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When the offices of First Presbyterian Church of Taos re-open for in-person office hours, the following COVID-Safe Practices will be communicated, enacted, and enforced:
(1) All employees must wear masks at all times. 
(2) Employees and visitors to church offices must maintain six feet of physical distance from one another at all times. Six-foot distances will be marked from: administrator’s desk, pastor’s desk, pastoral counseling seating.
(3) Contactless hand sanitizing stations will be available for use by all employees, volunteers, and visitors.
(4) In order to make contact tracing possible, all visitors to the church offices will be asked to fill out a form with their names and contact information and place it a box in the administrator’s office.
(5) All employees and visitors will be asked to monitor their temperature and symptoms at home and not to come to the office if they are experiencing symptoms. Employees will verbally ask all who enter the offices if they are experiencing symptoms, such as coughing or fever.
(6) Employees will ask all visitors to take a minute to review the signs listing our church’s COVID-Safe Practices and symptoms of COVID-19. 
(7) Weather permitting, all windows and doors will be left open for ventilation. 
(8) Any employee or volunteer who is currently exhibiting symptoms, has exhibited symptoms in the last 24 hours, or has a member of their household exhibiting symptoms of illness (fever, vomiting, diarrhea, cough) MAY NOT come to work. Employees should notify the pastor/head of staff as soon as symptoms present. Contingency plan for sick leaders of volunteers will go into effect (see below).

Bathrooms: Bathrooms will be open during the phased re-opening process. Only one person will be allowed in each bathroom at a time. Doors will lock and/or have an “occupied/unoccupied” sign. Six-foot physical distancing lines will be marked on the floor outside for those waiting for the bathroom. 

Signs will be displayed both inside bathrooms and directly outside bathrooms (for those waiting in line) outlining proper hand-washing procedures, as well as instructions for handling faucets and doorknobs with a sanitary wipe (if available) paper towel. 

Information about bathroom procedures will be communicated ahead of time via email communication.

Sanitation and Disinfecting Procedures:

COVID-19 Task Force Procedures for Weekly Cleaning and Disinfecting

Reducing the risk of exposure to COVID-19 by cleaning and disinfecting is an important part of reopening our church and requires careful planning. Since the church sanctuary will be unoccupied for seven days between services, it will only need the following routine of cleaning and disinfecting. This is because the virus causing COVID-19 has not been shown to survive on surfaces longer than this time. 

Recommendations:
· That cleaning staff are trained on appropriate use of cleaning and disinfection chemicals.
· That the sanctuary be cleaned and disinfected Sunday or Monday following a Sunday service.

Cleaning
· Wear disposable gloves to clean and disinfect.
· Clean surfaces with soap and water, then use disinfectant.
·  Cleaning with soap and water reduces the number of germs, dirt and impurities on the surface.
 	 Disinfecting kills germs on surfaces.
·  Routine cleaning and disinfecting of frequently touched surfaces such as light switches, handles, toilets, faucets and sinks

Disinfecting
· Use EPA-registered household disinfectant.
· Follow directions on the label to ensure safe and effective use of the product.
· Wear skin protection and consider eye protection.
· Ensure adequate ventilation            	

Contingency Plans:

1. If an employee exhibits COVID symptoms and cannot come to work, they will be required to work remotely. 
2. If an employee, volunteer, or visitor begins to exhibit COVID symptoms at work, they will notify the head of staff (pastor) and leave immediately. 
3. If an employee exhibits COVID symptoms, they will immediately notify the head of staff (pastor) and get tested. The employee may return to work once they have received a negative COVID test and are symptom free (no coughing, fever, shortness of breath, etc.) for 24 hours.
4. If the head of staff (pastor) receives notification that an employee has exhibited COVID-symptoms, they will immediately close the office until the head of staff (pastor) receives confirmation of the negative test result.
5. If an employee, volunteer, or visitor who has been in the office in the last two weeks tests positive for COVID, SOP for COVID Positive Notification will go into effect (see below).
6. If an employee, volunteer, or visitor who has been in the office in the last two weeks tests positive for COVID, the office will be closed immediately until it has been properly sanitized (see above)
7. Employees, volunteers, and visitors to the church offices will be notified of their responsibility to notify the office if they test positive for COVID within two weeks of visiting the office. Pastor and/or administrator will communicate this verbally to volunteers and visitors, and all employees, volunteers, and visitors will be given a printed copy of the contingency plans and Standard Operating Procedure for COVID positive Test Notification. (see below)
		
If a COVID-positive person has been in the building:

Standard Operating Procedure for COVID positive Test Notification

Scope:  This procedure applies to the notification of worshippers present the same day as the person reported to have a positive test for COVID-19.

Principles:
	1. Confidentiality of the individual 
		As few people as possible should have knowledge of the identity of the person.
	2. Notification should occur within 24 hours of the report

Procedure:

Church office is notified by the individual that they have tested positive for COVID-19. To protect the privacy of the individual, callers should ask to speak to the pastor and disclose the identity of the COVID-positive individual only to pastor. Church Administrator, and any other employees or volunteers in the office will be informed in advance that the identity of the individual is confidential, should it be revealed to them.
Alternative notification acceptable:
Family member or partner notifies the church if the affected person cannot make the communication.
Church office matches the date of attendance with the attendance cards
Email sent (where available) AND telephone calls made to the all in attendance that day. 
Document time of call and the response. At least 3 calls made to each attendee or family unit and documented.
Record the response and the identity of the contacted individual.
The responses of the list of attendees will be recorded and reported to the session (and to the health department).


Script for callers:

Hello, this is. ______ calling from First Presbyterian Church. I’m calling to let you know we have been notified that an individual who was in our offices has subsequently tested positive for the COVID-19 virus. We believe the precautions that have been taken minimize the risk of transmission, but we recommend you contact your primary care provider or the New Mexico Department of Health for advice on being tested. You may receive an e-mail in addition to this call to ensure you have been contacted. I will try to answer any questions you may have. 


FAQs
Who was it?
For confidentiality reasons I can’t reveal the name (or, I don’t know the identity of the individual)—the fact they were at the service is the important information.
