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CHURCH OFFICE HOURS 

8:00 AM to 4:30 PM Monday-Thursday 
8:00 AM to NOON on Friday 

The main phone line will be answered by office staff during these designated business hours.  
Outside of these times, the phone answering system and emergency on call procedures will 

be used. All staff are reachable by e-mail and voicemail. 

 

INTRODUCTION & OUR COMMITMENT TO BEING COMMUNITY 
 
“We believe it is critical at this confusing and chaotic time that people can know each 
other, belong to each other, and take strength in each other.” This is the first part of our 
Vision Statement. 
 
In the midst of the covid-19 pandemic, the Council and an appointed team of staff and 
members has prayerfully considered how we must adapt as we continueto live in love as a 
congregation. This has led us to adopt additional safety precautions for those essential on-
site activities, and although we will continue to make plans for some on-site worship still in 
2020, those plans will be dictated by, and potentially changed by, the metrics the Team has 
landed on, keeping with Minnesota Department of Health (MDH) guidelines.  We are giving 
consideration to the spiritual and mental health issues that surround isolation and not 
gathering in-person with our beloved community, but the safety of all must be our top 
priority.  We believe this is the best way we can live into Christ’s call to love one another.  
 
As we anticipate what community life will look like as we gather in person, we believe the 
Spirit calls us to continue to live in love, adopting new rituals and routines that model the 
best care we can provide to each other with particular attention to those who are the most 
vulnerable in our midst (Jesus had a lot of things to say about that, too). We will continue to 
learn more about best practices and adjust our response accordingly, but we invite you to 
review this plan as one way to prepare to participate in our shared life together.  
 
As we pray each week, we trust that God’s hand is guiding us to make wise decisions and 
God’s love is supporting us. It is God who said “Do not fear, for I have redeemed you; I have 
called you by name, you are mine” (Isaiah 43:1). We join together as those who have been 
claimed in love by a God of grace, committing to a covenant of care as we seek to best 
reflect that love to each other as we follow Christ together in our community where All Are 
Welcome.  
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COVID-19 PREPAREDNESS PLAN 

TERMINOLOGY 
 

Summary of Terms and Steps to Mitigate Community Spread of COVID-19 
Before outlining the Westwood Preparedness plan and protocols, it is important for 
everyone to have the same understanding of terms as it relates to COVID-19 and the steps 
outlined to prevent its spread. To this end, we begin by defining terms using information 
from the Centers for Disease Control (CDC) and Minnesota Department of Health (MDH). 
 
Coronavirus disease 2019 (COVID-19) is a respiratory illness that can spread from person to 
person. The disease is thought to spread by nose and mouth droplets when someone who is 
infected coughs sneezes, or exhales. Anyone of any age can get this diseas. Some people 
may get sicker thatn others. People who are sick with COVID-19 can give it to others, even 
sometimes when they do not feel sick. Members of the Westwood community should take 
action to protect themselves and others from infection.  

Symptoms of COVID-19 can include (see decision tree for most updated: 
https://www.health.state.mn.us/diseases/coronavirus/schools/exguide.pdf)  

• Fever – 100.4F 

• Chills 

• Cough 

• Shortness of breath 
or difficulty 
breathing 

• Fatigue 

• Muscle pain    

• Headache  

• Loss of taste or smell 

• Sore throat 

• Congestion or runny 
nose 

• Nausea or vomiting 

• Diarrhea  

These symptoms may appear 2-14 days after you are exposed to the virus that causes 
COVID-19. If you have symptoms of COVID-19, we recommend that you seek the counsel of 
your healthcare provider. 

Exposure 
According to the Centers for Disease Control (CDC) and Minnesota Department of Health 
(MDH), individuals have a known exposure if they have had “close contact” with an 
individual who has a confirmed case of COVID-19.  
CDC: https://www.cdc.gov/coronavirus/2019-ncov/php/public-health-
recommendations.html 
MDH: https://www.health.state.mn.us/diseases/coronavirus/contact.pdf 
 
Close contact is defined as being within six feet of someone for more than 15 minutes up to 
two days before they began experiencing symptoms, until the time they entered isolation. 
What counts as close contact? 
 

• You were within 6 feet of someone who has COVID-19 for at least 15 minutes 
• You provided care at home to someone who is sick with COVID-19 
• You had direct physical contact with the person (touched, hugged, or kissed them) 
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• You shared eating or drinking utensils 
• They sneezed, coughed, or somehow got respiratory droplets on you 

 
Being in the same building or even the same room as someone who has tested positive is 
not considered a known exposure if you maintained social distancing and if other health 
and safety protocols were followed.  
 
If you have had close contact with someone who has tested positive, you will need to 
quarantine for 14 days and self-monitor for symptoms, and/or get tested. 

Quarantine keeps someone who was in close contact with someone who has COVID-19 
away from others. Quarantine helps prevent the spread of disease that can occur before a 
person knows they are sick or if they are infected with the virus without feeling symptoms. 
Anyone who has been in close contact with someone who has COVID-19 needs to 
quarantine. 

Isolation ISOLATION keeps someone who is sick or tested positive for COVID-19 without 
symptoms away from others, even in their own home. 

See the difference between quarantine and isolation and steps to take: 
https://www.cdc.gov/coronavirus/2019-ncov/downloads/COVID-19-Quarantine-vs-
Isolation.pdf 
 

Steps to take 

• Stay home for 14 days after your last contact with a person who has COVID-19 
• Watch for fever (100.4◦F), cough, shortness of breath, or other symptoms of COVID-19 

• If possible, stay away from others including those in the same household, especially 
people who are at higher risk for getting very sick from COVID-19 

• If you were in close contact with a suspected or positive case when you were tested 
you should remain in quarantine for the full 14 days even if your test comes back 
negative. 

o This is because the incubation period for the virus can be up to 14 days and 
unless you were tested on the 14th day from your exposure, a negative test 
earlier in the quarantine period does not mean you are not infected. 

