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The Hopkins Center for the Arts and the City of Hopkins are committed to providing a safe and healthy facility 
for all our employees and customers. To ensure that, we have developed the following Preparedness Plan in 

response to the COVID-19 pandemic. Managers, employees and tenants are all responsible for implementing 

this plan. Our goal is to mitigate the potential for transmission of COVID-19 in our workplace, and that requires 
full cooperation by all those working in the building. Only through this cooperative effort can we establish and 
maintain the safety and health of our employees and workplaces.   

Management, employees and tenants are responsible for implementing and complying with all aspects of this 
Preparedness Plan. Employees have our full support in enforcing the provisions of this policy.  

Our employees are our most important assets. We are serious about safety and health and keeping our workers 

working at the Hopkins Center for the Arts. Our Preparedness Plan follows Centers for Disease Control and 

Prevention (CDC) and Minnesota Department of Health (MDH) guidelines and federal OSHA standards related to 
COVID-19 and addresses:  

• hygiene and respiratory etiquette;  

• engineering and administrative controls for social distancing;  

• housekeeping – cleaning, disinfecting and decontamination;  

• prompt identification and isolation of sick persons;  

• communications and training that will be provided to managers and workers; and  

• management and supervision necessary to ensure effective implementation of the plan.  

*For the remainder of this document, Employees will mean employees of Hopkins Center for the Arts, 

Stages Theatre Company, and Hopkins School District unless stated otherwise. 

Hours of Operation 

Effective June 22, 2020, The Hopkins Center for the Arts will be open to visitors Mondays through Saturdays 
from 10am – 6 pm, following Minnesota’s Stay Safe Plan. 

When open, staffing will consist of: Building Supervisor and staff person at the lobby information desk 

As state guidelines expand, hours of operation will expand and protocol will be revised to be in compliance. 

 

 



Screening and policies for employees exhibiting signs and symptoms of 

COVID-19  

Employees* have been informed of and encouraged to self-monitor for signs and symptoms of COVID-19. The 

following policies and procedures are being implemented to assess building employees’ health status prior to 
entering the workplace and for employees to report when they are sick or experiencing symptoms. Upon 

entering the facility the employee on duty will take a body temperature reading with a touchless thermometer 

and fill out a health screening assessment. At any point should an employee show signs of illness they are to 
report it to their manager and either not come in to work or leave work as soon as is possible.  

The Hopkins Center for the Arts has implemented the policy that workers must stay at home when they are sick, 
a household members is sick, or when required by a health care provider to isolate or quarantine themselves or 
a member of their household.    

Accommodations for employees with underlying medical conditions or who have household members with 

underlying health conditions have been implemented.    

The Hopkins Center for the Arts has also implemented a policy for informing workers if they have been exposed 

to a person with COVID-19 at their workplace and requiring them to quarantine for the required amount of 
time. Should any Hopkins Center for the Arts employee or known guest be officially diagnosed with COVID-19, 

management will contact by phone and by email any and all workers and visitors who may have been exposed.  

In addition, a policy has been implemented to protect the privacy of employees’ health status and health 

information. The identity of anyone being officially diagnosed with COVID-19 will be kept private under penalty 

of HIPAA law and loss of employment.  

Handwashing  

Basic infection prevention measures are being implemented at our workplaces at all times. Employees are 

instructed 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 and after using the toilet. All visitors to 

the facility will be encouraged to wash their hands prior to or immediately upon entering the facility. Hand-

sanitizer dispensers will be available at public entrances (that use sanitizers of greater than 60% alcohol) and can 
be used for hand hygiene in place of soap and water, as long as hands are not visibly soiled.  

The Hopkins Center for the Arts has also purchased and placed clearly marked hand sanitizer stations 
throughout our facility at or near strategic locations such as doorways and common areas. These stations will 

include clear instructions for use. These stations will augment our existing bathrooms within the facility which 
will now include clear instructions on hand washing for COVID-19.  

