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INTRODUCTION 

The Benbow Historic Inn (“Hotel”) has a longstanding commitment to cleanliness 

and safety for our guests and valued employees. This commitment continues 

during the COVID-19 pandemic. Hospitality at its core is an industry of people 

taking care of people. That is why the safety of our guests and employees has 

always been our number one priority. Now, as we work to reopen our operations, 

we want to take active steps to protect their safety and to prevent the spread of 

COVID-19. To do so, we have developed the following plan and welcome you to 

reach out to the Key Person with any questions you may have. 

Please note that this guide is an information service of the California Hotel & Lodging Association. It does not purport 
to serve as legal or other professional guidance, and the counsel of competent professionals should always be sought.
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OVERVIEW 

This COVID-19 Plan is intended to help prevent the spread 
of COVID-19 in the workplace and to support a safe, clean 
environment for employees, guests, and visitors.

Specifically, this plan summarizes the measures that will be taken to prevent the spread of the 
virus, including an overall assessment as well as training and communication with employees. 
Compliance with this plan, including documenting and correcting any limitations is essential.  For 
a COVID-19 case, this plan provides a process to investigate the case, alert the county health 
department, and identify and isolate close contacts of infected employees until they are tested.

As everyone continues to learn more about operating a lodging facility during the COVID-19 
pandemic and beyond, it’s important to stay updated on the latest information from the Center for 
Disease Control, the California Department of Public Health, Cal/OSHA, and the Humboldt County 
Department of Health and Human Services.

To be informed and stay updated on specific hotel and lodging industry guidance and public 
health orders, the following resources should be reviewed periodically:

State of California COVID-19 Resources:
• General Resources

• California Department of Public Health

• Department of Industrial Relations – Cal/OSHA

• Humboldt County Department of Health and Human Services
{ Consider Signing Up for County Alerts

Guidance for Business and Employers – Center for Disease Control

Guidance on Preparing Workplaces for COVID-19 – OSHA

COVID-19 CLEAN + SAFE GUIDANCE – California Hotel & Lodging Association

COVID-19 INDUSTRY GUIDANCE: Hotels and Lodging – California Department of Public Health / 
Cal/OSHA

PLEASE NOTE: This plan is not intended to revoke or repeal any employee rights, either statutory, regulatory or 
collectively bargained, and is not exhaustive, as it does not include county health orders, nor is it a substitute 
for any existing safety and health-related regulatory requirements such as those of Cal/OSHA.

Special thanks to Fisher Phillips, LLP for their assistance in developing this publication.  
Jeff Thurrell, Partner in the Irvine office and counsel for the California Hotel & Lodging 
Association, together with Samantha Saltzman, a member of the firm’s COVID-19 
Taskforce greatly assisted in the development of this publication as well as supporting 
materials.  Also, additional special thanks to Petra Risk Solutions, a CHLA Platinum 
Partner, for their assistance.  Petra Risk Solutions is America's largest independent 
insurance brokerage devoted exclusively to the hospitality marketplace.

https://covid19.ca.gov/
https://www.cdph.ca.gov/Programs/CID/DCDC/Pages/Immunization/ncov2019.aspx
https://www.dir.ca.gov/dosh/coronavirus/
https://covid19.ca.gov/sign-up-for-county-alerts/
https://www.cdc.gov/coronavirus/2019-ncov/community/guidance-business-response.html?CDC_AA_refVal=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-ncov%2Fspecific-groups%2Fguidance-business-response.html
https://www.osha.gov/Publications/OSHA3990.pdf
https://calodging.com/resources/member-resources/clean-safe-guidance-hotel-industry
https://covid19.ca.gov/pdf/guidance-hotels.pdf
https://www.fisherphillips.com/attorneys-jthurrell
https://www.fisherphillips.com/attorneys-ssaltzman
https://www.petrarisksolutions.com/
http://www.humboldtgov.org/330/Public-Health
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IMPLEMENTATION 
RESPONSIBILITIES 
The key person responsible for the COVID-19 Plan 
is traditionally the General Manager. However, 
accountability also rests with those supervisors who 
are accountable for the specific actions within each 
appropriate department/area (such as reception/front 
desk, housekeeping, laundry services, engineering, etc.), 

Key Person  
•	 Manage and implement the COVID-19 Plan.

•	 Be familiar with Cal/OSHA standards, as they relate 
to the COVID-19 pandemic.

•	 Develop policies to support the effective 
implementation of the plan.

•	 Revise the plan when necessary to include new or 
modified tasks or procedures. 

	{ In the case of no changes, the plan will be reviewed at least annually.

•	 Conduct periodic audits to evaluate compliance with the plan and take action as necessary. 

Other Supervisors
Each department/area supervisor shall follow and ensure that their employees are trained in 
universal and individual control measures, including the use of proper work practices, personal 
protective equipment, proper cleaning, and disinfecting protocols. 

Contractors
Contract workers shall be responsible for complying with this plan. 

