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• All staff members should wash uniforms regularly.  

• Ensure workers maintain social distancing guidelines 

(2m, or 1m with risk mitigation where 2m is not viable, is 

acceptable) wherever possible, including arriving at and 

departing from work, while in work. 

• Where the social distancing guidelines cannot be 

followed in full in relation to a particular activity, 

businesses should consider whether that activity needs 

to continue for the business to operate, and, if so, take 

all the mitigating actions possible to reduce the risk of 

transmission between their staff. Mitigating actions 

include:  

- Further increasing the frequency of hand washing 
and surface cleaning.  

- Keeping the activity time involved as short as 
possible.  

- Using screens or barriers to separate workers from 
each other and workers from customers at points of 
service.  

- Using back-to-back or side-to-side working (rather 
than face-to-face) whenever possible.  

• Reduce the number of people each person has contact 
with by using ‘fixed teams or partnering’ (so each person 
works with only a few others). 

• Clean all handheld pads and payment machines 

between use.  

• Introduce one-way flow routes through buildings through 

signage clearly indication the direction of the flow.  

• Review layouts and processes to allow staff to work 

further apart from each other. 

• Use floor tape or paint to mark areas to help people 

comply with social distancing guidelines (2m, or 1m with 

risk mitigation where 2m is not viable, is acceptable). 

• Only absolutely necessary participants should physically 

attend meetings and should maintain social distancing 

guidelines (2m, or 1m with risk mitigation where 2m is 

not viable, is acceptable). 

• Wash hands after handling customer items and before 

moving onto another task. For example, after collecting 

• Hand sanitising stations are available for the team in 

numerous locations throughout the building. 

• All staff members advised to wash uniforms daily. 

• PPE (face coverings, disposal gloves, aprons, wipes, 

screens) available for all staff and training to be provided 

on how to use such PPE safely and in accordance with 

guidance.  Face coverings will be worn by all members of 

the 3 Acres team in public areas. 

• Daily temperature checks on arrival – any member of 

staff with a temperature of 37.8C will be asked to go 

home and contact the NHS 111 Coronavirus and follow 

advice.  

• Staff members will have staggered arrival and departure 

times wherever possible.  

• Staff will be frequently reminded by management to 

increase the frequency of hand washing/ sanitising and 

surface cleaning.  

• Hand washing/ sanitising to be observed between each 

task, and after handling any customer items. 

• The time of any activity where social distancing cannot 

be maintained will be kept as short as possible and PPE 

will be worn.  

• Back-to-back or side-to-side working will be introduced 

(rather than face-to-face) and the use of screens or 

barriers to separate people from each other whenever 

possible. 

• Staff will stagger break times.  

• Internal meetings will be only as absolutely necessary 

and social distancing maintained. 

• A one-way system will be implemented back and front of 

house to prevent staff crossing, where possible 

• Management are to ensure all procedures are being 

observed. 
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used plates for cleaning and before serving food to 

another table.  

• Stagger break times to reduce pressure on the staff 

break rooms or places to eat and ensuring social 

distancing is maintained in staff break rooms – and use 

outdoor areas where possible.  

Kitchen staff 

• Follow government guidance on managing food 

preparation and food service areas.  

• Allow kitchen access to as few people as possible. 

• Minimise interaction between kitchen staff and other 

workers, including when on breaks. 

• Space working areas to maintain social distancing 

guidelines (2m, or 1m with risk mitigation where 2m is 

not viable, is acceptable) as much as possible, 

recognising the difficulty of moving equipment such as 

sinks, hobs and ovens. Consider cleanable panels to 

separate working areas in larger kitchens.  

• Providing floor marking to signal social distancing (2m, 

or 1m with risk mitigation where 2m is not viable, is 

acceptable). 

• Use ‘one way’ traffic flows to minimise contact. 

• Minimise access to walk-in pantries, fridges and 

freezers, for example, with only one person being able 

to access these areas at one point in time. 

• Minimise contact at ‘handover’ points with other staff, 

such as when presenting food to serving staff and 

delivery drivers. 

• Recognising that cleaning measures are already 

stringent in kitchen areas, consider the need for 

additional cleaning and disinfection measures.  

• Washing hands before handling plates and cutlery.  

• Continuing high frequency of hand washing throughout 

the day 

Kitchen staff 

 

• All kitchen staff members to receive specific Covid-19 

training prior to starting work.  

• High levels of food hygiene should continue as per 3 

Acres policy, with additional focus being on cleaning and 

disinfecting measures.  

• Head Chef to ensure interaction between kitchen staff 

and front of house staff is minimised, where possible. 