Contact tracing is used by health departments to prevent the spread of infectious disease. 
In general, contact tracing involves identifying people who have an infectious disease 
(cases) and their contacts (people who may have been exposed) and working with them 
to interrupt disease transmission. For COVID-19, this includes asking cases to isolate and 
contacts to quarantine at home voluntarily. While Westwood will notify those who were at a 
Westwood event if they were in attendance with an individual with COVID-19, we will refer 
the contact tracing process to the Minnesota Department of Health. 
Contact tracing for COVID-19 typically involves: 

• Interviewing people with COVID-19 to identify everyone with whom they had close 
contact during the time they may have been infectious, 

• Notifying contacts of their potential exposure and need to quarantine, 

• Referring contacts for testing, 
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• Monitoring contacts for signs and symptoms of COVID-19, and 

• Connecting contacts with services they might need during the self-quarantine 
period. 

 

Resources 

MDH Coronavirus Basics: 
https://www.health.state.mn.us/diseases/coronavirus/materials/basics.pdf  
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PHASED RETURN TO IN-PERSON ACTIVITIES 
 
A Phased Approach  
Decisions relating to how and when we gather in-person are a dynamic process, responsive 
to what is happening in our immediate communities, attentive to guidance from medical 
professionals and governmental agencies along with our own awareness of the needs of 
our community. A Re-Opening Task Force of members and staff, under the direction of the 
Council, has led this effort since August. It presents a multi-phase approach that we can all 
follow as we make deliberate and measured changes over time.  
 
Westwood will take a similar approach to MN school districts, where we offer intended plans 
for the coming two months and then use the phases and metrics below to determine if 
those intended plans are viable. We will look at the same metrics that school districts use to 
determine learning models (cases per 10,000 over a 14 day period in Hennepin county), 
located on the MDH website and updated weekly. 
https://www.health.state.mn.us/diseases/coronavirus/stats/wschool.pdf. We will also attend 
to the local school districts that surround Westwood. 
 
As the body of information regarding effective mitigation of COVID-19 grows and as we 
assess the needs of our community, Westwood reserves the right to revisit and amend this 
document (in writing) at any time to reflect the most up to date medical and 
epidemiological information and scientific research.  
 
 
 
*Most up to date phase chart found on www.westwood.church/covid 
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HEALTH AND SAFETY PROTOCOLS FOR ENTERING BUILDING 

Our first priority is the health and safety of all individuals within the Westwood community.  
While the staff will be responsible for implementing these protocols in their areas, it is 
imperative that all members, visitors, and contractors adhere to all health and safety 
protocols when gathered together as a community and in our daily lives. 

 

SUMMARY OF HEALTH AND SAFETY PROTOCOLS  
 

Westwood Lutheran Church will prioritize the health and safety of all individuals by: 

• Providing hand sanitizer (hand sanitization stations) at all in-person gatherings and 
throughout the building.  

• Providing disinfecting stations (with disinfectant on EPA N list) to allow individuals to 
clean areas before and after each use.  

• Ensuring all open bathrooms are cleaned regularly and fully operational with soap 
and hot water. 

• Displaying signage for physical distancing and other preventative behaviors 
throughout the building (see MDH link below under resources).  

• Displaying revised capacity for physical distancing in all meeting spaces, 
classrooms, and public areas.  

• Reviewing traffic flow through the spaces and implementing changes that 
accommodates physical distancing where possible (feasible). This will be 
communicated clearly to the Westwood community, especially those who will be 
entering the building. 

• Ensuring sufficient administrative and facilities staff are available to 
accommodate increased activity in the building. 

• Controlling access to the building.  

• Reviewing HVAC function to maximize air flow, and ventilation throughout the 
building.  

• If there are cases of COVID-19 in a person who has been at an in-person activity, 
everyone else who attended that activity will be notified. Westwood will maintain 
confidentiality. Westwood will notify those who attended as part of its care of the 
community, not as an official contact tracing process (that will be handled by MDH). 

• Following CDC and MDH guidelines regarding notification about COVID-19 cases 
involving Westwood participants and staff within the limits of privacy laws and 
regulations. Westwood will maintain confidentiality. 

Each member of the Westwood community, is asked to do the following to prevent the 
spread of COVID-19:  

• Wear an appropriate mask at all times per MN executive order: 
https://www.leg.state.mn.us/archive/execorders/20-81.pdf 
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o Nose and mouth must be covered 
• Maintain physical distancing of 6 feet or more at all times 
• Complete the Westwood COVID-19 Covenant of Care before attending an in-

person activity. This form will be sent to you via email or as a part of signup process 
on Westwood Connect prior to each gathering. 

• Complete the Westwood Self-Report Form as soon as possible upon notification of 
testing positive for COVID-19. Westwood will maintain confidentiality.  

• Stay home from in-person activities when ill or displaying symptoms that could cause 
concern or raise anxiety among participants and staff 

o (i.e. excessive coughing, sneezing, runny nose) 
• Stay home when exhibiting any symptoms associated with COVID-19 

• fever 
• cough 
• shortness of breath 
• chills 
• headache 

• muscle pain 
• sore throat 
• loss of taste or smell 
• nausea, vomiting  
• diarrhea 

• Stay home if you have had close contact with someone who has tested positive, you 
will need to quarantine for 14 days and self-monitor for symptoms, and/or get tested. 

• Isolate after testing positive for COVID-19 
o 10 days after illness onset and 
o for 24 hours after the fever is gone, without the use of fever-reducing 

medicine, and 
o symptoms are improving 

• Adhere to all other the CDC recommended practices around mitigating the spread 
of infectious diseases 

o six feet distancing, wearing a face covering, washing hands, cleaning spaces 
o any other practices that may emerge 

 
Resources: 
MDH signage on preventing spread of COVID-19: 
https://www.health.state.mn.us/diseases/coronavirus/materials/preventbasics.pdf 
MDH signage on mask wearing: https://mn.gov/covid19/media/share-message/for-
businesses/index.jsp 
MDH What You Need to Know About Minnesota’s Face Covering Requirement: 
https://www.health.state.mn.us/diseases/coronavirus/facecoversummary.pdf 
MDH Materials and Resources for COVID-19 Response: 
https://www.health.state.mn.us/diseases/coronavirus/materials/index.html 

 

OTHER BUILDING GUIDELINES  

• Water-fountains should not be used. The touchless water-filling station is available to 
fill your personal water bottle.   