REOPENING 
PROCEDURE

Before reopening, the hotel will:

•	 Perform a detailed risk 
assessment and implement a 
site-specific protection plan

•	 Train employees on how to 
limit the spread of COVID-19, 
including how to screen 
themselves for symptoms and 
stay home if they have them

•	 Implement individual control 
measures and screenings

•	 Implement disinfecting 
protocols

•	 Implement physical distancing 
guidelines

KEY PERSON FOR COVID-19 PLAN: __________________________________________________

CONTACT INFORMATION FOR [COUNTY NAME HEALTH DEPARTMENT]: 

PHONE: ______________________________________________________________________   
 
EMAIL (if applicable): ____________________________________________________________

The COVID-19 Plan is to be reviewed and explained during an initial training session or, 
for new employees thereafter, during the typical on-boarding procedures. The plan will 
also be reviewed annually by all employees. Employees have an opportunity to review 
this plan upon request at any time during their work shifts by contacting the Key Person 
responsible for managing and implementing the plan.
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RISK ASSESSMENT 
Employee risk of occupational exposure to COVID-19 during an outbreak may depend in part on 
their role at the Hotel and the contact within six feet of people known to have or suspected of 
having COVID-19. The Federal Occupational Safety and Health Administration has divided jobs 
tasks into four risk exposure levels (Worker Exposure Risk to COVID-19 - OSHA). Most hotel and 
lodging industry employees fall into the medium risk and lower risk exposure levels.

Medium Exposure Risk
Hotel and lodging jobs that require frequent/close contact with people who may be infected, but 
who are not known or suspected patients are considered to have a medium risk of exposure to 
COVID-19.  Employees in this category generally include those who may have contact with the 
public, including individuals returning from locations with widespread COVID-19 transmission.

Lower Exposure Risk
Hotel and lodging jobs that do not require contact with people known to be or suspected of being 
infected are considered to have a lower risk of exposure to COVID-19.  Employees in this category 
generally have minimal contact with the public and other co-workers.

JOB FUNCTIONS TASK/PROCEDURE

All Non-Operations Departments Sales, accounting, human resources support, etc.

JOB FUNCTIONS TASK/PROCEDURE

Reception/Front Desk Assisting hotel guests and visitors.

Housekeeping Cleaning public areas, guest rooms, restrooms  
and/or handling soiled linens.

Engineering/Maintenance/
Managers/Executives

Service and emergency response, first aid  
administration, assisting housekeepers.

Laundry Services Handling soiled linens.

https://www.osha.gov/Publications/OSHA3993.pdf
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Control Measures
•	 Ensure guests are fully aware of the hotel’s 

new policies and procedures prior to arrival, 
such as new check-in procedures, physical 
distancing requirements, and enhanced 
cleaning and disinfecting procedures.

•	 Adjust cancellation policies so that the hotel 
has the right to cancel a reservation for par-
ties with symptomatic travelers.   

•	 Prominent signage for guests placed at 
high-traffic areas on property, like the front 
lobby. They should be advised:

	{ To avoid entering if they have COVID-19 
symptoms (a cough, fever, shortness of 
breath, difficulty breathing, loss of smell 
or taste, fatigue, muscle aches, chills/
shaking, or persistent headaches).
	{ To avoid entering if they have close 
contact with anyone who is either con-
firmed or suspected of being infected 
with COVID-19.
	{ To avoid entering if they traveled to a 
restricted area that is under a Level 2, 
3, or 4 Travel Advisory according to the 
U.S. State Department (including China, 
Italy, Iran, and most of Europe.
	{ To maintain physical distancing of at 
least 6 feet.
	{ Not to engage in unnecessary physical 
contact. 
	{ To follow health and hygiene recommen-
dations, like face coverings and hand-
washing, recommended by the CDC and 
other local health authorities.  
 

	{ Advise guests where face coverings, 
hand sanitizer, and other material may 
be found at the Hotel, if applicable. 

•	 Place dispensers at primary guest entrance 
and contact areas.

	{ If possible, have guests enter through 
doors that are either open, automated, 
or manually operated by an individ-
ual employee who is frequently hand 
washing and/or using the proper hand 
sanitizer. (Do not compromise existing 
security measures.)

•	 Employees are not to open the doors of 
vehicles.

•	 Adhere to local health regulations regarding 
utilization of face coverings, as well as CDC 
and local health authorities’ recommended 
practices handling and disposition.

•	 Implement peak period queuing procedures 
to ensure physical distancing of at least six 
feet.

•	 Implement measures to ensure physical 
distancing of at least six feet. These can 
include use of physical partitions or visual 
cues (e.g., floor markings or signs to in-
dicate where guests should stand). Any 
area where guests queue should be clearly 
marked for appropriate physical distancing, 
including such areas as check-in, check-out, 
and transportation ridesharing lines and (if 
applicable) elevator lobbies, coffee shops 
and dining venues/outlets.

•	 Ensure lobbies, front desk check-in areas, 
(and where applicable) business centers, 
concierge service areas, as well as other 

GUEST 
SERVICES
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spaces if possible, to ensure these areas 
allow for at least six feet distancing.

•	 Guests requesting bell service will be assist-
ed, and the bell cart will be sanitized after 
each guest is assisted.

•	 Room services as food, laundry/dry cleaning 
services (if applicable), and amenity deliv-
eries use ‘contactless’ delivery and pick-up 
protocols wherever possible.

•	 Use single-use collateral in guest rooms. 
(Remove reusable collateral.)

•	 Install hands-free devices where possi-
ble (like motion sensor lights, contactless 
payment systems, automatic handwashing 
water, soap, paper towel dispensers, and 
timecard systems).

•	 Encourage guests to use debit or credit 
cards.

•	 For indoor aquatic venues, introduce and 
circulate outdoor air as much as possible by 
opening windows and doors, using fans, or 
other methods.  However, do not open win-
dows and doors if doing so poses a safety 
risk to staff, visitors, or swimmers. 

