COVID-19 TOOLKIT FOR TOURISM AND EVENTS
The COVID-19 Toolkit for Tourism and Events was created by the Springfield-Greene
County Health Department as a guide to help event coordinators create or
enhance their COVID-19 prevention and response policy. Event planners should coordinate all
planning efforts with the Health Department.

GUIDANCE FOR EVENTS - 2
An outline of risk associated with events.

GUIDANCE FOR REDUCING SPREAD AMONG ATTENDEES - 5
Recommendations and strategies event planners can implement to reduce the spread of COVID-19
among event attendees and guests.

GUIDANCE FOR REDUCING SPREAD AMONG STAFF/EMPLOYEES - 8
Recommendations and strategies event planners can implement to reduce the spread of COVID-19
among their staff and employees.

GUIDANCE FOR REDUCING SPREAD WITHIN THE FACILITY - 10
Recommendations and strategies event planners can implement to reduce the spread of COVID-19
within the facility in which the event is taking place.

HOTELS - 11
Preventative measures specifically for hotels.

TRAVEL-12
An outline of current travel guidance.

STEPS TO TAKE IF THERE IS A COVID-19 EXPOSURE DURING THE EVENT - 13
What to do if an event planner learns of a COVID-19 exposure during their event.

SCREENING LOG - 14
A log to ensure that attendees and staff are completing a symptom and temperature
screening daily.

CLOSE CONTACT LIST-15
If an individual associated with the event tests positive for COVID-19, this tool will assist event planners
in recording and contacting individuals who should begin self-quarantining. This information will also
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GUIDANCE FOR EVENTS
Due to the increased risk of spread of COVID-19, it is the recommendation of the SGCHD that all
large gatherings be canceled and postponed at this time. This information is intended to allow
event planners who chose to proceed with an event to do so while minimizing risk as much as
possible to those in attendance

Events and gatherings bring individuals in close
physical proximity to one another for a period of
time, which enhances the risk of the spread of
COVID-19. The more people an individual interacts
with and the longer that interaction lasts, the
higher the potential risk of becoming infected with
COVID-19. Furthermore, the more people traveling
to the event from multiple geographic areas, the
higher risk for community transmission.

The risk of COVID-19 spreading at events and gatherings increases as follows:

Lowest Risk: Virtual-only activities, events, and gatherings.
More risk: Smaller outdoor and in-person gatherings in which individuals
from different households remain spaced at least 6 feet apart, wear masks,
do not share objects, and come from the same local area (e.g., community,
town, city, or county).
Higher risk: Medium-sized in-person gatherings that are adapted to allow
individuals to remain spaced at least 6 feet apart and with attendees coming
from outside the local area.
Highest risk: Large in-person gatherings where it is difficult for individuals to
remain spaced at least 6 feet apart and attendees travel from outside the local
area or events of any size where masking is not required
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Due to the increased risk of spread of COVID-19, it is the recommendation of the SGCHD that all large
gatherings be canceled and postponed at this time. This information is intended to allow event planners who
chose to proceed with an event to do so while minimizing risk as much as possible to those in attendance

Events with a Stationary Setting
(Conferences)
Make arrangements for speakers to address attendees as a whole in one room
where seating charts can be maintained and movement among individuals is
reduced.
If break out sessions are desired, consider ways to implement them virtually.
If break out sessions are offered in person, decrease session offerings to limit
frequent exposure points throughout the event.
If break out sessions are offered in person, require sign-in's for each session to keep
track of attendee location throughout the event.

Events where people walk around
(Conventions)
In addition to above guidance for conferences:
Stagger release times from sessions to decrease attendee traffic in high contact
areas.
Have a plan in place to enforce stronger controls to avoid congregating in high
volume areas.
Encourage online options for exhibitors.
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Due to the increased risk of spread of COVID-19, it is the recommendation of the SGCHD that all large
gatherings be canceled and postponed at this time. This information is intended to allow event planners who
chose to proceed with an event to do so while minimizing risk as much as possible to those in attendance
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Due to the increased risk of spread of COVID-19, it is the recommendation of the SGCHD that all large
gatherings be canceled and postponed at this time. This information is intended to allow event planners who
chose to proceed with an event to do so while minimizing risk as much as possible to those in attendance

GUIDANCE FOR REDUCING SPREAD AMONG
ATTENDEES
Face coverings must be worn by all attendees over the age of 11,
according to current City of Springfield Code, Chapter 58, Article XIII,
Section 58-1102 It is strongly encouraged that attendees age 3-11
wear face coverings as well. An individual venue may choose to
implement stricter policies.
According to the Current City of Springfield Code--the maximum number of participants
allowed at an event should not exceed the result of the total square feet of the space or
area in which the Special Event is held divided by 30 times 50 percent.

Consider ways to significantly reduce the number of attendees.
Offer online attendance options in addition to in-person
attendance to help reduce the number of people in attendance.

Utilize pre-registration to control capacity, limit line formation, and easily keep record
of all attendees present.

Stagger and limit attendance times to minimize the number of
guests at the venue.

Have a plan to divert or delay entrance of people if capacity limits are reached.

Use one door as an entrance and use a separate door as
an exit.
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Due to the increased risk of spread of COVID-19, it is the recommendation of the SGCHD that all large
gatherings be canceled and postponed at this time. This information is intended to allow event planners who
chose to proceed with an event to do so while minimizing risk as much as possible to those in attendance

Plan to enforce physical distancing at the event.
Block off rows or sections of seating in order to space people
at least 6 feet apart.

