
!  

Trinity United Methodist Church is committed to providing a safe and healthy workplace for our 
staff and has developed the following procedures in an effort to minimize the transmission of 

COVID-19. 

All TUMC staff are responsible for reviewing and implementing the guidelines. Staff are also 
responsible for communicating this information to visitors to the building including congregants, 

contractors, and guests. 

Thank you for cooperating and keeping each other healthy! 

CHECKLIST FOR STAFF 

BEFORE YOU LEAVE YOUR HOUSE 

● Prescreen for COVID-19 symptoms. If you or a member of your household has symptoms 
(see page 2), please call your supervisor and stay home. 

WHEN YOU ARRIVE 

● Put on a properly-fitted mask - covering your nose, mouth, and chin - before entering the 
building.  If you do not have a mask, one will be provided for you. 

● Wash or sanitize your hands as you enter the building.    Sanitizer can be found in the 
Welcome Center (both campuses). 

WHILE IN THE BUILDING 

● Maintain a social distance of 6 feet between yourself and all other parties when in or around 
groups of 2 or more persons. No shaking hands or hugs. 

● Wash or sanitize hands regularly especially upon entering the building, after restroom use, 
and before food preparation. Sanitation stations will be available throughout the campus. 

● Wear a mask in all public areas/shared work spaces and hallways, regardless if others are 
present, including meeting in your office with another person. Only when you are alone in your 
own personal office/cubicle may you remove your mask.   Wear your mask until you exit the 
building. 

● Log your attendance each day that you work in the office.   You can do that here: https://
tumcbham.shelbynextchms.com/external/form/9a575826-a85a-4662-89b7-c7db9cbeb7a5 or on 

https://tumcbham.shelbynextchms.com/external/form/9a575826-a85a-4662-89b7-c7db9cbeb7a5
https://tumcbham.shelbynextchms.com/external/form/9a575826-a85a-4662-89b7-c7db9cbeb7a5
https://tumcbham.shelbynextchms.com/external/form/9a575826-a85a-4662-89b7-c7db9cbeb7a5


the hard copy in the Welcome Center.      If you currently check in using a clock-in system 
(Kitchen/Maintenance), that system will serve as your log.     Sign out as you leave. 

● All visitors should sign in at the Welcome Desk when entering the building and should 
complete the questionnaire.   Visitors should sign out as well.  This information will be used if 
there is a positive COVID-19 test discovered in the office. 

GUIDELINES FOR SHARED WORKSPACES 

● Breakroom - Closed until further notice for gathering.   Any use (refrigerator, microwave, table, 
sink) will be at your own risk.   Use your own dishes/cups/cutlery or disposable ones. 

● Bathrooms – A maximum of two people will be allowed in the multi-stall bathrooms. Wash your 
hands after use and consider using a tissue when touching handles, doors, and faucets. 

● Elevators - Only one person is allowed in the elevator in order to maintain 6’ of social 
distance, unless persons are related. 

● Copy/Mailroom - Hand sanitizer is available in the mailroom.  Please sanitize your hands after 
using shared equipment such as the copier. We also recommend that you limit paper copies to 
personal use and send meeting information electronically to all participants. 

● Personal Offices - If two or more persons are in an office, you must wear a mask. It is 
recommended that meetings of more than two people are held in a conference room or 
classroom.    If you are in a shared enclosed office (Communications & Pastors of Visitation), 
please use an alternating schedule for in-office work, when possible. 

● Small Conference Room - No more than two persons should meet in the small conference 
area. 

● Large Conference Room - No more than four persons should meet in the large conference 
room.   Please use masks and maintain 6 feet of social distancing. 

● Transportation - TUMC staff members should not ride in vehicles together for church-related 
business. 

OFFICE RE-OPENING/HOURS 

● Office Hours will resume:  8:30AM to 4:00PM Monday through Thursday, 8:30AM to Noon on 
Friday 

● All visitors must abide by guidelines listed above.   All visitors, contractors, and guests must 
sign in at the Welcome Desk. 

● Visitors, contractors, and congregants are to enter through the Welcome Center.    No more 
than 10 unrelated persons are allowed at one time, and must allow 6’ of social distancing.    If at 
maximum capacity, Peggy will ask visitors to wait outside the main entrance until space is 
available.    The only doors to be utilized are the Welcome Center main entrance and the Ark 
Door on Seminole (for TCDC employees and students). 