• Where social distancing cannot be maintained, back-to-

back or side-by-side working should be implemented.  

• One way traffic flow throughout the kitchen should be 

maintained and communicated will all staff members. 

• All pantries, fridges and freezers will operate as a one in, 

one out system. 

• Hands should be washed before handling plates and 

cutlery, and frequently washed throughout the day.  
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All 

customers 

Track and trace and table reservations 

• To assist with NHS Test and Trace, the business must 

retain a temporary record of all customers and visitors 

for a period of 21 days. 

• Indoor gatherings should only be occurring in groups 

of up to two households (including support bubbles) 

(unless otherwise set out by the Government or Council 

on a periodic basis) 

• Outdoor gatherings should only be occurring in groups 

of up to two households (or support bubbles), or a group 

of at most six people from any number of households. 

(unless otherwise set out by the Government or Council 

on a periodic basis) 

• Make customers aware of, and encouraging compliance 

with, limits on gatherings. For example, on arrival or at 

booking. It is against the law to gather in groups of more 

than 30 people (specific exceptions apply). 

• Calculate the maximum number of customers that can 

reasonably follow social distancing guidelines (2m, or 

1m with risk mitigation where 2m is not viable, is 

acceptable) at the venue. Taking into account total 

indoor and outdoor space, specific venue characteristics 

such as furniture as well as likely pinch points and busy 

areas. 

Social distancing 

• Reconfigure indoor and outdoor seating and tables to 

maintain social distancing guideline. 

• Reduce the need for customers to queue, but where this 

is unavoidable, discouraging customers from queueing 

indoors and using outside spaces for queueing where 

available and safe. For example, using some car parks 

and existing outdoor services areas. 

• Provide clear guidance on social distancing and hygiene 

to people on arrival, for example, signage, visual aids 

Track and trace and table reservations 

• As per Government guidelines, we need to collect some 

basic contact details for guests if, for some reason, they 

have not already provided this as part of their reservation. 

The Track and Trace initiative allows local NHS and 

public health professionals to follow up with guests if 

necessary. We only need contact details for one person 

in each group. We have to keep these details for 21 days 

and they will then be destroyed. 

• Customers are reminded and enquires are made upon 

the point of reservation regarding their party size, to 

ensure that government guidelines on party sizes are 

adhered to. 

• The business has undertaken an assessment of the 

number of reservations it can take to ensure social 

distancing guidelines are maintained, and this is 

managed via the booking system.  

Social distancing 

• 1m+ social distancing to be observed, wherever possible 

– customers are reminded of this upon arrival, and 

appropriate signage is throughout the building.  

• All tables have been reconfigured to maintain social 

distancing.  

• Floor stickers are used to promote social distancing, and 

to prevent overcrowding. Queuing is discouraged and 

managed by staff members.  

• One way flow system to be maintained throughout the 

building where possible. 

Health and Hygiene 

• Contactless temperature checks on arrival.  Anyone with 

a temperature of 37.8C or greater will be asked to wait in 

their car for 30 minutes before having a second 

temperature check. If their temperature is still 37.8C or 
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and before arrival, such as by phone, on the website or 

by email. 

• Managing the entry of customers, and the number of 

customers at a venue, so that all indoor customers are 

seated with appropriate distancing, and those outdoors 

have appropriately spaced seating or standing room. 

This is to ensure that the venue, including areas of 

congestion does not become overcrowded.  

• Looking at how people move through the venue and how 

you could adjust this to reduce congestion and contact 

between customers, for example, queue management 

or one-way flow, where possible. 

• Use social distance markings to remind customers to 

maintain social distancing between customers of 

different households or support bubbles.  

•  

Health and hygiene  

• Encourage customers to use hand sanitiser or 

handwashing facilities as they enter the building.  

• Remind customers who are accompanied by children 

that they are responsible for supervising them at all 

times and should follow social distancing guidelines. 

• Reducing the number of surfaces touched by both staff 

and customers. For example, asking customers to 

remain at a table where possible, or to not lean on 

counters when collecting takeaways. 

• Provide only disposable condiments or cleaning non 

disposable condiment containers after each use.  

Customer toilets 

• Use signs to promote good hand washing technique 

• Liquid soap and hand sanitiser  

• Set clear use and cleaning guidance for toilets, with 
increased frequency of cleaning in line with usage – 

greater they will need to call the NHS 111 Coronavirus 

and follow advice. 

• Windows will be opened to assist with ventilation, 

wherever possible. 

• Hand sanitising stations will be available for guests to 

help themselves and encouraged to use. 

• Enhanced cleaning schedule, including all touch points 

such as door handles, handrails and lifts. 

