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BACKGROUND 

About This Plan 

This COVIDSafe Plan has been developed to maintain a COVIDSafe workplace and prepare for a 

suspected or confirmed case of coronavirus (COVID-19) in the workplace. 

In order to be compliant with public health direction: 

•  The GHM must complete a COVIDSafe Plan. 

•  This COVIDSafe Plan should be developed in consultation with workers and our Hotel’s Health 

and Safety Officers.  

•  In addition to completing this COVIDSafe Plan, we are still required to meet our obligations 

under the Occupational Health and Safety Act 2004. 

•  GHM must comply with a request to present or modify our COVIDSafe Plan, if directed to do 

so, by an Authorised Officer or WorkSafe Inspector. 

 

COVIDsafe Principles: 

The COVIDSafe Plan has six governing principles. These include: 

1. Ensure physical distancing; 

2. Wear a face mask; 

3. Practice good hygiene; 

4. Keep records and act quickly if workers become unwell; 

5. Avoid interactions in enclosed spaces. 

6. Create workforce bubbles. 

GBAC STAR Facility Accreditation 

Hyatt has partnered with the Global Biorisk Advisory Council (GBAC), a Division of ISSA, to help 

Hyatt deliver on our Care and Cleanliness Commitment.  GBAC is composed of international leaders 

in the field of microbial-pathogenic threat analysis, mitigation, response, and recovery. The GBAC 

STAR accreditation program is a performance-based accreditation program that helps facilities 

demonstrate they have the work practices, procedures and protocols to prepare, respond, and 

recover from outbreaks and pandemics.  

This document outlines the quality management protocols implemented by the Grand Hyatt Hotel, 

Melbourne (Australia), in order to achieve GBAC STAR accreditation and compliance with the 

Victorian Government’s COVDSafe planning directions.  This plan addresses the following 20 

performance-based GBAC STAR Program elements that set out the requirements for, and places 

responsibility for, our Hotel to demonstrate that appropriate cleaning, disinfection, and infectious 

disease prevention work practices, protocols, procedures, and systems have been implemented: 
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1. Roles and responsibilities, 

2. Commitment statement, 

3. Sustainability and continuous improvement, 

4. Conformity and compliance, 

5. Goals, objectives, and targets, 

6. Program controls and monitoring, 

7. Risk assessment and risk mitigation strategies, 

8. Standard Operating Procedures (and Safe Operating Procedures), 

9. Supplies, tools, and equipment, 

10. Chemicals, 

11. Inventory Management,  

12. Personal Protective Equipment (PPE), 

13. Waste management, 

14. Personnel training and competency, 

15. Emergency preparedness and response, 

16. Infectious disease prevention controls, 

17. Worker health controls, 

18. Audits, 

19. Supplier management, and 

20. Documentation management. 
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ELEMENT 1: ORGANISATIONAL ROLES, RESPONSIBILITIES AND AUTHORITIES 

In the State of Victoria, employers have duties under the Occupational Health and Safety Act 2004 

(OHS Act), which include that they must, so far as is reasonably practicable: 

• Provide and maintain a working environment that is safe and without risks to the health of 

employees and independent contractors. 

• Provide adequate facilities for the welfare of employees and independent contractors. 

• Provide such information, instruction, training or supervision to employees and independent 

contractors, as is necessary to enable those persons to perform their work in a way that is safe 

and without risks to health.  

• Monitor the health of employees of the employer. 

• Monitor conditions at any workplace under the employer’s management and control. 

• Provide information concerning health and safety to employees, including (where 

appropriate) in languages other than English. 

• Ensure that persons other than employees of the employer (e.g. Hotel Guests and Patrons) 

are not exposed to risks to their health and safety arising from the conduct of the undertaking 

or the employer. 

• Consult with employees, on matters related to health or safety that directly affect, or are likely 

to directly affect them. 

A person with management or control of a workplace must ensure, so far as is reasonably 

practicable, that the workplace and the means of entering and leaving it are safe and without risks 

to health. 

Employees also have duties under the OHS Act, which includes that they must: 

• Take reasonable care for their own health and safety and that or other persons who may be 

affected by the employee’s acts or omissions at a workplace. 

• Co-operate with their employer with respect to any action taken by the employer to comply 

with a requirement imposed by or under the OHS Act.  

Hence, the obligations to maintain a safe and healthy hotel, by managing workplace hazards, 

inclusive of COVID-19 comprise of shared roles, responsibilities, and authorities. Injury and illness 

prevention is the responsibility of all hotel directors, managers, supervisors and associates. It is an 

integral part of every management system at our property. To maintain effectiveness, the safety 

program is integrated into the overall operating procedures of each department. An outline of the 

GHM health and safety roles, responsibilities and authorities is provided below. 

The GHM Leadership Committee (LC) shall take ultimate responsibility for the hotel’s GBAC STAR 

Program implementation and maintenance. The execution of the program is delegated to the 

Hygiene & Wellbeing Leader, Department Heads, Hotel Safety Committee, Managers and 

Supervisors. 
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GRAND HYATT MELBOURNE LEADERSHIP COMMITTEE (LC) 

The LC’s contributions are key to the overall success of the GHM’s Injury and Illness Prevention Plan. They are the 

point of control by virtue of their direct contact with colleagues and therefore may be in the best position to 

encourage colleagues to work safely, to see that unsafe conditions are corrected, and through positive attitudes, 

encourage actions that address safety and health. The LC are the principal ‘Duty Holders’ as they represent the Duties 

of Employers under the Occupational Health and Safety Act 2004 (Vic). 

General Manager (GM): The GM is responsible for the direction and successful implementation of the hotel’s Injury 

and Illness Prevention Plan. Tasks, activities, and projects can be delegated, however, ultimate responsibility for the 

program’s effectiveness rests with the GM.   

Director of Sales and Marketing (Dir S&M): The Dir S&M overseas the safe practices for the hotel’s sales and event 

planning teams, marketing and communications, which includes promotion the hotel’s safe and hygienic practices.  

Director of Finance (Dir-FIN): The Dir-FIN overseas the safe practices for the hotel’s accounting, cashier, IT, and 

materials staff.  The Dir-FIN also manages the hotel’s property damage and general liability insurance requirements, 

and is the principal liaison for legal and risk matters.   

Director of Engineering (Dir-ENG): The Dir-ENG is responsible for the buildings Essential Safety Measures (ESM). In 

Part 12 under the Building Regulations 2006, ESM are defined as the fire, life, safety, and health items installed or 

constructed in a building, to provide the safety of people. These items include – building fire integrity, means of 

egress, automated fire sprinkler systems, fire pump-sets, passive fire and smoke systems, emergency and exit 

lighting, stationary and portable fire equipment, automatic fire detection and alarm systems, emergency warning 

and intercommunication systems, building clearance and fire appliances, and mechanical ventilation and hot, warm 

and cooling tower water system. 

Director of Human Resources (Dir-HR): The Dir-HR has a broad responsibility for the wellbeing, welfare, safety and 

health of the hotel’s employees. This includes staff orientation inclusive of OHS training that is important to reduce 

the risk of pain and injury in the workplace; and if an injury or illness were to occur, facilitate the staff member’s 

recovery and rehabilitation back to work. HR responsibilities cover a wide range of human factors that affect how 

people perform their work task. 

Director of Operations (Dir-OPS):  The Dir-OPS is responsible for the safe operating practices of the Rooms Division 

inclusive of food safety management in accordance with HACCP and ISO22000 standards, along with the safe 

practices, and the F&B Division inclusive of the safe operating practices in restaurants, bars, event spaces, in room 

dining, and stewarding areas.    

Executive Chef (EX CHEF): The Ex CHEF is responsible for food safety management in accordance with HACCP and 

ISO22000 standards, along with the safe operating practices of culinary staff. 

 

Director of Security & Safety  

On behalf of the GM, the Director Security and Safety manages the hotel’s security program and safety management 

system. Sub-tasks include Chair of the hotel’s safety committee and represent the hotel as its Hygiene and Wellbeing 

leader to oversee the GBAC certification program.     

Hygiene & Wellbeing Leader Responsibilities 

These responsibilities require significant collaboration and shared accountability with department managers to 

evaluate the effectiveness of the many operating standards in place and adjust in “real time” as needed to ensure 

the highest level of compliance. 

Core Tasks of the Hygiene and Wellbeing Leader include assurance of the following: 

• Conduct of all training related to hygiene, safety and wellbeing for newly hired associates in various 

departments to ensure all colleagues have a thorough and practical knowledge in these areas as well as 
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Hyatt’s standards. Includes completion of all administrative aspects of training including scheduling and 

recording of attendance and ensuring completion.  Also includes implementation, training and utilization of 

standard, process and procedures for cleaning and disinfecting. 

• Certify new Housekeeping colleagues specific to Hyatt’s housekeeping cleaning, disinfecting and hygiene 

procedures; provide ongoing monitoring for adherence to these procedures and conduct regular re-training 

every month. And where appropriate public areas and F&B. 

• Proactively communicate within the hotel on safety, hygiene and wellbeing standards; participate in 

scheduled department meetings to reinforce safety, hygiene and wellbeing priorities and re-train as needed. 

• Conduct ongoing monitoring of safety, hygiene and wellbeing standards in each department for compliance; 

follow up on non-compliance and partner with the Leadership Team and GM on the appropriate 

consequences for non-compliance. 

• Together with GM, conduct regular weekly hygiene walk through with other hotel leaders in front and back 

of house areas. 

• Work closely with Human Resources team to establish and communicate overall guidelines on Hygiene and 

Safety Social norms specific to the hotel’s location. 

• Execute Hyatt’s daily pulse survey to gain understanding of colleague sentiment regarding safety, hygiene and 

wellbeing. Report both colleague and guest data to the Leadership Team and the General Manager on topics 

of Hygiene, Safety and Wellbeing.  Support Mangers to course correct as needed in real time.  Record progress 

in ensuring adherence to standards. 

• Lead Hyatt’s designated certification, training and recertification process for hygiene and cleanliness. 

• Monitor local legislation in the area of workplace Hygiene and Wellbeing and align the requirements as 

dictated by local laws, rules and regulations while still maintaining Hyatt standards and procedures as a 

baseline or minimum requirement. 

• Report and maintain requirements for any new COVID-19/or other reportable infectious disease guest or 

colleague cases to the state or local health department, authority or other government agencies as required 

and within Hyatt as determined by the regional office including ensuring actions to be taken to clean, disinfect 

and provide notice to guests, colleagues and others when there is a reported or confirmed case of COVID-19 

or other communicable diseases or exposures.  

• Update GHM GBAC ORD CHART 

• Update GBAC Roles & Responsibilities 

 

Hotel Safety Committee Responsibilities 

The main purpose of our safety committee is to bring management and staff together in a cooperative effort to 

improve the safety and health of workers. It is a forum for achieving mutual solutions, communication, and 

consultation. 

 

Managers’ Responsibilities 

Managers are responsible for ensuring that: 

• Areas under their management are in compliance with this hotel’s health and safety practices, policies and 

programs.   

• Give maximum support to all programs and committees whose function is to promote safety and health. 
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Supervisors Responsibilities 

Supervisors are responsible for implementing the hotel’s Injury and Illness Prevention Plan. This includes: 

• Ensuring that workplaces and equipment are safe, well maintained and in compliance with external agency 

regulations and Hyatt Hotels policies, programs and practices.  

• Ensuring that workplace safety and health practices and procedures are clearly communicated and 

understood by employees through training programs.   

• Actively participate in health and Safety Team efforts as required. 

• Review all accidents to ensure that proper reports are completed and appropriate action is taken to prevent 

reoccurrence. 

• Provide complete safety and health training to associates prior to the assignment of duties. 

• Evaluating associates on compliance with safe work practices.  

• Consistently and uniformly enforce all hotel safety and health rules relating to job performance.  

• Acknowledge associates who make a significant contribution to maintenance of a safe workplace and 

disciplining associates who fail to follow safe work practices.  

• Encouraging associates to report workplace hazards without fear of reprisals. 

• Ensuring that periodic, scheduled workplace inspections are conducted and that identified health and safety 

deficiencies are corrected in a timely fashion. 

• Ensuring that all workplace incidents (injuries, exposures or illnesses) are reported, investigated and 

corrective actions are taken promptly.  

• Ensuring that inspections/investigations and associate health and safety records are kept for the designated 

period (s) of time. *The keeper of these records is the plan coordinator 

 

 

Associates’ Responsibilities 

Associates are responsible for the following requirements of the hotel’s Injury and Illness Prevention Plan: 

• Adhere to healthy and safe practices in their workplace.  

• Participate and adhere to the provisions of the hotel’s Injury and Illness Prevention Plan.  

• Participate in training programs as required.  

• Maintain equipment in good condition, with all safety guards in place when in operation. 

• Prompt reporting to their supervisors of potential hazards in the workplace and workplace incidents (all 

injuries, exposures and illnesses) no matter how minor. 

 

 

Contractors’ Responsibilities 

Agencies which the hotel contracts to supplement their staff will be required to conduct general safety and health 

training prior to assigning staff to this hotel.   

Hyatt will supplement their training with hotel job specific training and instructions on hazards applicable to this 

location. 
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GHM GBAC ORGANIZATIONAL CHART 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

GHM LEADERSHIP COMMITTEE 

(Duty Holders) 

DIRECTOR SAFETY & SECURITY 

(Safety Adviser/Hygiene & Wellbeing Leader) 

GHM SAFETY COMMITTEE 

(Solutions – Communication – Consultation) 

DEPARTMENT MANAGERS 

(Ensure compliance and support staff and Safety Committee) 

DEPARTMENT SUPERVISORS / TEAM LEADERS 

Finance-IT-Materials-Engineering-Sales & Marketing- HR-Front Office 

Front Service-Guest Services-Guest Relations-Housekeeping-Security 

Laundry-City Club-Food & Beverage – Culinary-Event Service-Stewarding 

(Implement workplace procedures) 

ASSOCIATES AND CONTRACTOR 

(Adhere to, participate, maintain policy & procedure and report hazards) 
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ELEMENT 2: FACILITY COMMITMENT STATEMENT 

GRAND HYATT MELBOURNE CARE AND CLEANLINESS COMMITMENT STATEMENT 

SAFETY FIRST, WELLBEING ALWAYS 

Guided by our purpose of care and experience delivering world-class hospitality since 1986, our 

hotel’s care & cleanliness commitment builds on our existing rigorous safety and cleanliness 

protocols.  Our commitment will include an accreditation process by the Global Bio-Risk Advisory 

Council (GBAC), colleague training and support resources, and access to a cross-functional working 

group of medical experts and industry professionals that will contribute to various aspects of the 

hotel experience. We seek to minimise and control risks associated with infectious disease outbreak 

and potential exposure to guests, colleagues, business partners, the community, and the 

environment.  We are committed to implementing and monitoring an effective GBAC STAR Program 

that complements our existing, revised, and newly implemented policies and procedures 

surrounding hygiene and wellbeing and welcome opportunities to continuously improve them. 

Our care and cleanliness commitment is an important expression of our purpose to care for people 

so they can be their best – now and in the future. Our hotel’s COVID-19 Social Distancing and 

Transmission Reduction Policy & Procedure (refer Annex A) provides the governance to support our 

care and cleanliness commitment statement. 

GHM Care and Cleanliness Commitment Statement Acknowledgement 

Name Job Title Signature Date 

Vacant General Manager 

 
 

Nicole PASQUAL Executive Assistant 

Manager (S&M) 
 

07/10/2020 

Tran VO Director of Finance 

 

06/10/2020 

Kelly BEZANSON Director Human 

Resources 
 

07/10/2020 

Vacant Director of Engineering 

 
 

Sophie BLONDEAU Director of Operations 

 

07/10/2020 

Vacant Executive Chef 
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IMPORTANT! 

RESPONSIBILITIES 

As broadly detailed in ELEMENT 1, all roles, responsibilities, and authorities related to cleaning, 

disinfection and infection disease prevention are defined, documented and communicated to those 

who manage, perform and verify such work in this plan, and any referenced documents herein.   

It is the responsibility of Department Managers, Team Leaders/Supervisors to maintain the 

awareness of these requirements in their daily briefings and ongoing workplace supervision. 
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ELEMENT 3: SUSTAINABILITY AND CONTINUOUS IMPROVEMENT 

Our hotel’s commitment to the GBAC STAR program is built on the concept of continuous 

improvement through a cycle of planning, implementing, reviewing, and improving the processes 

and actions that we undertake to meet our hygiene and wellbeing goals. We conduct this planning 

by applying the plan-do-check-act (PDCA) principle and maintaining awareness by communicating 

the requirements in our daily briefings, Department Head weekly walk-throughs and the conduct of 

compliance audits.  

• Plan – Identify new tasks that require us to deliver results in accordance with our care and 

commitment statement, objectives, goals and targets. 

• Do – Implement the task as planned in accordance with the established roles, responsibilities, 

and authorities. 

• Check – Monitor the task’s performance using established program controls and monitoring 

procedures, document task results, and ensure that the task’s results are reviewed in accordance 

with the established roles, responsibilities, and authorities. 

• Act – Take action in accordance with the established roles, responsibilities, and authorities to 

ensure that the task is being performed in a sustainable manner and continuously improved 

when such opportunities arise. 

Sustainability and Continuous Improvement PDCA Process 

AREA STEP DESCRIPTION 

CLEANING & 
DISINFECTING 

 

 

VICGOV 
PRINCIPLE 3 – 

PRACTICE GOOD 
HYGIENE

 

Plan Cleanliness and safety measures with our colleagues and guests is always on our mind. 
Additional measures are being taken in our effort to ensure the safety of our guests and 
colleagues. 

Do General: 

• We must frequently clean and disinfect shared spaces, including high-touch communal 
items such as door knobs and telephones. 

• Display cleaning logs in shared spaces. 
• Make soap and hand sanitiser available for all workers and customers throughout the 

worksite and encourage regular handwashing. 

Heart-of-House: 

• Disinfect locker rooms, uniform room, colleague dining area and kitchen no less frequently 
than every two hours. 

• Private and semi-private areas subject of additional cleaning between colleague shifts. 
This include all furniture, fixtures, and equipment (FFE) items both front and heart of 
house/back of house (e.g. Point of Sale [POS] terminals, telephones, computers, 
keyboards, and mice). 

• Strict separation between handling clean and dirty items and cleaning supplies. 

Check-In and Check-Out:  

• Sanitise workspace at beginning of each shift, or after a different colleague has used it at 
the end of shift. 

• Sanitise workspace at least once every two hours. 

• Pen sanitisation before handing to guest and upon return (Maintain a supply of sanitised 
pens for guest use. Staff to retain their own pen). 
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• Key card sanitised before placing in key envelope and handing to guest. Key sanitisation 
for all returned keys. 

• Agent will sanitise hands after handling any cash. 

• Agent will sanitise hands or change gloves between each guest transaction. 

 

Guest Room: 

• Disinfect or replace in room amenities (e.g. soap bars, shampoo, etc) and high touch items 
upon a new guest checking into room. 

• Cleaning will be performed in two phases: 

1. Remove at-risk items and clean: 

 Bathroom, vanity, sink, counter, shower, bathtub, walls and toilet to be 
cleaned and sanitised with proper products. 

 Remove all dirty linens by approved process that minimise agitation of and 
human exposure to the linens. 

 All trash and china, glass and silver will be removed from the room. 

2. Introduce sanitised linens/terry and replaceable items. 

• Hands will be sanitised and new gloves will be worn during and between cleaning phases. 

Room Service and Guest Deliveries: All equipment (e.g. trolleys, food covers, etc) should be 
cleaned before and after each use. Perform cleaning in front of guest whenever possible. 

Public Spaces – Lobby Entrances, Elevators, Escalators, Restrooms: 

• Place and maintain hand sanitiser stations at all elevator banks and escalators. 

• Clean frequently touched items at least every two hours; including but not limited to 
handrails, elevator buttons, door handles. Increase cleaning during peak times and 
perform in front of guest whenever possible to build confidence. 

• Restroom cleaning will be performed when not occupied. 

• Close restrooms in service on a rotation for proper sanitisation focusing on high touch 
areas (door handles, towel dispensers, faucets, toilets, toilet paper dispensers). 

Outlets, Dining, and Bars: 

• Regular sanitisation of workspaces, tables and chairs will take place, including at the 
beginning of each shift or every two hours, at a minimum. 

• Colleagues must wash/sanitise hands when switching from clearing to setting tables. 

• All tables and chairs to be sanitised between seating. 

• Discontinue buffet and replace with limited la carte menu. 

• Maintain a supply of sanitised pens for guests. 

• Enhanced deep cleaning and sanitisation of all frequently touched materials between shift 
changes and table turns. At each table turn, tables and chairs cleaned and disinfected. 

Fitness Centre, Recreation, Towel, Pool, Jacuzzi: 

• Use hospital-grade disinfectants when cleaning pool furniture. 

• Encourage guests to disinfect equipment prior to use and after each use. 

• If open, steam room and sauna surfaces to be disinfected appropriately to their surfaces 
at least every two hours. 

• Thorough deep clean nightly with hospital-grade disinfectants when cleaning pool 
furniture.  

• Steam room and sauna thoroughly disinfected every night. 

SPA-Treatment: 

• Between treatments: 

- All linen changed including hand towels. 

- Bed head rest is sanitised before placing new cover. 
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- All surfaces disinfected and sanitised. 

- Bathroom/restroom cleans and sanitised (similar process to guest room guidelines). 

- All therapist’s products and tools cleaned and sanitised. 

- Therapist/spa attendant to wear gloves and mask while cleaning and refreshing the 
room. 

• During Treatments: 

- Therapist to wash and sanitise hands in front of guest before and after treatment, and 
always before touching guests face. 

- Therapist wear a mask at all times during any sort of treatment. 

Events & Banquets: 

• Public Areas: 

- Increased frequency of cleaning and sanitising in public areas so event attendees can 
see it. Heavy focus on frequently touched points such as door handles, desks, railings, 
elevator buttons/panes, escalator rails, push plates, etc. 

- Remove all non-essential equipment from public areas. 

- Clean frequently touched items and lounge / soft furniture in public areas of the event 
space at least every two hours, minimum; including but not limited to handrails, elevator 
buttons/panels, escalator rails, door handles, etc. Increase cleaning during peak times 
and perform in front of the guest whenever possible, to build confidence. 

• Enhanced deep cleaning to include sanitising all frequently touched event venue 
equipment (chairs, tables, linen, lecterns, trash receptacles, easels, amenity containers, 
handrails on risers, reader boards). 

• Event venue refresh to ensure proper hygiene and sanitisation: 

- All surfaces are sanitised during refresh. 

- All glasses, cups and trash are removed from all tables. 

- All dirty or stained linen is removed in closed linen bag or covered bin. 

- Empty all waste bins. 

• Event venue tear down will ensure proper hygiene and sanitisation: 

- All materials are removed from tables. 

- All linens are removed from tables and transported to laundry in closed linen bag or 
covered bin. 

- Linen to be washed separately from other Hotel linen. 

- All equipment is sanitised before removing from room. 

- All trash is removed from room. 

- All equipment is placed in proper storage area. 

• Pens will be sanitised before handing to guest and upon return. 

• Office and storage area keys/key cards will be sanitised before returning to security. 

Check • Line supervision of staff by Team Leaders, Supervisors and Managers. 

• Department Head inspections. 

• GM & Hygiene & Wellbeing Leader periodic walkthroughs. 

• External compliance audits. 

• Guest surveys/Medallia customer experience feedback and net promoter scores (NPS). 

Act • Review feedback and implement suggestions for improvement when possible. 

• Training Programs (refer Training Area) and supplementary / additional training where 
weaknesses in skills and experience are identified. 

• Create staff awareness through Safety Newsletters and Safety Committee.  
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PERSONAL 
PROTECTIVE 
EQUIPMENT 

 

 

 

VICGOV 
PRINCIPLE 2 – 
WEAR A FACE 

COVERING 

 

 

 

 

Plan PPE worn based on job specific duties, established SOPs, SDS requirements, and government 
directives. 

Do Heart-of-house: Stock supplies in the locker rooms and the colleague dining room. 

Check-In and Check-Out: 

• Staff to wear PPE as detailed in their relevant SOPs. 

• Hand sanitiser available for guests at front desk. 

• Guests strongly encouraged to wear PPE (i.e. face mask) subject to government directive. 

Guest Room: Housekeeping staff will wear proper PPE while cleaning guestrooms. Masks 
should be worn as minimal acceptable standard (Refer Cleaning a Guest Room SOP). 

 Room Service and Guest Deliveries: 

• Deliver single-use to-go ware in disposable packaging. Exceptions may apply based on 
guest expectations. 

• Masks should be worn as minimal acceptable standards.  

• Available upon request, one sanitising towel provided per person. 

• Colleagues to wear face masks in accordance with SOPs or government directive. 

Public Spaces – Lobby Entrances, Elevators, Escalators, and Restrooms: Housekeeping 
staff will wear proper PPE while cleaning public areas. Masks should be worn as minimal 
acceptable standard (Refer Public Area Attendant SOP). 

Outlets, Dining, and Bars: 

• All colleagues are required to wear masks, and masks are to be available to guests. 

• Guests strongly encouraged to wear PPW (i.e. masks), subject to government directives.   

Fitness Centre, Recreation, Towel, Pool, Jacuzzi: 

• PPE in accordance with City Club SOP and face masks subject to government directive. 

• Guests strongly encouraged to wear PPW (i.e. masks), subject to government directives. 

• Recommend plexiglass where appropriate (e.g. reception). 

SPA-Treatment: 

• PPE in accordance with City Club SOP and face masks subject to government directive. 

• Provide guest with mask to wear during treatment (where treatment allows to be worn). 

Events and Banquets: 

• PPE in accordance with COVID Safe Event Operations SOP, and face masks subject to 
government directive. 

• Guests strongly encouraged to wear PPW (i.e. masks), subject to government directives. 

General Requirements 

• All workers and visitors entering the worksite must wear a face covering as per public 
advice. 

• Install screens/barriers for additional protection where relevant 

Check • Line supervision of staff by Team Leaders, Supervisors and Managers 

• Use of PPE issue Registers. 

• Department Head inspections. 

• GM & Hygiene & Wellbeing Leader periodic walkthroughs. 

• External compliance audits. 

Act • Review feedback and implement suggestions for improvement when possible. 

• Training Programs (refer Training Area) and supplementary / additional training where 
weaknesses in skills and experience are identified. 

• Create staff awareness through Safety Newsletters and Safety Committee. 
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SIGNAGE Plan Signage is placed throughout the hotel to raise awareness of our enhanced cleaning-
disinfecting-sanitising protocols and provide visual guidance in frequently congested spaces. 

Do Check-In and Check-Out: Utilise safety and wellbeing property signage to provide visual 
guidance to guests and colleagues. 

Guest Room: Display in-room messaging explaining what has been done to leave the guest 
room clean & disinfected. 

Public Spaces – Lobby Entrances, Elevators, Escalators, and Restrooms: Signage and 
markings placed in areas asking and guiding guests to maintain proper social distancing. 

Outlets, Dining, and Bars: Utilise Safety and Wellbeing Property signage to provide visual 
guidance in frequently congested spaces. 

Fitness Centre, Recreation, Towel, Pool, and Jacuzzi: Signage will be placed asking guests 
to maintain proper social distancing. Utilise safety and wellbeing property signage to provide 
visual guidance in frequently congested spaces. 

Events and Banquets: 

• On-brand communication regarding sanitisation and hygiene is visible for guests. 

• Signage will be placed asking guests to maintain proper social distancing. Utilise safety 
and wellbeing property signage to provide visual guidance in frequently congested spaces. 

Check • Line supervision of staff by Team Leaders, Supervisors and Managers 

• Department Head inspections. 

• GM & Hygiene & Wellbeing Leader periodic walkthroughs. 

• External compliance audits. 

• Guest surveys/Medallia customer experience feedback and net promoter scores (NPS). 

Act • Review feedback and implement suggestions for improvement when possible. 

• Training Programs (refer Training Area) and supplementary / additional training where 
weaknesses in skills and experience are identified. 

• Create staff awareness through Safety Newsletters and Safety Committee. 
 

SOCIAL 
DISTANCING 

 

 

VICGOV 
PRINCIPLE 1 – 

ENSURE 
PHYSICAL 

DISTANCING 

 

Plan Our social distancing measures help show care for the wellbeing of our colleagues and guests, 
as we revise capacity guidelines. 

Do Check-In and Check-Out: 

• Work-stations to be separated 1.5m minimum whenever possible. 

• Social distancing will be implemented while guests are in line (use of floor markings to 
assist) 

• Density limits shall apply to shared work areas and public accessible spaces 

Guest Room: 

• The guest room is considered the private space of a guest. 

• Room cleaning will be performed when the guest is not in the room. Should guest be in 
the room, inform guest you will return later. 

Public Spaces – Lobby Entrances, Elevators, Escalators, and Restrooms: Limit the number 
of individuals on elevators and escalators at one time. Exceptions may occur for families 
travelling together. 

Outlets, Dining, and Bars: 

• Social distance signage throughout the hotel. Floor distance markings located in specific 
areas to assist. 

• Density limits posted at outlet entry points and work areas. 

• Rearrange the furniture, merchandising surfaces, and seating areas to allow appropriate 
social distancing. 

• Social distancing will be implemented while guests are in-line. 



 GHM COVID SAFE INFECTIOUS DISEASE PREVENTION PLAN (Version #4, 28-DEC-20) 

Care For People So They Can Be Their Best 

-18- 

• Adhere to social distancing protocols when seating guests, taking orders, serving food & 
beverage, and clearing tables. 

• Refrain from handshaking or other physical contact with guests and colleagues. 

Fitness Centre, Recreation, Towel, Pool, Jacuzzi: 

• When greeting guests, refrain from shaking hands. 

• Strongly encourage responsible social distancing: 

- Review attendance capacity of classes in group fitness studio to allow 1.5m distancing 
between mats, equipment and/ or spin bikes. All equipment used is to be disinfected 
after each class. 

- Ensure the training equipment (e.g. free weight benches, functional training equipment 
& accessories) is set up with minimum 1.5m spacing to maintain social distancing. To 
avoid moving treadmills, open every alternate treadmill until separator created. 

- Reduce amount of pool chairs in pool area to adhere to social distancing. 

- If open, Jacuzzi/hot tub limited to capacity that allows social distancing. 

SPA-Treatment: Review furniture placement in the relaxation room to promote social 
distancing. 

Events and Banquets: 

• Event set-ups will be modified to allow for social distancing and proper hygiene (Refer 
COVID Safe Event Operations SOP). 

• Implement a process for keeping the door open until start of the event, during breaks 
(tea/coffee/lunch, etc). This will help avoid frequent opening and closing by guests. In 
rooms with multiple doors, designate some as entrance and some as exit to encourage 
one-way flow. 

Check • Ongoing monitoring by staff 

• Department Head inspections. 

• GM & Hygiene & Wellbeing Leader periodic walkthroughs. 

• External compliance audits. 

• Guest surveys/Medallia customer experience feedback and net promoter scores (NPS). 

Act • Review feedback and implement suggestions for improvement when possible. 

• Training Programs (refer Training Area) and supplementary / additional training where 
weaknesses in skills and experience are identified. 

• Create staff awareness through Safety Newsletters and Safety Committee. 
 

TRAINING Plan All colleagues to be trained and certified on hygiene and cleanliness practices 

Do • All colleagues complete Rebound Essentials Course (COVID-19 Awareness, prevention, 
hygiene practices, symptom recognition, and reporting). 

• Blood Borne Pathogen Training for Housekeeping staff. 

• Hygiene & Wellbeing Leader Certification Training. 

• Reorientation training for colleagues (Leading Through Our Purpose Cse) 

• Colleague Hygiene, Safety and Wellbeing Course 

• Department SOP Familiarisation Training. 

Check • Line supervision of staff training requirements by Team Leaders, Supervisors and 
Managers. 

• Department Head monitoring and encouragement. 

• HR Department record management. 

• GM & Hygiene & Wellbeing Leader periodic checks. 

• External compliance audits. 

Act • Review feedback and implement suggestions for improvement when possible. 
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• Department Heads enforce corrective action for non-compliance. 

• Create staff awareness through Safety Newsletters and Safety Committee. 
 

COMMUNICATION Plan Keeping our colleagues and guests informed of our enhanced safety and hygiene protocols in 
response to COVID-19. 

Do In-Room Communications: 

• In-House letter on precautionary measures. 
• In-room TV message on precautionary measures. 
• In-room bathroom poster on hygiene tips. 

Digital Channels:  

• Hotel website notice on precautionary measures. 
• Social media updates on precautionary messages. 
• Booking confirmation email with precautionary measures. 
• Email to guest, courtesy card holders on precautionary measures. 
• F&B outlet closure notice on hotel website, official social media channels and messaging 

platforms. 
• Change of buffet notice on the hotel dining page, hotel/restaurant social media, guest email 

and restaurant websites. 

Public Spaces: 

• In-elevator/Escalator handrails notice on sanitisation frequency. 
• Elevator lobby notice on hygiene tips. 
• Digital signage (Static/on loop) on hotel’s precautionary measures. 
• Public bathroom notice on hygiene tips. 
• Public bathrooms disinfection notice. 
• Lobby notice on precautionary messages and hygiene tips. 
• WHO hygiene advice next to hand sanitisers. 
• Body temperature check point notice for use at lobby, staff entrance, and visitor entry 

(contractors, delivery personnel). 
• Exit closure notices. 

Venues:  

• F&B outlet notice on precautionary measures. 
• Outlet closure notice. 
• Change of buffet service notice. 
• Event space notice on precautionary messages and hygiene tips. 
• Spa notice on precautionary measures. 
• Gym notice on precautionary measures. 
• Signage for the closure of recreation facilities (e.g. spa, pool, sauna, etc) 
• Swimming pool notice on precautionary measures. 
• Knock-and-go room service notice. 

Heart-of-the-house: Precautionary measures and hygiene tips. 

Check • GM and LC view results in HySat. 

• Colleague and guest survey data accessible in HySat. 

• GM & Hygiene & Wellbeing Leader periodic walkthroughs. 

• External compliance audits. 

Act • Use survey results to prioritise topics and departments for check-in conversations with 
colleagues. 

• Use weekly/monthly trend data to identify best practices and lessons learned. 
 

Plan Establish an internal governance system to ensure all Hotel Hygiene and Wellbeing protocols 
are being met. 
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GHM HYGIENE & 
WELLBEING 
GOVERNANCE 

Do • Appointment of Hygiene and Wellbeing Leader to execute and help ensure new protocols 
are being met on behalf of the LC. 

• Familiarise staff with the GHM Policy and Procedure – COVID-19 Social Distancing and 
Transmission Reduction. 

Check • Hygiene and Wellbeing Leader position identified on Hyatt Global Risk Department Web 
site.  

• Team Leaders, Supervisors and Managers to verify staff familiarity with COVID-19 Social 
Distancing and Transmission Reduction P&P. 

Act • Review feedback and implement suggestions for improvement when possible. 

• Department Heads enforce corrective action for non-compliance with P&P. 

• Create staff awareness through Safety Newsletters and Safety Committee. 
 

HEALTH 
MONITORING 

 

VICGOV 
PRINCIPLE 4 – 

KEEP RECORDS 
AND ACT 

QUICKLY IF 
WORKERS 
BECOME 
UNWELL 

 

VICGOV 
PRINCIPLE 6 – 

CREATE 
WORKFORCE 

BUBBLES 

 

Plan Observe, listen, and understand the needs for providing care for our guests, colleagues, and 
contractors during the COVID-19 pandemic. 

Do Colleagues: 

• Implement a screening system (Daily Wellness Checks, Daily Temperature Checks, Staff 
Health Questionnaires). 

• Complete Daily Pulse Survey. 

• Response and wellbeing procedures for colleagues identified with COVID symptoms. 

• Support workers to get tested and stay home if they have mild symptoms. 

• Develop business contingency plan to manage outbreaks. 

• Keep records of people who enter the workplace for contact tracing.  

• Where possible, keep groups of workers rostered on the same shift and avoid overlap 
during shift change. 

• Keep records of workers that reside with another worker and ensure that there is no cross 
over between shifts. 

 

Contractors/Vendors:  

• Contractors and Service Provider Health Declaration. 

• Contractor Wellness Checks. 

• Contractor Temperature Checks. 

• Response and wellbeing procedures for contractors identified with COVID symptoms. 

Guests: 

• Guest Wellness Checks.  

• Guest Temperature checks. 

• Response and wellbeing procedures for guests identified with COVID symptoms. 

Check Colleagues: 

• Line supervision of staff by Team Leaders, Supervisors and Managers 

• Department Head inspections. 

• GM & Hygiene & Wellbeing Leader periodic walkthroughs. 

• External compliance audits. 

• GM & LC monitor results of pulse surveys. 

Contractors/Vendors:  

• Associates that engage contractors/vendors ensure monitoring for compliance. 

• Department Head inspections. 

• GM & Hygiene & Wellbeing Leader periodic walkthroughs. 
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• External compliance audits. 

Guests: 

• Guest Room Monitoring by Housekeeping staff for signs of illness (e.g. cold/flu 
medications, high tissue usage, etc) 

• Guest surveys/Medallia customer experience feedback and net promoter scores (NPS). 

Act • Review feedback and implement suggestions for improvement when possible. 

• Department Heads enforce corrective action for non-compliance. 

• Training Programs (refer Training Area) and supplementary / additional training where 
weaknesses in skills and experience are identified. 

• Create staff awareness through Safety Newsletters and Safety Committee. 
 

LESS CONTACT, 

MORE CARE 

 

 

VICGOV 
PRINCIPLE 5 – 

AVOID 
INTERACTIONS 

IN ENCLOSE 
SPACES 

 

 

 

Plan Apply new and enhanced protocols established to mitigate the potential transmission of COVID-

19. 

Do Reduce the amount of time workers are spending in enclosed spaces. 

Heart-of-house: 

• Eliminate self-service buffet of all items, and 

- Limit lunch/dinner menu with two entre options, a salad, and packaged whole fruit 
or cookie. 

- Offer plated covered meals that are refrigerated and reheated or kept in a hot box.  

• Use disposable cups, glassware, and packaged flatware. 

Check-In and Check-Out: 

• Mobile check-in and checkout. 

• Hotel stay bill via email recommended. If guest prefers hard copy of room folio it will be 
placed in new envelope and handed to guest. 

Guest Room: 

• Reduce number of items in the room to limit “at risk” surfaces and enable focused 
disinfection and cleaning. Minimal amount of product, information, and supplies will be 
kept in the guest room. 

• QR code guest room compendium must be offered, in addition to a printed compendium 
format. 

Room Service and Guest Deliveries: 

• Do not enter the guest room, unless necessary to accommodate guest need. If in the room, 
avoid touching surfaces, unless necessary. 

• Food delivery must include protective wear for guest to safely handle hot and cold items 
(e.g. removal of warmer). 

• Guest request items, towels, or any other items to be delivered in a sanitised single use 
bag. 

• QR Code IRD menu must be offered, in addition to a printed compendium format. 

• Orders will be left outside the guest room door, unless necessary to accommodate guest 
need. 

• Maintain physical separation when notifying guest order is available (e.g. telephone, door 
knock). 

• Pick-up orders should only take place when food is in the hallway outside of the door and 
the guest room door is closed. 

• Guest requested to place all used items outside their door for pick-up. 

Public Spaces – Lobby Entrances, Elevators, Escalators, Restrooms: If and where it can 
be done safely and with guest privacy, leave doors proper open to public restrooms, meeting 
rooms and other public areas. Where the door cannot be propped open, place waste basket 
next to entry door for guest to utilize towels for opening door then disposing. 
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Outlets, Dining, and Bars: 

• Hand sanitiser will be available at the entrance of each outlet and upon guest request for 
self-sanitisation. 

• Information on enhanced cleaning and serving procedures is available for guest review. 

• Do not preset china, glass and silver on dining tables. 

• Salt, pepper and other condiments to be disinfected between table turns and provided 
upon request. 

• Food to remain covered when presented to guest whenever possible. 

• Menus must be either: Laminated and sanitised between each use, single use menus, QR 
Codes, Website with menus, or large monitor display screens.  

• Guests will be able to swipe or tap their own credit card. If the server handles the credit 
card, it is to be sanitised prior to returning to the guest. 

• Staff to sanitise hands or change gloves between handling dirty linen / service ware and 
serving / interacting with guests. It is recommended to have separate staff to focus on 
clearing dirty tables. 

• Sanitise hands after handling any cash or credit cards. 

Fitness Centre, Recreation, Towel, Pool, Jacuzzi: 

• Place hand sanitisers stations at entrances to facilities. 

• Disinfecting wipes to be provided for guests to wipe down equipment prior to use. 

• 45 minutes maximum usage on cardio equipment due to reduced availability. 

• For non-disposable towels, allow guest to place used towels directly into dedicated bins 
for dirty items. 

SPA-Treatment: 

• Place hand sanitiser stations at entrance to treatment area. 

• Treatment Preparation: 

- All stainless steel tools to be cleaned per regulation – warm soapy water and put in 
autoclave for sterilization. 

- All bowels to be cleaned properly in warm soapy water, rinsed, and sterilized under UV 
lamp. 

- Product to be dispended per guidelines using disposable spatulas. 

- Therapist to wear gloves when handling sanitised items and preparing for treatment.  

• Treatment Amenity:  

- Treatment room amenity to be prepared in advance by F&B. 

- Storage and serving of amenity to follow F&B guidelines. 

• QR Code spa treatment menu. 

Events & Banquets: 

• Discontinue providing items that cannot be sanitised, e.g. Notepads. 

