
COVID Procedures for Advent Season 

Meditation 

Compartmentalization of the Building 
Our goal is to compartmentalize the Sanctuary in order to limit building access and exposure by outside 

parties. 

a. Includes access to Narthex, Sanctuary, Gallery Hallway and Bathrooms.  All other access areas

will be roped off.

b. All sanctuary doors should be unlocked in case of a fire, but nobody should go through the doors

to the south.

c. Deacons need to monitor that nobody is outside of the zone we establish for them to be in,

including doors and access points. Approximately 2-3+ deacons are ideal for services of this

type.

d. Masks are required inside the building, at all times.

Service Scheduling and Staffing 

Advent Meditations 

• No Staff specifically required in attendance

• Seating cap: 15

• Time limit: 30 minutes, with minimum of 60 minutes between scheduled times, two times

offered each Sunday during Advent

• Suggested scheduling: Sunday 9:00-9:30 am and Sunday 11:00-11:30 am.

• To be scheduled on the internal calendar by Kathy.  Reservations can be made by calling the

church office or emailing ksohn@plymouthchurch.com.

• Attendees will be required to make reservations in advance and limited spots will be available.

• 11/29, 12/6, 12/13, 12/20

Entry 
a. Only Narthex (Ingersoll front entrance) to be used.

b. Parking is available on Ingersoll or the upper level of the parking lot deck.

c. If an individual with mobilities issues needs to use the elevator or aid, please let Kathy know at

the time you make your reservation.

d. SIGN-IN SHEETS: Names and contact information of all attendees are to be recorded and kept on

file with Kathy.



Details 

Advent Meditations 

• No live music or liturgy.  Seasonal music pre-recorded selections at the discretion of the Director

of Music and Fine Arts.

Attendees 

Advent Meditations 

• Interested persons, limited to 15

Restrooms 

• Only use restrooms outside of Greenwood Room

Dismissal 
a. Congregants may come and go but must be gone by 9:30 or 11:30 depending on which session is

selected.

b. People need to leave after their session.  No dilly dallying! Deacons need to make sure people

are making their way towards the door.

c. When the event is over, there should be no need to reenter the space.

d. Sanitization of all hard surfaces will be performed before and after each session.

Procedure for Reporting Illness 
a. If someone later becomes ill within 10 days of attending a session, that needs to be reported to

Emily immediately.

b. A sign-in list will be kept at the entrance and all visitors are expected to sign in.

1. Report illness to Emily Tripp

2. Emily will notify all staff via email (including Jan van Wyk)

3. Kathy will notify all people present in the building within 24 hours of the incident

4. Relating staff person will communicate with their affected constituents



COVID Procedures for Special Services 
Weddings | Funerals | Baptisms 

Compartmentalization of the Building 
Our goal is to compartmentalize the Sanctuary in order to limit building access and exposure by outside 
parties. 

a. Includes access to Greenwood, kitchen, Burling, and courtyard, with the Gallery hallway roped
off West of Burling.

b. South Hallway roped off North of the Tower Room.
c. All sanctuary doors should be unlocked in case of a fire, but nobody should go through the doors

to the south.
d. Deacons need to monitor that nobody is outside of the zone we establish for them to be in,

including doors and access points. Approximately 3-5+ deacons are ideal for services of this
type.

e. Masks are required inside the building, at all times.

Service Scheduling and Staffing 
Baptisms 

 Baptisms can be offered based on scheduling availability of the presiding minister and Director
of Music and Fine Arts (or videographer).

 Baptisms should involve parents, siblings, and sponsors only, limited to 15
 Suggested times: Tuesday 2:00-6:00 p.m., Thursday 3:30-5:30 p.m.
 Staff required for a Baptism: Minister, Director of Music and Fine Arts or videographer
 To be scheduled on the internal calendar by the presiding minister.
 To be “read” at the weekly staff meeting or sent via email if timing does not allow sufficient

warning.

Weddings 
 Staff required for a Wedding: Wedding Coordinator, Minister, Deacons (3), Organist, Director of

Music and Fine Arts or videographer (if needed), and Wedding Custodian
 Seating cap: 40 (not including church staff)
 Time limit: 30-40 minutes
 To be scheduled on the calendars when the reservation is made.
 To be “read” at the weekly staff meeting or sent via email if timing does not allow sufficient

warning.

Funerals 
 Staff required for a Funeral: Minister, Deacons, Organist, Director of Music and Fine Arts or

videographer (if needed)
 Seating cap: 40 (not including church or funeral home staff)
 Time limit: 30-40 minutes



 Suggested scheduling: Thursday after 6:00 p.m.; Friday; Saturday; Monday
 To be scheduled on the internal calendar by the presiding minister.
 To be “read” at the weekly staff meeting or sent via email if timing does not allow sufficient

warning.

Entry 
a. Only Narthex and East Gallery (no stairs) entrances to be used.
b. If an individual with mobilities issues needs to use the elevator, they should be escorted in (by a

Deacon, if available.)
c. SIGN-IN/SIGN-OUT SHEETS: Names and contact information of all attendees are to be recorded

and kept on file with Kathy.