• Wipes will be available for all guests on request, and 

provided to each customer to sanitise cutlery.  

• Customers will be seated at their tables and no bar 

service is permitted. 

• Contact between customers and staff members will be 

kept at a minimum where possible, and the use of 

screens (e.g. at the reception desk) will be used. 

• Disposable condiments will be provided. 

Payments 

• To minimise physical contact the use of cash is 

discouraged. Payments should ideally be made by 

card/contactless with pre-payment prior to arrival, 

wherever possible. 

Customer toilets 

• Customer toilets are cleaned and maintained every 20 

minutes and signed off as appropriate.  

• Soap and hand sanitiser provided, and signs are 

displayed to promote good hand washing technique. 

• Customer toilets are ventilated, and a one in one out 

policy is maintained with the use of signage. 

• Waste facilities are provided and rubbish to be collected 

frequently.  
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consider the use of disposable cloths or paper roll to 
clean all hard surfaces 

• Keep the facilities well ventilated  

• Display a clear cleaning schedule and keep it up to date 

• Provide more waste facilities and more frequent rubbish 
collection 
 

Communication with customers 

• Provide clear guidance on expected customer 

behaviours, social distancing and hygiene to people on 

or before arrival, for example on online booking forms 

and on-site signage and visual aids. Explaining to 

customers that failure to observe safety measures will 

result in service not being provided. 

 

Hotel 

Rooms 

• There is a risk of contamination/ transmission 
subsequent to hand contact surfaces in bedrooms, on 
linen and towels. Staff should follow handwashing 
guidelines (for at least 20 seconds) and use hand 
sanitiser regularly.  

• Maintain a record of guest details for 21 days. 

• The business should consider its position regarding 
offering help with guest luggage. 

• Room keys should be disinfected after each use. 

• Consider placing a welcome note in each room to advise 
on social distancing and good hygiene.  

• Room cleaning should be undertaken in the absence of 
the guest, unless it is difficult for the guest to leave the 
room (e.g. due to mobility constraints) whereupon social 
distancing shall be observed in the presence of the 
guest. These cleaning requirements should be 
communicated to guests on arrival. 

• All hand contact surfaces should be disinfected 
frequently – the following non-exhaustive list of points 
should be disinfected (as a minimum) when the guest 
checks out:  

- Light switches 
- Bedside tables 

• All staff members entering any of the hotel rooms must 

sanitise and adhere to social distancing where possible. 

• A record of all guests will be held by the 3 Acres for a 

period of 21 days. 

• All rooms will be well ventilated between guests. 

• Room keys to be disinfected between customers. 

• Customers to be reminded of social distancing 

guidelines upon check-in, and by the use of appropriate 

signage. 

• Where possible, we will leave rooms unoccupied 

between guest stays so the room can ‘rest’. 

• All rooms will be cleaned in accordance with the 3 Acres 

usual high cleaning practices and in the absence of 

guests. Particular attention to be made with regards 

high touch points, including but not limited to the 

following: 

- Light switches 
- Bedside tables 
- Remote controls 
- Taps 
- Flush handles and toilet seats 
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Last updated on 4 July 2020 and is subject to change based on Government guidelines.  

- Remote controls 
- Taps 
- Flush handles and toilet seats 
- Door handles – inside and out 
- Hair dryer handles 
- Iron and ironing boards (if used) 
- Wardrobe doors 
- Heater controls  

 

• Room collateral should be kept to a minimum  

• All available windows should be open to allow for 
ventilation during cleaning  

 

- Door handles – inside and out 
- Hair dryer handles 
- Iron and ironing boards (if used) 
- Wardrobe doors 
- Heater controls  
- Bathroom toiletries  

 

• All laundry is washed at a temperature which 

guarantees elimination of any potential trace of Covid-

19.  

• Servicing the room will continue, unless guests advise 

us they do not wish the team to enter the room.  If 

housekeeping do need to enter the room, they will wear 

a face covering.  

• In room catering is not available. 

• All printed material, pens, menus, cushions and bed 

throws will be removed to reduce touch points. 

Suspected COVID-19 cases and guest self-isolation: 

If a guest displaying signs of the COVID-19 virus (high 

temperature, a new continuous cough, loss or change to your 

sense of taste or smell) while staying in overnight 

accommodation, they should inform reception using the in-

room telephone, and immediately self-isolate where they are 

to minimise any risk of transmission, and request a test. If 

they are confirmed to have COVID-19, they should return 

home if they reasonably can. If a guest cannot return home, 

their circumstances should be discussed with an appropriate 

health care professional and, if necessary, the local authority.  
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