
OPERATIONAL CHECKLIST

Checklist continued overleaf

Staff Fitness & Return To Work

Task Process Frequency Person 
Responsible Record of Action Taken Check

Restaurants 
must carry out 
a return to work 
assessment,  
this should be 
carried out with 
all staff returning 
to work to 
ensure staff 
safety, cover 
suggested 
topics 

• Survey staff to find out pre-existing conditions
•  Staff with/living with someone with symptoms
•  Identify staff within or living with people shielding and communicate 

latest Government advice to them
•  Staff who has been close to someone with CV19
•  Review fitness to work status regularly
•  Reinforce controls regularly 

e.g. Once

e.g. Weekly

DINING

The following operational checklist has been developed to 
act as an adaptable ‘how to guide’ to support recovery 
across the local hospitality sector. 

It has been developed in accordance with UKHospitality 
and Government guidance.  

It looks to cover three key principle areas to address as we 
plan for recovery:

1. Staff and Customer Safety
2. Cleaning
3. Physical Distancing



Staff Protection

Task Process Frequency Person 
Responsible Record of Action Taken Check

All Government 
/PHE advice 
should adhered 
to with regard 
to protection of 
staff from CV-19 
and actions 
to limit risk of 
transmission. 
This will include 
tissue disposal, 
coughing 
and sneezing, 
identifying 
Infection 
and isolation 
measures.

•  If staff are serving customers or taking payments, they must be 
protected, and whilst at the moment there is no obligation to 
use masks, they need to keep the minimum distance away from 
customers as set out in Government guidance.

•  The most important thing is to remember the routes of 
transmission, and to work out what actions are best in your 
business.

• Heightened disinfection needs to be undertaken to disinfect all 
frequently touched areas such as bar surface, tables, chairs, 
counters tills, card machines etc.

•  For staff break areas/canteens, stagger timings so that groups of 
staff have slots to come for their meals to reduce bunching up.

•  In the restaurant back office, many people could be sharing the 
phone, keyboard, mouse, and the desk.

•  Disinfect these before you sit down using an antimicrobial wipe 
that has anti-viral properties – look on the label (leave these 
on the desk). As coronavirus is new, tests have not been done 
on this yet, but the next best thing is to use those products that 
claim to kill flu and cold viruses.

•  Minimise contact when taking deliveries.
•  Make sure that the minimum distancing rules applies at lunch or 

smoking / vaping breaks
•  For staff not wearing uniforms, it is advised that staff change into 

their work clothes on arrival at work, if it is practical to do so and 
there is sufficient storage options.

•  Where uniforms are worn, these should be washed at 
temperatures above 60°C or a laundry sanitising agent used if 
the fabrics can’t be washed at such a temperature

• Where uniforms aren’t worn, advise staff to wash clothes daily at 
the same temperature as above.

e.g. Once

e.g. Weekly
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PPE

Hand washing

• For staff to protect others - Always sneeze or cough into 
the crook of your arm to prevent your hands becoming 
contaminated

• For staff to protect others - If you use a tissue, bin it 
immediately and don’t leave around on surfaces. Wash your 
hands or use hand gel afterwards

• For cleaning bodily fluids from surfaces in the restaurant, use 
disinfectants and sanitisers that are effective against bacteria 
as well as cold and flu viruses, compliant with relevant British 
Standards and current Government advice which can be 
found here.

• If anyone has a high temperature and new continuous cough 
they must not come to work and follow the latest self-isolating 
guidance (currently 7 days self-isolation)

• If anyone lives with someone who has symptoms of 
coronavirus they must not come to work and must self-isolate 
(currently for 14 days). If the staff member then develops 
symptoms, this must be 7 days from onset.

• Provision and use of protective clothing and equipment for 
staff will be entirely compliant and in line with Government 
and PHE guidance.

• First and foremost, ask all staff to wash their hands 
immediately before leaving home and when arriving at work 
to wash their hands immediately upon arrival. This is vital.

• Duty managers/appropriate person should remind everyone 
to wash their hands again at the start of every shift (in addition 
to washing hands at arrival). That way any virus particles 
picked up on the way to work are removed before they can 
be spread to others either via direct contact (do not shake 
hands) or by touching hand contact surfaces (door handles, 
tables, kettle handles, kitchen equipment etc.)

