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Dear Valued Employee, 
 

The Following coronavirus Policies, Procedures and Protocols are a compilation of Federal, State, 
City and County regulations, requirements, and guidelines. These regulations, requirements and 
guidelines must be met, at all times, to ensure the safety of all employees, guests and our 
community. Violation of any of the following Policies, Procedures or Protocols will result in discipline 
action up to and including possible termination.   

We have a long road ahead of us and we must work together to win the confidence of our guests 
and community alike. Know that the daily decisions each of us make could have irreversible impacts 
on all of us. Please take the time to read and understand each of these Policies, Procedures and 
Protocols. If you have any questions, please contact Phillip Booghier. 

 

Sincerely,  

Phillip Booghier  

 

•  

Coronavirus (COVID-19) Policies and Protocols  
Revised 05.26.2020 

 

The Health 
and Safety 

of our 
Employees, 
Guests and 
Community 
is our top 
priority 
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After reviewing these Policies and Protocols, you should be comfortable with: 

• Knowing COVID-19 symptoms and preventing its spread 
• Protocols for daily employee health screening 

• Recognizing actions to reduce risk to employees and guests 
• Guidelines for face coverings, hand washing, and food handling 

• Guidelines for cleaning, sanitizing, and disinfecting 
• Physical and operational changes to maintain social distancing 

• Guidelines for preparing the operation to re-open 
• Protocols for instances of exposure or possible exposure 
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Section 1: MANAGING OPERATIONS  

Limited Services  

• Limit restaurant service to walk-up/ pick up Carry-out service only- No dine-in in 
services. Dining room needs to be closed or Tables and chairs removed 

• No seat-yourself options – Until protocols have been put in place to ensure that a 
table has been disinfected prior to a new patron.  

• Discontinuing self-serve operations, such as salad bars, buffets, and beverage service 
stations that require customers to use common utensils or dispensers. 

Employee Health Screening 

• Health Screening - Location Team leader is to perform SECTION 7: “COVID-19 
Employee Health Screening Form for Onsite Screening” for each employee, as well 
as themselves, before they start their shift. Please follow instructions on the form 
and upload for to corporate office as soon as completed.  

• While Performing and recording employee symptoms. Location Team leader Must 
follow protocols outlined in SECTION 7: “Health Screening Protocol” 

Increased Cleaning and Sanitizing  

For proper Cleaning and Sanitizing procedures. Please refer to Section 5: Standard 
Operating Procedures “Cleaning and Sanitizing Food Contact Surfaces”  

• Disinfect any shared objects such as check presenters and POS machines thoroughly 
between uses. 

• Increase frequency of wash, rinse, and sanitize food contact surfaces dishware, 
utensils, food preparation surfaces, and beverage equipment  

• Increase frequency disinfecting surfaces repeatedly touched by employees or 
customers such as doorknobs, equipment handles, check-out counters, and touch 
screens, bottled beverage cooler handles etc.  

• Increase frequency of cleaning and disinfecting floors, counters, and other facility 
access areas. 

• Prepare and use sanitizers according to label instructions 
• Continue to use sanitizers and disinfectants for their designed purposes 
• Verify that your ware-washing facilities are operating at the required wash and rinse 

temperatures and with the appropriate detergents and sanitizers. 
. 
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Section 2: Managing Employee Health 

Practice Social Distancing  

• Employees must maintain 6-foot distancing between other employees to the greatest 
extent possible. 

If an Employee has symptoms associated with COVID-19  

• Employees with symptoms associated with COVID-19 are to report them to their 
supervisor and Corporate Office. Sick employees must stay home and to follow the 
guidelines set out in Section 8: Resources and References “How to Isolate”.  

If an Employee is Sick  

If an employee is sick at work, send them home immediately. Clean and disinfect surfaces 
in their workspace. Others at the facility with close contact (i.e., within 6 feet) of the 
employee during this time should be considered exposed and follow CDC-recommended 
precautions per Section 8: Resources and References  “CDC- Guidance for Suspected or 
Confirmed COVID-19 Exposure “ 

If an Employee has Been Exposed or had Possible Exposure 

• Employees who are well, but know they have been exposed to COVID-19, are to notify 
their supervisor and Corporate Office. Employees are to follow CDC-recommended 
precautions per Section 8: Resources and References  “CDC- Guidance for Suspected 
or Confirmed COVID-19 Exposure “ 

• Inform fellow employees of their possible exposure to COVID-19 in the workplace, if 
an employee is confirmed to have COVID-19, while maintaining confidentiality. 
Inform Corporate Office and Follow CDC-recommended precautions per Section 8: 
Resources and References  “CDC- Guidance for Suspected or Confirmed COVID-19 
Exposure “ 

• For employees who may have had exposure to a person with suspected or confirmed 
COVID-19. Implement workplace controls as described in Section 8: Resources and 
References  “CDC- Guidance for Suspected or Confirmed COVID-19 Exposure “ 

• For returning previously sick employees to work, please refer to Section 8: Resources 
and References “How To Isolate”. 

