First Parish Church of Stow and Acton
Protocols for Building Use During COVID-19 Pandemic
Updated: November 30, 2020
This document contains detailed protocols for preparing our buildings for staff and
members during the COVID-19 pandemic. Protocols for using FPC grounds are covered in
a separate FPC Protocols for Grounds Use document. These protocols include guidance
in the following areas.
1. Indoor Causes of the Spread of the COVID-19 Virus (our understanding)
2. Allowed Activities
3. Personal Protective Equipment
4. Physical Distancing and Air Movement
5. Bathroom Usage
6. Building Cleaning and Disinfecting
7. Ventilation
8. Application for Activities in the Fellowship Hall
9. Resources
10. Appendix – Sample Seating Arrangements

1. Indoor Causes of the Spread of the COVID-19 Virus
In addition to what is discussed in the Introduction, COVID viruses may float in the air for
several hours indoors, blown about by the air circulation paths, which can be turbulent
indoors. At this time, we do not know enough about FPC’s air circulation paths to risk large
gatherings. However, we will continue to study this area further and will provide more air
filtration if recommended based on our research.
Surface transmissions are a somewhat lesser source of infection but still dangerous,
especially when people touch their hands to their faces after being in contact with an
infected surface within the first 24 to 48 hours after the surface has been contaminated.
The potential for contagion increases when large groups gather indoors for more than 15
minutes at a time. Ideally any indoor activity is no more than one hour (60 minutes).
We reiterate that, until a vaccine is widely available or the threat of contagion has
disappeared, FPC’s buildings are closed through at least the end of our fiscal year,
June 30, 2021. However, it may be possible to hold some activities indoors at FPC. These
include activities where:
● The maximum number of attendees does not exceed the current
Massachusetts requirements for indoor gatherings;
● All attendees (or equivalent family pods, i.e., members of a family unit that
live in the same household) maintain a minimum distance of six (6) feet from
each other;
● Masks are properly worn at all times;
● No eating or drinking is allowed in the buildings (as they require mask
removal);
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● The duration of the activity is no more than one hour (60 minutes); and
● All users follow the protocols in this document to maintain the safest possible
conditions for allowed activities.

2. Allowed Activities
All users must apply for permission to the COVID Planning Task Force to use the
Fellowship Hall. Applications may be made to Katy Weeks via email at
covid-response@fpc-stow-acton.org. Instructions for applications are provided in Section 8
of this document.
All applicants must consider the following questions before applying to use the Hall:
● Do you need to meet in person?
● Do you need to be inside a building?
● Have you surveyed all participating members to see whether they feel it
would be safe for them to participate in person? How will you handle
activities if one or more members don’t feel safe meeting in person?
● What measures will you enforce to keep everyone safe?
● How do you plan to enforce those measures during the activity?
Please be aware that FPC has many vulnerable individuals in its community. When
planning any FPC event, please accommodate with extra space or using remote online
access that members of your group may request.
If your group can meet via Zoom, virtual events are safer than in-person events. Please
consider whether a virtual meeting is an option.
Once you have received permission to host your event at FPC, contact our office
administrator, Deedee Perkins (office@fpc-stow-acton.org) to schedule the time and date
of your event.
Please note that while an event may be confirmed the COVID Planning Task Force may
have to change / retract our approval based on the current risk status at the actual time of
the event.
In general, events shall make use of the upper Fellowship Hall while the pandemic is
active. Fellowship Hall has several advantages over other rooms in that it is large enough
to accommodate a variety of uses, and provides the maximum flexibility for keeping social
distance when there are more than a few participants. However, requesters may request
other areas to be used that are more suitable for their event.
Before entering the FPC buildings, all users will complete the on-line Waiver form.
Prior to each time a participant enters the FPC buildings, they shall review the COVID Risk
Self-Assessment form.
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Each time a participant enters an FPC building, they shall complete a contact tracing form.
For ease of use, one set is located on a table just outside the entry to the Fellowship Hall.
A second set is located on a table just to the right of the entry to the Vestry.
Staff may work in their offices, and may designate any bathroom except the all-access
bathroom in the Fellowship Hall for their use. Staff shall follow the protocols herein for any
work outside their offices.
As we have no sexton, users must take out any trash generated by the activity. Please
bring a trash bag if planning to generate trash. This does NOT apply to bathroom towels
that have been put in the wastebasket. Cleaning contractors will handle this waste.