6FT

Consider setting up chairs that are 6 feet apart and removing all others. Use signage
and taping asking people not to move chairs.

Assign employees the task of reminding individuals to properly wear their face mask
and not sit in blocked off areas.

If attendees are sitting at tables, ensure that there is 6 feet between
individuals from all angles.
Tables should not be used during presentations as it is
difficult for all to see the front of the room and remain
spaced.

Create seating charts that must be maintained throughout the
entire event. This allows for easier contact tracing in the event
of an exposure.
If weather permits, prioritize outdoor activities where physical distancing can be
maintained as much as possible and better air ventilation can be maintained. Even
outdoors, require guests to wear masks.

Do not allow any lines to form without maintaining a distance of
at least 6 feet from other people.

Provide physical guides, such as tape on floors or sidewalks and signs on walls, to
ensure that individuals remain at least 6 feet apart in lines and at other times.
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Due to the increased risk of spread of COVID-19, it is the recommendation of the SGCHD that all large
gatherings be canceled and postponed at this time. This information is intended to allow event planners who
chose to proceed with an event to do so while minimizing risk as much as possible to those in attendance

Stagger use of shared indoor spaces such as dining halls, game rooms, and lounges
as much as possible. Clean and disinfect them between uses.
If possible, do not provide food to attendees. Eating requires the
removal of face coverings and increases chance for respiratory spread.
If food is provided, designate a specific area so people who wish
to maintain low risk of exposure may avoid the area.
Advise attendees prior to the event or gathering that they should not attend if they
have symptoms of, a positive test for, or were recently exposed (within 14 days) to
COVID-19.
Encourage attendees to self-report to event officials or a COVID-19 point
of contact if they develop symptoms of COVID-19.
Encourage temperature checks of all attendees, but do not allow this to
provide a false sense of security. Many people who are infectious with
COVID-19 never develop a fever.

Keep a list of all attendees and contact information, in the event of an
exposure. Be prepared to provide this information, as well as seating charts,
to the Health Department.
Event planners should consider developing flexible refund policies for attendees for
events that involve a participation fee or registration cost.
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Due to the increased risk of spread of COVID-19, it is the recommendation of the SGCHD that all large
gatherings be canceled and postponed at this time. This information is intended to allow event planners who
chose to proceed with an event to do so while minimizing risk as much as possible to those in attendance

GUIDANCE FOR REDUCING SPREAD AMONG
STAFF/EMPLOYEES
Implement strategies to screen and monitor employees for symptoms
Display signage at all employee entrances and in the break room
informing individuals that those entering must complete a
screening before beginning their work day. Include a list of
common COVID-19 symptoms.
Symptoms could include:
Fever or chills
Cough
Shortness of breath or difficulty breathing
Fatigue
Muscle or body aches
Headache
New loss of taste or smell
Sore throat
Congestion or runny nose
Nausea or vomiting
Diarrhea
If an employee is experiencing any of these symptoms, they
should go home and contact a health care provider to arrange
for testing.
If an employee is not experiencing any symptoms, they should
use a contactless or forehead thermometer to take their
temperature and record it on the attached tracking log.
If they have a temperature that is greater than 100.4 ° F, they
should go home and immediately contact a health care provider
to arrange for a COVID-19 test.
Create zones and stations in order to maintain six feet of physical distancing between
employees. This may require that some job tasks and responsibilities change. Any
employee interactions should be limited in order to stay under fifteen cumulative
minutes per shift.
10
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Due to the increased risk of spread of COVID-19, it is the recommendation of the SGCHD that all large gatherings
be canceled and postponed at this time. This information is intended to allow event planners who chose to
proceed with an event to do so while minimizing risk as much as possible to those in attendance

Consider having multiple entry points for staff to limit contact from staff in different
areas. For instance in a hotel, cleaning staff come in through the side door and front
of house staff come in the front door.
Establish a set schedule with cohorts of staff. Employees work in the
same groups every shift. Any staff who live together or have significant
non-work contact would need to be in the same cohort.
If physical distancing is not possible, contact with individuals who cannot distance
should be avoided. For example, if the laundry room is not large enough to properly
distance then service staff should distance themselves from all other staff to avoid any
close contact.
Encourage employees who are sick to stay home.
While face coverings are important, they are not a substitute for physical distancing.
Limiting the number of close contacts between employees is a proactive step to help avoid
staffing shortages that could result if that employee contracts COVID-19.
Designate an individual to be responsible for responding to
COVID-19 concerns. All staff and attendees should know who
this person is and how to contact them.

After each event, meet with the planning team for your venue to discuss and note
lessons learned.
Determine ways to improve planning and implementation processes if the
event will happen again.
Update your plans regularly according to the state and local situation and
orders.
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Due to the increased risk of spread of COVID-19, it is the recommendation of the SGCHD that all large
gatherings be canceled and postponed at this time. This information is intended to allow event planners who
chose to proceed with an event to do so while minimizing risk as much as possible to those in attendance

GUIDANCE FOR REDUCING SPREAD WITHIN THE
FACILITY
Event planners should routinely clean and disinfect frequently touched
surfaces within the venue, between each session.
High frequency surfaces include: door handles, sink handles,
hand railings, and cash registers

Clean and Disinfect shared objects between each
use shared objects include ATM's, tables, bars,
and condiment holders

For disinfection, most common household disinfectants should be
effective, such as a 10% bleach solution, alcohol solutions with at
least 70% alcohol and most common EPA registered products that
states it kills viruses. Follow the manufacturer’s instructions on the
bottle.

