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As you think about planning in-person or virtual MARSP meetings, there are several fac-
tors that chapter leaders need to consider.  This workbook was created as an interactive 
planning tool to help guide your planning. 

You will find considerations and guidance needed to plan in-person and virtual meet-
ings during a pandemic.  Please know that this booklet is not a complete guide as there 
are no concrete answers as COVID-19 is continuously changing our landscape.  This 
booklet has been updated as of September 2020 and is subject to change as we learn 
more.  For the most updated version, please visit www.marsp.org/leadership-webinars.
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Attendees

Who is attending the meeting?
Older populations that are more vulnerable and those that are immunologically compro-
mised (as defined by the Center for Disease Control (CDC)).

Per the CDC,  The risk of COVID-19 spreading at events and gatherings increases as follows:

Lowest risk: Virtual-only activities, events, and gatherings.

More risk: Smaller outdoor and in-person gatherings in which individuals from different 
households remain spaced at least 6 feet apart, wear cloth face coverings, do not share 
objects, and come from the same local area (e.g., community, town, city, or county).

Higher risk: Medium-sized in-person gatherings that are adapted to allow individuals 

to remain spaced at least 6 feet apart and with attendees coming from outside the local 
area.

Highest risk: Large in-person gatherings where it is difficult for individuals to remain 
spaced at least 6 feet apart and attendees travel from outside the local area.

Vist the CDC’s website for more information.

VOCABULARY
Center for Disease Control (CDC) - The Centers for Disease Control and Prevention is a national public 
health institute in the United States. It is a United States federal agency, under the Department of Health 
and Human Services, and is headquartered in Atlanta, Georgia.1 

1 https://www.cdc.gov/about/organization/cio.htm
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State and local restrictions

What phase is your area in for the Michigan Safe Start Plan? 

• Use this Map to find out what phare your area is in https://www.mistartmap.info
• Plan https://www.michigan.gov/documents/whitmer/MI_SAFE_START_

PLAN_689875_7.pdf

What phase in the Michigan Safe Start Plan do you feel comfortable holding face to 
face meetings?

As of July 10, 2020, a mask or fabric face covering is required in any public space, out-
side where unable to consistently maintain 6 ft of space per Executive Order 2020-
147

• As a part of this Executive Order, businesses are not allowed to provide service or 
entrance to the premises without a mask or fabric face covering.

What are your local restrictions?
• There are some areas that may require certain PPE or have group size limitations 

that vary county to county within the state.

VOCABULARY
Executive Order - The Michigan Constitution of 1963 vests the executive power of the state in the Gover-
nor. That power can be exercised formally by executive order. Executive orders may reorganize agencies 
within the executive branch of state government, reassign functions among executive branch agencies, 
create temporary agencies, establish an advisory body, commission, or task force, proclaim or end an 
emergency, or reduce expenditures authorized by appropriations. Once signed by the Governor, executive 
orders are filed with the Secretary of State, where the orders are sealed and retained by the Office of the 
Great Seal. 1 

1 https://www.michigan.gov/whitmer/0,9309,7-387-90499_90705---,00.html
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Meeting location restrictions

What are the Personal Protection Equipment (PPE) requirements for your meeting 
location?

Is there a health screening requirement?
• Do they have a specific list of screening questions 

Sample Participant Screening Template located on the last page of this booklet.

Is there a change to the capacity at your location?
• Most places will be between 25 to 50% of previous capacity
• With a reduction in capacity will space still meet your needs?
• Will you have a reduced attendance that will need to be considered?

Traffic flow restrictions
• Can you only enter a certain door and leave from others?  
• Are the hallways one way?
• In the meeting room can you only move in one direction?

Restroom restrictions 
• How many allowed in at one time?
• How are the high touch areas cleaned and how often?

VOCABULARY
Personal Protection Equipment (PPE) - Personal protective equipment (PPE) is used every day by 
healthcare personnel (HCP) to protect themselves, patients, and others when providing care. PPE helps 
protect HCP from potentially infectious patients and materials, toxic medications, and other potentially 
dangerous substances used in healthcare delivery.1 

1 https://www.cdc.gov/coronavirus/2019-ncov/hcp/ppe-strategy/index.html
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Chapter restrictions
Personal protection equipment is one-way meeting attendees can keep safe.  PPE can be 
a requirement due to state and local restrictions.  To find out the current requirements, 
visit www.michigan.gov/coronavirus.

What PPE are you requiring to be worn?

Will you be requiring the screening of attendees?
• If yes, what questions will be asked?

• Will taking people’s temperature also be a part of the screening?
•  What type of thermometer will you use?

If requiring PPE, what if any, are you going to supply?
• Do you have funds for supplying PPE?

Who and how are you going to enforce the PPE requirements?
• Will the officer team, a group, or one individual be enforcing the PPE requirements?

• What are the steps when not in compliance with PPE requirements?

• Will there be a verbal warning if not wearing PPE required?

• At what point will someone be asked to leave if not following the requirements?
• How will it be handled when someone is asked to leave?