• Staff to sanitise hands or change gloves between handling dirty linen / service ware and 
serving / interacting with guests. It is recommended to have separate staff to focus on 
cleaning dirty tables. 

• Staff to sanitise hands after handling any cash or credit cards (if applicable). 

• Cover all food and drink when delivering from kitchen. Cover all trays of dirty dishes when 
removing from event venue. 

• Silverware to be rolled or covered by napkin. Consider the use of disposable napkins and 
flatware. 

• Sanitising wipes to be placed on each table along with a receptacle for used wipes. 

• Servers to sanitise hands and replace gloves after completing set up. 

• Masks and gloves are available for guest if they choose to use them. An envelope or 
sleeve is provided for storage of guest mask. 
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Check • Line supervision of staff by Team Leaders, Supervisors and Managers 

• Department Head inspections. 

• GM & Hygiene & Wellbeing Leader periodic walkthroughs. 

• External compliance audits. 

• Guest surveys/Medallia customer experience feedback and net promoter scores (NPS). 

Act • Review feedback and implement suggestions for improvement when possible. 

• Department Heads enforce corrective action for non-compliance. 

• Training Programs (refer Training Area) and supplementary / additional training where 
weaknesses in skills and experience are identified. 

• Create staff awareness through Safety Newsletters and Safety Committee. 
 

FOOD SAFETY Plan Enhanced food safety and hygiene protocols. 

Do Heart-of-House:  Eliminate community snacks and make sanitisation materials readily 

available. 

Guest Room: Amenity items are place in a guest room, they are covered and disinfected 
according to HACCP standard. 

Outlets, Dining, and Bars: 

• Cover all food and drink when delivering from kitchen to bar. Cover all trays of dirty dishes 

when removing from dining room. 

• Prioritise hygiene over appearance / presentation. 

• Evaluate outsourced food preparation, such as precut produce and premade deserts (If 

applicable). 

Fitness Centre, Recreation, Towel, Pool, and Jacuzzi: Provide disinfecting wipes so guests 
can disinfect surfaces of water station they interact with. 

Events and Banquets: 

• Prioritise hygiene over appearance / presentation. 

• Evaluate outsourced food preparation, such as precut produce and premade deserts (if 

applicable). 

• Discourage buffets and replace with limited la carte menu. If required, hygiene and 

sanitisation practices must be followed: 

- Hand sanitiser at beginning of each buffet line. 

- On-brand printed material outlining hygiene practices is visible to guest on or near the 

buffets. 

- Increase number of buffets and spread them throughout the room to allow for social 

distancing or extend buffets to allow proper social distancing. 

- Only do single sided buffets and have sneeze guards and protection in place where 

possible. 

- Staff to place food on guest’s plates. 

- Minimise props and other decor on buffet to keep buffet clutter-free. 

- Do not use shared/open condiments. 

- All buffet utensils are changed/sanitised every 30 minutes. 

• Plated service hygiene practices will be followed. 

• Rolled silverware, salt, and pepper shakers to be sanitised prior to placing on table and 

delivered with first course. 

- No food items to be preset. 
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- Plates to remain covered when being carried into rooms. Servers to remove covers 

tableside right before serving. 

- Separate staff for serving and cleaning is recommended. 

- Cleared plates to be covered with clean napkin on tray and covered before carrying 

back of house. 

- Coffee served table-side, no carafes left at tables. Individual portions of cream/milk, 

sugar, sweetener. 

- Bread service to be handled by servers. No baskets of bread to be placed on tables. 

- Individual portions of dressings will be used as opposed to goosenecks.  

• Coffee break hygiene, sanitisation, and operational best practices will be followed. 

- Coffee break stations are spread out to allow proper social distancing. 

- Minimise props and other décor to keep coffee breaks clutter-free. 

- Set up should be done right before the event, not the day prior. 

- Food displays are small and changed frequently. Food is to remain covered before 

bringing into venue. 

- Serving utensils are changed and sanitised and sanitised frequently. 

- Ice is in a covered container. 

- Dirty service ware is placed on a tray and covered before being removed from the 

room. 

- If paper cups are used, they should be in a dispenser. 

- No bulk condiments are used. 

• Banquet beverage hygiene, sanitisation and operational best practices are followed. 

- Increase number of bar or beverage stations and spread the throughout the room to 

allow for social distancing. 

- Minimise props, and other décor on bar to keep back bar or bar front clutter-free. 

- Set up should be done right before event with clean and sanitised glassware, ice 

remains covered, and garnish in separate containers with cover. 

- No self-see bars or beverage service. 

General: HACCP Food Certification. 

Check • Line supervision of staff by Team Leaders, Supervisors and Managers 

• Department Head inspections. 

• GM & Hygiene & Wellbeing Leader periodic walkthroughs. 

• External compliance audits. 

• Guest surveys/Medallia customer experience feedback and net promoter scores (NPS). 

Act • Review feedback and implement suggestions for improvement when possible. 

• Department Heads enforce corrective action for non-compliance. 

• Training Programs (refer Training Area) and supplementary / additional training where 
weaknesses in skills and experience are identified. 

• Create staff awareness through Safety Newsletters and Safety Committee. 
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ELEMENT 4: CONFORMITY AND COMPLIANCE 

Our hotel’s safety and wellbeing program is built on the following conformance and compliance 

requirements. The Leadership Committee with the assistance of the Hygiene and Wellbeing Leader 

are responsible for upholding and updating these requirements as necessary. 

GHM Conformity and Compliance Register 

# Authority Requirement 

1 Commonwealth 

Government 

Biosecurity (Human Biosecurity Emergency) (Human Coronavirus with Pandemic 

Potential) Declaration 2020.  

Community acknowledgement of: 

• Declaration of a human biosecurity emergency exists in Australia 

• Is fatal in some circumstance. 

• Has no vaccine or antiviral treatment. 

• Poses a sever and immediate threat to human health on a nationally significant scale. 

2 Victoria Government 

(WorkSafe Regulator) 

Occupational Health and Safety Act 2004 (Employers Duties): 

• provide and maintain a working environment that is safe and without risks to the health 

of employees and independent contractors, including psychological health. 

• provide such information, instruction, training or supervision to employees and 

independent contractors as is necessary to enable those persons to perform their work 

in a way that is safe and without risks to health. 

• monitor the health of employees. 

• monitor conditions at any workplace under the employer's management and control. 

• provide information concerning health and safety to employees, including (where 

appropriate) in languages other than English. 

• ensure that persons other than employees of the employer are not exposed to risks to 

their health or safety arising from the conduct of the undertaking of the employer. 

• consult with employees and HSRs, if any, on matters related to health or safety that 

directly affect or are likely to directly affect them. 

Occupational Health and Safety Act 2004 (Employees Duties): 

• Take reasonable care for their own health and safety. 

• Take reasonable care for the health and safety of persons who may be affected by the 

employee's acts or omissions at a workplace. 

• Co-operate with their employer with respect to any action taken by the employer to 

comply with a requirement imposed by or under the OHS Act. 

3 Victoria Government 

(DHHS) 

 

REFER – https://www.coronavirus.vic.gov.au/covidsafe-workplaces 

Hospitality DENSITY QUOTANTS: 

Hospitality venues can open for full indoor and outdoor service, with COVIDSafe 

requirements including density quotient. 

Up to 25 patrons are allowed in a hospitality venue before density quotients apply.  If more 

than 25 patrons are in a venue, the density quotient of one person per two square metres 

applies. 

A maximum of 50 people are allowed on a dance floor, subject to a density quotient of one 

person per four square metres. 

STAFF ARE NOT INCLUDED IN THE DENSITY QUOTIENT. 
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Electronic record keeping (e.g. QR codes) is not required in hospitality venues if a density 

quotient of one person per four square metres is applied (or greater density quotient). 

Electronic record keeping is required in hospitality venues if a density quotient of one person 

per tow square metres is applied (or a greater density quotient). Electronic record keeping is 

also required if the total area of all indoor and outdoor spaces at the hospitality venue is less 

than 50 square metres and you have up to 25 patrons in your facility, and this 25 patrons 

reflects a density quotient of less than one person per four square metres. 

WORKERS ARE NOT INCLUDED IN THE DESNITY REQUIREMENTS FOR THE 

FOLLOWING SETTINGS: 

• A Restaurant; 

• A Bar; 

• A venue hosting a wedding. 

Two Square Meter Rule. The two square metre rule applies to the 

indoor and outdoor spaces of food and drink. 

Four Square Metre Rule. The four square metre rule applies to 

staffed sport and exercise facilities, indoor pools and dance floors. The 

four square metre rule also applies when businesses use manual 

record keeping.  

 

 

Eight Square Metre Rule. The eight square metre rule only applies to 
indoor sport and exercise facilities when unstaffed, for example 24 
hour gyms. 

 

Does the ‘Square metre’ rule apply to lifts?   

• Physical distancing, hand hygiene and cough etiquette are strongly encouraged when 
using lifts to reduce public health risks associated with coronavirus (COVID-19).  

• Square metre density quotients are currently not mandatory in lifts, but responsible 
use of lifts is encouraged.  

• It’s important to avoid taking a crowded lift and wait for the next lift where possible.  

• Appropriate cleaning of high touch surfaces such as lift buttons and handrails must 
occur regularly and operators may consider providing hand sanitiser and cleaning 
wipes for users and staff.  

• Keep at least 1.5 metres between yourself and others while waiting for a lift and during 
use, where practical. Floor markings at lift entrances helps users maintain physical 
distancing while waiting for the lift and avoids bottle necks occurring near lift 
entrances.  

• Building operators may choose to include signage at lift entrances recommending a 
sensible maximum number of people that should enter a lift in order to avoid 
overcrowding. This may vary depending on the size of the lift and time of day.  

• Staggering the use of lifts during busy periods may be necessary to ensure physical 
distancing can occur.  

• In some circumstances, the use of stairwells may be an alternative when lifts are busy 
and where safe to do so.  

• You should avoid accessing lifts with others if you have symptoms of coronavirus 
(COVID-19). Instead, get tested and stay home. 
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4 Hyatt Global 

Operations 

COVID-19 Care and Cleanliness Directives and Guidance 

https://www.hyattconnect.com/vgn-ext-

templating/staticfile.html?sfid=2d06e02844b23710VgnVCM1000006e2ea00aSTFL 

Full Service Hotel Operations Toolkit 

https://www.hyattconnect.com/vgn-ext-

templating/staticfile.html?sfid=186ab2e7ac5c1710VgnVCM1000006e2ea00aSTFL 

COVID-19 Coronavirus Guide and Management Procedures 

https://www.hyattconnect.com/vgn-ext-

templating/staticfile.html?sfid=6da2cfc842332710VgnVCM1000006e2ea00aSTFL 

5 GHM COVID-19 Safety 

Risk Mitigation Plan 

REFER TO ANNEX B 

6 GHM Safety 

Management System 

(Injury & Illness 

Prevention Plan) 

In addition to the new cleaning-disinfection-sanitisation protocols and practices, the 

general workplace health and safety practices which may be impacted by cleaning, 

disinfection, or infectious disease prevention, remain an extant requirement: 

NOTE: All Workplace Safety Handbooks, Safety Guides, and Safety Forms are located on 

the Hotel’s Computer System (T:) Folder\SECURITY AND SAFETY PROGRAM   

REFER ALSO ANNEX C. 
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ELEMENT 5: OBJECTIVES, GOALS, AND TARGETS 

Our hotel’s COVID-19 risk mitigation objectives, goals and targets are as follows: 

# Type Description 

1  

 

Objectives 

Implement a performance-based cleaning, disinfection, and infectious disease prevention 

program (Refer KPI Dashboard) 

2 Establish an environment for our location that is sanitary, safe, and healthy. 

3 Minimise and control risks associated with infectious disease outbreak and potential 

exposures. 

4 Seek to make GHM the safe, secure, and reliable brand of choice based on care and wellbeing. 

 

1  

 

 

 

 

 

 

 

 

 

 

Goals 

Appoint a Certified Hygiene and Wellbeing Leader 

S A core set of leader responsibilities has been designed to champion, train, support and 

re-enforce Hyatt’s hygiene and wellbeing expectations in tandem with local legislation: 

re-emphasizing a “good hygiene” mindset in all of our locations 

M Appointments will be monitored by Hyatt Global and Registered on Hyatt’s Risk Portal - 

GBAC Dashboard 

A GM GHM Appointed Director Security and Safety as Hotel Hygiene and Wellbeing Leader 

and Certification Training was completed 11 June 20 

R GBAC Certification Training  is provided on Hyatt’s My Learning Online Portal 

T GBAC Hygiene and Wellbeing Leader appointed and certified by 01 July 20 

2 Obtain GBAC STAR Accreditation 

S Develop a performance based cleaning, disinfection, and infectious disease prevention 

program focused on establishing hotel environments that are sanitary, safe and healthy. 

M Accreditation must be renewed every 12 month. 

A Step by step process outlined on Hyattconnect 

R GBAC have designed the program into 20 specific elements that have specific positions 

responsible for maintaining the program. 

T Accreditation to be achieved by 31 Dec 2020 

3 Maintain Annual Hygiene and Wellbeing Leader Certification and GBAC STAR 

Accreditation 

S Certification is required annually in order to maintain certification status and renewal 

requirements are clearly defined on Hyattconnect 

M Status of certification compliance is posted on Hyatt’s Risk Portal – GBAC Star 

Dashboard 

A Hotel’s leadership Committee overseas requirement for renewals 
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R Hyatt’s My Learning online training portal is accessible via internal and secure external 

web links 

T Recertify prior to 11 Jun 21 

4 Create a sense of comfort, confidence and competence for our colleagues and guests 

and visitors 

S Guided by our purpose of care and experience delivering world-class hospitality since 

1986, our hotel’s care & cleanliness commitment builds on our existing rigorous safety 

and cleanliness protocols 

M Conduct of inspections and audits in compliance with GBAC accreditation program. 

A By minimizing and controlling risks associated with infectious disease outbreak and 

potential exposure to guests, colleagues, business partners, the community, and the 

environment. 

R Our hotel’s COVID-19 Social Distancing and Transmission Reduction Policy & Procedure 

provides the governance to support our care and cleanliness commitment. 

T Our care and cleanliness commitment is an important expression of our purpose to care 

for people so they can be their best – now and in the future. 

5 Maintain a safe environment with enhanced cleaning, disinfection, sanitising and 

general work practices. 

S Maintain compliance with a rigorous accreditation through GBAC. 

M Conduct of weekly walk-thru Inspections and annual audits, and implement corrective 

actions where identified. 

A Comprehensive resources have been developed inclusive of Policy and Procedures, 

Training Programs, Safe Operating Procedures (SOPs), Key Performance Indicator (KPI) 

checklists, and annual auditing (both internal and external). 

R All cleaning, disinfecting, sanitising, and changed work practices shall be implemented 

under the supervision of Department Heads and coaching provided by the Hygiene and 

Wellbeing Leader. Access to resources are via Hyattconnect and the Hotel’s Common 

(K:) Drive. 

T All resources are available now and will be adjusted as required. 

 

1  

 

 

 

 

Targets 

Department Heads conduct weekly hygiene walkthroughs with an open invitation to the LC. 

The Hotel’s Hygiene and Wellbeing Leader (or delegate) will accompany at least one 

department head each week.  

2 Proactively communicate requirements related to cleaning, disinfection, and infectious disease 

prevention. 

3 Execute daily pulse surveys and address any identified issues within 24 hours. 

4 Monitor HYSat / Medallia feedback and address any identified issues within 24 hours. 

5 Guests book with confidence and stay with peace of mind 

6 Colleagues operate with confidence and recover responsibly. 



 GHM COVID SAFE INFECTIOUS DISEASE PREVENTION PLAN (Version #4, 28-DEC-20) 

Care For People So They Can Be Their Best 

-31- 

RESPONSIBILITIES 

The responsibility for maintaining the goals, objectives and targets is as follows: 

a. Leadership Committee: 

(1) Review and confirm the GHM GBAC Goals 

(2) Establishing, documenting and reassessing GBAC goals and objectives to improve its 

performance regarding cleaning, disinfection, and infectious disease prevention 

practices. 

b. Department Heads and Managers: 

(1) Discussing how to conform the goals and objectives with our contractors and vendors. 

(2) Communicating the GHM GBAC STAR program to relevant parties. 

(3) Identifying, facilitating and enhancing the cross-transfer and sharing of information as it 

pertains to the GBAC Star Certification and compliance with other GHM certification 

programs (e.g. HACCP, ISO 22000, etc). 
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ELEMENT 6: PROGRAM CONTROLS AND MONITORING 

Our Hotel’s Hygiene and infection control program involves policies, procedures, and activities that 

help ensure the objective, goals and targets identified in Element #5 are being accomplished. A key 

component of our plan is that our colleagues remain at the heart of our business – and core to 

providing care for our guests and customers. Showcasing safety first, while caring for the wellbeing 

of all stakeholders, is how we will deliver on our plan with our Purpose as our guide:  

We will do this in three ways: 

1. What we value. We care for people so they can be their best, and we bring our purpose to life 

through our values: 

• Respect. Be inclusive, value diverse points of view, care for people and your 

environment. 

• Integrity. Tell and accept the truth, Honor your commitments, take ownership and act 

with pride. 

• Humility. Let actions speak for themselves, share the credit, put others first. 

• Empathy. Truly listen, respond with compassion, walk in the shoes of others. 

• Creativity. See things anew, fail often and succeed sooner, be curious: learn & relearn. 

• Fun. Don’t take yourself too seriously, laugh out loud, build joy into your work. 

2. How we act. EMPATHY + ACTION = CARE. How our actions will look different for guests and 

colleagues: 

• For our Guests: 

- Increased frequency of cleaning with hospital-grade disinfectants on all high-touch 

surfaces, guestrooms and shared spaces. 

- Implementation of enhanced food safety and hygiene protocols for restaurants, 

room service and group meetings and events. 

- Prominently placed hand sanitizer stations throughout hotel public and colleague 

areas and entrances. 

- Social distancing guidance in public areas across hotel properties. 

- Enhanced cleaning in fitness centers, spas and other recreational amenities. 

• For our Colleagues: 

- Proper training, support and retraining on new processes 

and protocols. 

- Personal Protective Equipment to do your job always available.  

- Social distancing practiced and reinforced throughout the hotel. 
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- Continuous conversation and feedback on your experience, how you are feeling, 

what you are hearing from guests and how can we continue to get even better 

each day. 

• New ways we will be asked to act differently –  

 

3. The experiences we deliver. Our Mission: To Deliver Distinct Experiences For Our Guests. The 

ways our guests will experience the Hotel differently include: 

• Guest Room: 

- Daily Housekeeping: Available Upon Request. 

- Hand sanitiser available in every guest room. 

- Guest Resources: Compendium enhanced with Digital QR Code. 

• Dining: 

- Knock and Go Room Service. 

- Social distancing configurations. 

- Hand sanitiser readily available. 

- Enhanced Cleaning and Operating Procedures. 

• Events: 

- Venue adapted to maximize social distancing. 

- Hand sanitiser readily available. 

- Clear directions to restroom facilities. 

• Limited Services: 

- Fitness Centre: Capacity limitations, equipment reduction based on social 

distancing, operating hours. 

- Spa: Capacity limitation, equipment reduction based on social distancing, 

operating hours. 

- Mobile Check-In and Check-Out highly encourages (digital room-key where 

available). 

The way our colleagues will experience the Hotel differently in the heart of house includes: 

• Wellness Policy: 

- A new wellness policy instructs colleagues to stay home from work if they are not 

feeling well, have been exposed or diagnosed. 
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- Hotel attendance policy is amended to allow for this practice without a penalty for 

colleagues. 

• Temperature and wellness checks: 

- Temperature check upon entering the building. 

- Entrance and exit limited to one colleague at a time with proper distance between 

each other while awaiting to enter. 

- Daily wellness checks before coming to work. 

- PPE readily available. 

• Uniforms: 

- Picked up from an attendant in proper PPE.  

- Drop off is elf service. 

• Locker Rooms: 

- Locker room facilities & amenities have been adjusted to adhere to adhere to 

hygiene & social distancing guidance. 

- Max use occupancy is defined; schedules staggered as needed to adhere. 

- Locker room facilities are maintained with high level of cleanliness throughout the 

day. 

• Day-to-Day Responsibilities: 

- Completed while adhering to new cleanliness and social distancing guidance. 

- Tables and chairs arranged according to social distancing guidance. 

- Meals are served pre-packaged or pre-plated and served by chef in mask and 

gloves. 

- Max dining occupancy is established and reinforced by staggering schedules and 

allowing colleagues in administrative roles to eat at their desks. 

- Any touching required to obtain meals/beverages and clean up after eating has 

been minimised. Disposal options considered. 

- After dining, self-check on PPE requirements and return to work adhering to new 

cleanliness and social distancing guidance. 

• End of Shift: 

- Feedback given before leaving for the day (Pulse Survey) – did you feel safe and 

supported? 

- End of shift reminder provided for return to home cleanliness after working a shift. 

Together, we will make an impact and relies our vision: 

A world of understanding and care 
… and we want you to be part of it.  
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Our strategy for monitoring the effectiveness of our established controls involves: 

• Investigating incidents of potential infection as quickly as possible; 

• Conducting periodic walkthroughs, inspection; 

• Staff participation in daily Pulse Surveys; and 

• Auditing by external third parties. 

• HySat & Medallia Reports. 

• HotSOS Reports 

 

A KPI dashboard is provided at Annex D, which shall be used by Departments for self-inspection 

audits as well as guide the Hygiene & Wellbeing Leader / LC walkthrough inspections.  The KPI 

dashboard will measure how we are meeting our programs objectives, goals and targets, and 

identify areas that need corrective action. 

RESPONSIBILITIES 

The responsibility for maintaining the program controls and monitoring is as follows: 

a. Leadership Committee: 

(1) Review overall effectiveness and monitor the control measures for the GHM GBAC Star 

Program. 

(2) A member of the LC accompany Department Heads during weekly walk-throughs. 

(3) Ensure any incidents or accidents are followed up IAW regulated time frames. 

b. Department Heads:-  

(1) Conduct weekly visual walk through inspections in company with a LC member 

(2) Assignment of daily task list for the Service Workers and for conducting Quality Control 

(QC) checks throughout the day (Can be delegated to Line Managers/Team Leaders). 

c. All Staff – Review incidents and accidents within 24 hours of the occurrence (or IAW Worksafe 

VIC Regulations). If an incident or accident is significant, they will be brought to the attention 

of the Leadership Committee and Director of Security and Safety. 

 

ANNEX G provides a Table of the Program Monitoring and Controls Tasks, along with identifying the 

responsible party and timescale. 

 

  



 GHM COVID SAFE INFECTIOUS DISEASE PREVENTION PLAN (Version #4, 28-DEC-20) 

Care For People So They Can Be Their Best 

-37- 

ELEMENT 7: RISK ASSESSMENT AND RISK MITIGATION STRATEGIES 

GHM SAFETY RISK ASSESSMENT PROCESS 

The GHM Safety Risk Model is based on the P.E.A.R. assessment methodology and risk matrix 

measurement methodology RULE-OF-THREE.  GHM staff and supervisors should continue to use the 

GHM Safety Risk Assessment Process which is outlined in our Safety Management System (Injury & 

Illness Prevention Plan). Refer to GHM Workplace Safety Guides: 

• #4 – Risk Assessment; 

• #4A – The P.E.A.R. Risk Identification Method; 

• #4B – Risk Matrix; and 

• #4C – Hierarchy of Controls.  

Using P.E.A.R. in combination with the RULE-OF-THREE allows for a relatively simple process for 

identifying and responding to changes that occur in the operating environment (workplace). The 

P.E.A.R. risk identification technique is suitable for incorporating into daily activities, including: 

• Preparation for a task or activity. 

• Brief of the task or activity to team members. 

• Execution phase of the task or activity. 

• Debrief of the task or activity with team members, supervisors, and/or manager. 

The P.E.A.R. risk identification system employs a series of questions which the assessor analyses in 

context of a task or activity and the person(s) assigned to perform the activity. The Mnemonic 

P.E.A.R. is used to recall four elements of the risk identification process: 

• P - PEOPLE CONSIDERATIONS. This is the human system, which relates to the suitability 

 (Physical, cognitive and social) of selected personnel for a particular task. 

• E -  ENVIRONMENTAL CONSIDERATIONS. This considers both physical environment and 

 organisation environment in which people work. 

• A -  ACTIONS CONSIDERATIONS. This considers the actions people perform. 

• R -  RESOURCE CONSIDERATIONS.  This considers the resources necessary to complete the 

 job. 

Effective implementation requires everyone to: 

• Use P.E.A.R. to identify conditions and circumstances that may become a concern to you and 

others. 

• Speak up if you identify any AMBER or RED conditions or circumstances (when using the RULE-

OF-THREE). 

• Take time to think about the issues and discuss them with your team/supervisor. 
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RISK MATRIX 

The risk matrix is a common tool for measuring risk exposure. The Risk Matrix used by the GHM is 

known as the RULE-OF-THREE. 

The RULE-OF-THREE is a simple Risk Calculator based on three qualitative risk descriptors: 

1.  GREEN . Which means that the current controls for mitigating the hazards are acceptable – 

PROCEED with the task or activity. 

2.  AMBER . Which means that the current controls for mitigating the hazards is within 

acceptable limits (So Far AS Reasonably Practicable) but is nearing the boundary of being 

acceptable.  However, 3 x AMBERS for a single assessment = RED.  

3.  RED . Which means that the current controls for mitigating the hazards are unacceptable and 

the task must STOP. 

GHM INFECTIOUS DISEASE SELF-ASSESSMENT RISK MANAGEMENT SCREENING TOOL (STAFF 

WELLNESS CHECKS) 

In the context of the GBAC STAR Program, risk represents the possibility of an infectious disease 

outbreak or exposure. Hence, the GHM Infectious Disease Self-Assessment Risk Management 

Screening Tool (Refer Annex E)  has been developed to guide the staff wellness check process, and 

assist with identifying staff that may be of high-risk to exposure to, or vulnerable in the event of 

infection. 

RESPONSIBILITIES 

Department Heads are responsible for ensuring that ALL staff complete the Self-Assessment Risk 

Management Screening Tool at Annex E at the commencement of work (following Hotel Closure).  

Daily wellness checks will then be the responsibility of Line Managers/Team Leaders to verify that 

there has been no change since the initial submission of Annex E. 

The aim of this process is to better inform supervisors/managers who must control workplace 

hazards and manage the subsequent risks. 

Specific risks that all supervisors and managers need to consider are listed in the Risk Identification 

Table on the following page.   

All program controls to mitigate the listed risks are tabulated in the KPI Tables provided at Annex D 

and the Infectious Disease Risk Register at Annex F. 

The Hotel’s Hygiene and Wellbeing Leader will maintain up-to-date information for the risk 

assessment process as required based on any changes in the hazard profile and feedback from 

weekly inspections and annual audits. 
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# RISK IDENTIFICATION CONTROLS 

1 Transfer of COVID-19 from guest to staff – resulting in illness from mild to severe. 
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2 Transfer of COVID-19 from guest to guest – resulting in illness from mild to severe. 

3 Transfer of COVID-19 from contractor/vendor to staff – resulting in illness from mild to severe. 

4 Transfer of COVID-19 from staff to staff – resulting in illness from mild to severe. 

5 Transfer of COVID-19 from staff to guest – resulting in illness from mild to severe 

6 Undetected infected guest due to being asymptomatic. 

7 Undetected infected contractor/vendor due to being asymptomatic. 

8 Undetected infected staff member due to being asymptomatic. 

9 Unavailability of hand sanitiser due to high-demand. 

10 Unavailability of hand sanitiser due to theft. 

11 Unavailability of cleaning chemicals due to high demand. 

12 Unavailability of PPE due to high demand. 

13 Failure of staff to follow rigid procedures. 

14 Failure of guests to comply with social distancing and wear a face covering. 

15 Failure of contractors/vendors maintaining safe working procedures. 

16 Persistent use of hand sanitiser resulting in dermatitis. 

17 Persistent use of latex gloves – resulting in aggravated latex sensitivity. 
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 ELEMENT 8: STANDARD OPERATING PROCEDURES (“SOPs”) 

Our Hotel’s continuity of business operations in a pandemic requires the business and its staff to 

operate in a different way. Good OHS practices and instructions are necessary for preventing the 

spread of COVID-19 and we mitigate the associated risks with the development of new Operating 

Procedures. 

There are two categories of operating procedures employed by the hotel to mitigate the risk of 

COVID-19 infection which include the Standard Operating Procedures (SOPs) developed by Hyatt for 

Global implementation and the Safe Operating Procedures specifically developed by the hotel as 

part of the hotel’s Safety Management System.  Both categories of these SOPs are listed as follows: 

 

# HYATT GLOBAL STANDARD OPERATING PROCEDURES IMPLEMENTED 

Note: All of the listed Global SOPs are hyperlinked, but are also located on the Hotel’s computer system COMMON 

K:\COVID19\GBAC STAR PROGRAM\SAFE OPERATING PROCEDURES\HYATT GLOBAL 

1 Global COVID-19 Care and Cleanliness Directives and Guidance YES 

 Full Service Hotel Operations Toolkit YES 

 COVID-19 Management Guide YES 

 Alternative Use Guide NO 

 Global Colleague Assurance YES 

 Daily Wellness Checks YES 

 Daily Temperature Checks YES 

 Colleague Pulse Surveys YES 

 Care and Cleanliness Audit Procedures YES 

 

 # GRAND HYATT MELBOURNE SAFE OPERATING PROCEDURES IMPLEMENTED 

Note: All of the listed SOPs are located on the Hotel’s computer system COMMON K:\COVID19\GBAC STAR 

PROGRAM\SAFE OPERATING PROCEDURES\GHM 

1 Hand Washing YES 

2 How To Wear a Face Mask YES 

3 How To Fit and Remove Gloves YES 

4 Key Card Sanitisation YES 

5 Pen Sanitisation YES 

6 Umbrella Handle Sanitisation YES 

7 Luggage Trolley Sanitisation YES 

8 IT Equipment Cleaning & Sanitising YES 

9 Vehicle Cleaning-Disinfecting-Sanitisation YES 

10 COVID Safe Loading Dock Operations YES 

11 City Club Operations YES 
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# GRAND HYATT MELBOURNE SAFE OPERATING PROCEDURES CONTINUED: IMPLEMENTED 

12 Contractors & Service Providers Health Declaration YES 

13 COVID Safe Contractor & Service Provider General Controls YES 

14 COVID Safe Event Operations YES 

15 COVID Safe Restaurant Table Service YES 

16 COVID Safe Restaurant Hosting YES 

17 COVID Safe IRD Service YES 

18 Cleaning a Guest Room YES 

19 COVID Safe Houseperson Operations YES 

20 COVID Safe Public Area Attendant Operations YES 

21 COVID Safe Engineering & Maintenance Operations. YES 

22 COVID Safe Francis Perry Vehicle Transportation  YES 

23 COVID Safe Valet Parking YES 

24 COVID Safe Luggage Delivery /Pick-Up YES 

25 COVID Safe Check-In / Check-Out YES 

26 COVID Safe Fruit and Vegetable Disinfection YES 

27 COVID Safe Culinary Area Sanitisation YES 

28 COVID Safe Sales & Marketing Operations  YES 

29 Sanitisation Log YES 

30 Cleaning and Disinfecting YES 

 

RESPONSIBILITIES 

The responsibility for maintaining the GHM SOPs is as follows: 

a. Department Heads:-  

(1) Actively maintain, update and approve of changes made to the SOPs in conjunction with 

the staff, management, and other applicable parties involved in the handling of the SOPs 

at GHM. 

(2) Document any changes to the SOPs within a week of when the changes occurred and 

will maintain up-to-date documentation for the GHM facilities. 

(3) Follow all State DHHS, Federal, Industry and local guidelines that are more pertinent and 

exhaustive than the guidelines stated in the documented SOPs and will appropriately 

document these changes within a week. 

b. Hygiene and Wellbeing Leader: 

(1) Advise Department Heads as required in updating SOPs. 

(2) Include GHM Safety Committee as required of any important or significant changes. 
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ELEMENT 9: SUPPLIES, TOOLS, AND EQUIPMENT 

Notwithstanding that all supplies, tools and equipment with respect to cleaning, disinfecting and 

infectious disease prevention have been well established in the Hotel, the impact of COVID-19 has 

forced new considerations to ensure greater effectiveness. The following list of tools and equipment 

are now part of our COVID-19 risk mitigation planning: 

 

# ITEM CHEMICAL 

(YES / NO) 

PPE 

(YES / NO) 

Housekeeping - Rooms 

1 Customisable Hand Sanitisation Station (Public Areas) - Ecolab YES NO 

2 Black Public Bathroom Sanitisers (Public Areas) - Ecolab YES NO 

3 Small Frames NO NO 

4 Alcohol Wipes (Rooms) - MCS YES NO 

5 Guest Lift Lobby Sanitisers (Rooms) – Ecolab YES NO 

6 Pantry Hand Sanitisers (Rooms) – Ecolab YES NO 

7 Hand Sanitiser 50ml (Rooms) – BUNZL YES NO 

8 Premier full face shield (Rooms) –BUNZL NO YES 

9 Microfibre Cloths (Rooms) – MCS NO NO 

10 Drawstring Bags (Rooms) -  NO NO 

11 Small Caddy for Cleaning Chemicals (Rooms) -  NO NO 

12 Glassware storage Containers (Rooms) – IKEA NO NO 

13 Card Plastic (Rooms) – NCP NO NO 

14 Compendium Card / IRD Menu A5 Plastic (Rooms) – NCP NO NO 

15 Mini bar card – Plastic (Rooms - NCP NO NO 

16 CLOROX Total 360 Elecrost Sprayer (Rooms) – BUNZL YES NO 

17 CLOROX Total 360 Disinfect Cleaner 3.78L (Rooms) - BUNZL YES NO 

18 Sany Air Equipment Sprayer (Rooms) – BUNZL YES NO 

19 Sneeze Guard 4.5mm Acrylic 60x40cm (Front Office/GC) NO YES 

20 Sneeze Guard Wrap Around (Front Office/GC) NO YES 

21 2 Ply Disposable Face Masks (All Pers) -   NO YES 

22 Disposable Gloves (Nitrate / Latex) (All Pers) -  NO YES 

23 Eye Goggles (All Pers) -  NO YES 

24 Disposable Aprons (All Pers) -  NO YES 

25 Peroxide Multi Surface Cleaner Disinfectant (Rooms/Front Office/BOH) - Ecolab YES NO 

26 Microfibre Cloths (All Pers) -  NO NO 

27 Contactless Thermometers NO NO 

28 Bio-Hazard Garbage Bags NO NO 
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# ITEM CONTINUED: CHEMICAL 

(YES / NO) 

PPE 

(YES / NO) 

Housekeeping – Rooms Continued: 

29 Oasis Pro 12 Neutral Cleaner Yellow (HC) - Ecolab  YES NO 

30 Oasis Pro 42 Glass Cleaner Blue (HC) - Ecolab YES NO 

31 Oasis Pro 50 Odour Counteractant Green (HC) - Ecolab YES NO 

32 Oasis Pro 70 Marble Safe Cleaner Pink (HC) - Ecolab  YES NO 

33 Retreat Bleach White (HC) - Ecolab YES NO 

34 Buddy Crème Cleanser (HC) - Ecolab YES NO 

35 Ethanol Alcohol Spray Hand Sanitiser (HC) - Envirotech YES NO 

36 Checkmate Surface Spray Disinfectant - Ecolab YES NO 

37 Disinfectant Wipes – Pine-o-Cleen YES NO 

38 Key & Pen Sanitisation Buckets (Front Office) – IKEA  NO NO 

39 Sanitised Umbrella Container (Front Office) - IKEA NO NO 

40 Small Acrylic Frames – Pen Signs (Front Office) – Slim Line NO NO 

41 Small Lockable Key Return Boxes (Front Office) – Office Works  NO NO 

42 Floor Decals (Front Office) – Snap NO NO 

43 Entry / Exit Signs (Front Office) -  NO NO 

44 Other Various Signage (Hygiene Standards) -  NO NO 

45 Pen Holders (Front Officer) - NO NO 

46 Hand Sanitiser Pumps (Front Office/Bell) -  YES NO 

47 Plastic Bins for PPE Disposal (Front Office/Bell) -   NO NO 

48 Face Shields (Laundry Chute Area) NO YES 

Fitness Centre: 

1 Autoclave (Spa) – Medical Suppliers NO NO 

2 UV Lamp (Spa) – Do Beauty NO NO 

3 Ipad Menu (Spa) - NO NO 

4 2 Ply Disposable Face Masks (All Pers) -   NO YES 

5 Disposable Gloves (Nitrate / Latex) (All Pers) -  NO YES 

6 Eye Goggles (All Pers) -  NO YES 

7 Face Shields (Spa Treatment) -   

8 Disposable Aprons (All Pers) -  NO YES 

9 Cleanshot Spray & Sanitise Spray Bottles 750ml (Fitness/Spa) - Ecolab YES NO 

10 Checkmate Surface Spray Disinfectant (Fitness/Spa) - Ecolab YES NO 

11 Microfibre Cloths (All Pers) -  NO NO 

12 Contactless Thermometers NO NO 

13 Wipe Dispensers (Fitness) – WOW Wipes YES NO 
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# ITEM CONTINUED: CHEMICAL 

(YES / NO) 

PPE 

(YES / NO) 

Fitness Centre  Continued: 

14 Key & Pen Sanitisation Buckets (Desk) – IKEA NO NO 

15 Small Frames Pen Sanitisation Signs (Desk) – Slim Line NO NO 

16 1.5m Floor Decals (Fitness) -  NO NO 

17 Steam quality lab tests (Fitness) -  NO NO 

18 Touchless Hand Sanitisers Dispensers (Entry/Exit) – Ecolab YES NO 

19 Touchless Hand Sanitisers Dispensers (Washroom) – Ecolab YES NO 

20 Signage Display Easels and Frames (Fitness) -  NO NO 

21 Key Drop Box (Fitness) – Office Works NO NO 

22 Automatic water dispensers (Fitness) -  NO NO 

23 Automatic Doors (Washrooms) -  NO NO 

24 Automatic Doors (Entrance) -  NO NO 

25 Automatic Soap Dispensers (Washrooms) - Ozwashrooms NO NO 

26 Machine Dividers (Fitness) -  NO NO 

Food – Beverage - Culinary 

A. ISO 22000 

1 ISO 22000 Manual - EHC NO NO 

2 ISO 22000 Audits - EHC NO NO 

3 Pandemic certification - EHC NO NO 

4 Auditing – EHC NO NO 

5 HACCAP Training - EHC NO NO 

6 Chartered Institute of Environmental Health Training - EHC NO NO 

7 Monthly food, water and ice testing - DTS NO NO 

8 Annual calibration of dishwashers – ASGXTECH NO NO 

9 Cutting Boards (Colour Coded) – Chefs Hat NO NO 

10 Receiving Bins (Colour Coded) – MHA Products NO NO 

11 Thermo Pen MK4 - EHC NO NO 

12 Pot Washing Machine (L5 Kitchens) – Advantage Kitchens NO NO 

B. Food Delivery and Buffet  

13 Cloche 28cm (IRD-CK-Events)) – Cedar Hospitality NO NO 

14 Cloche 24cm (IRD-CK-Events) – Cedar Hospitality NO NO 

15 Sneeze Guards (CK) – I.H.S. NO YES 

16 Sneeze Guards (Events) – I.H.S. NO YES 

C. 30 Minute Hand Wash & Bench Sanitising 

17 UV Light – Glitter Bug NO NO 
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# ITEM CONTINUED: CHEMICAL 

(YES / NO) 

PPE 

(YES / NO) 

D. Table Tops 

18 HG-Ensure ATP Testing – Anaeron Medical Supplies NO NO 

19 Industrial Clock (30 Min countdown) – High Tech Panda NO NO 

20 Small clear plastic QR holder (CK) – Country Road NO NO 

21 Silver Dish for used sanitiser wipes (CK/Events) – Chefs Hat NO NO 

E. Operating Supplies 

22 Hyatt Branded Antiseptic Towels (Restaurant/RS/Events) - Freshnup YES NO 

23 Swab Testing (Restaurant/RS/Events) - Ecolab NO NO 

F. Sanitise 

24 GN Trolley Cover Dispenser (Events/CK/Pastry) – Euro Chef NO NO 

G. PPE and Chemicals 

25 3 Ply Disposable Face Masks (All Pers) -   NO YES 

26 Disposable Gloves (Nitrate / Latex) (All Pers) -  NO YES 

27 Eye Goggles / Face shields (All Pers) -  NO YES 

28 Disposable Aprons (Stewarding) -  NO YES 

29 Cleanshot Spray & Sanitise 750ml (Restaurant/Bar/Events/IRD) - Ecolab YES NO 

30 Checkmate Surface Spray Disinfectant (Restaurant/Bar/Events/IRD) - Ecolab YES NO 

31 Microfibre Cloths (Restaurant/Bar/Events/IRD) -  NO NO 

32 Contactless Thermometers NO NO 

33 Hand Sanitiser Pumps (Sanitise Stations Restaurant/Bar/Events/IRD) -  YES NO 

34 Fruit and Vegetable Wash - Ecolab YES NO 

35 No Rinse Food Contact Cleaner Sanitiser - Ecolab YES NO 

Engineering: 

1 HVAC Coil Clean For all AHU Plant - FRA YES NO 

2 Water domestic Water Sampling – HydroChem YES NO 

3 Temperature Scanning Camera (Public Areas)  - VSEC or alternative NO NO 

4 Temperature Scanning Camera (Events)  - VSEC or alternative NO NO 

5 Water Legionella Control (Plant) -  YES NO 

6 Water Auto-Dosing (Pool and Domestic) -  YES NO 

7 HVAC Filter Replacement (AHU every 3 months) - Airepure  NO NO 

8 HVAC In-door Air Quality Testing NO NO 

9 Sanitisation Equipment (Guest Rooms) -    

10 3 Ply Disposable Face Masks (All Pers) -   NO YES 

11 Disposable Gloves (Nitrate / Latex) (All Pers) -  NO YES 

12 Eye Goggles / Face shields (All Pers) -  NO YES 
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# ITEM CONTINUED: CHEMICAL 

(YES / NO) 

PPE 

(YES / NO) 

13 Disposable Aprons (Garbage Removal/working in food prep/store areas) -  NO YES 

14 Cleanshot Spray & Sanitise 750ml (IT EQUIP, Radios, Phones, etc) - Ecolab YES NO 

15 Checkmate Surface Spray Disinfectant (Surfaces) - Ecolab YES NO 

16 Microfibre Cloths (Reusable) -  NO NO 

17 Hand Sanitiser Pumps (Office) -  YES NO 

Security: 

1 3 Ply Disposable Face Masks (All Pers) -   NO YES 

2 Disposable Gloves (Nitrate / Latex) (All Pers) -  NO YES 

3 Eye Goggles / Face shields (All Pers) -  NO YES 

4 Disposable Aprons (Garbage Removal/First Aid, ) -  NO YES 

5 Cleanshot Spray & Sanitise 750ml (IT EQUIP, Radios, Phones, etc) - Ecolab YES NO 

6 Checkmate Surface Spray Disinfectant (Surfaces) - Ecolab YES NO 

7 Microfibre Cloths (Reusable) -  NO NO 

8 Hand Sanitiser Pumps (Office) -  YES NO 

9 Alcohol Based Sanitisation Wipes -  YES NO 

Office Environments – Executive, Sales & Marketing, F&B, Finance, HR 

1 3 Ply Disposable Face Masks (All Pers) -   NO YES 

2 Disposable Gloves (Nitrate / Latex) (All Pers) -  NO YES 

3 Eye Goggles / Face shields (All Pers) -  NO YES 

4 Cleanshot Spray & Sanitise 750ml (IT EQUIP, Radios, Phones, etc) - Ecolab YES NO 

5 Checkmate Surface Spray Disinfectant (Surfaces) - Ecolab YES NO 

6 Microfibre Cloths (Reusable) -  NO NO 

7 Hand Sanitiser Pumps (Office) -  YES NO 

8 Alcohol Based Sanitisation Wipes -  YES NO 

Materials: 

1 3 Ply Disposable Face Masks (All Pers) -   NO YES 

2 Disposable Gloves (Nitrate / Latex) (All Pers) -  NO YES 

3 Eye Goggles / Face shields (All Pers) -  NO YES 

4 Disposable Aprons (Food Handling, Packaging &  Garbage Removal) -  NO YES 

5 Hairnets (Food Handling / Storage) -  YES NO 

6 Cleanshot Spray & Sanitise 750ml (IT EQUIP, Radios, Phones, etc) - Ecolab YES NO 

7 Checkmate Surface Spray Disinfectant (Surfaces) - Ecolab YES NO 

8 Microfibre Cloths (Reusable) -  NO NO 

9 Hand Sanitiser Pumps (Office) -  YES NO 

10 Alcohol Based Sanitisation Wipes -  YES NO 
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RESPONSIBILITIES 

Department Heads are responsible for: 

a. Providing and maintaining an up-to-date tools, equipment, and lists to applicable parties, used 

on site for cleaning, disinfection, and mitigation of the transmission of infectious disease. 

b. Providing and maintaining appropriate tools and equipment to their employees for cleaning, 

disinfection, and mitigation of the transmission of infectious disease. 

c. Responsible for evaluating existing tools and technologies as well as implementing new 

technologies and tools to add in the aid of increasing cleaning, disinfection, infectious disease 

prevention, automation, and increasing the efficacy and efficiency of said product. 

