
E17 ART TRAIL TOOLKIT 
PART 1:COVID PLANNING

Version 1: Dated 01/04/2021
A second version of this document is expected at the end of May once we have a clear picture 

of how best to proceed with safety in relation to Covid and transient audiences.
Document first created March 2021

Toolkit Part 2, which covers the standard Health & Safety Risk Assessment, will follow in due course
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• This toolkit will help artists create a “Covid Secure” space during the E17 Art Trail 2021 and reduce 

the risk of transmitting Covid 19 at the festival.  

• The guidance will enable artists to create and follow a Covid Plan which they will submit to Artillery 
on June 1st.  A template plan will be made available in May.

• No matter what restrictions are lifted by July, many safety protocols such as Hands, Face, Space & 
Fresh Air should remain in place, and so we must plan for this. 

• The virus will not have been eliminated by July 2021 and so we ask everyone to continue showing 
consideration and responsibility to the safety of all our community and audiences. 

• The E17 Art Trail 2021 will remain flexible and safe by responding to the Government's Covid 
Roadmap in planning a ‘Step 3’ event.

• This document is relevant to exhibitions & events happening in a public space such as a cafe, gallery, 
church, etc, as well as a private space such as a studio or domestic home that is open to the public.

OVERVIEW



WHAT IS “STEP 3” IN THE 
GOVERNMENT’S ROADMAP?

Although the Government has laid out a possible Step 4 Roadmap 
from June 21st, this date may be delayed. So we will take a “Step 3” 
approach to planning to make our art trail more adaptable to any 
unforeseen changes in circumstances.

In practise, this will mean planning for : 

• Reduced capacity audiences with 2m distancing in venues.

• “Rule of 6” with 2m distancing in private spaces.  

• Outdoor events should be limited to a maximum of 30 people, 
where 2m distancing allows. (With booking system)

The use of face masks while in small indoor spaces and the provision 
of hand sanitising spots at all entrances and doorways will also be 
expected as standard practise across the trail.



BASIC ACTIONS TO ACHIEVE 
'COVID SECURITY’

All artists should have a Plan-Do-Check-Act list (Covid Plan) to enable a 
“Covid Secure” event.

Your Covid Plan should be at the forefront of your planning from the outset 
as it’s going to have an effect on your artistic and design choices, creative 
process, location, schedule and budget.

As with everything it is important to plan how you need to operate and will 
often involve analysing things that are very obvious. Everything is in the detail.

Because the E17 Art Trail is an “Artist Led” event, it is essential that each 
participating artist takes on the management of your own areas, ensuring your 
colleagues and visitors are adequately equipped with face coverings, making 
sure sanitiser and bins are available.

Note down things that didn’t work or could have been better and feed this 
back to Art Trail organisers so that we can continuously strive to improve.



DISTANCING

• Plan to allow for distancing at all shows and venues 
– this includes: installing work in a shared space as 
a group show, live audiences in venues, and for 
gatherings at an outdoor show. 

• Queue systems can be used to encourage 
distancing if shows get busy and are at capacity. 
This can be indicated clearly using chalk markings, 
sand bags, hoops, etc, along with a clearly displayed 
capacity poster (see Communications Tools).

• Existing public venues will be expected to give 
guidance to Art Trail artists on capacity numbers 
that can be accommodated with distancing.

• Reduced capacity at live events such as talks 
and workshops, or numbers allowed into a 
gallery space at any one time.

• Artists are encouraged to create bookable 
visiting times to manage capacity in their 
exhibition and events. The E17 Art Trail's new 
event booking system will be on our website 
from June.

•  A one-way system around a gallery may be 
needed.

• Private views must be limited to your show 
capacity. We encourage you to ask guests to 
pre-book.

MAINTAINING THE 2M DISTANCING RULES IS THE BEST 
WAY TO REDUCE THE LIKELIHOOD OF TRANSMISSION. 



CALCULATING CAPACITY

Once we take into account 
movement, space around 
doorways and objects, this 
same 8m x 6m room can hold 
7 people including the artist.

An 8m x 6m room could hold 
12 people standing 2m apart. 

However no-one can move so 
this is not going to work! 

Calculating capacity is a tricky formula as every space is different, and each show has its own variables. 
Here are some example diagrams calculating capacity for an 8mx6m room. This should hopefully help you 
calculate the capacity of your own show, but do contact us if you are unsure.

“Imagine everyone coming into 
your venue has their arms out 
and are walking around doing 

waist twists. 
What’s the maximum people you 
could fit in without them touching 
fingers or destroying artwork!?”

Studios and Open Houses are 
limited to the “Rule of 6”, but 
your capacity is much more 
likely to be 2 or 3 at a time.

Include you, the artist, in your 
capacity as well as any helpers.

Think about what will be in your show and 
how people will move through the space

You might need a one way system



HYGIENE

• Hand washing and hand sanitising remain key to 
stopping the transmission of Covid 19, especially in 
locations that may have multiple people using the 
space, or many visitors throughout the day. 

• Make sure used touch points (like door handles or 
railings) are disinfected regularly. 

• Provide hand sanitiser station 
at entrances and exits.