•	 For golf (if applicable) adhere to social dis-
tancing requirements. Only one player per 
cart, except for immediate family and  
people who cohabitate. Increase tee time 

spacing and only open the course once golf 
courses are allowed to reopen. 

•	 As hotel and lodging properties resume 
full operations, hotels with fitness centers, 
spas, and salons should refer to the State 
of California resources for additional hotel 
services guidance. 

Swimming Pools/  
Aquatic Venues

•	 Hotel and lodging operations with swim-
ming pools and splash pads are to take 
additional steps to ensure those facilities are 
properly cleaned and disinfected for visitor 
use, according to CDC guidelines.

•	 Please note that saunas, steam rooms, and 
hot tubs are to remain closed.

•	 Maintain proper disinfectant levels (1-10 
parts per million free chlorine or 3-8 ppm 
bromine) and pH (7.2-8).

•	 Consult with the company or engineer that 
designed the aquatic venue to decide which 
List N disinfectants approved by the EPA 
are best for the aquatic venue. Ensure the 
safe and correct use and storage of disin-
fectants, including storing products securely 
away from children.

https://covid19.ca.gov/industry-guidance/
https://covid19.ca.gov/industry-guidance/
https://www.cdc.gov/coronavirus/2019-ncov/community/parks-rec/aquatic-venues.html
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•	 A procedure is to be set up so that furniture 
and equipment (e.g., lounge chairs) that 
needs to be cleaned and disinfected is kept 
separate from furniture that has already 
been cleaned and disinfected. Label con-
tainers for used equipment that has not yet 
been cleaned and disinfected and contain-
ers for cleaned and disinfected equipment.

•	 Launder towels and clothing according to 
the manufacturer’s instructions. Use the 
hottest appropriate water temperature and 
dry items completely. Handle towels with 
disposable gloves and minimal disturbance, 
i.e., do not shake them.

•	 Discourage people from sharing items, par-
ticularly those that are difficult to clean and 
disinfect or those that are meant to come 
in contact with the face (e.g., goggles, nose 
clips, and snorkels).

•	 If applicable, ensure that the facility has 
adequate equipment for guests, such as 
kick boards, pool noodles, and other flota-
tion devices, to minimize sharing wherever 
possible. Clean and disinfect the items after 
each use.

•	 For indoor aquatic venues, introduce and 
circulate outdoor air as much as possible by 
opening windows and doors, using fans, or 
other methods. However, do not open win-
dows and doors if doing so poses a safety 
risk to staff, visitors, or swimmers.

•	 Change the deck layout and other areas sur-
rounding the pool to ensure that the stand-
ing and seating areas can support physical 
distancing requirements. This could include 
removing lounge chairs or taping off areas 
to discourage use.

•	 Provide physical cues or guides (e.g., lane 
lines in the water or chairs and tables on 
the deck) and visual cues (e.g., tape on the 
decks, floors, or sidewalks) and signs to 
ensure that staff, visitors, and swimmers 
stay at least six feet apart from one another, 
both in and out of the water.

•	 Where feasible, install impermeable physical 
barriers such as Plexiglas where staff and 
patrons must interact and physical distanc-
ing is difficult.

•	 Consider implementing reservations for 
pool use or implementing other mecha-
nisms to support at least six feet of physical 
distancing. This could include reserving 
lanes for individual lap swimming and half-
lanes for individual household use.

•	 Ensure that lifeguards who are actively life- 
guarding are not also expected to monitor 
handwashing, use of cloth face coverings, or 
physical distancing. Assign this monitoring 
responsibility to another staff member.

•	 Aquatic venues should avoid activities that 
promote group gatherings and are to be 
aware of local policies on gathering require-
ments to determine if aquatic fitness class-
es, swim lessons, swim team practices, swim 
meets, or pool parties can be held.

•	 CDC’s Model Aquatic Health Code has 
more recommendations to prevent illness 
and injuries at public pools. 

Cleaning & Disinfecting  
Protocols

•	 Perform thorough cleaning in any ap-
plicable high traffic areas (such as hotel 
lobbies, front desk check-in counters, bell 
desks, areas of ingress and egress including 
stairways, stairwells, handrails, and elevator 
controls). 

•	 Frequently disinfect commonly used surfac-
es and shared equipment (like door handles, 
guestroom interior locks, vending and ice 
machines, light switches, TV remote con-
trols, phones, hairdryers, washer and dryer 
doors and controls, baggage carts, shuttle 
door handles, toilets, and handwashing 
facilities).  Ensure dirty items are cleaned 
prior to disinfecting.

•	 Public areas to receive heightened sanitiz-
ing attention include areas such as: 

	{ Door handles, push plates, thresholds 
and hand railings
	{ Tables and chairs
	{ Coffee and beverage stations
	{ Vending and ice machines
	{ Public information kiosk
	{ Trash receptacle touch points

https://www.cdc.gov/mahc/index.html
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•	 Public restroom areas to receive heightened 
sanitizing attention include areas such as: 

	{ Door handles
	{ Sink faucets and toilet handles
	{ Towel dispenser handle
	{ Soap dispenser push plates
	{ Baby changing station
	{ Trash receptacle touch points

•	 Ensure that sanitary facilities stay operation-
al and stocked at all times. 

•	 Make additional soap, paper towels, hand 
sanitizer, and other sanitary supplies readily 
available.  