● Meetings and appointments are encouraged to be held on the phone or remotely whenever 
possible.    Any in-person meetings should be held in the Welcome Center (not the office suite), 
a classroom (if reserved) or outside the building.     The Large Conference Room can also be 
reserved in advance for in-person meetings. 

GUIDELINES FOR STAYING HOME 

Despite all precautionary measures, there is always a risk of workplace exposure to COVID-19. 
If you or a family member contracts COVID, we ask you to follow these steps to keep everyone 
informed: 

● Review Symptoms of COVID-19:  https://www.alabamapublichealth.gov/covid19/
symptoms.html 

● Any staff member who tests positive for COVID-19 or is exhibiting symptoms of the virus 
should notify their supervisor and remain home to monitor their health. 

o The identity of employees will remain confidential. 

● TUMC employees who are exposed (worked simultaneously in the office) to a COVID-19 
positive staff member will be asked to quarantine for a minimum of 14 days following the 
exposure. They will be required to self-monitor for symptoms, avoid contact with high-risk 
individuals, and/or contact their health care provider if symptoms develop. 

Guidelines Re: Exposure and Self Quarantine. 

Risk of infection at work or outside of work depends on degree of exposure. Spread of virus and 
infection occurs primarily through person to person contact that is close enough for respiratory 
droplets from the infected person to be transmitted to the mouth or nose of someone in close 
contact for several minutes when the infected person coughs, sneezes, talks, or raise their 
voice. Although less common, spread can occur through contact with the contaminated 
environment. The definitions for exposure of church staff and recommendation for quarantine 
are based on consideration of risk. 

1. Primary exposure: staff worked with or had direct contact with someone testing positive 
for COVID-19 – Request quarantine for 14 days following last exposure. 

2. Secondary exposure; staff worked with or were in contact with someone who had  
contact with another person testing positive for COVID-19.  No quarantine. 

● Maintenance will follow the Center for Disease Control (CDC) guidelines for cleaning and 
disinfecting the workplace used by employees found COVID-19 positive, focusing especially on 
frequently touched surfaces. 

● If a staff member tests positive, the employee may return to work with the guidance provided 
by their healthcare provider and depending on whether the staff member has symptoms or not: 

o If the staff member has symptoms, and 10 days have passed since the symptoms first 
occurred and at least 3 days have passed since resolution of fever without using fever-reducing 
medications, and there has been improvement in respiratory symptoms, OR the staff member 
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has had 2 consecutive negative tests from respiratory specimens collected at least 24 hours 
apart. 

o If the employee has no symptoms, and 10 days have passed since the symptoms first 
occurred (assuming there was no subsequent development of symptoms since the first test), 
OR the employee has had 2 consecutive negative test from respiratory specimens collected at 
least 24 hours apart. 

We ask all staff members to know their risk for complications from COVID and follow safety 
guidelines: https://www.alabamapublichealth.gov/covid19/prevention.html and https://
www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick-quarantine.html. 

OTHER CONSIDERATIONS  
 
● Staff over the age of 65 or with underlying health conditions should continue to work from 
home as much as possible.  

● For alternative scheduling or to continue working from home, please consult your supervisor.   
SPRC is currently evaluating staff roles and responsibilities as they relate to COVID-19 (7/6/20). 
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VISITOR AND *STAFF CHECK-IN 
*Staff members may elect to complete electronic version of check in. 

1.Sanitize your hands! 
2.Please take a clean pen and fill out the visitor log.  
3.Visitor Log instructions:  

a.Enter your name 
b.Enter your contact information 
c.Question 1 – Have you been diagnosed with 

COVID-19 in the past 14 days? Y/N 
d.Question 2 - Have you had close contact with 

or cared for someone diagnosed with 
COVID-19 within the last 14 days? Y/N 

e.Question 3 - Have you experienced any cold 
or flu-like symptoms in the last 14 days (fever, 
cough, shortness of breath or other respiratory 
problem, myalgia, sore throat)? Y/N 

4.Place used pen in the basket.  
5.Visitors answering yes to any of the above 

questions will not be permitted access to the 
church.  




