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Questionnaire and Application  
for Re-opening a Parish Church to In-Person Gatherings 

FOR PHASE III ADDITIONS 
 
This questionnaire/application is intended to guide your Parish through all of the steps and 
decisions you will need to make to move ahead safely with your proposed return to in-person 
gathering. It will also be used as a guide to allow the Archbishop’s Office to consider your 
request for authorization, including any suggestions that staff may have to assist you in moving 
ahead. The application includes questions related to both Phases II and III and need only 
be submitted once. The Archbishop’s Office will notify all Parishes when it is permissible to 
move to the next phase. Please submit your application 10 days in advance of the date you 
would like to re-open. 
 
 Background 

1. Have you reviewed the following documents, and considered how this guidance may 
impact your plan to re-open to in-person worship and other gatherings? 
 

a. “The Re-Opening of Churches in the Diocese of New Westminster” (the full 
document to which this questionnaire is attached) (the “Re-Opening Plan”) 
Yes_X_ No_____ 
 

b. BC Centre for Disease Control’s COVID-19 guidance for Faith Organizations (link 
here)  
Yes__X__No_____ 

 

Parish Authorization and Approval 

2. Have the “Responsible Persons” of your Parish (as defined in the Canons of the Diocese) 
reviewed and approved your proposal to initiate this plan. (For incorporated parishes: 
Priest-in-Charge, Church Wardens, and Trustees; for non-incorporated Parishes, Priest-
in-Charge and Church Wardens. In addition, it may be appropriate to consult with your 
parish’s Parish Council.) 

 
Yes_X___No____ 

 

Please list the names of the “Responsible Persons” who have reviewed and 
approved your plan. 

Bob Rusch, Colleen Butterley, Dawn Noske, Elaine Renforth, Esther Hizsa, Gail 
Koombes, Joy Borthwick, Ruth Monette, Val Krause 

 

https://www2.gov.bc.ca/assets/gov/health/about-bc-s-health-care-system/office-of-the-provincial-health-officer/covid-19/covid-19-pho-guidance-faith-based-organizations.pdf
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Date for Re-opening 

3. On which date are you applying to re-open? 
We re-opened for Phase II worship on June 14, 2020. 
We plan to maintain the same worship pattern through August 2, 2020, shifting to Phase 
III worship on August 9, 2020 (if we are in Phase III by then).  
We hope to shift to other Phase III ministries outlined here at the earliest possible date 
following the move to Phase III.  
 

Preparing the Church Building for Re-entry 

4. What (specifics) will you do to prepare the church building for re-entry at Phase II and 
wider use at Phase III? Who will do this work? 

Beginning in September 2020, we emptied our sanctuary of loose items (hymnals, pew 
Bibles) and marked out seating in every other pew and alternating being nearest the aisle 
and window. By having the priest move to the people for the distribution of Communion, 
we have been able to return to worship in our Sanctuary. Attendees are directed to their 
seats by greeters and stay in place until the end of worship. We are able to use the 
Parish Hall for a small, socially distanced Sunday School class and for our simple 
beverage-only Coffee Hour. 

To prepare for Phase II building use, the rector, wardens, and parish administrator have 
taken the following steps: 

• We have limited access to our sanctuary and bathrooms.  
o Because of the space limits and number of items permanently located in 

our sanctuary, we determined that it would be less ongoing work to use 
our Parish Hall for worship during Phase II. 

o We have already closed all but the handicap stalls in our two washrooms, 
taped off one of the two sinks, added instructions on handwashing and 
cleaning surfaces after use. Both bathrooms have sanitizing spray cleaner 
and paper towels available for individual use.  

• The Lower Hall is used by our Thrift Shop and several user groups (although we 
anticipate only one group returning before September 2020). Prior to opening for 
Phase III, our regularly contracted janitorial team will use a specifically developed 
fogging system (the PurifyD system) to ensure the Lower Hall has been sanitized. 
The janitorial team will clean on Monday and Saturday evenings, paying particular 
attention to high-touch areas. All user groups will be responsible for wiping down 
surfaces they use at the end of their time, including the washroom.  