Consider closing for certain periods during the day for complete
cleaning and sanitizing as needed.
Add a little bit of body text

Provide disposable wipes so commonly used surfaces can be wiped
down by employees or attendees before and after each use.
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Due to the increased risk of spread of COVID-19, it is the recommendation of the SGCHD that all large
gatherings be canceled and postponed at this time. This information is intended to allow event planners who
chose to proceed with an event to do so while minimizing risk as much as possible to those in attendance

HOTELS
Hotels should adhere to American Hotel & Lodging Association Enhanced Industry-Wide
Hotel Cleaning Guidelines, as well as guidance from the CDC.
In anticipation of individual concerns of guests, housekeeping should not enter a guest room
during a stay unless specifically requested, or approved, by the guest. Housekeeping should
maintain the practice of cleaning and disinfecting rooms thoroughly following check-out.
In addition, employees cleaning guestrooms should:
Wash hands with soap and water for at least 20 seconds before entering and after exiting a
guestroom.
Throw away all single-use items provided by the hotel or left by the guest.
Clean frequently touched surfaces such as tables, light switches, countertops, handles, desks,
remote controls, phones, toilets, toilet flush handles, sink faucets, door handles, pens, and
irons.
Wash all hotel linens according to the manufacturer’s label and use the warmest appropriate
water setting.
Allow items to dry completely.
Wear disposable gloves when handling dirty laundry or trash.
Do not shake dirty laundry.
Wash hands immediately after handling dirty laundry or trash.
If a guest is ill and isolating in their hotel room, discontinue all but essential housekeeping
services to the room.
Additional precautions for cleaning a room after a guest who has been ill has checked out
of the hotel:
Close off the room.
Wait 24 hours before you enter the room. If 24 hours is not feasible, wait as long as possible.
If possible, open outside doors and windows to increase air circulation.
Thoroughly clean and disinfect the room, as stated above.
Use a vacuum equipped with a high-efficiency particulate air (HEPA) filter, if available.
After the room has been appropriately disinfected, it can be opened for guest use.
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Due to the increased risk of spread of COVID-19, it is the recommendation of the SGCHD that all large gatherings
be canceled and postponed at this time. This information is intended to allow event planners who chose to
proceed with an event to do so while minimizing risk as much as possible to those in attendance

Travel
Use information from the following webpages to make an informed decision regarding
travel:
Travel During the COVID-19 Pandemic
Know Your Travel Risk
Know When to Delay Your Travel to Avoid Spreading COVID-19

If you decide to travel, follow these safety measures during your trip to protect yourself
and others from COVID-19:
Be aware of COVID-19 rates in the areas you plan to travel.
Use private transportation whenever possible.
Limit stops during travel.
Avoid eating in indoor restaurant spaces – your vehicle or outdoor spaces are
safer
Wear a mask to keep your nose and mouth covered when in public places.
Avoid close contact by staying at least 6 feet apart (about 2 arms’ length) from
anyone who is not from your household.
Wash your hands often with soap and water for at least 20 seconds or use hand
sanitizer (with at least 60% alcohol).
Avoid contact with anyone who is sick.
Avoid touching your eyes, nose, and mouth
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STEPS TO TAKE IF THER IS A COVID-19 EXPOSURE
DURING AN EVENT
The Springfield-Greene County Health Department will identify and contact people who test positive for COVID-19 and their
close contacts to discuss the proper steps they need to take. However, due to the volume of cases and the process of disease
reporting, these calls can be delayed by several days.
Furthermore, in an event setting, if the positive individual resides outside of Greene County, a health department separate
from the Springfield-Greene County Health Department may be in charge of contact tracing and may be operating under
separate timelines. For this reason, event coordinators may be the first to become aware of a potential exposure. If you learn
you have an employee or attendee who has tested positive for COVID-19 following your event, you should immediately take
action to notify close contacts. Additionally, report any positive from your event to our coronavirus hotline at 417-874-1211.

Using the seating chart, determine which attendees or employees are identified as
close contacts. Close contacts are defined as any individual who has been within 6
ft. of a person known to have COVID-19 for more than a total of 15 minutes of
cumulative time, masked or unmasked.
Make a list with their names and phone numbers and be ready to provide this
information to the health department if they call.
Begin notifying attendees and employees of the exposure, using templates
available on page 16. Do not wait on the health department calling to begin this
process.
Maintain confidentiality of the person who is a confirmed COVID-19 case.
An individual who has had close contact with a COVID-19 positive individual should
quarantine at home. The length of quarantine is a minimum of 7-10 days,
depending on test results. If the individual is tested after day 5 and receives a
negative test result, they can be released after 7 days of quarantine. If they are not
tested, they must quarantine for 10 days. These individuals should not go to work,
school or public areas. The Springfield-Greene County Health Department or their
local health department may contact with further instructions.
Sick/Positive team or staff member(s) will be expected to isolate until they are
released by the health department, generally 10 days after the start of symptoms.
They must be stay home even if they have mild or no symptoms.
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SCREENING LOG
Symptom screening is a way to lower the chance of COVID-19 transmission among attendees or
employees. Symptoms for COVID-19 could include: fever and chills, cough, shortness of breath or
difficulty breathing, fatigue, muscle or body aches, headache, new loss of taste or smell, sore
throat, congestion or runny nose, nausea or vomiting, or diarrhea. If you have any of these
symptoms or a fever of 100.4° F, isolate at home immediately and contact a health care provider
to arrange for testing.

