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COVID-19 EVENTS & MEETINGS GUIDELINES 

University Events 

Virtual events should continue to be conducted when feasible as the health and safety of our 
community remain our top priority.  If an event will take place in person, appropriate measures, such 
as physical distancing, must be utilized.  Events should include registration or attendee lists that 
include participant contact information to facilitate contact tracing if needed. 

Events may be held at a limited number of venues, provided the events comply with building 
reopening requirements and all rules mandated by the University, and state and local governments.  
All events must adhere to these requirements as a basis for minimal acceptable practices.  Guidance 
on events is as follows: 

§ University-sponsored events should be limited to fewer than 50 total individuals, must utilize 
a campus space with a permitted occupancy that will accommodate the event, and must be 
approved by the sponsor’s vice president or dean.

§ Any university-sponsored event with 50 or more individuals must be approved by President’s 
Cabinet.

§ No external events or events not affiliated with the University will be booked to allow 
maximum space usage for University community members.

§ Events already booked and events hosted by an internal office or department with a 
large external audience will be evaluated on a case-by-case basis. Meeting and Events 
Services will forward recommendations to President’s Cabinet for approval.

§ Any exceptions for external events must be approved by President’s Cabinet.

§ Athletic events are not included in the 50 total individual threshold. Discussions remain 
underway about athletics events for fall, and an announcement will be made in the coming 
weeks.

§ Information about schedules and formats for Welcome Weekend events will be updated in the 
coming weeks.

§ All departmental event organizers interested in planning an event on campus should work with 
Meeting & Events Services (emcmahon@capital.edu) to discuss specific guidelines and 
options. Bexley Campus Student Organizations should continue to use the processes in place 
through the Office of Student and Community Engagement (sce@capital.edu).

§ All events with outside visitors must also comply with the University’s Visitor Policy.
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COVID-19 Campus Events Guidelines 
These guidelines have been created to promote student learning, development, and success through 
co- and extra-curricular engagement while maintaining safety for students, faculty, and staff.   These 
guidelines may change as needed. 

Logistical Guidelines 
General 

• Large Group Meetings: Larger student organizations and campus entities meeting at the same
or similar times may be asked to host full-group meetings virtually as not enough spaces
holding over 50 people remaining due to restrictions of COVID-19 room reconfigurations.

• Outdoor events: Outdoor events must also follow COVID-19 protocols in place at the institution.
No rain locations will be provided for events, instead events should be scheduled with a rain
date. Additionally, temporary fencing will be utilized to create entrance and exit points so that
attendance can be tracked.
o Capital is currently limiting the size of outdoor events to a maximum of 200 individuals.

Any exception to this limit must be approved by President’s Cabinet.

Room Configurations 
• Meeting and Event Services will maintain room/outdoor location capacities in a variety of

configurations (theatre style, rounds, etc.) and will continue to serve as the entity which
assigns rooms to events/meetings.

• Athletics and the Conservatory of Music have recommended spaces in the Conservatory and the
Capital Center be taken offline until the needs of the programs housed in those areas can be
fully assessed.

Engage RSVP and Attendance Usage – Bexley Campus 
• All events and meetings will be registered in Engage.

o All Bexley campus student organization events must also be approved by the Office of
Student and Community Engagement.

o Events and meetings may need to use alternate dates, times, or spaces based on limited
availability of spaces due to COVID-19.

• Engage’s RSVP function will allow limiting the number of attendees at an event. Students,
faculty, and staff must RSVP to attend events.

• Engage Check-In function must be used to check-in all guests to the meeting or event.

Guests 
Speakers/Performers 

• No hosted groups of performers (i.e.: choirs, performance group, etc.) are permitted.
• Any individual speaker/performer is required to follow all COVID-19 protocols in place on

campus for both their talk, performance, and pre-show teasers (if applicable).
• Performers are not permitted to have volunteers from the audience.
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• Performer contracts will include the ability to live stream to Capital audiences only. 
 
Attendees 

• Only Capital students, faculty, and staff will be permitted to attend events. No external 
audience members/participants will be permitted.  

• Audience members will observe physical distancing and will not permit more people into a 
space than allowed, as outlined by Meeting and Event Services, and the revised space capacity 
limits imposed due to COVID-19. 
 