• We have placed chairs and other worship furniture in our Parish Hall to determine 
the maximum number of people we can accommodate with the physical 
distancing requirements in place. This was done ahead of worship on Sunday, 
May 31 so that our rector, organist, and soloist who have been leading our Zoom 
worship from the sanctuary can shift to leading Zoom worship from the Parish 
Hall. 

• A document will be produced to offer worshippers guidelines on coming to church 
including to not come if having any symptoms, encouraging wearing a mask, 
handwashing, physical distancing, etc. It will be sent in advance and posted in the 
space. 
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Sunday Worship 

5. What is your Sunday worship plan for Phases II and III? What form(s) of worship and how 
many Sunday worship services do you intend to offer (in-person or online) for Phases II 
and III? 
For Phase II, through August 2: 
Sundays from June 14 through August 2, we will offer an in-person component to our 
current Morning Prayer on Zoom at 10am on Sundays. Our in-person component will 
invite people to participate in the service in our Parish Hall while as many as want still join 
us via Zoom. We will ask parishioners who want to attend in-person to RSVP, reserving 
approximately 3 spaces for visitors. 
 
Our Zoom worship participants will have a view of the whole worship space and the “grid 
view” will be available on our large screen TV (connected to a laptop).  
 
This will be our only service on Sundays. We plan to continue this pattern through, at 
least, August 2. During the Rector’s vacation (July 1 to July 29), lay leaders will lead 
Morning Prayer with video reflections offered. 
 
For Phase III, starting on August 9:  
Beginning on August 9 (which we will celebrate at the Feast of St Stephen, transferred), 
we will shift to a service of Holy Eucharist, modified as required by the guidelines. The 
priest will consecrate an uncovered host and individual covered wafers and the wine, and 
then consume the host and wine before distributing communion. For the distribution, the 
celebrant will wear a mask, sanitize their hands, and carefully drop the wafer onto 
outstretched hands of communicants from a central, standing communion station. 
 
We will make this service available online through Zoom as we have several members 
who phone into the Zoom meeting and would not be able to view a Facebook or website 
livestream. We may explore adding livestreaming on these platforms as we are able to. 
We intend to continue worshipping in the Parish Hall and offer only the 10:00 am time.  
 
If we find that we are consistently unable to have everyone who wants to attend fit into 
the Parish Hall space, we will consider a second service time. 
 

6. How many people can your worship space or the space(s) where you intend to hold 
worship accommodate while complying with the requirements set out in the Re-Opening 
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Plan, in households sitting two metres apart in all directions? (Must be no more than 50, 
including clergy or laity serving). 
We can seat 15 individuals or households. We have set our chairs in pairs (and a few 
sets of threes) as that will allow households to sit together and will allow singles to have 
the extra chair for their belongings. In the first few months of 2020, our largest household 
attending worship together was 3 people. We anticipate an attendance of 17-20 plus 
three worship leaders (rector/lay leader for Morning Prayer, organist, and soloist). 
 

7. Will it be necessary to modify where you worship, the position of furniture in the worship 
space or the way the space is marked to assist those attending in maintaining social 
distancing? If so, how? 
We have set the Parish Hall as our worship space for Phase II and will continue to use it 
for Phase III. The use of portable, plastic chairs will be easier to sanitize and the space 
gives us fewer surfaces that might be touched. The Parish has used the Hall for worship 
previously – occasionally on particularly hot days, during an unfortunate period of pest 
control concerns, and for Holy Saturday. We have a portable altar and will open the 
divider to the Fellowship Room where we have a grand piano.  
 
The placing of chairs in their 360o distancing will be adequate to mark out the suggested 
physical distancing. We have added some floor stickers to mark the 2-meter distance in 
our hallway leading to the washrooms, just in case we have people waiting to use the 
facilities. We also have a floor sticker near the main entrance to the Parish Hall to 
encourage people to remember the distancing requirements.  
 
As we open to user groups, we will add some markers to the area outside the main doors 
to our Parish Hall to help guide participants in those groups when they are arriving. 

 
8. How will you undertake training with your Greeters and what will you train them to do? 

Our Greeters will receive written instructions on their role during this time. The rector will 
review those instructions each Sunday in June. A warden will review those instructions 
for any new teams in July.  
 
