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COVID-19 Event Plan Form 
 
This form will help address any concerns and issues for events and other social gatherings, in order to 
reduce the risk of spreading COVID-19. Please fill out this form for each event or social gathering that 
your group or organization is purposing to have in Boone County. To submit your plan or if you have 
questions, please contact the Boone County Health Department at COVID19@boonehealth.org or at 
(815) 547-8561. 
 

Event Information 

Name of Event:  Date & Time of 
Event: 

 
 

Event 
Organizer/Manager: 

 Expected # of 
people attending: 

 
 

Event Organizer 
Contact Phone: 

 Venue/Location:  
 

Event Organizer 
Email: 

 Venue/Location 
Address: 

 
 

Additional Event 
Organizer Name: 

 Venue/Location 
Owner/Manager: 

 
 

Event Organizer 
Contact Phone: 

 Venue/Location 
Phone: 

 
 

Event Organizer 
Email: 

 Venue/Location 
Email: 

 
 

Event description: 
 
 
 
 
 
 
 
 

 

 

 

Event Type:  Static: events where the attendees primarily enter, watch and depart 
 Interactive: events where attendees create a traffic flow and interact with each other 
 Participant: events where attendees primarily participate in an activity or production 
 Community: events with many activities and populations centers and likely a random 

traffic pattern  

Event Setting 
(please check 
all that apply): 

 Indoor 
 Outdoor 
 

 Retail 
 Restaurant 
 Recreational, Cultural, Historical 
 Entertainment Meeting/Conference 
 Youth and Adult Sports 
 Other (please specify): ____________________________________ 

  

The mission of the Boone County Health Department is to serve our community by 

preventing the spread of disease, promoting optimal wellness & protecting the public’s health.  

Boone County 
Health Department 

1204 Logan Avenue, Belvidere, Illinois 61008  

Main Office 815.544.2951   Clinic 815.544.9730   Fax 815.544.2050 

www.boonehealth.org 
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Which staff, volunteers, vendors, service providers, or others will be on-site (ex: sanitation 
companies, staffing agencies, organizations, groups, clubs, etc.)? 
 

 

 

 

 

 

 

What measures will the event undertake to ensure vendors follow applicable guidelines?  
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

Physical Event/Venue Layout 
 
Please attach an event map of your event area(s) and label the following: 
 

1. Entrances and exits 7. Vendors 
2. High-traffic areas 8. Food/beverage/restaurant areas 
3. Lines/queues 9. Seating areas 
4. Handwashing and hand sanitizer stations 10.  Performance or Entertainment areas 
5. Buildings 11.  Restrooms 
6. Tents 12.  Potential bottlenecks  

 
For large or complex venues/event layouts, please note individual spaces within the venue/area (if 
applicable). 
 

Brief Description of Spaces 
within the Overall 

Venue/Area (ex: ballroom A) 

Indoor or 
Outdoor 
Space 

Size of Space 
(square feet) 

Capacity of Space  
(within COVID-19 

guidelines) 

Number of 
Attendees (expected 

per area) 
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Entrance Process, Capacity and Crowd Control 
Use the checklist below to explain how you will ensure that the above capacity limits are maintained 
and the processes you will use for maintaining social distance while entering the event area. The 
measures below may not be applicable to your event or social gathering. Please check all that 
apply: 
 

 Designating staff or volunteers to monitor for capacity at key spaces (ex: entrances and exits). 
 Requiring reservations in advance. 
 Issuing tickets for designated time blocks. 
 Issuing tickets that will collect required contact information of each participant for 

contact tracing purposes. 
 Staggered times for tickets to lower capacity. 
 Posting signage for clear routes to follow, social distancing reminders, and face coverings 

required. 
 Designating one-way customer flows. 
 Designating six-foot social distancing demarcations (ex: using signs, stanchions, chalk, tape, 

or other means). 
 Designate every other space for vendors; spaces must be six-feet or more apart  
 No more than the lesser of 50 people or 50% capacity in areas at a time (including staff, 

