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1. GOAL 

 
To establish the set of measures and actions needed to minimise the risk of exposure to COVID-19 and 

ensure the health and safety of customers and workers. 

 
Without prejudice to the applicable legislation and the organisation’s HACCP system, this document sets 

out a series of requirements and measures reinforcing those already in use and necessary to deal with the 

COVID-19 crisis. 

 
 

2. SCOPE 

 
This contingency plan is applicable to all the activities making up CATERGEST’s catering services. 

 

 
3. RESPONSIBILITIES 

 
• Department Directors are responsible for undertaking and implementing the extraordinary 

measures in the process stages under their responsibility, and for applying corrective measures to 

any deviations. 

• Area managers are responsible for ensuring the extraordinary measures are applied, hygiene 

practices are correct in the stages of the process that they oversee, and corrective measures are 

implemented if any deviations arise in the process. 

 All CATERGEST employees are responsible for performing the activities in this contingency plan 

which apply to them. 

 

 
4. REFERENCES 

 
CATERGEST’s Analysis of Hazards and Critical Control Points. 

 
Biological risk assessment: Exposure to Coronavirus by the Cualtis Prevention Service 

 
Guide to best practices in food handling and preparation for the restaurant sector. Measure during the 

COVID-19 pandemic. 

 
COVID-19 and food safety: guidelines for catering companies. WHO 
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Order SND/414/2020, of 16 May, on the relaxation of certain national restrictions established after the 

declaration of the present state of emergency. 

 
Order SND/422/2020, of 19 May, governing the conditions for the compulsory use of face masks during 

the COVID-19 healthcare crisis. 

 
Order SND/458/2020, of 30 May, on the relaxation of certain national restrictions established after the 

declaration of the present state of emergency, applying Phase 3 of the plan for transition to the new 

normal. 

 
Royal Decree-Law 21/2020, of 9 June, on urgent prevention, containment and coordination measures 

for dealing with the COVID-19 healthcare crisis. 

 
 

5. HYGIENE AND/OR PREVENTION MEASURES FOR EMPLOYEES 

 
It is essential to strengthen personal hygiene measures in all areas of work: 

 
• Hand hygiene is the main measure for prevention and control of infection, preferably washing 

hands with soap and water, according to technique. Hands must be washed frequently, and 

always: 

o When leaving or arriving home. 

o When starting work. 

o After going to the toilet. 

o After a break and before eating or drinking anything. 

o Between handling raw food and cooked food. 

o After touching unhygienic objects (money, keys, etc.). 

o After cleaning and disinfecting tasks. 

o After coming into contact with solid waste or leftover food. 

 
• People must cough and/or sneeze into a disposable tissue placed over the mouth and nose, which 

they must then dispose of in a pedal bin with lid, and then wash their hands. If no tissues are 

available, they must cough or sneeze into the crook of their elbow. 

 

• They must avoid touching their face, as the disease can be transmitted by hand-to-face contact 

 
• Also, people handling food must: 

o Keep their nails short and tidy, and avoid wearing rings, bracelets, wristwatches and 

other accessories. 

o Not wear make-up or other cosmetic products which could be a source of 

prolonged exposure if contaminated. 
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o Any cuts or grazes must be protected with a waterproof dressing, and if necessary, gloves. 

 
 Not hug, kiss, or shake hands with friends or co-workers. 

 

 Keep the interpersonal safe distance required by the Ministry of Health. If distancing is not 

possible, wearing a mask is compulsory. 

 

• If applicable, all workers must wear the individual personal protective equipment (PPE) 

provided by the company and tell their manager if any PPE is damaged or becoming less effective. 

 

• They should not use their personal mobile phone, but if using it during breaks or due to an 

emergency, always wash or disinfect their hands again afterwards. 

 

• Work telephones, computer keyboards and mouses and other personal objects such as 

spectacles must be disinfected often with an alcohol-based disinfectant solution. In general, they 

must avoid sharing tools or objects with other people, and it is advisable to disinfect any tools 

before using. In the specific case of shared work phones, in every shift one person must be 

designated to answer and make phone calls, and the phone must be disinfected at the end of the 

shift. 