The Hygiene and Wellbeing Leader is responsible for maintaining this documentation and its 

implementation. 
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ELEMENT 10: CHEMICALS 

The following list of chemicals are used at the GHM for cleaning, disinfecting, sanitising, and 

infectious disease prevention.  

 

Product Use Contact 

Time 

PPE 

Nexa Foam - Ecolab Hand Sanitiser 20 sec ☐ Gloves   ☐ Mask    ☐ Goggles   

Alcogel Hand Sanitiser 20 sec ☐ Gloves   ☐ Mask    ☐ Goggles   

Purell Hand Sanitiser 20 sec ☐ Gloves   ☐ Mask    ☐ Goggles   

Envirotech Hand Sanitiser 20 sec ☐ Gloves   ☐ Mask    ☐ Goggles   

Glad Hands - Ecolab Hand Soap 20 sec ☐ Gloves   ☐ Mask    ☐ Goggles   

Alcohol Wipes - Briemarpak Hand or Surface Sanitiser 20 sec ☐ Gloves   ☐ Mask    ☐ Goggles   

Peroxide Multi Surface Cleaner 

Disinfectant 

Spray Surface Cleaner and 

Disinfectant 

10 Sec ☒ Gloves   ☐ Mask    ☒ Goggles   

Fruit & Vegetable Wash - Ecolab Food Disinfect/Sanitiser 90 Sec ☒ Gloves   ☐ Mask    ☐ Goggles   

No Rinse Food Contact Cleaner 

- Ecolab 

Disinfect kitchen work surfaces, 

chopping boards and knives 

90 Sec ☒ Gloves   ☐ Mask    ☐ Goggles   

Oasis Pro 66 - Ecolab Surface Disinfectant 5 Sec ☒ Gloves   ☒ Mask    ☒ Goggles   

Oasis Pro 12 - Ecolab  Neutral Cleaner N/A ☒ Gloves   ☐ Mask    ☒ Goggles   

Oasis Pro 42 - Ecolab Glass Cleaner N/A ☒ Gloves   ☐ Mask    ☒ Goggles   

Oasis Pro 50 - Ecolab Odour Counteractant N/A ☒ Gloves   ☐ Mask    ☐ Goggles   

Oasis Pro 70 - Ecolab  Marble Cleaner N/A ☒ Gloves   ☐ Mask    ☒ Goggles   

Retreat Bleach - Ecolab Surface Disinfectant 10 Sec ☒ Gloves   ☒ Mask    ☒ Goggles   

Buddy Crème Cleanser - Ecolab Bath Cleaner N/A ☒ Gloves   ☐ Mask    ☒ Goggles   

Ethanol Alcohol Spray - 

Envirotech 

Hand or Surface Sanitiser 20 Sec ☐ Gloves   ☐ Mask    ☐ Goggles   

Checkmate Surface Spray - 

Ecolab 

Surface Disinfectant 10 Sec ☐ Gloves   ☐ Mask    ☐ Goggles   

Hydrochloric Acid – Focus Pool/Spa pH adjustment N/A ☒ Gloves   ☒ Mask    ☒ Goggles   

OSPA Bromine – Focus Pool/Spa Disinfectant N/A ☒ Gloves   ☒ Mask    ☒ Goggles   

Sodium Bisulphate – Focus Pool/Spa pH adjustment  N/A ☒ Gloves   ☒ Mask    ☒ Goggles   

Liquid Chlorine – Foucs Pool/Spa Disinfection N/A ☒ Gloves   ☒ Mask    ☒ Goggles   

HYDRO 525 – HydroChem  Boiler Water Neutralizing N/A ☒ Gloves   ☒ Mask    ☒ Goggles   



 GHM COVID SAFE INFECTIOUS DISEASE PREVENTION PLAN (Version #4, 28-DEC-20) 

Care For People So They Can Be Their Best 

-50- 

Product Use Contact 

Time 

PPE 

HYDRO 590 – HydroChem  Boiler Water Alkalinity N/A ☒ Gloves   ☒ Mask    ☒ Goggles   

HYDRO 424 – HydroChem  Corrosion Inhibitor N/A ☒ Gloves   ☒ Mask    ☒ Goggles   

HYDRO 440 – HydroChem  Boiler & Cooling Water Alkalinity 

Control 

N/A ☒ Gloves   ☒ Mask    ☒ Goggles   

HYDRO 464 – HydroChem  Cooling Tower Detergent N/A ☒ Gloves   ☒ Mask    ☒ Goggles   

HYDRO 478 – HydroChem  Boiler Water Scale Preventative N/A ☒ Gloves   ☒ Mask    ☒ Goggles   

HYDRO 256 – HydroChem  Water Treatment Biocide N/A ☒ Gloves   ☒ Mask    ☒ Goggles   

HYDRO 303 – HydroChem  Boiler Water Scale Preventative N/A ☒ Gloves   ☒ Mask    ☒ Goggles   

HYDRO 371 – HydroChem  Water Treatment Biocide N/A ☒ Gloves   ☒ Mask    ☒ Goggles   

HYDRO 375 - HydroChem Water Treatment Biocide N/A ☒ Gloves   ☒ Mask    ☒ Goggles   

 

Hand Sanitisation Stations 

Hand sanitisation stations are installed in the following locations in the Hotel: 

FRONT OF HOUSE: 

• 8 x Free Standing Units – L5 Lower Lobby, L6 

Upper Lobby, and L8 Pre Function Area (PFA). 

• All Guest Floor Lift Lobbies (L10 to L33 inclusive). 

• Restaurant and Bar. 

 

BACK OF HOUSE: 

• All Guest Floor Pantries (L10 to L33 inclusive). 

• L5 Staff Entrance (internal). 

• L5 Goods Lift Landing. 

• L5 Baggage Room. 

• L6 Finger Scan (Biometric Reader) HR Corridor. 

• L6 Laneway (Adjacent sink). 

• L6 CK Staff Pantry & Juicing Area. 

• L7 Laundry Chute. 

• L7 Valet/Dry Cleaning Area. 

• L7 Good Lift Landing. 

• L7 Finger Scan (Biometric Reader). 

• L7 Public Area Storage & Housekeeping Bin Area. 

• L7 Housekeeping Office. 

• L8 Back of House. 

• Fitness Centre (City Club) 24 Hour Entry Door. 

• Fitness Centre (City Club) Reception Rear of 

Counter. 

• L9 Engineering. 

• All Kitchens. 
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RESPONSIBILITIES 

Department Heads are responsible for: 

a. Maintain a list of all cleaning and disinfection chemicals and will make all relevant safety data 

sheets (SDS) and labels available to staff and other applicable parties. 

b. Providing appropriate chemicals and disinfectants for all surfaces and objects to be cleaned at 

the GHM by staff. 

All staff and contractors that use chemicals MUST abide by all safety data sheets, labels, and the 

EPA. 
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ELEMENT 11: INVENTORY MANAGEMENT 

Inventory management for the supplies of tools, equipment and chemicals is managed with both 

Hyatt global and hotel specific protocols and procedures. 

 

The following inventory management controls exist: 

Hyatt Global Protocols and Procedures 

Hyatt global inventory management protocols and procedures are found in the following resources: 

1. Hotel Toolkit – Purchasing.   

2. Inventory Control Policy. 

These documents are located on the Hotel’s computer system COMMON K:\COVID19\GBAC STAR 

PROGRAM\SAFE OPERATING PROCEDURES\HYATT GLOBAL 

 

Grand Hyatt Melbourne Protocols and Procedures 

Grand Hyatt Melbourne inventory management protocols and procedures are found in the following resources: 

BirchStreet Inventory Reports:   

Month End Inventory Reports. The list of reports below are to be used for ME allocation purposes and the purpose 

of each report. These reports are listed in the “Reports” section under “Inventory” in the main menu. 

 

The following reports are the most commonly used for month end/year end: 

1. “Detail Cost By Outlet Report” – Filter “ME Cost Allocations Total By dept and gl”: 

a. This report is a total dollar amount broken down by storeroom location, then by dept code, then by gl 

account. 
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b. It includes all requisitions fulfilled to an outlet as well as all transfers from a storeroom to an outlet (It does 

not include transfers from the outlet back to a storeroom). 

 

2. “Inventory Transfer Recap Report” – Filter “Inventory Transfer Outlet to Storeroom” or “Transfer Recap 

Report-Outlet to Storeroom” both are the same. 

a. This report is broken down by Storeroom location and includes line detail of the product transferred from a 

dept. 

b. Purchasing will need to populate the gl account for each item and total by dept prior to passing this report 

to Finance to use for crediting the outlet and debiting the storeroom the product was transferred to. 

 

3. “Inventory Extension Report” – Filter “Inv Ext All”: 

a. This report is broken down by storeroom location and includes line detail of each item in total by 

storeroom location. 

b. This report needs to be run immediately after confirming the inventory upload has processed and your 

on hand quantity has updated. Do not process any po receiving or req fulfillment until you run this report 

as doing so will change your on hand quantity and include those transactions in your new storeroom 

values. 
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Other reports that can be run to assist with research include: 

1. “Storeroom Requisition Report” - Filter “Req Report by Dept. Detail-All Storerooms”: 

a. This report is broken down by Storeroom location, then by dept. and includes all line item detail for all 

products requisitioned within the month the report is run. (The amounts of this report are included in the 

Detail Cost by Outlet Report and should only be run to view line item detail for research purposes.) 

b. This report can be rather lengthy so we would suggest limiting the amount of data needing to be run. (i.e. 

targeting a single storeroom location and a single dept. code.) 

 

2. “Inventory Transfer Recap Report” - Filter “Inventory Transfer Storeroom to Outlet” or “Transfer Recap Report 

- Storeroom to Outlet” both are the same. This report is broken down by storeroom location and included line 

item detail for products transferred to an outlet from a storeroom. (The amounts of this report are included in the 

Detail Cost by Outlet Report and should only be run to view line item detail for research purposes.) 

 

3. “Part Number Cards Report” - Filter to be established by property: 

a. This report can be run to determine why inventory numbers might be off. 

b. The report should be run from the date of last inventory upload and will track all receiving, inventory 

adjustments, and req fulfillments to current date of report. 

4. “Product Master Listing Report” - Filter to be established by property: 

a. This report can be used to easily determine if a gl account is missing from a product in the event you 

cannot take inventory. 

b. This report can be run to determine what items are at 0 and critical to order on a daily basis. 

5. “Item Turns Report” - Filter to be established by property. This report can be run to determine how items in 

your inventory are moving in a given time period. 
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Safety and Sanitisation Products and Vendors 

Vendor Contact Notes 

Face Masks:  

Chemist 

Warehouse 

https://www.chemistwarehouse.com.au/buy/102313/softmed-surgical-face-masks-

50-pack-australian-made 

$39.99 50 PK 

Emergency 

First Aid 

https://emergency.com.au/shop/disposable-health-items/surgical-face-masks/ $825.00 500 PK 

Officeworks https://www.officeworks.com.au/shop/officeworks/p/st-john-s-surgical-mask-50-

pack-tr357208 

$54.95 50 PK 

(Limit of 2 per customer) 

Face Shields (Laundry Chute / Spa Treatment) 

RSEA Safety https://www.rsea.com.au/ppe/head-face $3.95 each  

(Sanford FS200) 

Disposable Gloves: 

Seaton 

(Ansell Latex) 

https://www.seton.net.au/ansell-latex-gloves-xl-box-of-100-

a15310.html?pid=13558&source=google_shopping&gclid=EAIaIQobChMIit_Fh-

uA6wIV9Z7CCh3VYwrNEAQYBiABEgLuy_D_BwE 

$14.63 100 PK 

The CPAP 

Clinic (Nitril) 

https://www.thecpapclinic.com.au/shop/item/inhealth-nitrile-powder-free-blue-

gloves-box-of-

100?keyword_k=&campaign=Search_Rescue&gclid=EAIaIQobChMIit_Fh-

uA6wIV9Z7CCh3VYwrNEAQYCSABEgICgfD_BwE 

$14.90 100 PK 

Hair Nets (Loading Dock Team): 

Foodcare https://www.foodcaresystems.com.au/Disposable-Hair-Nets-Round-Breathable $69.00 1000 PK 

Officeworks https://www.officeworks.com.au/shop/officeworks/p/prochoice-disposable-couffant-

hairnet-24-white-100-pack-pcdbou24w 

$15.67 100 PK 

Eye Goggles: 

Officeworks https://www.officeworks.com.au/shop/officeworks/p/3m-securefit-400-safety-

eyewear-3-pack-3msf400w3p 

$35.97 

3M 3PK 

MEDSHOP https://www.medshop.com.au/products/3m-virtua-series $7.62 each (3M) 

Non-Contact Thermometres 

Baby Bunting https://www.babybunting.com.au/ $99.00 each 

Seaton  https://www.seton.net.au/infrared-forehead-

thermometer.html?source=google_shopping&gclid=EAIaIQobChMIkPTKiPaA6wIV

RgVgCh2okA88EAQYASABEgIikfD_BwE 

$99.00 each 

Disposable Aprons 

Melbourne 

Office 

Supplies 

https://new.melbourneofficesupplies.com.au/disposable-apron-white-

pk500?sku=MM-

APRON1&gclid=EAIaIQobChMI5pvYxfCC6wIVy6qWCh0BzgDFEAQYBCABEgKw

PfD_BwE 

$106.85 100 Pk 
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Customisable Hand Sanitiser Stations 

Ecolab https://www.ecolab.com/offerings/nexa-hand-hygiene-platform/nexa-cough-

stations-and-sanitizer-stands 

$220.00 each 

IHS http://ihsaus.com/services.php?pr=HAND-SANITISERS $220 each 

Sneeze Guards  

BUNZL https://shop.bunzl.com.au/hospitality/hospitalityequipment/Flatscreen-Guard-

4.5mm-60x60cm-zidMNUF6060 

$86.00 

60x40cm 

$182.25 

Wrap Around 

Wasserstrom 

(Hyatt Select 

Approved 

Sneeze 

Guards) 

https://www.hyattconnect.com/HGIntranet/Department%20Pages/Purchasing/FullS

ervice/Documents/BSI%20ABCS%20Guard%20-%20Wasserstrom.pdf 

https://www.hyattconnect.com/HGIntranet/Department%20Pages/Purchasing/FullS

ervice/Documents/BSI%20PF%20Guard%20-%20Wasserstrom.pdf 

TBC 

Redsmith 

(Hyatt Select 

Approved 

Sneeze 

Guards) 

https://www.hyattconnect.com/HGIntranet/Department%20Pages/Purchasing/FullS

ervice/Documents/Redsmith_Signage_Overview.pdf. 

TBC 

Cleaning-Disinfecting-Sanitising Products  

Ecolab 

(Hand Soaps 

& Sanitisers) 

https://en-au.ecolab.com/ TBC 

Ecolab 

(Cleaning-

Disinfection-

Sanitising 

Chemicals) 

https://en-au.ecolab.com/ TBC 

 

Contingency Plan 

The Australian supply chain for cleaning-disinfecting-sanitising and infectious disease prevention products, 

has a large source of vendors and general suppliers to procure the required products, goods and services 

from.  Where a primary supplier is unavailable, alternate suppliers are readily available with the same or 

equivalent type of product, goods and services. 

 

Alternatively, in emergency situations, our relationship with other nearby Hyatt hotels (Park Hyatt Melbourne, Hyatt 

Place Essendon), the Hyatt Corporate Purchasing Department and or the ownership would be leveraged.  
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RESPONSIBILITIES 

The Materials Department on advice of Department Heads/Managers are responsible for 

receiving, stocking, and issuing all bulk-ordered cleaning, maintenance supplies, equipment and 

tools. 

The Materials Department in Joint Coordination with Housekeeping, Stewarding, and Engineering: 

a. Conducts vendor surveys to determine the availability of cleaning, disinfectants, maintenance, 

PPE, and emergency supplies.  Also, it ensures that all purchased cleaning supplies and 

chemicals have a Safety Data Sheet (SDS) on file, and makes it available to all employees. 

b. Maintains a prescribed minimum stockage level, such that when the minimum on-hand 

threshold is reached, a specific re-order is placed to ensure that operational levels of cleaning 

and maintenance supplies are always available to meet and surpass tenant and visitor’s needs. 

c. Requesting and maintaining a detailed list of inventory for tools, equipment, supplies, 

chemicals, PPE, disinfectants, and other products applicable to maintaining effective and safe 

infectious disease prevention and control protocols. 

d. Conduct quarterly audits and review the supply levels and equipment maintenance status of 

the tools and equipment. 

e. Maintain a contingency plan on what to do if certain PPE, cleaners, disinfectants, tools, and 

equipment run out and have adequate planning to ensure satisfactory amounts of products 

on hand. 

f. Maintain adequate supplies not only for routine activities and will also have adequate supplies 

for situations where there is a need to increase cleaning and disinfection for emergency 

operations in terms of infectious disease. 

g. Maintain a contingency plan that will have alternatives for primarily purchased supplies for 

the case that supplies will not be available due to a shortage. 
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ELEMENT 12: PERSONAL PROTECTIVE EQUIPMENT (“PPE”) 

Background 

As emphasized in our Hotel’s Safe Operating Procedures (SOPs), PPE is used to help protect 

colleagues and guests from potential exposure to infectious disease agents.  

Our Hotel’s SOPs include instruction on: 

• How to Wear a Face Mask; and 

• How to Fit and Remove Gloves 

In accordance with the Hyatt Global Full Service Hotel Toolkit, the following PPE shall be provided. 

Note: Where a mask may not be indicated in the following table, it may still be mandatory at the 

time subject to government directions. 

  

PPE REQUIREMENTS 

M = MANDATORY  W = WHILE WORKING             T = CHANGE AT EACH GUEST TRANSITION C = WHILE CLEANING 

Disposable Aprons Masks Gloves Face Shield Safety Goggles Disposable Aprons Hair Nets 

All Culinary M M  C   

Guest Facing M T  C   

Steward M W  W & C M (Garbage Disposal)  

Waiter staff M T & C  C   

Engineering M W & C  C M (Garbage Disposal)  

Admin Assistants M C  C   

Events / Sales / Revenue M C  C   

Human Resources M C  C   

Information Technology M C  C   

Finance M C  C   

Cashier M T & C  C   

Bartender  M T & C  C   

F&B Mgt / Supervisor M T & C  C   

IRD M T & C  C   

Event Services M T & C  C     

Buffet Attendant / Server M W & C  C   

Event Concierge M T     

Grand Club Host M T & C  C   

Grand Club Buffet Server M T & C  C   

Bell Attendant M T & C  C   

Guest Service Attendant M T & C  C   
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PPE REQUIREMENTS CONTINUED: 

M = MANDATORY  W = WHILE WORKING             T = CHANGE AT EACH GUEST TRANSITION C = WHILE CLEANING 

Disposable Aprons Masks Gloves Face Shield Safety Goggles Disposable Aprons Hair Nets 

PBX Operator M C  C   

Guest Services Mgt M T & C  C   

Vehicle Drivers (FP) M W, T & C  C   

Valet Parkers M W, T & C  C   

Reservations / PACRO M C  C   

Room Attendant (HC) M W, T & C  C M (Garbage Disposal)  

Public Area Attendant (HC) M W, T & C  C M (Garbage Disposal)  

Houseperson M W, T & C  C   

Housekeeping Mgt / Spv M C  C   

Uniform Room Attendant M W & C  C   

Laundry Attendant / Spv M W & C W C   

Linen Chute M W & C W C   

Purchasing Manager M W & C W C M (Wrapping Disposal & 

Food Handling) 
W 

Receiving Clerk M W & C W C M (Wrapping Disposal & 

Food Handling) 
W 

Storeroom Attendant M W & C W C M (Wrapping Disposal & 

Food Handling) 
W 

Security M W & C  C   

Fitness Consultant M C  C   

Fitness Mgt M C  C   

Spa / Massage Therapist M W, T & C W C   

Counter Shields (Sneeze Guards) and Sanitiser Station Locations 

Counter Shields Sanitiser Station Locations 

• Cashier Stations 

• Concierge 

• Front Desk 

• Fitness Centre Reception 

• Valet / Service Desk 

• Events Reception Desk 

• At all facility points of entrance 

• Lobby elevator banks 

• All outlet entrances 

• Entrance to fitness facility 

• Entrance to spa facilities 

• Valet parking station / service desk 

• Employee entrances 

• Office spaces and/or department hub location 

• Employee dining area 

• Time clock locations 

• Grand Club Lounge 

• Front desk check in counters 
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All issues of PPE shall be recorded on a PPE Issue Register. 

PPE Issue Register Instructions: 

Where a Manager/Supervisor has assessed there is a need for their workers to wear PPE as a health & safety control for mitigating 

unacceptable risks from a hazard, the PPE should be sighed out by staff to record that the PPE was issued (Note: In the event of 

an incident a WorkSafe Inspector would review the PPE Issue Register. If it is not documented, it didn’t happen). Prior to issuing 

PPE, it should be inspected to ensure that it is in good condition to perform its intended function. Any damaged PPE should be 

removed from service for repair or replacement. CAUTION! Damaged PPE should not be worn. 

PPE Issue Register is located on the Hotels computer system folder K:\COVID19\HY-Giene\SOPs 

PPE ISSUE REGISTER 

Department: 

…………………………………………………………………… 

Site Location: 

………………………………………………………… 

EMPLOYEE NAME DATE OF 
ISSUE 

PPE ITEM INITIALS FOR 
RECEIPT 

INITIALS FOR 
RETURN 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

PPE AUDIT ☐ All PPE listed on this Register has been accounted for and is in good condition.  ☐ The ruled out items above have been deemed unsuitable and withdrawn from service until repaired/replaced. 

 

Auditors Signature: ………………………………………   Name: …………………………….....……..…  Date: ……/……/……  
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RESPONSIBILITIES 

All Staff and contractors are to abide by and properly wear and use PPE. 

Hotel and Department Orientation Programs and Service Coaches are to train employees to 

properly wear and use PPE. 

Department Heads and Managers are to: 

a. Make the PPE procedure available for employees to reference throughout their shift. 

b. Continuously update the PPE procedure as needed within twenty-four (24) hours of changes 

based on Federal, State, Industry, or local guidelines. 
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ELEMENT 13: WASTE MANAGEMENT 

Introduction 

At Hyatt, we care for people so they can be their best. To do that we must also care for the world 

around us. One of the ways we do this is by doing our part to reduce, reuse, or recycle waste as 

much as possible.   

To guide our environmental stewardship efforts, Hyatt has set a 2020 Environmental Sustainability 

Vision, outlining a variety of goals in the areas in which we can make the most impact. One of these 

goals is: by 2020 every managed hotel diverts 40% of its waste. While this is a challenging goal, it is 

important to take one step at a time to increase recycling at our hotels. Proper waste management 

and diversion is not only good for the environment, but it also helps to preserve the hotel’s 

appearance and identify areas where potential issues could arise.  

Waste Diversion  

“Diversion” happens when materials that would have gone into the regular waste stream are 

separated out and are repurposed for new use. Examples include recycling, composting, and 

donating. The “diversion rate” is a way to measure how well we are diverting materials from waste.  

Note: Hyatt uses a system named EcoTrack” (Global Sustainability Database) to document “Waste 

Tracking”. Refer -  

https://www.hyattconnect.com/HGIntranet/Department%20Pages/Corporate%20Support/Corporate%20R

esponsibility/EcoTrack%20User%20Guidance_Managed%20Full%20Service.pdf 

It’s important to remember that reducing waste and reusing materials are the environmentally 

preferable steps before recycling. In other words, it’s best to avoid generating the waste to begin 

with. However, it is important to have diversion options for when generating waste is unavoidable. 

Bio-Hazard Waste 

The impact of COVID-19 has introduced a higher rate-of-effort in cleaning-disinfecting-sanitising. 

Hence, the produced waste from cleaning, disinfecting, sanitising, and infectious disease prevention 

must be properly managed and disposed of in a safe, efficient, and cost-effective manner.  

As detailed in our Hotel’s Safe Operating Procedures, there is a requirement for each Department 

to establish: 

• RED ZONES for doffing PPE and disposal of waste PPE. 

• AMBER ZONES for donning PPE to prevent cross contamination. 

• GREEN ZONES (work and guest areas subject to higher frequency of cleaning-disinfecting-

sanitising). 

• Bins lined with garbage bags in designated RED ZONES for waste PPE and other potential waste 

products. 



 GHM COVID SAFE INFECTIOUS DISEASE PREVENTION PLAN (Version #4, 28-DEC-20) 

Care For People So They Can Be Their Best 

-64- 

Bio-hazard Waste Removal  

Specific bins have been assigned for the removal of waste containing potential contaminates, which 

are removal by the hotel’s waste removal contractor. 

In the event of a confirmed infection, bio-hazard clean up kits have been established and the waste 

will be removed by a bio-hazard waste removal contractor. 

The Conduct of Hotel Walkthroughs and Audits 

The establishment of ZONES for managing bio-hazard waste requires close monitoring, hence it is 

important for the establishment of hotel walkthroughs and audits to review the collection and 

disposal of waste and ensure adequate training of staff for compliance. 

The walkthroughs/audits should clarify how waste materials are generated, collected, and disposed 

of across the property. 

• Planned Walkthroughs. A designated team comprising of the Materials/Purchasing Manager, 

Engineering, Housekeeping, Stewarding and Operations shall conduct random weekly 

walkthroughs. They are to review the existing waste collection protocols, staff training, and 

PPE compliance. 

• Conduct of Walkthrough. This is an opportunity to take a full inventory of all hotel waste 

equipment. The team conducting the walkthrough should take pictures and notes, and record 

the following:  

- All bins and containers, including condition, colour, and location.  

- All bin liner colors. 

-  All waste and recycling signage, specifically its language, images, and location.  

- Materials found in bins and containers.  

o Is there general waste or bio-hazard waste in any of the recycling or organics bins?  

o Are there issues with any of the equipment?  

o Are there recyclables in any of the bio-hazard or general waste bins?  

o Are there any missed diversion opportunities?  

o Are the bins too big or too small for the amounts generated?  

o Are there areas that do not currently have bins which need them added?  

o Are there areas of the hotel generating more waste or recycling that require 

special attention?  

o Are there back-of-house products that could be changed out for reusable options 

or items with recyclable containers? (Examples: coffee mugs, single-serve plates 

and utensils, single-serve condiments or coffee products, etc.)  
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- Any inconsistencies and areas that might cause confusion.  

- Are there opportunities to change hotel purchasing practices to help reduce waste or increase 

diversion – e.g., reduced packaging material, shift purchasing of non-recyclable products to 

recyclable or compostable options.  

• Summarise The Findings. Shortly after the walkthrough, compile all relevant pictures and 

notes into a report: 

- List recommendations by Department, and 

- Outline common issues. 

Bins 

The recommend approach for colour coding of bins in Australia is as 

follows: 

• General waste Yellow Lid; 

• Green/Organic Green Lid; 

• General Waste Red Lid; 

• Food Waste Burgundy Lid; 

• Paper/Card Waste Blue Lid; 

• Bio-Hazard All Yellow Bin with Biohazard Label. 

 

 

 

Bin Liners 

Consistent bin liners are to be used in all waste bins. Black liners are recommended for waste and 

clear liners for recycling. 

Signage and Labelling 

Strong formalized signage with approved graphics and text indicators are to be used. 
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Bio-hazard labels are to be used on all bins placed in RED ZONES used for disposed PPE and 

disposable cleaning products used to mitigate the spread of COVID-19 infection. 

Disposal 

All persons assigned to dispose of RED ZONE bio-hazard bins or any other waste that potentially has 

COVID-19 contaminates must tie the bag liners in situation wearing the appropriate PPE, inclusive 

of:  

• Face mask, 

• Gloves, 

• Eye goggles, 

• Disposable apron. 

Sealed bin liners containing bio-hazard materials must be disposed of in the designated bins in the 

loading dock. 

Staff Training 

All Departments are to train their staff in correct donning and doffing of PPE and placement of 

potentially contaminated materials in the correct bins. This information will be reinforced during 

shift meetings and handovers. 

All Hotel staff, inclusive of those who do not directly handle waste collection) are responsible for 

understanding and adhering to proper waste management practices in their respective areas.   

General Responsibilities: 

• Leadership Committee:  

- Ensure recommendations for bins, liners, equipment, and service levels are 

implemented and adequate resources are available for recycling and diversion.  

- Ensure a safe work environment and maintain a satisfactory level of productivity to 

avoid program disruptions.  

- Maintain communications with all hotel departments to manage logistics, and ensure 

timely handling and management of waste, recycling, organic materials and bio-waste. 

- Provide routine training for all colleagues and more specific instructions to relevant 

colleagues.  

- Monitor performance by 1) making observations, 2) tracking data in Hyatt EcoTrack 

(typically Engineering), 3) review information in summary reports available on EcoTrack 

or PAW, and 4) through audits or self-assessments when there are opportunities.  

- Strive for continuous improvement and make recommendations to increase diversion 

and waste reduction. 
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• Department Managers:  

- Establish RED & AMBER ZONES as detailed in SOPs. 

- Implement waste diversion programs in respective departments (housekeeping, events 

and banquets, front desk operations, landscaping and maintenance, etc  

- Oversee performance, and identify areas of opportunity to optimize processes and make 

improvements. 

• Housekeeping:  

- Collect all recyclable material from guest rooms while following safety procedures; 

recycling from guest rooms will be disposed of in recycling liners on each housekeeping 

cart, and then into recycling containers on each floor.  

- Collect any products that can be donated or reused, and bring them to a predetermined 

location.  

- When amenity donation is possible, place used guest amenities from check-out rooms 

in the bag on the housekeeping cart and bring them to a predetermined location. 

• Loading Dock:  

- Monitor all waste disposal on the loading dock.  

- Maintain procedures to ensure that liners are disposed of in the correct equipment.  

- Maintain consistent disposal schedule and handle exceptions when special 

circumstances require additional disposal.  

- Maintain general cleanliness and ensure loading dock remains in good working order.  

• All Hotel Colleagues: 

- Follow hotel’s waste diversion guidelines as part of daily tasks. 

- Work safely and notify supervisor of any unsafe acts or conditions. 

• Contractors and Service Providers. All contractors and service providers are to be briefed by 

the hotel’s point-of-contact (i.e. the department that engaged the contractor/service 

provider) on the waste management protocols. Contractors/Service providers should be 

instructed to remove any waste they generate off site, unless specific arrangements with the 

Hotel have been agreed. 

 

RESPONSIBILITIES 

The Materials Department in Joint Coordination with Housekeeping, Stewarding, and Engineering 

are to review the biohazard waste management plan to ensure compliance with local disposal 

requirements. 
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ELEMENT 14: PERSONNEL TRAINING AND COMPETENCY 

The Hotel’s training and competency program for cleaning, disinfecting, sanitising, and infectious 

disease prevention are listed in the following table: 

 

Personnel Training and Competency 

Training-Education-Awareness Activity Target Learners 

Hygiene & Wellbeing Leader GBAC Certification  

(My Learning) - https://hyatt.sabacloud.com/Saba/Web_spf/PRODTNT129/app/dashboard 

Appointed Hygiene & Wellbeing Leader 

Ecolab Rebound Essentials Training (Lobster Ink) 

https://rebound.lobsterink.com/learn/join?_ga=2.174546082.1236988903.1596606918-

1438421879.1596606918 

All colleagues 

Colleague Reorientation Training (Leading Through Our Purpose) All colleagues 

Colleague Hygiene, Safety and Wellbeing Training All colleagues 

COVID-19 Safe Distancing and Transmission Reduction P&P Familiarisation Training All colleagues 

Blood borne Pathogen General Awareness Training All Housekeeping, Security, Plumbers 

Blood Borne Pathogen Bio-Hazard Clean-Up Response Team Training Select Housekeeping Staff 

Daily Wellness Checks (refer also Annex E) All Supervisors and assigned staff 

Daily Temperature Checks All Supervisors and assigned staff 

How To Complete Guest Room 12-Point Flash Inspections LC & Housekeeping Mgrs / Supervisors 

Hyatt Spa Sexual Harassment Training Fitness Centre / Spa colleagues 

Ecolab Chemical Safety Training    www.ecolabtraining.com.au  All colleagues that use chemicals 

GHM SOP Familiarisation Training:  

• Hand Washing All Colleagues 

• How To Wear a Face Mask All Colleagues 

• How To Fit and Remove Gloves All Colleagues 

• Key Card Sanitisation All staff  that handle keys & keycards 

• Pen Sanitisation All Colleagues 

• Umbrella Handle Sanitisation Front Office and Front Service Desk 

• Luggage Trolley Sanitisation Front Office and Front Service Desk 

• IT Equipment Cleaning & Sanitation All Colleagues 

• Vehicle Cleaning-disinfecting-sanitisation Front Service Desk 

• COVID Safe Loading Dock Operations Materials, Security, Food Receivers 

• City Club Operations Fitness centre & public area attendants 

• Contractors & Service Providers Health Declarations Departments that engage contractors 

• COVID Safe Event Operations Event Sales, Planning & Event Service 

• COVID Safe Restaurant Hosting Restaurant & bar service staff 
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Personnel Training and Competency Continued: 

Training-Education-Awareness Activity Target Learners 

• COVID Safe IRD Service IRD staff 

• Cleaning a Guest Room – Inclusive of the following: 

- How To Clean a Bathroom Floor. 

- How to clean a door and doorframe. 

- How to clean a sink and vanity. 

- How to clean a telephone. 

- How to clean a toilet. 

- How to clean a trashcan. 

- How to clean air conditioning and bathroom vents. 

- How to clean an ice bucket. 

- How to clean glass and mirrors. 

- How to clean a television and remote control. 

Room attendants (HC) and supervisors 

• COVID Safe Houseperson Operations – Inclusive of the following: 

- How To Clean a Bathroom Floor. 

- How to clean a door and doorframe. 

- How to clean a sink and vanity. 

- How to clean a telephone. 

- How to clean a toilet. 

- How to clean a trashcan. 

- How to clean air conditioning and bathroom vents. 

- How to clean an ice bucket. 

- How to clean glass and mirrors. 

- How to clean a television and remote control. 

Houseperson (HC) and supervisors 

• COVID Safe Public Area Attendant Operations – inclusive of the following: 

- How To Clean a Bathroom Floor. 

- How to clean a door and doorframe. 

- How to clean a sink and vanity. 

- How to clean a telephone. 

- How to clean a toilet. 

- How to clean a trashcan. 

- How to clean air conditioning and bathroom vents. 

- How to clean glass and mirrors. 

- How to clean a television and remote control. 

Public Area Attendants (HC) and 

supervisors 

• COVID Safe Engineering and Maintenance Operations Engineering staff & contractors 

• COVID Safe Frances Perry Vehicle Transportation Valet drivers & supervisors 

• COVID Safe Valet Parking Valet drivers & supervisors 

• COVID Safe Luggage Delivery & Pick Up Front office and front service desk 

• COVID Safe Front Office Arrivals & Departures Front office, front service, Grand Club 

• COVID Safe Fruit & Vegetable Disinfection Culinary staff 

• COVID Safe Culinary Area Sanitisation Culinary Staff 

• COVID Safe Sales and Marketing Operations Sales and marketing staff 

• Sanitisation Log All Colleagues 
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• Cleaning and Disinfecting All Colleagues 

 

All completed training is to be recorded on a Departmental Training Record Sheet (Depicted Below) 

and then forwarded to the HR Department for filing. 
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RESPONSIBILITIES 

The GHM Leadership Committee under advice of the Hygiene and Wellbeing Leader and HR are to 

ensure that proper training, certifications, and competencies are in place.   

Department Heads and Managers shall: 

a. Ensure proper training, certifications, and competencies for section staff, and contracted 

building cleaning services are actioned. 

b. Have effective procedures for ensuring the competence of personnel to carry out their 

designated functions. 

c. Assign team leaders to be in charge of monitoring and supervising new employees to ensure 

safety and competency.  

d. Maintain a documented proficiency program for cleaning, disinfection, and infectious disease 

prevention for work.  Copies of training records should be provided to HR for filing as they are 

subject of auditing.   
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ELEMENT 15: EMERGENCY PREPAREDNESS AND RESPONSE PLANS 

 

The Grand Hyatt Melbourne has a robust Emergency Management System of preparedness and 

response plans. Within the developed GHM emergency plans and response procedures are specific 

instructions for managing outbreaks of infectious diseases.  

These include: 

1. The GHM Emergency Management Manual Chapter 28 – Infectious Disease. 

2. GHM Safety Management System, Workplace Safety Handbook #21 – Infectious Disease. 

3. GHM COVID-19 Pandemic Plan Supplement to BCP Part 1 – Preparedness. 

4. GHM COVID-19 Pandemic Plan Supplement to BCP Part 2 – Guidelines. 

5. GHM COVID-19 Pandemic Plan Supplement to BCP Part 3 – Incident Action Plan and Security 

Protocols. 
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In addition to the Hotel specific plans and procedures, Hyatt Global has also developed a number of 

resources for managing the prevention, preparedness, response and recovery of infectious disease 

outbreaks.  These documents are as follows: 

1. Hyatt COVID-19 Guide and Management Procedures. 

2. Hyatt Global Operations COVID-19 Care and Cleanliness Directives and Guidance. 

3. Hyatt Global Hotel Operations Toolkit. 

 

RESPONSIBILITIES 

The Leadership Committee, Safety Committee and Department Heads/Managers shall: 

a. have an ongoing responsibility to discuss potential infectious disease hazards and mitigation 

strategies. 

b. Review GHMs Infectious Disease Clean-Up and mitigation procedures. 