•	 When choosing cleaning chemicals, prod-
ucts will be used (following product instruc-
tions) approved for use against COVID-19 
on the Environmental Protection Agency 
(EPA)-approved list. Disinfectants labeled 
to be effective against emerging viral 
pathogens, diluted household bleach solu-
tions (5 tablespoons per gallon of water), or 
alcohol solutions with at least 70% alcohol 
that are appropriate for the surface will be 
used. Employees are provided training on 
manufacturer’s directions and Cal/OSHA 
requirements for safe use. Employees using 
cleaners or disinfectants are to wear gloves 
and other protective equipment as required 
by the product instructions.

•	 To reduce the risk of asthma related to 
disinfecting, programs should aim to select 
disinfectant products on the N list with asth-
ma-safer ingredients (hydrogen peroxide, 
citric acid or lactic acid). Avoid products 
that mix these ingredients with peroxy-
acetic acid, sodium hypochlorite (bleach) or 
quaternary ammonium compounds, which 
can cause asthma. Follow the asthma-saf-
er cleaning methods recommended by the 
California Department of Public Health.

•	 Ice machines that are manually operated are 
disabled/closed or hands-free machines will 
be used.

•	 Installation of portable high-efficiency air 
cleaners, upgrading the building’s air fil-
ters to the highest efficiency possible, and 
making other modifications to increase the 
quantity of outside air and ventilation in 
guest rooms, and other spaces will be con-
sidered.

•	 Daily housekeeping is not provided unless 
by special circumstance and/or special re-
quest. Housekeeping is not to be provided if 
guests are present in their rooms.

•	 Dirty linens are to be removed and trans-
ported from guest rooms in single-use, 
sealed bags. Bagging of these items is done 
in the guest room to eliminate excess con-

https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
https://www.cdph.ca.gov/Programs/CCDPHP/DEODC/OHB/WRAPP/CDPH%20Document%20Library/DisinfectantsWRAWorkers.pdf
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tact while being transported. All linens must 
be removed and laundered between each 
guest stay, including items that appear to 
not have been used.  Bagging of these items 
is to be done in the guest room to eliminate 
excess contact while being transported.  All 
bed linen and laundry will be washed at 
the highest appropriate temperature and 
cleaned in accordance with CDC cleaning 
guidelines.  Launder towels and clothing ac-
cording to the manufacturer’s instructions.  
Use the hottest appropriate water tem-
perature and dry items completely. Handle 
towels with disposable gloves and minimal 
disturbance (i.e. don’t shake them).

•	 Consider leaving rooms vacant for 24 to 
72 hours after a guest has departed (not 
required). 

•	 In the event of a presumptive case of 
COVID-19, the following steps will be taken 
for the guest’s room:

	{ Close off the affected room. 
	{ Open any outside doors and windows 
whenever possible to increase air circu-
lation in the area.
	{ Wait 24 hours prior to cleaning/disin-
fecting. If 24 hours is not feasible, wait 
as long as possible.
	{ Thoroughly clean and disinfect all 

surfaces and remove all linens in a 
single-use bag for transport to wash at 
the highest temperature and cleaning in 
accordance with CDC guidelines.

	� Vacuum the space using a vacu-
um equipped with high-efficiency 
particulate air (HEPA) filter. Do not 
vacuum a room or space that has 
other people in it. Avoid sweeping 
floors with a broom.

	� If possible, temporarily turn 
off room fan(s) and the cen-
tral HVAC system that services 
the room so that particles that 
escape from vacuuming will not 
circulate throughout the facility.

	{ Once area has been appropriately disin-
fected, it can be opened for use.
	{ Identify and notify close contacts 
(within six feet for 15 minutes or more) 
without disclosing the potentially in-
fected individual’s identity.  Send home 
non-essential employees if close contact 
with a confirmed or suspected COVID-19 
case in accordance with CDC and local 
guidance. To the extent an employee is 
deemed an essential worker supporting 
an essential business and the employee 
remains asymptomatic, the employee 
may remain at work, practicing screen-

https://www.cdc.gov/coronavirus/2019-ncov/community/clean-disinfect/index.html
https://www.cdc.gov/coronavirus/2019-ncov/community/clean-disinfect/index.html
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ing and monitoring measures, wearing 
a face covering, maintaining social 
distancing as work duties permit, and 
with a disinfecting and cleaning of the 
employee's work spaces in accordance 
with CDC guidance.
	{ Employees without close contact with 
the person who is sick can return to 
work immediately after disinfection.
	{ If more than 7 days since the person 
who is sick visited or used the facility, 
additional cleaning and disinfection is 
not necessary.

•	 To minimize the risk of Legionnaires’ disease 
and other diseases associated with water, 
take steps to ensure that all water systems 
and features (e.g. drinking fountains and 
decorative fountains) are safe to use after a 
prolonged facility shutdown.

•	 Take the proper steps to thoroughly clean 
and disinfect the property or rented room 
after each guest stay.  This includes wiping 
down and cleaning and disinfecting all high-
touch areas, including bed rails, tables, TV 
remotes, headboards, countertops, kitch-
en appliances, refrigerator handles, stove 
knobs, mirrors, and other items. 

•	 If applicable, kitchen items, including pots, 
pans, and utensils, must be cleaned between 
each guest stay. All dishes must be washed, 

including the ones in the cabinet and others 
that may have been left in different rooms. 
Provide adequate dish soap and new, un-
used sponges for each guest upon arrival. 
Consider replacing utensils with one-time 
use dinnerware, if feasible.

•	 If applicable, properly clean all appliances 
and kitchen areas, including refrigerator 
shelving, the oven stovetop, coffee-makers, 
toasters, pantry shelves, and other areas. 

