individually packaged foods are allowed. If you plan to serve other food, contact the office 

about current CDC & MDH guidelines.  
11. Face coverings will be required in our facility according to the Minnesota Emergency Executive 

Order 20-81. 
12. Be diligent by extensively washing/sanitizing your hands and covering your coughs, sneezes, etc.  
13. We trust you will cooperate with grace showing love and respect for the health/wellbeing of 

others.  
14. If you or someone in your household tests positive for Covid-19 you must notify the office within 

24 hours.  

YOUR RESPONSIBILITY: to quarantine yourself if you or a member of your household are sick or if you or 
a member of their household is required by a health care provider to isolate or quarantine. If you are 
exhibiting symptoms, stay home for 72 hours after having no fever (without use of medicine to reduce 
fever) and other symptoms have improved and for at least 14 days since symptoms first appeared.  

The Living Hope Leadership 
If you have any questions, comments or concerns please direct them to Doug Nelson  

(dnelson@livinghopewillmar.org)  

 

  



Appendix #3 – Workplace Guidelines 

Sick Staff Stay Home  

1. Please check your temperature before coming to work and review this check list every day 
before coming to work: Checklist  

2. Staff with COVID-19 symptoms will be sent home immediately. Staff who have been in close 
contact with a household member with COVID-19 should not be at work until their quarantine 
period is finished.  

Symptoms of COVID-19 can include fever, cough, shortness of breath, chills, headache, muscle pain, 

sore throat, or loss of taste or smell. Other less common symptoms include gastrointestinal 

symptoms like nausea, vomiting, or diarrhea.  

3. If you have symptoms we will keep your information private. Please share all symptoms with 
Sue or Doug. We will work with you on when it is safe to return to the work place.  

4. To identify COVID-19 contact between infected staff and other staff who may have been 
exposed, we will require staff to track their work attendance in the office and to keep a list of 
who you meet with during your work day that are not staff.   

5. At this juncture our paid sick leave policies will be adjusted to accommodate loss of work due to 
these symptoms because of illness or the need for isolation to comply with the Family Medical 
Leave Act under the Families First Coronavirus Response Act.  

6. We strongly urge all “at risk” staff of vulnerable populations to stay home and participate 
remotely. See Executive Order 20-55 (https://www.leg.state.mn.us/archive/execorders/20-
55.pdf); CDC’s People Who are at Higher Risk for Severe Illness 
(https://www.cdc.gov/coronavirus/2019-ncov/need-extra-precautions/people-at- higher-
risk.html) and Executive Order 20-55 (https://www.leg.state.mn.us/archive/execorders/20- 
55.pdf).  

Social Distancing – Staff Must Be At Least Six-Feet Apart  

1. Staff who are able to work from home may work from home if pre-approved.  
2. Please do not use a restroom at the same time as another staff member. 
3. Maintain at least a 6-foot distance for any worker interaction.  
4. Increase physical space between staff and the public to at least 6 feet whenever interacting.  

Staff Hygiene and Source Controls  

1. Regularly wash your hands. We have ensured that handwashing and/or hand-sanitizer facilities 
are readily available and appropriately stocked.  

2. The state of Minnesota Emergency Executive Order 20-81that staff should wear face coverings 
or masks when working in shared office space or when working on projects with others for 
extended periods of time.  

3. Food should be shared in compliance with Covid-19 precautions.  

Staff with Close Contact of a COVID-19 Person  

1. Notify Director of Finance & Support and/or Office Manager immediately of date exposed. 
2. Stay home until 14 days after your last contact. 
3. Check your temperature twice a day and watch for symptoms. 
4. If possible, stay away from people who are at higher-risk for getting very sick from COVID-19.  

https://www.health.state.mn.us/diseases/coronavirus/facilityhlthscreen.pdf


Appendix #4 – Children’s COVID-19 Plan 

It is our goal to mitigate the potential for transmission of COVID-19 and provide a safe and healthy 
environment for our volunteers, families, and children in ministry programs or using the Living Hope 
facility. The plan is based upon guidelines provided by the Center for Disease Control and the Minnesota 
Department of Health. 

Promote healthy hygiene practices 
1. Childcare workers/volunteers & kids are encouraged to maintain good hand hygiene, washing 

hands with soap and water for at least 20 seconds.   
2. Have adequate supplies to support healthy hygiene behaviors, including soap, hand sanitizer 

with at least 60 percent alcohol and tissues. 
3. Encourage childcare workers/volunteers & kids to cover coughs and sneezes with a tissue or use 

the inside of their elbow. Used tissues should be thrown in the trash and hands washed.  

Cloth face coverings 
1. The State of Minnesota has required face coverings while indoors with exemptions according to 

the Emergency Executive Order 20-81.  
2. Children 5 and under are exempt from wearing face coverings.  

 

Cleaning & Disinfection 
1. Clean and disinfect (with cleaning items provided) frequently touched surfaces & shared objects 

in between uses and at the end of each ministry session. 
2. Follow the classroom checklist (on door) of sanitation protocol & sign/date to assist our 

maintenance team and assure the next ministry leader(s) that the area has been cleaned/ 
disinfected. 