Respiratory etiquette:  Cover your cough or sneeze  

Employees and visitors are being instructed to cover their mouth and nose with their sleeve or a tissue when 

coughing or sneezing and to avoid touching their face, in particular their mouth, nose and eyes, with their 

hands. They should dispose of tissues in the trash and wash or sanitize their hands immediately afterward. 
Respiratory etiquette will be demonstrated on posters and supported by making tissues and trash receptacles 



available to all workers and visitors. COVID-19 “Cough and Sneeze” posters will be posted in numerous clearly 

visible common area locations around the facility.  

Social distancing  

Social distancing is being implemented using the following guidelines in order to maintain social distancing of 6 
feet: 

Groups will be limited to the following number in each of the rooms: 

o 179 or less: Main Theater 

o 33 or less:  JC Studio 

o 19 or less: Community room 

o 15 or less: Classroom and Redepenning Gallery 

o 10 people  or less: Dance Studio  

o 4 people or less: Conference Room  

o Staff are encouraged to work from home in order to maintain a safe work environment 

o 1 person or family group on the elevator  

All activities will be scheduled to prevent overlap in arrival and departure. Rental groups with a group size of 150 
or more are asked to have and submit their own policy regarding social distancing to the Hopkins Center for the 

Arts for approval and certification 48 hours prior to event.  

Tables and chairs have been temporarily removed from the Hopkins Center for the Arts’ lobbies to avoid unsafe 
congregating. 

Package deliveries will be accepted at the front desk and the recipient will be notified to retrieve their package 
from a centralized location. 
 

Employees will continue to work from home unless needed at the Center. When working the employees are 
required to wear a mask in public areas, frequently handwash or sanitize and adhere to social distancing policy 

whenever possible.  

Employees and visitors are prohibited from gathering in groups and confined areas, including elevators, and 

from using other employees’ personal protective equipment, phones, desks, cubicles, workstations, or other 
personal work tools and equipment.  

There are two designated ‘shared’ workstations at Hopkins Center for the Arts. One is a laptop at the 

information desk. This will be used by the employee that is stationed at that location to monitor guests entering 

the building. The second is located in room 205 and will be used only when necessary by a second staff person. 
Each shared workstation will be sanitized before and after each use by the staff person who has used it. 

Following the CDC Guidelines, all work area surfaces will be cleaned with alcohol-based wipes or sprays 
containing at least 70% alcohol and surfaces will be dried thoroughly. 



All visitors will use the main entrance of the building. Self-screening questionnaires and “masks required” 

signage will be posted on each of the internal entrance doors.  

The Building Supervisor and front desk staff person will monitor the number of people in each area to stay in 

compliance with safety guidelines.  

Housekeeping  

Regular housekeeping practices are being implemented, including routine cleaning and disinfecting of work 

surfaces, equipment, tools and machinery, and areas in the work environment, including restrooms, break 

rooms, and meeting rooms. Frequent cleaning and disinfecting will be conducted in high-touch areas, such as 
phones, keyboards, touch screens, controls, door handles, elevator panels, railings, copy machines, etc.  Full and 

part time staff will conduct cleaning and sanitation of all high touch areas twice per day when the facility is in 
use.  

Certified by:  

  

 

Lynn Anderson, Executive Director, Hopkins Center for the Arts  

 

 

 

 

 

 

 

 

 

 

  



 

Business Specific Policies  

For All Staff  

Å Health screening and temperature checks before shift starts. Staff will be asked not to come in or sent 
home at any sign of illness.  

Å Training in proper decontamination, hand washing, and safety communication protocols  

Å Contactless payments for all transactions (Credit only, manual entry by staff). 

Å Required to wear masks in all public areas when the facility is open to the public. Employees must wear 
masks and wash their hands prior to setting up rooms for rentals. Employees must wear masks when 

cleaning the facility. Masks can be provided by the Hopkins Center for the Arts. Reasonable medical 
accommodations will be made if necessary.  

Å To follow social distancing practices when applicable.  

For the Facility  

Å Shared spaces (bathrooms, lobbies, hallways, doorways) are disinfected and sanitized at a minimum of 

twice per day.  

Å Rooms in use are disinfected after every use.  

Å Public hand sanitizing stations are increased and placed in clearly marked strategic locations within the 

facility.  