Our Greeters will (weather permitting) greet worshippers outside of the Parish Hall. They 
will direct worshippers to make use of the hand sanitizer, collect a bulletin from the table 
just outside the doors, and (if applicable) leave their offering in the basket on the table. 
They will also encourage worshippers to take a seat as far into the Parish Hall as they 
can (the goal being to eliminate someone having to walk past an already seated 
worshipper). At the end of worship, the greeters will return to their positions and 
encourage people to recycle their bulletin if they don’t intend to take it home.  
 
In the unlikely event that the weather is too harsh to be outside, the Greeters will station 
themselves opposite the table, six feet back from the doors. 
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In June, we have found this system works fairly well. Beginning June 28, we have 
encouraged folks to arrive about 9:50 to reduce pre-service socializing.  

 
9. What is your music plan for worship during Phases II and III? 

The grand piano can be played from the Fellowship Room (a space separated from the 
Parish Hall by a folding divider). Our organist will play the piano from the Fellowship 
Room. For Phase II, we will have a single soloist positioned further into the Fellowship 
Room and facing away from the congregation and organist. This is similar to how we 
have organized ourselves for Zoom worship. The soloist will add a microphone to be 
heard in the Parish Hall.   
The congregation will be reminded that they are not to sing. We will limit our music to two 
hymns: an opening and a closing. An instrumental piece of music will be played after the 
homily and, in Phase III, during communion. 
 
We anticipate continuing with this plan during Phase III.  

 
10. How will you ensure cleanliness and sanitization in regard to the following items and 

spaces? 
a. Worship leaflets/bulletins 

Worship leaflets/bulletins will contain everything necessary for the service. This 
will be produced by the Parish Office. Bulletins will be placed on a table at the 
entrance to the worship space so that participants can collect their own. A 
recycling bin for people’s bulletins will be available at the end of the service. 
 

b. Prayer Books, Hymn Books (if used) 
We will not be using prayer books or hymnals.  

 
c. Physical items such as pews, the altar, pulpit, lectern, kneelers, communion rail. 

The chairs and worship furniture (portable altar, large screen TV, piano, 
microphone, etc) will be wiped down before and after service by a team of 
volunteers working in pairs each week. 

 
d. Washrooms 

We have limited access to our washrooms so that they can only be used by one 
person at a time. We have blocked off all but a single stall in the women’s 
washroom and all but the urinal and a single stall in the men’s washroom. Each 
washroom has two sinks, and we have blocked off one of the two. We have 
removed paper towels from their usual dispenser and placed them in containers 
on the counters by the sink. Sanitizer is available, along with instructions 
encouraging people to sanitize after their use (and before if they feel the need). 
The washrooms will be cleaned on Saturday night (and Monday night) as part of 
our regular janitorial contract. At the conclusion of worship, we will have a 
volunteer pair who will do a complete wipe down of surfaces in the washrooms. 
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e. Other common spaces or high-touch areas 
Common spaces and high-touch areas will be cleaned by our contracted 
janitorial services on Saturday evenings and Monday evenings. At the conclusion 
of worship, we will have a volunteer pair who will do a complete wipe down of 
high-touch areas using sanitizing spray and paper towels. 

 
 
 
 

11. How and who will you sanitize worship and other spaces between any worship services? 
When our user groups return in Phase III, our volunteer cleaning teams will do the 
primary cleaning between our worship service and the service for the Korean Methodist 
congregation that takes place Sunday afternoons. We will require that they maintain the 
same seating pattern in order to ensure physical distancing and reduce the number of 
times each chair needs to be touched. They will be provided with the tools to sanitize 
high-touch areas, washrooms, and other worship furniture and will be expected to do so 
at the conclusion of their time and may choose to sanitize before as well. Our Sunday 
evening user groups will also be expected to sanitize the area after use and may choose 
to sanitize before.  

 
Other Forms of Worship or Prayer 
 

12. What other forms of worship or prayer do you intend to offer in Phase II and III (weekday 
in-person worship or online worship)? How will you provide for physical distancing in any 
in-person weekday worship? 
During Phase II and III, we do not anticipate offering weekday in-person or online worship 
at this time. 

