
OPERATIONAL CHECKLIST

Checklist continued overleaf

NIGHT

Staff Fitness & Return To Work

Task Process Frequency Person 
Responsible Record of Action Taken Check

Carry out a 
return to work 
conversation, 
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

The following 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, along with support from the 
management at Gleneagles Guest House.  

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 Advice & Return To Work 

Task Process Frequency Person 
Responsible Record of Action Taken Check

Carry out a 
return to work 
conversation, 
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
• Check latest NHS advice on whether conditions are relevant

•  Staff with/living with someone with symptoms
• Identify staff within or living with people shielding and 

communicate latest Government advice to them – Cannot 
work 

• Staff who has been close to someone with CV19

•  Regularly review fitness to work status regularly based on above 
criteria 

•  Reinforce controls  outlined in your risk assessment regularly 

e.g. Once

e.g. Weekly
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https://www.nhs.uk/conditions/coronavirus-covid-19/people-at-higher-risk/
https://www.nhs.uk/conditions/coronavirus-covid-19/people-at-higher-risk/


Handwashing 

Task Process Frequency Person 
Responsible Record of Action Taken Check

A general 
commitment 
to hygiene shall 
be regularly 
communicated 
to staff, 
including 
transmission 
threats 
outside of the 
workplace, 
infection and 
quarantine 
guidelines, 
and actions to 
reduce risk of 
infection in the 
home.

• Ask all staff to wash their hands immediately before leaving 
home and immediately upon arrival at work

•  Duty managers/appropriate person must remind everyone to 
wash their hands following recommended practice at the start 
of every shift (separately to washing hands at arrival).

•  Hands should be washed using soap and water and following 
the guidance provided by UK Government. Alcohol hand 
sanitiser may also be used if available and, must have an 
alcohol content of at least 60%. Alcohol gel sanitisers are 
a good additional resource and should be positioned to 
encourage use by both staff and customers.
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Staff Protection

Task Process Frequency Person 
Responsible Record of Action Taken Check

General • A plan for the specific site and kitchen must be developed that 
takes account the characteristics of the premises, review and 
communicate to all staff, as part of the overall operational risk 
assessment for the premises.

• Staff serving customers or taking payments must be protected, 
and whilst at the moment there is no obligation to use masks, 
must keep the minimum distance away from customers 
whenever possible as set out in Government guidance. Where 
maintaining the distance is not possible, other mitigating 
measures should be considered.

•  Implement measures best suited to the premises that will protect 
staff and customers from the main risks of transmission.

• Implement more frequent cleaning regimes, disinfect all high 
throughput  areas and frequently touched surfaces  - bar tops, 
tables, chairs, counters tills, card machines etc.

• Stagger timings for breaks to reduce congregation in staff 
break/canteen areas. Make sure minimum distancing rules are 
applied at all breaks. 

•  Avoid if possible sharing equipment e.g. phone, keyboard, pen, 
mouse and desk in the pub back office. If unavoidable shared 
equipment should be disinfected before use with an alcohol 
wipe or appropriate surface disinfectant as advised by PHE.

• Maintain minimum distance rules when taking deliveries, where 
possible use digital forms of delivery verification.

• 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 are 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
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STAFF 
WORKING 
IN PUB 
KITCHENS

• 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.

•  Use disinfectants and sanitisers that are effective against 
bacteria as well as cold and flu viruses, as recommended by the 
current Government advice which can be found here.

•  Cleaning regimes for kitchens must reflect the need to reduce 
risk from coronavirus as well as maintaining all expectations 
relevant to a food business regarding hygiene.

•  Control movements of staff to maintain official social distancing 
measures where possible i.e. include one person at a time 
allowed in the chilled stores or dry stores, or the changing rooms 
and toilet.

•  Handwashing of glassware, plates and cutlery should be 
avoided where possible with glassware washed separately from 
plates and cutlery.

•  Where handwashing is necessary, staff should wear rubber 
gloves and use suitable products for cleaning and sanitation.

•  During rinsing processes ensure that temperatures above 60°c 
are reached, as disinfection of crockery and glasses requires 
this.

• Cloths and sponges etc used for cleaning should be changed 
daily and similarly used materials disposed of safely on a daily 
basis. Tea towels used for drying should be changed on a daily 
basis and washed at temperatures above 60°C or a laundry 
sanitising agent used if the fabrics can’t be washed at such a 
temperature

•  Consider restricting menu choices/options if this may help to 
ensure that access to food can be effectively controlled and 
monitored.