•	 Guest room areas to receive heightened 
sanitizing attention include areas such as: 

	{ Door handles
	{ Desk, table, chairs and lamps
	{ Dresser drawer and other furniture han-
dles
	{ Nightstands
	{ Light switches and thermostats
	{ Drapery pull handles
	{ Mini-bar, menu and room collateral
	{ Telephone, TV remote control, and alarm 
clock
	{ Television
	{ Safety latch and viewing port
	{ Trash receptacle touch points
	{ Iron handle, hangers, and luggage rack
	{ Faucet and toilet handles
	{ Toilet seats
	{ Luggage racks and flooring
	{ Other areas as needed
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Control Measures
•	 Train employees on COVID-19, best practic-

es to prevent the spread (like handwash-
ing, physical distancing, face coverings), 
when to seek medical attention, and who is 
especially vulnerable. See example Health 
Risk Acknowledgment and sample training 
materials in the Appendix.

•	 Require pre-shift self-screening at home and 
ensure that screening was performed by 
having them complete the pre-shift ques-
tionnaire. (See CHLA’s COVID-19 Employer 
Resources for sample Return to Work and 
Pre-Shift Questionnaires, along with an 
example a California Consumer Privacy Act 
(CCPA) notice for collection of such infor-
mation, among other forms and signage.)

	{ Alternatively: If providing tempera-
ture and/or symptom screenings for 
all employees at the beginning of their 
shift and any personnel entering the 
facility, make sure the temperature/
symptom screener receives additional 
training regarding the confidentiality of 
the medical information collected and 
avoids close contact with employees to 
the extent possible. Both screeners and 
employees are to wear face coverings 
for the screening. See example CCPA 
notice and employee consent form for 
temperature tests in the Appendix.

•	 Encourage employees who are sick or 
exhibiting symptoms of COVID-19 to stay 
home and follow CDC symptoms guide-
lines. Symptoms may appear 2-14 days after 
exposure to COVID-19.  People with these 

symptoms may have COVID-19 (This list 
does not include all possible symptoms.):

	{ Fever or chills
	{ Cough
	{ Shortness of breath or difficulty  
breathing
	{ Fatigue
	{ Muscle or body aches
	{ Headache
	{ New loss of taste or smell
	{ Sore throat
	{ Congestion or runny nose
	{ Nausea or vomiting
	{ Diarrhea

•	 Provide and ensure employees use all 
required protective equipment. Consider 
where disposable glove use may be helpful 
to supplement frequent handwashing or use 
of hand sanitizer; examples are for employ-
ees who are screening others for symptoms 
or handling commonly touched items.

•	 Face coverings are strongly recommended 
when employees are in the vicinity of oth-
ers. If recommended or mandated, employ-
ees are to have covers available and wear 
them when on property, in breakrooms and 
offices, or in a vehicle during work-related 
travel with others. Face coverings must not 
be shared.

•	 Housekeepers and others who enter guest 
rooms are provided with and required to 
wear face coverings. Housekeeping must 
only service rooms when guests are not 
present. Housekeepers are to minimize con-
tact with guests’ personal belongings when 
cleaning. Housekeepers are to have ventila-

 
EMPLOYEES

https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
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tion systems operating and/or open win-
dows if possible, to increase air circulation.

•	 Encourage handwashing for employees 
after they check guests in or out, clean 
rooms, and open mail or handle other com-
monly touched items. Valet service drivers 
and baggage handlers (if applicable), and 
housekeepers are to wash their hands regu-
larly during their shift and use proper hand 
sanitizer. If possible, baggage deliveries 
are to be done when guests are not in their 
rooms.  

•	 Housekeepers are allowed extra time to 
clean rooms for required precautions and 
to allow them to conduct more thorough 
cleaning and disinfection of rooms between 
guests.  

Physical Distancing Guidelines
•	 Physical distancing protocols are to be used 

in (where applicable) employee break areas, 
uniform control areas, training classrooms, 
shared office spaces, the employee services 
window (via a teller style window) and other 
high-density areas in order to ensure appro-
priate distancing between employees (at 
least six feet).

•	 Employee pre-shift meetings are to be 
conducted virtually or in areas that allow 
for appropriate physical distancing between 
employees. Larger departments could stag- 
 

ger employee arrival times to minimize traf-
fic volume in corridors and service elevators.

•	 Stagger employee breaks, in compliance 
with wage and hour regulations, to maintain 
physical distancing protocols.

•	 Consider offering workers who request 
modified duties options that minimize their 
contact with customers and other employ-
ees (e.g. managing administrative needs 
through telework).

•	 Reconfigure, restrict, or close breakrooms, 
use barriers, or increase distance between 
tables/chairs to separate workers and dis-
courage congregating during breaks, and 
create alternative space for breaks where 
physical distancing is possible (like outdoor 
break areas with shade covers and seating 
that ensures physical distancing).

•	 Arrange office spaces, cubicles, and oth-
er workspaces to allow for at least six feet 
distancing.

•	 Discourage employees from congregating 
in high traffic areas such as bathrooms and 
hallways.

•	 Establish directional hallways and passage-
ways for foot traffic, if possible, to eliminate 
people from passing by one another.

•	 Limit the number of individuals riding in an 
elevator and ensure the use of face cover-
ings. Use signage to communicate these 
requirements.
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•	 Require employees to avoid handshakes and 
similar greetings that break physical dis-
tancing.

•	 Eliminate person-to-person contact for 
delivery of goods to physical offices. Avoid 
touching others’ supplies, like pens and 
clipboards. 