 

 
6. GENERAL PREVENTION MEASURES 

 
• The following workers must not come into the workplace: 

o Workers who are self-isolating at home because they have been diagnosed with COVID-19 

or they have any of the symptoms of COVID-19. 

o Workers who do not have symptoms but are in quarantine at home after coming into 

contact with any person with symptoms or who have tested positive for COVID-19. 

 
• Everyone must take the necessary actions to ensure they can keep a safe distance between 

workers, and between workers and any customers/visitors who come to their workplace. 

 

• Interpersonal distancing measures must also be followed in rest areas, staff bathrooms, changing 

rooms, etc., and in any other shared use area. Thus, excess furniture will be removed from 

canteens, waiting rooms, meeting rooms, etc., and informative posters placed indicating 

maximum capacity as well as occupancy instructions. 
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 Signing in with fingerprints is not allowed, and individual cards will be used instead. 

 
• To avoid the risk of large gatherings or workers or any other people in spaces or work areas, 

staggered shifts will be organised, adjusting schedules as necessary. In-person meetings must also 

be avoided as much as possible. 

 

• Daily cleaning and disinfection of workplaces must be increased, with special attention to 

bathrooms and communal areas, as well as to the surfaces that come into contact most, such as 

doorknobs, handrails, shared work equipment (printers, photocopiers, etc.) and similar items. 

 

• Check that bathrooms and toilets always have soap, disposable paper towels, and waste bins, if 

possible pedal operated and with a lid. 

 

• Where workstations are shared by more than one worker, the workstation must be cleaned and 

disinfected the workstation after each use or at the end of the shift, paying special attention to 

furniture, work equipment, and other items that tend to be handled. 

 

• Facilities must be ventilated regularly, at least once a day for five minutes. If using mechanical 

ventilation, this should be well-maintained and disinfected1. 

 

• All personal hygiene material (masks, gloves, etc.) must be disposed of in the “Resto” bin (used 

for domestic waste which is non-recyclable). 

 

 
6.1. UNIFORMS 

 
Workers’ uniforms must be clean and used only for work. They must not enter or leave the workstation 

in work clothes, including footwear. 

 
In changing rooms, street clothes and footwear must be kept separate from work clothes and footwear, 

to avoid contamination. 

 
At the end of the working day, work clothes must be put in a bag and closed, and disinfected every day in a 

complete washing machine cycle at 60-90ºC2. 
 
 

 
1 Article 6.3 of Order SND/399/2020, Order SND/414/2020 and Ordee 458/2020 
2 Article 16b of Order 399 SND of 9 May 2020 
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6.2. PROTECTIVE EQUIPMENT 

 
In situations where safe distancing between people cannot be guaranteed: 

• Collective protection equipment must be available (protective screens installed between 

workstations and/or between workers and any users/customers/visitors), and/or 

• Appropriate protective face masks must be provided for workers. 

 

 
6.2.1. MASK USE 

 
The use of cloth or surgical masks is compulsory whenever safe distancing cannot be maintained3, 

and their use is also compulsory for the following jobs: 

 

JOB MASK USE 

 
Warehouse manager and assistant 

Cloth mask: 

o When people are not a safe distance apart. 

 

 
Chefs and assistant chefs 

Cloth mask: 

o Preparing dishes to be eaten cold. 

o Plating up and packaging. 

o When people are not a safe distance apart. 

 

Assistant servers and busboys 

Cloth mask: 

o While the meal is being served. 

o When people are not a safe distance apart. 

 

School dining room staff 

Cloth mask: 

o While the children are eating/the meal is being served. 

o When people are not a safe distance apart. 

 
 

Cleaning staff 

Cloth mask: 

o When people are not a safe distance apart. 

FFP2 mask: 

o If a person is confirmed or suspected to have COVID-19 

and their work area must be cleaned. 

 
 

3 Order SND/422/2020 and Royal Decree-Law 21/2020 
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Drivers on meal delivery routes 

Cloth mask: 

o When transporting and delivering meals (routes) 

o When people are not a safe distance apart. 