Checklist continued overleaf

https://www.gov.uk/government/publications/covid-19-decontamination-in-non-ealthcaresettings/covid-19-decontamination-in-non-healthcare-settings


Customer Protection – Public Bar Operations 

Task Process Frequency Person 
Responsible Record of Action Taken Check

UKHospitality 
recognise that 
this will be a 
challenging 
area to operate 
under any form 
of physical 
distancing 
requirements. 
Dining area 
protocols, 
where 
customers can 
be managed 
to a higher 
degree, are set 
out separately.

• Each venue is different, ensure you have a bespoke plan for your 
specific premises that reflects your risk assessment.

•  Potential pinch points to be identified, action should be taken 
to resolve or mitigate, and this process evidenced in the risk 
assessment.

•  Display appropriate notices to inform customers of access 
restrictions and distance regulations.

•  Where possible obtain alcohol hand sanitiser (with minimum 60% 
alcohol content) for dispensers at bar (point of sale and/or order) 
and at external doors.

•  Consider reviewing capacity to reflect physical distancing 
requirements. Control customer access at entrances to ensure that 
the maximum number of customers is never exceeded. Include 
measures to control physical distancing in any queues / waiting 
areas.

•  Advise customers not to enter if they have symptoms of COVID-19.
•  People will need to be told to keep the current social distance apart 

in queues or at the bar – it is a good idea to put tape on the floor 
to mark out the distance. Customers may need to be asked to step 
back from counters so that staff can serve them safely if the counter 
is less wide than the current mandated distance guidelines.

• Have a plan specifically for communicating and controlling access 
to customer toilets to ensure compliance with physical distancing 
rules and ensure all staff aware. Monitoring of toilet areas may need 
to be increased. Cleaning regimes for toilet facilities should be more 
frequent than under normal circumstances and using disinfectants 
and sanitisers that are effective against bacteria as well as cold and 
flu viruses, as recommended by the current Government advice 
which can be found here.
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• Assess the flow of staff and customers in the pub as part of 
the risk assessment. If it appears to be a suitable mitigation, 
encourage table service where possible to reduce or eliminate 
bar service. For bar orders, people will need to be told to keep 
the minimum safe distance from the server as well as from other 
customers in a queue to be served – i.e. as directed by tape 
marks on the floor. Measures to consider include uni-directional 
movement of customers ordering drinks at a till point, moving 
to a second point to collect their drinks. Empty glasses to be 
collected from tables by staff and customers discouraged from 
returning empty glasses to the bar. 

• Restrictions on customers remaining at the bar after ordering 
and to eat and drink.

•  Clean bar tops every hour and table surfaces immediately after 
use.

• Clean high throughput areas, toilet facilities and regular 
touchpoints including door handles, push plates, PDQ 
machines, customer information screens, amusement machines 
at least every hour.

•  If you can offer cashless payments do so as a primary option. 
Discourage use of cash.

•  Promotion within the pub of measures being taken by the staff 
and the pub operator.
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Customer Protection - Pub dining area operation

Task Process Frequency Person 
Responsible Record of Action Taken Check

• A maximum number of persons per premises must be calculated 
on the basis of current Government guidance on social distancing 
and recorded as part of the site-specific risk assessment and 
customers informed of access restrictions and distance regulations 
by appropriate signage.

•  Potential pinch points to be identified, action should be taken 
to resolve or mitigate, and this process evidenced in the risk 
assessment.

•  Consider the use of electronic reservation systems to control the 
frequency and placement of customers

•  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 in queues and between tables (including spacing 
tables to

• Achieve this separation) to reflect Government physical distancing 
recommendations.

•  Customer contact with commodities (e.g. 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. Menus/table 
talkers discouraged in favour of customer display. Consider the use 
of single-use, disposable menus.

•  Advise customers not to enter if they have symptoms of COVID-19.
• People will need to be told to keep the current social distance apart 

in queues – it is a good idea to put tape on the floor to mark out the 
distance.

• Customers may need to be asked to step back from counters so 
that staff can serve them safely if the counter is less wide than the 
current mandated distance guidelines.
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TAKEAWAY 
SERVICES

• Plates, cutlery and glasses should be picked up only by staff to 
return to the kitchen/bar. Where possible staff should use gloves 
to collect table items or where gloves cannot be worn, should 
wash their hands following collection of table items and before 
moving onto another task, in particular the delivery of food to a 
new customer.