• Food should not be shared communally.  

• The two doors to the main church office should be propped open when staff are 
working in the office to reduce contacting doors and knobs unnecessarily. This 
should be applied to any room in use, including sanctuary. 



  

8 
 

• No more than 2 individuals should be in the restrooms at the same time to ensure 
adequate social distancing, with signage to encourage physical distancing around 
sinks 

• No more than 1 individual should use the elevator at the same time to ensure 
adequate social distancing. 

 

PHYSICAL DISTANCING 
Per the CDC, social distancing, also called “physical distancing,” means keeping space 
between yourself and other people outside of your home. To practice social or physical 
distancing:  

• Maintain at least 6 feet (about 2 arms’ length) between you and others (per current 
guidelines)  

• Stay out of crowded places and avoid mass gatherings, including parties or other 
social events that do not adhere to social distancing guidelines.  

 
Reducing face-to-face contact with others is one way we can reduce the spread of 
COVID-19, so we will ensure that all Westwood in-person activities are held in accordance 
with social distancing guidelines by implementing the following measures:  
 

• Westwood will determine the COVID-19 capacity for the Sanctuary, meeting rooms, 
and common spaces, the capacity limit at which social distancing may be 
maintained.  

• COVID-19 capacity limits for rooms will be posted.  
• Meetings will be conducted electronically when it is feasible to do so; if meetings or 

activities need to be held in person, participation will be limited to the posted 
capacity limit. 

• Table tents will remind community members of social distancing when seated at a 
shared or common table.  

• Masks or cloth face covering  will be required indoors in common areas where others 
are present.  

• Furniture in some areas will be removed or relocated.  
• Temporarily suspend the use of rooms where it is difficult to achieve social distancing.  
• Signage will be used to reinforce social distancing practices.  
• When feasible, event materials may be provided on a grab-and-go or curbside 

basis.  
• Technology for remote work and virtual events will be used more frequently than is 

typical with on-campus operations.  
 
Resources:  
CDC Guidance on Social Distancing (referred to in this document as physical distancing): 
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/social-distancing.html 
CDC Interim Guidance for Administrators of US Institutions of Higher Education : 
https://www.cdc.gov/coronavirus/2019-ncov/community/guidance-ihe-response.html 
ACHA (American College Health Association) Considerations for Reopening Institutions of 
Higher Education in the COVID-19 Era: 
https://www.acha.org/documents/resources/guidelines/ACHA_Considerations_for_Reopeni
ng_I HEs_in_the_COVID-19_Era_May2020.pdf  
University of Chicago Social Distancing: https://safety-
security.uchicago.edu/emergency_management/all_hazard_safety_procedures/social_dist
ancing/ 
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MDH printable sign on mask wearing and physical distancing: 
https://www.health.state.mn.us/diseases/coronavirus/materials/risk.pdf 

 

MASKS OR OTHER FACE COVERINGS 

Starting July 24 2020 at 11:59pm, the State of Minnesota requires individuals in Minnesota to 
wear face coverings indoors in businesses and public settings.  
Westwood will promote mask use through: 
 

• Requiring use of masks or cloth face coverings that cover the nose and mouth in 
indoor areas of the Westwood campus (or in any building where a Westwood event 
is occurring) where others are present, including the Sanctuary, kitchen, meeting 
rooms, common areas, and bathrooms. 

o Appropriate and limited exceptions may be made, for example while eating.  
• Strongly encouraging masks and cloth face coverings outdoors when in crowded 

areas or where social distancing may be difficult to maintain (masks required for 
outdoor worship gatherings).  

• Consistent with the Minnesota law, the mask or cloth face covering must be worn to 
cover the nose and mouth completely, and can include: 

o  a paper or disposable face mask, a cloth face mask, a scarf, a bandanna, a 
neck gaiter, or a religious face covering.  

§ Masks that incorporate a valve designed to facilitate easy exhaling, 
mesh masks, or masks with openings, holes, visible gaps in the design 
or material, or vents are not sufficient face coverings because they 
allow exhaled droplets to be released into the air.  

• Promoting masks and cloth face covering use consistent with CDC and MDH 
guidance  

• Reminding community members that masks and other cloth face covering use does 
not replace the need for social distancing  

• Considering ways to communicate effectively using masks, testing options (like 
personal amplifiers and microphones), and making accommodations when needed. 

• Westwood will provide masks for those who do not have them (located at usher 
station in Narthex). 

 
Westwood will consider appropriate accommodations for individuals who cannot medically 
tolerate masks or other cloth face coverings with advanced notice. 

 
Resources:  
CDC Considerations for Wearing Masks: https://www.cdc.gov/coronavirus/2019-
ncov/prevent-getting-sick/cloth-face-cover.html  
WHO Advice on the use of masks in the context of COVID-19, Interim Guidance: 
https://www.who.int/publications/i/item/advice-on-the-use-of-masks-in-the-community-
during-home-care-and-in-healthcare-settings-in-the-context-of-the-novel-coronavirus-(2019-
ncov)-outbreak 
MDH printable sign on mask wearing and physical distancing: 
https://www.health.state.mn.us/diseases/coronavirus/materials/risk.pdf 

 

HAND WASHING 
Per the CDC, hand hygiene is an important part of the COVID-19 pandemic response. 
Practicing hand hygiene, which includes the use of alcohol-based hand rub (ABHR, i.e., 
hand sanitizer) or washing hands with soap and water, is a simple yet effective way to 
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prevent the spread of pathogens. All community members are expected to wash or sanitize 
their hands regularly in accordance with public health guidance. 
 