 
Maintenance personnel 

Cloth mask: 

o When people are not a safe distance apart. 

 

A worker who begins to have symptoms must go to a separate space, put on a surgical mask and proceed 

as defined in the section of this document WHAT TO DO IF SYMPTOMS OF THE DISEASE APPEAR. 

 

 
6.2.2. OTHER PROTECTIVE EQUIPMENT 

 
• GLOVES 

 
The use of gloves can create a false sense of security, which may lead personnel to wash their hands 

less often than they should. Wearing gloves does not make any difference to the handwashing 

requirements. Therefore, gloves should only be worn when necessary, taking into account: 

 

o They must be replaced often. 

o Do not blow into the gloves when putting them on. 

o Taking gloves off often contaminates the hands, so it is essential to wash your hands 

after taking them off. 

o Wash your hands before putting on a new pair of gloves. 

o Change gloves after any activity not relating to handling food, such as opening or closing a 

door or emptying a bin. 

o Avoid touching your mouth or eyes when wearing gloves. 

 
While preparing meals, it is preferable to wash your hands often rather than using gloves, especially 

during cooking. It may be dangerous to wear gloves close to the cooktop flames because they can 

catch fire. 

 

Wearing gloves is compulsory during cleaning and disinfection. 
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• FACE SHIELDS 

 
This protective equipment protects against propelled particles and splashes. It is to be used for work 

done very close to infected people, or those suspected to be infected, if there is no barrier (collective 

protection); in all cases it must be remembered that this type of equipment does not offer any 

protection against inhalation of the virus, so it should only be used in combination with the 

corresponding face mask. 

 

 
6.3. SANITISING GEL 

 
Hand sanitising stations with alcohol-based disinfectant gel must be set up for disinfecting hands and 

personal objects, in areas where hands cannot be washed with soap and water, such as: 

 Kitchens: in the office or computer area, if there is one. 

• The area where goods are delivered by suppliers. 

• Self-service lines used by Catergest personnel. 

 At the entrance to dining rooms/ establishments where meals are served. 

• Company vehicles. 

 Offices. 

 Staff dining rooms 

 
The use of hand sanitiser gel is a supplement to handwashing but does not replace it. 

 

 
7. TRANSPORT AND VEHICLES 

 
If a centre has a CATERGEST vehicle, this should be equipped with hand sanitiser gel or disinfectant 

solution and disposable paper towels. 

 

As well as cleaning and disinfecting the vehicle in the usual way, after each use the surfaces in the driver’s 

compartment that are most often touched must be disinfected: the steering wheel, gear shift, safety belt, 

door handles, hand brake, and window controls. 

 

Whenever possible, only the driver should be in the vehicle. If more than one person has to travel in the 

same vehicle, they must sit as far apart as possible, with a maximum of 2 people in each row of seats and 

wearing masks. Hand sanitiser gel must be available and hands must be sanitised when entering and leaving 

the vehicle. 
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8. CLEANING AND DISINFECTING FACILITIES, EQUIPMENT, AND SURFACES 

 
The cleaning programme to prevent and control COVID-19 must be followed, as well as the programme 

defined for each workplace. The following points should be included: 

 

• Cleaning beforehand is essential for disinfection to be effective, so the process should be: 

o Step 1: Cleaning, eliminating organic matter. 

o Step 2: Disinfecting with an authorised disinfectant product and/or diluted sodium 

hypochlorite (bleach). 

 
• It is important to ensure facilities, equipment and surfaces are all correctly cleaned, paying 

special attention to critical points such as door handles, handrails, buttons and switches, desks 

and workbenches. 

 
 Waste bins must be checked often to ensure they are clean, and waste is removed, in order to 

avoid any accidental contact. 

 
• Cleaning equipment must be used for this purpose only and disinfected after use at a temperature 

over 60ºC or by soaking with bleach. In any case, cloths and scourers must be changed regularly. 

Disposable kitchen paper must be used for cleaning offices, dining rooms (tables and chairs), and 

counters where meals are served. 