3. Avoid use of items that are not easily cleaned, sanitized, or disinfected. 
4. Ensure safe and correct application of disinfectants and keep them away from children. 
5. For multiple ministry sessions, consider scheduling far enough apart to allow time for cleaning 

and disinfecting high-touch surfaces between classes/ministry session.  
6. Promote social distancing as much as you can with children & workers. 
7. Take steps to limit the size of gatherings in accordance with the guidance and directives of state 

and local authorities and subject to the protections of the First Amendment and any other 
applicable federal law. 

8. Take note of each classroom’s capacity (marked on each door).  This is also subject to change. 
9. Use bedding (sheets, pillows, blankets, sleeping bags) that can be washed. Keep each child’s 

bedding separate, and consider storing in individually labeled bins, cubbies, or bags. Cots and 
mats should be labeled for each child. Bedding that touches a child’s skin should be cleaned 
weekly or before use by another child. 

10. Toys that cannot be cleaned and sanitized should not be used. 
11. Be mindful of items placed in child’s mouth:  play food, dishes, utensils. 
12. Do not share toys with other groups of infants or toddlers, unless they are washed and sanitized 

before being moved from one group to the other. 
13. Set aside toys that need to be cleaned. Place in a dish pan with soapy water or put in a separate 

container marked for “soiled toys.” Keep dish pan and water out of reach from children to 
prevent risk of drowning. Washing with soapy water is the ideal method for cleaning. Try to 
have enough toys so that the toys can be rotated through cleanings. 

14. Children’s books, like other paper-based materials such as mail or envelopes, are not considered 
a high risk for transmission and do not need additional cleaning or disinfection procedures. 

 

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention.html
https://www.cdc.gov/handwashing/when-how-handwashing.html
https://www.cdc.gov/handwashing/when-how-handwashing.html
https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html


Check for signs and symptoms 

1. Staff/volunteers/childcare workers and children who are sick or who have had close contact 
with a person with COVID-19 should stay home.  

2. Ask the parent/guardian upon arrival to confirm that the child does not have fever, shortness of 
breath or cough.  Make a visual inspection of the child for signs of illness which could include 
flushed cheeks, rapid breathing or difficulty breathing (without recent physical activity), fatigue, 
or extreme fussiness.   

3. Temperature may be taken at the building (optional), or asking parents to take child’s 
temperature at home before coming to Living Hope facility.   

4. Persons who have a fever of 100.4 or above or other signs of illness should not be admitted to 
the building.  

5. Encourage parents to be on alert for signs of illness and keep them home when they are sick.   
6. Plan for when a worker or child becomes sick. 
7. 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. 
8. Immediately notify Living Hope office & 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)external icon or other applicable laws and in accordance with religious practices. 

9. 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. 

10. Close off areas used by the sick person and do not use the area until after cleaning and 
disinfection (provided by Living Hope). Ensure safe and correct application of disinfectants and 
keep disinfectant products away from children. 

11. Advise staff/volunteers/childcare workers and children 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. 

Pick up & Drop Off 
1. Consider staggering arrival and drop off times and plan to limit direct contact with parents as 

much as possible.  
o Have child care providers greet children outside as they arrive. 
o Designate a parent to be the drop off/pick up volunteer to walk all children to their 

classroom, and at the end of the day, walk all children back to their cars. 
2. Ideally, the same parent or designated person should drop off and pick up the child every day. If 

possible, older people such as grandparents or those with serious underlying medical conditions 
should not pick up children, because they are more at risk for severe illness from COVID-19. 

The Living Hope Leadership 
 

If you have any questions, comments or concerns please direct them to Lynel Willis  

(lwillis@livinghopewillmar.org)  

 

  

https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
https://www.eeoc.gov/facts/pandemic_flu.html
https://www.eeoc.gov/facts/pandemic_flu.html
https://www.cdc.gov/coronavirus/2019-ncov/php/public-health-recommendations.html
https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/quarantine.html
https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/steps-when-sick.html
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/steps-when-sick.html
https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/steps-when-sick.html
https://www.cdc.gov/coronavirus/2019-ncov/specific-groups/high-risk-complications.html
mailto:lwillis@livinghopewillmar.org


Appendix #5 – Women’s Ministry Plan 

Wednesday AM Women’s Bible Study COVID-19 Plan 

1. Changes to the format have temporarily taken place and will be reevaluated for each new 
semester.   

a. For the Fall 2020 Bible Study, we will not be meeting as a large group but instead 
meeting in small groups throughout the church with the opportunity to gather together 
at the end for those choosing to do so. 

2. Surfaces will be sanitized in our meeting rooms between uses to prevent the spread of COVID-
19 

3. We are asking all participants to wear face coverings, masks or face shields according to 
Minnesota Emergency Executive Order 20-81. 

1.  Small group meeting rooms have been designed to allow for social distancing between 
members.  

2. We will follow the guidance given by the MN Department of Heath for exposure and when to 
quarantine. 

3. If an individual has a positive COVID-19 test, please contact Cindy Roelofs (320) 212-1411 so she 
can follow up with you. 

4. If there is an exposure in a small group, they will meet remotely until the end of quarantine. 
5. We will be mindful of the health of our community. 
6. Even with these safety procedures in place, we cannot guarantee the risk of COVID-19 at Living 

Hope will be fully eliminated.  These procedures are in place to mitigate the spread of COVID-19 
as much as possible.  We realize that each participant will need to decide for themselves how 
comfortable they are in attending Bible study with these measures in place. 
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