volunteers, attendees, and vendors). 
 Monitoring and maintaining social distancing throughout all spaces of the event space/area 
 Designating staff/volunteers to monitor social distancing at key spaces (ex: lines, identified 

bottlenecks, etc.). 
 Conducting event rehearsal/walk-through to identify unanticipated issues. 
 Provide good air flow (ex: leaving garage doors and windows open). 
 Symptom checks for all staff, volunteers, and vendors 2x daily. 
 Record keeping of symptom checks for all staff, volunteers, and vendors. 
 Provide face masks to individuals who made need one. 
 Gloves for staff, volunteers, and vendors. 
 Establish/set hours for high-risk attendees to be able to participate with less risk of exposure 

(ex: separate entrances, different hours of operations, etc.). 

Please describe additional details or other procedures here: 
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Face Masks and Coverings 
 

To ensure compliance with face covering requirements, please agree to do the following by checking 
the boxes to certify the required actions: 
 

 Inform event staff, volunteers, vendors, and attendees of the requirement to wear face masks 
or cloth face coverings for any individual who is over age two and able to medically tolerate a 
face-covering. 

 Ensure face masks are worn properly by all event staff, volunteers, vendors, and attendees. 
 Distribute face masks to all individuals who need one at no cost and have a plan to distribute 

additional face masks as the need arises (ex: in the event of loss or damage). 
 Establish a protocol or process for monitoring mask wearing among event staff, volunteers, 

attendees, and vendors. 
 
Please describe additional details or other procedures here: 

 

 
 
 
 
 
 
 
 
 

 
 

Handwashing & Hand Sanitizer 
 

To ensure proper cleaning and decontamination of the workspace, please check the boxes to certify 
and agree to do the required actions: 
 

 Instruct staff, volunteers, and vendors to wash their hands for at least 20 seconds with 
soap and water frequently throughout the day, but especially at the beginning and end of 
their shift, prior to any mealtimes, after cleaning, after removing gloves (where applicable), 
and after using the restroom. 

 Provide access to hand-washing facilities with soap and running water available to staff, 
volunteers, attendees, and vendors, and/or be willing to provide hand sanitizer (with at least 
60% alcohol content) that can be used for hand hygiene in place of soap and water. (Sanitizer 
is an option only if hands are not visibly soiled.). 

 Develop a procedure for monitoring the supply of soap and/or hand sanitizer and replenishing it 
as needed. 

 
Please describe additional details or other procedures here: 
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Cleaning and Decontamination 
 

To ensure proper cleaning and decontamination of spaces throughout the event location, please check 
the boxes to certify and agree to do the required actions: 
 

 Make a plan to sanitize commonly touched surfaces and areas frequently. 
 Require staff, volunteers, and vendors to sanitize all high-touch surfaces and shared objects 

frequently. 
 Make a plan for to arrange for cleaning of all event spaces at the end of the day to prevent 

the spread of any germs. In addition, make a plan to comply with the Centers for Disease 
Control and Prevention (CDC) guidelines.  

 Implement procedures to ensure cleaning and disinfecting of spaces and surfaces, 
including but not limited to equipment, tools, machinery, delivery vehicles, restrooms, 
break rooms, meeting rooms, and drop-off and pick-up locations.  

 
Please describe your plan for such cleaning here: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Please describe additional details or other procedures here: 
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Minimizing Access of COVID-19 Positive or Symptomatic Individuals 

 

To ensure the prevention of the spread of COVID-19 through positive or symptomatic individuals, 
please check the boxes to certify and agree to do the required actions: 
 

 Communicate with staff, volunteers, vendors, service providers, and attendees about the need 
to stay home if they test positive for, have been exposed to, or have symptoms of COVID-19.  

 
 Establish a screening process that can be conducted verbally, by app, by phone, or by another 

method of the organizer’s choosing.  
 
Please describe the screening process and the communications that have been or will be issued 
instructing individuals to stay home if they test positive for, have been exposed to, or have symptoms 
of COVID-19. 
 