 

• After each cleaning, the workers must safely dispose of the materials and protective equipment 

used and then wash their hands. 

 

 
9. PRODUCTIVE PROCESSES 

 

 
Catergest’s HACCP Food Safety System must always be followed. This system is regularly checked and 

supervised by the healthcare authority. 

 

Special attention should be paid to the points below. 

 
 

9.1. RECEPTION OF GOODS AND RAW MATERIALS 

 
Suppliers must comply with the agreed delivery schedules. 
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The suppliers’ access to the facilities will be restricted to areas where their presence is required. The 

goods must be received in an area set aside for this purpose, considered a “dirty area”. However, in 

exceptional cases suppliers may be allowed into the storage rooms and cold rooms, applying the 

recommended hygiene and protection measures. 

Delivery notes will be filled in and signed only with pens belonging to each person and not shared. Handling 

paper must be avoided as much as possible. After handling paper, personnel must wash their hands or use 

hand sanitiser gel. 

 

 
9.2. COOKING PROCESSES 

 
As part of COVID-19 prevention, segmented and organised work flows will be set up to keep processes 

clean and tidy. 

 

The HACCP Food Safety system must be followed, with special attention to disinfecting fruit and 

vegetable to be eaten raw; compliance with cooking and storage temperatures; cleaning and 

disinfecting kitchen utensils and other items used, and good practices for food handling and 

preparation in general. 

 

 
10. DINING ROOMS 

 
The necessary distances for maintaining the safe interpersonal distancing stipulated by the Ministry of 

Health will be defined for each dining room. 

 

Tables and chairs must be disinfected after each use with approved virucide disinfectant and disposable 

paper towels. 

 
The room must be ventilated regularly, at least after each sitting, for at least 5 minutes. 

 

All dishes, cutlery and glasses must be washed and disinfected in a dishwasher, even if they have not 

been used but the diners may have touched them. 

 

Food must not be served as a buffet; alternative safe serving options must be provided. 

 
Self-service products such as cruets, oil and vinegar, fruit bowls, bread baskets and similar utensils must 

be removed and the products served in a different way. 
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12. WHAT TO DO IF SYMPTOMS OF THE DISEASE APPEAR 

 
If symptoms similar to the known COVID-19 symptoms appear at home, the worker must not go to their 

workplace, but inform the company and contact the healthcare services, following their instructions. They 

must update the company on their progress. 

 

If the symptoms appear at work4, the worker must get away from other personnel as soon as possible (to 

an office or room with a door and preferably with a window for ventilation), put on a surgical-type mask 

and go home as soon as possible, contacting the healthcare services from home. 

 

In both situations the area (office or room) where the sick person was isolated must be ventilated well, 

and all the surfaces they may have touched (table, clean, keyboard, tools, workbench) must be cleaned 

with disinfectant solution, and the cleaning cloth must then be disposed of. The cleaning staff carrying 

out this task must wear FFP2 masks, disposable gloves (UNE-EN ISO 374.5:2016) and anti-splash eye 

protection. 

 
The bin where the sick person threw away tissues or other used products must be isolated. The bin 

liner bag must be taken out and placed in a second rubbish bag and closed, to be disposed of in a 

“Resto” bin. 

 
Workers who may have come into close contact with the sick person must be identified. Close contact is 

considered to be anyone who was in the same place as the sick person, at less than the established safe 

distance, for more than 15 minutes. The period to be considered will be from 2 days before the symptoms 

began until the moment the sick person was isolated. 

 

Close contacts with confirmed cases must quarantine at home for 14 days from the date of the last contact 

with the case and be monitored by the Prevention Service. 

 

Other workers who may have been in contact with the sick person, without being in close contact, 

must take their temperature twice a day (approximately every 12 hours, before leaving home and in the 

evening) for 14 days, and if they have a fever (over 37.5ºC), stay at home and call their doctor, or the 

phone numbers indicated above. 

 
 
 
 

 

4 Article 4.5 of Order SND/399/2020, Order SND/414/2020, and Order SND/458/2020 