Date

14

Name

Temperature

Are you experiencing any
COVID-19 symptoms?

CLOSE CONTACT LIST

Close contact-within 6 feet for 15 minutes or more.
48 hours prior to symptoms or if asymptomatic 48 hours prior to swabbing.

Full name of contact:

15

Date of contact:

Contact Phone Number:

Nature of contact:
(attendee, employee)

TEMPLATES FOR COVID-19 NOTIFICATION
If you become aware that an attendee or employee was in close contact with an
individual who has tested positive for COVID-19 you should notify them. We
recommend that you only relay the CDC recommendations to avoid unintentional
misinformation. In order to assist you in making these notifications, we've
included sample email templates and call scripts to use in these scenarios. Be
sure to keep a list of names and phone numbers of close contacts to provide to
the Health Department as well.
Notification of Close Contact
Close contact is spending 15 cumulative minutes or more within 6 feet of an infectious
person, regardless of if they are wearing a mask. Close contact is also any physical
contact for any length of time.
Email Template
Hi [Name],
I am emailing you today to notify you that we recently had an [attendee/employee] test
positive for COVID-19. Due to privacy concerns I am unable to provide any information
about the [attendee/employee] but we do believe that you may have had close contact
with this person and were exposed to COVID-19 during their infectious period.
According to the CDC, anyone who has had close contact with an individual who has
tested positive with COVID-19 needs to quarantine at home. The length of quarantine is
a minimum of 7-10 days, depending on test results. If you choose to be tested after day
5 and receive a negative test result, you may be released after 7 days of quarantine. If
you choose to not be tested, you must quarantine for 10 days. The health department
will be contacting you with more information and to answer any questions you may
have. In the meantime, if you have questions or would like more information you can
visit: https://health.springfieldmo.gov/Coronavirus or call (417) 874-1211. We are sorry
for this inconvenience and hope you stay well.
Sincerely, [Your Business or Team Name]
Phone Call Script
“Hi [Name], I am calling to let you know that we recently had an [attendee/employee]
test positive for COVID-19. We believe you may have been exposed during the
infectious period. Due to privacy concerns I am unable to give out the identity of the
[attendee/ employee.] According to the CDC, anyone who has had close contact with an
individual who has tested positive for COVID-19 needs to quarantine at home. The
length of quarantine is a minimum of 7-10 days, depending on test results. If you
choose to be tested after day 5 and receive a negative test result, you may be released
after 7 days of quarantine. If you choose to not be tested, you must quarantine for 10
days. The health department will be contacting you with more information and to
answer any questions you may have. You may also reach the health department’s
COVID-19 call center at (417) 874-1211 if you have additional questions.”
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Notification of Exposure
You may also wish to notify individuals who may have been near the individual
that has tested positive for COVID-19, but did not have a close contact with them.
Email Template
Hi [Name],
We are emailing you to inform you that one of our [attendees/employees] has tested
positive for COVID-19. We do not believe that you had close contact with this individual,
but you should monitor for symptoms. Based on guidance from the Center for Disease
Control and Prevention (CDC), there is no need to self-quarantine or isolate unless
symptoms develop. If someone is sick or thinks they may be sick, they need to stay
home and call their health care provider. We all need to practice physical distancing,
proper hand hygiene and wear a face covering whenever possible. Symptoms of
COVID-19 include: fever or chills, cough, shortness of breath or difficulty breathing,
fatigue, muscle or body aches, headache, new loss of taste or smell, sore throat,
congestion or runny nose, nausea or vomiting, diarrhea. If symptoms do develop, seek
medical attention. For more information about COVID-19, visit The Springfield-Greene
County Health Department website at health.springfieldmo.gov/coronavirus.
Sincerely, [Your Business or Name]
Phone Call Script
“Hi [Name], I am calling to let you know that we recently had an [attendee/employee]
test positive for COVID-19. We do not believe that you had close contact with this
individual, but you should monitor for symptoms. Based on guidance from the Center
for Disease Control and Prevention (CDC), there is no need to self-quarantine or isolate
unless symptoms develop. If someone is sick or thinks they may be sick, they need to
stay home and call their health care provider. You may also reach the health
department’s COVID-19 call center at (417)874-1211 if you have additional questions”
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DEFINITIONS
Close Contact:
Any individual who has been within 6 ft. of a person known to have
COVID-19 for more than a total of 15 minutes cumulatively is
considered a close contact. This includes masked and unmasked
encounters. Close contact exposures happen 48 hours prior to the
onset of symptoms and continue for 10+ days following symptom
onset or a positive test result (for asymptomatic individuals).
Quarantine:
Separates and restricts the movement of people who were exposed
to a contagious disease to see if they become sick. In response to
COVID-19, any individual who is considered a close contact of
someone who has tested positive for COVID-19 should begin
quarantine and watch for symptoms. The length of quarantine is a
minimum of 7-10 days, depending on test results. If the individual is
tested after day 5 and receives a negative test result, they can be
released after 7 days of quarantine. If they are not tested, they must
quarantine for 10 days. Regardless of test results, individuals should
continue to practice caution for 14 days after their exposure,
including vigilant masking, hand washing, physical distancing, and
monitoring for symptoms. Individuals are also encouraged to avoid
non-essential activities during the entire 14-day period.
Isolation:
Separates sick people with a contagious disease from people who
are not sick. In response to COVID-19, any individual with known
COVID-19 (or symptomatic and awaiting test results), should
quarantine at home and separate from others as much as possible,
even in the same household. If possible, this individual should isolate
in a separate area of the home area of the home and use a separate
restroom.
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FAQ
Should we host an event at this time?
Due to the increased risk of spread of COVID-19, it is the recommendation of the SGCHD that all
large gatherings be canceled and postponed at this time. This information is intended to allow
event planners who chose to proceed with an event to do so while minimizing risk as much as
possible to those in attendance