Service Details 
Baptisms 

 Baptismal Liturgy only

Weddings 
 Opening Voluntary
 Liturgy
 Closing Voluntary

Funerals 
 Opening Voluntary
 Prayers
 Voluntary (optional)
 Homily
 Prayers
 Closing Voluntary

Attendees 
Baptisms 

 Parents, siblings, and sponsors only, limited to 15

Weddings 
 Close friends and family, limited to 40

Funerals 
 Staff Close friends and family, limited to 40

Restrooms 
 Only use restrooms outside of Greenwood Room



Music 
 Music at services is optional.
 Organ voluntaries or piano music only: Prelude, Voluntary during the service, Postlude
 No soloists

Dismissal 
a. BAPTISM: the family should be led out by the minister.
b. WEDDING/FUNERAL: If a small congregation is present, the congregants should be dismissed by

the Deacons in an orderly manner immediately following the conclusion of the service.
c. A period of _____ [time] should be allowed before the next event is scheduled

Other suggestions:
d. People need to leave after the event.  No traditional Plymouth dilly dallying! Deacons need to

make sure people are making their way towards the door.
e. When the event is over, there should be no need to reenter the space.  Speakers, flowers,

instruments etc. need to be out shortly after the people are out.
f. It would be optimal if we can be given a set end time (which allows for enough time for all

people and stuff to be removed), so we can get right in and do what we need to do.
g. Sanitization of all hard surfaces will need to be performed within a short time after the event.
h. Sanitization requires time.  If the entire sanctuary needs to be sanitized, no event should be

scheduled in the same space for 24 hours after the preceding event.



Procedure for Reporting Illness 
a. If someone later becomes ill, that needs to be reported to Emily immediately.
b. A sign-in list will be kept at each entry and all visitors are expected to sign in and out

1. First Contact reports to Emily Tripp
2. Emily will notify all staff via email (including Jan van Wyk)
3. Kathy will notify all people present in the building within 24 hours of the incident
4. Relating staff person will communicate with their affected constituents



COVID Procedures for Music Recordings 

General Procedure 
Our goal is to limit exposure of church staff to outside parties through minimizing active travel routes. 

 The majority of music recordings take place outside of normal office hours.
 Masks are required inside the building, at all times except when recording.
 Musicians will park on the top level of the parking deck and enter the building through the

East Atrium.
 Musicians will sign-in at the Atrium door.
 Musicians will travel west toward the south stairwell and then up the stairs to the Recital

Hall area to access robes, music, restrooms, etc.
 Musicians will travel from the 3rd floor down to the second floor Sanctuary access via the

central stairwell.
 Following the recording session, musicians will travel from the second floor Sanctuary access

back to the 3rd floor to de-robe and return music, etc., via the central stairwell.
 Musicians will then use the south stairwell to return to the first floor and east atrium access.
 After signing-out the musicians will depart the building.

Service Scheduling and Staffing 
Recordings 

 Recordings can be offered based on scheduling availability of the Director of Music and Fine Arts
(or videographer) and other related music staff.

 Recording sessions involve only the recording musicians as limited by the current re-entry
phase.

 Suggested times: Wednesday, 6:00-8:00 p.m., Thursday 1:00-2:00 p.m., or 3:30-5:30 p.m.
 Staff required for a recording session: Director of Music and Fine Arts, videographer: TBD, other

related music staff

Entry 
 The East Atrium entrance will be used.
 SIGN-IN/SIGN-OUT SHEETS: Names and contact information of all attendees are to be

recorded and kept on file with Kathy.



Attendees 
 Relevant and minimal staff only

Restrooms 
 Only use restrooms outside of Greenwood Room or adjacent to the Recital Hall can be used.

Procedure for Reporting Illness 
 If someone later becomes ill, that needs to be reported to Emily immediately.
 A sign-in list will be kept at each entry and all visitors are expected to sign in and out

1. First Contact reports to Emily Tripp
2. Emily will notify all staff via email (including Jan VanWyk)
3. Kathy will notify all people present in the building within 24 hours of the incident
4. Relating staff person will communicate with their affected constituents



COVID Procedures for Plymouth 
Employees  

Plymouth Employee COVID Guidelines 

 Masks are required to be worn in common areas.
 Masks are required in office areas for all individuals if more than one person is in the 

office.
 Social distancing is required.  Maintain a minimum of 6 feet of distance from others at 

all times.
 Wash your hands frequently.
 If you are sick or feeling symptoms stay home.
 If you’ve been in close contact with someone with COVID, please quarantine for 14 

days.
 General Guideline for close contact = 6 feet or less for a period of 15 minutes or more, 

regardless of whether masks were worn.*
 Employees are encouraged to work from home or schedule virtual meetings whenever 

possible.
 If you are receiving a visitor in the building, the visitor is required to sign in and wear a 

mask.  Additionally, the visitor must use hand sanitizer.
 Visitors must be escorted by a staff member and traffic in the building should be limited.
 No groups larger than (5) at this time.
 All visitors and small groups must be added to the internal calendar in advance.




