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D E V E L O P I N G  P O L I C I E S  
Church policies and procedures act as guides to the operations and activities of the church. 
A Pandemic Plan for churches helps church leaders to prepare for times in which respiratory 
illnesses are circulating in our communities. Policies set the expectation for everyone 
involved in the church, while procedures outline the steps needed to accomplish church 
activities. Having clear, written plans ensure consistency in operations and assists with 
maintaining a high level of quality in church operations. 

You may refer to your policy and procedure document as “The Church Safety Plan” or “The 
Return to Safe Operations Plan” or you may refer to the name of the specific pathogen (i.e. 
COVID Plan). For the purposes of this document, we will refer to your policy and procedure 
plan around pandemic response and the “Church Pandemic Plan”. Regardless of what you 
call it, there are key areas that all plans should include, to help guide your church during 
difficult times. These key points are outlined in this document. 

W H AT  I S  T H E  P U R P O S E  O F  D E V E L O P I N G  A  D O C U M E N T  
T O  G U I D E  P O L I C Y  A N D  P R A C T I C E ?   

Our aim is to provide information and a framework, so that church leaders can develop a 
safer plan for church-specific operations. With a safer plan, leaders, volunteers and 
congregations will be safer, and the community will see that the church is serious about 
health, wellness and safety. We expect that you will adapt some of these ideas to your own 
plan, and leave others. You will potentially write policies and procedures that we haven’t 
even considered. Feel free to share them with us at info@stirlingharmston.com 

Church leaders will need to review the documents from time to time. As pandemics and 
epidemics wax and wane, activities and level of precaution change. In response, the actives 
that are being carried out in the church may also change.  

A policy is a statement that defines the authority required, boundaries set, responsibilities 
delegated, and guidelines established, to carry out a function within the church. In other 
words, policies are "what" a company does, who does the task, why it is done, and, under 
what conditions it is done. Policies answer questions that arise during unique 
circumstances. 



The benefits of having straight-forward, written policies and procedures are many. Policies 
and procedures help churches: 

• provide organized and consistent responses to situations; 

• save time and effort related to making and articulating decisions that have already been 
decided; 

• ensure safety and legal guidance are followed; 

• know what gaps exist, so that they can train, or refresh training of staff and volunteers so 
that everyone understand the expectations; and 

• provide a benchmark from which improvements can be made. 

A procedure demonstrates how an activity is carried out. A detailed listing is made of each 
step taken to complete the process. A step-by-step description of the process is used to 
complete the job. 

This document includes a sample that can be used as a guide when developing your own 
church policy and procedures. Policies may cover church-specific activities, and guidance 
related to buildings, offices, and the community. 

W H E R E  T O  B E G I N ?  

One of the manageable aspects of writing policies is that the style, language and structure of 
your church’s polices are meant to be as simple as possible. There is no need to write in an 
academic way. Avoid jargon and unnecessarily grandiose words. Just get the meaning down 
in the most understandable and clear way that you can. Everyone who reads the church 
policy should be able to understand the meaning. Volunteers and staff should be able to 
access whatever information and guidance that they need without difficulty. 

Involve church leaders as you develop policies and procedures to encourage input and buy-
in. Staff and volunteer leaders will be more receptive to a policy, when they have played a 
role in the decision-making process. This feeling will encourage a positive attitude about 
how everyone moves forward with the activities and follow guidelines. 

Writing a policy can be affirming and bring church leaders together. Furthermore, reviewing 
policy can be a good time for reflection and renewal of commitment. During review and 
revision, church leaders can assess what worked in reality, and what didn’t work.  



Your church’s policy should be reviewed regularly as changes within the organization occur, 
and the epidemic situation changes. So, get the team together (can be over an e-platform) 
and start to write or review! 

C H U R C H - S P E C I F I C  P R O C E D U R E S   
While the “church" is the the people of Christ, and we are one Body, the activities of the 
church can vary. Culture, tradition and denominational observances lead to different 
activities. And yet, regardless of where we originate from or what our backgrounds are, 
there are  several practices that we have in common. Communion, taking offerings and 
tithes, having weddings and funerals are activities that occur in most churches around the 
world.  

C O M M U N I O N  

Partaking in the eating of communion bread/wafers and drinking of the wine/juice is a 
central activity in church services. As we engage in communion, we want to carry out the 
activity (communing together and remembering Jesus’ sacrifice) in a safe, healthy way.  

We can have safer communion by having a clear procedure, making sure hand hygiene is 
performed, using supplies the promote hygiene and limiting the amount of touching of the 
bread and wine by people other than the one who is eating it. Here is a procedure laid out 
by one church: 

Procedure for Communion (Example) 

1. Ensure that all staff and volunteers have read and understood church policies for 
operation during a pandemic. Remind staff to wear appropriate face covering and to 
perform hand hygiene.  