VENTILATION

Good air ventilation greatly reduces the risk 
of ‘aerosol transmission’. 

Work outdoors as much as possible. 

If working indoors or undercover, consider 
ways to increase the supply of fresh air : 
keeping external doors and windows open, 
using fans to circulate fresh air, or lifting or 
removing side walls from outdoor structures 
such as marquees.

KEEPING HANDS CLEAN IS THE NEXT DEFENCE 
WE HAVE AGAINST TRANSMISSION

We advise against providing 
any refreshments unless 
you’re using a registered 

caterer in their venue. 



INFORMATION & MASKS

Information that is vital to 
communicate includes: 
• Hand cleansing, mask wearing & 2m 

distancing must be observed.

• If the exhibition is stopped due to 
you having covid symptoms.

• Visitors must not enter if they are 
showing covid symptoms.

• Although the Governments advice on mask wearing may 
change ahead of July 1st, the E17 Art Trail believes in taking 
every measure to keep our community safe throughout the 
pandemic and the 2021 art trail.  We expect masks to be 
worn in indoor spaces, or crowded outdoor situations. 
This applies when artists are installing work in the vicinity of 
others, as well as when welcoming visitors. 

• Genuine exemptions are accepted, but for us to maintain a 
high standard across the festival we ask everyone to do their 
best.

• Official SAGE guidance strongly encourages wearing face 
coverings in enclosed public spaces where social distancing 
may be difficult and where you come into contact with 
people you do not normally meet.

COMMUNICATION IS OUR 
THIRD KEY TOOL IN REDUCING 
TRANSMISSION RATES. 



PLANNING OPEN STUDIOS 
AND OPEN HOUSES

OPEN STUDIO OR OPEN HOUSE?
An Open Studio is work space in a discrete building with a separate entrance from a domestic space.
If the studio or show is in an otherwise domestic space, then Open House guidelines apply.

We encourage artists to consider carefully whether their space is adequate for welcoming 
the public and to explore alternatives, such as: window displays, group shows, online 
presentations or outdoors: such as front gardens, parks or other public spaces*. 
Artists have to make a fully considered appraisal of their own health risks and the 
accessibility of their homes and studios to others who may be vulnerable.
Open Houses & Studios will need to prepare, and adhere to the Covid Plan just as any 
public venue. The considerations will be the same.

Because Houses are classified as private spaces they will be governed by the 
“Rule of 6” as a capacity cap, regardless of internal floor space, and the 2m 
distancing calculations will still need to be applied.
Do not offer refreshments to guests.

*Permissions from LBWF may be needed when displaying work in parks or public spaces. 



PLANNING OPEN STUDIOS 
AND OPEN HOUSES

OPEN HOUSE
It is vital that you follow all the “Covid Plan” stages 
to ensure safety for yourself and your visitors.

You must have assessed: capacity of each space 
visitors will access including hallways and staircases, 
implications of outside queuing, ventilation, hygiene 
strategies, and your capacity to steward visitors. 

Can you do all this and ensure your visitors and 
co-habitants feel safe?

OPEN STUDIO
The nature of open studios requires a degree of 
interaction with the public so aim to maintain at 
least 2m between you and audience.
A lot of Studios are in buildings with other studios. 
Make sure you are all working together on a 
combined Covid Plan that takes into account each 
other’s booking slots and shared public access 
spaces. Like a group show, you may need to take it 
in turns to steward the main entrance to manage 
booked times, ensure corridors are kept flowing 
and ask guests to uphold hand hygiene and mask 
wearing throughout.
If you are offering demonstrations and workshops 
make sure you assess this as an additional event.

PLANNING OPEN STUDIOS 
AND OPEN HOUSES



WORKSHOPS AND TALKS
EVENT 
CONSIDERATIONS

• The longer that audiences 
are together, the risk of 
infection is higher.

• It might be better to 
deliver multiple sessions 
as it’s likely you’ll be 
working to reduced 
capacity audiences. 

• You may require more 
space than usual to allow 
for distancing. 

• Are you able to present 
online as a hybrid event or 
a pre-recorded film?

WHERE WILL YOUR AUDIENCE BE?
• Create markers for individuals or family groups. This can be done simply 

with chalk, post-it notes, chair placements or in a more creative way.  
• If your capacity allows you to have more than 6 participants,  plan to 

not have interactions or mixing between groups bigger than 6.
• Chairs seated in rows (with gaps) all facing the same way is better at 

lowering transmission than sitting face to face.

MAINTAINING HYGIENE DURING WORKSHOPS. 
• Regularly disinfect touch points between users 
• Reducing the amount of shared objects, devices and tools. 
• Can people take tools and materials home with them? 
• Washing tools in-between groups should be done by you or a 

designated person to avoid cross contamination from participants.
• Ask participants to bring their own refreshments.



PLANNING AND INSTALLING
 GROUP SHOWS

• If exhibiting in a team you should be confident 
of your colleagues’ state of health.

• You may delegate one person to oversee the 
Covid Plan for the whole show, however 
everyone must be part of it and help manage it.