Hands should be washed for at least 20 seconds with soap when visibly soiled, before 
eating, and after using the restroom. During the COVID-19 pandemic, the CDC also 
recommends washing hands after you have been in a public place and touched an item 
or surface that may be frequently touched by others, such as door handles or tables. Per 
the FDA, there is currently no evidence that consumer antiseptic wash products (i.e., 
antibacterial soaps) are more effective than plain soap and water.  
 
Westwood is encouraging hand-washing through the following measures:  
 
• Providing hand sanitzer around the building—entrances, elevator lobbies, outside of 

restrooms, in meeting rooms and common areas, and other high-traffic areas.  
• Encouraging a “sanitize in and sanitize out” practices for community members when 

using common spaces.  
• Hand-washing guidelines are posted in all restrooms.  
• Displaying signage that promotes hand hygiene.  
• Making paper towels available in restrooms.  

 
Westwood will use hand sanitizers that meet or exceed the CDC recommends using 
products with greater than 60% ethanol or 70% isopropanol.  
 
Resources:  
CDC Hand Hygiene Recommendations: https://www.cdc.gov/coronavirus/2019-
ncov/hcp/hand-hygiene.html  
FDA Hand Sanitizer Q and A: https://www.fda.gov/drugs/information-drug-class/qa-
consumers-hand-sanitizers-and-covid-19  
FDA Policy for Temporary Compounding of Certain Alcohol-Based Hand Sanitizer Products 
During the Public Health Emergency: https://www.fda.gov/regulatory-information/search-
fda-guidance-documents/policy-temporary-compounding-certain-alcohol-based-hand-
sanitizer-products-during-public-health 
  

RESPIRATORY ETIQUETTE 
To prevent the transmission of all respiratory infections (including COVID-19 and influenza), 
we strongly encourage community members to implement appropriate respiratory/cough 
etiquette as a standard precaution. Per the CDC, the following measures to contain 
respiratory secretions are recommended for all individuals:  

• Cover your mouth and nose with a tissue when coughing or sneezing (you will also 
be wearing a mask).  

• Use the nearest waste receptacle to dispose of the tissue after use.  
• If you don’t have a tissue, cough or sneeze into your elbow, not your hands.  
• Perform hand hygiene (e.g., hand-washing with non-antimicrobial soap and water, 

alcohol-based hand rub, or antiseptic hand wash) after having contact with 
respiratory secretions and contaminated objects/materials. 

Westwood  is encouraging respiratory etiquette through:  
• Print and Online Communications with the congregation campaign.  
• Signage displayed in the building.  

 
Resource:  
https://www.cdc.gov/flu/professionals/infectioncontrol/resphygiene.htm   
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CLEANING AND SANITIZATION  
Cleaning surfaces followed by disinfection is a best practice for preventing COVID-19 and 
other viral respiratory illnesses in community settings. The church has established cleaning 
protocols consistent with CDC and MDH guidance, which include measures such as: 
 
• Routinely cleaning and disinfecting frequently touched surfaces and objects in common 
areas. This includes cleaning objects and surfaces such as tables, desks, countertops, 
common area furniture, handrails, elevator buttons, doorknobs, light switches, computers, 
vending/ATM machines, toilets, faucets and sinks. Disinfection cleaning will be done with 
EPA-registered disinfectants approved for use against the virus.  
 
• Frequently touched surfaces in high-traffic common areas will be cleaned as needed by 
the custodial staff. Frequently touched surfaces in areas with less traffic will be cleaned 
regularly as well. 
Self-use cleaning stations will set up around campus in rooms, common gathering spaces, 
and office areas. Please use these to clean the area before and after use. Written 
instructions will be provided and communicated to those who will be using these spaces 
beforehand. 
 
Resources:  
https://www.cdc.gov/coronavirus/2019-
ncov/community/organizations/cleaningdisinfection.html   
https://www.ashrae.org/file%20library/technical%20resources/ashrae%20journal/2020journal
doc uments/72-74_ieq_schoen.pdf 
https://www.osha.gov/SLTC/covid-19/controlprevention.html#environmental_cleaning  

 

TRAFFIC FLOW 
Traffic flow throughout the building will be adjusted to reduce interactions and promote 
social distancing.  
Potential measures include:    

• Physical barriers or visual indicators (e.g., six-foot markings).  
• Clear signage to facilitate changes to entrances, exits, occupancy limits, or direction 

of visitor flow.  
• Maximum occupancy for classrooms will be clearly posted to support physical 

distancing.  
 
Resource:  
https://www.cdc.gov/coronavirus/2019-ncov/hcp/non-us-settings/hcf-visitors.html  

 

HVAC AND VENTILATION 
Staff and members of Re-Opening Team have reviewed HVAC function to the building 
using information put forth by the American Society of Heating, Refrigerating and Air-
Conditioning Engineers (ASHRE), CDC and MDH for indoor air quality. Adjustments to 
building operations will be made when needed and within the practical limits of the HVAC 
systems.  
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Adjustments to improve HVAC function and Ventilation include: 
• Installation of GPS bi-polar ionization system in the Sanctuary 
• Balance and optimization of air flow in other rooms in consultation with an HVAC 

specialist. 
• Note that any HVAC adjustments will not impact the need for physical distancing or 

other elements of this plan. 
 
Resource:  
www.ashrae.org  
https://www.nap.edu/catalog/25769/rapid-expert-consultation-on-the-possibility-of-
bioaerosol-spread-of-sars-cov-2-for-the-covid-19-pandemic-april-1-2020 
 
 
 

SCREENING AND REPORTING FOR PEOPLE WHO HAVE ATTENDED IN-PERSON ACTIVITIES 

 
Our goal is to create a culture of well-being and health for the Westwood community. We 
can no longer allow individuals to “tough it out” and attend in-person activities while sick. 
With this in mind, all individuals who come to in-person activities are expected to self-screen 
for signs and symptoms of COVID-19. As you self-screen, ask yourself the following question, 
“Would I want someone else to attend this activity if they felt the same way?” In addition, 
Westwood is developing an automated COVID-19 symptoms form that must be completed 
before attending an in person gathering and a Self-Report form for those who test positive 
for COVID-19.   
 