Personal Protective  
Equipment (PPE)
When selecting PPE, consider factors such as 
function, fit, decontamination ability, disposal, 
and cost. Sometimes, when PPE will have to 
be used repeatedly for a long period of time, a 
more expensive and durable type of PPE may 
be less expensive overall than disposable PPE. 
The Hotel will select the combination of PPE 
that protects employees specific to their work-
place. Employees with medium exposure risk 
may need to wear some combination of gloves, 
a gown, a face mask, a face shield and/or gog-
gles. PPE ensembles for workers in the medium 
exposure risk category will vary by work task, 
the results of the Hotel’s risk assessment, and 
the types of exposures workers have on the job.  
Employers must provide face coverings when 
required by employer rules.  

All employees using PPE must observe the fol-
lowing precautions:

•	 Wash hands immediately, or as soon as fea-
sible, after removal of gloves or other PPE.

•	 Remove PPE after it becomes contaminated 
and before leaving the work area.

•	 Dispose of used disposable PPE in designat-
ed containers or bins and wash non-dispos-
able PPE daily. 

•	 Wear appropriate gloves when it can be 
reasonably anticipated that there may be 
hand contact with blood or other potentially 
infectious materials and when handling or 
touching contaminated items or surfaces. 
Replace gloves if torn, punctured or con-
taminated, or if their ability to function as a 
barrier is compromised.

•	 Decontaminate utility gloves for reuse only 
if their integrity is not compromised. Discard 
utility gloves if they show signs of cracking, 
peeling, tearing, puncturing or deterioration. 

•	 Never wash or decontaminate disposable 
gloves or face coverings for reuse. 

•	 Wear appropriate face and eye protection 
when splashes, sprays, spatters or drop-
lets of blood or other potentially infectious 
materials pose a hazard to the eye, nose or 
mouth. 

•	 Remove any garment contaminated by 
blood or other potentially infectious materi-
als immediately, or as soon as feasible, and 
in such a way as to avoid contact with the 
outer surface. 
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Cleaning & Disinfecting  
Protocols

•	 Perform thorough cleaning in high traffic 
areas (such as break rooms and lunch areas, 
changing areas, loading docks, kitchens 
and areas of ingress and egress including 
stairways, stairwells, handrails, and elevator 
controls). 

•	 Frequently clean and disinfect commonly 
used surfaces and shared equipment be-
tween each use.

•	 Provide time for employees to implement 
cleaning practices before and after shifts. 
(Please note: If cleaning is assigned to the 
employee, they must be compensated for 
that time.)

•	 Workstations, desks, and counters are 
equipped with proper sanitation products, 
including hand sanitizer and sanitizing 
wipes, and provide hand sanitizer to all staff 
directly assisting guests and visitors.

•	 Sanitary facilities are ensured to be opera-
tional and stocked. 

•	 Make additional soap, paper towels, hand 
sanitizer, and other sanitary supplies readily 
available.   
 

•	 When choosing cleaning chemicals, prod-
ucts will be used (following product instruc-
tions) approved for use against COVID-19 
on the  Environmental Protection Agency 
(EPA)-approved list. Disinfectants labeled 
to be effective against emerging viral 
pathogens, diluted household bleach solu-
tions (5 tablespoons per gallon of water), or 
alcohol solutions with at least 70% alcohol 
that are appropriate for the surface will be 
used. Employees are provided training on 
manufacturer’s directions and Cal/OSHA 
requirements for safe use. Employees using 
cleaners or disinfectants are to wear gloves 
as required by the product instructions.

•	 Avoid sharing phones, tablets, laptops, 
desks, pens, other work supplies, or offices 
wherever possible. Never share PPE. Any 
shared tools and equipment are to be san-
itized before, during and after each shift or 
anytime the equipment is transferred to a 
new employee. This includes phones, radios, 
computers and other communication devic-
es, payment terminals, kitchen implements, 
engineering tools, safety buttons, folios, 
housekeeping carts and cleaning equip-
ment, keys, time clocks, and all other direct 
contact items.

•	 The use of shared food and beverage equip-
ment in office pantries is discontinued. 

https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
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FOOD SERVICE 
& COVID-19

COVID-19 is generally thought to be spread 
from person-to-person through respiratory 
droplets. Currently, there is no evidence to 
support transmission of COVID-19 associated 
with food. Before preparing or eating food, it 
is important to always wash your hands with 
soap and water for 20 seconds for general food 
safety. Throughout the day, frequently wash 
your hands and always do so after blowing your 
nose, coughing, sneezing, or going to the bath-
room. 

If the Hotel offers food service, the listed guide-
lines apply, including:

•	 Establishments must take reasonable mea-
sures, including posting signage in strategic 
and highly visible locations, to remind the 
public that they should use face coverings 
and practice physical distancing while wait-
ing for service and take-out. 

•	 Servers, bussers, and other workers moving 
items used by customers (dirty cups, plates, 
napkins, etc.) or handling trash bags are 
to use disposable gloves (and wash hands 
before putting them on and after remov-
ing them) and provide aprons and change 
frequently. 

•	 Dishwashers are to use equipment to 
protect the eyes, nose, and mouth from 
contaminant splash using a combination of 
face coverings, protective glasses, and/or 
face shields. Dishwashers must be provided 
impermeable aprons and change frequent-
ly. Reusable protective equipment such as 
shields and glasses are to be properly disin-
fected between uses. 