• Avoid more than one artist, or household 
bubble of artists, working in one space at the 
same time and consider staggered shifts during 
install. 

• Where two people not from the same 
household must install work together, they 
should always wear face coverings, keep 
working times to a minimum, and try to work 
side-by-side rather than face-to-face where 
possible.

• For larger group shows (over 6), consider the 
feasibility of splitting your show into smaller 

fixed teams, limiting the number of artists in 
any fixed team to the smallest number possible. 

• Within the fixed team do your best to keep a 

safe distance from one another as much as is 
practical and maintain high standards of 

cleanliness and hygiene. 
• Check that everyone’s Covid Plan dove-tails 

with your own.
• Be as self-sufficient as possible with tools and 

try to avoid sharing.
• Engage in early conversation with Venues to 

discuss the implications of your Covid Plan and 
any necessary adaptions required on site. 



COMMUNICATION TOOLS
DIGITAL & ONLINE TOOLS
To help all artists with managing visitor numbers, 
Artillery is adding an event booking feature to the 
E17 Art Trail website enabling artists to host 
bookable slots for open houses, open studios, 
performances and workshops. This digital tool will 
be a one stop place for audience members to 
book in-person visiting slots and live virtual visits. 

We are also exploring the 
possibility of this having a 

marketplace for exhibitors.

Artillery will be able to post your accurate 
updates about events and exhibitions access 
times, including to booked attendees, if restrictions 
change or you are required to isolate. 

POSTERS
Because communication is so key to every Covid Plan, 
we will be providing E17 Art Trail branded signage in 
June for all participating artists to display at their show.  
These posers will include:
• Wear Face Coverings
• 2m Distancing
• Hand Hygiene 

• Show/venue capacity 
“empty belly”

An “Empty belly” poster is a 
generic poster that has an 
empty gap in the middle so 
everyone can personalise it 
with their own details.

This example image shows 
the big area in the centre 
where a number such a “5” 
could be written clearly.



RECAP ON MAIN CONSIDERATIONS

1. Be conscious of your own personal security 
and safety.  

2. Think about the surfaces that are frequently 
touched and make a list of them to help with 
cleaning.  This can mean all surfaces likely to be 
touched such as handles or handrails. 

3. Avoid sharing equipment as much as possible. A 
quick wipe with a damp cloth and mild bleach 
solution will help to deactivate viral particles. 
Alcohol wipes will also dry off very quickly.

4. Installations that involve enclosed spaces with 
doors may not be Covid Secure. How can 
spaces be ventilated?

5. Stagger visitor times using booking systems.
6. Limit capacity to prevent overcrowding.

7. Clean thoroughly before use by the public and 
ensure time to ventilate between groups with 
cleaning undertaken.

8. Queue systems to manage capacity and 
distancing.

9. Hand Sanitiser stations to be installed at 
entrances with instruction to users to apply 
before entry.

10. Verbal and written instructions for users to 
maintain appropriate distancing between 
themselves and others.

11. If possible create one way systems
12. Do not offer food & refreshments unless 

supplied by a registered caterer in their 
premises



THE ANSWERS TO THESE QUESTIONS WILL FORM THE 
COVID PLAN

1. How will the audience be 
directed in and out of the 
building?

2. How can you stagger 
entrance times?

3. What is your capacity with 
distancing measures in place? 

4. Are you able to clearly 
indicate capacity? (In listings 
as well as on posters at the 
venue.)

5. Who will steward each day 
to oversee the Covid Plan?

DISTANCING
1. Who is responsible for provision of 

suitable sanitisation & cleaning items?
2. Who is responsible for cleaning and 

sanitising toilets, equipment & touch 
points each day? How often does 
this need to happen?

3. Can you provide visitor bins for the 
disposal of tissue waste?

4. Who will ensure bins are emptied?
5. Who is responsible for ensuring that 

information about hand hygiene is 
communicated to visitors?

6. Are there ways to improve 
ventilation?

1. What signage is needed 
and who will put it up?

2. Who will enforce the 
key messaging each day, 
ie covid steward/artist/
assistant?

3. Who will be 
responsible for 
maintaining the Covid 
Plan?

HYGIENE INFO



COMPLETING A COVID PLAN 

There will be two parts to the Covid Plan. First for set up 
plans and second for live public plans.  

As well as filling in the details of your Covid Plan, you will 
need to add details about what you are doing, when, where 
and who you are as the responsible artist. 

We're designing a simple Covid Plan template to help with your final preparations in June.  The sections 
should be easy to follow and we'll offer a Covid Planning session to guide anyone through the process 
that may need help. You can also email jess@artillery.co.uk with queries about the toolkit or plan.

It is a legal requirement of all workplaces to have completed and to follow a Covid Plan. Inviting the 
public into galleries, cafes, community spaces, studios and homes, classes them as a workplace. 

The process of Covid Planning is a useful tool to work 
through and is not merely a paperwork exercise.  

A Covid Plan is a simple set of steps that are rather generic. 

mailto:jess@artillery.co.uk


Thank you for being part of 
the E17 Art Trail!

Taking the steps in this guide will help your collaborators 
and audiences to enjoy the festival with confidence. 