For weddings, funerals, and baptisms, we will require the group contact to sign a contract, 
including a clause that they will provide name and e-mail and/or phone number for all 
guests entering the sanctuary. Westwood needs list of attendees by 24 hours before event, 
e-mailed to coordinator (weddings and funerals) or pastor (baptisms). 
 
The guidelines listed below based on guidance from MDH and the CDC. Westwood will 
develop signs and messaging to remind community members not to enter common spaces 
if they are feeling sick. 

We ask that you not attend in-person activities if you have any COVID-19 symptoms per the 
MDH decision tree. Staff, students, and teachers at WECC and WLC will adhere to the 
following decision tree as it is updated, and we ask that do the same for any in-person 
activity at Westwood, in addition to consultation with your doctor: 

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

As of this guide’s publication, the decision tree defines symptoms as following. Please 
consult the above decision tree for action: 

o More common: fever greater than or equal to 100.4o F, new onset and/or 
worsening cough, difficulty breathing, new loss of taste or smell. 

o Less common: sore throat, nausea, vomiting, diarrhea, chills, muscle pain, 
excessive fatigue, new onset of severe headache, new onset of nasal 
congestion or runny nose. 

If a you have a new symptom consistent with COVID-19, with no other diagnosis to explain 
it: you should stay home and consult your health care provider about testing for COVID-19, 
even if it is the only symptom you are experiencing. 
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If you receive a laboratory test for COVID-19 or are diagnosed without a lab test: consult 
with your doctor on isolation proceures and follow their recommendations.  

If you encounter COVID-19 exposure: If you have been in close contact with someone who 
is diagnosed with COVID-19, please do not attend any event hosted by Westwood. If you 
find out about their diagnosis after attending a Westwood event, you should complete the 
Westwood COVID-19 Self-Report form and self-quarantine by staying home and watching 
for symptoms for 14 days. 

If you have COVID-19 symptoms while attending an in-person activity:  If symptoms begin 
while attending an in-person event, you should go home as soon as possible and consult 
your physician. Notify the church as soon as possible via the Westwood COVID-19 Self-
Report form or phone, so that the area you occupied can be properly cleaned and 
disinfected.  

If there are cases of COVID-19 in a person who has been at an in-person activity, everyone 
else who attended that activity will be notified. Westwood will maintain confidentiality. 
Westwood will notify those who attended as part of its care of the community, not as an 
official contact tracing process (that will be handled by MDH). 

 
 
 
 

GUIDELINES FOR WORSHIP 
 
Westwood Lutheran Church has adopted the following guidelines to prioritize the health and 
safety of all individuals who attend in-person worship services.  These guidelines, in 
conjunction with our protocols apply to all in-person worship services, including baptisms, 
funerals, and weddings. They will be strictly enforced without exception.  
 
As we live into Christ’s call to love and care for one another, it is imperative that all 
individuals who attend in-person worship services abide by the rules and protocols related 
to changes in behavior, facility usage, traffic flow, and occupancy to support the health 
and well being of our community.  
 
More details about our protocols and our phases for returning to in-person activities can be 
found in our COVID-19 Preparedness Plan.  
 
All individuals planning to attend in-person worship must: 
BEFORE the service 

• Complete the registration form to attend the service* online, or if unable to complete 
online, call the office and we will mail you a form. 

• Complete the COVID-19 symptoms covenant (this is part of the sign up form) 
• After registering to attend, continue to monitor symptoms and stay home if you 

become ill or begin to exhibit any of the symptoms associated with COVID-19.  
• Persons who are at higher risk for severe illness (elderly or underlying health 

conditions) are strongly encouraged to stay home. 
*The process for collecting this information for funerals and weddings will be 
explained in detail.  
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DURING the service 

• Wear a face mask that covers the nose and mouth at all times.  
• Follow traffic flow parameters and occupancy limits 
• Maintain Physical Distancing of 6 ft or more at all times 
• Regularly wash or sanitize hands, cover coughs and sneezes  
• Leave immediately (with your entire family group) when ill or exhibiting any of the 

symptoms associated with COVID-19 (and do not come in the first place if you are 
not feeling well) 

 
AFTER the service 

• Complete the COVID-19 Self-Report form if you contract the virus within close 
proximity to your in-person worship attendance, so that we can notify those who 
were in attendance. Westwood will maintain confidentiality with this notification, and 
will refer the official contact tracing process to the Minnesota Department of Health 
(MDH).   
 

When planning worship services, the following guidelines will be employed and strictly 
adhered to without exception: 

TRAFFIC FLOW 

Using advance communication, signage, and verbal instructions during the event, flow 
through the facility will be controlled to maintain physical distancing and avoid bottlenecks 
as much as possible, including upon start and at end of each worship service. 

• At this point in time, we will use Door 1 (Southeast corner) and all Narthex doors to 
access the Sanctuary and main floor Narthex restrooms.  

• Door 2 and the bathrooms adjacent to the Commons will not be open for public 
use.  

 
OCCUPANCY 
Outdoor Worship:  Occupancy for each venue will determined by the amount of space 
required for physical distancing of at least 6 feet between people who do not live in the 
same household while entering, exiting, sitting, and during all practices of the service. The 
maximum capacity allowed is 250 people. 

Sanctuary Worship: After determining the space required for maintaining physical 
distancing of at least 6 feet between people who do not live in the same household while 
sitting and standing during the service, accounting for traffic flow before and after the 
service, and HVAC considerations, Westwood has chosen to limit capacity to 100 people, 
including adults and children.    

• A few notes about Sanctuary worship occupancy: 
o The setup of the Sanctuary is fixed. Chairs should not be moved without prior 

approval of pastoral or worship staff.  
o To maintain 6 ft of physical distancing, there should be a minimum of 3 empty 

chairs on both sides of each family group.  
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o The capacity of 100 does not include worship leaders and musicians who are 
in the balcony. 

o The balcony is reserved for musicians and worship leaders. The balcony is not 
open to the general public for seating. 