The GM / EAM have an ongoing responsibility to approve all policies, procedures, and public (media) 

release of information concerning any emergency situations occurring on the property. 
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ELEMENT 16: INECTIOUS DISEASED PREVENTION CONTROLS 

The Grand Hyatt Melbourne has implemented a number of controls to prevent the spread of an 

infectious disease based on the occupational safety hierarchy of controls: 

 

 

Infectious Disease Prevention Controls 

Hierarchy Of Control Element Control Description 

ELIMINATION • Social Isolation to avoid public areas (IAW Government Directives). 

• Stay home if feeling ill (IAW GHM Policy and Procedure – Safe Distancing 

& Transmission Reduction & Element #4, Hyatt Global Wellness Policy).  

• Work from home where practicable to avoid shared equipment and spaces 

(IAW GHM Policy and Procedure – Safe Distancing & Transmission 

Reduction). 

• Knock-and-go room service (refer GHM SOPs). 

• Use of virtual appointments and meetings (Zoom) and perform training 

through use of the Web and conferencing applications. 

SUBSTITUTION None currently identified. 

ENGINEERING CONTROLS • Hand washing facilities for employees (Legislative requirement – OHS Act 

2004 Vic). 

• Hand Soap and Hand Sanitising dispensers/stations (refer Element #9) 

• Increased Frequency of cleaning-disinfection-sanitisation of surfaces, 

equipment, tools, etc (refer Global Operations COVID-19 Care and 

Cleanliness Directive and Guidance, and Element #8). 

• Weekly flushing of domestic water system (refer GHM SOPs and Hyatt 

Full Service Operations Toolkit). 

• Schedule legionella sampling each quarter (refer GHM SOPs and Hyatt 

Full Service Operations Toolkit). 

• Inspect and replace potable water filters (refer GHM SOPs and Hyatt Full 

Service Operations Toolkit). 
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• HVAC - Maximise outside air supply where possible (refer GHM SOPs and 

Hyatt Full Service Operations Toolkit). 

• HVAC - Replace all air filters (refer GHM SOPs and Hyatt Full Service 

Operations Toolkit). 

• Ice Machines – Sanitise and replace filters (refer GHM SOPs and Hyatt 

Full Service Operations Toolkit). 

• Kitchen Equipment – Check and maintain hood systems in good order 

(refer GHM SOPs and Hyatt Full Service Operations Toolkit). 

• Grease Traps – Inspect and service as needed (refer GHM SOPs and 

Hyatt Full Service Operations Toolkit). 

• Dishwashers – Inspect and ensure in good working order and maintain 

proper water temperatures (refer GHM SOPs and Hyatt Full Service 

Operations Toolkit). 

• Physical Barriers - Sneeze Guards at face-to-face reception points, buffets 

[if used], and food covers for service   

ADMINISTRATIVE CONTROLS • Employee training-education-awareness programs (refer Element #14). 

• Social distancing and capacity limiting requirements (IAW Government 

Directives, GHM Policy and Procedure – Safe Distancing & Transmission 

Reduction, GHM SOPs, and Element #4). 

• Use of floor markings to promote social distancing (refer Element #3) 

• Cough and Sneeze Etiquette Procedure (IAW GHM Policy and Procedure 

– Safe Distancing & Transmission Reduction and Element #3). 

• Proper Hand Hygiene (IAW GHM Policy and Procedure – Safe Distancing 

& Transmission Reduction, Element #3, and Element #8). 

• GHM Safe Operating Procedures (Refer Element #8). 

• Signage (refer Element #3). 

• Employee Health Monitoring and Temperature checking (refer GHM 

SOPs, Element #3, Element #14, and Annex E). 

• Zoning – For doffing PPE and potential Biohazard waste t avoid cross 

contamination (Refer SOPs – Element #8). 

• Guest Room 12-point flash inspection program (refer GHM SOPs and 

Element #6). 

• KPI Dashboard Audits (refer Annex D). 

• Waste Management (refer Element #13). 

PPE In accordance with GHM Safe Operating Procedures: 

• Masks. 

• Gloves. 

• Eye Goggles. 

• Face Shields. 

• Hair Nets. 

• Disposable Aprons. 
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THE IMPORTANCE OF CLEANING AND DISINFECTION 

Disinfectants may be inactivated by the presence of organic matter, therefore physical cleaning 

MUST be undertaken prior to the application of a chemical disinfectant. 

Hard Surfaces.  The following process should be performed for cleaning and disinfecting hard 

surfaces: 

• Thoroughly clean surfaces using detergent and water. 

• Apply disinfectant to surfaces using disposable paper towel or a disposable cloth. If non-

disposable cloths are used, ensure they are laundered and dried before reusing. 

• Ensure surfaces remain wet for the period of time required to kill the virus (this is known as 

contact time) as specified by the manufacturer. If no time is specified, leave on the surface for 

10 minutes. 

• Wipe disinfectant off surfaces to prevent damage.  

• Remove gloves. Wash hands with soap and water and then use an alcohol-based hand rub 

immediately after removing gloves.  

Carpets and Soft Furnishings.  Soft furnishings or fabric covered items (for example, fabric covered 

chairs or car seats) that cannot be wiped clean or washed in a washing machine should be steam 

cleaned. 

Use hot water extraction* cleaning equipment that releases at a minimum of 70 degrees C under 

pressure must be used to ensure appropriate disinfection. Allow to dry thoroughly before re-use. 

*Hot water extraction is a method of carpet cleaning that involves a combination of cleaning agents 

and water being injected into the carpet at high pressure and soil being removed by a vacuum. It is 

sometimes inaccurately called steam cleaning because steam escapes incidentally from the hot 

water. 

RESPONSIBILITIES 

Department Heads and Managers shall: 

a. Review administrative and engineering controls used to mitigate the spread of infectious 

disease (signage, temperature checking, sanitiser stations, etc). 

b. Inspect and follow up on non-compliance issues as they arise in compliance with the audit 

and inspection procedures. 

The Hygiene and Wellbeing Leader or delegate shall: 

a. Periodically review the Federal, DHHS State, Municipal, and GBAC convention centre 

infectious disease prevention protocols as updates become available. 

b. Implement new or updated procedures into the GBAC elements. 

c. Update the GBAC documentation to reflect internal processes and procedures to the 

Infection Disease prevention protocols. 
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ELEMENT 17: WORKER HEALTH CONTROLS 

The Grand Hyatt Melbourne has a robust and comprehensive Safety Management System (Injury & 

Illness Prevention Plan).  The system has been designed to comply with both our legislative and 

moral duty of care. 

The structure of the Safety Management System is provided at Annex C, and the following list of  

Injury and Illness Plan Guides, as detailed in Annex C, highlight our hotel’s commitment to our 

workers health controls: 

• Guide #1 – Introduction, 

• Guide #2 – Occupational Health & Safety (OHS) Strategic Plan, 

• Guide #2A – Health-Safety-Wellbeing Policy Statement, 

• Guide #2B - OHS Strategic Program of Work and Objectives, 

• Guide #2C – Safety Culture KPIs, 

• Guide #3 – Health and Safety Committee Charter. 
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In addition to the GHM Safety Management Systems, in further effort to prevent the spread of 

COVID-19, Hyatt and our hotel have also introduced the following worker health controls: 

 

Worker Health Controls 

Program Document Control Description Health Type 

Global Colleague Assurances 
K:\COVID19\GBAC STAR PROGRAM\SAFE 
OPERATING PROCEDURES\HYATT GLOBAL 

Colleague uniforms are distributed by an attendant in proper PPE Physical 

Locker room facilities have been adjusted to adhere to social 
distancing guidance. 

Physical 

Colleague meals are served pre-packed or pre-plated. Physical 

Daily Wellness Checks 
K:\COVID19\GBAC STAR PROGRAM\SAFE 
OPERATING PROCEDURES\HYATT GLOBAL 
and ANNEX E. 

At the beginning of each shift, each colleague has been instructed to 
assess their health and stay home if they are not feeling well. 

Physical 

Daily Temperature Checks 
K:\COVID19\GBAC STAR PROGRAM\SAFE 
OPERATING PROCEDURES\HYATT GLOBAL, 
ANNEX E, and GHM SOPs. 

Each colleague reporting for work will have their temperature taken 
upon entering the building. Any colleague with a temperature greater 
than 37.3 C will not be permitted to work. 

Physical 

Contractor Health Declarations 
K:\COVID19\GBAC STAR PROGRAM\SAFE 
OPERATING PROCEDURES\GHM 

Each Contractor / Service Provider engaged by the hotel is to 
complete and sign a Contractor’s Health Declaration 

Physical 

Colleague Pulse Surveys 

https://survey.medallia.com/?pulse-
survey 

At the end of each shift, each colleague has been instructed to 
complete a survey addressing their perceived safety and wellbeing 
during the shift. 

Psychological 

Headspace 

https://work.headspace.com/hyatt/mem
ber-enroll/login   

All Hyatt colleagues have free access to the Headspace App Psychological 

 

RESPONSIBILITIES 

The Director of HR and Director of Security and Safety shall: 

a. Review any updates to the GHM employee physical and mental health program.  

b. Communicate any changes or additions to the GHM worker health program in a timely manner 

to all employees. 

c. Provide and use physical and mental health tools and resources, as needed, to mitigate undue 

harm from infectious disease exposure of its employees. 

The Hygiene and Wellbeing Leader or delegate shall keep the GBAC documentation up-to-date for 

any changes or additions to the employee health program. 
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ELEMENT 18: AUDITS AND INSPECTIONS 

As detailed in Element #6 – Program Controls and Monitoring Procedures, the KPI dashboard 

provided at Annex D, shall be used by Departments for self-inspection audits as well as guide the 

Hygiene & Wellbeing Leader / LC walkthrough inspections.  The KPI dashboard will be used as a tool 

to measure how we are meeting our programs objectives, goals and targets, and identify areas that 

need corrective action. 

 

Departmental self-inspection audits should be conducted a minimum of quarterly. The results will 

be documented for review by the Leadership Committee and kept on file for record management. 

The Chief Health Officer (CHO) Victoria, has also empowered Authorised Officers and Police Officers 

to conduct inspections of businesses as necessary.      

In addition to the self-inspection audits, the building is also subject to ongoing safety inspections in 

compliance with the following: 

• City of Melbourne Public Health Standard and Food Safety Audits. 

• Bureau Veritas Safety Surveys (Third Party Audits); 

• Jensen Hughes AON Life Safety Survey (Third Party Audits); 

• Hendry Group (Third Party Building Surveyors for Essential Safety Measures (Building Act and 

Building Regulations Audits). 

• Building Act 1993. 

• Building Regulations 2006. 

• Building Code of Australia. 

• Equipment (Public Safety) Act 1994. 

• Equipment (Public Safety) Regulations 2017. 

• Dangerous Goods (Storage and Handling) Regulations 2012. 

• Building (Legionella Risk Management) Regulations 2001. 

• Health (Legionella) Regulations 2001. 

• Australian Standard 1603 – Automated Fire Detection and Alarm Systems. 

• Australian Standard 1668.1 – Ventilation & Air Conditioning in Buildings (Fire & Smoke 

Control). 

• Australian Standard 1670 – Fire Detection, Warning, Control & Intercom Systems. 

• Australian Standard 1851 – Maintenance of Fire Protection Systems. 

• Australian Standard 2419.1 – Fire Hydrant Installation System Design, Installation & 

Commissioning. 
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• Australian Standard 2441 – Installation of Fire Hose Reels. 

• Australian Standard 2444 – Portable Fire Extinguishers & Fire Blankets (Selection & Location). 

• Australian Standard 2484.2 – Fire Protection and Fire Fighting Equipment. 

• Australian Standard 3500.4 – Plumbing and Drainage (Heater Water Services). 

• Australian Standard 3666.1 – Air Handling & Water Systems of Buildings (Microbial Control 

Operation & Maintenance). 

• Australian Standard 3786 – Smoke Alarms. 

• Australian Standard 4428.4 – Fire Detection, Warning, Control & Intercom systems. 

• Australian Standard 4655 – Fire Safety Audits. 

• Hyatt Global Standard 4.0 – Building Systems (General Engineering Standards, Mechanical, 

Electrical, Plumbing, Building Automation Systems, Water Treatment Standards, Fire & Life 

Safety, Lighting & Lighting Control, Guest Room Power, Data, Switching Technology, Elevators 

and Lifts. 

Hyatt Hygiene Audits 

Hyatt Global has also engaged LRA/Deloitte to conduct annual auditing of our hygiene practices. 

The auditors may be covert and perform the audits in a manner of a “secret shopper”. They will 

primarily focus on public spaces and guestroom corridors, seeking to validate the useage of brand 

signage, PPE, and social distancing practices. The auditor will carry a signed letter that they can 

present if their presence is questioned. 

The audit checklist used by Deloitte is as follows: 

Standard Area Question Internal Answer 

1. Lobby Signage indicating the hygiene measures implemented in the 
hotel must be visible to guests in the hotel lobby or at the 
check-in counter. 

During the course of the 
mystery shop, the consultant 
will check whether, at a 
minimum, one sign 
highlighting the hygiene 
measures implemented at the 
hotel has been posted in the 
hotel lobby or at the front 
desk/check-in counter.  

Select "No" if the signage is 
not present in the hotel lobby 
or at the check-in counter.  

Minimum of 1 photo required 
showing signage in the lobby, 
or lack thereof. 

YES/NO 

2. Lobby Any team members observed in the lobby area during your 
visit are wearing a face covering or a personal face shield that 
covers both their nose and mouth. 

During the course of the 
mystery shop, the consultant 
will check if any employee 
they naturally encounter 
during their movement 
throughout the lobby of the 
hotel is wearing a face 
covering that minimally 
covers the nose and mouth. 
The consultant is not 
responsible for determining 
the type or quality of the face 

YES/NO 
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covering or personal face 
shield. A Hyatt employee is 
identifiable by an individual 
wearing a uniform and 
nametag. 

Select "No" if any team 
member in the lobby is 
observed not wearing a face 
covering or personal face 
shield that covers both their 
nose and mouth. 

A photo required of each 
team member not wearing a 
face covering or personal 
face shield. If for any reason 
a photo cannot be captured, 
please provide a description 
of the employee and time of 
day. 

3. Corridor Any team members observed in the guestroom corridors 
during your visit are wearing a face covering or a personal face 
shield that covers both their nose and mouth. 

During the course of the 
mystery shop, the consultant 
will take the stairs or elevator 
to two random guestroom 
floors and check if any 
employee they naturally 
encounter during their 
movement throughout the 
corridors of the hotel is 
wearing a face covering or 
personal face shield that 
minimally covers the nose 
and mouth. The consultant is 
not responsible for 
determining the type or 
quality of the face covering or 
personal face shield. A Hyatt 
employee is identifiable by an 
individual wearing a uniform 
and nametag. 

Select "No" if any team 
member in the corridor (e.g. 
housekeeping) is observed 
not wearing a face covering 
or personal face shield that 
covers both their nose and 
mouth. 

Select "Not applicable" if an 
employee is not observed on 
the two guestroom floors the 
consultant walks down or if 
the guestroom corridors are 
restricted by key card access, 
prohibiting the consultant 
from accessing them. 

A photo required of each 
team member not wearing a 
face covering or personal 
face shield. If for any reason 
a photo cannot be captured, 
please provide a description 
of the employee and time of 
day. 

YES/NO/NOT APPLICABLE 

4. Lobby Social distancing graphics are present on the floor inside the 
elevators. 

During the course of the 
mystery shop, the consultant 
will check whether social 
distancing graphics are 
present, at a minimum, in the 
staging/queue area by the 
front desk in the lobby. The 
consultant is not responsible 
for determining the distance 
between the floor markers. 

YES/NO 
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The consultant is not 
responsible for the accuracy 
or completeness of any 
signage or graphics. 

Select "No" if social 
distancing graphics on the 
floor were not present at each 
work station at the front desk 
in the lobby. 

Minimum of 2 photos required 
(showing each work station) 
showing floor graphics, or 
lack thereof. 

5. Elevator Social distancing graphics are present on the floor inside the 
elevators. 

During the course of the 
mystery shop, the consultant 
will check whether, at a 
minimum, two social 
distancing graphics are 
present on the floor in two 
elevators. The consultant is 
not responsible for 
determining the distance 
between the floor markers. 
The consultant is not 
responsible for the accuracy 
or completeness of any 
signage or graphics. 

Select "No" if any of the lobby 
elevators observed were 
absent of social distancing 
graphics on the floor. 

Select "Not applicable" if the 
hotel was absent of lobby 
elevators. 

Minimum of 2 photos required 
(showing each elevator 
observed) showing floor 
graphics, or lack thereof. 

YES/NO/NOT APPLICABLE 

6. Elevator Ride Safely signage present in front of elevator and/or Ride 
Safely vinyl door graphics present on the elevator door(s). 

During the course of the 
mystery shop, the consultant 
will check whether the Ride 
Safely signage (noted in 
Hyatt Hotels Anonymous 
Evaluation Signage 
document) is posted adjacent 
to the elevators on the lobby 
level of the hotel and/or the 
Ride Safely vinyl door 
graphics are present on the 
elevator doors. The 
consultant is not responsible 
for the accuracy or 
completeness of any signage 
or graphics. 

Select "No" if Ride Safely 
signage and/or vinyl door 
graphics were not present on 
the on the lobby elevators. 

Select "Not applicable" if the 
hotel was absent of lobby 
elevators. 

Minimum of 2 photos required 
(showing each elevator 
observed) showing signage 
and/or vinyl door graphics, or 
lack thereof. 

YES/NO/NOT APPLICABLE 

7. Fitness Centre Signage indicating the hygiene measures implemented in the 
fitness must be displayed for guests to view in the entrance of 
the fitness center. 

During the course of the 
mystery shop, the consultant 
will check whether, at a 

YES/NO 
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minimum, one sign 
highlighting the hygiene 
measures implemented has 
been displayed at the 
entrance of the fitness center. 
The consultant is not 
responsible for the accuracy 
or completeness of any 
signage or graphics. 

Select "No" if the signage is 
not present in the entrance of 
the fitness center. 

Minimum of 1 photo required 
showing the signage, or lack 
thereof. 

8. General Approximately how many individuals, other than employees, 
were observed throughout the hotel during your visit? 

To the best of the consultant's 
ability, they will note the 
approximate number of 
individuals, other than guests, 
they naturally observed 
during their visit, which 
should not exceed thirty 
minutes, throughout the 
lobby, corridor, elevator and 
fitness center areas. 

Select the range that best 
represents the number of 
individuals, other than 
employees (e.g. guests), that 
were observed throughout 
the hotel during your visit. 

The consultant will not 
photograph any individuals, 
other than employees. 

• 0 to 10 

• 11 to 20 
• 20+ 

9. General Individuals, other than employees, observed during your visit 
were wearing face coverings or a personal face shield that 
covered both their nose and mouth. 

During the course of the 
mystery shop, the consultant 
will check if any individual, 
other than employees, they 
naturally encounter during 
their movement throughout 
the public spaces of the hotel 
is wearing a face covering or 
a personal face shield that 
minimally covers the nose 
and mouth. The consultant is 
not responsible for 
determining the quality of the 
face covering or personal 
face shield. 

Select the answer that best 
represents the individuals, 
other than employees, that 
you observed throughout the 
hotel during your visit wearing 
a face covering or a personal 
face shield. 

The consultant will not 
photograph any individuals, 
other than employees. 

• All were 
• Majority were 

• Equally split 
• Most were not 
• None were 

10. Lobby Hand sanitizer was stocked and accessible to guests in the 
lobby area and visited elevator landings visited (i.e. the lobby 
level and two guestroom floor landings). 

During the course of the 
mystery shop, the consultant 
will check whether a 
dispensing hand sanitizer is 
present, accessible and 
stocked in the lobby area and 
the elevator landing area in 
the lobby and two guestroom 
floors visited for guest use. 
The consultant is not 
responsible for assessing the 

• Yes 

• Not present in the lobby 
area 

• Not present in one or more 
the elevator landings 
visited 

• Not present in the lobby or 
the one or more of the 
elevator landings visited 
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contents of the dispenser for 
any purpose. 

Select "No" hand sanitizer 
was not observed, not 
accessible to hotel guests, or 
the stations were empty in the 
lobby area or the elevator 
landing areas visited (i.e. 
lobby level and two 
guestroom floors). 

A photo of the hand sanitizing 
station in the lobby and 
elevator landing areas is 
required. 

11. Lobby Was the lobby area free from any visible trash or debris? During the course of the 
mystery shop, the consultant 
will note whether there is any 
trash or debris that is 
apparent on the floor or table 
surfaces in the lobby. 

Select "No" if trash and/or 
debris was apparent in the 
lobby. 

A photo is required. 

YES/NO 

12. Lobby Did the lobby have a pleasant aroma? During the course of the 
mystery shop, the consultant 
will check if the scent in the 
lobby is favorable.  

Select "No" if the lobby did not 
have a pleasant aroma. 
Please also explain what odor 
was noted and why "no" was 
selected.  

A photo is not required. 

YES/NO 

13. F&B Is this a Hyatt Place or Hyatt House hotel? Informational Only: If NO, 
trigger 13.1 through 13.6. If 
YES, no further action. 

YES/NO 

13.1 F&B Did the observed dining tables and chairs in the restaurant 
appear to be socially distanced from one another? 

During the course of the 
mystery shop, the consultant 
will check at one restaurant 
whether the dining tables and 
chairs in the restaurant have 
been arranged to 
accommodate social 
distancing.  

Select "No" if the dining 
tables and chairs in the 
restaurant do not appear to 
be properly spaced. 

Select "Restaurant closed 
due to COVID-19" if the 
restaurant has been 
temporarily closed. 

Select "Not Applicable" if the 
hotel does not have a 
restaurant. 

A photo is required. 

• Yes 
• No 

• Restaurant closed due to 
COVID-19 

13.2 F&B The hotel's Market/Grab & Go area has social distancing 
graphics present on the floor at the register area. 

During the course of the 
mystery shop, the consultant 
will check whether social 
distancing graphics are 
present, at a minimum, in the 
register area by the 
Market/Grab & Go. The 
consultant is not responsible 
for determining the distance 

• Yes 
• No 

• Market closed due to 
COVID-19 
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between the floor markers. 
The consultant is not 
responsible for the accuracy 
or completeness of any 
signage or graphics. 

Select "No" if social 
distancing graphics on the 
floor were not present at the 
register of the Market/Grab & 
Go area. 

Select "Market closed due to 
COVID-19" if the 
Market/Grab & Go has been 
temporarily closed. 

Select "Not Applicable" if the 
hotel does not have a 
Market/Grab & Go area. 

Minimum of 1 photo required 
showing floor graphics, or 
lack thereof. 

13.3 F&B Hand sanitizer was stocked and accessible to guests at the 
entrance to the restaurant. 

During the course of the 
mystery shop, the consultant 
will check at one restaurant 
whether a dispensing hand 
sanitizer is present, 
accessible and stocked in 
entry to the restaurant for 
guest use. The consultant is 
not responsible for assessing 
the contents of the dispenser 
for any purpose. 

Select "No" hand sanitizer 
was not observed, not 
accessible to hotel guests, or 
the stations were empty in the 
entry to the restaurant. 

Select "Restaurant closed 
due to COVID-19" if the 
restaurant has been 
temporarily closed. 

Select "Not Applicable" if the 
hotel does not have a 
restaurant. 

A photo of the hand sanitizing 
station in the entry to the 
restaurant is required. 

• Yes 

• No 
• Restaurant closed due to 

COVID-19 

13.4 F&B Signage indicating the hygiene measures implemented must 
be visible to guests at the entrance of the restaurant. 

During the course of the 
mystery shop, the consultant 
will check at one restaurant 
whether one sign highlighting 
the hygiene measures 
implemented has been 
displayed at the restaurant 
entrance. The consultant is 
not responsible for the 
accuracy or completeness of 
any signage or graphics. 

Select "No" if the signage is 
not present at the restaurant 
entrance.   

Select "Restaurant closed 
due to COVID-19" if the 
restaurant has been 
temporarily closed. 

• Yes 
• No 

• Restaurant closed due to 
COVID-19 
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Select "Not Applicable" if the 
hotel does not have a 
restaurant. 

Minimum of 1 photo required 
showing signage at the 
restaurant entrance, or lack 
thereof. 

13.5 F&B The tables in the restaurant were setup with the cutlery 
covered by the napkin and one sanitizing wipe per cutlery set. 

During the course of the 
mystery shop, the consultant 
will check at one restaurant 
whether table setup include 
cutlery is covered by the 
napkin and one sanitizing 
wipe per set of cutlery is 
present. The consultant is not 
responsible for assessing the 
content or quality of the 
sanitizing wipes for any 
purpose. 

Select "No" if cutlery were not 
covered, sanitizing wipes 
were not setup on the table or 
both were not setup on the 
table in the restaurant.  

A photo with the described 
table setup in the restaurant 
is required, or lack thereof. 

• Yes 

• No, cutlery were not 
covered 

• No, sanitizing wipe was 
not setup on the table 

13.6 F&B Sneeze guards were set up at the buffet stations in the 
restaurant. 

During the course of the 
mystery shop, if the 
restaurant has a buffet setup, 
the consultant will check 
whether sneeze guards have 
been implemented at the 
buffet station. 

Select "No" if sneeze guards 
are not in place. 

Select "Buffet closed due to 
COVID-19" if the buffet has 
been temporarily closed. 

Select "Not Applicable" if the 
hotel does not have a buffet. 

A photo of two buffet stations 
with sneeze guards are 
required, or lack thereof. 

• Yes 

• No 
• Buffet closed due to 

COVID-19 
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RESPONSIBILITIES 

Department Heads/Managers shall: 

a. Audit the GHM GBAC program for compliance by conducting weekly spot check walk throughs. 

b. Follow the task list for all scheduled audits and inspections. 

c. Inspect and follow up on non-compliance issues as they arise in compliance with the GBAC 

Program internal and external audit and inspection procedures. 

The Hygiene and Wellbeing Leader or delegate shall: 

a. Review the Federal, DHHS State, Municipal, Industry, and GHM GBAC protocols as updates 

become available. New or updated procedures will be implemented into the GHM GBAC 

Program.  Audit and inspection procedures will be updated to include any new procedures to 

ensure compliance. 

b. Update GBAC documentation to reflect internal processes and procedures to include the 

updated list of audits and inspections. 

c. Conducting a GBAC program-wide internal audit annually. 

d. Coordinating and following up on external GBAC Program audits, to include program review/ 

recertification by ISSA’s GBAC STAR certification. 

The Housekeeping Manager shall provide supervision and assurance of all janitorial maintenance 

and cleaning (covering 24/7). 
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ELEMENT 19: SUPPLIER MANAGEMENT 

As described in Element #11 (Contingency Plan), the Australian supply chain for cleaning-disinfecting-

sanitising and infectious disease prevention products, has a large source of vendors and general suppliers to 

source products, goods, and services from.   

The Hotel’s primary supplier of general purpose cleaning-disinfecting-sanitising chemicals and products is 

ECOLAB which is also a global supply company. 

Where a primary supplier is unavailable, alternate suppliers are readily available with the same or equivalent 

type of goods and services.  A new vendor can be added to the Hotel’s supply chain system (Birchstreet) as 

follows: 

 

• Log into Hyatt’s Service Now portal - https://hyatt.service-now.com/serviceportal?id=index_hssp 

 

 

 

• Click on the Service Catalog. This will open another web page depicted below.  

• Click on the “Finance, Accounting & Payroll Services (highlighted below in red). 
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• Select Accounts Payable Forms. 

 

 

• Click on Supplier Set-Up Request. 

 

• The Supplier Set-Up request (Supplier Request Form for iScala AP) will now appear. Fill in all 

the required information and attach any relevant documents. 

• The document will then be processed for Vendor approval and a notification sent when 

Birchstreet has been updated.  

 

The Hotel’s Business Continuity Plan - Attachment 2 (Business Impact Statements) list the critical 

suppliers of products, goods and services. 
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RESPONSIBILITIES 

The Leadership Committee (LC) shall: 

a. Review and provide first approval for testing of products and services. The LC will also ensure 

that all products and services are evaluated and meet GBAC program requirements, such as 

training, competencies, certifications (where applicable), and use of cleaners, disinfectants, 

tools and equipment at GHM. 

b. Provide the final evaluation and approval for products and services specific to the cleaning, 

sanitising, and infectious disease prevention program. 

Department Heads/Managers shall: 

a. Test and review new products and services with applicable staff. 

b. Ensure safety training for all new products or equipment to ensure employees capable of 

performing assigned tasks in a safe manner. 

All staff shall comply with the requirements set by the GHM GBAC Procedures. 
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ELEMENT 20: DOCUMENTATION MANAGEMENT 

The document management for the maintenance of GBAC STAR accreditation is as follows: 

 

Element 
# 

Element Description Document Description Storage Location 

1 Roles & responsibilities Roles and responsibilities list K:\COVID19\GBAC STAR PROGRAM\20 ELEMENTS - DOCUMENTATION\ELEMENT #1 

2 Commitment statement • Commitment statement 
• GHM COVID-19 Safe Distancing & 

Transmission Reduction Policy & 
Procedure. 

K:\COVID19\GBAC STAR PROGRAM\20 ELEMENTS - DOCUMENTATION\ELEMENT #2 

3 Sustainability and continuous improvement Plan-Do-Check-Act Table K:\COVID19\GBAC STAR PROGRAM\20 ELEMENTS - DOCUMENTATION\ELEMENT #3 

4 Conformity and compliance • Conformity & Compliance Table. 
• GHM COVID-19 Safety Risk 

Mitigation Plan 
• GHM Safety Management System. 

K:\COVID19\GBAC STAR PROGRAM\20 ELEMENTS - DOCUMENTATION\ELEMENT #4 

5 Goals, objectives and targets Goals-Objectives-Targets Table K:\COVID19\GBAC STAR PROGRAM\20 ELEMENTS - DOCUMENTATION\ELEMENT #5 

6 Program controls & monitoring procedures • Program controls and monitoring 
procedures. 

• Walkthroughs. 
• KPI Dashboard Audits. 

K:\COVID19\GBAC STAR PROGRAM\20 ELEMENTS - DOCUMENTATION\ELEMENT #6 

7 Risk assessment & risk mitigation strategies • Risk assessment & risk mitigation 
strategies. 

• Risk Identification Table. 
• Infectious Disease Self-Assessment 

RM Screening Tool. 

K:\COVID19\GBAC STAR PROGRAM\20 ELEMENTS - DOCUMENTATION\ELEMENT #7 

8 Standard Operating Procedures Standard Operating Procedures 

• Hyatt Global SOPs 
• GHM SOPs 

K:\COVID19\GBAC STAR PROGRAM\SAFE OPERATING PROCEDURES 

9 Supplies, tools, & equipment Supplies-tool-equipment Table K:\COVID19\GBAC STAR PROGRAM\20 ELEMENTS - DOCUMENTATION\ELEMENT #9 
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Element 
# 

Element Description Document Description Storage Location 

10 Chemicals Chemicals List Table K:\COVID19\GBAC STAR PROGRAM\20 ELEMENTS - DOCUMENTATION\ELEMENT #10 

11 Inventory management Inventory management procedures K:\COVID19\GBAC STAR PROGRAM\20 ELEMENTS - DOCUMENTATION\ELEMENT #11 

12 Personal protective equipment • Personal Protective Equipment Table 
• GHM SOPs 

K:\COVID19\GBAC STAR PROGRAM\20 ELEMENTS - DOCUMENTATION\ELEMENT #12 

K:\COVID19\GBAC STAR PROGRAM\SAFE OPERATING PROCEDURES\GHM 

13 Waste management Waste Management Instructions K:\COVID19\GBAC STAR PROGRAM\20 ELEMENTS - DOCUMENTATION\ELEMENT #13 

14 Personnel training and competency • Personnel training & competency 
Tables. 

• Evidence of Training 

K:\COVID19\GBAC STAR PROGRAM\20 ELEMENTS - DOCUMENTATION\ELEMENT #14 

 

My Learning Records and Departmental Training Record Sheets Filed with HR Dept. 

15 Emergency preparedness & response • GHM Emergency Management Plan 
• GHM Emergency Response 

Procedures 
• GHM Injury & Illness Prevention Plan 

T:\SECURITY AND SAFETY PROGRAM\12. Security & Safety Manuals 

T:\SECURITY AND SAFETY PROGRAM\12. Security & Safety Manuals\Emergency Response 
Procedures 

T:\SECURITY AND SAFETY PROGRAM\2. Workplace Safety Guides 

16 Infectious disease prevention controls Hierarchy of Controls Table K:\COVID19\GBAC STAR PROGRAM\20 ELEMENTS - DOCUMENTATION\ELEMENT #16 

17 Worker health controls • Worker Health Controls Table 
• GHM Injury & Illness Prevention Plan 

(Handbooks-Guides-Forms) 
• GHM Safety Committee 

 

K:\COVID19\GBAC STAR PROGRAM\20 ELEMENTS - DOCUMENTATION\ELEMENT #17 

T:\SECURITY AND SAFETY PROGRAM\1. Workplace Safety Handbooks 

T:\SECURITY AND SAFETY PROGRAM\2. Workplace Safety Guides 

T:\SECURITY AND SAFETY PROGRAM\3. Workplace Safety Forms 

T:\SECURITY AND SAFETY PROGRAM\4. Committee Meetings 

18 Audits • GHM KPI Dashboard Audit Tool 

• Third Party Building & System 
Audits/Surveys 

K:\COVID19\GBAC STAR PROGRAM\20 ELEMENTS - DOCUMENTATION\ELEMENT #18 

Engineering Department Files 

19 Supplier management Supplier Management Procedures K:\COVID19\GBAC STAR PROGRAM\20 ELEMENTS - DOCUMENTATION\ELEMENT #19 

Birchstreet Database System 

20 Document management Table of supporting documents. K:\COVID19\GBAC STAR PROGRAM\20 ELEMENTS - DOCUMENTATION\ELEMENT #20 
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RESPONSIBILITIES 

The Hygiene and Wellbeing Leader shall ensure that all GHM GBAC program documents conform to a standard format, naming, numbering, revision, 

identification, and date. 

Department Heads/Managers shall: 

a. Ensure that those handling GBAC program documents are aware of their roles as it applies to document control, and that appropriate personnel 

are trained to be proficient at locating GBAC documents. 

b. Ensure that all stakeholders with interests in policies, procedures, work instructions, or training for a given GBAC Program process are engaged in 

creating the documents used to govern that process. 
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Policies & Procedures Policy No. 1.20 
 

File Under: Hygiene and Wellbeing Leader 

 

Effective Date: 01.08.20 

  

Revised Date: Annually (with GBAC 

Recertification) 
 

SUBJECT: COVID-19 SOCIAL DISTANCING AND TRANSMISSION REDUCTION 
 

Policy Statement  

1. Maintaining the continuity of business and delivering our purpose of caring for people so they 

can be their best remains a fundamental priority to the Grand Hyatt Melbourne. We must, at the 

same time, balance this with the requirement to manage the risks associated with COVID-19, as 

well as contribute to the national efforts managing the outbreak and protecting vulnerable 

members of our community. The principal national objective at this time is to slow and control 

the outbreak of COVID-19 in Australian to limit the burden on our health system and enforcing 

measures to reduce the transmission of the virus. 

Purpose 

2. The purpose of this policy is to outline social distancing and transmission reduction practices that 

all associates and contractors must follow regarding COVID-19. These practices are critical in the 

control of the COVID-19 pandemic. 

3. Department Heads, mangers, and supervisors are to use this document to inform risk assessment 

and decision making in implementing social distancing and transmission reduction measures 

across the hotel. It is essential that any advice department heads, managers and supervisors 

provide is consistent with the advice herein.  This advice is based on the best available evidence 

at the time of this draft. It is likely that measures will need to be sustained for an extended period 

until the government is satisfied that the infection is under control. 

4. This policy is effective immediately and will remain extant until amended or withdrawn by the 

General Manager. 

Social Distancing Principles 

5. COVID-19 is a contagious viral infection that causes mild respiratory illness in most people. 

Individuals can present with a range of symptoms from very mild fever, sore throat, runny nose, 

and aching through to more severe symptoms of respiratory compromise with potentially life-

threatening complications. Vulnerable people are at particular risk of developing severe illness. 
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6. COVID-19 is spread by contact with respiratory droplets (droplet transmission) produced, for 

example, when an infectious person coughs or sneezes, as distinct from airborne transmission. 

7. Social distancing helps slow the spread of viruses such as COVID-19 by reducing the exposure of 

individuals to droplets. 

8. Individual behavior is crucial to controlling the spread of COVID-19. High levels of personal hygiene, 

social distancing, early self-isolation, and seeking medical advice (remotely, unless symptoms are 

sever) are key. 

9. The current Australian Government recommendations on social distancing are designed to reduce 

transmission between individuals and to minimise the number of people who may require 

isolation. This will also reduce unnecessary testing, further reducing the burden on the health 

system. Implementing these measures early will assist to slow the spread of COVID-19 from local 

clusters to other areas. 

10. To reduce the risk of contact with respiratory droplets, individuals should maintain a distance of 

1.5m from others. 

11. Personnel who are higher risk of sever disease (e.g. those with a chronic disease or the elderly) 

should seek personalized advice from their healthcare provider on how best to manage their 

health risks during this time. Department heads, managers and supervisors must take into 

consideration these recommendations when making workplace arrangements. 

12. In addition to social distancing, it must also be emphasized that hand hygiene as well as cough 

and sneeze etiquette are equally as important in reducing transmission. 

Actions For Individuals To Reduce Exposures and Stay Healthy 

13. In times of high transmission, the most effective preventative strategies are simple social and 

hygiene behaviours which will also protect against other communicable diseases such as 

influenza. You must: 

a. Wash your hands frequently and with soap and water for 20-30 seconds, before and after 

eating, and after going to the toilet. Make sure your hands are dried well afterwards. 

b. Consider additional hand sanitising with alcohol-based hand rub for 20 seconds. Your 

hands are safe when they are dry. 

c. Cover you cough and sneeze with the crook of your elbow or a disposable tissue. Dispose 

of used tissues immediately, and then wash and sanitise your hands. 

d. Stop greeting people by shaking hands or kissing. 

e. Avoid touching your face with unwashed hands. 

f. Stay at home if you are unwell. 

g. Consider vaccination against influenza. 
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h. Avoid crowds where possible, and maintain a distance of 1.5 m from others when in public. 

14. The government now encourage the wearing of a face mask where you cannot maintain 1.5m 

physical distancing from others. 

Cleaning and Sanitisation 

15. The frequency of cleaning and sanitisation throughout the hotel will be increased, with particular 

focus on high-touch areas. New Safe Operating Procedures (SOPs) have been developed that will 

list specific frequencies in some circumstances. Department heads, managers and supervisors are 

to ensure that their staff and contractors are familiarised with the content of the SOPs and are 

compliant with the work instructions detailed within.  

16. However, individuals also have a responsibility for their own hygiene. Individuals are to:  

a. Undertake daily cleaning of their own workstations and desk. 

b. Clean workstations and desks before and after use if more than one person uses it. 

c. Clean high-touch surfaces, such as light switches, door handles, countertops, chair backs, 

photocopy/printers, keys sets, machinery, hand and power tools (as applicable) regularly. 

17. Communal Use Items. Shared Personal Protective Equipment must undergo appropriate 

disinfection procedures after use. All individuals are to carry their own pen, and communal pens 

are to be sanitised after each use. 

Department Heads, Managers and Supervisors Responsibilities and Guidance  

18. Department heads, managers and supervisors are to ensure social distancing principles are 

adhered to in determining the optimal working arrangements. The primary objective is to 

maintain the health and readiness of the workforce. Department heads, managers and 

supervisors are to: 

a. Consider alternatives to face-to-face-meetings and training. 

b.  Use teleconferencing/video conferencing if possible (e.g. zoom). 

c. Minimise the number of people in physical attendance if face-to-face meetings are 

essential. 

d. Keep meeting durations to a minimum, and make sure the room is large enough so that 

there are no more than one person per 4m2. This is to ensure adequate separation 

between individuals, reduce interactions and limit contamination of surfaces. 

e. Ensure that adequate hand washing facilities (basins, liquid soap, paper towel and hand 

sanitizer) are available in the workplace. 
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f. Consider limiting the attendance of personnel from the same core skill group at work at 

the same time to preserve the continuity of critical functions. 

g. Work with your contractors and the external supply chain to best meet the intent of these 

principles.  

19.  Work hours and flexible work arrangements. Traditional working hours may be difficult to 

sustain during the pandemic, and work should be arranged to outcomes, not to set work hours. 

Consider: 

a. Flexible strategies such as staggering the work arrangements for your team, particularly if 

your work accommodation area is small where maintaining the social distancing 

requirements may be more challenging. 

b. The types of work that can be conducted from home. Note that personnel on home-

located work arrangements should be aware of OHS safe work requirements to ensure 

their health and wellbeing, and protective security management. Personnel working from 

home should read Annex A and complete the Home-based OHS Self-Assessment to 

identify any hazards associated with any home-locate work arrangements. A copy of the 

assessment should be provided to the Director of HR and your Department head for 

consideration.     

c. Mandatory and other workplace training.  All mandatory and other training should be 

provided on-line, or via A/V-link, where possible rather than in the classroom setting. 

d. Workstation arrangements. Individuals are to be seater 1.5m apart where feasible. This 

may require workstations to be separated by 1.5m, or individuals to be seated at 

alternative workstations. Department heads, managers and supervisors should make every 

effort to meet the intent of the social distancing principles, and conduct a risk assessment 

if they are unable to meet them. 

