





COVID-19 READINESS 
PACK C
STANDARD OPERATING PROCEDURES & CHECKLISTS



(Business Name) – COVID-19 CARE POLICIES AND PROCEDURES
Subject:  COVID-19 Customer Care in Environment	SOP CODE:
Division:  Reception/Front Desk/Sales	
Standard:  Speak Clearly, be friendly during all interactions with the customer.  Remember to smile even though under a mask - you can see a smile in the eyes
Policy: 	Prevent COVID-19 Infection Risk	Reception/Front Desk/Sales to wear masks, screens and gloves and practice social distancing 	During pandemic, encourage customers to make scheduled appointments (see Appointment SOP) to encourage social distancing
Procedure:	Welcoming Customer to Store/Showroom/Workshop:	Open for customer/s entering the Store/Showroom/Workshop asking customers to not touch the door, or entrance gate	Each customer’s details will be recorded on a daily register sheet confirming their:	Date of Visit	Time of Visit	Their Name & Surname	Their ID Number or DOB	Their Contact Number	Their Thermometer Reading (if they consent)	Sanitiser will be applied to every visitor’s hands on entry to the Store/Showroom/Workshop, before making payment or before touching any products within the environment	Remind customer/s of social distancing requirements	Show customer/s the sanitiser within the Store/Showroom/Workshop for application during their visit	Advise customers that during this period, the shop door will remain locked due to social distancing risks	Establish Customer Reason for Visit:	Establish if the customer has an appointment to see a specific staff member and the customer’s reason for visit:	Interested in Purchasing a Jewellery Product	Advise customers that during this period, a limited number and range of items will available to look at	Staff will wear plastic / disposable gloves (not cotton)	A tray with a disposable pad (paper towel or similar) will be used for handling jewellery	Social distancing will be maintained by placing specific items on a tray, the sales person will step back and only then allow the customer to approach	Sanitiser to be used during the handling of products during the sales process	No-one should touch their face during the sales process	Each staff member has their own loupe, ring sizer, calculator, pens and other equipment	All jewellery that has been touched during the sales process will be put into a zip lock bag and then will be cleaned / sanitised before being returned to the shop floor	Repair / Evaluation Needs:	Any repairs taken in from a customer will be placed into a sealable zip lock bag before being thoroughly cleaned prior to any work beginning (soap/water/ultrasonic cleaner where appropriate for jewellery type)	During this period, no watch battery changing or repairs will be done while customers wait as items will need to be thoroughly sanitised before handling	During this period, no earring piercing services be offered	Evaluations will be done once items being evaluated have been thoroughly sanitised	Ring up the items being purchased by the customer	Ask the customer if they want a printed copy of their invoice / bill or if they are happy to get one emailed to them (if possible) so less handling of paper 	Explain in detail the invoice split, if necessary (multiple items)	Ask the customer “Would you like me to turn my screen for you to see the split or prefer I print the bill out for you?	“Mr / Mrs XXX - how will you be paying today?”  If credit card, spray the card machine unit before handing it over and spray again after the customer has used it	If practicable, consider alternative forms of payment to limit interaction at payment point (Zapper or Snapscan)	If the sale is concluded, the product is to be packaged in front of the customer	Place jewellery packaging into a bag and then sanitise exterior of shopper bag	Hand the customer their goods in a bag	Both customer and sales person are to sanitise their hands	Ensure to open the door for the customer so they do not touch door handles	Greet the customer appropriately	
Date SOP issued:	Staff Signature:
Date SOP trained:	Staff Signature:



	

	Subject:  COVID-19 Closing the Store / Showroom / Workshop
	SOP CODE:

	Division:  All Staff
	

	Standard:  Store/Showroom/Workshop to be fully sterilised on closing                  

	Policy: 
· Prevent COVID-19 Infection Risk
· Store/Showroom/Workshop to be fully sanitised on closing