 

 

 

https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html?CDC_AA_refVal=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-ncov%2Fprepare%2Fdisinfecting-building-facility.html
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Section 3: Personal Hygiene for Employees 

Masks 

• Employees are required to wear a cloth mask in accordance with  
           Section 8: Resources and References Cloth Face Coverings -CDC 

• Mask must be worn at all times, including entering and exiting the building.  

• Cloth face masks are readily supplied by company, if needed. It is suggested you work 

on making your own so that you get the right feel, size etc…This will dramatically 

help with all day comfort. Company will reimburse reasonable amounts for employee 

provided masks. Directions on making cloth face masks provided in Section 8: 

Resources and References Cloth Face Coverings -CDC 

Hand Washing 

• Employees to increase effective hand hygiene including washing hands for at least 20 

seconds, especially after going to the bathroom, before preparing or eating food, and 

after blowing your nose, coughing, or sneezing in accordance with Section 5: 

Standard Operating Procedures- Handwashing  

Good Hygiene 

• Avoid touching your eyes, nose, and mouth 

• Use gloves to avoid direct bare hand contact with ready-to-eat foods 

• Cover your cough or sneeze with a tissue, then throw the tissue in the trash and wash 

hands after. 
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Section 4: Managing Customer Interactions  
 

• Denver Locations = Customers are required to wear face masks while in our facility. 

This is only mandated for locations inside City limits.  

• Social Distance - Waiting lines for carry-out must have an environment where 

patrons and staff maintain social distancing (six feet away from other people) in 

accordance with the applicable State or local requirements 

• Establish designated pick-up zones for customers to help maintain social distancing. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

How to Handle Non-Compliant Customers 

It is suggested that you politely let the non-compliant guest know that the law now requires 
that masks be worn when entering businesses. Express to them that you are concerned about 
getting in trouble with the law and have an obligation to keep your staff and other customers 
safe. Then politely ask that they adhere to social distancing guidelines while in your 
establishment and that they please wear a mask next time they enter your business. You do 
NOT need to refuse service; however, you are allowed to refuse them service if you 
wish (think…no shoes, no shirt, no mask, no service).  
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Section 5: Standard Operating Procedures 

Handwashing 

Policy:  All food production and service personnel will follow proper handwashing 
practices to ensure the safety of food served to customers. 

Procedure:  All employees in the restaurant should wash hands using the following 
steps: 

1. Wash hands (including under the fingernails) and forearms vigorously and 
thoroughly with soap from a soap dispenser and potable warm water (a water 
temperature of at least 100ºF is recommended) for a total of 20 seconds. 

2. Use a sanitary nailbrush to remove dirt from under fingernails. 
3. Lather soap between fingers and on hands thoroughly for 10-15 seconds 
4. Use only hand sinks designated for that purpose.  Do not wash hands in sinks in 

the production area. 
5. Dry hands with single use towels, a mechanical hot dryer, or a high velocity blade 

of non-heated pressurized air.  (Retractable cloth towel dispenser systems are not 
recommended.)  Turn off faucets using a paper towel prevent recontamination of 
clean hands if foot pedals are not available. 

 
It is very important that you wash your hands AFTER these activities: 

• Handling raw meat    • Using the restroom   • Touching your hair, face, body, clothes or 
apron • Sneezing, coughing or using a tissue   • Smoking, eating, drinking or chewing 

gum  • Using chemicals that might affect the safety of food • Emptying or taking out the 
garbage • Clearing tables or washing dirty dishes • Handling money and making change 

 

The restaurant manager will: 

 

1.   Monitor all employees to ensure that they are following proper procedures. 

2.   Ensure adequate supplies are available for proper handwashing. 

3.   Follow up, as necessary. 
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Cleaning and Sanitizing Food Contact Surfaces  

Policy: All food production and service personnel will follow proper handwashing 
practices to ensure the safety of food served to customers.  

Prevent foodborne illness by ensuring by ensuring that all food contact surfaces are 
properly cleaned and sanitized. 

 
Procedure:  
 

1. Wash, rinse, and sanitize food contact surfaces of sinks, tables, equipment, 
utensils, thermometers, carts, and equipment: 

• Before each use. 
• Between uses when preparing different types of raw animal foods, such 

as eggs, fish, meat, and poultry. 
• Between uses when preparing or handling known allergens such as 

tree nuts, peanuts, gluten products, dairy, and soy ingredients. 
• Any time contamination occurs or is suspected. 