• Anyone who arrives to attend an indoor service without completing the COVID-19 
symptoms covenant will not be allowed to enter the service.   

Small Groups or Fellowship Gatherings: Maintain physical distancing of at least 6 ft. Limit to 
10 people or less indoors, 25 people or less outdoors. 

GENERAL PRACTICES 
• Printed materials will not be distributed and hymnals will not be used at this time. We 

will use the screens to display congregational responses.  
o Bulletins will be available online for those who want to print in advance to 

bring to worship.  
• Collection plates for Offerings will be placed on self-standing stations at designated 

locations to avoid close contact and maintain physical distancing.  
• The Sharing of the Peace will be adapted to include sign language and other forms 

greeting that maintain physical distancing.  
• All other practices, including processionals and recessionals, will be adapted to 

avoid close contact and maintain physical distancing.  
• Communal meals, shared food, and beverages will not be allowed at this time, and 

any food or drink that would necessitate taking off a mask indoors while around 
others is not allowed. 

• Water-fountains will not be used at this time.  
• Coat Racks will not be available at this time. Please keep your coat and all personal 

items with you for the duration of your stay in the building.  
 

SERVICE LENGTH 
The length of the service should be carefully planned to allow for the minimum 
amount of time required to fulfill all necessary elements. 45 minutes is the 
recommended maximum length of any service at this time. 

WORSHIP LEADERS 

• Worship leaders will wear a mask when not speaking. If a distance of 12 feet or more 
exists between the worship leader and the congregation, the speaker may choose 
to remove the mask only while speaking. However,  if the speaker is closer than this, 
a mask is required while speaking.  

• The number of worship leaders will be limited to make sure they avoid close contact. 
• Whenever possible, individual microphones will be provided. If a microphone must 

be shared: 
o it will be remained untouched on a stand, when possible. 
o wipes will be available to clean between speakers. 

MUSIC 

• At this time, congregational singing is not permitted.* Instead, the congregation will 
be encouraged to audiate the music and invited to participate with physical 
gestures, sign language and other outward expressions that embody the message of 
the song.     
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*All Protocols regarding congregational singing will be re-evaluated once we are 
consistently in Phase IV or when enough new information supports a change in this 
policy. 

• Vocal soloists are permitted on the same level as the congregation only if: 
o The singer is a minimum of 10 feet apart from other instrumentalists outside of 

their household group.  
o The singer is a minimum of 15 feet away from the congregation. 
o (when indoors) all singers are wearing a face mask while singing. 
o  (when outdoors) if a distance of 20 feet or more exists between the singer 

and the congregation, the singer may choose to remove the mask only while 
singing. However, if the singer is closer than this, a mask is required while 
singing. At no time should a singer be less than 15 feet away from the 
congregation while singing.   

• Vocal duets, trios, and quartets are permitted on the same level as the congregation 
only if: 

o all singers are a minimum of 10 feet apart from other singers and 
instrumentalists outside of their household group.  

o all singers are a minimum of 15 feet away from the congregation. 
o (when indoors) all singers are wearing a face mask while singing. 

• Ensembles of singers will not be permitted on the same level as the congregation 
during worship services.* However, ensembles of up to 16 members may sing in the 
balcony if all of the following protocols are observed: 

o all singers are a minimum of 10 feet apart from other singers and 
instrumentalists outside of their household group.  

o all singers are wearing a face mask while singing. 
o all singers are facing away from the congregation (singers must face the 

organ pipes) 
* Choirs of up to 40 singers may rehearse on the main level of the Sanctuary and 20 
singers in Good Shepherd Hall, provided that: 

o a plan showing how the choir will enforce and observe all Westwood proctols 
is submitted to and approved by the Cantor for Worship, Music, and the Arts 

o there are no audience members. 
o rehearsal breaks are taken after 30 minutes of singing and the Sanctuary is 

cleared for a minimum of 30 mins [1 air change]. The choir may move to the 
Commons or the Narthex during the break. 

o all singers are a minimum of 10 feet apart from other singers, instrumentalists, 
and administrative personnel outside of their household groups.  

o all singers are wearing a face mask while singing. 
• Instrumental Ensembles comprised of Strings and Percussion are permitted on the 

same level as the congregation only if: 
o all instrumentalists are a minimum of 10 feet apart from other singers and 

instrumentalists outside of their household group.  
o all instrumentalists are a minimum of 15 feet away from the congregation. 
o all instrumentalists are wearing a face mask while playing. 

• Instrumental Ensembles comprised of Brass and Woodwinds will primarily be 
considered in Phase IV. Until then, they will not be permitted on the same level as the 
congregation during worship services.*  However, ensembles of up to 5 members 
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may play from the balcony in select cases with protocols worked out with Westwood 
staff. 

*The only exception to this rule is that the Westwood Worship Team can have 1 wind 
instrumentalist per service that may play on the same level as the congregation. 

Additional Information regarding Baptisms, Communion, Funerals, and Weddings 

BAPTISMS 
• Pastors will adapt all practices to avoid close contact and maintain physical 

distancing  
• While the distribution of printed bulletins is discouraged, we will make 

commemorative copies available to the family and participants as necessary 
• See the notes on Traffic Flow for specific information on how to access the building 

and for a list of the restrooms that will be available for use. 

COMMUNION 
 

• The congregation will remain seated for communion.  
• Each participant will receive an individually packaged pre-filled ready to serve 

communion cup with juice and wafer to be distributed in a contactless way. 
• Pastors and staff will adapt all practices related to the preparation and distribution of 

communion elements to minimize contact and to promote health. 
 

FUNERALS 

• To ensure compliance with our protocols, signage will be placed at entrance points 
to make sure no one who is experiencing symptoms of COVID-19 enters the building. 
When possible, attendees will be asked to complete the Westwood Symptoms form 
in advance of the service.  

• While the distribution of printed bulletins is discouraged, we will make 
commemorative copies available to the family and participants as necessary 

• See the notes on Traffic Flow for specific information on how to access the building 
and for a list of the restrooms that will be available for use. 