	Procedure:
· Change into your sanitised and stored away travelling clothing and put uniform (if applicable) either into the washing basket to be washed (if applicable) and spray with sterilising spray or spray with sanitising spray and pack into your bag to take home
· Check all washable laundry in the Store/Showroom/Workshop has been put into a sealed laundry bag and sprayed with sanitiser ready to be laundered in the evening or following morning (DO NOT leave laundry lying around or open)
· Check all bins and dustbins are empty and spray all with sanitiser and ensure housekeeping has put out all rubbish in a sealed bag, to ensure sterile spray with solution of sanitiser and JIK / Bleach
· Ensure surface sanitiser is available and filled at all areas where customers or staff may touch
· Ensure hand sanitiser for customer application is full and at front desk 
· Ensure to sanitise everything you touch on your way out, i.e. light switches, door handles, counters, computer, Point of Sale equipment, anything you touch 
· Wear mask, face screen and gloves when closing the Store/Showroom/Workshop Sanitise door handle, before touching
· Sanitise keys 
· Sanitise door handle, after touching
· If setting an alarm, sanitise the keypad before and after using keypad

	Date SOP issued:
	Staff Signature:

	Date SOP trained:
	Staff Signature:






	(Business Name) – COVID-19 CARE POLICIES AND PROCEDURES

	Subject:  COVID-19 General Housekeeping
	SOP CODE:

	Division:  Housekeeping Attendant / Office Cleaner
	

	Standard:  To maintain HIGHEST level of hygiene and sterilisation 

	Policy: 
· Prevent COVID-19 Infection Risk
· All housekeepers to wear masks, screens and gloves and practice social distancing 
· Housekeepers are to clean all Store/Showroom/Workshop common areas, whilst maintaining social distancing as appropriate
· To achieve this, a cleaning roster would be best to implement

	Procedure to clean all common areas:
· Change gloves when moving from cleaning one area to another
· Fill a bucket with warm water diluted with bleach and Handy Andy
· After wiping all areas clean, spray with sanitiser
· Use a new cloth for each area and either use disposable cloths to clean with or wash at high temperature in washing machine (advise disposable cloths)
· Use a fleece cloth to wipe all the doors inside the bathroom, including the toilet doors, spray with sanitiser
· Wipe all cupboards inside and outside, spray with sanitiser 
· Wipe all the walls, spray with sanitiser 
· Wipe the sanitary bins using a wet cloth, spray with sanitiser (arrange with sanitary bin collector to come daily to empty or discuss alternate arrangements)
· Ensure sufficient toilet paper supply
· Pour the toilet cleaner or bleach directly inside the toilet, use the toilet brush to scrub, spray the brush with sanitiser and store away from public 
· Wipe the toilet bowl all around with a wet cloth, then flush, spray with sanitiser
· Ensure the toilet lid is closed at all times
· Wipe all mirrors with clean wet cloth and repeat on top with the dry cloth to shine the mirrors, spray with sanitiser
· Wipe the basins, taps inside counters and outside counters using the wet cloth, spray with sanitiser
· Then repeat again on taps with a dry cloth to shine the taps including the silver lid inside the basin
· Steam mops are HIGHLY recommended as the microfibre cloth covers can be washed in a washing machine after each use and have replacement on hand (repeat steam mopping twice daily)
· Not at any point should there be dirty dishes inside the kitchen sink or any dishes drying on any drying racks; remove drying racks as dishes must be used, washed and packed away immediately; nothing to be left lying around the kitchen area at any point
· Kitchen towels must always be clean and stored in a sterile bag; use once only and put in the laundry, alternatively use disposable towels
· Dirty laundry should always be packed away in a sealed and sanitised bag ready to be loaded in the machine or sent to the laundry
· Laundry must go from the machine to be tumbled dried and straight into a sterile bag and labelled; do not handle laundry or leave it lying around to dry
· Inside and outside of washing machine and tumble dryer to be sanitised before and after each load

To be checked regularly throughout the day (minimum every hour)
· Always make sure that all toilets are clean, smell fresh, toilet lids closed and sanitise
· Check all basins to ensure clean, no soap residue from the dispensers and sanitise
· Empty all dustbins and sanitise after emptying
· Check there is sufficient toilet paper
· No towels are to be used during the pandemic, only paper towels
 