 
 
Office Building Use 
 

13. What is your plan for those working in the Church Office during Phases II and III? 
During Phase II, we anticipate that the Parish Administrator, Rector, Treasurer, and 
Envelope Secretary will schedule their time in the church office to allow for social 
distancing. This means that they schedule themselves to be alone or only with the Rector 
(whose separate office allows for the distancing). The Parish Administrator works from 
home 2/3 of her time. 
Those who make use of the church’s main computer and desk, counters, and filing use 
spray sanitizer and paper towel before they begin work and as a last step when leaving.  
 
During Phase III, the only adjustment we anticipate is that the Parish Administrator may 
transition to more of her time in the office. Her role includes coordinating our user group 
rentals and as they restart, she may need to be on-site more often. When interacting with 
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user groups, parish staff will arrange meetings where physical distancing can be 
maintained, wear masks, and use hand sanitizer before and after. 

 
14. What is your plan for meetings of Parish Council and other parish working groups during 

Phases II and III? 
During Phase II, Parish Council and other committee groups will continue to meet using 
Zoom. Parish Council and parish working groups will maintain Phase II protocols through 
at least August 1. 
 
Once in Phase III, we anticipate slowly returning to some in-person meetings and some 
hybrid meetings where some folks gather in the room and others use Zoom to connect. 
Decisions about when and what meetings will be in-person, hybrid, or Zoom-only will be 
made with the meeting participants, based on their personal level of comfort, length of 
meeting, and subject matter. 
 

Fund-raising  
 

15. What are you doing or will you be doing in Phases II and III to support financial giving to 
your operating fund or towards special needs? 
At the beginning of April, we sent a letter to all parishioners reminding them of ways that 
they could give to the parish (by mail, by dropping funds through the mail slot at the 
church, through PAD) and introducing our new online donation option (thanks to Tithe.ly 
who also manages our website).  
 
We sent a second such letter in early June. 
 
In our communications with our user groups, we have pointed them to our website’s 
donation option as a way that they or their members could support us while they are 
unable to use the building.  
 
We are currently exploring additional fundraising options for Phase III. We are concerned 
that some of our anticipated fundraisers scheduled for the Fall will need to be modified.  
Our Christmas Market may need to cancel the luncheon, limit total numbers in the Parish 
Hall, and expand its hours, for example.  Other fundraisers may be shifted to online 
formats (we might attempt the fall Trivia Night online), or be cancelled and replaced with 
alternative programming. A warden is currently researching online fundraising ideas. 

 
Phase III ONLY 

 
Phase III - Introducing in-person Holy Eucharist 
 

16. What is your plan for introducing and managing Holy Eucharist (should you choose to do 
so in Phase III), paying particular attention to sanitization and physical distancing? 
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Our plan is to introduce Holy Eucharist on August 9, the Feast of St Stephen, transferred.  
 
The altar guild will be reminded to sanitize one more time before preparing the 
Eucharistic elements. The elements will be placed on a credence table behind the altar in 
the Parish Hall – and covered with a cloth until needed.  
 
We will follow the requirements and recommendations in the Guidelines provided. As our 
in-person capacity is small, the priest will manage the Eucharist without a server or other 
assistant. During the Eucharistic prayer, the wafers will be on the altar in a covered 
ciborium with only the priest’s host on the paten. The priest will wash the chalice following 
the service. 
 
In order to maintain physical distancing, we will invite individuals/ households to come 
forward to receive from the priest one at a time. They will receive standing. We will mark 
the floor to indicate where we anticipate people will stand. The priest will provide 
instructions regarding who is to come forward first, encouraging people to wait until the 
person or family before them has returned to their seats, and indicating where they are to 
stand and how they are to hold out their hands. A hand-sanitizing station will be made 
available as near to the communion station as possible.  
 
 

 
Phase III - User Groups and Rentals 
 

17. What is your plan in Phase III for re-opening the building to any user groups? 
We would very much like to re-open the building to user groups as quickly as possible. 
We have been in regular contact with our user groups during the course of this pandemic. 
Our first priorities are to get our AA and other 12-Step groups back, along with our 
worshipping communities. They are also the easiest to have return. 

