
 

EVENTS & GATHERINGS: 
Readiness and Planning Tool 

 
As Sheridan County begins to hold events and gatherings during the current pandemic, SCPHD offers the 
following readiness and planning tool to share ways event planners can help protect staff, volunteers, and 
attendees and slow the spread of COVID-19.  
A gathering refers to a planned or spontaneous event, indoors or outdoors, with a small number of people 
participating, or a large number of people in attendance. Examples of gatherings, small or large, include a 
community event, concert, festival, conference, parade, wedding, or sporting event. When considering whether 
to plan an even, take note: 

1. The more people an individual interacts with at a gathering and the longer that interaction lasts, the 
higher the individual’s potential risk of becoming infected with COVID-19 and then spreading COVID-19 
to others.  

2. The higher the level of community transmission in the area where the gathering is held, the higher the 
risk of COVID-19 spreading at the gathering.  

3. The size of an event or gathering should be determined based on state, local, territorial, or tribal safety 
laws and regulations.  

KEY POINTS TO ADDRESS WHEN PLANNING AN EVENT:  
Creating an emergency plan for mass gatherings and large community events, such as concerts and sporting 
events, can help protect the health of your staff, attendees, and the local community.  

 
• Encouraging staff and attendees to stay home if sick 
• Providing supplies and thoroughly disinfecting to help prevent the 

spread of germs 
• Distributing food safely 
• Communicating and thoughtfully directing attendees to successfully 

social distance 
• Notifying Sheridan County Public Health of any COVID-19 issues 

 
STAY HOME. STAY SAFE 
Advise event staff and attendees to stay home if they have tested positive for 
COVID-19, are waiting for COVID-19 test results, have COVID-19 symptoms, or 
if they have had close contact with a person who has tested positive for or 
who has symptoms of COVID-19. Educate yourself on how to identify 
symptoms and be able to quickly isolate and send anyone who may be 
symptomatic home or to a healthcare facility.  
 
STOCK UP, CLEAN UP! 

• Develop a schedule for increased, routine cleaning 
• Clean and disinfect frequently touched surfaces within the venue. 

Clean shared objects frequently 
• Consider closing areas such as drinking fountains that cannot be 

adequately cleaned during an event. 
• Ensure that open restrooms are functioning properly, cleaned 

frequently and adequately stocked 

Soap 

Water for Hand Hygiene 

Hand Sanitizer  

Paper Towels 

Tissues 

Cleaning Supplies 

EPA Approved 
Disinfection Supplies 

Cloth Face Coverings 

No-Touch Trash Cans 

Gloves 

Disposable Food Service 
Items 

HELPFUL SUPPLIES 

https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/steps-when-sick.html
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
https://www.cdc.gov/coronavirus/2019-ncov/php/public-health-recommendations.html
https://www.cdc.gov/coronavirus/2019-ncov/community/clean-disinfect/index.html


 

 

SERVING FOOD 
• If a cafeteria or group dining room is used, serve individually plated meals or grab-and-go options 
• Avoid offering any self-serve food or drink options, such as buffets, salad bars, and drink stations. Have 

pre-packaged condiments for each attendee 
• Use disposable food service items including utensils and dishes. If disposable items are not feasible or 

desirable, ensure that all non-disposable food service items are handled with gloves and washed with 
dish soap and hot water or in a dishwasher 

• Use touchless payment options as much as possible, if available. 
• Clean and disinfect frequently touched surfaces such as pens, counters, or hard surfaces between use 

and encourage patrons to use their own pens 
• Provide physical guides, such as tape on floors or sidewalks and signs on walls, to ensure that people 

remain at least 6 feet apart when waiting in line to order or pick up 
• People should wash their hands with soap and water for at least 20 seconds after removing their gloves 

or after directly handling used food service items 
• All serving food should wear gloves and masks 
• Have food servers provide name, phone number and work schedule times for close contact purposes 

 
BEING SOCIAL WHILE SOCIAL DISTANCING 

• Post signs in highly visible locations (for example, at entrances, in restrooms) that promote everyday 
protective measures and describe how to stop the spread 

• Prioritize outdoor activities, such as drive-in concerts 
• Limit in-person attendance or seating capacity  
• Use multiple entrances and exits and discourage crowded waiting areas 
• Change the seating layout or availability of seating so that people can remain at least 6 feet apart 
• Eliminate lines or queues. If that is not possible, encourage people to stay at least 6 feet apart by 

providing signs or other visual cues such as tape or chalk marks 
• Provide physical guides, such as tape on floors or sidewalks and signs on walls, to ensure that people 

remain at least 6 feet apart in lines and at other times (for example, guides for creating one-way routes). 
• Establish pedestrian traffic flow plans to reduce bottlenecks and ensure the ability to maintain physical 

distancing at the event 
• Consider using multiple, single-direction entrances and exits and discourage crowded areas where it 

may be difficult to maintain appropriate distance. Utilize separate event entry and exit points if feasible 
• Consider making walkways one-way or clearly divided for bi-directional movement. Provide appropriate 

directional signs and markers 
• Install physical barriers, such as sneeze guards and partitions, in areas where it is difficult for people to 

remain at least 6 feet apart. Barriers can be useful at cash registers and other areas where maintaining a 
distance of 6 feet is difficult 

• Stagger use of shared indoor spaces such as dining halls, game rooms, and lounges as much as possible 
and clean and disinfect them between uses 

 
NOTIFY HEALTH OFFICIALS AND CLOSE CONTACTS 

• In accordance with state and local laws and regulations, event planners should notify local health 
officials of any case of COVID-19 

• Advise those who have had close contact with a person diagnosed with COVID-19 to stay home 
and quarantine, self-monitor for symptoms, and follow CDC guidance if symptoms develop 

• Consider keeping a list of attendees and their contact information for potential future contact 
tracing needs 

https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html
https://www.cdc.gov/handwashing/when-how-handwashing.html
https://www.cdc.gov/coronavirus/2019-ncov/communication/print-resources.html?Sort=Date%3A%3Adesc
https://www.cdc.gov/coronavirus/2019-ncov/downloads/stop-the-spread-of-germs-11x17-en.pdf
https://www.cdc.gov/coronavirus/2019-ncov/communication/print-resources.html?Sort=Date%3A%3Adesc
https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html
https://www.cdc.gov/publichealthgateway/healthdirectories/index.html
https://www.cdc.gov/publichealthgateway/healthdirectories/index.html
https://www.cdc.gov/coronavirus/2019-ncov/php/public-health-recommendations.html
https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/quarantine.html
https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/steps-when-sick.html
https://www.cdc.gov/coronavirus/2019-ncov/php/contact-tracing/index.html
https://www.cdc.gov/coronavirus/2019-ncov/php/contact-tracing/index.html