20. If less than 1.5m apart: 

a. Alternative measures need to be implemented, including staggering work times and 

alternative working arrangements (such as working from home). 

b. The presence of physical barriers between desks that are close together (e.g. partitions) 

will sufficiently reduce the risk of droplet spread where desks are less than 1.5m apart. 

21. Actions for managing critical functions and personnel. More stringent containment measures 

may be considered to ensure the workforce delivering critical business, asset protection, and 

building essential services is preserved. Continuity planes for managing personnel who perform 

these functions will identify specific measures such as: 

a. Directing some personnel not to attend meetings in person, especially individuals with 

specific skill sets or those with critical appointments, for whom even a two-week isolation 

period would compromise strategic objectives. 
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b. Directing personnel to work from home if possible. 

c. Identifying alternative personnel who can deliver the critical function. 

22. Transport. The use of private transport to get to work is the preferred mode of transport to limit 

exposure to COVID-19, however it is recognized that many GHM associates use public transport. 

As such, Department heads, managers and supervisors must: 

a. Consider staggering start and finish times to reduce the risk of travelling on crowded public 

transport. 

b. Brief your staff that commute on public transport practice safe hygienic practices, practice 

social distancing, and wear a face mask. 

Actions in Laneway  

23.  The primary transmission route for COVID-19 is person to person, and therefore a risk of 

transmission exists via utensils and plates that have been handled by someone who has COVID-

19. 

24. Only food that has been prepared by staff trained in safe food handling practices is to be 

consumed in Laneway.  

25. The Laneway dinning facility is to have alcohol-based hand rub available for staff use. All staff 

attending Laneway for a meal are to ensure that they comply with handwashing hygiene 

requirements before entering the dining facility.  Staff using the facility must also comply with 

the 1.5m separation and 4m2 density requirements. 

26. To achieve this, the Executive Chef in consultation with the Director HR may need to consider 

lengthening meal-times, and alternate dining arrangements. 

Daily Wellness Checks For Colleagues 

27. Expectation. All colleagues who are scheduled to work should receive a daily wellness reminder 

asking them to assess their health before coming to work and stay home if they are not feeling 

well. Similar messaging is to be communicated to guests, contractors, and external vendors, 

reinforcing our care and commitments statement – safety first, wellbeing always.  

28. Goals. The goals and desired outcomes for this new process include: 

a. Communicating our desire to create a safe and healthy workplace for our colleagues. 

b. Reinforce guidance shared by various health organisations such as the WHO, the Victorian 

Department of Health and Human Services (DHHS) and the Australian Federal 

Government’s Department of Health. 

c. Ask our colleagues to do their part to help keep themselves and others health. 
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29. Process. Generate a daily message to colleagues scheduled to work sent by the GM or another 

delegated leader.  The following templated message is a guide. 

Dear Colleagues, 

Working to provide a safe and clean environment for our guests and each other is a shared 

responsibility among all of us. Before leaving for work today – and every day – please conduct a daily 

wellness check by asking yourself the following questions: 

 Do I feel sick or unwell? 

 Do I have a cough? 

 Do I have a fever greater than 37.3 degrees? 

 Do I have any other symptoms associated with COVID-19? 

 Have I been in close recent contact with anyone who has or may have COVID-19? 

 Do I have any open wounds? 

If you do not feel well or have been exposed to someone who has or may have COVID-19, please refrain 

from coming to work. If you have any small cuts or abrasions, they must be covered with a medical 

dressing or band aid. The presence of large wound may be an unacceptable risk. We recommend if 

you have any of the issues raised hereon, please arrange to see your healthcare provider and call your 

supervisor to let them know you will not be coming to work. 

Thank you, 

[GENERAL MANAGER] 

 

30. This message can be communicated in various ways, including an all colleague email, GHM 

community WhatsApp group, GHM facebook and hard copy post placed in BOH locations.  

Daily Temperature Checks For Colleagues 

31. Expectation. All colleagues entering the hotel will have their temperature taken as an additional 

precaution to mitigate exposure to COVID-19 for colleagues and guests while in our care. Those 

exhibiting a fever greater than 37.3C will be sent home to take care of themselves and advised 

to contact a medical provider. 

32. This precautionary step follows a daily wellness reminder sent to colleagues before arriving for 

their shift, asking them to assess their health before coming to work and stay home if they do 

not feel well.  Both precautions are intended to reinforce our care and cleanliness commitment 

statement. 

33. Goals. The goals for daily temperature screening are the same as listed in paragraph 28. 

34. Process. An infrared thermometer gun is a stress-free non-evasive temperature measurement 

device, and using one can be very useful for screening someone who might be sick with COVID-

19, however, these devices can provide inaccurate readings if an operator does not use it 

correctly. The following steps explain how to use a thermometer gun correctly: 
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a. The user of the infrared thermometer is to done PPE, gloves and face mask. 

b. Set the thermometer’s reading to Celsius, 

c. Set the measurement to body temperature if the thermometer gun has this functionality, 

d. Turn on the power switch, and allow the thermometer to sit in location for 15 minutes (to 

adjust to the environment), 

e. Aim the gun to the persons forehead between 30 cm and 60 cm away, and make sure 

nothing is blocking the gun and target, 

f. Pull the trigger and check the infrared reading on the gun’s display. You must stand still for 

a few seconds to get a correct reading. 

 

35. Keep in mind that infrared thermometers are sensitive to magnetic field, so it is important to 

keep them away from mobile phones, televisions, and computer monitors. They should also be 

kept away from humid environments. 

36. If a colleague registers a temperature of 37.3 C or greater, discretely notify the colleague that the 

reading indicates that they have a fever. Ask the colleague if they have just been exercising, or 

just come from a heated environment, such as a hot shower.  If the person replies ‘YES’, instruct 

him/her to wait nearby (apply social distancing) for 15 minutes and test again. If the person 

replies ‘NO’, or on re-test again exceeds 37.3 C, do not allow the person to proceed to their 

workplace, and instruct him/her to go and see their healthcare practitioner.  The colleague 

cannot return to work unless cleared by a doctor. 

37. Obtain the details of the staff member and advise their supervisor and HR Department (Refer 

Chart A). For guests with a confirmed fever, refer to Chart B. 
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CHART A 

 

 

 

 

 

 

 

 

  NEGATIVE TO  

  COVID-19 

 

 

 

 

 

CONFIRMED COVID-19 

 

 

 

 

 

 

 

WHEN ANY ASSOCIATE HAS A FEVER, 

DEPARTMENT HEAD SHOULD REPORT 

TO DIR-HR IMMEDIATELY AND REQUIRE 

THE ASSOCIATE TO GO TO THEIR 

HEALTHCARE PRACTITIONER FOR A 

HEALTH CHECK 

DIR-HR: 

1. REPORT TO GM. 

2. INITIATE CONTACT TRACING. 

3. KEEP IN TOUCH WITH THE 

ASSOCIATE AND RESULT OF THEIR 

COVID-19 TEST RESULT AND ANY 

OTHER DIAGNOSIS.  

Note: The Health practitioner will 

notify the Department of Health and 

Human Services 

GM: 

1. CONTACT THE SVP OR REGIONAL 

HEAD OF OPERATIONS. 

Note: Only contact Hyatt’s SSM contact 

centre FEI if your SVP or Regional Head 

of Operations is NOT available and you 

need immediate assistance -  

 +1-414-359-1067 

2. MEET WITH SSM TEAM – VERIFY 

DHHS REQUIRED ACTIONS AND 

REACTIVE COMMUNICATIONS. 

As per the normal 

procedure of sick 

leave and return to 

work after recovery. 
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CHART B 

 

 

 

 

 

 

 

  NEGATIVE TO 

  COVID-19 

 

 

 CONFIRMED COVID-19 

     

  

WHEN ANY GUEST HAS A FEVER, STAFF MEMBER SHALL IMMEDIATELY 

REPORT TO DIR-SECURITY & SAFETY AND DUTY MANAGER. 

1. REPORT TO GM. 

2. ASK THE GUEST AND ANY OTHER OCCUPANT OF THE ROOM TO SELF-

ISOLATE UNTIL A TEST CAN BE ARRANGED (Seek advice from Hotel 

doctor or hospital). 

3. REQUEST GUEST AND OTHER ROOM OCCUPANTS TO WEAR FACE 

MASKS.  

4. INITIATE CONTRACT TRACING. 

5. CLEAR ROOMS EITHER SIDE AND ACROSS HALL FROM ILL GUEST. 

6. WHEN GUEST WISHES TO LEAVE THE HOTEL TO BE TESTED, ARRANGE 

AN EXCLUSIVE LIFT AND SAFELY ESCORT GUEST FROM THEIR ROOM.  

7. FOLLOWING TESTING, ARRANGE AN EXCLUSIVE LIFT AND SAFELY 

ESCORT GUEST BACK TO THEIR ROOM, WHERE THEY MUST REMAIN 

ISOLATED PENDING THE TEST RESULTS. 

8. DM TO REMAIN IN CONTACT WITH ISOLATED GUEST(S) AND ASSIST AS 

NECESSARY. ANY REQUESTS FOR ROOM SERVICE OR AMENITIES IS TO 

BE DELIVERED BY “KNOCK-AND-GO” PROCEDURE. 

9. PABX TO BE NOTIFIED OF ISOLATED GUEST ROOM. 

GM: 

1. CONTACT THE SVP OR REGIONAL HEAD OF OPERATIONS. 

Note: Only contact Hyatt’s SSM contact centre FEI if your SVP or Regional Head of Operations is NOT 

available and you need immediate assistance -  

 +1-414-359-1067 

2. MEET WITH SSM TEAM – VERIFY DHHS REQUIRED ACTIONS AND REACTIVE COMMUNICATIONS.  

3. COORDINATE WITH DHHS TRANSFER OF INFECTED GUEST(S) TO QUARANTINE. 

Note: In the interest of all guests – including potentially infected guests – and our colleagues, it will 

remain a high priority for the hotel to safely relocate individuals who may be infected to a place where 

they can receive appropriate medical attention.  

4. PREPARE FOR THE HEALTH AUTHORITY TO ORDER CLOSURE/ QUARANTINE OF THE HOTEL. 

5. CONTACT DIR-OPERATIONS OFFICE AT THE RESERVATION CENTRE, PUT THEM ON STAND BY. 

6. CONTACT NEARBY HOTELS TO DETERMIN GUESTROOM AND FUNCTION ROOM AVAILABILITY. 

GENERATE AN ARRIVAL LIST FOR GUESTS AND GROUPS THAT ARE DUE TO ARRIVE IN THE NEXT 7 

DAYS 

7. ENSURE TERMINAL CLEANING OF GUEST’S ROOM AFTER DEPARTURE. 

8. PROMPTLY REPORT AND GUEST OR COLLEAGUE INSURANCE CLAIMS TO THE HOTEL’S ISURANCE 

CARRIER. 

Release rom 

after cleaning 

& disinfection. 

Case Over 
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Infected Room Terminal Cleaning Procedure 

38.  Purpose. This procedure is used for cleaning and disinfecting a guest room following occupation 

of a guest confirmed to be infected with COVID-19. 

39. Process: 

a. Step 1. Quarantine the infected room for 72 hours before commencing the cleaning and 

disinfecting. 

b. Step 2. Only designated housekeeping staff who have completed the First Responder Blood 

Borne Pathogen Training will be assigned to clean-disinfect an infected guest room.  

Note 1: All waste items in the room are to be treated as a bio-hazard. 

Note 2: Engineering staff are to ensure that HVAC system is cleaned in accordance with 

manufacturer’s instructions. 

c. Step 3. Cleaning staff to wear appropriate PPE: 

(1) Face mask, 

(2) Head cover, 

(3) Gown, 

(4) Protective eyewear/face shield, 

(5) Disposable gloves (hand wash before and after use). 

 

d. Step 4. Remove and safely dispose of all re-usable Items: 

(1) Remove and dispose of guest used items in the correct manner (use specifically marked 

bags for these items and treat them as bio-waste). 

(2) Take of all bed linen, mattress cover, additional pillow and pillow covers, sofa covers, 

sofa pillow covers, towels and place them into disposable bag. 
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(3) For any guest personal items use a disposable and clearly marked bag identifying that 

the bag contains material potentially infected.  

e. Step 5. Disinfect: 

(1) Perform physical cleaning with a detergent followed by disinfection with a hospital 

grade disinfectant with activity against virus (according to label/product 

information), a chlorine-based product such as sodium hypochlorite or a bleach 

solution. 

(2) Refer also to GHM SOP – Cleaning a Guest Room. 

f. Step 6. Perform Physical Cleaning: 

(1) Damp and dust all surfaces, furniture and fittings, 

(2) Clean all windows, sills and frames, 

(3) Clean all surfaces of bed, mattress, desk and related area, cupboard, bathroom, 

(4) Clean remote control, taps, flush handles, door handles, hair dryer, mini-bar 

handles, kettle glasses, crockery, equipment, hangers, lamps and lamp buttons, 

room key holder, 

(5) Vacuum and mop floors where applicable, 

(6) Exposed effects in the room should be hot washed and bleached cleaned where 

possible. 

g. Step 7. Clean and disinfect all cleaning equipment: 

(1) Clean and disinfect all cleaning equipment, dispose of any potential single use item 

(dusting cloths, etc), 

(2) Remove employee PPE wear (Treat as hazardous waste) and perform hand hygiene. 
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HOME-BASED OHS SELF-ASSESSMENT 

Introduction 

Creating and maintaining a safe and productive work environment is important, wherever work is 

done. It improves productivity, staff happiness and well-being—and could save both employers and 

employees money in the long term. However, setting up safe, comfortable, and productive work 

arrangements in the home can sometimes be a challenge. 

The employer is legally obliged to take “all practicable steps” to ensure a safe and healthy workplace 

but employers aren’t always aware of the risks that home-based workers are facing.  

Employees also have a responsibility to do what they can to improve the safety and comfort of their 

home office: health and safety is a shared responsibility. It is therefore important that employers 

discuss OH&S issues with their workers, and that they work together to identify and manage health 

and safety risks. 

Types of OHS Risks 

Occupational health and safety (OH&S) risks arise from a range of contributory factors. Some risks can 

also arise from the combination of several factors. The following seven groups of risk factors need to 

be considered to avoid the risks associated with OH&S. 

• Individual factors: things a person can change (e.g. amount of sleep, fitness, or smoking) and 

things a person can’t change (e.g. age, gender, or genetic make-up). 

• Psychosocial factors: the way a person reacts to the issues and stressors within their lives—both 

those within the workplace and those outside of work. Such reactions can lead them to feel 

‘tense’ or ‘stressed’. 

• Work organisation: how work is arranged, delegated, and carried out. 

• Workplace layout and awkward positions: the way the workplace is set up and the working 

positions that a worker adopts. 

• Task variability: how much a task does or does not change over time. 

• Load and forceful movements: what objects a person handles and the force that is necessary to 

move them. 

• Environmental issues: where the work takes place and the conditions a person works in. 

These groups of contributory factors will influence each other in undetermined ways: it is the 

combination of factors present (and their severity) that is important.  
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A holistic approach to managing OH&S is important because it can reduce the overall impact of specific 

risks as well as the risks that are involved once factors are combined. Furthermore, some sets of issues 

(boredom with repetitive tasks, for example) can be solved by action in another area (work 

organisation). 

It is hard for employers to prevent discomfort, pain or injury for employees working off-site: there can 

be contributory factors present that do not exist in the traditional office. As a result, employees in the 

home office must take a higher level of responsibility for their own health and safety. The seven 

groups of risk factors exist in both our private lives and our work lives. Although we might try to keep 

the two parts of our lives apart, it is rarely possible, wherever we work. And when the work 

environment is the home, it can be more difficult to separate work and private lives. As a result, taking 

holistic action across all the seven groups of factors is even more important. 

Group 1 - Individual Factors. Individual factors are things a person can and can’t change about the 

way they are. Individuals might not be able to change their age, gender, or genetic make-up, but they 

can change many other things (albeit not always quickly or easily).  

• Without fresh air and exercise, people start to feel tired much sooner and their health could 

suffer in the long run. Either way, productivity will drop. It is important to maintain a level of 

basic fitness.  

• Maintaining regular, nutritious eating patterns is important—some home-based workers put on 

weight because they snack on unhealthy foods. 

• Intake of water should also be watched. Keeping fluid levels up avoids toxic build-ups.  

• Fatigue can be a major issue. It can be easy to work too late at night when working at home. It is 

important to maintain sufficient, regular sleeping hours. 

• Alcohol and other drugs or medication can impair an individual’s ability to sleep, think clearly and 

work effectively. 

• Smoking is not only a major health risk but it also creates an unhealthy atmosphere in the home 

office and will limit the capacity for useful exercise.  

• It is possible to get so involved in work that rest breaks are skipped. These should be scheduled. 

To minimise the chance of RSI (repetitive strain injury) or OOS (occupational overuse syndrome) 

and minimise discomfort, this schedule should be supplemented by frequent micro-breaks: 

stretching, walking around the office, leaning back in the chair—anything to relax the body.  

• In addition to specific problems, there could be personality aspects that will pose risks. How goals 

are set, decisions made, and emotions handled is relevant. How a person copes with change and 

the attitudes and beliefs that they have can also create challenges. 
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Group 2 – Psychosocial Factors. Psychosocial factors relate to how individuals interact with their work 

and non-work environments and the things that influence their behaviour, i.e. the stressors that they 

are faced with.  

Stress is an increasing problem in the modern world. Unless we can decrease the amount of stress 

and the number of stressors in an individual’s environment, happiness and wellbeing is likely to be 

affected and he or she is more likely to suffer from discomfort, pain or injury: productivity will drop.  

Every individual has different capacities for ‘coping’ with specific issues at different times of their lives. 

Personality, culture, upbringing, way of thinking, life stage or maturity and physical health all affect 

this capacity.  

Given that the ‘non-work’ environment is also a ‘work’ environment (for home-based workers) 

different potential stressors could become apparent. 

Possible non-work factors: 

• Relationships with partners and other family members will change when working in the home 

environment. Home-based workers are likely to see much more of the family and this can pose 

challenges.  

• Emotional issues such as family bereavements or other personal relationships can be a major 

concern in the home office where traditional office distractions and rhythms are not present.  

• Financial concerns could also appear to be more important when working from home. 

• Should the employee, or those close to him or her, suffer from ill-health, this can also increase 

stress levels.  

• Although too much social interaction (during work hours) can be a problem, not enough can also 

be an issue. A good social life can be a good antidote for work-related stress.  

Possible work factors:  

• Unreasonable workloads, deadlines and expectations can have a major impact on home-based 

workers. Without clear agreements with managers, including job briefings and information on 

how work will be measured, it is easy for home-based workers to become worried about their 

work.  

• Inadequate time management skills can also lead to an increase in stress levels. The prospect of 

not meeting deadlines can become a major issue, as can having to work long, different, or 

unsociable hours.  
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• Many home-based workers feel that they no longer have management support once they are 

away from the traditional office. Relationships with other colleagues can become problematic. 

Both of these factors can increase stress, particularly if home-based work is not effectively 

supported by the organisation’s culture.  

• A lack of job satisfaction can be both a cause and result of stress. It can be easy to lose the belief 

that the job is worthwhile. 

Group 3 – Work Organisation. Work organisation covers the way that work is structured, managed and 

processed. This includes many issues that a person might react to and which could trigger psychosocial 

issues. Such issues can include:  

• Hours of work—including issues related to shift work, overtime, unsociable hours, being on-call, 

etc. 

• Chains of command—who has power and/or authority, how many ‘levels’ of hierarchy exist in 

the organisation. 

• How work ‘flow’ is planned and managed and whether there are definite peaks and troughs in 

work demand. 

• How the work is organised and whether there are appropriate breaks to manage fatigue and 

allow rest and recovery. 

• Whether there is sufficient variation in the tasks to be performed to change the demands on 

body and mind throughout the day. 

• How the workplace is laid out and whether printers or other equipment are easy to access. 

• The overall workload—can hours of work, amount of work or the tasks themselves be changed? 

• Whether adequate training has been provided. 

• How files and equipment are managed: it is important to have the required resources and 

equipment where and when they are needed.  

Organising work properly is a way of making home-based work easier. When workers are away from 

the subliminal cues of the traditional office, it is harder to concentrate and easier to lose sight of the 

objectives. It is advisable to plan the workload across a week or longer time scale. It is also important 

that there is a clear understanding with managers and colleagues about what is to be done and the 

deadlines that apply. If other people are present in the house during work hours, possible distractions 

should be minimised so that work organisation, quality of work and productivity are not affected. 
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Group 4 – Workplace and Awkward Postures. When people think about OH&S, they often focus on 

the physical elements of the workplace—the way the workplace is laid out and set up and the working 

positions that are adopted. Although these factors are important, they will not be the only things that 

need to be thought about.  

The way the office is organised can pose a number of possible challenges. Inadequate space can lead 

to stacks of papers and/or dangerous stacks of storage boxes. Untidy or cramped offices can lead to 

lost productivity and stress. Leaving work lying around the house will make it hard to relax, increase 

stress and could damage productivity when important files or papers are mislaid. 

The design and layout of a workplace directly affects the positions workers adopt. The workplace 

should be designed to suit the worker and the task(s) to be performed. This may mean building in a 

certain amount of adjustment and flexibility. However, even with adjustable workplace layouts, it is 

important that home-based workers know how to use equipment and why it is important to adjust it 

to their needs.  

Chair and work surface heights should be set up properly, the monitor should be set at an appropriate 

level, and the keyboard should fall naturally under the hands. A footrest should be considered to 

improve desk comfort. Flexibility will be important, but the workplace should be based on a 

comfortable, safe position. 

Comfortable (and productive) home office spaces will help workers feel good about working but the 

office should also demonstrate a ‘professional’ approach to work. Don’t be misled by the myth of the 

‘perfect working position’. The human body needs to change and move around. Holding one position 

(even a very good one) or working in one particular way for a long time, can still lead to problems. It 

is often said, ‘the best position to be in is the next one!’  

Our joints and muscles generally work best around the mid-position of the joint or range. That is, not 

fully stretched and not fully bent, e.g. the wrist should naturally sit around the middle of its range of 

movement, not all the way back, forward or to either side. From there, regular changes from that mid-

position are required. To maintain joint flexibility and muscle length (the conditions under which the 

body functions best), joints and muscles should be moved regularly and be stretched occasionally 

through their full range of movement.  

Having to apply force when in an awkward posture magnifies the risks, as does the length of time 

spent at the workstation. 

Group 5 – Task Variability. Task variability relates to the need to avoid repetition and its effects, as 

well as the effects of not moving at all. It also includes the impact of a lack of variety on the cognitive 

(mental/concentration) load of a person: both too little and too much can have negative effects on 

workers.  
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Task variability factors overlap considerably with work organisation: good time and work management 

can address many aspects of task invariability. Task variability issues include: 

• Too much repetition of movement— this can lead to the body being unable to keep up with 

demands for nutrients and waste removal.  

• No movement (i.e. static holding)—the muscle may not be able to pump nutrients and oxygen or 

perform the waste removal functions required. 

• Too much cognitive demand—the worker may feel unable to ‘keep up’. Too little cognitive 

demand—the worker may get bored and not be bothered with work. The duration of a task plays 

a large factor in whether task invariability becomes an issue or not.  

Organising and planning work ensures that there is variety in the working day and scheduled rest 

breaks. This helps workers stay interested and productive and helps to avoid gradual process injuries 

and physical discomfort. 

Group 6 – Loads and Movements. What objects a person handles and the forces they have to apply 

to move or use them can be harmful. Very few home-based workers will need to move large, bulky or 

heavy objects often but when this is necessary it could still cause discomfort, pain or injury, 

particularly as there is often a lack of assistance in the home.  

Carrying documents, books and equipment between home and the workplace can cause problems for 

some workers. The loads involved and the frequency that they are handled will need to be considered.  

Issues that will need to be thought about include the weight of the object, how angular, bulky, or 

unwieldy it is, and how easy it is to grip. Some objects could have an unpredictable or uneven weight 

and others could block the vision (leading to falls). 

Note that holding a limb or part of the body in a specific position for any length of time is equivalent 

to placing a load on the muscles involved. 

Group 7 – Environmental Issues. Environmental issues come from where the work takes place and 

the conditions a person works in. A wide variety of issues could be involved in the home office.  

• It is important to maintain a comfortable temperature—particularly as computer equipment can 

generate heat.  

• Fresh air and adequate ventilation are important, particularly in warmer temperatures.  

• High humidity is tiring (and can damage computer equipment). 
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• Inadequate lighting can damage eyesight, create headaches, distract, contribute to stress levels, 

and reduce productivity.  

• Ambient noise can also lead to headaches, stress, and lower productivity. Occasional louder 

noises can be very distracting.  

• Excessive vibration can be a problem in some home offices: large machinery working nearby, 

large household appliances, or passing traffic can all create low level vibration in the office. Over 

time this can become stressful and irritating.  

• The desk can cause stress if it’s difficult to find things on it, if there isn’t enough space to spread 

papers out, or if other things on the desk become distracting.  

• Home offices have a high-power requirement, meaning that plugs and fuses can become 

overloaded creating power cuts and fire risks. Extension leads and multi-way power boards on 

the floor can be a hazard and it’s possible to accidentally kick the computer’s power plug out. 

• Security.  Working at home or alone can pose personal security risks. Home-based workers 

should feel safe in their homes without feeling like a prisoner. Controls need to be put in place 

to protect proprietary information when using home-based internet systems. 

• Emergencies and other disruptions.  A number of external events could threaten your home and 

office. They range from fires, storms and floods and other natural disasters. Having an 

appropriate emergency plan will reduce the likelihood of discomfort, pain or injury as a result of 

these events. Events of this sort can also damage computers and the data they store—data 

backups are always essential. (Not every emergency will be major or life threatening. Power cuts 

can happen at any time, and telephone lines, water pipes or the gas supply could be cut. All of 

these things can be very inconvenient and disruptive and contingency plans should be prepared.)  

• Safety around the home. Accidents around the home are a common occurrence. Risks include 

slippery stairs and floors, floor coverings that can trip people, staircases without handrails, 

protruding corners and sharp edges, and kitchen hazards. External wood and concrete surfaces 

can also be a hazard when wet. Although none of these are essentially ‘office’ risks, they all pose 

risks to the safety and health of people who are working at home. 

Identifying Home Risks 

Managing risks in and around the home office requires that potential problems are understood and 

identified and that appropriate preventive actions are taken. In the following checklist some possible 

issues within each group of contributory factors are listed. Since there is a shared responsibility for 

ensuring a safe working environment, both the Department head, and employees. 
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are to use this resource so that they can decide together (consultation) on appropriate actions to be 

taken.  

Using the Checklist. The checklist is effectively a ‘hazard register’ for the home and home office. The 

following four questions will help evaluate each possible risk. 

 

HAZARD IDENTIFICATION 
Risk Score 

R P SD 

Q1 Is this likely to be an issue? 
   

Q2 Will it always be an issue?    

Q3 Will it have consequences for work performance?    

Q4 Will it have consequences for personal wellbeing?    

R = Rare Issue (Acceptable if managed As Low As Reasonably Practicable) 

P = Potential Issue if ongoing (Communicate & Consider) 

SD = Serious or Dangerous Issue (Unacceptable) 

 

Once the checklist has been completed, it becomes the basis for an action plan. Developing this action 

plan should be a collaborative exercise involving individual workers, their Department Head and HR. 

Understanding The Risks 

SD (RED) Assessment.  A RED does not necessarily mean you cannot do the activity – it means you 

MUST STOP and reassess the situation and evaluate your options. Consult with other team members, 

supervisor or a specialist. Identify what you can or cannot do to eliminate or minimise the 

hazard/issue, and ensure that all solutions are appropriate and authorised. 

P (AMBER) Assessment. Consider what can be done to eliminate an AMBER into a GREEN (Elimination-

Substitution-Isolation-Engineering-Administration-PPE). Continue if you are satisfied that nothing 

further can be done but maintain vigilance in this area. Ensure all solutions are appropriate and 

authorised for use. 

If an issue identifies three or more AMBERS, then that = RED and you MUST not proceed with the 

task/activity until adequate controls are in place. 

R (GREEN) Assessment. Condition is OK. Proceed with task-activity. 
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ISSUES Q1 Q2 Q3 Q4 

Individual Factors 

Scheduled regular exercise     

Overeating or inadequate nutrition     

Drinking enough fluid during the day     

Irregular or insufficient sleep     

Alcohol consumption     

Smoking     

Taking frequent short breaks     

Stretching routines to relax at the desk     

Psychosocial Factors 

Other household members would rather you weren’t home     

Interruptions from dependents and friends     

Emotional problems and bereavements     

Financial concerns     

Ill health in the household     

Inadequate social life     

Appropriate home-based work agreement in place      

Knowledge of your tasks and performance expectations     

Poor time-management skills     

Effective management support     

Relationships with colleagues     

Job satisfaction     

Work Organisation 

Long or unsociable work hours     

Unclear chain of command     

Clear work plan in place     

Time-management system in place     

Trying to do too much     

Tasks are frequently needed immediately     

Lack of task variety     
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ISSUES CONT: Q1 Q2 Q3 Q4 

Work load is excessive     

Inadequate skills or experience to do your off-site tasks     

Insufficient stationary or other resources or equipment     

Workplace Layout 

Filing and storage space available     

Furniture is comfortable and safe     

Adjustable desk and work surfaces     

Adjustable chair     

Adjustable keyboard     

Monitor height adjustable     

Footrest available     

Inefficient workspace layout     

Task Variability 

Work involves repetitive tasks or keystrokes     

Work has insufficient variety     

Workload not balanced between types of tasks     

Work position doesn’t change     

Excessive time spent on the computer     

No regular rest periods at or away from desk     

Cognitive demands too high     

Cognitive demands too low     

Tasks have a long duration     

Loads and Movements 

Carrying too much between home and office     

Heavy or bulky objects need to be moved     

Work involves holding limbs in static positions     

Large or heavy objects must be moved frequently     

Environmental Issues 

Office is too hot or cold     

Inadequate ventilation     

High levels of humidity or condensation     
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ISSUES CONT: Q1 Q2 Q3 Q4 

Lighting too bright or too dim     

Inadequate noise insulation     

Vibration sources in and around the home     

Inadequate power fuses     

Excessive use of multi-way power boards     

Dangerous power cables (e.g. accessible to young children)     

Emergencies and Fires 

Civil emergencies     

Basic emergency plan and procedures unknown     

Fire alarm and extinguisher present     

Back up procedures for data and files in place     

List of important telephone numbers available     

Contingency plan for utility failures (power, water, internet, etc)     

Safety Around The Home  

Slippery external surfaces, steps, and decks     

Slippery internal floors (bathroom, kitchen, hallways)     

Floor coverings you can trip on     

No handrails on staircases     

Blocked corridors and doorways     

Protruding or sharp corners and edges on furniture or walls     

 

Does your home office have any other special features to be considered? 
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Transitioning To Home Based Work 

The following graphic offers some quick tips, consideration and ergonomic guidance to help make 

your transition comfortable and productive. 
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Office Ergonomics – Basics 

The graphic below illustrates neutral seated and standing postures for your computer workstation.  

The graphic on the next page provides suggestions and guidance on how to achieve these postures 

within your home based work environment. 
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Setting Up Your Home Based Work Space 

While working from home with improvised office furniture there is an increased risk for awkward 

postures that could lead to discomfort. The following tips are provided to help you optimize your 

home based work environment to avoid symptoms and maintain productivity. 
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COVID-19 HYGIENE HEALTH AND SAFETY STRATEGY 

THE NEW NORMAL 

The COVID-19 pandemic has significantly changed our social behaviour with long term changes in personal and social values, priorities and beliefs. Wellbeing in all of its facets will now be the overriding issue as social distancing will have to continue until a 

vaccine is globally available. The present focus on 'wealth' as a measure of success will move towards one of wellbeing as societies values and behaviour change. Humans are social animals and will require opportunities for social interaction and social 

experiences, but those opportunities will need to be controlled, adapted and developed to minimize any concern over risk to individual wellbeing and health. Confidence to engage in social contact, especially with strangers will only develop if all distancing 

measures and control measures are in place. Initially the social focus in preparation of our reopening and our ongoing operations will be based on our guest's confidence who will judge us by our business's response to the pandemic. Our core purpose to 

"Care For People So They Can Be Their Best" will be much more important in our community moving forward. A demonstration of caring, welcoming, generosity and a willingness to help others will be a positive factor in our Hotel's future. Our guest will be 

looking for real evidence of social responsibility embedded in the fabric of our operations and that will include the need to ensure that the focus is on safety, health and wellbeing to our guests and ourselves. Our Hotel can provide the opportunity for much 

needed social focus and social interactions, but these interactions will need to be safe, secure and controlled. Settings will be very different from the past and the pace and speed of life will be slow to pick up and recovery will take time. 

EXPECTATIONS 

Expect our guests to have an overriding concern for all aspects of their safety, health and wellbeing, and accept that concern to be a paramount factor in guiding their choice to stay with us or go elsewhere. The need to establish trust, overcome fear and 

demonstrate safety, security and the duty of care will be essential for our Hotel in establishing public confidence.  However, that confidence will be a challenge to restore whilst fear of COVID-19 exists. Our guests will be looking for trust and confidence that 

is demonstrated through our organizations purpose and values that align with their own changed values of society. Hence, the observed behaviour of our staff will demonstrate our culture to adapt is what we want our guests to notice, and build trust. The 

power of public perception and sentiment on how our staff are seen to "care" and perform cannot be underestimated. Likewise, our staff will also want to be treated with exactly the same safety, health and wellbeing measures as our guests with whom they 

are providing a service. Guests and staff will be looking for a safe experience that reduces their anxieties and enhances well being. 

ECONOMIC IMPACT 

It can be expected that people will be reluctant to travel, so the focus of business may shift more locally in the short term. This will affect the business that has historically relied heavily on domestic and international travellers. Our business can also expect to 

be impacted by post-pandemic public debt and a weakening of consumer spending. Hence, our business model will likely change and our operations will need to adapt to such change. For example, physical distancing measures aimed to reduce risks will 

require major changes in all aspects of our operational practices. The wearing of PPE, inclusive of gloves, goggles, face masks, etc. in certain operations will be compulsory. Additional sanitization and the ongoing availability of additional sanitization products 

also comes with a cost. These operational changes will reduce capacity and therefore income. 

GOVERNMENT INTERVENTION 

The COVID-19 pandemic has seen governments dramatically increase their influence of controls and responsibilities. This has included the constraints and movement of people and the need for greater resilience in our supply chains. Government support will 

be needed to encourage domestic travel because our business relies on it. 

EMBRACING TECHNOLOGY 

The use of Video conferencing systems has greatly assisted us given our dispersed workforce and social distancing requirements. This may continue to be an ongoing tool pending the development of a vaccine. New technologies can also be expected for 

cleaning and sanitization to assist with touch free accessibility and guest room turnaround times. Other touch free innovations can be expected to be introduced to minimize risk in food safety. 

SUPPLY CHAINS 

The need for food security and the fragility of supply chains will need more focus as the pandemic continues. The implementation of new hygiene safety measures for the wellbeing of our guest and staff are meaningless if our supply chains of products and 

services fail to adhere to the same social responsibilities. We need assurance from all our contractors and providers of goods and services that they have safe operating procedures and are adequately supervised to ensure those safe operating procedures 

are being applied.  Our guests and staff will want assurances that our supply chains are not adversely impacting on our Hotel environment. 

REGULATIONS & CONTROLS 

We should expect our Safety Regulators to establish new controls on many aspects of risk mitigation. This could impact us in food safety, health and safety, and liquor licensing stipulating maximum numbers in licensed venues (i.e. legally defining social 

distancing).  Visa restrictions and health controls such as mandated quarantine periods, will change and impact the movement of people and a source of Hotel contractor employment, particularly in housekeeping. Managing risk in terms of OHS will be an 

major concern.  The new hygiene and sanitization regulations will impact on all of our Hotel's operational practices, with higher demanding cleaning regimes to meet the new standards, and protection measures for our staff. We must assume that anyone 

using our Hotel - staff, guest, contractor, service provider, etc. could be carrier of COVID-19 and therefore the cleaning protocols need to reflect that assumption. This has a cost implication as well as potential of delays in bringing rooms and facilities back on-

line.  For example, in the event of a guest being identified as a COVID-19 carrier, there may need to be a statutory period after the guest departs before staff can enter the room for cleaning purposes, which will reduce the Hotel's inventory. 

TRAINING-EDUCATION-AWARENESS 

Our new starter orientation and department training programs will need to be redeveloped in light of the changes brought about by the COVID-19 pandemic.  Service coaches must be prepared to rework current training packages to meet the current changes 

and future needs. 
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KEY PERFORMANCE INDICATORs (KPIs) DASHBOARD - HOTEL CLEANING-DISINFECTING-

SANITISING AND INFECTIOUS DISEASE PREVENTION 

 # KPI Measurement – Housekeeping Rooms 
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1. Have all staff on duty completed “Rebound Essential Training” and Training 

Record submitted to HR? 
   

2. Have all staff on duty completed “Colleague Reorientation Training” – Leading 

Through Our Purpose and Training Record submitted to HR? 
   

3. Have all staff on duty completed “Colleague Hygiene, Safety and Wellbeing 

Training” – Distance Can’s Stop Us From Caring and Training Record submitted 

to HR? 

   

4. Have all staff on duty been briefed by supervisor or read content of GHM Policy 

& Procedure – COVID-19 Safe Distancing & Transmission Reduction and Training 

Record submitted to HR? 

   

5. Have all staff on duty been familiarised with new Safe Operating Procedures 

relevant to their work environment and work activities and Training Record 

submitted to HR? 

   

6. Have all staff on duty completed Blood borne Pathogen General Awareness 

Training.  
   

7. Have select housekeeping staff completed Blood borne Pathogen Training For 

Bio-Hazard Clean-Up Response Team Training?  
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1 Have all staff on duty had wellness checks verified by their supervisor before 

commencing work (Completed Self-Assessment Risk Mgt Screening Tool)?  
   

2 Have all staff on duty had their temperature taken prior to commencing work?    

3 Are all staff on duty adequately supervised to perform their assigned tasks to 

ensure they are complying with our infectious disease prevention policy, and 

SOPs? 

   

4. Have all staff on duty are familiar with the use of all equipment required to 

perform their assigned tasks (Chemicals and PPE)? 
   

5. Are all staff on duty familiar with any necessary sequence of tasks in the 

performance of their duties? 
   

6. Staff comply with contactless guest servicing of rooms (IF a guest is present – 

they politely inform the guest that they will return at a convenient time)? 
   

7. Are all staff familiar with the symptoms of COVID-19?    

8. Do all workers on duty know the reporting requirements if they feel they may 

have COVID-19 symptoms? 
   

9. Are staff complying with social distancing requirements?     

10. Are staff complying with the wearing of PPE?    

11. Are staff compliant with hand washing requirements (regularly – before/after 

donning/doffing PPE, after servicing each room, etc.)? 
   

12. Are staff compliant with strict separation of clean & dirty items?    

13. Do all staff complete daily pulse survey at end of shift?    

14. Are all staff familiar with all documentation and certification requirements for 

their tasks (e.g. PPE Issue Registers, 12--Point Inspections) 
   

15. Do all staff know the potential indicators that may alert them that a guest may 

have COVID-19 symptoms? 
   

16 Are staff compliant with end of shift cleaning standards for panties?    
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1. Do all staff on duty have the tools, equipment and procedures necessary to 

perform their assigned tasks? 
   

2. Do the staff have the necessary consumables (e.g. Bio-hazard disposable waste 

bags, Laundry Bags, Microfibre Cloths, etc.) to perform their assigned tasks and 

to ensure the prevention of cross-contamination? 

   

3. Do all staff have suitable PPE for their assigned tasks and have they signed for it 

on a PPE Issue Register? 
   

4. Do all staff have suitable / serviceable trolleys to carry their cleaning equipment?    

5. Are all microfibre cleaning cloths colour coded for the type of chemical use and 

separations of use based on areas of use (e.g. shower, tub, sink, vanity, toilet, 

guest room surfaces, high risk touch points such as – telephone-TV remote-

alarm clock-safe box touch panel-mini-bar door-etc.)? 

   

6. Staff are compliant with trolley set-up and end of shift trolley and equipment 

cleaning-sanitising? 
   

7. Staff are provided with soap and hand sanitiser to wash and sanitise their hands 

prior to starting and during shift? 
   

8. Surface disinfection conducted after all cleaning steps to all high-risk touch 

points – light switches, door and furniture handles, table tops, faucets, control 

panels, toilet seats and handles, nightstands, luggage racks, flooring? 

   

9. Roller way beds and cribs sanitised pre and post use?    

10. Bed linen and soiled terry is not shaken during removal to minimise the 

possibility of dispersing airborne contaminates. 
   

11. Roller way beds and cribs presented to guests covered?     

12. Guest rooms have collaterals highlighting the cleaning and hygiene standards?    

13. QR Code options provided to replace hard copy compendium?    

14. Hand sanitiser gel pump on guest floor lift landing area?    

15. Hand sanitiser single use wipes x 4 in guest bath room supplies?    

16. Guest room F&B amenities to be strictly separated from room cleaning process. 

F&B amenities to be placed in room prior to guest arrival or at turndown and are 

pre-packaged/wrapped and covered? 

   

17. Hand sanitiser installed on all BOH lift landings?    

18. 12-Point Inspection Forms completed by Team Leaders and kept on file for 

reference? 
   