• Will it be private? 
• Who will be the one to ask?
• What is the plan if they cause a disturbance?
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Data recording and reporting
Each chapter must record meeting attendance and be prepared to share information 
with state and local health departments and the CDC. 

Who will keep track of who attended and have updated contact info for them?
• See below Participant Information on data that should be collected. 

Who will be the contact person for attendees to contact if they are diagnosed with 
COVID-19?

Who will contact the local health department if there is a reported diagnosed case 
from those that attended?

Participant Information
For face-to-face events, host organizations should collect the following participant data 
(at a minimum) and be prepared to share it with venues and/or local health officials in the 
event that tracing is needed:

• First Name 

• Last Name 

• Address 

• County of Residence 

• Phone number 

• Email 
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Food and beverage
If a meal is being served what precautions are being taken?

• Is a meal necessary?

• Is the meal served, buffet, or boxed
• If a line is needed to pick up boxed lunch or for a buffet how will social distancing be 

maintained?
• If buffet, will it be a served buffet vs self serve?  
• If not, will people need to wear clean gloves while dishing up?
• Will there be a sneeze guard set up?

If water, coffee, or other drinks are served normally at meetings how will this now be 
handled?

• Are drinks necessary?
• Will you have individual bottles of water?  
• Will the coffee or hot water be served vs. self-served?

• If self-served how often will the area be cleaned? And by who?
• Will disposable cups be used or glassware?
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Cleaning and sanitization
Cleaning and sanitization procedures for high touch areas important during a pandemic 
to keep both the host and attendees safe during the event. 

High Touch area cleaning
• What areas are considered high touch?

• High touch areas are any area that would be frequently touched by multiple peo-
ple throughout the day or event for example, door handles, sink handles, drinking 
fountains, grab bars, hand railings per CDC

• Other areas would be buffet utensils, coffee urns, registration table
 
 
 
 
 
 
 

What would be the policy on when and how often the high touch areas are cleaned?
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Meeting materials & virtual attendees

Can meeting materials be delivered prior to the meeting?
• Can the agenda and materials be emailed or mailed prior to the meeting?
• Can the agenda be projected at the meeting ?
• Are name tags needed or visible from 6 feet away?

 
 
 
 
 

How will any changes to venue, screening, and PPE requirements be communicated 
with members?

 
 
 
 
 

Can the meeting also have virtual attendance as well as live attendees?
• How will you accommodate virtual and in-person attendees?

• Will there be phone or video connection for virtual attendees?
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Outdoor meeting considerations
Can social distancing be maintained?

 
 
 

Will people be able to hear while maintaining social distancing?

 
 
 

Weather
• What if weather conditions do not allow will the meeting be canceled? 

• How will members be notified if canceled?
• What are the necessary conditions for cancelation or backup location?
• If backup location will be used, is there the ability to maintain the allowable num-

bers in that location and or recommended CDC guidelines?
 
 
 
 

How will seating be handled?
• Will members be bringing their own seats or will tables and/or chairs be at the loca-

tion?
• If there will be tables and seats will they need to be moved or cleaned?
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Virtual meetings
Using a desktop or laptop with a webcam is best.

• This holds the camera stable

Mute when not speaking
• This cuts down on background noise
• Also, try to limit background noises such as TV’s, animals, people talking, etc.

Be aware of what is in view behind you.
• Examples would be dishes if in kitchen, unmade bed if in the bedroom, etc
• If meeting platform has the option virtual background, this can be helpful in reducing 

background distractions for others. 
• Solid colors are good for background 
• Writing on clothing can sometimes appear backwards 

Stay focused on the topics/agenda
• You will lose attendee’s focus if you stray from the set agenda/topic
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Sample Participant Screening Template

In order to attend the event, I affirm that in the past 24 hours, I have not experienced: 

________ An atypical cough

________ Atypical shortness of breath 

Or any of the following:

________ Fever of 100 degrees F or 37.8 degrees C, or above 

________ Chills/Repeated Shaking

________ Muscle Pain

________ Sore Throat 

________ Headache

________ New or Loss of Taste or Smell 

If you answer “yes” to any of the symptoms listed above, you will not be permitted to attend the event. 

Please quarantine at home and contact your health care provider for direction. • You should isolate at home 

for a minimum of 14 days since symptoms first appear. • You must also have 3 days without fever and im-

provement in respiratory symptoms. 

In the past 14 days have you: 

________ Had close contact (within six (6) feet for a prolonged period of time) with someone with a diagno-

sis of the COVID 19 virus?

 ________ Traveled internationally or domestically? 

If you answer “yes” to either of these questions, you are not permitted to attend the event. Self-quarantine at 

home for 14 days. If no to all of the above, you are permitted to attend the event. You will be asked to follow 

the appropriate personal safety gear protocol instituted by the event planner. 

________ I agree to follow all personal safety gear protocol instituted by the event planner. 

 Full Name: _________________________________________

 Signature: _________________________________________ Date: ________________
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