•  Cutlery to be brought to the customer with the food and 
condiments rather than customers helping themselves or left on 
the table. Individually wrapped condiments and sauces could 
be offered on request but should not be available to customers 
from a communal service area.

•  If you can offer cashless payments do so as a primary option. 
Discourage use of cash.

•  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. 

•  The Government has issued COVID-19 Secure workplace 
guidance for venues that are operating as takeaways. This 
guidance should be used as the basis for any risk assessments 
and operational mitigations implemented. 

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

Checklist continued overleaf

https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/restaurants-offering-takeaway-ordelivery
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/restaurants-offering-takeaway-ordelivery
https://www.food.gov.uk/business-guidance/distance-selling-mail-order-and-delivery
https://www.food.gov.uk/business-guidance/distance-selling-mail-order-and-delivery
https://www.food.gov.uk/business-guidance/distance-selling-mail-order-and-delivery


Cellar

Task Process Frequency Person 
Responsible Record of Action Taken Check

As well as 
operational 
issues such as 
working in the 
cellar, your risk 
assessment 
will need 
to consider 
the various 
preparations 
that will need 
to be made 
in advance 
of opening; 
curtailment of 
furlough and 
potentially 
any relaxation 
of social 
distancing to 
support these 
activities:

• Cellar/stock clearance
• Equipment safety and operational assessments
• Cleaning and hygiene measures
• Stock delivery, replacement equipment and    delivery of dispense 

gases

• Wash hands before entering the cellar. Normal practices for cellar 
maintenance should be followed and where possible by one 
person. If more than one person is required ensure that Government 
guidance on social distancing is being followed.
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Outdoor Areas 

Task Process Frequency Person 
Responsible Record of Action Taken Check

Although 
easier to social 
distance there 
is a danger of 
groups forming. 
Consider the 
below as part 
of your risk 
assessment:

Measures 
should also be 
taken to avoid 
overcrowding 
or 
congregation 
outside of your 
premises so that 
patrons and 
non-patrons 
that are using 
the public 
highway can 
maintain the 
required safe 
distance

•  Regular patrol of outside areas
•   Patrolling gardens
•   Restrictions that may be required for children’s play areas.
•  Staff in place outside of premises to manage patron congestion 

and observe social distancing guidance.  This includes congestion of 
public highway outside your premises if your patrons are using that 
outside space.  Ensure patrons observe social distance guidance 
and avoid overcrowding to minimise risk for non-patrons using public 
highway. 



Customer Protection   - Nightclub Public Area Operations  

Task Process Frequency Person 
Responsible Record of Action Taken Check

UKHospitality 
recognise that 
nightclub bar 
and dancefloor 
areas will be 
a challenging 
area to operate 
under any form 
of physical 
distancing 
requirements

• Each nightclub is different, ensure you have a bespoke plan for your 
specific premises.

•  Obtain sanitizer (ideally with 60% alcohol content) for dispensers at 
bar and external doors (recognising potential supply restrictions).

• Restrict access at entrances to ensure maximum number of people 
based on physical distancing requirements is never exceeded.

•  Entry Checks – all customers to be asked to use the sanitising station 
to clean their hands prior to entry

•  In possible queues / in the waiting area inside the nightclub, 
measures are also taken to maintain the minimum distances.

• All ventilation systems to be operational during hours of operation.
• A plan specifically for customer toilets, and monitoring of use to 

ensure compliance with physical distancing rules, must be in place 
and all staff aware. Monitoring of toilet areas may need to be 
increased and the same Government recommended cleaning 
material used as per your kitchen and customer areas.

• For bar orders, people will need to keep the minimum safe 
distance apart in a queue – put tape on the floor to mark out the 
distance. Measures to consider include customers ordering drinks 
at a till point, moving to a second point to collect their drinks. 
Empty glasses to be collected from tables by staff and customers 
discouraged from returning empty glasses to the bar.

•  Manage customers to ensure distance separation in internal and 
external queues (with the recognition this will not be possible in 
some nightclub due to physical limitations).

•  Customers should be asked to step back from counters so that 
staff can serve them safely if the bar/counter is smaller than the 
current mandated distance.

•  Clean bar and table surfaces after use and every hour
•  Clean door handles at least every hour
•  Clean PDQ machines, customer information screens, amusement 

machines at least every hour.
•  If you can offer cashless payments do so as a primary option. 

Discourage use of cash.