3. Personal Protective Equipment
The CDC and the scientific community have determined that the most effective way to limit
transmission of the COVID virus is to wear masks, especially indoors. Therefore, masks
are to be worn at all times in the buildings, with no exceptions. Masks must be at least N95
masks, surgical masks, or double-layer fabric masks. Gaiters, bandanas, and single-layer
cloth masks are not acceptable.
Masks must be properly worn, including fully covering the nose and mouth, maintaining as
much of a seal as possible above the mask, on either side of the mask, and below the
mask. While some air will inevitably escape, the closer the fit, the more you will be
protecting others. Examples of mask use are provided below.

Photo credit: Terry R. Hill

4. Physical Distancing and Air Movement
Physical distancing is a critical component in mitigating the transmission of the virus.
Except when entering or leaving the Fellowship Hall or other temporary movements,
participants should remain in one location, and at least six (6) feet apart. FPC may have
tools to assist with social distancing marking and spacing. Check with the COVID Planning
Task Force prior to your event to see what tools are available.
Several seating arrangements are possible in the Fellowship Hall, and are provided in the
Appendix. In general, the following situations shall be used as guidelines in using the
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Fellowship Hall. The meeting organizer shall be responsible for ensuring that proper
conditions are met for the activity.
● If it is warm: open at least one window half-way on each of the two opposite
sides of the room. Turn the ceiling fans on to promote fresh air circulation.
The building HVAC system has some filtration and we want to allow that
system to reduce any aerosols.
● If it is cool or even cold: open one window at least an inch to let in some
fresh air. Keep the ceiling fans turned off. This will prevent air from blowing
directly from one person to another.
FPC is planning to purchase several portable air filters that can be arranged depending on
the seating configuration for the event. The meeting organizer may consult the COVID
Planning Task Force for optimal arrangement of the filters. These are not meant to replace
the need for open windows. Rather they are one of the many layers of protection that are
required to reduce the risk of infection to an acceptable level.
The meeting organizer shall also be responsible for returning the room to a relatively
virus-free environment, understanding that it is impossible to remove all traces of a
potential presence of the coronavirus. To return the room to a relatively virus-free
condition, close the Hall entry doors, open the kitchen doors, open at least one window on
each side of the hall, and then turn on the kitchen exhaust fan for 20 minutes.
As always, users are to return chairs and tables to their original locations. This can be
done while venting the room.
Once the venting is complete, the exhaust fan should then be turned off and the windows
closed. Exit the room immediately after turning off the fan and closing the windows.

5. Bathroom Usage
The all-access bathroom at the entrance to Fellowship Hall is the only bathroom available
for use. Use ONLY this bathroom, as staff members have been allocated their own
bathrooms in other areas of the church.
● Read and follow the instructions on the signs when inside the bathroom (3
signs).
● Shut the toilet seat lid before flushing. Human waste can contain viable
coronavirus molecules that get sprayed into the air during flushing.
● Open the bathroom door and prop it open with the rubber door stop. This will
allow the air to circulate and any coronavirus molecules to dissipate.
● Wash your hands using the 20-second rule.
● Wipe your hands using a paper towel.
● With a disinfectant wipe, wipe the sink area, toilet handle, and both door
knobs.
● Still holding the wipe, turn off the light outside the bathroom door.
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● Deposit the towel and wipe in the wastebasket outside the bathroom door.
● The LAST thing you should do after turning off the light and disposing the
towel & wipe is to sanitize your hands. The sanitizer, located just outside the
bathroom door is touchless. DO NOT touch the dispenser. You should not
need a towel after sanitizing your hands as the sanitizer is mostly alcohol,
and will evaporate quickly.