2. Upon entry, a volunteer will be present wearing gloves and a mask. The volunteer will 
greet church visitors, instruct them to perform hand hygiene, and then instruct them to 
pick up an order of service and a pre-packaged bread/juice cup (for those taking 
communion).  

3. When the time comes during the service, the congregation will be prompted to eat the 
bread and drink the juice together.  



4. When the members leave, they will be instructed to bring the package with them and 
dispose of it in a trash bin near the exit. 

TA K I N G  T H E  T I T H E S  A N D  O F F E R I N G  

Cash can be associated with transmitting different kinds of pathogens, so should be handled 
with care. If cash is being used, consider using self-sealing (not licking) envelopes. Other 
mechanisms can be used such as e-transfers, credit/debit machines, checks in envelopes and 
direct deposit. 

Some churches may choose to have a “plate passed”. It would be preferred to have a single 
volunteer coming around collecting the offering, rather than the plan moving from hand to 
hand. Best practice would be having funds transferred electronically, or having a plate or box 
to collect offerings in the entrance and exit. 

B A P T I S M  

The ARCC team has been working with churches that have safely baptized dozens of people 
during the first year of the COVID-19 pandemic. Considerations for how your church 
baptizes will be made taking into account the type of baptisms that your church performed 
during non-pandemic times. For example, if your church practices infant baptism, you may 
need to develop policies around who holds the child, who prays for the child, the guests 
who are present, ceremonies before-and-after, inclusion of godparents etc.  

If your church practices full immersion adult baptisms, you may need to become creative 
about the body of water. For example, one church used outdoor hot tub next to a hillside to 
hold a baptism that was witnessed by dozens of people safely outdoors. Another church had 
access to a indoor swimming pool that was owned by a member, who was pleased to lend 
their swimming pool for multiple baptisms. We know that for over 2000 years, baptisms 
have been safely performed publicly, and under the sun or stars, in lakes and rivers and the 
oceans. Maybe it is time to consider going back to these original traditions. 

However you decide to creatively work with people to engage them in the ceremony of 
baptism, a few principles are key to all. For example, ventilation is important and outdoor 
baptisms are preferable to indoor baptisms. Limit the number of people that are with the 
unmasked person being baptized. Encourage people to stand outside of a two meter radius. 
From an infectious disease control point of view, it is better for people to attend, observe 
and engage via an E-platform, than in person. When we are able to met together again, we 



will. Under the right circumstances, baptism can be a wonderful, social time for families and 
friends together. 

W E D D I N G S  

So many wonderful family and cultural traditions occur around the coming together of two 
people in marriage. Photographers, caterers, wedding planners and others rely heavily on 
large extravagant celebrations of marriage. For some churches, weddings provide a much-
needed steady income from hall and sanctuary rentals. Yet, weddings may never be the same 
again. History teaches us that cultural change is often sparked by something as widespread 
and insidious as a pandemic. 

During times of pandemics and epidemics of respiratory diseases, wedding ceremonies are 
often heavily curtailed. Numbers of guest limitations may depend upon the size of the 
building or on public health guidelines.  

Regardless, it is clear that in times of pandemic there will be a different type of wedding 
occurring. Unlike a normal church worship service, the people who attend weddings are 
often not the same people who attend church on a regular basis. They may be unfamiliar 
with the building, the guidelines, and the policies and procedures of your church leadership. 
The people attending the wedding ceremony are also extremely excited for the couple and 
often are thinking of them, rather than being concerned about the spread of infectious 
disease. It is also possible that some vulnerable people including the elderly may choose to 
come to a wedding, at considerable risk to themselves during pandemic times, out of love 
for the couple. 

F U N E R A L S  

While there are only a few things certain in life of the Christian, we can count on the fact 
that at some point, everyone’s life, in its current configuration will end. Churches are places 
of refuge, support and encouragement during times of grief and loss. Funerals, wakes, and 
celebrations of life can act as wonderful and affirming services as they give honour and 
recognition to a person, for those who they have left behind.  

Part of what we like about attending a funeral is the closure that we get by being in the 
presence of other people who loved the person that we are remembering. And yet, we know 



that the more that people interact, the closer in distance the interaction is, and the longer 
the interaction lasts, the higher the risk of spreading respiratory infectious diseases. 

Other aspects of the situation should be considered. For example, the level of community 
transmission in an area, and the particular variant that is present, influences the risk of 
transmission.  

Masks are likely to reduce the chances of getting and spreading COVID-19, particularly if 
social distancing cannot be maintained, but they are not foolproof. During an in-person 
gathering, spend as much time out-of-doors or in a well ventilated area. Weather permitting, 
it is safer to meet outdoors than it is to meet indoors. 