•	 Clean touchable surfaces between shifts 
or between users, whichever is more fre-
quent, including but not limited to working 
surfaces, phones, registers, touchpads/
touchscreens, tablets, timeclocks, applianc-
es, kitchen and bar utensils and implements, 
oven doors, grill and range knobs, carts and 
trolleys, keys, etc. 

•	 Equip spaces such as dining rooms, bar 
areas, host stands, and kitchens with proper 
sanitation products, including hand sanitiz-
er and sanitizing wipes to all staff directly 
assisting customers. 

•	 Provide disposable menus to guests and 
make menus available digitally so that cus-
tomers can view on a personal electronic 
device, if possible. If disposable menus can-
not be provided, properly disinfect menus 
before and after customer use. Consider op-
tions for customers to order ahead of time. 

•	 Discontinue pre-setting tables with nap-
kins, cutlery, glassware, food ware, etc. 
These items are to be supplied individually 
to customers as needed. Do not leave card 
stands, flyers, napkin holders, or other items 
on tables.   

•	 Suspend use of shared food items such as 
condiment bottles, salt and pepper shakers, 
etc. and provide these foods in single serve 
containers, if possible. Where this is not 
possible, shared items such as condiment 
bottles, shakers, etc., are to be supplied as 
needed to customers and disinfected after 
each use.     
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•	 Pre-roll utensils in napkins prior to use by 
customers. Employees must wash hands 
before pre-rolling utensils in napkins. The 
pre-roll is then be stored in a clean contain-
er. After customers are seated, the pre-roll is 
to be put on the table by an employee who 
recently washed their hands.  

•	 Reusable customer items including uten-
sils, food ware, breadbaskets, etc., must 
be properly washed, rinsed, and sanitized. 
Cleaned flatware, stemware, dishware, etc., 
must be properly stored away from cus-
tomers and personnel until ready for use. 
Use disposable items if proper cleaning of 
reusable items is infeasible.  

•	 Licensed restaurants may sell “to-go” 
alcoholic beverages, prepared drinks, and 
pre-mixed cocktails provided they are sold 
in accordance with “take-out” food. Always 
check state and local laws first. 

•	 Dirty linens used at dining tables such as 
tablecloths and napkins to be removed after 
each customer use and transported from 
dining areas in sealed bags. Employees must 
wear gloves when handling dirty linens. 

•	 Thoroughly clean each customer dining 
location after every use, such as disinfect-
ing tables, chairs, booster seats, highchairs, 
and booths. Allow adequate time for proper 
disinfection, following product instructions. 
Many EPA-approved disinfectants require 
minimal contact time (seconds to one min-
ute) against human coronavirus. 

•	 Close areas where customers may congre-
gate or touch food or food ware items that 
other guests may use. Provide these items 
to guests individually and discard or clean 
and disinfect after each use, as appropriate. 
This includes but is not limited to:

	{ Self-service areas with condiment 
caddies, utensil caddies, napkins, lids, 
straws, water pitchers, to-go containers, 
etc. 
	{ Self-service machines including ice, 
soda, frozen yogurt dispensers, etc. 
	{ Self-service food areas such as buffets, 
salsa bars, salad bars, etc.

•	 Discontinue tableside food preparation and 
presentation (such as food item selection 
carts and conveyor belts, and guacamole 
preparation) 

•	 Do not leave out after-meal mints, candies, 
snacks, or toothpicks for customers. Offer 
them with the check or provide only on 
request. 

•	 Install physical barriers or partitions at cash 
registers, bars, host stands, and other areas 
where maintaining physical distance of six 
feet is difficult. 

•	 Any area where guests or employees queue 
is also to be clearly marked for appro-
priate physical distancing. This includes 
check-stands and terminals, deli counters 
and lines, restrooms, elevator lobbies, host 
stands and waiting areas, valet drop off and 
pickup, and any other area where individuals 
may congregate.  

•	 Physical distancing protocols are to be used 
in any office areas, kitchens, pantries, walk-
in freezers, or other high-density, high-traf-
fic employee areas. Face coverings are 
required where employees cannot maintain 
physical distancing. 

•	 Reconfigure office spaces, lobbies, beverage 
bars, kitchens and workstations, host stand 
areas, and other spaces wherever possible 
to allow for at least six feet of distance be-
tween people dining, working, and passing 
through areas for entry and exit. 

•	 Remove tables and chairs from dining areas 
so that six feet of physical distance can be 
maintained for customers and employees. 
If tables, chairs, booths, etc., cannot be 
moved, use visual cues to show that they 
are not available for use or install Plexiglas 
or other types of impermeable physical 
barriers to minimize exposure between cus-
tomers. 

•	 Discontinue seating of customers where 
customers cannot maintain six feet of dis-
tance from employee work and food and 
drink preparation areas.  
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Training employees on COVID-19 is essential to 
provide information, prevent the spread, symp-
tom awareness, and to identify who is especially 
vulnerable. The summary below is encapsulated 
in the companion Hotel Employee Training ma-
terials which have been developed for training 
over a video conference call, if needed. Addition-
ally, the training can be accomplished with the 
training materials listed on the following page. 
Simply provide or print out the materials listed 
on the following page and review with employ-
ees to ensure proper training, of which some 
can be utilized as back-of-house signage as well.  
The materials are provided in English and Span-
ish and simplified Chinese where available.  

•	 Provide basic training on self-screening at 
home, including temperature and/or symp-
tom checks using CDC guidelines. 