6. General Cleaning and Disinfection Guidelines
Cleaning and disinfection are important components to preventing the spread of the virus,
but building users play an even more important role in prevention by remaining socially
distant, wearing masks, and frequently washing their hands.
The Centers for Disease Control (CDC) draws a clear distinction between cleaning and
disinfection.
● Cleaning refers to the removal of dirt and impurities, including germs, from
surfaces. Cleaning alone does not kill germs. But by removing the germs, it
decreases their number and therefore any risk of spreading infection.
● Disinfection works by using chemicals, for example EPA-registered
disinfectants, to kill germs on surfaces. This process does not necessarily
clean dirty surfaces or remove germs. But killing germs remaining on a
surface after cleaning further reduces any risk of spreading infection.
A general framework for cleaning and disinfection practices is based on the following
information provided by CDC and the Massachusetts Department of Public Health
(MDPH).
● Coronaviruses on surfaces and objects naturally die within hours to days.
Warmer temperatures and exposure to sunlight will reduce the time the virus
survives on surfaces and objects.
● Routine cleaning with soap and water will decrease how much of the virus is
on surfaces and objects, which reduces the risk of exposure.
● Disinfecting surfaces using EPA-approved disinfectants against COVID-19
(https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sa
rs-cov-2) will reduce the risk. Frequent disinfection of surfaces and objects
touched by multiple people is important. Most disinfectants use either
quaternary ammonium, sodium hypochlorite, or hydrogen peroxide.
● When EPA-approved disinfectants are not available, alternative disinfectants
will be used (for example, 70% alcohol solutions).
● Cleaning and disinfection products are not mixed together, are kept out of the
reach of children, and hand sanitizers are used under the supervision of
adults.
● Cleaners should wear gloves appropriate for the chemicals being used when
cleaning and disinfecting.
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Implementation of protocols
Users will be responsible for some cleaning, as cleaning contractors will only be in the
building once a month for most rooms. Users are responsible to:
● Clean visibly dirty surfaces with appropriate cleaning and EPA approved
disinfecting products;
● Wear gloves appropriate for the chemicals being used for cleaning and
disinfecting.
● Follow the directions on the disinfectant label; and
● Use the appropriate disinfectant product:
EPA-approved disinfectants, when applied according to the manufacturer’s label, are
effective for use against COVID-19. Cleaners and building users will follow the instructions
on the label for all cleaning and disinfection products for concentration, dilution, application
method, contact time and any other special considerations when applying to ensure safe
and effective use of the product. Many product labels recommend keeping the surface wet
for a specific amount of time. All disinfectants are safely stored and out of the reach of
children.
***Under no circumstances should bleach, or products that contain bleach, be used
in FPC buildings. Bleach can react with disinfectant and cause noxious gas.
Specific Building Areas
The tables below describe each area to clean, the category of product to use, the
individual responsible for cleaning/disinfecting and the frequency of cleaning/disinfecting.
Meeting Rooms
Area to Clean
Hallway- facing doors
and door handles
Chairs and tables

Category of
Responsibility
Product Used
Disinfectant Spray All Users…………..
Cleaning Contractors
Disinfectant Spray Cleaning Contractors
or Wipes
Vacuum/Swept
Cleaning Contractors

After use
Monthly
Monthly

All Users …………
Cleaning Contractors

After use
Monthly

All Users …………..
Cleaning Contractors

After Use
Weekly

Floors (including
carpets)
Light switches, windows Disinfectant Spray
(where touched), and
or Wipes
door handles
Trash
N/A. Remove
trash.
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Restrooms
Area to Clean

Category of
Product Used

Responsibility

Frequency

Door handles and
flushing handle

Sanitizer on Towel

All users………….
Cleaning Contractors
Cleaning Contractors

After use
Weekly
Weekly

All users………….
Cleaning Contractors
Cleaning Contractors
Cleaning Contractors

After use
Weekly
Weekly
Weekly

Toilet (includes seat, Disinfectant Spray
bowl, flushing handle)
Faucet Handles and Disinfectant Spray
Sink
Mirrors
Floor