During our time of supporting church leaders during respiratory infectious diseases, several 
funerals have been conducted at churches that we have been helping with. It is important 
that every person that attends is given their own items to be used in the service. For 
example, if bulletins that outline special times and the person's life are used and distributed, 
they should be done so in a safe way. As much as possible, people should not share items 
like hymnals or candles. At one funeral, a friend to the deceased made masks in the same 
colour and pattern (in this case with a fabric that depicted the favourite hobby of the person 
who had died). Masks were given to all guests, along with a small packets of tissue, and a 
travel sized hand sanitizer. They put each of these products in a small black netting bag and 
placed them near the entrance of the church. As each mourner came in, and they were 
encouraged to take a packet.  

S I N G I N G ,  C H O I R ,  B A N D  

The team at the ARCC love to sing and play instruments in worship! We are the biggest 
advocates for “shouting from the mountain tops” that you could ever meet. So, what advice 
would we give to churches about singing, choir and band during repertory infectious 
diseases? 

We say that the scientific evidence and the epidemiological experience is against us.  

Sadly, there is ample evidence that singing increases the chances for a virus to aerosolize, 
and therefore spread respiratory infectious diseases. Shouting, singing, and playing wind 
instruments are all activities that have the potential to cause an outbreak of disease during 
pandemics, and can lead to the death of people inside the church and within the community. 



There is information on the forum, if you're interested in the evidence behind “why singing 
matters”.  

Therefore, singing should take place under very carefully thought out circumstances. People 
should not face each other when they sing, be within a 2 meter radius, be in a poorly 
ventilated room, or sing without masks during pandemic times. Unless public health 
authorities have deemed it safe in that community to do so, use extreme caution when 
singing. Vaccination, point-of-care testing, and other innovations and technologies are likely 
to make singing during worship a safe activity again. In the meantime, consider carefully 
how your church’s band is configured, the congregation is singing, the room is ventilated, 
etc. 

H O W  D O E S  T H E  P O L I C Y  G E T  F R O M  
A  D O C U M E N T  T O  A C T I O N ?  

As you develop your policies and procedures, make sure that you have a process in place 
that directs the development, approval, review and revision for the policies and procedures. 
Church leaders should also have a plan for how they will support education and training for 
their staff and volunteers. 

If you don't already have one, make sure that you develop a written approval process for 
your policies and procedures. Having a clear plan for policy approval, directions for those 

writing policies, and time frames for 
review and renewal, should be 
established from the outset. A single 
point-person should be chosen to 
initiate the process. This person 
should be a well-respected person 
who has leadership qualities.  

Example of a plan for policy approval model 

A committee of people who represent those who will effect by the policies should be 
included. For example, if you are writing polices on cleaning, someone from the 
maintenance committee or staff should be present.  



Many policies are reviewed twice per year, and as needed. Some denominations have specific 
guidelines for policy writing. Make sure that you check with any oversight body to confirm 
that you are in line with the style and method of writing policies within your denomination. 

M A K E  A  P L A N  T O  P L A N  

Before you begin writing the instruction manual for how your church will respond to 
respiratory infectious diseases during pandemics, make sure that you have at least a draft 
protocol as to how developing policies will occur. Create your policies based on the mission 
of the church. For example, one church believed that their mission was to remove any 
barriers between a believer or seeker, and God. Therefore, as they wrote the protocol for 
their pandemic plan, developing policies that identify and remove barriers between those 
that attend their church and the Lord. Knowing why your church exists, will help you to 
formulate the protocol for keeping those who enter your church safe, and promoting their 
health and wellness.  

Develop a prioritized list of policies to be developed, along with a timeline for completion. 
Just get started! Choose the policy that is needed most urgently and begin. It might mean 
that one person is appointed to come up with a draft that the others review, or it might 
mean that you all work in a shared document, inputting ideas and making changes as you 
go. Regardless, make sure that you decide on the order of policies, according to priority, and 
the estimated amount of time that you plan to spend on each. 

You may want to start with the attached policy framework and adapt your policies from 
there. There are many different ways to go about a group writing process. Find one that 
suits your group. 

R E S E A R C H  T H E  L E G A L  A N D  P U B L I C  H E A LT H  G U I D E L I N E S  
I N  YO U R  A R E A  

There are public health authorities in your region that base their guidance on the status of 
respiratory infectious diseases in the community that you live in. Find out what the current 
guidelines are and send them out to the group before your first policy development meeting. 
Upon completion of a good draft, you may want to consult a lawyer to look over your 
pandemic plan, to make sure that it is complete, correct and valid, for your region. 

D E V E L O P  G U I D E L I N E S  



Once your church has established a point person and committee to develop/rewrite and 
review policies and procedures during a respiratory infectious disease pandemic, set out the 
guidelines for what makes “good policy”.  