	Date SOP issued:
	Staff Signature:

	Date SOP trained:
	Staff Signature:


























	(Business Name) – COVID-19 CARE POLICIES AND PROCEDURES

	Subject:  COVID-19 Making an Appointment 
	SOP CODE:

	Division:  Reception/Front Desk/Sales
	

	Standard:  Speak clearly, be friendly and warm and assist a customer or potential customer to visit the Store/Showroom/Workshop

	Policy: 
· Prevent COVID-19 Infection Risk
· Any incoming telephone call will be answered within three rings. Should you be busy with another customer, or on the phone, please ask the customer to hold and attend to the call or call another staff member to assist
· A suggested greeting for incoming calls is: “Welcome to Store/Showroom/Workshop, (employee name) speaking, how may I help you?”
· Whenever the call cannot be answered within three rings, an apology will be given: “Welcome to Store/Showroom/Workshop, (employee name) speaking, sorry to keep you waiting, how may I help you?”
· If a caller requests information about a customer or staff member, under no circumstances is the staff permitted to give it.  This should always be referred to a senior / management
· No collect calls will be accepted for any customer or staff member

	Procedure:
When receiving an enquiry for an appointment, the front desk will thank the caller / lead for the enquiry and then:
1) Check availability on the system / appointment book / diary and:
· If there is no availability: 
· Offer the customer an alternative slot
· If there is availability:
· Check if there is already a profile for the customer in the system (if relevant)
· When finding an existing profile, this must be updated before doing the booking
· If the customer does not appear in the database, a profile must be created
2) Before an appointment is confirmed, Reception/Front Desk/Sales is to explain the    following to the customer: 
“Due to the Coronavirus pandemic, we have adapted our procedures to prevent virus spread or contamination.  May I please ask you a few questions before I confirm your appointment: 
· Have you been in contact with anyone that has been tested positive for Coronavirus?  If yes, how long ago? 
· Have you been tested for Coronavirus? If yes, how long ago?
· Do you currently have any flu like symptoms, fever, sore throat, runny nose, headaches, generally not feeling well or lost your sense of taste or smell?
· Can I assume that, due to lockdown, you have not travelled outside of South Africa or within South Africa in the last 21 days?
· If the guest is not feeling well or has been in contact with or been infected with Coronavirus and has not tested negative in the past 3 weeks, then say: 
· “Mr/s****** since we are doing our part to flatten the curve, may I ask that we move your appointment to when you are feeling better as it may be a better idea to stay at home or perhaps call your doctor. Should you be in need of sooner assistance, we are able to offer you an online consultation to discuss and look at your needs, if you wish.”
· If guest is well and virus free, then explain the appointment process:
· “Mr/s****** , during this time, we are limiting time spent in our Store/Showroom/Workshop.  We are able to do an online consultation prior to your visit.  During this time, we will ask that only credit card or eft payments are made as we are not handling any cash at this point.” 
3) Remind the customer that if they show any Covid-19 symptoms, they should rather reschedule their appointment for a later date.
4) Say the following to the customer: “I would like to please just let you know as part of our COVID-19 Prevention Policy, I will now read to you all the measures we are taking as a business for your and our safety, please note it will take only a minute.” Edit as applicable:
1. All staff will wear masks, at all times
2. All visitors to our Store/Showroom/Workshop are to wear masks, at all times
3. Do to social distancing risks, the entrance door will remain locked
4. Sales Consultants will assist customers whilst wearing gloves
5. Sanitiser will be applied to every customer’s hands on entry to the Store/Showroom/Workshop, before making payment and before touching any products
6. We will not have any magazines or newspapers or any flyers of any type
7. Our Store/Showroom/Workshop will have a residual disinfecting service every week / 30 days
8. We will have protective screens put up at the payment desk
9. There will be no refreshments available 
10. We ask that only credit cards or eft payments are made as we are not handling any cash at this time
11. We are allowing an additional 30 minutes between appointments to effectively sanitise the Store/Showroom/Workshop
12. All stations will be equipped with sanitiser for staff to sanitise equipment and surfaces before and after all services
13. We are making use of ozone and/or UVC lights for additional neutralisation of bacteria
14. All our soap dispensers are automated
15. All our waste bins have foot pedals and are covered
16. We will make use of paper towels and/or disposable hand towels
17. We will ensure to have a minimum of 1-5 - 2m distance between people within the environment.
Do you have any questions? 
We look forward to seeing you in person and making your jewellery dream a reality.”