19. Disposal of Garbage – Garbage bags need to be collected from bins in the hotel. 

Ensure these are tied at the top. Wear disposable aprons when removing and 

disposing garbage bags. Take garbage to loading dock bins on trolleys. Once 

placed into main bin, close lid then remove and dispose of aprons, then wash 

and sanitise hands before undertaking any other task. 

   

20. Dedicated Blood borne Pathogen Bio-Hazard Clean-Up Response personnel on 

shift? 
   

21. AMBER Zones (Donning PPE) and RED Zones (Doffing & Disposal PPE) are 

established with garbage bag lined bin(s) 
   

22. Daily walk-through by a senior staff member?    

23. Weekly walkthrough by LC staff member?    



 Annex D To 

GHM COVID SAFE INFECTIOUS DISEASE PREVENTION PLAN (Version #4, 28-DEC-20) 

Key Performance Indicators Dashboard 

-D3- 
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 # KPI Measurement – Housekeeping Public Areas 
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1. Have all staff on duty completed “Rebound Essential Training” and Training 

Record submitted to HR? 
   

2. Have all staff on duty completed “Colleague Reorientation Training” – Leading 

Through Our Purpose and Training Record submitted to HR? 
   

3. Have all staff on duty completed “Colleague Hygiene, Safety and Wellbeing 

Training” – Distance Can’s Stop Us From Caring and Training Record submitted 

to HR? 

   

4. Have all staff on duty been briefed by supervisor or read content of GHM Policy 

& Procedure – COVID-19 Safe Distancing & Transmission Reduction and Training 

Record submitted to HR? 

   

5. Have all staff on duty been familiarised with new Safe Operating Procedures 

relevant to their work environment and work activities and Training Record 

submitted to HR? 

   

6. Have all staff on duty completed Blood borne Pathogen General Awareness 

Training.  
   

7. Have select housekeeping staff completed Blood borne Pathogen Training For 

Bio-Hazard Clean-Up Response Team Training?  
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1 Have all staff on duty had wellness checks verified by their supervisor before 

commencing work (Completed Self-Assessment Risk Mgt Screening Tool)?  
   

2 Have all staff on duty had their temperature taken prior to commencing work?    

3 Are all staff on duty adequately supervised to perform their assigned tasks to 

ensure they are complying with our infectious disease prevention policy, and 

SOPs? 

   

4. Are all staff on duty familiar with the use of all equipment required to perform 

their assigned tasks (Chemicals and PPE)? 
   

5. Are all staff on duty familiar with any necessary sequence of tasks in the 

performance of their duties? 
   

6. Are all staff familiar with the symptoms of COVID-19?    

7. Do all workers on duty know the reporting requirements if they feel they may 

have COVID-19 symptoms? 
   

8. Are staff complying with social distancing requirements?     

9. Are staff complying with the wearing of PPE?    

10. Are staff compliant with hand washing requirements (regularly – before/after 

donning/doffing PPE, after servicing each room, etc.)? 
   

11. Are staff compliant with strict separation of clean & dirty items?    

12. Do all staff complete daily pulse survey at end of shift?    

13. Are all staff familiar with all documentation and certification requirements for 

their tasks (e.g. PPE Issue Registers, cleaning frequency log)? 
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1. Do all staff on duty have the tools, equipment and procedures necessary to 

perform their assigned tasks? 
   

2. Do the staff have the necessary consumables (e.g. Bio-hazard disposable waste 

bags, Microfibre Cloths, etc.) to perform their assigned tasks and to ensure the 

prevention of cross-contamination? 

   

3. Do all staff have suitable PPE for their assigned tasks and have they signed for it 

on a PPE Issue Register? 
   

4. Do all staff have suitable / serviceable trolleys to carry their cleaning equipment?    

5. Are all microfibre cleaning cloths colour coded for the type of chemical use and 

separations of use based on areas of use (e.g., sink, vanity, toilet, etc.)? 
   

6. Staff are compliant with trolley set-up and end of shift trolley and equipment 

cleaning-sanitising? 
   

7. Staff are provided with soap and hand sanitiser to wash and sanitise their hands 

prior to starting and during shift? 
   

8. Surface disinfection conducted after all cleaning steps to all high-risk touch 

points – light switches, door and furniture handles, table tops, elevator button 

and panels, escalator rails, stair hand-rails, seats and lounges, flooring? 

   

9. Hand sanitiser gel pump at each elevator and escalator?    

10. Hand sanitiser gel pump on guest floor lift landing area?    

11. Washroom/Public toilets are serviced every hour, clean and smells fresh?    

12. All public area sanitisation stations are replenished and have sufficient 

chemicals? 
   

13. All washrooms have sufficient paper towel?    

14. All washrooms have disposal bin for paper towel next to door?    

15. All washroom high touch areas sanitised every hours (Min) – countertops, 

faucets, hand dryers, paper towel dispensers, toilet paper dispensers, toilet 

seats and handles, washroom/toilet door handles? 

   

16. Washrooms are cordoned off during cleaning-disinfection service?    

17. Lobbies free of rubbish and lounge area tables frequently wiped and sanitised?    

18. Elevator lobbies and elevators cleaned-sanitised every two-hours (Min)?    

19. Disposal of Garbage – Garbage bags need to be collected from bins in the hotel. 

Ensure these are tied at the top. Wear disposable aprons when removing and 

disposing garbage bags. Take garbage to loading dock bins on trolleys. Once 

placed into main bin, close lid then remove and dispose of aprons, then wash 

and sanitise hands before undertaking any other task. 

   

20. AMBER Zones (Donning PPE) and RED Zones (Doffing & Disposal PPE) are 

established with garbage bag lined bin(s) 
   

21. Dedicated Blood borne Pathogen Bio-Hazard Clean-Up Response personnel on 

shift? 
   

22. Daily walk-through by a senior staff member    

23. Weekly walkthrough by LC staff member.    
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1. Have all staff on duty completed “Rebound Essential Training” and Training 

Record submitted to HR? 
   

2. Have all staff on duty completed “Colleague Reorientation Training” – Leading 

Through Our Purpose and Training Record submitted to HR? 
   

3. Have all staff on duty completed “Colleague Hygiene, Safety and Wellbeing 

Training” – Distance Can’s Stop Us From Caring and Training Record submitted 

to HR? 

   

4. Have all staff on duty been briefed by supervisor or read content of GHM Policy 

& Procedure – COVID-19 Safe Distancing & Transmission Reduction and Training 

Record submitted to HR? 

   

5. Have all staff on duty been familiarised with new Safe Operating Procedures 

relevant to their work environment and work activities and Training Record 

submitted to HR? 

   

6. All F&B service staff have completed Table Service Set-Up Hygiene Training?    

7. All F&B service staff have completed Table Service Hygiene Training?    

8. All F&B service staff have completed Sanitisation Side-station Hygiene Training?    

9. All Culinary and F&B service staff have completed Buffet Best Practice Hygiene 

Training? 
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1. Have all staff on duty had wellness checks verified by their supervisor before 

commencing work (Completed Self-Assessment Risk Mgt Screening Tool)?  
   

2. Have all staff on duty had their temperature taken prior to commencing work?    

3. Are all staff on duty adequately supervised to perform their assigned tasks to 

ensure they are complying with our infectious disease prevention policy, and 

SOPs? 

   

4. Are all staff on duty familiar with the use of all equipment required to perform 

their assigned tasks (Chemicals and PPE)? 
   

5. Are all staff on duty familiar with any necessary sequence of tasks in the 

performance of their duties? 
   

6. Are all staff familiar with the symptoms of COVID-19?    

7. Do all staff on duty know the reporting requirements if they feel they may have 

COVID-19 symptoms? 
   

8. Are staff complying with social distancing requirements?     

9. Are staff complying with the wearing of PPE (face mask and gloves for all food 

handling, and cleaning task? Including appropriate PPE for handling chemicals)? 
   

10. Are staff compliant with hand washing requirements and glove change every 30 

minutes? 
   

11. Are staff compliant with strict separation of clean & dirty items?    

12. Do all staff complete daily pulse survey at end of shift?    

13. Are all staff familiar with all documentation and certification requirements for 

their tasks (e.g. PPE Issue Registers, cleaning frequency log)? 
   

14. Chefs wear clean clothing/apron prior to each shift, waiters wear clean uniform.    
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1. Do all staff on duty have the tools, equipment and procedures necessary to 

perform their assigned tasks? 
   

2. Do the staff have the necessary consumables (e.g. waste bags, Microfibre Cloths, 

etc.) to perform their assigned tasks and to ensure the prevention of cross-

contamination? 

   

3. Do all staff have suitable PPE for their assigned tasks and have they signed for it 

on a PPE Issue Register? 
   

4. Is the kitchen equipped with a functional industrial alarm clock?    

5. Are culinary working stations, knives and chop boards sanitised every hour with 

J80 sanitiser? 
   

6. Staff are provided with soap and hand sanitiser to wash and sanitise their hands 

prior to starting and during shift? 
   

7. Are restaurant tables set up correctly (Simple one fold napkin, cutlery placed 

inside napkin, cutlery top covered, 1 x sanitising towel per person, separate 

metal container for dirty sanitiser napkins)? 

   

8. All menus laminated and disinfected after each use or replaced by QR Code?    

9. Guests are informed of hygiene rules in place (email-welcome letter-appropriate 

signage at entrances). 
   

10. Venue signage that communicates maximum number of patrons in area.    

11. Guests requested to sanitise hands when entering/exiting restaurant/bars.    

12. Staff monitor and manage safe social distancing when queuing occurs.    

13. Staff maintain 1.5m social distance when escorting/seating guests (Do not 

pullout seats for guests unless they are in physical need, but ask permission. 
   

14 Water provided to tables in sanitised bottles which staff will open and pour for 

customer – then leave on table. 
   

15. All served food arrives at guest table covered?    

16. Sanitisation after each table clearance and before setting up the table for next 

guest – include table top and seats? 
   

17. Table condiments sanitised after each usage?    

18. Table set-ups conducted in front of guest so they observe placement of clean 

linen and sanitisation process? 
   

19. Clearing Table - Clear table contents on a tray in sequence – crockery, cutlery, 

glassware. Collect food and drink from table on trays to minimise contact.  
   

20. Clearing Table - Brush all remaining debris from table directly into a bin. Napkins 

cleared last after guest leaves using tongues to lift & drop into closed linen bag. 
   

21. Guests presented with bill on an acrylic clip board and advised nil requirement 

to sign at end of visit – scanned copy sent via email. 
   

22. Restaurant table placement maintains 1.5m min social distancing?    

23. Staff sanitise fridge/freezer handles, workbenches, tabletops, food preparation 

handles, IT equipment, chopping/preparation boards, cash registers, POS 

Terminals, telephones every hours min? 

   

24. Sanitisation stations set up at restaurant and bar entrances, guest’s station in 

venue, service side stations and stewarding station?  
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25. If a buffet is established, sneeze guards are in position?    

26. If buffet is established, a Chef and service staff colleague to be assigned to serve 

guests? 
   

27. Dishwashing – remove food debris from plates using a clearance brush directly 

into waste bin.  Washed after every meal period. 
   

28. Dishwashing –Plastic tubs containing soap and water at the clearance station 

into which items from cleared tables will be sorted until washed. 
   

29. Dishwashing – Operating equipment washed & rinsed at high temp >82 deg.C    

30. Dishwashing – CCG to remain in plastic tubs of soap and water a minimum of 1 

minute before putting in dishwasher. 
   

31 Disposal of Garbage – Garbage bags need to be collected from bins in the hotel. 

Ensure these are tied at the top. Wear disposable aprons when removing and 

disposing garbage bags. Take garbage to loading dock bins on trolleys. Once 

placed into main bin, close lid then remove and dispose of aprons, then wash 

and sanitise hands before undertaking any other task. 

   

32. AMBER Zones (Donning PPE) and RED Zones (Doffing & Disposal PPE) are 

established with garbage bag lined bin(s) 
   

33. Nightly deep cleaning and disinfection performed to suitable standards, inclusive 

of sanitisation of all flooring, walls, doors, tables, chairs, trash cans, and touch 

points (light switches, lamps, phones, etc.) 

   

34. Daily walk-through by a senior staff member?    

35. Weekly walkthrough by LC staff member?    
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1. Have all staff on duty completed “Rebound Essential Training” and Training 

Record submitted to HR? 
   

2. Have all staff on duty completed “Colleague Reorientation Training” – Leading 

Through Our Purpose and Training Record submitted to HR? 
   

3. Have all staff on duty completed “Colleague Hygiene, Safety and Wellbeing 

Training” – Distance Can’s Stop Us From Caring and Training Record submitted 

to HR? 

   

4. Have all staff on duty been briefed by supervisor or read content of GHM Policy 

& Procedure – COVID-19 Safe Distancing & Transmission Reduction and Training 

Record submitted to HR? 

   

5. Have all staff on duty been familiarised with new Safe Operating Procedures 

relevant to their work environment and work activities and Training Record 

submitted to HR? 

   

6. All F&B service staff have completed Table Service Set-Up Hygiene Training?    

7. All F&B service staff have completed Table Service Hygiene Training?    

8. All F&B service staff have completed Sanitisation Side-station Hygiene Training?    

9. All Culinary and F&B service staff have completed Buffet Best Practice Hygiene 

Training? 
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1. Have all staff on duty had wellness checks verified by their supervisor before 

commencing work (Completed Self-Assessment Risk Mgt Screening Tool)?  
   

2. Have all staff on duty had their temperature taken prior to commencing work?    

3. Are all staff on duty adequately supervised to perform their assigned tasks to 

ensure they are complying with our infectious disease prevention policy, and 

SOPs? 

   

4. Are all staff on duty familiar with the use of all equipment required to perform 

their assigned tasks (Chemicals and PPE)? 
   

5. Are all staff on duty familiar with any necessary sequence of tasks in the 

performance of their duties? 
   

6. Are all staff familiar with the symptoms of COVID-19?    

7. Do all staff on duty know the reporting requirements if they feel they may have 

COVID-19 symptoms? 
   

8. Are staff complying with social distancing requirements?     

9. Are staff complying with the wearing of PPE (face mask and gloves for all food 

handling, and cleaning task? Including appropriate PPE for handling chemicals)? 
   

10. Are staff compliant with hand washing requirements and glove change every 30 

minutes? 
   

11. Are staff compliant with strict separation of clean & dirty items?    

12. Do all staff complete daily pulse survey at end of shift?    

13. Are all staff familiar with all documentation and certification requirements for 

their tasks (e.g. PPE Issue Registers, cleaning frequency log)? 
   

14. Chefs wear clean clothing/apron prior to each shift, waiters wear clean uniform.    
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1. Do all staff on duty have the tools, equipment and procedures necessary to 

perform their assigned tasks? 
   

2. Do the staff have the necessary consumables (e.g. waste bags, Microfibre Cloths, 

etc.) to perform their assigned tasks and to ensure the prevention of cross-

contamination? 

   

3. Do all staff have suitable PPE for their assigned tasks and have they signed for it 

on a PPE Issue Register? 
   

4. Is the kitchen equipped with a functional industrial alarm clock?    

5. Are culinary working stations, knives and chop boards sanitised every hour with 

J80 sanitiser? 
   

6. Staff are provided with soap and hand sanitiser to wash and sanitise their hands 

prior to starting and during shift? 
   

7. Are restaurant tables set up correctly (Simple one fold napkin, cutlery placed 

inside napkin, cutlery top covered, 1 x sanitising towel per person, separate 

metal container for dirty sanitiser napkins)? 

   

8. All menus laminated and disinfected after each use or replaced by QR Code?    

9. Guests are informed of hygiene rules in place (email-welcome letter-appropriate 

signage at entrances). 
   

10. Venue signage that communicates maximum number of patrons in area.    

11. Guests requested to sanitise hands when entering/exiting venue rooms.    

12. Staff monitor and manage safe social distancing when queuing occurs (event 

reception point, venue entry, and toilets). 
   

13. Staff maintain 1.5m social distance when escorting/seating guests (Do not 

pullout seats for guests unless they are in physical need, but ask permission. 
   

14 Water provided to tables in sanitised bottles which staff will open and pour for 

customer – then leave on table. 
   

15. All served food arrives at guest table covered?    

16. Sanitisation (Table Service) - after each table clearance and before setting up the 

table for next guest – include table top and seats? 
   

17. Sanitisation (Public Areas) – Door handles, handrails, push plates, escalators, 

elevator button/panels, reception desks, beverage stations, ice machines, trash 

receptacles.   

   

18. Sanitisation (Restrooms) – Door handles, sink faucets and counters, toilet 

handles, soap dispensers, toilet paper and towel dispensers, trash receptacles.   
   

19. Sanitisation (Back of House and AV Staging Areas) – Individual office and other 

office furniture, door handles, doorways and railings, light switches and 

thermostats, cabinet handles, telephones, computers, keyboards, mouse and 

muse pads, microphones, backstage and technical equipment, trash receptacles,  

   

20. Sanitisation (Back of House Kitchen and Food Preparation Areas) – Handles of all 

kitchen equipment doors, cabinets, fridge/freezers, push pads, counter surfaces, 

light switches, handles of beverage and towel dispensers,  Handles of sinks, 

including handwashing sinks and mop sinks, cleaning tools and buckets, trash 

receptacles.  

   

21. Table condiments sanitised after each usage?    

22. Table set-ups conducted in front of guest so they observe placement of clean 

linen and sanitisation process? 
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23. Clearing Table - Clear table contents on a tray in sequence – crockery, cutlery, 

glassware. Collect food and drink from table on trays to minimise contact.  
   

24. Clearing Table - Brush all remaining debris from table directly into a bin. Napkins 

cleared last after guest leaves using tongues to lift & drop into closed linen bag. 
   

25. Guests presented with bill on an acrylic clip board and advised nil requirement 

to sign at end of visit – scanned copy sent via email. 
   

26. Restaurant table placement maintains 1.5m min social distancing?    

27. Staff sanitise fridge/freezer handles, workbenches, tabletops, food preparation 

handles, IT equipment, chopping/preparation boards, cash registers, POS 

Terminals, telephones every hours min? 

   

28. Sanitisation stations set up at restaurant and bar entrances, guest’s station in 

venue, service side stations and stewarding station?  
   

29. If a buffet is established, sneeze guards are in position?    

30. If a reception is established, sneeze guards are in position?    

31. If buffet is established, a Chef and service staff colleague to be assigned to serve 

guests? 
   

32. Dishwashing – remove food debris from plates using a clearance brush directly 

into waste bin.  Washed after every meal period. 
   

33. Dishwashing –Plastic tubs containing soap and water at the clearance station 

into which items from cleared tables will be sorted until washed. 
   

34. Dishwashing – Operating equipment washed & rinsed at high temp >82 deg.C    

35. Dishwashing – CCG to remain in plastic tubs of soap and water a minimum of 1 

minute before putting in dishwasher. 
   

36. Disposal of Garbage – Garbage bags need to be collected from bins in the hotel. 

Ensure these are tied at the top. Wear disposable aprons when removing and 

disposing garbage bags. Take garbage to loading dock bins on trolleys. Once 

placed into main bin, close lid then remove and dispose of aprons, then wash 

and sanitise hands before undertaking any other task. 

   

37. AMBER Zones (Donning PPE) and RED Zones (Doffing & Disposal PPE) are 

established with garbage bag lined bin(s) 
   

38. Nightly deep cleaning and disinfection performed to suitable standards, inclusive 

of sanitisation of all flooring, walls, doors, tables, chairs, trash cans, and touch 

points (light switches, lamps, phones, etc.) 

   

39. Daily walk-through by a senior staff member?    

40. Weekly walkthrough by LC staff member?    
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1. Have all staff on duty completed “Rebound Essential Training” and Training 

Record submitted to HR? 
   

2. Have all staff on duty completed “Colleague Reorientation Training” – Leading 

Through Our Purpose and Training Record submitted to HR? 
   

3. Have all staff on duty completed “Colleague Hygiene, Safety and Wellbeing 

Training” – Distance Can’s Stop Us From Caring and Training Record submitted 

to HR? 

   

4. Have all staff on duty been briefed by supervisor or read content of GHM Policy 

& Procedure – COVID-19 Safe Distancing & Transmission Reduction and Training 

Record submitted to HR? 

   

5. Have all staff on duty been familiarised with new Safe Operating Procedures 

relevant to their work environment and work activities and Training Record 

submitted to HR? 
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1. Have all staff on duty had wellness checks verified by their supervisor before 

commencing work (Completed Self-Assessment Risk Mgt Screening Tool)?  
   

2. Have all staff on duty had their temperature taken prior to commencing work?    

3. Are all staff on duty adequately supervised to perform their assigned tasks to 

ensure they are complying with our infectious disease prevention policy, and 

SOPs? 

   

4. Are all staff on duty familiar with the use of all equipment required to perform 

their assigned tasks (Chemicals and PPE)? 
   

5. Are all staff on duty familiar with any necessary sequence of tasks in the 

performance of their duties? 
   

6. Are all staff familiar with the symptoms of COVID-19?    

7. Do all staff on duty know the reporting requirements if they feel they may have 

COVID-19 symptoms? 
   

8. Are staff complying with social distancing requirements?     

9. Are staff complying with the wearing of PPE (face mask and gloves)? Including 

appropriate PPE for handling chemicals)? 
   

10. Do all staff complete daily pulse survey at end of shift?    

11. Are all staff familiar with all documentation and certification requirements for 

their tasks (e.g. PPE Issue Registers, cleaning frequency log)? 
   

12. Are staff compliant with strict separation of clean & dirty items?    

OPERATIONAL ISSUES 

 1. Do all staff on duty have the tools, equipment and procedures necessary to 

perform their assigned tasks? 
   

2. Do the staff have the necessary consumables (e.g. waste bags, Microfibre Cloths, 

etc.) to perform their assigned tasks and to ensure the prevention of cross-

contamination? 

   

3. Do all staff have suitable PPE for their assigned tasks and have they signed for it 

on a PPE Issue Register? 
   

4. Staff are provided with soap and hand sanitiser to wash and sanitise their hands 

prior to starting and during shift? 
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5. Staff monitor and manage safe social distancing when queuing at reception.    

6. Staff maintain 1.5m social distance when escorting guests.    

7. Staff workstations set up to maintain social distancing.    

8. Sneeze guards in place at reception.    

9. Sanitisation (Office Equipment Front Desk / Service Desk / PBX) - subject to 

routine cleaning/sanitising every hours and at each change of shift – telephones, 

computers, mouse, mouse pad, printers, calculators, filing cabinets, drawer 

handles and keys, pens, stationary, Mobile chargers. 

   

10. Sanitisation (BOH Office) – Furniture and furnishings routinely cleaned. Hard 

surfaces sanitised using sanitiser and microfiber cloths every 2 hours min. Door 

handles and lead door edges wiped down with sanitiser and clean microfibre 

cloth every 2 hours min. Bins emptied by associates wearing masks and gloves. 

   

11. Sanitisation (Payment Control) – Sanitise credit card machines throughout shift 

and at each shift change over. 
   

12. Sanitisation (Handling Credit Cards/Cash) – Wear gloves/use envelopes or 

sanitise hands before and after handling any credit cards or cash. 
   

13. Sanitisation (Valet Tags) – Sanitise hands after handling tags.     

14 Sanitisation (Baggage Trolleys) – Touch points sanitised after every use.     

15. Sanitisation (Guest Request Items) – Provided to guest on a tray whilst wearing 

a mask. 
   

16. Sanitisation (Safety Deposit Box) – Touch points cleaned and sanitised before 

and after access.  
   

17. Sanitisation (Key Cards) – Sanitised as per GHM SOP.    

18. Sanitisation (Pens) – Sanitised as per GHM SOP.    

19. Sanitisation (Umbrella Handles) – Sanitised as per GHM SOP.    

20. Sanitisation (Vehicles) – Preference is for guests to self-park, but where valet is 

provided, all touch points to e sanitised – seat, steering wheel, gear stick, 

handbrake, and valet to wear mask and gloves. 

   

21. Baggage Room – All property/luggage stored in baggage room to be handles 

wearing gloves. 
   

22. Disposal of Garbage – Garbage bags need to be collected from bins in the hotel. 

Ensure these are tied at the top. Wear disposable aprons when removing and 

disposing garbage bags. Take garbage to loading dock bins on trolleys. Once 

placed into main bin, close lid then remove and dispose of aprons, then wash 

and sanitise hands before undertaking any other task. 

   

23. AMBER Zones (Donning PPE) and RED Zones (Doffing & Disposal PPE) are 

established with garbage bag lined bin(s) 
   

24 Nightly deep cleaning and disinfection performed to suitable standards, inclusive 

of sanitisation of all flooring, walls, doors, tables, chairs, trash cans, and touch 

points (light switches, lamps, phones, etc.) 

   

25. Daily walk-through by a senior staff member?    

26. Weekly walkthrough by LC staff member?    
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KEY PERFORMANCE INDICATORs (KPIs) DASHBOARD - HOTEL CLEANING-DISINFECTING-
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1. Have all staff on duty completed “Rebound Essential Training” and Training 

Record submitted to HR? 
   

2. Have all staff on duty completed “Colleague Reorientation Training” – Leading 

Through Our Purpose and Training Record submitted to HR? 
   

3. Have all staff on duty completed “Colleague Hygiene, Safety and Wellbeing 

Training” – Distance Can’s Stop Us From Caring and Training Record submitted 

to HR? 

   

4. Have all staff on duty been briefed by supervisor or read content of GHM Policy 

& Procedure – COVID-19 Safe Distancing & Transmission Reduction and Training 

Record submitted to HR? 

   

5. Have all staff on duty been familiarised with new Safe Operating Procedures 

relevant to their work environment and work activities and Training Record 

submitted to HR? 
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1 Have all staff on duty had wellness checks verified by their supervisor before 

commencing work (Completed Self-Assessment Risk Mgt Screening Tool)?  
   

2 Have all staff on duty had their temperature taken prior to commencing work?    

3 Are all staff on duty adequately supervised to perform their assigned tasks to 

ensure they are complying with our infectious disease prevention policy, and 

SOPs? 

   

4. Are all staff on duty familiar with the use of all equipment required to perform 

their assigned tasks (Chemicals and PPE)? 
   

5. Are all staff on duty familiar with any necessary sequence of tasks in the 

performance of their duties? 
   

6. Are all staff familiar with the symptoms of COVID-19?    

7. Do all staff on duty know the reporting requirements if they feel they may have 

COVID-19 symptoms? 
   

8. Are staff complying with social distancing requirements?     

9. Are staff complying with the wearing of PPE (face mask and gloves)? Including 

appropriate PPE for handling chemicals)? 
   

10. Do all staff complete daily pulse survey at end of shift?    

11. Are all staff familiar with all documentation and certification requirements for 

their tasks (e.g. PPE Issue Registers, cleaning frequency log)? 
   

OPERATIONAL ISSUES 

 1. Do all staff on duty have the tools, equipment and procedures necessary to 

perform their assigned tasks? 
   

2. Do the staff have the necessary consumables (e.g. waste bags, Microfibre Cloths, 

etc.) to perform their assigned tasks and to ensure the prevention of cross-

contamination? 

   

3. Do all staff have suitable PPE for their assigned tasks and have they signed for it 

on a PPE Issue Register? 
   

4. Staff are provided with soap and hand sanitiser to wash and sanitise their hands 

prior to starting and during shift? 
   

5. Staff monitor and manage safe social distancing when queuing at reception.    
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6. Staff maintain 1.5m social distance when escorting guests.    

7. Staff workstations set up to maintain social distancing.    

8. Sneeze guards in place at reception.    

9. Sanitisation (Office Equipment) - subject to routine cleaning/sanitising every 

hours and at each change of shift – telephones, computers, mouse, mouse pad, 

printers, calculators, filing cabinets, drawer handles and keys, pens, stationary, 

Mobile chargers. 

   

10. Sanitisation (BOH Office) – Furniture and furnishings routinely cleaned. Hard 

surfaces sanitised using sanitiser and microfiber cloths every 2 hours min. Door 

handles and lead door edges wiped down with sanitiser and clean microfibre 

cloth every 2 hours min. Bins emptied by associates wearing masks and gloves. 

   

11. Sanitisation (Payment Control) – Sanitise credit card machines throughout shift 

and at each shift change over. 
   

12. Sanitisation (Handling Credit Cards/Cash) – Wear gloves/use envelopes or 

sanitise hands before and after handling any credit cards or cash. 
   

13. Sanitisation (Gym Membership Cards) – Sanitised as per GHM Key-Card Cleaning 

SOP. 
   

14 Sanitisation (Pens) – Sanitised as per GHM SOP.    

15. Sanitisation (Gym Equipment) – Fitness attendant to clean equipment, including 

yoga mats and free weights between every guest use. 
   

16. Sanitisation (Locker Rooms) – All surfaces cleaned/sanitised every hours    

17. Sanitisation (Gym Membership Cards) – Sanitised as per GHM Key-Card Cleaning 

SOP. 
   

18. Sanitisation (Keys) – Sanitise hands before and after use.    

19. Sanitisation (Washrooms) – Clean/sanitise sinks and faucets, toilet handles, door 

handles, seated areas, toilet paper and towel dispensers.   
   

20. Sanitisation Stations – At reception and throughout fitness area    

21. Sanitisation wipes – in Gym     

22. Signage - Guests are informed of hygiene rules in place (email-welcome letter-

appropriate signage at entrances). 
   

23 Signage – Capacity signage at entry to cardio, free weight, spin, yoga, exercise 

floor and washrooms. 
   

24. Washrooms - Bin placed adjacent to washroom entry/exit door for hand towel 

disposal. 
   

25. Washrooms – Entry/exit doors wedged open to avoid door contact.    

26. Steam/Sauna – Surfaces cleaned every 1-2 hours based on usage.     

27. Public Area Touchpoints – Entry doors and elevator buttons cleaned frequently.    

28. Layout – All training equipment set up with min 1.5m spacing to maintain 

physical distancing.   
   

29. Water Station – regularly sanitised & sanitise station installed adjacent.     

 30. Spa Treatment – All linen/hand towels changed between treatments.    
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31. Spa Treatment – All surfaces and bed head sanitised before placing new covers.    

32. Spa Treatment - All therapists products and tools cleaned and sanitised    

33. Spa Treatment - Masks to be worn by all therapists when undertaking 

treatments on guests. When required, therapists will also wear protective facial 

screens. 

   

34. Spa Treatment - Therapist to wear disposable aprons over uniforms, aprons 

changed between each treatment. 
   

35. Spa Treatment – Masks available for guests.    

36. Spa Treatment – Guests advised to shower before any treatment.    

37. Spa Treatment – Hand sanitiser available in treatment rooms.    

38. Spa Treatment – All used linen from treatment rooms to be wrapped, removed, 

and placed in designated RED Zone for laundry.  
   

39. Spa Treatment – Therapist use own pen for treatment details.    

40. Spa Treatment – Therapist will wash hands pre and post treatment.    

41. Spa Pantry – All stainless steel tool to be cleaned with warm soapy water and 

put in autoclave for sterilization. 
   

42. Spa Pantry – All bowls to be cleaned in warm soapy water, rinsed and sterilized 

under UV lamp. (Therapist to wear gloves when handling sanitised items and 

preparing for treatments.) 

   

43. Spa Pantry – Treatment room amenity to be prepared in advance by F&B.    

44. Disposal of Garbage – Garbage bags need to be collected from bins in the hotel. 

Ensure these are tied at the top. Wear disposable aprons when removing and 

disposing garbage bags. Take garbage to loading dock bins on trolleys. Once 

placed into main bin, close lid then remove and dispose of aprons, then wash 

and sanitise hands before undertaking any other task. 

   

45. AMBER Zones (Donning PPE) and RED Zones (Doffing & Disposal PPE) are 

established with garbage bag lined bin(s) 
   

46. Nightly deep cleaning and disinfection performed to suitable standards, inclusive 

of sanitisation of all washrooms, flooring, walls, doors, tables, chairs, trash cans, 

and touch points. 

   

47. Contract staff have completed Contractor Health Declaration and copy is kept 

on file. 
   

48. Guest Heath Checks: Prior to using the Gym and fitness facilities, all guests have 

signed the general disclaimer form with the COVID-19 update as details below: 
   

“To protect against the transmission of COVID-19 in the Grand Hyatt Melbourne and to reduce the risk of exposure of 
COVID-19 to the Hotel’s guests and colleagues, I confirm that I will not use the Spa & Wellness Centres and the Gym and 
Fitness Areas if: 

- I have tested positive for COVID-19 in the past 14 days; 
- I have been in direct contact with any person who has tested positive for COVID-19 in the past 14 days; or 
- I am experiencing any of the following symptoms commonly associated with COVID-19: cough, high temperature 

or fever, muscle ache, fatigue, shortness of breath, sore throat, sudden loss of smell or taste, or any other flu-like 
symptoms.” 

49. Daily walk-through by a senior staff member?    

50. Weekly walkthrough by LC staff member?    
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KEY PERFORMANCE INDICATORs (KPIs) DASHBOARD - HOTEL CLEANING-DISINFECTING-
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1. Have all staff on duty completed “Rebound Essential Training” and Training 

Record submitted to HR? 
   

2. Have all staff on duty completed “Colleague Reorientation Training” – Leading 

Through Our Purpose and Training Record submitted to HR? 
   

3. Have all staff on duty completed “Colleague Hygiene, Safety and Wellbeing 

Training” – Distance Can’s Stop Us From Caring and Training Record submitted 

to HR? 

   

4. Have all staff on duty been briefed by supervisor or read content of GHM Policy 

& Procedure – COVID-19 Safe Distancing & Transmission Reduction and Training 

Record submitted to HR? 

   

5. Have all staff on duty been familiarised with new Safe Operating Procedures 

relevant to their work environment and work activities and Training Record 

submitted to HR? 
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1 Have all staff on duty had wellness checks verified by their supervisor before 

commencing work (Completed Self-Assessment Risk Mgt Screening Tool)?  
   

2 Have all staff on duty had their temperature taken prior to commencing work?    

3 Are all staff on duty adequately supervised to perform their assigned tasks to 

ensure they are complying with our infectious disease prevention policy, and 

SOPs? 

   

4. Are all staff on duty familiar with the use of all equipment required to perform 

their assigned tasks (Chemicals and PPE)? 
   

5. Are all staff on duty familiar with any necessary sequence of tasks in the 

performance of their duties? 
   

6. Are all staff familiar with the symptoms of COVID-19?    

7. Do all staff on duty know the reporting requirements if they feel they may have 

COVID-19 symptoms? 
   

8. Are staff complying with social distancing requirements?     

9. Are staff complying with the wearing of PPE (face mask and gloves)? Including 

appropriate PPE for handling chemicals)? 
   

10. Do all staff complete daily pulse survey at end of shift?    

11. Are all staff familiar with all documentation and certification requirements for 

their tasks (e.g. PPE Issue Registers, cleaning frequency log)? 
   

12. All materials handling staff to wear clean uniforms (including high visibility 

vests). 
   

OPERATIONAL ISSUES 

 1. Do all staff on duty have the tools, equipment and procedures necessary to 

perform their assigned tasks? 
   

2. Do the staff have the necessary consumables (e.g. waste bags, Microfibre Cloths, 

etc.) to perform their assigned tasks and to ensure the prevention of cross-

contamination? 

   

3. Do all staff have suitable PPE for their assigned tasks and have they signed for it 

on a PPE Issue Register? 
   

4. Staff are provided with soap and hand sanitiser to wash and sanitise their hands 

prior to starting and during shift? 
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6. Staff maintain 1.5m social distance when working.    

7. Staff workstations set up to maintain social distancing.    

8. Roller door operations are limited to specific opening and closing times. Staff 

wear gloves and masks while operating. 
   

9. Sanitisation (Office Equipment) - subject to routine cleaning/sanitising every 

hours and at each change of shift – telephones, computers, mouse, mouse pad, 

printers, calculators, filing cabinets, drawer handles, keys, pens, stationary, 

Mobile chargers. 

   

10. Sanitisation (Offices) – Furniture and furnishings routinely cleaned. Hard 

surfaces sanitised using sanitiser and microfiber cloths every 2 hours min. Door 

handles and lead door edges wiped down with sanitiser and clean microfibre 

cloth every 2 hours min. Bins emptied by associates wearing masks and gloves. 

   

11. Staff have own pen – do not share.    

12. Sanitisation (Records/documentation) – Sanitise hands before completing 

documentation for any transactions. Request vendor to use their own pens. 
   

13. Sanitisation (Material Handling Equipment) – Clean/sanitise handles/touch 

points after every use. 
   

14 Sanitisation (Handling Perishables – meat-fruit-vegetables-dairy) – Receiving 

staff to wear hair net, masks and gloves. Must wash and sanitise hands minimum 

every 20 minutes.  

   

15. Stores – Only those associates who are authorised may enter stores and must 

wear hairnets, mask and gloves. 
   

16. Stores – Any trolleys entering store must be sanitised beforehand. Spray and 

wipe the handle with sanitiser before use. 
   

17. Stores – organise stock to the principles of FIFO (First in, first out)    

18. Stores – Remove outer packaging before transporting to store. Outer packaging 

to be put in garbage collection area immediately. 
   

19. Clean and sanitise the delivery area min twice a day.    

20. Loading dock / Delivery area strictly no thoroughfare or hotel entry point.     

21. Disposal of Garbage – Garbage bags need to be collected from bins in the hotel. 

Ensure these are tied at the top. Wear disposable aprons when removing and 

disposing garbage bags. Take garbage to loading dock bins on trolleys. Once 

placed into main bin, close lid then remove and dispose of aprons, then wash 

and sanitise hands before undertaking any other task. 

   

22. AMBER Zones (Donning PPE) and RED Zones (Doffing & Disposal PPE) are 

established with garbage bag lined bin(s) 
   

23. Daily walk-through by a senior staff member?    

24. Weekly walkthrough by LC staff member?    
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 # KPI Measurement – BOH Office Environments / HR / S&M / F&B 

/ HC / Finance / Reservations / Payroll / Security /  

M 

(����) 

B 

(����) 

U 

(����) 

T
R

A
IN

IN
G

 I
S

S
U

E
S

 

1. Have all staff on duty completed “Rebound Essential Training” and Training 

Record submitted to HR? 
   

2. Have all staff on duty completed “Colleague Reorientation Training” – Leading 

Through Our Purpose and Training Record submitted to HR? 
   

3. Have all staff on duty completed “Colleague Hygiene, Safety and Wellbeing 

Training” – Distance Can’s Stop Us From Caring and Training Record submitted 

to HR? 

   

4. Have all staff on duty been briefed by supervisor or read content of GHM Policy 

& Procedure – COVID-19 Safe Distancing & Transmission Reduction and Training 

Record submitted to HR? 

   

5. Have all staff on duty been familiarised with new Safe Operating Procedures 

relevant to their work environment and work activities and Training Record 

submitted to HR? 

   

 

S
T

A
F

F
 I

S
S

U
E

S
 

1 Have all staff on duty had wellness checks verified by their supervisor before 

commencing work (Completed Self-Assessment Risk Mgt Screening Tool)?  
   

2 Have all staff on duty had their temperature taken prior to commencing work?    

3 Are all staff on duty adequately supervised to perform their assigned tasks to 

ensure they are complying with our infectious disease prevention policy, and 

SOPs? 

   

4. Are all staff on duty familiar with the use of all equipment required to perform 

their assigned tasks (Chemicals and PPE)? 
   

5. Are all staff on duty familiar with any necessary sequence of tasks in the 

performance of their duties? 
   

6. Are all staff familiar with the symptoms of COVID-19?    

7. Do all staff on duty know the reporting requirements if they feel they may have 

COVID-19 symptoms? 
   

8. Are staff complying with social distancing requirements?     

9. Are staff complying with the wearing of PPE (face mask and gloves)? Including 

appropriate PPE for handling chemicals)? 
   

10. Do all staff complete daily pulse survey at end of shift?    

11. Are all staff familiar with all documentation and certification requirements for 

their tasks (e.g. PPE Issue Registers, cleaning frequency log)? 
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1. Do all staff on duty have the tools, equipment and procedures necessary to 

perform their assigned tasks? 
   

2. Do the staff have the necessary consumables (e.g. waste bags, Microfibre Cloths, 

etc.) to perform their assigned tasks and to ensure the prevention of cross-

contamination? 

   

3. Do all staff have suitable PPE for their assigned tasks and have they signed for it 

on a PPE Issue Register? 
   

4. Staff are provided with soap and hand sanitiser to wash and sanitise their hands 

prior to starting and during shift? 
   

5.  Staff maintain 1.5m social distance when working.    

6. Staff workstations set up to maintain social distancing.    

7. Sanitisation (Office Equipment) - subject to routine cleaning/sanitising every 

hours and at each change of shift – telephones, computers, mouse, mouse pad, 

printers, photocopy machines, calculators, filing cabinets, drawer handles, keys, 

pens, stationary, Mobile chargers. 

   

8. Sanitisation (Offices) – Furniture and furnishings routinely cleaned. Hard 

surfaces sanitised using sanitiser and microfiber cloths every 2 hours min. Door 

handles and lead door edges wiped down with sanitiser and clean microfibre 

cloth every 2 hours min. Bins emptied by associates wearing masks and gloves. 

   

9. Sanitisation (Keys) – Sanitise hands before and after use.    

10. Staff have own pen – do not share.    

11. Disposal of Garbage – Garbage bags need to be collected from bins in the hotel. 

Ensure these are tied at the top. Wear disposable aprons when removing and 

disposing garbage bags. Take garbage to loading dock bins on trolleys. Once 

placed into main bin, close lid then remove and dispose of aprons, then wash 

and sanitise hands before undertaking any other task. 

