
Church Office Guidelines

The Re-opening Task Force has put together the following guidelines for church office opening 
effective Monday June 1st.

On May 5th Governor Pritzker released a 5-phase plan to reopen the State of Illinois.  Effective 
June 1st we will move into Stage 3.  This will allow the offices at Christ Church to reopen.
This link will take you to the site which outlines the complete Guidelines and Tool Kit for 
reopening the church offices.  https://dceocovid19resources.com/assets/Restore-
Illinois/businessguidelines3/offices.pdf 

There are 4 different categories of people that will be using the facilities.  Each category has their 
own set of guidelines:

Staff - Paid personnel

Volunteer - Anyone that has been asked to assist a ministry or work on a project.

Visitor - Anyone that will be in the facility for a short period of time and is not on the schedule.  
Ex: delivery driver, someone dropping off a check, requesting information etc… 

Scheduled Event - Any event that we ask people to be on-site for. Ex: children’s event, student 
activities, adult connect groups etc…

Staff and Volunteers:

1. You should not report to work or volunteer if you are experiencing symptoms of 
Coronavirus Disease (COVID-19), including fever (100.4° or above), cough, shortness of 
breath, sore throat, chest tightness, extreme fatigue, loss of sense of taste or smell, 
diarrhea, muscle aches, or headaches. If you are experiencing any of these symptoms, 
stay home and call your doctor. (IDPH Requirement)  Click on the following link for 
more information  https://www.cdc.gov/coronavirus/2019-ncov/symptoms-
testing/symptoms.html

2. If someone in your household is sick, please stay home. 

3. If you are at high risk, please stay home. Virtual meetings will be available for anyone 
who cannot be at the facility due to health reasons. 

4. Please, take your temperature before you leave for work or to volunteer. If unable to take 
your temperature at home, the office will have touchless thermometers for you to use 
upon entering facility.

5. Entrances and exits will be limited to the Main Office Entrance.

6. Volunteers will be required to sign-in when entering the facility.



7. Staff and volunteers will not be required to wear face masks unless they are unable to 
distance themselves from others.  Social distancing requires a 6-foot space between non-
household individuals. 

8. Practice distancing when using the elevator.

9. The church will provide soap and water, paper towels and hand sanitizer for your safety.  
Frequently hand washing is strongly encouraged.

10. Please clean and disinfect your personal work space on a regular basis.  Your desk 
top and phone should be wiped off several times throughout the day.

11. Custodians will regularly clean high-touch surfaces including doorknobs, light switches, 
shared equipment, toilet handles, sink faucets, and clock in/out areas.

12. The water fountains will be inoperable during this time.  

13. Using large spaces for meetings will be encouraged.  

Visitors:

1. All visitors will be required to enter through the Office Entrance and sign in on the sign-
in sheet on the clipboard hanging on the wall as they enter.  The sign-in sheet will require 
name and phone number and time of entrance. This will be used for notification in case 
someone later tests positive of COVID-19. (Hand sanitizer will be made available at the 
entrance for all visitors)

2. Visitors will be required to wear face masks while in the building.  If they don’t have 
one, one will be provided.

Scheduled Events:

1. The paid staff person that the scheduled event falls under is responsible for making sure 
that social distancing guidelines are being followed.  

2. Face masks will be worn if people are unable to distance themselves from others.  Social 
distancing requires a 6-foot space between individuals. 

3. Groups of people are limited to 10.

4. A record of attendance is required for all events.  This will be used for notification in case 
someone later tests positive of COVID-19. 


