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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. 

 
Notwithstanding current legislation, this document includes a series of requirements and measures that 

reinforce those already implemented and which are necessary to deal with the COVID-19 crisis. 

 
 
 

2. SCOPE 

 
This contingency plan applies to all cleaning service activities provided at CATERGEST. 

 
 
 

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 

 
Biological risk assessment: Exposure to Coronavirus, Cualtis Prevention Service 

 
Prevention and hygiene measures against COVID-19 for partial reopening of schools in the 2019-2020 

academic year. Ministry of Health and Ministry of Education 

 

Disinfection guidelines for surfaces and spaces enabled for investigation, quarantine, probable or 

confirmed cases of COVID-19. Homes, care homes, public spaces (shopping centres, supermarkets, etc.) 

and passenger transport. CAM Technical Document. 
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Order SND/422/2020, of 19 May, governing the conditions for the compulsory use of face masks during 

the COVID-19 healthcare crisis. 

 
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 preventing and controlling infection, preferably with water 

and soap using the correct 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 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, use the inside of the elbow. 

 

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

 
• Keep nails short and clean, avoid wearing rings, bracelets, watches and other adornments. 

 

• Not wear make-up or other cosmetic products which could be a source of prolonged exposure if 

contaminated. 

 

 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. 

https://www.restauracioncolectiva.com/n/nueva-guia-para-promover-el-lavado-de-manos-en-restauracion-social-y-colectiva
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• Where appropriate, all workers must use the personal protective equipment provided by the 

company, informing their direct manager in case of deterioration and/or loss. 

 

• 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. Generally, avoid 

sharing utensils and objects with others; they should be disinfected before use. In the specific 

case of shared work telephones, one person will be appointed on each shift to answer and make 

calls; at the end of their shift they shall disinfect the telephone. 

 
 
 

6. GENERAL PREVENTION MEASURES 

 
• The following employees should not come to work or 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. 

 
• The necessary measures will be taken to guarantee the proper safe distance is maintained 

between employees and, where appropriate, between them and clients/visitors entering the 

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. 

 
 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. 
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• Daily cleaning and disinfection of workplaces will be reinforced, paying special attention to 

toilets and communal areas, as well as surfaces that are most frequently used such as door 

handles, railings, shared work equipment (printers, photocopiers, etc.) and other similar 

elements. 

 

• 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 full automatic cycle 60-90ºC2 

 
Catergest will wash and disinfect the work clothes of employees who have been in contact with clothing 

or cleaning areas with a person with symptoms of COVID-19 or a positive COVID-19 test (respecting, as 

appropriate, the conditions provided by the Ministry of Health); clothing must be machine-washed on a 

full cycle between 60 and 90ºC. Gloves will be used to handle “dirty” textiles and clothing must never 

be shaken. 

 
 

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. 

 
When cleaning areas where a positive or suspected case of COVID-19 has been detected, employees will 

use the appropriate personal protective equipment: FFP2 mask, disposable gloves (UNE-EN ISO 

374.5:2016) and splash-proof eye protection. 

 
 

6.2.1 MASK USE 

 
The use of surgical or hygienic masks is mandatory whenever the safe distance cannot be 

maintained, and their use will also be mandatory for the following tasks: 

 
 
 

JOB MASK USE 

 
 
 

Cleaning staff 

Cloth mask: 

o When people are not a safe distance apart. 

FFP2 mask: 

o When there is a confirmed or suspected case of COVID 

and their work area, classrooms, sickroom, etc. must be 

cleaned. 

o When there is a confirmed or suspected case of COVID and 

textiles must be washed. 

 

 

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. 
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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 must be used only when necessary, taking into account that: 

o They must be replaced frequently. 

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

o Hands are likely to be contaminated when removing them, so they must be washed 

afterwards. 

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

o Avoid touching your mouth or eyes when wearing gloves. 

 
The use of gloves is mandatory during: 

o cleaning and disinfection processes. 

 
 

• 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 sanitiser will be provided in each cleaning cart. 

 
The use of hand sanitiser gel is a supplement to handwashing but does not replace it. 
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7. CLEANING AND DISINFECTING FACILITIES, EQUIPMENT, AND SURFACES 

 
A cleaning and disinfection protocol adapted to the characteristics of the centre is available. 

This protocol includes the following indications: 

 

• Cleaning at least once a day, reinforcing spaces as needed depending on intensity of use, for 

example, toilets will be cleaned at least three times a day. 

 

• Special care will be taken with communal areas and surfaces with frequent contact such as door 

handles, tables, furniture, railings, floors, telephones, hangers and other similar elements. 

 

• Cleaning measures will also extend, where appropriate, to private employee areas such as rest 

areas, dressing rooms, lockers, toilets and canteens. 

 

• Shared work spaces will also be cleaned and disinfected after each shift change and at the end of 

the day, leaving the cleaning product to act, with special attention to furniture and other elements 

that may be handled, especially those used by more than one employee. After using a shared 

computer, the keyboard, mouse and screen will be cleaned with disinfectant gel. 