   

12. AMBER Zones (Donning PPE) and RED Zones (Doffing & Disposal PPE) are 

established with garbage bag lined bin(s) 
   

13. Daily walk-through by a senior staff member?    

14. Weekly walkthrough by LC staff member?    
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 # KPI Measurement – Engineering 
M 

(����) 

B 

(����) 

U 

(����) 

T
R

A
IN

IN
G

 I
S

S
U

E
S

 

1. Have all staff on duty completed “Rebound Essential Training” and Training 

Record submitted to HR? 
   

2. Have all staff on duty completed “Colleague Reorientation Training” – Leading 

Through Our Purpose and Training Record submitted to HR? 
   

3. Have all staff on duty completed “Colleague Hygiene, Safety and Wellbeing 

Training” – Distance Can’s Stop Us From Caring and Training Record submitted 

to HR? 

   

4. Have all staff on duty been briefed by supervisor or read content of GHM Policy 

& Procedure – COVID-19 Safe Distancing & Transmission Reduction and Training 

Record submitted to HR? 

   

5. Have all staff on duty been familiarised with new Safe Operating Procedures 

relevant to their work environment and work activities and Training Record 

submitted to HR? 

   

 6. Have all “Plumbers” completed Blood borne Pathogen General Awareness 

Training. 
   

 

S
T

A
F

F
 I

S
S

U
E

S
 

1. Have all staff on duty had wellness checks verified by their supervisor before 

commencing work (Completed Self-Assessment Risk Mgt Screening Tool)?  
   

2. Have all staff on duty had their temperature taken prior to commencing work?    

3. Are all staff on duty adequately supervised to perform their assigned tasks to 

ensure they are complying with our infectious disease prevention policy, and 

SOPs? 

   

4. Are all staff on duty familiar with the use of all equipment required to perform 

their assigned tasks (Chemicals and PPE)? 
   

5. Are all staff on duty familiar with any necessary sequence of tasks in the 

performance of their duties? 
   

6. Are all staff familiar with the symptoms of COVID-19?    

7. Do all staff on duty know the reporting requirements if they feel they may have 

COVID-19 symptoms? 
   

8. Are staff complying with social distancing requirements?     

9. Are staff complying with the wearing of PPE (face mask and gloves)? Including 

appropriate PPE for handling chemicals)? 
   

10. Do all staff complete daily pulse survey at end of shift?    

11. Are all staff familiar with all documentation and certification requirements for 

their tasks (e.g. PPE Issue Registers, cleaning frequency log)? 
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1. Do all staff on duty have the tools, equipment and procedures necessary to 

perform their assigned tasks? 
   

2. Do the staff have the necessary consumables (e.g. waste bags, Microfibre Cloths, 

etc.) to perform their assigned tasks and to ensure the prevention of cross-

contamination? 

   

3. Do all staff have suitable PPE for their assigned tasks and have they signed for it 

on a PPE Issue Register? 
   

4. Staff are provided with soap and hand sanitiser to wash and sanitise their hands 

prior to starting and during shift? 
   

5.  Staff maintain 1.5m social distance when working.    

6. Staff workstations set up to maintain social distancing (Eng Office Environment).    

7. Sanitisation (Office Equipment) - subject to routine cleaning/sanitising every 

hours and at each change of shift – telephones, computers, mouse, mouse pad, 

printers, photocopy machines, BMS Monitor, calculators, filing cabinets, drawer 

handles, keys, pens, stationary, Mobile chargers, two-way radios. 

   

8. Sanitisation (Offices) – Furniture and furnishings routinely cleaned. Hard 

surfaces sanitised using sanitiser and microfiber cloths every 2 hours min. Door 

handles and lead door edges wiped down with sanitiser and clean microfibre 

cloth every 2 hours min. Bins emptied by associates wearing masks and gloves. 

   

9. Sanitisation (Workshops / Plant Rooms) – Equipment, machinery (Fixed and 

portable), high touch surfaces/objects, routinely cleaned/sanitised using 

microfibre cloths before and after use.  

   

10. Sanitisation (Washroom/toilet) - All washroom high touch areas sanitised every 

hours (Min) – sink, faucets, paper towel dispensers, toilet paper dispensers, 

toilet seats, and handles, washroom/toilet door handles.  

   

11. Sanitisation (Keys) – Sanitise hands before and after use.    

12. Staff have own pen – do not share.    

13. Disposal of Garbage – Garbage bags need to be collected from bins in the hotel. 

Ensure these are tied at the top. Wear disposable aprons when removing and 

disposing garbage bags. Take garbage to loading dock bins on trolleys. Once 

placed into main bin, close lid then remove and dispose of aprons, then wash 

and sanitise hands before undertaking any other task. 

   

14. Uniforms – Wear fresh uniform daily.      

15. Uniforms – Disposable aprons to be worn by engineering staff required to work 

in any food preparation or food storage areas. 
   

16. AMBER Zones (Donning PPE) and RED Zones (Doffing & Disposal PPE) are 

established with garbage bag lined bin(s) 
   

17. Daily walk-through by a senior staff member?    

18. Weekly walkthrough by LC staff member?    

 

M = Meets standards and expectations M 

B = Below expected standards, requires improvement B 

U = Unacceptable, immediate improvement required. U 

 
# KPI Measurement Continued: 

M 

(����) 

B 

(����) 

U 

(����) 
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MEDICAL-IN-CONFIDENCE AFTER COMPLETION 

INFECTIOUS DISEASE SELF-ASSESSMENT - RISK MANAGEMENT SCREENING TOOL 

STAFF MEMBER’S NAME ……………………………………………………………………………. 

JOB ROLE:   …………………………………….……………………………………… 

ASSESSMENT 

���� ���� ���� 

(YES or TRUE =  GREEN   NO or FALSE =  AMBER  MORE THAN 3 AMBERS = RED 

• Have you completed the following training requirements (YES or NO)?    

o Rebound Essential Training?    

o Colleague Reorientation Training (Leading Through Our Purpose)?    

o Colleague Hygiene, Safety and Wellbeing Training (Distance Can’t Stop Us From 
Caring)? 

   

o I have read or been brief by my supervisor on the content of Policy & Procedure 
– COVID-19 Safe Distancing & Transmission Reduction 

   

o I have completed the Blood borne pathogen general awareness training 
(Housekeeping, and Security Staff only)? 

   

o I have completed the Blood borne pathogen Bio-Hazard Clean-Up Response 
Team Training (Select Housekeeping & Security Staff only). 

   

o I have completed Table Service Hygiene Training (For F&B staff only)?    

o I have completed Sanitisation Side-station Hygiene Training (For F&B Staff 
only)? 

   

o I have completed Buffet Best Practice Hygiene Training (For F&B and Culinary 
Staff only)? 

   

• Physical and mental health monitoring to ensure you are fit and healthy to carry out your 
assigned work tasks (TRUE or FALSE)?   

   

o I am less than 65 years of age?    

o I do not have any existing health issues – Cardo-vascular, Renal, Diabetes, 
Asthma, emphysema, bronchitis, cancer, Hypertension? 

   

o I do not suffer from Anxiety - based on current situation or trust in government 
measures? 

   

o I do not reside with a health care worker, or an age care worker, or an emergency 
services worker?  

   

o I do not have any open exposed wounds?    

o I am less than 28 weeks pregnant - If applicable (YES or NO)?    

• Interpersonal or communication issues that may impact your ability to safely perform your 
assigned tasks (TRUE or FALSE)? 

   

o I can understand verbal instructions given to me in English?     

o I can understand written instructions given to me in English?    

MEDICAL-IN-CONFIDENCE AFTER COMPLETION 
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 ���� ���� ���� 

• Close contact with someone with a confirmed case of COVID-19 (TRUE or FALSE)?    

o I have not had face-to-face contact with a COVID-19 infected person in the last 14 
days (15 minutes or more)? 

   

o I have not been in the same closed space with a COVID-19 infected person in the 
last 14 days (for 2 hours or more)? 

   

o I do not reside with a person who has had face-to-face or closed space contact 
with a COVID-19 infected person? 

   

• I am currently experiencing the following symptoms (YES or NO)?    

o Fever?    

o Flu-like symptoms, such as coughing, sore throat and fatigue?    

o Shortness of breath?    

o Diarrhea?     

o Loss of smell or loss of taste?    

• Uncontrolled interaction with people (TRUE or FALSE):    

o I do not have uncontrolled interaction with people in the community?    

o I do not have uncontrolled exposure to family?    

• Information to perform work tasks (YES or NO):    

o I understand the sequence to perform my work tasks?    

o I know where to collect, sign for, and don my PPE?    

o I know where to doff and dispose of used/disposable PPE?    

o I know what chemicals I am required to use for cleaning-disinfecting-sanitising as 
applicable to my work assignments? 

   

o I know the correct procedure for washing and sanitising my hands?    

o I know the correct etiquette if I need to cough or sneeze?    

o I know the correct procedures for removing my gloves and when I should change 
them for a fresh set?  

   

o I know the correct procedure for wearing a face mask and when I should change it 
for a fresh item?  

   

o I know the physical separation to observe for social distancing?    

o Ongoing use of hand sanitiser does not adversely affect me?    

o The wearing of latex gloves does not adversely affect me?    

o The wearing of a face mask does not adversely affect me?    

o I am in a healthy state of mind to perform my assigned work tasks?    

MEDICAL-IN-CONFIDENCE AFTER COMPLETION 
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MEDICAL-IN-CONFIDENCE AFTER COMPLETION 

COMMENTS:  
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INFECTIOUS DISEASE RISK ASSESSMENT 

As defined in ISO31000 – Risk Management Guidelines, risk is “the effect of uncertainties on objectives”.  

1. Effect = the measure of risk exposure: 

a. Likelihood = Probability of exposure to an infectious disease (Hazard Assessment) while considering the strength of controls (Vulnerability 

Assessment); and 

b. Consequence = Probability of harm to Hotel Guest or Staff (Primary Loss) and Secondary Impacts (Response Action, Fine or Judgement, 

Productivity, Reputation).  

2. Uncertainties = Risk Identification (Loss event profiles).  The risk assessment considers the following foreseeable Loss Event Profiles: 

a. Transfer of COVID-19 from guest to staff – resulting in illness from mild to severe. 

b. Transfer of COVID-19 from guest to guest – resulting in illness from mild to severe. 

c. Transfer of COVID-19 from contractor/vendor to staff – resulting in illness from mild to severe. 

d. Transfer of COVID-19 from staff to staff – resulting in illness from mild to severe. 

e. Transfer of COVID-19 from staff to guest - resulting in illness from mild to severe. 

f. Undetected infected guest due to being asymptomatic. 

g. Undetected infected contractor/vendor due to being asymptomatic. 

h. Undetected infected staff member due to being asymptomatic. 

i. Unavailability of hand sanitiser due to high-demand. 

j. Unavailability of hand sanitiser due to theft. 

k. Unavailability of cleaning chemicals due to high demand. 

l. Unavailability of PPE due to high demand. 
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m. Failure of staff to follow rigid procedures. 

n. Failure of guests to comply with social distancing and wearing face covering. 

o. Failure of contractors/vendors maintaining safe working procedures. 

p. Persistent use of hand sanitiser resulting in dermatitis to staff. 

q. Persistent use of latex gloves – resulting in aggravated latex sensitivity to staff. 

3. Objectives = ELEMENT 5 lists the GHM objectives for mitigating the spread of infectious disease: 

a. Implement a performance-based cleaning, disinfection, and infectious disease prevention program (Refer KPI Dashboard); 

b. Establish an environment for our location that is sanitary, safe, and healthy. 

c. Minimise and control risks associated with infectious disease outbreak and potential exposures. 

d. Seek to make GHM the safe, secure, and reliable brand of choice based on care and wellbeing. 

 

RESULTS: 

As detailed on the Risk Register, the assessment is based on the listed controls implemented and assumes compliance with policy and documented 

procedures. 

Accordingly, all of the loss-event-profiles (uncertainties) listed in paragraph 2a to 2q, estimate the level of risk exposure to be in the GREEN 

(ACCEPTABLE) range.  
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GHM INFECTIOUS DISEASE RISK REGISTER 
NOTE: THIS REGISTER HIGHLIGHTS THE LEVEL OF RISK EXPOSURE WITH LISTED CONTROLS IMPLEMENTED & ASSUMES COMPLIANCE WITH POLICY 

& DOCUMENTED PROCEDURES.    RED – AMBER – GREEN = 3 – 2 – 1 LINEAR SCALE. 

RISK 
IDENTIFICATION 

(Uncertainty) Controls 

LIKELIHOOD CONSEQUENCE 
(J) 

RISK 
EXPOSURE 

C+I/2 

(A) 

Hazard 

Assessment 

(B) 

Vulnerability 

Assessment 

(C) 

Outcome 

(A+B)/2 

(D) 

Primary 

Impact 

Secondary Impacts  (I) 

Outcome 

D+(E+F+G+H/4)/2 

(E) 

Response 
Action 

(F) 

Fine or 
Judgement 

(G) 

Productivity 

(H) 

Reputation 

#1 Transfer of 
COVID-19 

from guest to 
staff 

Entrance: 

• Refer SOP #20 Safe Public Area 
Attendant Operations 

• Safety & Wellbeing Signage 
• 1.5m social distancing markers 

• Sanitisation stations. 
• Government requirement for guests 

to wear face mask. 

• Government requirement to provide 
first name, telephone number, and 
time of entry (Visitor & Patron 
Contacts Log). 

1 
Scores 1 due 
to current low 
infection rate 
in Melbourne 

1 
Scores 1 due 
to the strength 

of current 
controls – 

both 
government 
and Hotel 

1 2 
Scores 2 

due to 
variations 
of medical 
impact to 

individuals 

1 
Scores 1 
due to the 
detailed 

documented 
response 
actions 

1 
Scores 1 
based on 
assumed 

compliance 
with the 

program and 
WK insurance 

2 
Scores 2 

due to any 
infected 
and/or 

exposed 
staff 

removed 
from the 

workplace 
for isolation  

2 
Scores 2 
based on 

Media focus 
following a 
reported 
infection. 

1.75 1.375 

Bell Desk: 

• Refer SOP #4 Key Card Sanitisation 

• Refer SOP #5 Pen Sanitisation 
• Refer SOP #6 Umbrella Handle 

Sanitisation 

• Refer SOP #7 Luggage Trolley 
Sanitisation 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Refer SOP #22 Safe Francis Perry 
Vehicle Transportation 

• Refer SOP #23 Safe Valet Parking 
• Refer SOP #24 Safe Luggage 

Delivery & Pick-Up. 

• Installed Sneeze Guards. 
• Staff requirement to wear face 

masks. 

1 1 1 2 1 1 2 2 1.75 1.375 
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• Staff requirement to regularly wash 
and sanitise hands. 

• Sanitiser provided at bell desk. 
• Staff requirement to maintain 1.5m 

social distancing. 

• Government requirement for guests 
to wear face mask. 

Main Reception (Check-In/Check-
Out): 

• Refer SOP #4 Key Card 
Sanitisation. 

• Refer SOP #5 Pen Sanitisation. 
• Refer SOP #20 Safe Public Area 

Attendant Operations. 

• Refer SOP #25 Safe Front Desk 
arrival & departure. 

• Installed Sneeze Guards. 
• Staff requirement to regularly wash 

and sanitise hands. 

• Sanitiser provided at reception desk. 

• Staff requirement to maintain 1.5m 
social distancing. 

• Staff sanitise hands after handling 
any cash. 

• Staff sanitise hands or change 
gloves between each guest 
transaction. 

• Government requirement for guests 
to wear face mask. 

1 1 1 2 1 1 2 2 1.75 1.375 

Lobbies: 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Safety & Wellbeing Signage. 
• 1.5m social distancing markers. 

• Sanitisation stations. 
• Government requirement for guests 

to wear face mask. 

1 1 1 2 1 1 2 2 1.75 1.375 

Restaurant: 

• Refer SOP #15 Safe Restaurant 
Table Service. 

• Refer SOP #16 Safe Restaurant 
Hosting. 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

1 1 1 2 1 1 2 2 1.75 1.375 
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• Refer SOP #27 Safe Culinary Area 
Sanitisation. 

• Refer ELEMENT 3 – FOOD Safety 
(Outlets, Dinning & Bars). 

• HACCP Food Certification. 
• Safety & Wellbeing Signage. 

• 1.5m social distancing markers. 
• Sanitisation stations. 

• Government requirement for guests 
to wear face mask. 

• Enhanced deep cleaning & 
sanitisation between table turns. 

Bars: 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Safety & Wellbeing Signage. 

• 1.5m social distancing markers. 
• Sanitisation stations. 

• Eliminate community snacks 
• Government requirement for guests 

to wear face mask 

• Enhanced deep cleaning & 
sanitisation between table turns. 

1 1 1 2 1 1 2 2 1.75 1.375 

Public Area Toilets: 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Safety & Wellbeing Signage. 

• Disinfection notice (Frequency of 
cleaning) 

• 1.5m social distancing markers. 
• Sanitisation stations. 

• Government requirement for guests 
to wear face mask. 

1 2 
Scores 2 due 
to accessibility 
and use by 
other building 
tenants and off 
street public. 

1.5 2 1 1 2 2 1.75 1.625 

Guest Lifts: 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Safety & Wellbeing Signage 
(Digital). 

• 1.5m social distancing. 
• Maximum occupancy signage. 

• Notice of sanitisation frequency. 
• Government requirement for guests 

to wear face mask. 

1 1 1 2 1 1 2 2 1.75 1.375 
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Guest Floors: 

• Safety & Wellbeing Signage. 

• 1.5m social distancing. 
• Sanitisation stations. 

• Government requirement for guests 
to wear face mask 

1 1 1 2 1 1 2 2 1.75 1.375 

Guest Rooms: 

• Refer SOP #17 Safe IRD Service. 
• Refer SOP #18 Cleaning a Guest 

Room. 

• Refer SOP #19 Safe 
Houseperson Operations. 

• Refer SOP #24 Safe Luggage 
delivery & Pick-up. 

• Safety & Wellbeing Signage. 

• Knock-and-go room service 
notice. 

• Sanitisation stations and wipes. 
• Government requirement for 

guests to wear face mask. 

• All IRD equipment cleaned after 
use 

• In-house letter on precautionary 
measures  

• In-room TV message on 
precautionary measures. 

• In-room bathroom poster on 
hygiene tips 

1 1 1 2 1 1 2 2 1.75 1 375 

Guest Club Lounge: 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Safety & Wellbeing Signage. 
• 1.5m social distancing. 

• Maximum occupancy signage. 
• Eliminate community snacks. 

• Government requirement for guests 
to wear face mask. 

• Enhanced deep cleaning & 
sanitisation between table turns. 

1 1 1 2 1 1 2 2 1.75 1 375 

City Club (Gym/Spa): 

• Refer SOP #4 Key Card Sanitisation 

• Refer SOP #5 Pen Sanitisation 

1 1 1 2 1 1 2 2 1.75 1 375 
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• Refer SOP #11 City Club 
Operations. 

• Refer SOP #20 Safe Public Area 
Attendant Operations 

• Refer ELEMENT 3 Cleaning & 
Disinfecting (SPA-Treatment). 

• Installed Sneeze Guards at 
reception 

• Safety and Wellbeing Signage 
(Precautionary notices – Gym, spa, 
pool, sauna, etc) 

• 1.5m Social distancing requirements 

• Training equipment adequately 
spaced 

• Maximum occupancy signage for all 
areas. 

• Sanitisation stations and wipes. 

• Encourage guests to disinfect 
equipment prior to use and after 
each use. 

• Steam room & sauna thoroughly 
disinfected every night. 

Event Space: 

• Refer SOP #14 Safe Event 
Operations. 

• Refer SOP #15 Safe Restaurant 
Table Service. 

• Refer SOP #16 Safe Restaurant 
Hosting 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Refer SOP #26 Safe Fruit & 
Vegetable Disinfection 

• Refer SOP #27 Safe Culinary Area 
Sanitisation. 

• Refer ELEMENT 3 – FOOD Safety 
(Outlets, Dinning & Bars). 

• HACCP Food Certification 
• Safety & Wellbeing Signage. 

• 1.5m social distancing. 

• Maximum occupancy signage. 
• Social distance signage. 

• Visible on-brand communications 
highlighting Hotel’s sanitisation & 
hygiene practices. 

• Sanitisation stations. 

1 1 1 2 1 1 2 2 1.75 1 375 
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• Government requirement for guests 
to wear face mask. 

Other General Controls: 

• Staff training – Refer ELEMENT 14 
• GHM COVID-19 Social Distancing 

and Transmission Reduction Policy  

• Workers Compensation Insurance 

• Hotel website notice on 
precautionary measures 

• Social media updates on 
precautionary measures 

• Booking confirmation email with 
precautionary measures 

• Email to guests, courtesy card 
holders on precautionary measures.  

• Health monitoring – Staff  (Daily 
wellness checks, daily temperature 
checks, daily pulse survey, response 
& wellbeing procedures for 
colleagues with COVID symptoms). 

• Health monitoring – Guests-Visitors 
(Daily wellness checks, daily 
temperature checks, response and 
wellbeing procedures for colleagues 
with COVID symptoms). 

• Health monitoring – Contractors 
(Health declarations, daily wellness 
checks, daily temperature checks, 
response & wellbeing procedures for 
guests identified with COVID 
symptoms). 

• Enhanced food safety; 
• Prioritise hygiene over appearance / 

presentation. 

• Clean frequently touched items 
every two hours – including but not 
limited to handrails, elevator buttons, 
door handles. 

• Strict separation between handling 
clean and dirty items and cleaning 
supplies. 

 

 

 

 

1 1 1 2 1 1 2 2 1.75 1 375 
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RISK 
IDENTIFICATION 

(Uncertainty) Controls 

LIKELIHOOD CONSEQUENCE 
(J) 

RISK 
EXPOSURE 

C+I/2 

(A) 

Hazard 
Assessment 

(B) 

Vulnerability 
Assessment 

(C) 

Outcome 

(A+B)/2 

(D) 

Primary 
Impact 

Secondary Impacts  (I) 

Outcome 

D+(E+F+G+H/4)/2 

(E) 

Response 
Action 

(F) 

Fine or 
Judgement 

(G) 

Productivity 

(H) 

Reputation 

#2 Transfer of 
COVID-19 

from guest to 
guest. 

Entrance: 

•  Public Area Attendant Operations 
• Safety & Wellbeing Signage 

• 1.5m social distancing markers 
• Sanitisation stations. 

• Government requirement for guests 
to wear face mask. 

• Government requirement to provide 
first name, telephone number, and 
time of entry (Visitor & Patron 
Contacts Log). 

1 
Scores 1 due 
to current low 
infection rate 
in Melbourne 

1 
Scores 1 due 
to the strength 

of current 
controls – 

both 
government 
and Hotel 

1 2 
Scores 2 

due to 
variations 
of medical 
impact to 

individuals 

1 
Scores 1 
due to the 
detailed 

documented 
response 
actions 

1 
Scores 1 
based on 
assumed 

compliance 
with the 

program and 
liability 

insurance 

1 
Scores 1 

due to guest 
to guest 

infection will 
have low 
impact on 

staff. 

2 
Scores 2 
based on 

Media focus 
following a 
reported 
infection. 

1.625 1.316 

Bell Desk: 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Sanitiser provided at bell desk. 

• Government requirement for guests 
to wear face mask. 

• 1.5m social distancing markers. 

1 

 

1 

 

1 2 

 

1 

 

1 

 

1 

 

2 

 

1.625 1.316 

Main Reception (Check-In/Check-
Out): 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Refer SOP #25 Safe Front Desk 
arrival & departure. 

• Sanitiser provided at reception desk. 
• 1.5m social distancing markers. 

• Government requirement for guests 
to wear face mask. 

1 1 1 2 1 1 1 2 1.625 1.316 

Lobbies: 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Safety & Wellbeing Signage. 

• 1.5m social distancing markers. 
• Sanitisation stations. 

1 1 1 2 1 1 1 2 1.625 1.316 
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• Government requirement for guests 
to wear face mask. 

Restaurant: 

• Refer SOP #15 Safe Restaurant 
Table Service. 

• Refer SOP #16 Safe Restaurant 
Hosting. 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Refer ELEMENT 3 – FOOD Safety 
(Outlets, Dinning & Bars). 

• HACCP Food Certification. 
• Safety & Wellbeing Signage. 

• 1.5m social distancing markers. 
• Sanitisation stations. 

• Government requirement for guests 
to wear face mask. 

• Discontinued buffet or buffet service 
managed by staff who serve the 
meals. 

• Enhanced deep cleaning & 
sanitisation between table turns. 

1 1 1 2 1 1 1 2 1.625 1.316 

Bars: 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Safety & Wellbeing Signage. 

• 1.5m social distancing markers. 
• Sanitisation stations. 

• Eliminate community snacks 
• Government requirement for guests 

to wear face mask 

• Enhanced deep cleaning & 
sanitisation between table turns. 

1 1 1 2 1 1 1 2 1.625 1.316 

Public Area Toilets: 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Safety & Wellbeing Signage. 

• 1.5m social distancing markers. 
• Sanitisation stations. 

• Government requirement for guests 
to wear face mask. 

1 2 
Scores 2 due 

to accessibility 
and use by 

other building 
tenants and 

off street 
public. 

1.5 2 1 1 1 2 1.625 1.563 
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Guest Lifts: 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Safety & Wellbeing Signage 
(Digital). 

• 1.5m social distancing. 
• Maximum occupancy signage. 

• Government requirement for guests 
to wear face mask. 

1 1 1 2 1 1 1 2 1.625 1.316 

Guest Floors: 

• Safety & Wellbeing Signage. 
• 1.5m social distancing. 

• Sanitisation stations. 
• Government requirement for guests 

to wear face mask 

1 1 1 2 1 1 1 2 1.625 1.316 

Guest Rooms: 

• Refer SOP #18 Cleaning a Guest 
Room. 

• Safety & Wellbeing Signage. 
• Sanitisation stations and wipes. 

• Government requirement for 
guests to wear face mask. 

• All IRD equipment cleaned after 
use 

• In-house letter on precautionary 
measures  

• In-room TV message on 
precautionary measures. 

• In-room bathroom poster on 
hygiene tips 

1 1 1 2 1 1 1 2 1.625 1.316 

Guest Club Lounge: 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Safety & Wellbeing Signage. 

• 1.5m social distancing. 
• Maximum occupancy signage. 

• Eliminate community snacks. 
• Government requirement for guests 

to wear face mask. 

• Enhanced deep cleaning & 
sanitisation between table turns. 

1 1 1 2 1 1 1 2 1.625 1.316 
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City Club (Gym/Spa): 

• Refer SOP #4 Key Card Sanitisation 

• Refer SOP #5 Pen Sanitisation 
• Refer SOP #11 City Club 

Operations. 

• Refer SOP #20 Safe Public Area 
Attendant Operations 

• Refer ELEMENT 3 Cleaning & 
Disinfecting (SPA-Treatment). 

• Safety and Wellbeing Signage 
(Precautionary notices – Gym, spa, 
pool, sauna, etc). 

• 1.5m Social distancing requirements 
• Training equipment adequately 

spaced 

• Maximum occupancy signage for all 
areas. 

• Sanitisation stations and wipes. 

1 1 1 2 1 1 1 2 1.625 1.316 

Event Space: 

• Refer SOP #14 Safe Event 
Operations. 

• Refer SOP #15 Safe Restaurant 
Table Service. 

• Refer SOP #16 Safe Restaurant 
Hosting 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Refer ELEMENT 3 – FOOD Safety 
(Outlets, Dinning & Bars). 

• HACCP Food Certification 

• Safety & Wellbeing Signage. 
• 1.5m social distancing. 

• Maximum occupancy signage. 
• Social distance signage. 

• Visible on-brand communications 
highlighting Hotel’s sanitisation & 
hygiene practices. 

• Sanitisation stations. 
• Government requirement for guests 

to wear face mask. 

1 1 1 2 1 1 1 2 1.625 1.316 

Other General Controls: 

• Hotel website notice on 
precautionary measures 

1 1 1 2 1 1 1 2 1.625 1.316 



 Annex F To 

GHM COVID SAFE INFECTIOUS DISEASE PREVENTION PLAN (Version #4, 28-DEC-20) 

Infectious Disease Risk Register 

-G13- 

• Social media updates on 
precautionary measures 

• Booking confirmation email with 
precautionary measures 

• Email to guests, courtesy card 
holders on precautionary measures.  

• Health monitoring – Guests-Visitors 
(Daily wellness checks, daily 
temperature checks, response and 
wellbeing procedures for colleagues 
with COVID symptoms). 

• Enhanced food safety; 

• Prioritise hygiene over appearance / 
presentation. 

• Clean frequently touched items 
every two hours – including but not 
limited to handrails, elevator buttons, 
door handles. 

• General Liability Insurance. 
• Strict separation between handling 

clean and dirty items and cleaning 
supplies. 
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RISK 
IDENTIFICATION 

(Uncertainty) Controls 

LIKELIHOOD CONSEQUENCE 
(J) 

RISK 
EXPOSURE 

C+I/2 

(A) 

Hazard 
Assessment 

(B) 

Vulnerability 
Assessment 

(C) 

Outcome 

(A+B)/2 

(D) 

Primary 
Impact 

Secondary Impacts  (I) 

Outcome 

D+(E+F+G+H/4)/2 

(E) 

Response 
Action 

(F) 

Fine or 
Judgement 

(G) 

Productivity 

(H) 

Reputation 

#3 Transfer of 
COVID-19 

from 
contractor / 
vendor to 

staff. 

Entrance: 

• Contractor OHS Site Induction. 
• Refer SOP #12 Contractor/Service 

Provider Health Declarations; 

• Refer SOP #13 Safe Contractor-
Service Provider General Controls. 

1 
Scores 1 due 
to current low 
infection rate 
in Melbourne 

1 
Scores 1 due 
to the strength 

of current 
controls – 

both 
government 
and Hotel 

1 2 
Scores 2 

due to 
variations 
of medical 
impact to 

individuals 

1 
Scores 1 
due to the 
detailed 

documented 
response 
actions 

1 
Scores 1 
based on 
assumed 

compliance 
with the 

program and 
WK Insurance 

2 
Scores 2 

due to any 
infected 
and/or 

exposed 
staff 

removed 
from the 

workplace 
for isolation  

2 
Scores 2 
based on 

Media focus 
following a 
reported 
infection. 

1.75 1.375 

Loading Dock: 

• Refer SOP #10 COVID Safe 
Loading Dock Operations. 

1 1 1 2 1 1 2 2 1.75 1.375 

All Other Hotel Locations: 

• Access to hand sanitiser 

• .5m social distancing. 
• Government requirement to wear 

face mask. 

• Refer SOP #13 Safe Contractor-
Service Provider General Controls 

1 1 1 2 1 1 2 2 1.75 1.375 

Other General Controls: 

• GHM COVID-19 Social Distancing 
and Transmission Reduction Policy  

• Workers Compensation Insurance 

• Health monitoring – Contractors 
(Health declarations, daily wellness 
checks, daily temperature checks, 
response & wellbeing procedures for 
guests identified with COVID 
symptoms). 

• Clean frequently touched items 
every two hours – including but not 
limited to handrails, elevator buttons, 
door handles. 

1 1 1 2 1 1 2 2 1.75 1.375 
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RISK 
IDENTIFICATION 

(Uncertainty) Controls 

LIKELIHOOD CONSEQUENCE 
(J) 

RISK 
EXPOSURE 

C+I/2 

(A) 

Hazard 
Assessment 

(B) 

Vulnerability 
Assessment 

(C) 

Outcome 

(A+B)/2 

(D) 

Primary 
Impact 

Secondary Impacts  (I) 

Outcome 

D+(E+F+G+H/4)/2 

(E) 

Response 
Action 

(F) 

Fine or 
Judgement 

(G) 

Productivity 

(H) 

Reputation 

#4 Transfer of 
COVID-19 

from staff to 
staff. 

Entrance: 

• Refer SOP #20 Safe Public Area 
Attendant Operations 

• Safety & Wellbeing Signage 

• Staff requirement to wear face 
masks. 

• Staff requirement to regularly wash 
and sanitise hands. 

• Sanitiser provided at staff entrance. 

• Staff requirement to maintain 1.5m 
social distancing. 

1 
Scores 1 due 
to current low 
infection rate 
in Melbourne 

1 
Scores 1 due 
to the strength 

of current 
controls – 

both 
government 
and Hotel 

1 2 
Scores 2 

due to 
variations 
of medical 
impact to 

individuals 

1 
Scores 1 
due to the 
detailed 

documented 
response 
actions 

1 
Scores 1 
based on 
assumed 

compliance 
with the 

program and 
WK insurance 

2 
Scores 2 

due to any 
infected 
and/or 

exposed 
staff 

removed 
from the 

workplace 
for isolation  

2 
Scores 2 
based on 

Media focus 
following a 
reported 
infection. 

1.75 1.375 

Loading Dock: 

• Refer SOP #8 IT Equipment 
Cleaning & Sanitisation. 

• Refer SOP #10 COVID Safe 
Loading Dock Operations. 

• Refer SOP #8 IT Equipment 
Cleaning & Sanitisation 

1 1 1 2 1 1 2 2 1.75 1.375 

Bell Desk: 

• Refer SOP #4 Key Card Sanitisation 
• Refer SOP #5 Pen Sanitisation 

• Refer SOP #6 Umbrella Handle 
Sanitisation 

• Refer SOP #7 Luggage Trolley 
Sanitisation 

• Refer SOP #8 IT Equipment 
Cleaning & Sanitisation. 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Refer SOP #22 Safe Francis Perry 
Vehicle Transportation 

• Refer SOP #23 Safe Valet Parking 
• Refer SOP #24 Safe Luggage 

Delivery & Pick-Up. 

• Staff requirement to wear face 
masks. 

1 1 1 2 1 1 2 2 1.75 1.375 
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• Staff requirement to regularly wash 
and sanitise hands. 

• Sanitiser provided at bell desk. 
• Staff requirement to maintain 1.5m 

social distancing. 

• Sanitise workspace at least once 
every two hours. 

• Safety & wellbeing signage. 

Main Reception (Check-In/Check-
Out): 

• Refer SOP #4 Key Card 
Sanitisation. 

• Refer SOP #5 Pen Sanitisation. 

• Refer SOP #8 IT Equipment 
Cleaning & Sanitisation. 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Staff requirement to wear face 
masks. 

• Staff requirement to regularly wash 
and sanitise hands. 

• Sanitiser provided at reception desk. 

• Staff requirement to maintain 1.5m 
social distancing 

• Sanitise workspace at least once 
every two hours. 

• Safety & wellbeing signage. 

1 1 1 2 1 1 2 2 1.75 1.375 

Lobbies: 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Safety & Wellbeing Signage. 

• Staff requirement to wear face 
masks. 

• Staff requirement to regularly wash 
and sanitise hands. 

• Sanitiser stations provided in 
lobbies. 

• Staff requirement to maintain 1.5m 
social distancing. 

1 1 1 2 1 1 2 2 1.75 1.375 

Restaurant: 

• Refer SOP #8 IT Equipment 
Cleaning & Sanitisation. 

• Refer SOP #15 Safe Restaurant 
Table Service. 

1 1 1 2 1 1 2 2 1.75 1.375 
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• Refer SOP #16 Safe Restaurant 
Hosting. 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Refer SOP #27 Safe Culinary Area 
Sanitisation. 

• Refer ELEMENT 3 – FOOD Safety 
(Outlets, Dinning & Bars). 

• HACCP Food Certification. 

• Safety & Wellbeing Signage. 
• Staff requirement to wear face 

masks. 

• Staff requirement to regularly wash 
and sanitise hands. 

• Sanitiser stations provided in 
restaurant. 

• Staff requirement to maintain 1.5m 
social distancing. 

• Enhanced deep cleaning & 
sanitisation between table turns. 

Bars: 

• Refer SOP #8 IT Equipment 
Cleaning & Sanitisation 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Safety & Wellbeing Signage. 
• Staff requirement to wear face 

masks. 

• Staff requirement to regularly wash 
and sanitise hands. 

• Sanitiser stations provided in 
restaurant. 

• Staff requirement to maintain 1.5m 
social distancing. 

• Enhanced deep cleaning & 
sanitisation between table turns. 

• Sanitisation stations in bar. 
• Eliminate community snacks. 

1 1 1 2 1 1 2 2 1.75 1.375 

Public Area Toilets: 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

1 1 1 2 1 1 2 2 1.75 1.375 

Guest Lifts: 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

1 1 1 2 1 1 2 2 1.75 1.375 
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• Safety & Wellbeing Signage 
(Digital). 

• Maximum occupancy signage. 
• Notice of sanitisation frequency. 

• Staff requirement to wear face 
masks. 

• Staff requirement to regularly wash 
and sanitise hands. 

• Sanitiser stations provided in lift 
lobby. 

• Staff requirement to maintain 1.5m 
social distancing. 

Guest Floors: 

• Safety & Wellbeing Signage. 
• Staff requirement to wear face 

masks. 

• Staff requirement to regularly wash 
and sanitise hands. 

• Sanitiser stations provided on floor. 

• Staff requirement to maintain 1.5m 
social distancing. 

1 1 1 2 1 1 2 2 1.75 1.375 

Guest Rooms: 

• Refer SOP #17 Safe IRD Service. 

• Refer SOP #18 Cleaning a Guest 
Room. 

• Refer SOP #19 Safe Houseperson 
Operations. 

• Refer SOP #24 Safe Luggage 
delivery & Pick-up. 

• Safety & Wellbeing Signage. 

• Knock-and-go room service notice. 
• All IRD equipment cleaned after 

use. 

• Staff requirement to wear face 
masks. 

• Staff requirement to regularly wash 
and sanitise hands. 

• Sanitiser stations provided on floor. 

• Staff requirement to maintain 1.5m 
social distancing. 

1 1 1 2 1 1 2 2 1.75 1.375 

Guest Club Lounge: 

• Refer SOP #8 IT Equipment 
Cleaning & Sanitisation. 

1 1 1 2 1 1 2 2 1.75 1.375 
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• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Safety & Wellbeing Signage. 
• Staff requirement to wear face 

masks. 

• Staff requirement to regularly wash 
and sanitise hands. 

• Sanitiser stations provided on floor. 

• Staff requirement to maintain 1.5m 
social distancing. 

• Enhanced deep cleaning & 
sanitisation between table turns. 

City Club (Gym/Spa): 

• Refer SOP #4 Key Card Sanitisation 
• Refer SOP #5 Pen Sanitisation 

• Refer SOP #8 IT Equipment 
Cleaning & Sanitisation. 

• Refer SOP #11 City Club 
Operations. 

• Refer SOP #20 Safe Public Area 
Attendant Operations 

• Refer ELEMENT 3 Cleaning & 
Disinfecting (SPA-Treatment). 

• Installed Sneeze Guards at 
reception 

• Safety and Wellbeing Signage 
(Precautionary notices – Gym, spa, 
pool, sauna, etc). 

• Sanitisation stations and wipes. 
• Encourage guests to disinfect 

equipment prior to use and after 
each use. 

• Steam room & sauna thoroughly 
disinfected every night. 

• Safety & Wellbeing Signage. 

• Staff requirement to wear face 
masks. 

• Staff requirement to regularly wash 
and sanitise hands. 

• Sanitiser stations provided at 
reception and on floor. 

• Staff requirement to maintain 1.5m 
social distancing 

1 1 1 2 1 1 2 2 1.75 1.375 

Event Space: 1 1 1 2 1 1 2 2 1.75 1.375 
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• Refer SOP #8 IT Equipment 
Cleaning & Sanitisation. 

• Refer SOP #14 Safe Event 
Operations. 

• Refer SOP #15 Safe Restaurant 
Table Service. 

• Refer SOP #16 Safe Restaurant 
Hosting 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Refer SOP #27 Safe Culinary Area 
Sanitisation. 

• Refer ELEMENT 3 – FOOD Safety 
(Outlets, Dinning & Bars). 

• HACCP Food Certification 
• Safety & Wellbeing Signage. 

• Maximum occupancy signage. 
• Staff requirement to wear face 

masks. 

• Staff requirement to regularly wash 
and sanitise hands. 

• Sanitiser stations provided at 
reception and on floor. 

• Staff requirement to maintain 1.5m 
social distancing. 

Heart-of-House: 

• Disinfect locker rooms, uniform 
room, colleague dining area and 
kitchen no less frequently than 
every two hours. 

• Private and semi-private area s 
subject of additional cleaning 
between colleague shifts, inclusive 
of – all furniture, fixtures & 
equipment (FFE), telephones, 
computers, keyboards and mice.  

• Safety & Wellbeing Signage. 

• Staff requirement to wear face 
masks. 

• Staff requirement to regularly wash 
and sanitise hands. 

• Sanitiser stations provided in dining 
space. 

• Staff requirement to maintain 1.5m 
social distancing 

1 1 1 2 1 1 2 2 1.75 1.375 
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• Refer SOP #21 Safe Engineering & 
Maintenance Operations 

• Refer SOP #28 COVID Safe Sales 
& Marketing Operations. 

Staff Dining Room and Kitchen: 

• Refer SOP #8 IT Equipment 
Cleaning & Sanitisation. 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Refer SOP #27 Safe Culinary Area 
Sanitisation. 

• Refer ELEMENT 3 – FOOD Safety 
(Outlets, Dinning & Bars). 

• HACCP Food Certification. 
• Safety & Wellbeing Signage. 