5) A confirmation of appointment should be sent to the customer immediately by email or WhatsApp after the appointment has been made
6) Included in the confirmation should be the summary outlining the Covid-19 Care Checklist for the Store/Showroom/Workshop



	Date SOP issued:
	Staff Signature:

	Date SOP trained:
	Staff Signature:



	(Business Name) – COVID-19 CARE POLICIES AND PROCEDURES

	Subject:  COVID-19 Opening the Store/Showroom/Workshop
	SOP CODE:

	Division:  All Staff
	

	Standard:  Store/Showroom/Workshop to be fully sterilised on opening and ready 30 minutes prior to official opening                  

	Policy: 
· Prevent COVID-19 Infection Risk
· Store/Showroom/Workshop to be opened at least 30 minutes before first customer arrives

	Procedure:
· Wear mask and gloves when opening the Store/Showroom/Workshop
· Sanitise keys prior to opening 
· Sanitise the door handle
· Sanitise keys after opening
· Wash and sterilise hands and lower arms (to elbow) for 30 seconds as per the Sterilisation SOP
· Change into your sanitised uniform and shoes and spray sanitiser on travel clothing and pack away (If uniform is applicable)
· Sanitise your bag and any other items you have, and put immediately into the allocated (pre sanitised) storage area touching as little as possible
· Wash and sterilise hands and lower arms (to elbow) for 30 seconds as per the Sterilisation SOP
· Switch on lights and sanitise the switch touched after use
· Sanitise your front desk, work top areas, phone + handle, credit card machine / Point of Sale Equipment, etc (all areas of front desk)
· Sanitise couches or chairs at reception area if applicable
· Ensure surface sanitiser is available and filled at all areas where customers or staff may touch
· Ensure hand sanitiser for customer application is full and at front desk 
· If you are able to leave front door open so there is no contact with handles or doors, do so.
· If front door needs to remain locked, utilise a front door entrance sign stating:
PLEASE DO NOT OPEN THE DOOR, ONE OF OUR STAFF MEMBERS WILL OPEN FOR YOU
· Reception to be attentive to front door. Ideal is a front door buzzer system.
· On receiving a customer, a staff member is to open for the customer so they don’t touch anything and immediately sanitise customer hands on arrival and issue a mask if the customer are not already wearing one
· Ensure all signage is visible throughout the Store/Showroom/Workshop noting key Covid-19 Care Policies
· Please do not allow the customers to self-sanitise as they will need to touch the bottle

	Date SOP issued:
	Staff Signature:

	Date SOP trained:
	Staff Signature:






	(Business Name) – COVID-19 CARE POLICIES AND PROCEDURES


	Subject:  COVID-19 Safety and Sanitising System Survey SOP
	SOP CODE:

	Division:  All Staff
	

	Standard:  Ensure to grade each statement with each customer survey form returned 

	Policy: 
· Prevent COVID-19 Infection Risk
· Survey to be sent out prior to lockdown lift in order to prepare and ensure customer’s comfort at the Store/Showroom/Workshop
· Survey to be sent out weekly and measure responses to decide whether to send out as WhatsApp instead of email
· Survey results to be measured and used to further refine Covid-19 Safety and Sanitising System for environment 