Spontaneous Activities 
• Signage will be placed in spaces identifying capacities, with COVID-19 limitations. 
• Excess seating will be removed from common spaces to encourage physical distancing. 

 
Individual Learning Spaces 

• Spaces in Blackmore Library, Hamma Library, the Convergent Media Center, etc. will be 
available on a first come, first served basis for students to utilize for online learning or 
individual study spaces. A map of these locations will be available for students. 

• Law students will have first priority for study spaces in the Law Library. 
 
Guidelines for Specific Types of Activities  
Religious Services 
• While religious services are exempt from the State of Ohio’s orders, exemptions are only 

intended for the exercise of one’s religion. Therefore, religious services and activities at the 
University should adhere to the safety requirements for other university-sponsored events.  
There are no exemptions for religious groups in relation to tabling, event RSVP and attendance, 
food at events, and other guidelines in this document. This includes physical distancing of six 
feet and mask requirements for all attendees. 

• Further, as a University grounded in contemporary Lutheran values, we recall Martin Luther’s 
encouragement to live out one’s faith in a way that we “neither endanger nor harm the lives of 
our neighbors, but instead help and support them in all of life’s needs.”  

• With that in mind, all religiously affiliated organizations hosting events on Capital’s campus are 
expected to comply with all the guidelines in this document. 

• This includes mask requirements for everyone in attendance. 
o Officiants may remove a mask when leading vocal portions of worship.  When not actively 

leading a portion of the event, officiants must put the mask back on.  
o Officiants are anyone leading the service’s liturgy or proceedings, spoken or sung. 

• Officiants must retain six-foot physical distancing from one another and utilize separate 
microphones (if applicable). 

• Further, since officiants are often projecting more than normal conversation, a minimum 
distance of 18 feet is recommended between the officiants and the congregation. 
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• Common items – music stands, altars, pulpits, tables, sound systems, bibles, scriptures, 
hymnals, worship books, and others – must be disinfected after each service. 

• Congregational singing is strongly discouraged due to the high probability of community spread 
of infection. 

• If a group expects to exceed the university’s maximum capacity, as reduced for COVID-19 
restrictions, alert the University Pastor to make alternative arrangements. 

• While worship often benefits from different space arrangements, physical distance of six feet is 
still required of all seating configurations. 

• When Eucharist (Communion, Lord’s Supper) is included in worship, all food distribution must 
follow Ohio Department of Health food distribution guidelines.  

 
Tabling – Bexley Campus 
• Mound Street Plaza and the Student Union Lobby will be the only tabling areas on campus, no 

other lobbies or walkways will be available. Rain-calls will be determined by Meeting and Event 
Services and all tables will be either inside or outside. 

• No more than five table reservations will be taken for one-time frame.  
• If using 6-foot tables, one person can staff the table; if using 8-foot tables, two people can 

staff the table, at opposite ends of the table. 
• Meeting and Event Services will label tables and post a map of tables in the Student Union 

Lobby and assign each specific table to a group.  
• All tables will have a Plexiglas shield. 

• Table caddies can be picked up in the SCE containing wipes, hand sanitizer, pens, etc. 
o Table caddies will be sanitized before and after each use. 

• All those staffing or approaching/attending a table will wear face-coverings. 
• No more than two (2) people can approach a table at one time. Those waiting should maintain 

physical distancing. 
• No cash boxes will be available through the Office of Student and Community Engagement and 

electronic payment methods (Venmo, CashApp, ApplePay, etc.) are required for tables being 
used for fundraisers. 

• Those approaching the table should use their own writing instrument, when possible. If they do 
not have one, those staffing the table can provide one and the person who uses it should keep 
it. If a communal pen is used, hand sanitizer should be used before and after use and the 
sponsoring organization should sanitize the pen before and after use.  

• No home-baked good sales or giveaways will be allowed. Only baked goods prepared through 
Aladdin catering or another bakery/restaurant/grocery will be allowed.  All items must be 
individually pre-wrapped.  

• Donation drives are permitted. 
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• Student organizations and campus offices should consider tabling during non-traditional 
tabling hours (i.e.: times other than 11am - 2pm) to offset the limited availability of tables at 
any given time.  