I am requiring attendees and employees to wear a mask, why do they need to quarantine in
the event of an exposure?
While face masks and coverings are a proven way to slow the spread of COVID-19, they are not a
substitute for physical distancing. Therefore, anyone who has had close contact with an individual
who has tested positive for COVID-19 must still quarantine.

How can I avoid an exposure which may result in mass quarantines and having to cancel my
event?
Events and gatherings bring individuals in close physical proximity to one another for a period of
time, which enhances the risk of the spread of COVID-19. The more people an individual interacts
with and the longer that interaction lasts, the higher the potential risk of becoming infected with
COVID-19. Furthermore, the more people traveling to the event from multiple geographic areas,
the higher risk for community transmission. Event planners should coordinate all planning efforts
with the Health Department and work with them to determine the best course of action to
implement the appropriate mitigation factors to reduce risk.

We learned of a positive employee or attendee after our event, what do we do?
Follow the steps outlined on page 13, "Steps to take if there is a COVID-19 exposure during an
event."

Is it okay to tell my staff or attendees who tested positive?
Due to privacy laws, you are prohibited from sharing the private medical information of your
employees without their prior authorization. Even if you are asked by an employee or customer
directly about an individual, you should neither confirm nor deny whether that individual is positive
for COVID-19.

9
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Events and Gatherings: Readiness and Planning Tool
CDC Readiness and Planning Tool to Prevent the Spread of COVID-19 at Events and Gatherings
As some communities in the United States begin to plan and hold events and gatherings,
CDC offers the following readiness and planning tool to share ways event planners and
administrators can help protect staff, volunteers, and attendees and slow the spread of
COVID-19. This tool aligns with the Considerations for Events and Gatherings and
includes the following:
• General Readiness Assessment
• Preparing for If Someone Gets Sick
• Daily/Weekly Readiness Assessment
• End-of-Day Actions and Resources
Event planners and administrators may review and complete the general readiness
assessment while working with state and local officials as part of making initial preparations
before the event to promote healthy behaviors, environments, and operations that reduce the
spread of COVID-19. The daily/weekly readiness assessment may be used to monitor and maintain
recommended practices. Planning tools are also included to help event planners and administrators prepare for if
someone gets sick, plan after-event actions, and address the specific needs and circumstances of the local community.
Implementation should be guided by what is feasible, practical, acceptable, and tailored to the needs and context of
each community.

Guiding Principles to Keep in Mind
A gathering refers to a planned or spontaneous event, indoors or outdoors, with a small number of people participating,
or a large number of people in attendance. Examples of gatherings, small or large, include a community event, concert,
festival, conference, parade, wedding, or sporting event.
• The more people an individual interacts with at a gathering and the longer that interaction lasts, the higher the
individual’s potential risk of becoming infected with COVID-19 and then spreading COVID-19 to others.
• The higher the level of community transmission in the area where the gathering is held, the higher the risk of
COVID-19 spreading at the gathering.
• The size (attendance) of an event or gathering should be determined based on state, local, territorial, or tribal safety
laws and regulations.
The risk of COVID-19 spreading at events and gatherings increases as follows:
• Lowest risk: Virtual-only activities, events, and gatherings.
• More risk: Smaller outdoor gatherings in which individuals from different households remain spaced at least 6 feet
apart, wear cloth face coverings, do not share objects, and come from the same local area (e.g., a community, town,
city, or county).
• Higher risk: Medium-sized in-person gatherings that are organized/laid out to allow individuals to remain spaced
at least 6 feet apart, some wear cloth face coverings and come from outside the local area (e.g., a community, town,
city, or county).
• Highest risk: Large in-person gatherings where it is difficult for individuals to remain spaced at least 6 feet apart,
do not wear cloth face coverings and travel from outside the local area.
•

cdc.gov/coronavirus
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Events and Gatherings: General Readiness Assessment
Use the following tool when making initial preparation before the event to promote healthy behaviors, environments, and operations that reduce the spread of COVID-19.
Policies and Procedures

Facilities and Supplies

Education and Training

Point Person(s): _________________________________

Point Person(s): _________________________________

Point Person(s): ____________________________

Review relevant local/state regulatory agency
policies and orders, such as those related to events,
gatherings, and travel.