	Procedures:
Please let us know how you feel about the COVID-19 Safety and Sanitising Systems we are implementing in order to make our space as safe and sanitised as possible for you to visit as soon as you are able to.
Rate from 1 - 3:
1 = Excellent and very important 
2 = Important but not too concerned
3 = Not very important 
 Continuous training of all staff on new Standard Operating Procedures, specifically focussed on COVID-19 prevention
1. Full sanitising of Store/Showroom/Workshop prior to re-opening
2. Limiting time spent in the Store/Showroom/Workshop by implementing virtual consultations with customers prior to visits
3. Limiting the amount of people in the Store/Showroom/Workshop at one time and maintaining required social distancing
4. Sanitisers at numerous points in the Store/Showroom/Workshop
5. Signage and posters explaining new procedures
6. Temperature readings of all consenting people who enter the Store/Showroom/Workshop
7. Use of register / log to record all entering the Store/Showroom/Workshop on a daily basis
8. Use of masks, screens and gloves, as appropriate
9. Longer time between appointments to give time to fully sanitise area/s
10. Only EFT or credit card payments accepted to prevent handling of cash
11. Hourly sanitising of all common areas
12. Regular decluttering of surface spaces
13. Weekly / monthly fogging / sanitising of the Store/Showroom/Workshop
Please let us know anything else you would like us to implement that would make you feel more comfortable when visiting our space.

	Date SOP issued:
	Staff Signature:

	Date SOP trained:
	Staff Signature:




	(Business Name) – COVID-19 CARE POLICIES AND PROCEDURES

	Subject:  COVID-19 Sanitisation Process
	SOP CODE:

	Division:  All Staff
	

	Standard:  Ensure all items sanitised after and before use          

	Policy: 
· Prevent COVID-19 Infection Risk
· Follow the directions of sterilisation/sanitisation of self, tools, equipment & jewellery products
· Sterilise items before use
· Sterilise items immediately after use to reduce risk of spread

	Procedures:
WASHING YOUR HANDS & ARMS (for at least 30 seconds)
1. Wet hands and lower arms (to elbow) with hot water
2. Apply enough soap to cover all hand and lower arm surfaces
3. Rub hands palm to palm and up
4. Right palm over left dorsum with interlaced fingers and vice versa
5. Palm to palm fingers interlaced
6. Back of fingers to opposing palms with fingers interlocked
7. Rotational rubbing of left thumb clasped in right palm and vice versa
8. Rotational rubbing, backwards and forwards with clasped fingers of right hand in left palm and vice versa
9. Rub up your lower arm to elbow thoroughly ensuring over the full surfaces
10. Rinse hands and lower arms (to elbow) with hot water
11. Dry thoroughly with a single use disposable towel
12. Use towel to turn off tap
13. Apply 2 pumps of sanitiser to cover each of your hands and arms (sanitiser dependent)

GENERAL OFFICE EQUIPMENT
1. Wash down with hot soapy water using a disposable cloth to remove any organic material, if possible, to do on specific equipment
2. Wipe down all surfaces thoroughly with liquid spray sanitiser 

METAL INSTRUMENTS/TOOLS (i.e. tweezers, rulers, pliers, files, loupe, related jeweller / goldsmith tools, etc)
1. Wash with hot soapy water and scrubbing brush to remove any organic material  
2. Spray with liquid spray sanitiser 
3. Thoroughly dry implements 
4. Place into UV box for a minimum of 20 minutes before use 
5. Those safe can be put into the Ultrasonic cleaner before use

JEWELLERY PRODUCTS IN STORE/SHOWROOM/WORKSHOP
1. After use, wipe down products keeping in mind the following guidance:
· Wipe jewellery with sanitiser wipes before returning to stock / counters / displays
· Never use sanitiser or alcohol on organic gems such as Pearls or Coral
· Porous gems such as Opals or Turquoise
2. If products lose their lustre, put through sink, ultrasonic machine or steamer

JEWELLERY REPAIRS / EVALUATIONS 
1. Any repairs taken in from a customer must be placed into a sealable zip lock bag.
2. Jewellery is to be thoroughly cleaned, based on jewellery type, prior to any service or work beginning on the item
3. Once service has been completed on item, product is to be put through sink, ultrasonic machine, UV machine or steamer
4. Product is to be packaged in jewellery packaging in front of the customer, as far as possible if collecting, and immediately placed into a shopper bag