 
Food at Events 
• Self-Service 

o Only items that are pre-packaged are allowed to be served in a self-service way. 
• Buffet Lines 

o Aladdin has created a specific menu for student organizations. Student organizations can 
use this special menu for food pick-ups or catering options. 

o The following guidelines must be maintained for buffet service (whether using Aladdin or 
off-campus food service provider): 
• Masks/face coverings will be required for all going through the buffet line. 
• Masks/face coverings and gloves will be required for all serving food. Servers are 

required to wash hands before serving. 
• Servers will pass the plate down the line, only handing it to the attendee at the end of 

the buffet. Pre-wrapped disposable-ware will also be handed to attendees. 
• Attendees must maintain physical distancing while waiting in line and tables should 

be dismissed in an orderly fashion as to allow physical distancing to be maintained.  
• Drinks 

o All drink stations must have a server to distribute drinks to attendees including coffee 
stations including coffee stations. 

o All drinks should be chilled, single-serve options (cans/bottles, etc.) 
o All drink stations will have hand sanitizer available. 
o All traditional “table-share” items (tea bags, stir sticks, cream, sugar, etc.) will be handed 

to attendees at a drink station.  
 
Off-Campus Travel 
All Off-Campus Travel 
Students traveling to off-campus external engagement opportunities are expected to record the date 
and passenger information (names and cell phone numbers) for emergency contact and contact 
tracing purposes on the Off Campus Travel Form. The form should be filed with the Office of Student 
and Community Engagement prior to each trip, for Bexley campus students.  
 
Carpooling Recommendations 

• The number of individuals in each vehicle must not exceed 80% capacity of the vehicle (e.g., 
4 students in a car that can accommodate 5 students). Whenever possible, an empty seat 
should be maintained between passengers. 

• Students will wear masks while in the vehicle. 
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• Students are encouraged to sanitize their seats and other surfaces upon entering and leaving 
the vehicle, and to wash their hands or use hand sanitizer before and after riding in the 
vehicle. 

 
Commercial Busses 

• Cleaning and sanitizing protocols will be obtained from the transportation company before 
booking is completed. Record of protocols will be kept in the Office of Student and Community 
Engagement. 

• The number of individuals on each bus must not exceed 50% normal capacity of the bus (i.e., 
one student per seat). An empty seat must be maintained between passengers. 

• Students will wear masks while in the vehicle. 
• Students will wash their hands or use hand sanitizer before and after riding the bus. 
• Busses should be loaded back to front and unloaded front-to-back to minimize riders walking 

past each other in the aisles. 
• Passengers are encouraged to sanitize their own seats and other surrounding surfaces upon 

entering and exiting the bus/their seat. Caddies can be picked up in the SCE containing wipes, 
hand sanitizer, pens, etc. and must be returned to the SCE the first work day after the bus trip. 
Caddies will be sanitized before and after each use. 

 
University Vans 
The following guidelines are provided by Public Safety. 

• Drivers (Student Workers, Law School Security and Faculty and Staff 
o All drivers should take their temperature at home before driving. 
o Drivers should not drive if they are not feeling well, and feel any symptoms. 
o A face covering is to be worn while driving 
o Disinfect van interior areas before and after every shift and after every trip 

• Vehicle Capacity 
o Maximum occupancy for the white rental vans, and the O Lot Shuttle Van, is six (6) 

passengers plus the driver. 
o Passengers must socially distance themselves and sit in designated areas only 

• Passenger Hygiene 
o Passengers must wear face coverings while riding. 
o Passengers should wash their hands, or use hand sanitizer, before each trip and after 

leaving the vehicle. 
o All Items left in the vehicle will be discarded 

• Vehicle Cleaning 
o Drivers must disinfect the passenger compartment before each shift/trip, after every trip, 

and at the conclusion of the trip/shift. This includes wiping hard surfaces, seats, 
headrests, seatbelts, seatbelt buckles, and armrests. 

o Cleaning supplies are stored in the center console. 
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o Nothing should be left in the rear of the vehicle that could be touched by more than one 
person, such as papers, water bottles, or coffee cups. 

• Van Rental Coronavirus/Covid-19 protocol 
o A face covering is to be worn while driving 
o The driver is responsible for disinfecting the van interior after every trip and before 

returning a van(s) to Public Safety. 
 
Transportation to Athletic Events 
Procedures for student-athlete travel to athletic events will follow OAC and NCAA guidelines. It is 
expected that all student athletes will be screened for symptoms before traveling to games and 
matches. 