WEDDINGS 
• The wedding party (wedding couple, bridal party, musicians, and photographer) all 

must complete the Westwood symptoms covenant prior to the wedding rehearsal 
and the wedding. Anyone experiencing one or more the COVID-19 symptoms will 
not be allowed to participate.  

• In addition, the wedding party is responsible for providing a complete list of all 
wedding guests to the church. This list must include name and contact information 
(i.e. email, phone number). This information is due to the wedding coordinator a 
minimum of 2 weeks prior to your ceremony. 

• The wedding party assumes responsibility for ensuring that all participants and guests 
are in compliance with all Westwood health and safety protocols regarding COVID-
19, including the symptoms covenant and expectations around completing the Self-
Report form. This will be written in the wedding contract. 

• While the distribution of printed bulletins is discouraged, we will make 
commemorative copies available to the family and participants as necessary 
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• If pictures without masks are desired in the Sanctuary, they must be taken before the 
service begins and before any guests arrive. Physical distancing must be maintainted 
among people from different household groups. Masks should be removed just 
before and return to the face just after the picture is taken.  

• Absolutely no pictures will be allowed after the conclusion of the ceremony.  
• The Wedding party will have access to Rooms 101, 103  and the Youth Room to 

prepare for the wedding. If additional spaces are necessary, the wedding 
coordinators work with the staff to see what is available.  

• Protocols in these rooms still apply: 
o Due to airflow, ventilation and concerns about the increased risk for exposure 

to COVID-19, we recommend limiting the time spent in these rooms. After 
each hour of usage, the room should be cleared for a minimum of 15 mins. 

o Physical Distancing must be maintained while in these rooms.  
o Face masks must be worn at all times, with the exception of doing make up.   

• See the notes on Traffic Flow for specific information on how to access the building 
and the restrooms that will be available for use. 

 

Cancel or Postpone In-person Worship 

If, after returning to in-person activities, there is evidence of COVID-19 spread associated 
with the Westwood community, we will consult with health officials to determine when and 
if we should cancel or postpone in-person services until it is safe to return. 
 
 
 
 

STAFF GUIDELINES DURING COVID-19 

 

INTRODUCTION 

It is important for us to establish guidelines to help keep everyone safe during the COVID-19 
pandemic.  This document, focused on employees, highlights policies which are intended 
to support continuation of Westwood’s mission and ministries while minimizing the risks to the 
health and wellbeing of our employees.  We all play a role in keeping Westwood’s 
environment and activities safe. 

You play a key role in keeping Westwood’s mission and vision alive and well throughout the 
communities we serve.   Your health and wellbeing are important to us.  

We will continue to review and update this document as circumstances change and as 
more is learned about the virus which may result in revised recommendations.   

There will be separate guidelines established as we address how we return to on site 
activities for worship, funerals, weddings, small group gatherings and other congregational 
and community activities.   

CHURCH OFFICE HOURS 

8:00 AM to 4:30 PM Monday – Thursday; 8:00 AM to noon on Friday  
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The main phone line will be answered by office staff during these designated business hours.  
Outside of these times, the phone answering system and emergency on call procedures will 
be used.  This schedule also helps us designate when staff is available for communications 
with and support to each other.   

You will work with your supervisor to determine your specific work schedule and 
responsibilities as we adjust to continued change during the pandemic.  Your supervisor will 
also provide direction for times when you will be able to work remotely and when you will 
need to work on site.  Our goal is to minimize, as much as possible, on site work time.  

HEALTH SCREENING 

During these unprecedented times and as we continue to learn more about COVID-19, we 
are advised to take all symptoms of illness seriously.  

Staff who may be at higher risk for severe illness are strongly encouraged to work remotely.   

You may not work on site if you have any of the following symptoms consistent with COVID-
19: 

• One of the following:  

o new cough 

o new shortness of breath 

• Or two of the following: 

o Fever (100F or higher without the use of fever reducing medication). 

o Chills 

o Muscle pain (except for Tania & Jason) 

o Sore throat 

o Loss of taste or smell 

o Gastrointestinal symptoms of diarrhea, vomiting, or nausea 

You should not enter the building and should conduct your work remotely as much as you 
are able. 

If a you have a new symptom consistent with COVID-19, with no other diagnosis to explain 
it: you should stay home and consult your health care provider about testing for COVID-19, 
even if it is the only symptom you are experiencing. 

If you receive a laboratory test for COVID-19:  

• Positive test result: Stay home at least 10 days since symptoms first appeared AND 
until no fever for at least 3 days without medication AND improvement of other 
symptoms. Siblings and household members also stay home for 14 days. 

• Negative test result but symptoms with no other diagnosis: Stay home at least 10 
days since symptoms first appeared AND until no fever for at least 3 days without 
medication AND improvement of other symptoms. Siblings and household members 
also stay home for 14 days. 
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Notify the Director of Administration of results immediately. 

If you are diagnosed without a lab test: 

Stay home at least 10 days since symptoms first appeared AND until no fever for at least 3 
days without medication AND improvement of other symptoms. Household members also 
stay home for 14 days.  

Notify the Director of Administration of results immediately. 

If you encounter COVID-19 exposure: If a staff member has been in close contact with 
someone who is diagnosed with COVID-19, you should self-quarantine by staying home and 
watching for symptoms for 14 days. 

If you have COVID-19 symptoms while at work:  If symptoms begin while at work, staff 
member should go home as soon as possible and consult your physician. Other staff 
working in the building should practice social distancing from that staff person. The space 
the employee occupied will be closed off after the ill person leaves and will not be opened 
until proper cleaning and disinfecting is completed.  

If there are cases of COVID-19 within the Westwood community:  The Director of 
Administration is responsible for notifying Westwood church staff when there is a confirmed 
case of COVID-19 or other staff are in self-quarantine because of exposure to someone with 
COVID-19.   