JEWELLERY ORDERS / REPAIRS AHEAD OF DISPATCH
5. Before packaging an order or repair ahead of dispatch or collection, put product through sink, ultrasonic machine, UV machine or steamer, if customer asks for this to be done
6. Jewellery product is to be packaged in jewellery packaging in front of the customer, as far as possible, and immediately placed into a shopper bag

SURFACES
1. Spray surfaces with liquid sanitiser and wipe down thoroughly using disposable cloth or towel, which must be disposed of immediately

STAFF UNIFORMS, MASKS AND SCREENS 
1. Uniforms (if applicable) must be washed on 40 – 60 degrees plus at the end of each day, ensure to have at least 2 to 3 uniforms to swop as must be washed every single day (preferable to have laundered by the business owner and stored in locker) 
2. If cleaning uniform at home, to be washed as per point 1, then sprayed with sanitiser and packed in a cloth bag, securely closed before taking to work to change into
3. Shoes must be cleaned with spirits at end of each day and stored in locker
4. Cloth masks must be washed on 40 degrees at the end of each day, ensure to have at least 2 to 3 cloth masks to swop but must be washed every single day (preferable to have laundered by the business owner and stored in locker)
5. Face screens (if applicable) are to be sprayed with sanitiser and wiped down regularly during the day and at end of the day prior to being stored in locker
6. Sales staff are to be used with a supply of disposable rubber gloves to wear during the sales process.  After each consultation, these gloves are to be safely disposed of

FLOORS
1. Floors should be vacuumed before washing  
2. Wash floors with a washable squidgy covered in a cloth with a solution of JIK/chlorine-based solution and dried 
3. Each room must be cleaned with clean water and JIK/chlorine-based product. Do not clean the whole Store/Showroom/Workshop with the same water  
4. Mops/ brooms/ squidges must be put out to dry in the sun

CLEANING CLOTHS /TEA TOWELS 
1. Must be soaked in a solution of JIK/chlorine-based solution, then machine washed on 40 degrees plus and dried 

BINS AND WASTE 
1. All bins and dustbins should be replaced with pedal bins so that staff do not need to touch the dustbin lid 
2. Staff handling these bins should, at all times, wear the appropriate PPE (heavy duty kitchen gloves) whilst handling the dustbins
3. At the end of the day, all gloves, disposables, tissues (with bodily fluids) etc. from the Store/Showroom/Workshop should be placed in a bag and a solution of JIK/chlorine-based liquid poured over it
4. All rubbish to be sealed in bags and discarded in the appropriate dustbins outside of the Store/Showroom/Workshop
5. Staff to ensure to wash gloves in hot soapy water, spray down with sanitiser
6. Wash and sterilise hands and lower arms (to elbow) for 30 seconds as per the Sterilisation SOP

	Date SOP issued:
	Staff Signature:

	Date SOP trained:
	Staff Signature:






















	(Business Name) – COVID-19 CARE POLICIES AND PROCEDURES

	Subject:  COVID-19 Customer Virtual Consultation
	SOP CODE:

	Division:  Sales
	

	Standard:  1-hour online video consultation to be performed prior to bespoke jewellery work undertaken

	Policy: 
· Prevent COVID-19 Infection Risk and opportunity to generate future income 
· Video meeting scheduled with customer
· Sales to have full completed questionnaire and consent forms prior to virtual consultation
· Virtual Consultations to be recorded, with permission, and kept on file

	Procedure:
1. Send invitation code to customer before scheduled meeting.
2. Ensure to log on to Zoom, or your preferred video conferencing programme, for allocated meeting time 
3. Ensure meeting is being recorded and ask permission again, whilst recording, if you may record the consultation to keep on file
4. Outline the virtual consultation process to the customer, discussing the key areas of:
· Budget Expectations
· Timeframe Expectations & Deliverables
· Occasion / Jewellery Purpose / Jewellery Type
· Metal Choice
· Stone Choice
· Stone Cut Choice
· Setting Choice
· Band Type (if Ring)
· Finishing Options
· Style Choice
· Design Deposit (that goes toward final purchase price of piece) to get started on stone and metal sourcing and design
· Discussion around sketching, Computer Rendering & 3DModel
5. Once each of the key discussion areas have been met, agree the timeframes for the deliverables discussed
6. Ask if the customer has any further questions and end with your commitment to making their jewellery dreams a reality