•	 Train on the importance of not coming 
to work if employees have symptoms of 
COVID-19 as described by the CDC, such as 
a frequent cough, fever, difficulty breathing, 
chills, muscle pain, sore throat, recent loss of 
taste or smell, or if they or someone they live 
with have been diagnosed with COVID-19.

•	 Advise employees to seek medical attention 
if their symptoms become severe, including 
persistent pain or pressure in the chest, con-
fusion, or bluish lips or face.  

•	 Train on the importance of frequent hand-
washing with soap and water, including 
scrubbing with soap for 20 seconds (or us-
ing hand sanitizer with at least 60% ethanol 
or 70% isopropanol when employees cannot 
get to a sink or handwashing station, per 
CDC hand sanitizer guidelines.  

•	 Ensure temporary or contract workers at the 
facility are also properly trained in COVID-19 
prevention policies and have appropriate 
PPE. Discuss procedures with contract em-
ployment vendors immediately.

•	 Information will be provided on Hotel or gov-
ernment-sponsored leave benefits the em-
ployee may be entitled to receive that would 
make it financially easier to stay at home. 

	{ See additional information on govern-
ment programs supporting sick leave and 
worker’s compensation for COVID-19, 
including employee’s sick leave rights 
under the Families First Coronavirus 
Response Act and employee’s rights 
to workers’ compensation benefits and 
presumption of the work-relatedness 
of COVID-19 pursuant to the California 
Governor’s Executive Order N-62-20.

•	 Train on the importance of physical distanc-
ing, both at work and off work time, per CDC 
social distancing guidelines. 

•	 Train on the proper use of face coverings, 
including:

	{ Face coverings do not protect the wearer 
and are not personal protective equip-
ment (PPE).
	{ Face coverings can help protect people 
near the wearer, but do not replace the 
need for physical distancing and fre-
quent handwashing.
	{ Employees are to sanitize hands before 
and after using or adjusting face cover-
ings.
	{ Avoid touching eyes, nose, and mouth.
	{ Face coverings are to be washed after 
each shift.

EMPLOYEE
TRAINING

https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
https://www.cdc.gov/handwashing/hand-sanitizer-use.html
https://www.dol.gov/agencies/whd/pandemic/ffcra-employee-paid-leave
https://www.dol.gov/agencies/whd/pandemic/ffcra-employee-paid-leave
https://www.gov.ca.gov/wp-content/uploads/2020/05/5.6.20-EO-N-62-20-text.pdf
https://www.gov.ca.gov/wp-content/uploads/2020/05/5.6.20-EO-N-62-20-text.pdf
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/social-distancing.html
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/social-distancing.html
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EMPLOYEE TRAINING  
MATERIALS & SIGNAGE 
Symptoms of Coronavirus Disease  
English, Spanish, Simplified Chinese

How to Protect Yourself and Others

Stop Germs! Wash Your Hands 
English, Spanish

High Risk for Severe Illness 
English

Stop the Spread of Germs 
English, Simplified Chinese, Poster – English/Spanish

10 Things to Manage your COVID-19 Symptoms at Home 
English, Spanish, Simplified Chinese

How to Safely Wear and Take Off a Cloth Face Covering

Cleaning and Disinfecting Your Facility

Keep Calm and Wash Your Hands
English, Spanish, Simplified Chinese

VIDEO TRAINING  
FOR EMPLOYEES

CHLA has created 
the companion Hotel 
Employee Training and 
the optional Cleaning 
+ Disinfecting Training 
materials, both of which 
have been developed 
for training over a 
video conference call, 
if needed. Additionally, 
the training can be 
accomplished with the 
training materials listed 
on this page. 

https://www.cdc.gov/coronavirus/2019-ncov/downloads/COVID19-symptoms.pdf
https://www.cdc.gov/coronavirus/2019-ncov/downloads/COVID19-symptoms-sp.pdf
https://www.cdc.gov/coronavirus/2019-ncov/downloads/COVID19-symptoms-chinese.pdf
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention-H.pdf
https://www.cdc.gov/handwashing/pdf/wash-your-hands-fact-sheet-508.pdf
https://www.cdc.gov/handwashing/pdf/wash-your-hands-fact-sheet_esp-508.pdf
https://www.cdc.gov/coronavirus/2019-ncov/downloads/COVID19-What-You-Can-Do-High-Risk.pdf
https://www.cdc.gov/coronavirus/2019-ncov/downloads/stop-the-spread-of-germs.pdf
https://www.cdc.gov/coronavirus/2019-ncov/downloads/stop-the-spread-of-germs-chinese.pdf
https://www.cdc.gov/coronavirus/2019-ncov/downloads/stop-the-spread-of-germs-11x17-en.pdf
https://www.cdc.gov/coronavirus/2019-ncov/downloads/stop-the-spread-of-germs-11x17-sp.pdf
https://www.cdc.gov/coronavirus/2019-ncov/downloads/10Things.pdf
https://www.cdc.gov/coronavirus/2019-ncov/downloads/10Things-spanish.pdf
https://www.cdc.gov/coronavirus/2019-ncov/downloads/10Things-chinese.pdf
https://www.cdc.gov/coronavirus/2019-ncov/downloads/cloth-face-covering.pdf
https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility-H.pdf
https://www.cdc.gov/handwashing/pdf/keep-calm-wash-your-hands_8.5x11.pdf
https://www.cdc.gov/handwashing/pdf/keep-calm-wash-your-hands-spanish_8.5x11.pdf
https://www.cdc.gov/handwashing/pdf/keep-calm-wash-your-hands_chinese_8.5x11.pdf