 

• If a professional works in the same space with different students consecutively (physiotherapy, 

speech therapy, etc.), the surfaces used will be disinfected and the room ventilated for at least 5 

minutes after each session. 

 

• Freshly prepared bleach solutions (1:50) will be used or any other virucide disinfectant authorised 

and registered by the Ministry of Health. When using these products, always follow the instructions 

on the label. 

 

• After each cleaning, the protective equipment used will be disposed of safely and then hands 

washed. 

 

• Disposable tissues used by staff and students to dry their hands or to comply with the “respiratory 

label” will be disposed of in bagged bins or containers with lids and, if possible, pedal. Bins will 

be cleaned so they are free of any materials in order to avoid accidental contact. 

 

• Facilities should be regularly ventilated at least daily and for five minutes. If mechanical 

ventilation is used, proper maintenance and disinfection must be ensured. 
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Enforcing the COVID-19 prevention and control cleaning and disinfection protocol will take into 

account: 

 

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

o Step 1: Cleaning, eliminating organic matter. 

o Step 2: Disinfection with an authorised disinfectant and/or sodium hypochlorite solution 

(bleach). 

 
• 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. A disposable paper roll will be used to clean classroom and office surfaces. 

 

• After cleaning, the protective equipment used will be disposed of safely and then hands washed. 

 
 
 

8. LAUNDRY 

 
“Dirty” textiles must be collected in bags or containers and closed until they are laundered. 

 
Gloves must be used to handle dirty textiles. 

 
When removing textiles from the bag, they must only be handled to put them in the washing machine 

(with no intermediaries), and never shake dirty textiles. 

In the laundry area, dirty and clean areas must be clearly differentiated. Disinfecting textiles: 

• Machine-washed in a full cycle from 60-90ºC. 

• Chemical disinfection using chemical chlorine bleaches at a maximum temperature of 55ºC. 
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Washing machine disinfection by either: 

• Thermal process: 10 min. empty cycle at 90ºC, or 15 min at 85ºC. 

• Chemical process: 20 min. empty cycle at maximum 50ºC with 50 ml bleach per kg of machine 

capacity. 

 
Machines must be rinsed twice with cold water following the thermal or chemical process. 

 
 
 

9. PRESENCE OF WORKERS IN AREAS OF POSSIBLE CONTACT WITH INDIVIDUALS WHO ARE INFECTED OR 

WHERE THE BIOLOGICAL AGENT MAY BE PRESENT 

 
For tasks involving the presence of workers in areas of possible contact with individuals who are infected 

or where the biological agent may be present, following these recommendations: 

 
• Avoid close/direct contact (maintain at least the safe distance) with people who may be suffering 

acute respiratory infections, with a cough, sneezing or expectoration, or with those considered 

cases (under study). Do not share personal belongings. 

 

• Employees may not eat or drink while in areas of risk and, once out of them, not before 

completing the correct hygiene process. 

 

• Use of protective equipment described in section 6.2. of this document. 

 
• When an area with a confirmed case of COVID-19 must be cleaned, personal protective 

equipment must be put on before entering the space. After use, they will be taken off in the room 

except respiratory equipment, which will be removed outside the room. Hands will be properly 

washed after removing protective equipment, and disposable equipment will be placed in the 

proper containers or bags. 

 

Other measures to be taken into account when cleaning areas with a confirmed case of COVID-19: 

o Common detergents and disinfectants authorised for the purpose will be used (virucide) 

and paper or disposable textile material for surfaces. 

o The area must be properly ventilated before cleaning. 

o Water will always be used for general cleaning. 

o Disposable material used will be placed in a waste bin with lid and managed as provided 

below. 
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• Waste management: 

o According to Ministry of Health recommendations, patient waste, including disposable 

materials used by them (gloves, tissues, masks) must be disposed of in a plastic bag, BAG 

1, in a bin placed in the room, preferably with lid and pedal, and not separated for 

recycling. 

o BAG 1 must be properly closed and placed in a second rubbish bag, BAG 2, next to the exit, 

and closed properly before leaving the room. 

o BAG 2, with the above waste, will be placed in a rubbish bag, BAG 3, with other domestic 

waste. BAG 3 will also be closed properly. 

o Hands will be washed thoroughly with water and soap for at least 40-60 seconds 

immediately afterwards. 

o BAG 3 will only be placed in the other waste container (or in any other waste collection 

system established by the local entity); placing it in separated waste containers (organic, 

packaging, paper, glass or textiles) or dumping is strictly forbidden. 

 
 

 Crockery and textiles used by a confirmed COVID-19 case: 

o Disposable crockery or kitchen utensils are not required. All crockery and cutlery used by 

a patient will be machine washed. 

o Textiles will be removed according to recommendations, bagged and closed in the area. 

Textiles must not be shaken and they should be washed on a full cycle at between 60 and 

90ºC. 

 
 

10. WHAT TO DO IF SYMPTOMS OF THE DISEASE APPEAR 

 
If symptoms compatible with the disease appear at home, the employee will not come into the 

workplace, will notify the company and contact health services, following their instructions. They must 

update the company on their progress. 

 

If the symptoms appear at work3, 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. 

 
 

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