	Date SOP issued:
	Staff Signature:

	Date SOP trained:
	Staff Signature:
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Standard Operating Procedure – Company Name
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	COVID-19 CLOSING THE STORE/SHOWROOM/WORKSHOP CHECKLIST


	SOP CODE: ____________________________					WEEK DATE:
	_______________________

	 
	 
	 
	 
	 
	 
	 
	 

	DAY DUTIES
	MON
	TUES
	WED
	THURS
	FRI
	SAT
	SUN

	Change into sanitised travel clothing, place uniform (if applicable) into laundry bag to be washed and spray with sterilising spray or pack into bag to take home
	 
	 
	 
	 
	 
	 
	 

	Check all washable laundry in the Store/Showroom/Workshop has been put into a sealed laundry bag and sprayed with sanitiser ready to be laundered in the evening or following morning (DO NOT leave laundry lying around or open)
	 
	 
	 
	 
	 
	 
	 

	Check all bins and dustbins are empty and spray with sanitising solution
	 
	 
	 
	 
	 
	 
	 

	Ensure surface sanitiser is available and filled at all areas where guest's or therapist's may touch
	 
	 
	 
	 
	 
	 
	 

	Ensure hand sanitiser for customer application is full and at front desk
	 
	 
	 
	 
	 
	 
	 

	Switch off lights, sanitise all you touch as exit store/showroom/workshop
	 
	 
	 
	 
	 
	 
	 

	Mask, face screen and new pair gloves on (as exiting store/showroom/workshop)
	 
	 
	 
	 
	 
	 
	 

	Sanitise door handle
	 
	 
	 
	 
	 
	 
	 

	Sanitise keys prior to locking and door handle after touching
	 
	 
	 
	 
	 
	 
	 

	If setting an alarm sanitise the keypad before and after using keypad
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	MANAGEMENT SIGNED CONFIRMATION CHECKED
	 
	 
	 
	 
	 
	 
	 





	


COVID-19 GENERAL HOUSEKEEPING CHECKLIST
SOP CODE: ____________________________							WEEK DATE:
	

	DAY DUTIES
	MON
	TUES
	WED
	THURS
	FRI
	SAT
	SUN

	Change gloves when moving from cleaning one area to another
	 
	 
	 
	 
	 
	 
	 

	Fill a bucket with warm water diluted with bleach and handy andy
	 
	 
	 
	 
	 
	 
	 

	After wiping all areas clean, spray with sanitiser
	 
	 
	 
	 
	 
	 
	 

	Use a new cloth for each area and either use disposable cloths to clean with or wash at high temperature in washing machine (advise disposable cloths)
	 
	 
	 
	 
	 
	 
	 

	Use a fleece cloth to wipe all the doors inside the bathroom, including the toilet doors, spray with sanitiser
	 
	 
	 
	 
	 
	 
	 

	Wipe all cupboards inside and outside, spray with sanitiser
	 
	 
	 
	 
	 
	 
	 

	Wipe all the walls, spray with sanitiser
	 
	 
	 
	 
	 
	 
	 

	Wipe the sanitary bins using a wet cloth, spray with sanitiser (arrange with sanitary bin collector to come daily to empty or discuss alternate arrangements)
	 
	 
	 
	 
	 
	 
	 

	Ensure sufficient toilet paper supply
	 
	 
	 
	 
	 
	 
	 

	Pour the toilet cleaner or bleach directly inside the toilet, use the toilet brush to scrub, spray the brush with sanitiser and store away from public
	 
	 
	 
	 
	 
	 
	 

	Wipe the toilet bowl all around with a wet cloth, then flush, spray with sanitiser
	 
	 
	 
	 
	 
	 
	 

	Ensure the toilet lid is closed at all times
	 
	 
	 
	 
	 
	 
	 

	Wipe all mirrors with clean wet cloth and repeat on top with the dry cloth to shine the mirrors, spray with sanitiser
	 
	 
	 
	 
	 
	 
	 

