
Hosting an indoor event during COVID-19: 
Be a safe and responsible host or guest.

www.algomapublichealth.com/COVID-19 

Call: 705-942-4646, ext. 3273 or 1-866-892-0172 ext. 3273

Overview
As of August 10th, 2020:
• All gatherings must include 2 metres (6 feet) of physical distancing between participants. Regardless of 

the size of the physical space, indoor events are limited to a maximum of 50 people and outdoor events to a 
maximum of 100. Plan how to ensure distancing by calculating 30% of the capacity of the available space.

• If an indoor space cannot accommodate 50 people while maintaining physical distancing, the actual 
number of participants allowed at the same time must be lower than these maximum numbers. 
Calculating 30% of a space’s capacity is one way to estimate the number of people that can be safely 
accommodated while maintaining physical distancing. This reduced capacity number includes all participants 
except children under two years of age. You may need to reduce the number further than 30% to allow for 2 
metres of physical distancing in the seating area. 

Before the indoor event
Host 
• Invite only the number of guests that are safe for your space.  Your space should allow everyone to be 

comfortable socializing, while staying 2 metres apart from others outside their household or social circle.

• Create a seating plan. The use of a seating plan may allow you to better coordinate the space to 
accommodate and facilitate the spacing between participants. If not using a seating plan during the event, 
you may want to consider marking off the distances i.e. with washable chalk or tape. 

• Ask guests if they are attending with anyone who is in their social circle. This will allow you to know which 
small groups can be seated at the same table together without physical distancing. Asking about allergies or 
dietary restrictions is a great way to show that you care about people’s health as their host. 

• Tell guests to expect physical distancing and to stay home if they have any symptoms. This helps protect 
you and your own family, and can reassure those who are worried about possible exposures. Also, it lets 
everyone know that they must do their part as responsible guests.

• Make a guest list with up-to-date contact information. This is important for quick notification and public 
health contact tracing in case someone becomes ill after the event. 

• Consider options for people to join in virtually if they prefer to do so for personal health reasons. 

• Request RSVP ahead of time. This helps you know how many people are attending, so that you can prepare 
the space for a safe and physically distanced gathering.

• Consider sending out a reminder email to invited guests before the event to encourage anyone not feeling 
well not to attend in person.

• If including a meal with the event, avoid any banquet style serving and ensure that catered food is plated 
and that servers are also wearing masks. A reminder, if you are serving food and it is an event in which the 
public is invited to (whether invite only, or not), a food permit must be obtained beforehand.

Are you planning to host or attend an indoor event? Will there be other people there 
who are not part of your immediate household or exclusive social circle of 10?
Here’s how to be a safe and responsible host or guest during COVID-19.

https://www.ontario.ca/page/create-social-circle-during-covid-19
http://www.algomapublichealth.com/media/3462/survey-screening-poster.pdf
http://www.algomapublichealth.com/environment-inspections/food-safety/vendor-permit/
https://www.ontario.ca/page/create-social-circle-during-covid-19


Guests
• RSVP ahead of time.  This helps your host know how many people are attending, so that they can prepare the 

space for a safe and physically distanced gathering.
• Plan your transportation.  Avoid carpooling with people outside your household or exclusive social circle.  

Have a designated driver. 
• If you have any symptoms, stay home. Don’t risk exposing other people if you might be sick.  Let your host 

know you won’t attend in person, and ask if there’s an option to join in virtually.

During the event
Host 

• With all points of contacts, i.e. registration, opening remarks remind attendees to give others their comfort 
space. Stay 2 metres apart from others who are not part of your household or social circle.

• Adjust how social mingling occurs to include health & safety precautions. E.g. stay seated while socializing, 
set-up/ mark out the event space to ensure distanced socializing and discourage close contact mingling.

• Consider staggering the arrival of guests or having more two or more event seating’s in order to limit the 
number of guests in one attendance. This also allows for environmental cleaning to take place between events.

• Plan how to control movement into and out of your event space to ensure a two metre/ six foot distance is 
maintained by participants and discourage movement against the flow of people moving in the space.

• Encourage participants to greet each other with a smile, bow or wave and remind participants to remain in 
their seats or spots where possible during the event.

• Show guests where they can wash their hands. Make sure you are well stocked with hand soap or hand 
sanitizer and avoid the use of items at your event that are difficult to clean, sanitize or disinfect.

• Encourage attendees to bring their own non-medical mask/ face covering if the event is indoors. If they have 
concerns about maintaining the 2 metres (6 feet) physical distance while participating at any outdoor event.

• Consider the use of AV presentations or taped speeches versus having the presenters move around. If using a 
microphone to discourage individuals to project their voice, ensure that it and the podium are disinfected prior 
to each speaker’s use.

 

Guests 

• Sit at the same table as members of your household or social circle. Practice physical distancing and stay 2 
metres apart from everyone else.

• Wash your hands or use hand sanitizer before eating. Remind any children to do the same.
• Masks are required to be worn while at any indoor event except at times if drinking or eating is occurring.
• Give others their space. Stay 2 metres apart from others who are not part of your household or social circle.

After the event
 

Everyone 

• Write down details of any close contact. Sometimes people get too close. If you spent more than 15 minutes 
together with someone outside your household or social circle, and you were less than 2 metres apart, that 
is considered a close contact. Write down the person, place and time. Any close contact could be a possible 
exposure to the coronavirus.

• Monitor yourself for any symptoms. If you get sick, stay home & call for testing. If someone at the event does 
test positive for COVID-19, Algoma Public Health will notify and call you, if you are considered a close contact.
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http://www.algomapublichealth.com/disease-and-illness/hand-washing/
https://www.youtube.com/watch?v=ZM5V3tbuK_s&t=13s
http://www.algomapublichealth.com/disease-and-illness/infectious-diseases/novel-coronavirus/#assessment