 

Å Hand washing and sanitizing instructions are posted in bathrooms and appropriate work areas.  

Rental Events and Center Visitors  

Å Events are scheduled ahead of time with the Events Coordinator.  

Å 20 minutes between events to avoid event arrival and departure overlap.  

All Art Center visitors will enter through the main doors. Self-screening health questions are posted for 
review on enter doors and at the front desk. 

 

 

 



Business Specific Communication and Signage  

Hopkins Center for the Arts Visitor/ Customers  

Dear Hopkins Center for the Arts visitors and customers, due to our concern for your safety during COVID-19, we 
are implementing the following:  

What WE are doing to keep you safe:  

Å Staff members are required to submit body temperature readings and submit to a health check screening 
before starting each shift.  

Å We have added multiple hand sanitizer stations that are clearly marked and near common entrance and 

exit areas.  

Å All bathrooms, doors, and other common areas are being disinfected twice per day at a minimum.  

Å We are scheduling 20 minutes between event times. There will be 20 minutes of unused time between 
each group.  NO ONE will be allowed in an area until the next scheduled event starts other than the staff 
person cleaning and setting up the room.  

 

What YOU need to do to keep everyone safe:  

Å Participants of a rental event should show up to the Center no earlier than 10 minutes before the event 
start time.  

Å We ask that you respect the reservation time and exit building shortly after event ends in order to allow 

new visitors entering access at the proper time. 

Å Stages Theatre Company rehearsals/workshops/non-performance events: Parents of Stages actors 
should drop off and pick up at designated location set by Stages Theatre Company staff and avoid 

entering the building. If participants are younger in age, only ONE spectator/chaperone to be present.  

Chaperones are expected to adhere to social distance guidelines throughout the event.    

Å If there are policies and procedures that a group is implementing due to COVID 19, please send them to 

us so we can answer any questions that arise.  

 

 

 

 

 

 

 



Hopkins Center for the Arts Room Rental Customers  

Dear Hopkins Center for the Arts customers, due to our concern for your safety during COVID-19, we are 
implementing the following:  

What WE are doing to keep everyone safe:  

Å Staff members are required to submit body temperature readings and submit to a health check screening 
before starting each shift. Staff are also required to wear a mask and to frequently handwash or sanitize 

throughout their shift.. 

Groups will be limited to the following number in each of the rooms: 

o 179 or less: Main Theater 

o 33 or less:  JC Studio 

o 19 or less: Community room 

o 15 or less: Classroom and Redepenning Gallery 

o 10 people  or less: Dance Studio  

o 4 people or less: Conference Room  

o Staff are encouraged to work from home in order to maintain a safe work environment 

o 1 person or family group on the elevator  

Å All tables, chairs, and other surfaces are disinfected by staff after each use  

Å We have added multiple hand sanitizer stations that are clearly marked and near common entrance and 

exit areas.  

Å All bathrooms, doors, and other common areas are being disinfected twice per day at minimum.  

What YOU need to do to keep everyone safe:  

Å Please adhere to the social distancing guidelines that are in place during your use of the Arts Center.   

Å Please do not touch any table or item that does not belong to you or your group.  

Å Please do not gather in groups larger than the special room capacities allow.  

  

  

  



 

If you are sick, please do not enter. 
 

Self-Screening Questions 

If you answer æyesç to any of the questions below,  

please do not enter this facility: 

Have you had any of the following symptoms in the past 24 hours: 

¶ Fever (100.4 or higher), or feel feverish 

¶ Chills 

¶ A new cough 

¶ Shortness of breath or chest tightness 

¶ A new sore throat 

¶ New muscle aches (myalgia ä body aches) 

¶ A new headache 

¶ New loss of taste and/or smell 

¶ Diarrhea (unless due to known cause) 

¶ Nausea  

¶ Vomiting  

In the past 14 days, have you: 

¶ Had close contact with an individual diagnosed with COVID-19? 

¶ Traveled by airplane internationally or domestically? 



 



 



 



 

Scheduled events may have more structured lobby layouts as depicted here. 
 

 