• For All Groups:  
o Prior to their return to our Parish Hall, we will need to mark chair placement for 

our own worship setup to aid in having to reset the space each week. We will 
require our two Christian worshipping communities to use the same 
arrangement. 

o We will mark chair placement for the circle arrangement our AA groups prefer 
to make it easier for that group to set up their chairs with the appropriate 
physical distancing.  

o All groups will receive guidelines for using the space including how the 
washrooms should be accessed, sanitizing protocols, and a declaration of 
compliance with safe procedures to sign and return (draft attached). Also 
included in the documentation provided to user groups will be new protocols 
on kitchen use. We have used this time to reorganize storage and kitchen 
supplies and have set up new coffee–making procedures to encourage the 
same guidelines that we will follow for Coffee Hour. 
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o All groups will be required to sanitize the Parish Hall and washrooms at the 
end of their time. 

o Our Parish Administrator or her designate will attend the first few minutes of 
each session to verbally remind the whole group of their obligation to protect 
public health in their sessions. The wardens, the rector, and the Parish 
Administrator will make regular checks to ensure that sanitization is occurring. 

• For 12-Step and Worshipping Communities 
o All our 12-step and worshipping communities will need to meet in the Parish 

Hall. Previously two 12-step groups met in the Lower Hall and one 
worshipping community used our organ in the sanctuary (that group may not 
return, as singing was a primary part of their time together). 

o All worshipping communities will be reminded that they are to refrain from 
singing and must follow the diocesan guidelines around fellowship times. 

• For Dance and Exercise Classes 
o The dance and exercise classes using our Parish Hall have tended to be fairly 

large. We have set a 15-student limit for these classes, based on the physical-
distancing guidelines. We are discussing with the instructors if they will want 
to have classes that small.  

o Our Parish Administrator will make arrangements when we have a date to re-
open to meet and go over the requirements (and encourage the wearing of 
masks while maintaining social distance during the meeting).  

o We will meet with the instructors (and ask them to bring a translator with them, 
if necessary) to discuss the requirements for physical distancing and 
sanitizing, and to go over the declaration of compliance with safe procedures 
prior to their re-opening.  

o We are currently anticipating that we will wait two weeks after the AA groups 
and worshipping communities re-open before inviting the dance and exercise 
groups to re-open. 

• For Caregiver and Child Drop-In Programs 
o We have two different caregiver and child drop-in programs that normally use 

our Lower Hall for weekly or twice-a-week sessions.  
o The once-weekly group has already indicated that they will not return until 

September. We will provide them with our guidelines for how the washrooms 
should be accessed, hand-sanitizing options, and a declaration of compliance 
with safe procedures to sign and return prior to September. We will also ask 
them to provide us with the guidelines they are using and sharing with 
caregivers. 

o The twice-a-week group has indicated that they would like to return as soon 
as possible. We will provide them with our guidelines for how the washrooms 
should be accessed, hand-sanitizing options, and a declaration of compliance 
with safe procedures to sign and return. We will also ask them to provide us 
with the guidelines they are using and sharing with caregivers. 

• For Community Choirs 
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o While we would appreciate any additional direction from the Archbishop’s 
office, it is currently our expectation that we will ask the community choirs that 
meet at St Stephen’s to not do so until Phase IV. 

 
18. What is your plan in Phase III for re-opening the building to rentals? 

The daycare which rents from us has not fully closed and has provided the appropriate 
documentation to the Parish to maintain operations. 

 
 
 
Phase III - Formation, Fellowship and Pastoral Care 
 

19. What is your plan for any in-person formation activities/offerings for adults? 
We are currently offering two Bible study groups and a Lectio group via Zoom. The Lectio 
group is scheduled to run through June. One Bible study group has indicated that they 
will continue meeting on Zoom into the Fall. The other Bible study group is led by the 
rector and may, in September, consider a hybrid in-person and Zoom option if there is 
interest. 
 
We are anticipating needing to run a Zoom-based series on the Eucharist this Fall. 

 
20. What is your plan for any in-person formation activities/offerings for children or youth? 

Most of our formation for children and youth has historically happened on Sunday 
mornings.  
 