	Wipe the basins, taps inside counters and outside counters using the wet cloth, spray with sanitiser
	 
	 
	 
	 
	 
	 
	 

	Then repeat again on taps with a dry cloth to shine the taps including the silver lid inside the basin
	 
	 
	 
	 
	 
	 
	 

	TWICE A DAY: Steam mop floors
	 
	 
	 
	 
	 
	 
	 

	Wash dishes and dry immediately
	 
	 
	 
	 
	 
	 
	 

	Clean and store away kitchen towels in a sterile bag (use once only and put in the laundry, alternatively use disposable)
	 
	 
	 
	 
	 
	 
	 

	Pack away dirty laundry in a sealed and sanitised bag ready to be loaded in the machine or sent to the laundry
	 
	 
	 
	 
	 
	 
	 

	After washed and tumble dried, the laundry it must go from the machine straight into a sterile bag and labelled 
(do not handle laundry or leave it lying around to dry)
	 
	 
	 
	 
	 
	 
	 

	Sanitise inside and outside of washing machine and tumble dryer before and after each load
	 
	 
	 
	 
	 
	 
	 

	EVERY HOUR (max 4 HOURS): Check all bathrooms and toilets are clean, smell fresh, toilet lids closed and sanitise
	 
	 
	 
	 
	 
	 
	 

	EVERY HOUR (max 4 HOURS): Check all basins to ensure clean, no soap residue from the dispensers and sanitise
	 
	 
	 
	 
	 
	 
	 

	EVERY HOUR (max 4 HOURS): Empty all dustbins and sanitise after emptying
	 
	 
	 
	 
	 
	 
	 

	EVERY HOUR (max 4 HOURS): Check there is sufficient toilet paper and fold in a triangle on the edges
	 
	 
	 
	 
	 
	 
	 

	EVERY HOUR (max 4 HOURS): Ensure no dishes in sink - dry and put away (constantly check)
	 
	 
	 
	 
	 
	 
	 

	MANAGEMENT SIGNED CONFIRMATION CHECKED
	 
	 
	 
	 
	 
	 
	 

	COVID-19 OPENING THE STORE/SHOWROOM/WORKSHOP CHECKLIST

	SOP CODE: ____________________________
	WEEK DATE: _______________________

	 
	 
	 
	 
	 
	 
	 
	 

	DAY DUTIES
	MON
	TUES
	WED
	THURS
	FRI
	SAT
	SUN

	Mask and new pair of gloves on (When entering Store/Showroom/Workshop)
	 
	 
	 
	 
	 
	 
	 

	Sanitise keys prior to opening
	 
	 
	 
	 
	 
	 
	 

	Sanitise door handle
	 
	 
	 
	 
	 
	 
	 

	Sanitise keys after opening
	 
	 
	 
	 
	 
	 
	 

	Wash and sterilise hands and lower arms (to elbow) for 30 seconds
	 
	 
	 
	 
	 
	 
	 

	Change into sanitised uniform (if applicable) at the Store/Showroom/Workshop and sanitise your travel clothing and shoes and pack away
	 
	 
	 
	 
	 
	 
	 

	Sanitise bag and personal items and put immediately into the allocated (pre sanitised) storage area touching as little as possible
	 
	 
	 
	 
	 
	 
	 

	Switch on lights and sanitise light switches 
	 
	 
	 
	 
	 
	 
	 

	Sanitise front desk, protective screen, work tops, phone + handle, credit card machine, computer, Point of Sale Equipment (all areas of store front desk)
	 
	 
	 
	 
	 
	 
	 

	Sanitise couches or chairs at reception area if applicable
	 
	 
	 
	 
	 
	 
	 

	Ensure surface sanitiser is available and filled at all areas where customers or staff may touch
	 
	 
	 
	 
	 
	 
	 

	If you are able to leave front door open, to increase ventilation, and limit contact, do so
	 
	 
	 
	 
	 
	 
	 

	Ensure all signs are clean and visible on front door and throughout Store/Showroom/Workshop noting policy
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	MANAGEMENT SIGNED CONFIRMATION CHECKED
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