• Hand sanitiser, if used needs to be anti-viral and the higher 
the alcohol content, generally the better it is. Gels are a 
good additional resource in the workplace and should be 
positioned to encourage use.  Sanitisers will be those with 
ingredients proven to act against the enveloped virus under 
the relevant BS/EN standards.
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https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings


Staff Training

Task Process Frequency Person 
Responsible Record of Action Taken Check

Training should 
be given to 
ensure that all 
staff understand 
the new risks, 
including details 
of the current 
safe distance 
as set out in 
Government 
guidance, 
routes of 
transmission 
and the 
importance 
of hand wash 
when at work

Advice To Staff 
Working In 
Kitchens

•  You must have a plan in place for this eventuality.

•  If staff become ill with a fever and a new, continuous cough 
when at work they must be sent home and must follow 
Government ‘stay at home’ guidance.

•  For information, you can look at the 111 webpage.

•  If it is an emergency and they have breathing difficulties and 
their life is at risk, dial 999.

•  Using gloves and a disposable apron, clean and disinfect 
any touch points that may have been contaminated by the 
infected person as soon as possible. Wash your hands after 
removing disposable items and discard in line with current 
Government guidelines.

•  As every restaurant business is different, a detailed plan for the 
individual site and kitchen must be developed, reviewed and 
communicated to all staff, as part of the overall operational risk 
assessment for the specific business.

•  Government guidance refers to using detergent and then 
1000ppm available chlorine for disinfecting which kills the virus 
and can be made up from bleach. This is to be used on visibly 
clean surfaces.

•  In kitchens, continue to use your regular sanitising as usual, and 
at the end of the shift you may want to go over all hand touch 
surfaces one more time before closing

•  Document any new rules and have a staff briefing on what 
everyone needs to do.
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• Examples include one person at a time is allowed in the chilled 
stores or dry stores, or the changing rooms toilet areas.

•  During rinsing processes it is ensured that temperatures above 
60 °C are reached, as disinfection of crockery and glasses 
requires this.

•  Restrict menu to ensure that cross-over and access to food can 
be effectively controlled and monitored.
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Customer Protection  - Eat In Restaurant Operations

Task Process Frequency Person 
Responsible Record of Action Taken Check

Restaurants 
must develop 
an Operational 
Plan to ensure 
employee 
and customer 
safety, 
they should 
include social 
distancing 
controls and 
how payments 
and any cash
transactions 
should be 
made. The 
plan should 
be trained 
out to all staff 
and refreshed 
regularly. 
Minimum 
standards 
consist of:
• Managing 
access 
restrictions
• Reservations 
preferred to 
limit the queues 
with guests 
arriving at 
acceptable 
intervals
• Appropriate 
signage on the 
entrance to the 
premises 

• Establishments may use electronic reservation systems to control 
the frequency and placement systems.

•  Customers will be informed of access restrictions and distance 
regulations by appropriate notices.

•  It must be ensured that the current distancing level is 
maintained between guests at different tables (e.g. by 
positioning the tables and chairs accordingly), depending on 
the national physical distancing rules currently in force.

•  Based on the current Government guidance in place at the 
time, a maximum number of persons per premises is calculated 
and recorded as part of the site-specific risk assessment

•  Customer contact with commodities (menu, menus, trays, 
napkins) will be limited to what is necessary or designed in such 
a way that cleaning / replacement is carried out after each 
use.

• Advise customers not to enter if they have symptoms of 
coronavirus

•  People will need to be told to keep the current distance apart 
in queues – it is a good idea to put tape on the floor to mark out 
the distance.

•  Order and service at table, with staff keeping a safe distance in 
line with current Government distancing guidelines.

•  Plates and glasses should be picked up only by staff to return to 
the kitchen

•  Where staff come into contact with items used by customers, 
they need to ensure that they wash their hands before moving 
on to another task.

•  Individually wrapped condiments and sauces should be offered 
on request and put with the plated food, otherwise they could 
be contaminated by other customers’ hands.



Takeaway 
Services

• Cutlery to be brought to the customer with the food and 
condiments rather than customers helping themselves or left on 
the table.

•  Space out tables in based on the current physical distancing 
distance guidelines operational at the time in place.

•  If payment is contactless that is easier and safer.

• Many businesses are offering take-aways and deliveries. You 
and all who work for you (and volunteers) must follow the legal 
requirements for food safety, including providing allergen 
information on request.

• If you are already registered but plan to change your food 
operation to include delivery, you need to inform your local 
authority. The easiest way is via email.

• For detailed information from the FSA also check: ‘How 
to manage a food business if you sell products online, for 
takeaway or for delivery.’