 

EMERGENCY SICK LEAVE & EMERGENCY FMLA  

Staff need to follow established procedures if you are unable to work on site or remotely 
because of COVID-19 illness or requirement to care for a family member with COVID-19.  
Please refer to the full policy document and forms provided to you previously regarding 
Emergency Sick & Emergency FMLA.  (STAFF Network drive:  COVID19 Planning and 
Information.) 

 

WORKING ON SITE 

• Enter & exit building through Door 2 using your assigned FOB or name badge for 
entry.   

• Avoid any close contact with WECC staff, children & families.  WECC has asked that 
we enter/exit the building outside of the standard WECC check in/pick up times for 
the children.  Families check in between 8:00 to 9:00 AM.  Pick up time is 3:30 to 4:00 
PM. 

• Practice social distancing, maintaining a minimum of 6 feet between individuals. 

• Facial masks are required while in the building.  Your mask should be properly placed 
to fully cover your mouth and nose.  Do not remove your mask when talking or 
interacting with others.  Cloth face coverings are NOT a substitute for maintaining a 
physical distance of 6-feet from other people.  

• Keep your door closed when working in your office. 
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ON SITE MEETINGS 

• On site meetings between staff should be held in the Westwood Room and follow all 
room limits and guidelines. 

• At the end of a meeting you are responsible for sanitizing the areas which were 
touched:  table-top, doorknobs, etc.  Sanitizing products and paper towels will be 
provided in the meeting rooms. Written instructions will be provided. 

• No meetings should occur in individual offices since those areas do not provide 
enough space for social distancing and for adequate air flow.   

• We encourage you to schedule periodic in person meetings with your supervisor 
(mask to mask, socially distanced) whether in the building or outdoors.   

USE OF COMMON SPACES 

• The Commons - If staff stay on site for lunch break, only one person should sit at a 
table. Please sanitize the chair and table before returning to your work area. Staff 
are encouraged to take breaks outside. 

• Office/work areas - It is your responsibility to sanitize computer equipment, copier 
and any other office equipment after use. Written instructions will be posted. 

• Kitchen – No staff will be allowed in the main kitchen except for the WECC staff 
responsible for food planning, preparation and clean up.   

VENTILATION 

• When possible, windows can be opened to ensure maximum ventilation.  

• Make sure windows are closed during inclement weather and when you leave the 
area.   

DROP-OFF, PICK-UP, AND DELIVERY 

• Mail will be placed by the postal carrier into a bin outside door 2.  Custodial and 
office staff will be responsible for bringing mail into the building.   

• Package delivery should occur outside door 2 or on the loading dock at the 
northwest corner of the building.  Please notify the building superintendent if you are 
expecting a delivery.   

• Staff must maintain a distance 6-feet or greater from others during interactions while 
receiving or exchanging deliveries.  

• Staff must minimize the unnecessary exchanging or sharing of scanners, pens, or 
other tools with delivery personnel. 

OTHER BUILDING GUIDELINES 

• Water-fountains should not be used. The touchless water-filling station is available to 
fill your personal water bottle.   

• Food should not be shared communally.  

• The two doors to the main church office should be propped open when staff are 
working in the office to reduce contacting doors and knobs unnecessarily. 
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• No more than 2 individuals should be in the restrooms at the same time to ensure 
adequate social distancing. 

• No more than 1 individual should use the elevator at the same time to ensure 
adequate social distancing. 

• Maintain at least a 6-foot distance during any employee interactions.  

• Vendors and contract workers entering the building must review a screening survey 
addressing close contacts with confirmed cases and quarantined cases, and recent 
out of state travel.  The questions should be the same as those addressed by staff.  
Vendors and contact workers are required to wear face masks while working in the 
building.  Any vendor or contractor who is experiencing COVID-19 symptoms or has 
had recent COVID-19 exposure will not be allowed in the building. 

 
 

 

RESOURCES 
From the State of Minnesota: 

Community Settings: COVID-19 (health.state.mn.us/diseases/coronavirus/communities.html) 

Guidance for Vehicle Gatherings, Parades, and Drive-ins 

(health.state.mn.us/diseases/coronavirus/vehiclegather.pdf) 

Guidance for Caring for People in Their Homes 

(health.state.mn.us/diseases/coronavirus/visitingathome.pdf) 

Operational Guidance for Places of Worship (staysafe.mn.gov/industry-guidance/places-
ofworship.jsp) 

Stay Safe Guidance for Businesses and Organizations 
(staysafe.mn.gov/industryguidance/index.jsp)  

 

From the Centers for Disease Control and Prevention: 

Community and Faith-Based Organizations 
(cdc.gov/coronavirus/2019ncov/community/organizations/index.html) 

Considerations for Communities of Faith 
(cdc.gov/coronavirus/2019ncov/community/organizations/checklist.html) 

Gatherings and Community Events 
(cdc.gov/coronavirus/2019ncov/community/largeevents/index.html) 

Funeral Guidance for Individuals and Families (cdc.gov/coronavirus/2019-ncov/daily-
lifecoping/funeral-guidance.html) 
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IMPORTANT PHONE NUMBERS 

 
 

EMERGENCY PHONE NUMBERS:  
*POLICE / FIRE / AMBULANCE---------------------------------------------------9-911 
 
*NON-EMERGENCY POLICE DISPATCH------------------------9-952-924-2618 

 
*CHURCH OFFICE--------------------------------------------------------952-545-5623 

            or Internal Ext. 100 
 

*AFTER HOURS SECURITY------------------------------------ Ph# 952-545-5625 

       or Internal Ext. 112     

FACILITIES AND GROUNDS 
*HEAD CUSTODIAN --------------------------------- Ph# 952-545-5625, Ext. 5570 

 
*DIRECTOR OF ADMINISTRATION --------------Ph# 952-545-5625, Ext. 5569 

SITE ADDRESS: 

WESTWOOD LUTHERAN CHURCH 

9001 CEDAR LAKE ROAD 

ST LOUIS PARK, MN  55426 

                    Main Office Number: 952-545-5623   

 After Hours Contact: 952-545-5625 ext. 4 
 

 