Glass Cleaner
Cleaning Detergent
& Disinfectant Spray
N/A
Cleaning Contractors

Trash

Weekly

Fellowship Hall Kitchen
Area to
Clean
Tables
Floor
Trash

Category of Product
Used
Disinfectant Spray
Sweep Vacuum/
Cleaning Detergent
N/A

Responsibility

Frequency

All Users …………..
Cleaning Contractors
All Users …………..
Cleaning Contractors
All Users …………..
Cleaning Contractors

After use
Monthly
After use
Monthly
After use
Monthly

Offices
Offices are generally the responsibility of their assigned users. However, cleaning
contractors will clean the floors and/or carpets to the offices on a monthly basis.
Hallways, Stairs, Elevator and Sanctuary
Area to Clean

Category of
Product Used

Responsibility for
Cleaning/Disinfecting

Frequency

Hall floors and stairways

Cleaning
Detergent

Cleaning Contractors

Monthly

Hallway doors, door
handles/knobs
Stairway bannisters

Disinfectant Spray Cleaning Contractors

Monthly

Disinfectant Spray Cleaning Contractors

Monthly
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Sanctuary (floor, tops of
benches, any tables,
pulpit)
Elevators (floor,
bannisters, buttons inside
and outside)

Cleaning Contractors
Cleaning
Detergent,
Disinfectant Spray
Disinfectant Spray Cleaning Contractors

Monthly

Monthly

7. Ventilation
The FPC buildings are ventilated with standard systems, including standard filtration. The
church may reconsider this situation in future, such as providing portable purifiers with a
combination of HEPA and ionizing filters.

8. Application for Activities in the Fellowship Hall
At least 10 days before the event, make a request to the FPC COVID Planning Task Force
through Katy Weeks at covid-response@fpc-stow-acton.org. Your request must include the
information below.
●
●
●
●
●
●
●
●
●
●
●

Purpose of use of the Hall, including goals of meeting in person;
Date(s) of use;
Start and end time for each date of use;
Number of attendees;
Proposed seating arrangement and any plans that involve movement during the
event;
Plans for following federal and state COVID guidelines currently in effect, including
personal protective equipment such as masks, social distancing, and airflow
management;
Assurance that everyone attending the activity has signed a one-time waiver in
Breeze at the following website https://fpcosna.breezechms.com/form/dc6801;
Proposed configuration of the Hall;
Assurance that everyone will review the Self-Assessment form prior to arriving at
the FPC campus for each time they come to FPC;
Assurance that everyone attending the activity sign a check-in list every time they
are in the building for contact tracing purposes; and
Highlight any deviations from the protocols described above, if any, and why they
are necessary for the activity.

Once your event is approved, each participant must:
● Sign the FPC Waiver Form, as recommended by our insurance company; and
● Review the Protocol document prior to the event.
Prior to each time a participant attends an in-building event, the participant must:
● Review the Self-Assessment form; and
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● Sign a contact tracing form upon entering the building. There are two locations for
these forms. One is on a table just outside the entry to the Fellowship Hall. The
other is on a table just to the right of the entry to the Vestry.

9. Resources
Centers for Disease Control. “Cleaning and Disinfection for Community Facilities:
Interim Recommendations for U.S. Community Facilities with Suspected/Confirmed
Coronavirus Disease 2019 (COVID-19)”.
“https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/cleaning-disinfectio
n.html
Centers for Disease Control. “How to Protect Yourself & Others“.
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention.html
Centers for Disease Control. “Reopening Guidance for Cleaning and Disinfecting Public
Spaces, Workplaces, Businesses, Schools, and Homes”.
https://www.cdc.gov/coronavirus/2019-ncov/community/reopen-guidance.html
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10. APPENDIX
Samples of Seating Arrangements in Fellowship Hall
Figure 1. 10 people in a circle

Figure 2. 16 people in a circle
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Figure 3. 24 people all facing one person
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