 
 
 
 
 
 
 
 
 
 
 

 

Preparing for and Responding to a Positive Case or Outbreak 
 

To ensure proper management of a positive COVID-19 case or outbreak, please check the 
boxes to certify and agree to do the following actions: 
 

 Develop a plan to retain contact information (name, phone number, time onsite) of staff, 
volunteers, and vendors for the purposes of contact tracing. 

 Agree to call BCHD immediately upon being informed of a positive case amongst your staff, 
volunteers, or vendors, at (815) 547-8561 or the Boone County Sheriff’s Non-Emergency 
number at (815) 544-9322 for after hours, so they can assist in contact tracing and provide 
further instruction. 

 Assign a minimum of one representative to work with BCHD on testing, contact tracing, 
case investigation, isolation and quarantine, and any other follow-up related to outbreak 
containment. Please identify that representative here and update this information on this 
form if it changes. 
 

► Name: ________________________________________ 

► Phone Number: _________________________________ 

► Email: _________________________________________ 

 Plan to minimize/isolate the number of people interacting with one another at the event in order 
to reduce the number of people who would be required to quarantine in the event of a positive 
case.  
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Please check the following boxes to agree do the following regarding how you have prepared your 
group or organization to respond to a positive case or outbreak: 
 

 Reviewing the general business guidelines with staff, volunteers, and vendors and agreeing to 
call the Boone County Health Department in the case of an outbreak or positive case.  

 Ensuring any required quarantined/isolated staff, volunteers, or vendors and their close 
contacts are adhering to public health guidelines and not participating in the event or social 
gathering. 

 Closing a portion or entirety of the event space for thorough cleaning sanitizing. 
 
Please describe your plan for identifying and managing staff, volunteers, vendors, and attendees, 

including those in a “team” or “pod,” if or when someone tests positive for COVID-19: 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Please describe additional details or other procedures here:  
 
 
 
 
 
 
 
 
 
 
 
 

 

Communication with Staff, Volunteers, Attendees, and Vendors 
 

To make sure you, staff, volunteers, attendees, and vendors have a shared understanding of how to 
operate during Phase 4 Illinois Guidelines, please check the boxes to agree and certify the following 
actions have or will be taken: 
 

 Share information with staff, volunteers, attendees, and vendors to remind them of the 

requirement to stay home if they are sick. 

 Post signs or posters describing the rules for wearing of masks, physical distancing of six feet 

between parties, and specifying, at the entrance of facilities, that sick individuals should stay 

home. 

 Determine the steps you will take upon learning of a staff member, volunteer, attendee, or 

vendor who has tested positive for COVID-19, including how you will work with BCHD to identify 
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which individuals will need to be quarantined and how you will communicate this information to 

other employees, volunteers, attendees, or vendors while respecting health privacy laws. 

 Communicate this information to staff, volunteers, attendees, and vendors.  
 Discuss with or distribute information to staff, volunteers, attendees, and vendors about 

how the group and/or organization will address concerns.  
 
Please describe other implemented other procedures here: 
 

 
 
 
 
 
 
 
 

Approval Under Restore Illinois 

 
The Illinois Department of Public Health will continue to closely monitor data for each region over a  
14-day period to determine if further or additional mitigations are required, or if current mitigations 
should remain in place. 
 
Recommendations for moving back to the previous phase or implementing additional mitigations is 
based on the following factors: 

 Sustained rise in positivity rate 

 Sustained increase in hospital admissions for COVID-19 like illness 

 Reduction in hospital capacity threatening surge capabilities 

 Significant outbreak in the region that threatens the health of the region 
 

At this time, Region 1 is currently under Phase 4 Guidelines. All approvals are subject to change due to 
current guidelines and/or mitigations. Following these guidelines does not mean that the transmission 
of COVID-19 cannot occur. Please sign below acknowledging and taking responsibility for the safety of 
the event and all boxes checked above, and you understand your approval is subject to change based 
on current guidelines and/or mitigations. 

 
APPLICANT SIGNATURE:  _____________________________________________       DATE: ______________                                                                 

 

 

Questions?  

 
Please contact us at (815) 547-8561 or by email at COVID19@boonehealth.org. 
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