2. Wash, rinse, and sanitize food contact surfaces of sinks, 
tables, equipment, Utensils, thermometers, carts, and 
equipment using the following procedure: 

• Wash surface with detergent solution. 
• Rinse surface with clean water. 
• Sanitize surface using a sanitizing solution mixed at a concentration 

specified on the manufacturer’s label. Use premixed solution, and test with 
approved test strips at the start of each shift. 

• Place wet items in a manner to allow air-drying. 
3. When using the 3-compartment sink, setup and use the 

sink in the following manner: 
• In the first compartment, wash with a clean detergent solution at or above 110 

degrees F. 
• In the second compartment, rinse with clean water. 
• In the third compartment, sanitize with a sanitizing solution mixed at a 

concentration specified on the manufacturer’s label for 30 seconds. Test the 
chemical sanitizer solution concentration by using approved test strips. 

4. When using the dish machine: 
• Refer to the information on the data plate for determining wash, 

rinse, and sanitization rinse temperatures; sanitizing solution 
concentrations; and water pressure if applicable. 

• Follow manufacturer’s instructions for use. 
• Ensure that food contact surfaces reach a surface temperature of 160 degrees 

F or above. 
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The restaurant manager will: 
 

1. During all hours of operation, visually, and physically inspect food contact 
surfaces of equipment and utensils to ensure that the surfaces are clean. 

2. In a 3-compartment sink, on a daily basis: 
• Visually monitor that the water in each compartment is clean. 
• Take the water temperature in the first compartment of the sink by using a 

calibrated thermometer. Refer to Using and Calibrating Thermometers 
SOP. 

• Test the sanitizer concentration by using the approved test strips. 
 

3. In the dish machine, on a daily basis: 
• Visually monitor that the water and the interior parts of the machine are 

clean and free of debris. 
• Continually monitor the temperature and pressure gauges to ensure that 

the machine is operating according to the data plate. 
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Section 6: Temporary Paid Sick Leave Policy -Federal Act 
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Section 7: Employee Health Screening 

How to Conduct Employee Health Screening – Health Screening Protocol  

Equipment 

• Contactless temple thermometers. 
• Alcohol swabs (to clean thermometer heads). 
• Disinfecting wipes (to clean thermometer bodies) and work surfaces. 
• Hand sanitizer. 
• Disposable medical gloves. 
• Employee Health Screening Form per Section 7: Employee Health Screening 

“Employee Health Screening Form for Onsite Screening “ 
• Area near the entrance to conduct screening.  
• Masks 

Temperature Screening Personnel  

• Location Team Leader to conduct the screening. Ensure that medical gloves and 
masks are used for all participants.  

• Using a temple thermometer, take the person’s temperature.  
• Record temperature on Employee Health Screening Form per Section 7: Employee 

Health Screening “How to Conduct Employee Health Screening – Health Screening 
Protocol”  

• A fever is defined as a temperature of 100.4 or above. Ask people who have 
a fever to return home and notify their supervisor. 

• If no fever is present, proceed to data entry. 

If the person answers yes to any of the following data entry Questions, ask the 
person to return home and notify the corporate office immediately.  

• Cough  
• Shortness of breath or difficulty breathing 
• Chills 
• Muscle aches 
• Sore throat 
• New loss of taste or smell 

Important:  

• Clean thermometers after each use. 
• Maintain a clean work space. 
• Clean and disinfect all surface areas at the end of the day.  
• Clean your hands frequently. 
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Employee Health Screening Form for Onsite Screening  
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Section 8: Resources and References   

How to Isolate page 1 of 2 
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How to Isolate page 2 of 2 
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Cloth Face Coverings -CDC  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How to Sew Cloth Face Coverings -CDC  
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CDC- Guidance for Suspected or Confirmed COVID-19 Exposure  
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 Section 9: Extra Signs Required for Denver Locations  
 

 Denver Required -Handwashing – post at hand sinks 

 

 

 

 

 

 

 

Denver Required - Masks required – Post at Entrance 
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Section 10: Required Signs at all Locations  

Attention Guests – Help Keep Covid-19 Out – Post at Entrance  

 

                                  Employee Rights-Post back of House  

 

 

 

 

 

Stop the Spread of Germs _ Post Front of House 

 

 

 

 

                                                                   Wash your Hands- Post at all hand sinks 

 

 

Symptoms of Cornavirus - Post at front of House 
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Section 11: Acknowledgment of Receipt and Understanding  
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