Obtain supplies including:
soap

Consult local health officials about recommended
COVID-19 testing policies for events and gatherings.

water for hand hygiene

Consult with the venue operators about their
COVID-19 policies prior to the event.

paper towels

Develop a plan to conduct daily health checks (e.g.,
temperature screening and/or symptom checking) of
staff and attendees.
Develop a plan to allow for social distancing before,
during, and after the event (e.g., limiting attendance
and modifying layouts before the event, providing
physical barriers during the event and staggering exit
times after the event).
Consider limiting event attendance to staff and
attendees who live in the local area (e.g., community,
city, town, or county) to reduce risk of spreading the
virus from areas with higher levels of COVID-19.
If attendance is open to staff and guests from other
communities, inform attendees in advance so
they can make an informed decision whether they
will participate.
Develop online attendance options in addition to
in-person attendance to help reduce the number of
attendees at the event.
Develop a flexible refund policy.
Designate a staff person responsible for responding to
all COVID-19 related situations and concerns. Make
sure other staff and attendees know how to contact
this person.

hand sanitizer (at least 60% alcohol)

tissues
cleaning supplies
EPA approved disinfection supplies
cloth face coverings
no-touch/foot pedal trash cans
no-touch soap/hand sanitizer dispensers
gloves
disposable food service items
other: __________________________________
Develop a schedule for increased routine cleaning
and disinfection.
Close shared spaces (e.g., a lounge); otherwise develop
a plan for staggered use of these spaces and cleaning
and disinfecting.
Develop a plan for the safe and correct use and
storage of cleaners and disinfectants, including
storing products away from children.

Create a plan for educating staff and attendees
to ensure they know that they should not come
to the event if they become sick with COVID-19
symptoms, test positive for COVID-19, or have
been exposed to someone with symptoms
or someone suspected or confirmed to have
COVID-19. Make sure they know that if they
get sick at the event, they should notify event
administrators (e.g., the designated COVID-19
point of contact) right away.
Develop protocols to educate staff on flexible
work and leave policies that encourage sick staff
members to stay at home without fear of job
loss or other consequences.
Create a plan for educating staff and attendees
about who should wear cloth face coverings, and
communicate the importance of wearing them
to both staff and attendees. Cloth face coverings
should not be placed on.
• children younger than 2 years old
• anyone who has trouble breathing or is
unconscious
• anyone who is incapacitated or otherwise
unable to remove the cover without help
Create information on proper use, removal, and
washing of cloth face coverings and distribute
to staff members.
Create and implement training to be delivered
to staff on all COVID-19 safety protocols:
• Conduct training virtually or maintain social
distancing during training
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Other: _________________________________

Events and Gatherings: General Readiness Assessment
(continued from previous page)
Policies and Procedures
Develop policies that encourage sick staff members
to stay at home without fear of job loss or other
consequences. Protect their privacy, particularly for
those with underlying medical conditions and at
higher risk for severe illness).
Develop options for staff at higher risk for
severe illness (e.g., telework or virtual learning
opportunities).
Develop flexible sick leave policies and practices.
Develop options for flexible worksites
(e.g., telework) and flexible work hours
(e.g., staggered shifts).
Develop a plan to monitor absenteeism of staff,
cross-train staff, and create a roster of trained
back-up staff.
Develop a transportation and parking plan to limit
contact between attendees (e.g., staggered arrival and
ride share drop-off times or locations).
Develop a plan for if someone gets sick or shows
symptoms of COVID-19 while at the event or venue.
(See Preparing for If Someone Gets Sick).
Develop a plan to safely serve food, beverages, and
merchandise, if applicable. Refer to CDC’s COVID-19
considerations for restaurants and bars for guidance.
Other: _____________________________________

Facilities and Supplies
Make sure ventilation systems operate properly. If using
fans, make sure they do not blow from one person onto
another, and increase circulation of outdoor air as much as
possible (e.g., opening windows and doors).
Make sure water systems and features are safe to use after a
prolonged facility shutdown.
Develop a plan to use touchless payment options .
Develop a plan to use multiple entrances and exits to
discourage crowding in waiting areas.
Develop a plan to change seating layout or availability of
seating, or block off rows or sections so that attendees can
stay at least 6 feet apart.
Create and install physical barriers, such as sneeze guards
and partitions, in areas where it is difficult for individuals
to remain at least 6 feet apart.
Create physical guides, such as tape on floors and signs on
walls, to promote social distancing.
Develop a plan to eliminate lines or queues if possible or
encourage people to stay at least 6 feet apart by providing
signs or other visual cues such as tape or chalk marks in
congregation areas such as entrances, exits, and restrooms
if a 6-foot distance between attendees is hard to ensure.
Develop a plan to reconfigure parking lots, limit
congregation points and ensure proper separation (e.g.,
closing every other space).
Purchase adequate supplies to minimize sharing of
materials, or limit use to one per family or group of
individuals at a time, and clean and disinfect between use.
Ensure organizations that share the venue facilities such as
food vendors are aware of and follow all safety protocols.
Other: _____________________________________
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Events and Gatherings: General Readiness Assessment
Use the following tool when making initial preparations before the event to promote healthy behaviors, environments, and operations that reduce the spread of COVID-19.
Communication and Messaging

Action Planning—Notes and Next Steps

Point Person(s): ____________________________________

Point Person(s): ___________________________

Develop a plan to create and disseminate clear messages (e.g., videos) about
behaviors that prevent spread of COVID-19 to staff and attendees before
the event:

Use this space to note any required resources and next steps, or potential barriers
and opportunities:

websites
email
social media accounts
other ______________________________________
Create and post signs in highly visible locations that promote everyday protective
measures such as wearing cloth face coverings and that describe how to stop the
spread of germs in:
entrances
dining areas
restrooms
other ______________________________________
Develop a plan to communicate with partner organizations such as vendors to
ensure that they are aware of all of your COVID-19 safety protocols.
Develop signs and communication (e.g., videos) in alternative formats (e.g., large
print posters, braille, American Sign Language) for people who have limited vision,
or are blind, or people who are deaf or hard of hearing.
Consider posting signs for the national distress hotline: 1-800-985-5990, text
TalkWithUs to 66746; The National Domestic Violence Hotline: 1-800-799-7233,
TTY 1-800-787-3224; and The National Suicide Prevention Lifeline: 1-800-273TALK (8255).
Develop regular announcements on reducing the spread of COVID-19 to be
broadcast on public address systems.
Create a plan for communicating with staff and attendees about whom to contact
if they have questions and concerns related to COVID-19.
Other: ________________________________________
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Events and Gatherings: Preparing for if Someone Gets Sick
Use the following tool when making initial preparations before the event for if someone gets sick with COVID-19.
Before Someone Gets Sick

When Someone Gets Sick

After Someone Gets Sick

Point Person(s): _______________________________

Point Person(s): _______________________________

Point Person(s): _______________________________

Create a plan to educate staff and attendees to
ensure they know that they should not come to
the event If they become sick with COVID-19
symptoms, test positive for COVID-19, or have
been exposed to someone with symptoms or
someone with suspected or confirmed COVID-19.
Make sure they know that if they get sick at the
event, they should notify event planners (e.g., the
designated COVID-19 point of contact) right away.

Immediately separate individual(s) with COVID-19
symptoms from others.

Develop systems to:

Close off areas used by a sick person and do not
use these areas until after cleaning and disinfecting
them (for outdoor areas, this includes surfaces or
shared objects in the area, if applicable).

Allow staff and attendees to self-report to
administrators if they have symptoms of
COVID-19, a positive test for COVID-19, or
were exposed to someone with COVID-19
within the last 14 days.
Notify individuals of closures and restrictions
put in place to limit COVID-19 exposure.
Develop staff policies for returning to the
venue after COVID-19 illness. CDC’s criteria to
discontinue home isolation and quarantine can
inform these policies.

Safely transport sick individuals home or to a
healthcare facility, depending on how severe their
symptoms are.
If calling an ambulance or bringing someone to
the hospital, try to call first to alert them that the
person may have COVID-19.

Advise sick individuals that they should not return
to the venue until they have met CDC’s criteria to
discontinue home isolation.
Other: ___________________________________

In accordance with state and local laws and
regulations, notify local health officials, staff,
and families of a person with COVID-19 while
maintaining the individual’s confidentiality in
accordance with the Americans with Disabilities
Act (ADA).
Notify individuals of closures and restrictions put
in place due to COVID-19 exposure.
Advise those who have had close contact with a
person diagnosed with COVID-19 to stay home,
self-monitor for symptoms, and follow CDC
guidance if symptoms develop.
Close off the area and wait at least 24 hours
before cleaning and disinfecting. If 24 hours is
not feasible, wait as long as possible. Make sure
of safe and correct use and storage of cleaning
and disinfection products, including storing them
securely away from children.
Other: ___________________________________

Notes and Next Steps:

Identify and create an isolation room or area to
separate anyone who has COVID-19 symptoms
or who has tested positive but does not have
symptoms.
Develop procedures for safely transporting anyone
who is sick to their home or to a healthcare facility.
Develop a plan to support staff and attendees
experiencing trauma or challenges related to
COVID-19.
Other: ___________________________________
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Events and Gatherings: Daily/Weekly Readiness Assessment
Use the following tool the day of and during the event to monitor and maintain healthy behaviors, environments, and operations that reduce the spread of COVID-19.
Policies and Procedures

Facilities and Supplies

Education and Training

Point Person(s): _______________________________

Point Person(s): ___________________________________

Point Person(s): ___________________________

Maintain regular contact with local health
authorities to ensure adherence to their most upto-date guidance.

Monitor and restock supplies including:
soap

Ensure an on-duty staff person is assigned to be
responsible for responding to COVID-19 concerns.

water for hand hygiene

Monitor absenteeism of staff.

paper towels

Ensure the roster of trained back-up staff is
updated in case a staff member is sick.

tissues

Conduct daily health checks (e.g., temperature
screening and/or symptom checking) of staff and
attendees, if feasible.
Ensure staff are using flexible worksites (e.g.,
telework) and flexible work hours (e.g., staggered
shifts) when needed.
Ensure staff and attendees have received
communication about all safety protocols and
COVID-19 related policies.
Ensure that attendees have received
communication about refund policies if they get
sick and cannot attend the event.
Ensure that all protocols developed, to limit
contact between staff and attendees and ensure
that attendees can maintain 6 feet of distance, are
implemented.
Ensure limited opportunities for both staff and
attendees to share objects.
Ensure the broadcasting of regular announcements
on reducing the spread of COVID-19 on public
address systems throughout the event.

hand sanitizer (at least 60% alcohol)

cleaning supplies
EPA-approved disinfection supplies
cloth face coverings
no-touch/foot pedal trash cans
no-touch soap/hand sanitizer dispensers
disposable food service items
gloves
other: ____________________________________
Monitor adherence to the schedule for increased,
routine cleaning and disinfection of:

Ensure that staff and attendees have
received communication that they should
not come to the event if they become sick
with COVID-19 symptoms, test positive for
COVID-19, or have been exposed to someone
with symptoms or someone with suspected
or confirmed COVID-19. Make sure they
know that if they get sick at an event, they
should notify event administrators (e.g., the
designated COVID-19 point of contact).
Ensure that staff have reviewed the policies
on flexible work and leave that encourage sick
staff members to stay at home without fear of
job loss or other consequences.
Reinforce and monitor handwashing with
soap and water for at least 20 seconds or using
hand sanitizer containing at least 60% alcohol
if soap and water are not readily available.
Encourage staff to cover their mouth and nose
with a tissue when coughing and sneezing and
then wash hands with soap and water for at
least 20 seconds.

communal spaces

Ensure that communication about the proper
use of cloth face coverings is easily seen
or heard by staff and attendees. Cloth face
coverings should not be placed on.

shared objects

• children younger than 2 years old

other: ____________________________________

• anyone who has trouble breathing or
is unconscious .

frequently touched surfaces

Monitor availability and use of gloves when removing
garbage bags or handling and disposing of trash.
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• anyone who is incapacitated or otherwise
unable to remove the cover without help

Events and Gatherings: Daily/Weekly Readiness Assessment
(continued from previous page)
Policies and Procedures
Review the most recent local/state regulatory
agency policies for updates.
Other: ___________________________________

Facilities and Supplies

Education and Training

Monitor safe and correct use and storage of cleaners
and disinfectants, including storing products securely
away from children.

Ensure that information on proper use,
removal, and washing of cloth face coverings
is available.

Ensure adequate ventilation when cleaners and
disinfectants are used to prevent staff and attendees
from inhaling toxic fumes.

Ensure that all staff present have been trained
on relevant COVID-19 safety protocols.

Monitor ventilation systems to determine if they are
operating properly.
Ensure that touchless payment options are operational.
Ensure all physical barriers, such as sneeze guards and
partitions, in areas where it is difficult for individuals to
remain at least 6 feet apart are installed correctly.
Ensure that all physical guides, such as tape on floors
and signs on walls, to promote social distancing are
easily seen.
Ensure that all changes to the venue such as seating
layout, entrances and exits are well marked and easy to
understand.
Ensure the staggered use and cleaning and disinfecting
between uses of shared spaces.
Ensure the circulation of outdoor air as much as
possible throughout the event (e.g., opening windows
and doors).
Ensure that adequate supplies are available to minimize
sharing of high-touch materials and monitor cleaning
and disinfecting between use.
Other: ______________________________________
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Other: _______________________________

Events and Gatherings: Daily/Weekly Readiness Assessment
Use the following tool the day of and during the event to monitor and maintain healthy behaviors, environments, and operations that reduce the spread of COVID-19.
Communication and Messaging

Action Planning—Notes and Next Steps

Point Person(s): _________________________________
Ensure that signs are placed in highly visible
locations that promote everyday protective
measures such as wearing cloth face coverings
and that describe how to stop the spread of
germs at:
entrances
dining areas
restrooms
other _____________________________
Continue to provide or update clear messages
(e.g., videos) about behaviors that prevent
spread of COVID-19 when communicating
with staff and families on:
websites

Point Person(s): _________________________________
Make sure all staff and attendees have been
informed which staff person is responsible for
responding to COVID-19 concerns and how to
contact them.
Encourage staff to take breaks from watching,
reading, or listening to news stories about
COVID-19, including social media if they are
feeling overwhelmed or distressed throughout
the event.
Promote healthy eating, exercising, getting
sleep, and finding time to unwind among staff
to help them cope with stress.
Encourage staff to talk with people they trust
about their concerns and how they are feeling.
Other: _______________________________

email
social media accounts
other _____________________________
Ensure that partner organizations such as
vendors have received communication about
all COVID-19 safety protocols.
Ensure signs and communication (e.g., videos)
in alternative formats (e.g., large print posters,
braille, American Sign Language) for people
who have limited vision or are blind or
people who are deaf or hard of hearing are
readily available.
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Use this space to note any required resources and next
steps, or potential barriers and opportunities:

Events and Gatherings: End-of-Day Actions and Other Resources
Use the following resources to conduct end-of-day actions and address any additional considerations specific to your program or community context.
End-of-Day Actions

Other Considerations

Other Resources

Point Person(s): _______________________________

Point Person(s): ______________________________

Point Person(s): _______________________________

Meet with the emergency operations coordinator
and/or planning team(s) to discuss and note
lessons learned.

Use this space to note any other considerations unique
to your program or community context.

• Latest COVID-19 Information
• Cleaning and Disinfection
• Guidance for Businesses and Employers

Determine ways to improve planning and
implementation processes if the event will
happen again.

• Guidance for Schools and Childcare Centers
• Guidance for Park Administrators
• Shared and Congregate Housing

Inform staff and attendees of any changes made.

• COVID-19 Prevention

Update your plans regularly according to the state
and local situation and orders.

• Handwashing Information

Other: _______________________________

• Social Distancing

• Face Coverings
• COVID-19 Frequently Asked Questions
• People at Higher Risk
• People with Disabilities
• Coping with Stress
• HIPAA and COVID-19
• CDC communication resources
• Community Mitigation
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