Decide on the style and outline of the policy and 
procedures for your church. If you already have a set 
of policies related to other activities or risks, you may 
wan to use a similar form and structure.   

Prepare ahead of time. Collect information on legal 
requirements, public health guidelines, contact people 
in the health department, key people who should be 
included in the policy development. Decide on the 
format, structure and priority of policies that are to be 
developed or reviewed. Meet with the staff and 
volunteers who are directly involved in the policy 
being written.  

S TA R T  W R I T I N G   

Create a draft in simple language. Say exactly what 
you mean in the policy that you are writing. Remove 
any unnecessary material or complicated explanations.  

Test the draft with members of the church. Invite a small group or committee to 
comment on and give feedback on your draft. 

Implement suggestions, edit and rewrite. Rework the draft to intro feedback, remove 
errors, and improve the document. 

A C T  O N  YO U R  P O L I C I E S  

There is no point having policies if you don't use them. Once you've taken the time to 
develop your clear policies and procedures, make sure that they are accessible to everyone. 
Consider posting your policies and procedures in the form of a pandemic plan for health and 
wellness plan, on your churches website. 

You may need to create training around how to follow those policies. Make sure that you 
link into our training section on the church ARCC website for more information. 



S C H E D U L E  R E V I E W S  O F  P R O P O S A L S  

Development of policy and procedures, if done right, becomes a valuable tool and process 
for identifying and assigning responsibilities, keeping a quality level of performance 
throughout church ministries, and protecting the congregation and church leaders as a 
whole. 

The church pandemic plan should be posted online, as well as kept in a manual available for 
the church administration to access at any time. If a question arises, the manual should have 
policies to lead and guide anyone through any crisis. 

A N  E X A M P L E  O F  H O W  O N E  C H U R C H  O R G A N I Z E S  
P O L I C Y  D E V E L O P M E N T  P R O C E D U R E  

Step 1. The point person or Committee recognizes the need for a policy and organizes a list 
of policies related to a pandemic plan, according to their priority 

Step 2. The point person is appointed/approved by the church leadership to develop the 
proposal. This person collects information about legal and public health recommendations 
related to the pandemic plan 

Step 3. The Committee reads and discusses the Policy Framework and considers adaptations. 
They read and discuss the legal and public heath guidelines 

Step 4. Committee members, facilitated by the point person, discuss and work as a 
committee toward consensus regarding what to include in the policy 

Step 5. A draft of the policy is developed 

Step 6. Once the Committee is in agreement as to the topics, they seek input from people 
that will be most effected by the policy 

Step 7. The Policy is reviewed by the leadership and then the Board 

Step 8. The policy is reviewed by the church attorney (as needed) 

Step 9. The pandemic policy is distributed to everyone in church via an e-mail announcement 
and packs on the church website 



 Step 10. The people us the policy to guide their practice in the church 

Another Example of Policy Development Steps 

W R I T E  YO U R  C H U R C H ’ S  P O L I C I E S  

K E Y  E L E M E N T S  O F  A  S TA N DA R D  P O L I C Y  

Your church policy document should include: 

• A header: this includes your church’s name and who the policy is being created for (staff, 
volunteers, contractors etc.). 



• Dates: include when the policy was initially made, and the expected date that it will be 
reviewed. 

• A title: should reflect the total content of the policy.  

• A policy statement: this is where you state in detail why the policy is being created. 
Consider the questions “who, why, what, when, and where” of the policy. 

• Procedure: This section is where you indicate specific steps to achieving the policy’s aims 
and goals. This section should include details. 

• Page numbering: Include page numbers so that people can easily find what they are 
looking for. 

• Definitions: this can help to avoid misunderstandings. 

• References: indicate if the policy was developed with references from other documents. 



E X A M P L E S  



C H E C K L I S T  

 



R E F E R E N C E S  

Occupational Safety and Health Administration (OSHA). Downloaded from: https://
www.osha.gov/ 

Center for Disease Control and Prevention (CDC). Downloaded from: www.cdc.gov 

PHAC (2021).  https://www.canada.ca/en/public-health.html and  

https://www.cdc.gov/oralhealth/infectioncontrol/summary-infection-prevention-practices/
standard-precautions.html and  

https://www.canada.ca/content/dam/phac-aspc/documents/services/publications/diseases-
conditions/routine-practices-precautions-healthcare-associated-infections/routine-practices-
precautions-healthcare-associated-infections-2016-FINAL-eng.pdf 

https://www.canada.ca/en/public-health.html
https://www.cdc.gov/oralhealth/infectioncontrol/summary-infection-prevention-practices/standard-precautions.html
https://www.cdc.gov/oralhealth/infectioncontrol/summary-infection-prevention-practices/standard-precautions.html


AT TA C H M E N T S  
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