Our youth (grades 8 and above) will probably be able to hold their sessions physically 
distanced in the Priest’s Office or Lower Hall starting in September. Typically, we have 2 
to 3 youth who meet with a leader during the liturgy of the word. We have had some 
success with our youth participating in a deanery offering for youth coordinated by St 
Laurence and offered via Zoom. We may continue to participate in those offerings 
digitally or in-person as Phase III continues. 
 
Our children are currently encouraged to participate in worship with their families and to 
take advantage of a Zoom-based offering for our Deanery led by St John’s Port Moody 
through July. Starting in September, we anticipate our elementary-aged children will meet 
with leaders in a physically distanced set up in the kitchen, off the Parish Hall. We 
anticipate creating for each child a supply bag with craft supplies which will be theirs to 
keep at church.  
 
We have set September 6 as our return to programming date, depending on what is 
happening with schools. 
 

 
21. What is your plan for hosting in-person fellowship? 
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Coffee Hour: Through September, we anticipate replacing hot beverages with iced tea, 
lemonade, and water. We will have a pair of volunteers (masked and gloved) who will 
serve disposable cups to participants.  
No food will be provided. 
We have a stock of styrofoam cups we intend to use up during this period. Carefully 
labelled containers will be provided so that a volunteer can rinse the cups and take them 
for recycling. 
Since we are worshipping in the Hall, we will not have tables for coffee hour. People will 
be able to stay in their chairs from worship or stand in physically distanced groups. When 
possible, we will encourage coffee hour to be physically distanced on the small grassy 
area outside the Parish Hall and in the Memorial Garden. 
 
In addition, we will continue to offer a weekly Zoom Social Hour.  
 
We do not have plans for additional fellowship events at this time.  

 
22. How will you be handling any in-person pastoral care in Phase III? 

We will handle in-person pastoral care on a case-by-case basis. Throughout this time we 
have had a team of volunteers providing regular pastoral connection to parishioners 
through phone calls. This will continue in Phase III. We anticipate that the majority of in-
person visits will be conducted by the Rector and occur primarily in emergency situations. 
To the degree possible, such visits will include physical distancing, masks, and short 
timeframes. 
 

 
Service and Outreach 
 

23. What is your plan to support existing or re-open outreach programs in Phases II and III? 
Have you completed and submitted the appropriate material for approval to the Synod 
Office? 
Please see our separate proposal for personal shopping and curbside pickup for our 
Thrift Shop and for our summer garage sales.  
 

24. For food ministry programs, have you completed and submitted the appropriate forms for 
approval to the Synod Office? (Please see here) 
We are having ongoing conversations about re-starting our Community Meal program. 
The Community Meal we had begun in late 2019 focused on using food as a way of 
building community. At this time, the restrictions on how we could provide a meal 
negatively impact our efforts to build community. However, we recognize that Phase III 
may be a long-term reality and are monitoring the situation. 
In addition, we are beginning some conversation about if there is a need in our 
neighbourhood for us to support food ministries where getting food to hungry people is 
the primary goal. If we find that there is a role for us in this, we will submit the appropriate 
paperwork to the Synod Office. 
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Other  
 

25. If someone who has attended in-person worship at your Parish contracts COVID-19, how 
will you communicate with your congregation and members who may have come into 
contact with that individual, while remembering privacy and pastoral care? 
The greeters are responsible for ensuring we have a list of who has attended each in-
person worship service with names and contact information. That information is kept for 
30 days in the Parish Office. Should we have a COVID-19 case, we would reach out to 
each person via phone and/or email who may have come in contact with that individual to 
encourage that the appropriate protocols of isolation are being followed.   
 
 

26. What practical support do you need from your Regional Archdeacon or from the Synod 
Office to help with the implementation of these plans?  

 
 
 
 
 

 
Signature of “Responsible Persons” 
 

   The Reverend Ruth Monette       

__________________________   _____________________________  _________________ 
Print            Signature             Date  
 
 
   Esther Hizsa – Warden         
__________________________   _____________________________  _________________ 
Print            Signature             Date  
 
 
   Elaine Renforth – Warden        
__________________________   _____________________________  _________________ 
Print            Signature             Date  
 
 
   Valerie Krause – Warden        
__________________________   _____________________________  _________________ 
Print            Signature             Date  
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