• Staff requirement to wear face 
masks. 

• Staff requirement to regularly wash 
and sanitise hands. 

• Sanitiser stations provided in dining 
space. 

• Staff requirement to maintain 1.5m 
social distancing. 

• All tables and chairs to be sanitised 
between seating’s. 

• Discontinued buffet service – unless 
a staff member assigned to 
manage. 

1 1 1 2 1 1 2 2 1.75 1.375 

Other General Controls: 

• Staff training – Refer ELEMENT 14 

• GHM COVID-19 Social Distancing 
and Transmission Reduction Policy  

• General Liability Insurance 
• Workers Compensation Insurance 

• Hotel website notice on 
precautionary measures 

• Social media updates on 
precautionary measures 

• Health monitoring – Staff  (Daily 
wellness checks, daily temperature 
checks, daily pulse survey, response 
& wellbeing procedures for 
colleagues with COVID symptoms). 

• Prioritise hygiene over appearance / 
presentation. 

1 1 1 2 1 1 2 2 1.75 1.375 
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• Clean frequently touched items 
every two hours – including but not 
limited to handrails, elevator buttons, 
door handles. 

• Strict separation between handling 
clean and dirty items and cleaning 
supplies. 
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RISK 
IDENTIFICATION 

(Uncertainty) Controls 

LIKELIHOOD CONSEQUENCE 
(J) 

RISK 
EXPOSURE 

C+I/2 

(A) 

Hazard 
Assessment 

(B) 

Vulnerability 
Assessment 

(C) 

Outcome 

(A+B)/2 

(D) 

Primary 
Impact 

Secondary Impacts  (I) 

Outcome 

D+(E+F+G+H/4)/2 

(E) 

Response 
Action 

(F) 

Fine or 
Judgement 

(G) 

Productivity 

(H) 

Reputation 

#5 Transfer of 
COVID-19 

from staff to 
guest. 

Entrance: 

• Refer SOP #20 Safe Public Area 
Attendant Operations 

• Safety & Wellbeing Signage 

• 1.5m social distancing markers 
• Sanitisation stations. 

• Government requirement for guests 
to wear face mask. 

• Government requirement to provide 
first name, telephone number, and 
time of entry (Visitor & Patron 
Contacts Log). 

• Staff requirement to wear face 
masks. 

• Staff requirement to regularly wash 
and sanitise hands. 

• Sanitiser stations provided in dining 
space. 

• Staff requirement to maintain 1.5m 
social distancing 

1 
Scores 1 due 
to current low 
infection rate 
in Melbourne 

1 
Scores 1 due 
to the strength 

of current 
controls – 

both 
government 
and Hotel 

1 2 
Scores 2 

due to 
variations 
of medical 
impact to 

individuals 

1 
Scores 1 
due to the 
detailed 

documented 
response 
actions 

1 
Scores 1 
based on 
assumed 

compliance 
with the 

program and 
liability 

insurance 

2 
Scores 2 

due to any 
infected 
and/or 

exposed 
staff 

removed 
from the 

workplace 
for isolation  

3 
Scores 3 
based on 

Media focus 
following a 
reported 

infection and 
adverse 
guest 

commentary. 

1.875 1.437 

Bell Desk: 

• Refer SOP #4 Key Card Sanitisation 
• Refer SOP #5 Pen Sanitisation 

• Refer SOP #6 Umbrella Handle 
Sanitisation 

• Refer SOP #7 Luggage Trolley 
Sanitisation 

• Refer SOP #8 IT Equipment 
Cleaning & Sanitisation. 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Refer SOP #22 Safe Francis Perry 
Vehicle Transportation 

• Refer SOP #23 Safe Valet Parking 
• Refer SOP #24 Safe Luggage 

Delivery & Pick-Up. 

• Installed Sneeze Guards. 

• Safety & Wellbeing Signage. 

1 1 1 2 1 1 2 3 1.875 1.437 
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• Staff requirement to wear face 
masks. 

• Staff requirement to regularly wash 
and sanitise hands. 

• Sanitiser provided at bell desk. 
• Staff requirement to maintain 1.5m 

social distancing. 

• Government requirement for guests 
to wear face mask. 

Main Reception (Check-In/Check-
Out): 

• Refer SOP #4 Key Card 
Sanitisation. 

• Refer SOP #5 Pen Sanitisation. 
• Refer SOP #8 IT Equipment 

Cleaning & Sanitisation. 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Refer SOP #25 Safe Front Desk 
arrival & departure. 

• Installed Sneeze Guards. 
• Safety & Wellbeing Signage. 

• Staff requirement to wear face 
masks. 

• Staff requirement to regularly wash 
and sanitise hands. 

• Sanitiser provided at reception desk. 

• Staff requirement to maintain 1.5m 
social distancing. 

• Staff sanitise hands after handling 
any cash. 

• Staff sanitise hands or change 
gloves between each guest 
transaction. 

• Government requirement for guests 
to wear face mask. 

1 1 1 2 1 1 2 3 1.875 1.437 

Lobbies: 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Safety & Wellbeing Signage. 
• 1.5m social distancing markers. 

• Staff requirement to wear face 
masks. 

• Staff requirement to regularly wash 
and sanitise hands. 

1 1 1 2 1 1 2 3 1.875 1.437 
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• Sanitiser stations provided in 
lobbies. 

• Staff requirement to maintain 1.5m 
social distancing. 

• Government requirement for guests 
to wear face mask. 

 

Restaurant: 

• Refer SOP #8 IT Equipment 
Cleaning & Sanitisation. 

• Refer SOP #15 Safe Restaurant 
Table Service. 

• Refer SOP #16 Safe Restaurant 
Hosting. 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Refer SOP #26 Safe Fruit & 
Vegetable Disinfection. 

• Refer SOP #27 Safe Culinary Area 
Sanitisation. 

• Refer ELEMENT 3 – FOOD Safety 
(Outlets, Dinning & Bars). 

• HACCP Food Certification. 
• Safety & Wellbeing Signage. 

• 1.5m social distancing markers. 
• Staff requirement to wear face 

masks. 

• Staff requirement to regularly wash 
and sanitise hands. 

• Sanitiser stations provided in 
restaurant. 

• Staff requirement to maintain 1.5m 
social distancing 

• Government requirement for guests 
to wear face mask. 

• Enhanced deep cleaning & 
sanitisation between table turns. 

1 1 1 2 1 1 2 3 1.875 1.437 

Bars: 

• Refer SOP #8 IT Equipment 
Cleaning & Sanitisation. 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Safety & Wellbeing Signage. 

• 1.5m social distancing markers. 

1 1 1 2 1 1 2 3 1.875 1.437 
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• Staff requirement to wear face 
masks. 

• Staff requirement to regularly wash 
and sanitise hands. 

• Sanitiser stations provided in bars. 
• Staff requirement to maintain 1.5m 

social distancing 

• Eliminate community snacks 

• Government requirement for guests 
to wear face mask. 

• Enhanced deep cleaning & 
sanitisation between table turns. 

Public Area Toilets: 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Safety & Wellbeing Signage. 
• 1.5m social distancing markers. 

• Staff requirement to wear face 
masks. 

• Staff requirement to regularly wash 
and sanitise hands. 

• Sanitiser stations provided in toilets. 

• Staff requirement to maintain 1.5m 
social distancing 

• Disinfection notice (Frequency of 
cleaning) 

• 1.5m social distancing markers. 

• Government requirement for guests 
to wear face mask. 

1 1 1 2 1 1 2 3 1.875 1.437 

Guest Lifts: 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Safety & Wellbeing Signage 
(Digital). 

• Maximum occupancy signage. 

• Notice of sanitisation frequency. 
• Staff requirement to wear face 

masks. 

• Staff requirement to regularly wash 
and sanitise hands. 

• Sanitiser stations provided in lift 
lobbies. 

• Staff requirement to maintain 1.5m 
social distancing. 

1 1 1 2 1 1 2 3 1.875 1.437 
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• Government requirement for guests 
to wear face mask. 

Guest Floors: 

• Safety & Wellbeing Signage. 
• Staff requirement to wear face 

masks. 

• Staff requirement to regularly wash 
and sanitise hands. 

• Sanitiser stations provided on floors. 
• Staff requirement to maintain 1.5m 

social distancing. 

• Government requirement for guests 
to wear face mask. 

1 1 1 2 1 1 2 3 1.875 1.437 

Guest Rooms: 

• Refer SOP #17 Safe IRD Service. 
• Refer SOP #18 Cleaning a Guest 

Room. 

• Refer SOP #19 Safe Houseperson 
Operations. 

• Refer SOP #24 Safe Luggage 
delivery & Pick-up. 

• Safety & Wellbeing Signage. 
• Knock-and-go room service notice. 

• Sanitisation stations and wipes. 
• Government requirement for guests 

to wear face mask. 

• All IRD equipment cleaned after use 

• In-house letter on precautionary 
measures  

• In-room TV message on 
precautionary measures. 

• Staff requirement to wear face 
masks. 

• Staff requirement to regularly wash 
and sanitise hands. 

• Staff requirement to maintain 1.5m 
social distancing. 

1 1 1 2 1 1 2 3 1.875 1.437 

Guest Club Lounge: 

• Refer SOP #8 IT Equipment 
Cleaning & Sanitisation. 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Safety & Wellbeing Signage. 
• 1.5m social distancing. 

1 1 1 2 1 1 2 3 1.875 1.437 
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• Maximum occupancy signage. 

• Eliminate community snacks. 
• Government requirement for guests 

to wear face mask. 

• Staff requirement to wear face 
masks. 

• Staff requirement to regularly wash 
and sanitise hands. 

• Sanitiser stations provided at 
reception and on floors. 

• Staff requirement to maintain 1.5m 
social distancing. 

• Enhanced deep cleaning & 
sanitisation between table turns. 

 

City Club (Gym/Spa): 

• Refer SOP #4 Key Card Sanitisation 

• Refer SOP #5 Pen Sanitisation 

• Refer SOP #8 IT Equipment 
Cleaning & Sanitisation. 

• Refer SOP #11 City Club 
Operations. 

• Refer SOP #20 Safe Public Area 
Attendant Operations 

• Refer ELEMENT 3 Cleaning & 
Disinfecting (SPA-Treatment). 

• Installed Sneeze Guards at 
reception 

• Safety and Wellbeing Signage 
(Precautionary notices – Gym, spa, 
pool, sauna, etc) 

• 1.5m Social distancing requirements 

• Training equipment adequately 
spaced 

• Maximum occupancy signage for all 
areas. 

• Sanitisation stations and wipes on 
floor near equipment 

• Encourage guests to disinfect 
equipment prior to use and after 
each use. 

• Steam room & sauna thoroughly 
disinfected every night. 

• Staff requirement to wear face 
masks. 

1 1 1 2 1 1 2 3 1.875 1.437 
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• Staff requirement to regularly wash 
and sanitise hands. 

• Sanitiser stations provided at 
reception. 

• Staff requirement to maintain 1.5m 
social distancing. 

Event Space: 

• Refer SOP #8 IT Equipment 
Cleaning & Sanitisation. 

• Refer SOP #14 Safe Event 
Operations. 

• Refer SOP #15 Safe Restaurant 
Table Service. 

• Refer SOP #16 Safe Restaurant 
Hosting 

• Refer SOP #20 Safe Public Area 
Attendant Operations. 

• Refer SOP #26 Safe Fruit & 
Vegetable Disinfection. 

• Refer SOP #27 Safe Culinary Area 
Sanitisation. 

• Refer ELEMENT 3 – FOOD Safety 
(Outlets, Dinning & Bars). 

• HACCP Food Certification 
• Safety & Wellbeing Signage. 

• 1.5m social distancing. 
• Maximum occupancy signage. 

• Social distance signage. 
• Visible on-brand communications 

highlighting Hotel’s sanitisation & 
hygiene practices. 

• Staff requirement to wear face 
masks. 

• Staff requirement to regularly wash 
and sanitise hands. 

• Sanitiser stations provided on floor 
and BOH office. 

• Staff requirement to maintain 1.5m 
social distancing. 

• Government requirement for guests 
to wear face mask. 

1 1 1 2 1 1 2 3 1.875 1.437 

Other General Controls: 

• Staff training – Refer ELEMENT 14 
• GHM COVID-19 Social Distancing 

and Transmission Reduction Policy  

1 1 1 2 1 1 2 3 1.875 1.437 
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• General Liability Insurance. 

• Hotel website notice on 
precautionary measures 

• Social media updates on 
precautionary measures 

• Booking confirmation email with 
precautionary measures 

• Email to guests, courtesy card 
holders on precautionary measures.  

• Health monitoring – Staff  (Daily 
wellness checks, daily temperature 
checks, daily pulse survey, response 
& wellbeing procedures for 
colleagues with COVID symptoms). 

• Health monitoring – Guests-Visitors 
(Daily wellness checks, daily 
temperature checks, response and 
wellbeing procedures for colleagues 
with COVID symptoms). 

• Health monitoring – Contractors 
(Health declarations, daily wellness 
checks, daily temperature checks, 
response & wellbeing procedures for 
guests identified with COVID 
symptoms). 

• Enhanced food safety; 
• Prioritise hygiene over appearance / 

presentation. 

• Clean frequently touched items 
every two hours – including but not 
limited to handrails, elevator buttons, 
door handles. 

• Strict separation between handling 
clean and dirty items and cleaning 
supplies. 

 

 

 

 

 

 

 

 

 



 Annex F To 

GHM COVID SAFE INFECTIOUS DISEASE PREVENTION PLAN (Version #4, 28-DEC-20) 

Infectious Disease Risk Register 

-G31- 

RISK 
IDENTIFICATION 

(Uncertainty) Controls 

LIKELIHOOD CONSEQUENCE 
(J) 

RISK 
EXPOSURE 

C+I/2 

(A) 

Hazard 
Assessment 

(B) 

Vulnerability 
Assessment 

(C) 

Outcome 

(A+B)/2 

(D) 

Primary 
Impact 

Secondary Impacts  (I) 

Outcome 

D+(E+F+G+H/4)/2 

(E) 

Response 
Action 

(F) 

Fine or 
Judgement 

(G) 

Productivity 

(H) 

Reputation 

#6 

#7 

#8 

Undetected 
infected 
guest, 

contractor, 
vendor or 

staff member 
due to being 

asymptomatic 

Entrance: 

• Visitor and Patron Contact Tracing 
Register (VIC Government DHHS 
requirement). 

1 
Scores 1 due 
to current low 
infection rate 
in Melbourne 

2 
Scores 2 due 

to a potentially 
infected 

person being 
undetected 

1.5 2 
Scores 2 

due to 
variations 
of medical 
impact to 

individuals 

1 
Scores 1 
due to the 
detailed 

documented 
response 
actions 

1 
Scores 1 
based on 
assumed 

compliance 
with the 

program and 
liability 

insurance 

2 
Scores 2 

due to any 
infected 
and/or 

exposed 
staff 

removed 
from the 

workplace 
for isolation  

2 
Scores 2 
based on 

Media focus 
following a 
reported 
infection. 

1.875 1.687 

Other General Controls: 

• Staff training – Refer ELEMENT 14 
• GHM COVID-19 Social Distancing 

and Transmission Reduction Policy  

• General Liability Insurance. 
• Workers Compensation Insurance 

• Hotel website notice on 
precautionary measures 

• Social media updates on 
precautionary measures 

• Booking confirmation email with 
precautionary measures 

• Email to guests, courtesy card 
holders on precautionary measures.  

• Health monitoring – Staff  (Daily 
wellness checks, daily temperature 
checks, daily pulse survey, response 
& wellbeing procedures for 
colleagues with COVID symptoms). 

• Health monitoring – Guests-Visitors 
(Daily wellness checks, daily 
temperature checks, response and 
wellbeing procedures for colleagues 
with COVID symptoms). 

• Health monitoring – Contractors 
(Health declarations, daily wellness 

1 2 1.5 2 1 1 2 2 1.875 1.687 
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checks, daily temperature checks, 
response & wellbeing procedures for 
guests identified with COVID 
symptoms). 

• Enhanced food safety; 

• Prioritise hygiene over appearance / 
presentation. 

• Clean frequently touched items 
every two hours – including but not 
limited to handrails, elevator buttons, 
door handles. 

• Strict separation between handling 
clean and dirty items and cleaning 
supplies. 
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RISK 
IDENTIFICATION 

(Uncertainty) Controls 

LIKELIHOOD CONSEQUENCE 
(J) 

RISK 
EXPOSURE 

C+I/2 

(A) 

Hazard 
Assessment 

(B) 

Vulnerability 
Assessment 

(C) 

Outcome 

(A+B)/2 

(D) 

Primary 
Impact 

Secondary Impacts  (I) 

Outcome 

D+(E+F+G+H/4)/2 

(E) 

Response 
Action 

(F) 

Fine or 
Judgement 

(G) 

Productivity 

(H) 

Reputation 

#9 

#10 

Unavailability 
of hand 

sanitiser (Use 
or theft) 

All Locations: 

• Ongoing monitoring by operational 
staff. 

• Inspection of stations by 
Housekeeping each shift. 

• Materials Department to maintain 
adequate stocks of sanitiser to 
ensure ongoing availability of 
supply. 

• Public Health & Wellbeing Act 2008 
(Vic) – Workplace Directions 

• OHS Act – Controlling Risks to 
health 

 

1 
Scores 1 due 
to current low 
infection rate 
in Melbourne 

3 
Scores 3 due 
to high usage 
rate and likely 

theft / 
pilfering.  

2 2 
Scores 2 

due to 
variations 
of medical 
impact to 

individuals 

1 
Scores 1 

due to high 
commercial 
availability 
of product 

1 
Scores 1 
based on 
assumed 

compliance 
with the 

program and 
WK & liability 

insurance 

2 
Scores 2 

due to 
disruption in 
productivity 

to meet 
hygiene 

standards 

3 
Scores 3 

due to 
adverse 
guest 

commentary 
and staff 

expectation 
of a safe 

workplace 

1.875 1.937 

RISK 
IDENTIFICATION 

(Uncertainty) Controls 

LIKELIHOOD CONSEQUENCE 
(J) 

RISK 
EXPOSURE 

C+I/2 

(A) 

Hazard 
Assessment 

(B) 

Vulnerability 
Assessment 

(C) 

Outcome 

(A+B)/2 

(D) 

Primary 
Impact 

Secondary Impacts  (I) 

Outcome 

D+(E+F+G+H/4)/2 

(E) 

Response 
Action 

(F) 

Fine or 
Judgement 

(G) 

Productivity 

(H) 

Reputation 

#11 

 

Unavailability 
of cleaning 
chemicals 

All Locations: 

• Ongoing monitoring by operational 
staff. 

• Inspection of reserve stock by 
Departments that use chemicals 
each shift. 

• Materials Department to maintain 
adequate stocks of chemicals to 
ensure ongoing availability of 
supply. 

• Public Health & Wellbeing Act 2008 
(Vic) – Workplace Directions 

• OHS Act – Controlling Risks to 
health 

 

1 
Scores 1 due 
to current low 
infection rate 
in Melbourne 

2 
Scores 2 due 
to high usage 

rate with 
additional 
cleaning, 

sanitisation, 
and, 

disinfection 
requirements. 

1.5 2 
Scores 2 

due to 
variations 
of medical 
impact to 

individuals 

1 
Scores 1 

due to high 
commercial 
availability 
of product 

1 
Scores 1 
based on 
assumed 

compliance 
with the 

program and 
WK & liability 

insurance 

2 
Scores 2 

due to 
disruption in 
productivity 

to meet 
hygiene 

standards 

3 
Scores 3 

due to 
adverse 
guest 

commentary 
and staff 

expectation 
of a safe 

workplace 

1.875 1.687 
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RISK 
IDENTIFICATION 

(Uncertainty) Controls 

LIKELIHOOD CONSEQUENCE 
(J) 

RISK 
EXPOSURE 

C+I/2 

(A) 

Hazard 
Assessment 

(B) 

Vulnerability 
Assessment 

(C) 

Outcome 

(A+B)/2 

(D) 

Primary 
Impact 

Secondary Impacts  (I) 

Outcome 

D+(E+F+G+H/4)/2 

(E) 

Response 
Action 

(F) 

Fine or 
Judgement 

(G) 

Productivity 

(H) 

Reputation 

#12 

 

Unavailability 
of PPE 

All Departments: 

• Ongoing monitoring by operational 
staff. 

• Check of available stock by 
Departments each shift. 

• Materials Department to maintain 
adequate stocks of chemicals to 
ensure ongoing availability of 
supply. 

• Public Health & Wellbeing Act 2008 
(Vic) – Workplace Directions 

• OHS Act – Controlling Risks to 
health 

1 
Scores 1 due 
to current low 
infection rate 
in Melbourne 

3 
Scores 3 due 
to high usage 
rate and likely 

theft / 
pilfering. 

2 2 
Scores 2 

due to 
variations 
of medical 
impact to 

individuals 

1 
Scores 1 

due to high 
commercial 
availability 

of products. 

1 
Scores 1 
based on 
assumed 

compliance 
with the 

program and 
WK & liability 

insurance 

2 
Scores 2 

due to 
disruption in 
productivity 

to meet 
hygiene 

standards 

3 
Scores 3 

due to 
adverse 
guest 

commentary 
and staff 

expectation 
of a safe 

workplace 

1.875 1.937 

RISK 
IDENTIFICATION 

(Uncertainty) Controls 

LIKELIHOOD CONSEQUENCE 
(J) 

RISK 
EXPOSURE 

C+I/2 

(A) 

Hazard 
Assessment 

(B) 

Vulnerability 
Assessment 

(C) 

Outcome 

(A+B)/2 

(D) 

Primary 
Impact 

Secondary Impacts  (I) 

Outcome 

D+(E+F+G+H/4)/2 

(E) 

Response 
Action 

(F) 

Fine or 
Judgement 

(G) 

Productivity 

(H) 

Reputation 

#13 

 

Failure of 
staff to follow 

rigid 
procedures 

All Departments: 

• Staff training – Refer ELEMENT 14 
• GHM COVID-19 Social Distancing 

and Transmission Reduction Policy  

• General Liability Insurance. 

• Workers Compensation Insurance 

• Ongoing direct supervision of staff 
by TLs, Supervisors & Managers. 

• Weekly Department KPI Inspections 
with a LC member 

• Ongoing Hygiene and Wellbeing 
Leader monitoring. 

• Third Party External Auditing 
• Public Health & Wellbeing Act 2008 

(Vic) – Workplace Directions 

• OHS Act – Controlling Risks to 
health 

1 
Scores 1 due 
to current low 
infection rate 
in Melbourne 

3 
Scores 3 due 

to self-
discipline, 
increase 
levels of 

supervision, 
and 

commitment 
to change in 
work routines 

2 2 
Scores 2 

due to 
variations 
of medical 
impact to 

individuals 

1 
Scores 1 

due to 
routine 

nature of 
corrective 

action. 

1 
Scores 1 
based on 
assumed 

compliance 
with the 

program and 
WK & liability 

insurance 

2 
Scores 2 

due to 
higher 

demand on 
standard 

work 
routines – 
hygiene 
before 

presentation 

3 
Scores 3 

due to 
adverse 
guest 

commentary 
and 

government  
expectation 

of a safe 
workplace 

1.875 1.937 
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RISK 
IDENTIFICATION 

(Uncertainty) Controls 

LIKELIHOOD CONSEQUENCE 
(J) 

RISK 
EXPOSURE 

C+I/2 

(A) 

Hazard 
Assessment 

(B) 

Vulnerability 
Assessment 

(C) 

Outcome 

(A+B)/2 

(D) 

Primary 
Impact 

Secondary Impacts  (I) 

Outcome 

D+(E+F+G+H/4)/2 

(E) 

Response 
Action 

(F) 

Fine or 
Judgement 

(G) 

Productivity 

(H) 

Reputation 

#14 

 

Failure of 
guests to 

comply with 
social 

distancing 
and wear face 

covering. 

All Departments: 

• Ongoing monitoring by operations 
staff. 

• Public Health & Wellbeing Act 2008 
(Vic) – Stay Safe Directions 

• OHS Act – Controlling Risks to 
health. 

• Hotel website notice on 
precautionary measures 

• Social media updates on 
precautionary measures 

• Booking confirmation email with 
precautionary measures 

• Email to guests, courtesy card 
holders on precautionary measures.  

• Health monitoring – Guests-Visitors 
(Daily wellness checks, daily 
temperature checks, response and 
wellbeing procedures for colleagues 
with COVID symptoms). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1 
Scores 1 due 
to current low 
infection rate 
in Melbourne 

3 
Scores 3 due 

to self-
discipline, 

staff fear of 
negative 

feedback / 
verbal abuse 

when 
idenitying non-

compliance. 

2 2 
Scores 2 

due to 
variations 
of medical 
impact to 

individuals 

1 
Scores 1 

due to 
simple 

reporting 
actions. 

1 
Scores 1 due 

to hotel 
communication 

strategies. 

1 
Scores 1 

due to minor 
disruption in 
productivity 

to meet 
hygiene 

standards 

3 
Scores 3 

due to 
adverse 
guest 

commentary 
and 

government  
expectation 

of a safe 
workplace 

1.75 1.875 
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RISK 
IDENTIFICATION 

(Uncertainty) Controls 

LIKELIHOOD CONSEQUENCE 
(J) 

RISK 
EXPOSURE 

C+I/2 

(A) 

Hazard 
Assessment 

(B) 

Vulnerability 
Assessment 

(C) 

Outcome 

(A+B)/2 

(D) 

Primary 
Impact 

Secondary Impacts  (I) 

Outcome 

D+(E+F+G+H/4)/2 

(E) 

Response 
Action 

(F) 

Fine or 
Judgement 

(G) 

Productivity 

(H) 

Reputation 

#15 

 

Failure of 
contractors / 

vendors 
maintain 

SOPs 

All Departments: 

• Site OHS Induction. 
• Refer SOP #12 Contractors & 

Service Providers Health 
Declarations 

• Refer SOP #13 COVID Safe 
Contractor-Service Provider General 
Controls. 

• Ongoing monitoring by operations 
staff. 

• Public Health & Wellbeing Act 2008 
(Vic) – Workplace Directions 

• OHS Act – Controlling Risks to 
health 

 

 

1 
Scores 1 due 
to current low 
infection rate 
in Melbourne 

3 
Scores 3 due 

to self-
discipline, 
increase 
levels of 

supervision, 
and 

commitment 
to change in 
work routines 

2 2 
Scores 2 

due to 
variations 
of medical 
impact to 

individuals 

1 
Scores 1 

due to 
routine 

nature of 
corrective 

action. 

1 
Scores 1 
based on 
assumed 

compliance 
with the 

program and 
WK & liability 

insurance 

2 
Scores 2 

due to 
higher 

demand on 
standard 

work 
routines – 
hygiene 
before 

presentation 

3 
Scores 3 

due to 
adverse 
guest 

commentary 
and 

government  
expectation 

of a safe 
workplace 

1.875 1.937 

RISK 
IDENTIFICATION 

(Uncertainty) Controls 

LIKELIHOOD CONSEQUENCE 
(J) 

RISK 
EXPOSURE 

C+I/2 

(A) 

Hazard 
Assessment 

(B) 

Vulnerability 
Assessment 

(C) 

Outcome 

(A+B)/2 

(D) 

Primary 
Impact 

Secondary Impacts  (I) 

Outcome 

D+(E+F+G+H/4)/2 

(E) 

Response 
Action 

(F) 

Fine or 
Judgement 

(G) 

Productivity 

(H) 

Reputation 

#16 

 

Persistent 
use of hand 

sanitiser 
causing 

dermatitis to 
staff 

All Departments: 

• Refer SOP #1 Hand Washing 
(Alternative to sanitiser) 

• Health monitoring – Staff  (Daily 
wellness checks, daily temperature 
checks, daily pulse survey, 
response & wellbeing procedures 
for colleagues with COVID 
symptoms). 

• OHS Act – Controlling Risks to 
health 

• Workers Compensation Insurance 

 

1 
Scores 1 due 

to daily 
wellbeing 
checks 

1 
Scores 1 due 
to alternative 
options - soap 

and gloves 
available. 

1 1 
Scores 1 

due to low 
impact 

1 
Scores 1 

due to 
routine 
medical 

response 
action. 

1 
Scores 1 

based on nil 
impact to 
financial 

implications 

1 
Scores 1 

based on nil 
impact to 

productivity 
– alternative 

options - 
soap and 

gloves 
available  

1 
Scores 1 

based on nil 
impact to 
reputation 

1 1 
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RISK 
IDENTIFICATION 

(Uncertainty) Controls 

LIKELIHOOD CONSEQUENCE 
(J) 

RISK 
EXPOSURE 

C+I/2 

(A) 

Hazard 
Assessment 

(B) 

Vulnerability 
Assessment 

(C) 

Outcome 

(A+B)/2 

(D) 

Primary 
Impact 

Secondary Impacts  (I) 

Outcome 

D+(E+F+G+H/4)/2 

(E) 

Response 
Action 

(F) 

Fine or 
Judgement 

(G) 

Productivity 

(H) 

Reputation 

#17 

 

Persistent 
use of latex 

glove causing 
aggravated 

sensitivity to 
staff 

All Departments: 

• Health monitoring – Staff  (Daily 
wellness checks, daily temperature 
checks, daily pulse survey, 
response & wellbeing procedures 
for colleagues with COVID 
symptoms). 

• OHS Act – Controlling Risks to 
health 

• Workers Compensation Insurance 

 

1 
Scores 1 due 

to daily 
wellbeing 
checks 

1 
Scores 1 due 
to alternative 
glove options 

available.  

1 1 
Scores 1 

due to low 
impact 

1 
Scores 1 

due to 
routine 
medical 

response 
action. 

1 
Scores 1 

based on nil 
impact to 
financial 

implications 

1 
Scores 1 

based on nil 
impact to 

productivity 
– alternative 

gloves 
available  

1 
Scores 1 

based on nil 
impact to 
reputation 

1 1 
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PROGRAM MONITOR and CONTROLS – ELEMENT 6 TABLE 

GHM GBAC STAR TEAM INSPECTION, QA/QC 

Element Task Responsible Party Daily Weekly Monthly Quarterly Semi-
Annual 

Annual 

#1) 
Organisational 

roles, 
responsibilities 

and 
authorities. 

1.1 Updating the GHM GBAC Organisational Chart Hygiene & Wellbeing 
Leader or Delegate in 
consultation with GM 

     �                  
or as required 

1.2 Updating the roles & responsibilities narrative Hygiene & Wellbeing 
Leader or Delegate in 
consultation with GM 

     �                  
or as required 

#2) GHM 
Commitment 
Statement 

2.1 Ensure that roles, responsibilities, and authorities related to 
cleaning, disinfection and infection disease prevention are defined, 
documented and communicated to those who manage, perform and 
verify such work 

Dept Managers/Team 
Leaders/Supervisors  
(Daily Briefings & 
Workplace  Supervision) 

Team Briefings & 
Workplace Supervision 

     

#3) 
Sustainability 

and 
Continuous 

improvement 

3.1 Activities associated with planning and checking within the PDCA 
model. 

Dept Managers/Team 
Leaders/Supervisors 
(Daily Briefings) 

Team Briefings & 
Workplace Supervision 

     

3.2 Implementing the solutions suggested by GHM Management and the 
GBAC Program Committee. 

Department Heads 
and/or External auditors 

 Department Heads 
Weekly Walk Throughs 

Inspections  (KPI 
Checklist) 

   External 
Compliance 

Audit 

3.3 Facilitation of continuous improvement activities. Department Heads 
and/or External auditors 

 Department Heads 
Weekly Walk Throughs 

Inspections  (KPI 
Checklist) 

   External 
Compliance 

Audit 

#4) Conformity 
and 

Compliance 

4.1 Identifying and complying with all current legal requirements 
associated with cleaning, disinfecting, and infectious disease prevention. 

Leadership Committee Daily monitoring      

4.2 Updating all legal requirements associated with cleaning, 
disinfecting, and infectious disease prevention within the GBAC 
Procedures. 

Hygiene and Wellbeing 
Leader or Delegate 

As required      

4.3 Upholding federal, state, industry guidelines and local legal 
requirements (Worksafe Vic, DHHS, WHO, EPA, Local Guidance, etc.) 

Leadership Committee Team Briefings & 
Workplace Supervision 
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Element Task Responsible Party Daily Weekly Monthly Quarterly Semi-
Annual 

Annual 

#5) Goals, 
objectives and 

targets 

5.1 Review and confirm the GHM GBAC goals. GHM Leadership 
Committee and / or Hyatt 
Corporate 

     �                  
or as required 

5.2 Establishing, documenting and reassessing GBAC goals and 
objectives to improve its performance regarding cleaning, disinfection, 
and infectious disease prevention practices. 

Leadership Committee  Department Heads 
Weekly Walk 

Throughs Inspections  
(KPI Checklist) 

    

5.3 Discussing how to conform the goals and objectives with its 
contractors and vendors. 

Department Heads / 
Managers 

Ongoing      

5.4 Communicating the GHM GBAC STAR Program to relevant parties. Department Heads / 
Managers 

As required      

5.5 Identifying, facilitating and enhancing the cross- transfer and 
sharing of information as it pertains to the GBAC Star Certification and 
compliance with other GHM certifications and programs (e.g., HACCP, 
ISO 22000, etc.) 

Department Heads / 
Managers 

As required      

#6) Program 
controls and 
monitoring 

6.1 Responsible for checking audits and conducting visual inspections. Department Heads / 
Managers in company 
with a member of LC 

 Department Heads 
Weekly Walk 

Throughs Inspections  
(KPI Checklist) 

    

6.2 Assignment of the daily task list for the Service Workers and for 
conducting Quality Control (QC) checks throughout the day. 

Department Heads (Can 
be delegated to Line 
Managers / Team 
Leaders) 

�                                
or as required 

     

6.3 Review of overall effectiveness and monitor the control measures 
for the GHM GBAC STAR Program. 

Leadership Committee 
and external auditors 

 Department Heads 
Weekly Walk 

Throughs Inspections  
(KPI Checklist) 

   External 
Compliance 

Audit 

6.4 Review incidents and accidents within 24 hours of the occurrence 
(or IAW WorkSafe Victoria Regulations). If an incident or accident is 
significant, they will be brought to the attention of the Leadership 
Committee and Director of Security & Safety. 

All staff responsible for 
informing LC & Director of 
Security & Safety through 
their line of management 

�                                
or as required 

     

#7) Risk 
Assessment 

and Risk 
Mitigation 
Strategies 

7.1 Maintaining, filling out, and reporting all documentation for the risk 
assessment and risk mitigation strategies. 

Department Heads / 
Managers 

GHM Self-Assessment 
Risk Screening Tool 

(Staff Wellbeing 
Checks) 

Department Heads 
Weekly Walk 

Throughs Inspections  
(KPI Checklist) 

    

7.2 Maintain up-to-date information for the risk assessment within 
three (3) days from the beginning of the risk assessment process. 

Hygiene and Wellbeing 
Leader or delegate 

As required      
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Element Task Responsible Party Daily Weekly Monthly Quarterly Semi-
Annual 

Annual 

 7.3 Applicable parties to the risk assessment and risk mitigation.  The 
applicable parties must maintain up-to-date information for the risk 
assessment within three (3) days from the beginning of the risk 
assessment process. 

Department Heads / 
Managers 

As required      

#8) Standard 
Operating 

Procedures 

8.1 Actively maintain, update, and approve of changes made to the 
SOPs in conjunction with the staff, management, and other applicable 
parties involved in the handling of the SOPs at GHM. 

Department Heads / 
Managers in consultation 
with the Hygiene and 
Wellbeing Leader 

 As required, where 
identified changes are 

recommended 

Include Safety 
Committee in any 

review as 
required 

   

8.2 Document any changes to the SOPs within a week of when the 
changes occurred and will maintain up-to-date documentation for the 
GHM facilities. 

Department Heads / 
Managers in consultation 
with the Hygiene and 
Wellbeing Leader 

 As required, where 
identified changes are 

recommended 

Include Safety 
Committee in any 

review as 
required 

   

8.3 Follow all State DHHS, Federal, Industry, and Local guidelines that 
are more pertinent and exhaustive than the guidelines stated in the 
documented SOPs and will appropriately document these changes within 
a week. 

Department Heads / 
Managers in consultation 
with the Hygiene and 
Wellbeing Leader 

As required, where 
identified changes are 

announced by 
authorities. 

     

#9) Tools and 
Equipment 

9.1 Providing and maintaining an up-to-date tools, equipment, and lists 
to applicable parties used on site for cleaning, disinfection, and mitigation 
of the transmission of infectious disease. 

Department Heads / 
Managers 

 As required, where 
identified changes are 

recommended 

    

9.2 Providing and maintaining appropriate tools and equipment to their 
employees for cleaning, disinfection, and mitigation of the transmission 
of infectious disease. 

Department Heads / 
Managers 

 As required, where 
identified changes are 

recommended 

    

9.3 Responsible for evaluating existing tools and technologies as well 
as implementing new technologies and tools to add in the aid of 
increasing cleaning, disinfection, infectious disease prevention, 
automation, and increasing the efficacy and efficiency of said product. 

Department Heads / 
Managers 

 As required, where 
identified changes are 

recommended 

    

9.4 Maintaining this documentation and implementation. Hygiene and Wellbeing 
Leader or delegate 

As required      

#10) Cleaning 
& Disinfection 

Chemicals 

10.1 Abiding by all safety data sheets, labels, and the EPA. All Staff and contractors 
that use Chemicals 

Workplace supervision      

10.2 Maintain a list of all cleaning and disinfection chemicals and will 
make all relevant safety data sheets (SDS) and labels available to staff 
and other applicable parties. 

Department Heads / 
Managers 

Ongoing      

10.3 Responsible for providing appropriate chemicals and disinfectants 
for all surfaces and objects to be cleaned at the GHM by staff. 

Department Heads / 
Managers 

Ongoing      
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Element Task Responsible Party Daily Weekly Monthly Quarterly Semi-
Annual 

Annual 

#11 Inventory 
Control & 

Management 

11.1 Responsible for receiving, stocking, and issuing all bulk-ordered 
cleaning, maintenance supplies, equipment, and tools. 

Materials Department on 
advice of Department 
Heads / Managers 

�                                
or as required 

     

11.2 Conducts vendor surveys to determine the availability of cleaning, 
disinfectants, maintenance, PPE, and emergency supplies.  Also, it 
ensures that all purchased cleaning supplies and chemicals have a 
Safety Data Sheet (SDS) on file, and makes it available to all employees. 

Joint coordination - 
Materials Department, 
Housekeeping, 
Stewarding, and 
Engineering 

  �                                
or as required 

   

11.3 Maintains a prescribed minimum stockage level, such that when the 
minimum on-hand threshold is reached, a specific re-order is placed to 
ensure that operational levels of cleaning and maintenance supplies are 
always available to meet and surpass tenant and visitor’s needs.  

Joint coordination - 
Materials Department, 
Housekeeping, 
Stewarding, and 
Engineering 

  �                                
or as required 

   

11.4 Requesting and maintaining a detailed list of inventory for tools, 
equipment, supplies, chemicals, PPE, disinfectants, and other products 
applicable to maintaining effective and safe infectious disease prevention 
and control protocols. 

Joint coordination - 
Materials Department, 
Housekeeping, 
Stewarding, and 
Engineering 

  �                                
or as required 

   

11.5 Conduct quarterly audits and review the supply levels and 
equipment maintenance status of the tools and equipment. 

Department Heads / 
Managers 

   �                     

11.6 Maintain a contingency plan on what to do if certain PPE, cleaners, 
disinfectants, tools, and equipment run out and have adequate planning 
to ensure satisfactory amounts of products on hand. 

Joint coordination - 
Materials Department, 
Housekeeping, 
Stewarding, and 
Engineering 

 �                                
or as required 

    

11.7 Maintain adequate supplies not only for routine activities and will 
also have adequate supplies for situations where there is a need to 
increase cleaning and disinfection for emergency operations in terms of 
infectious disease.   

Joint coordination - 
Materials Department, 
Housekeeping, 
Stewarding, and 
Engineering 

  �                                
or as required 

   

11.8 Maintain a contingency plan that will have alternatives for primarily 
purchased supplies for the case that supplies will not be available due to 
a shortage. 

Joint coordination - 
Materials Department, 
Housekeeping, 
Stewarding, and 
Engineering 

  �                                
or as required 

   

 NOTE: Executive responsibility for inventory management of supplies and equipment associated with the GBAC STAR Program is the Director of Operations. 
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Element Task Responsible Party Daily Weekly Monthly Quarterly Semi-
Annual 

Annual 

#12) Personal 
Protective 
Equipment 

12.1 Train their employees to properly wear and use PPE. Hotel and Department 
Orientation Program and 
Service Coaches 

As required      

12.2 Make the PPE procedure available for employees to reference 
throughout their shift. 

Department Heads / 
Managers 

�                         

12.3 Continuously update the PPE procedure as needed within twenty-
four (24) hours of changes based on Federal, State, Industry, or Local 
guidelines. 

Department Heads / 
Managers 

�                         

12.4 Abide by and properly wear and use PPE. All staff and contractors �                         

#13) Waste 
Management 

13.1 Review biohazard waste management plan to ensure compliance 
with local disposal requirements. 

Joint coordination - 
Materials Department, 
Housekeeping, 
Stewarding, and 
Engineering. 

      

#14) 
Personnel 

Training and 
Transparency 

14.1 Ensure that proper training, certifications, and competencies for the 
GHM GBAC Program Committee. 

GHM Leadership 
Committee under advice 
of the Hygiene and 
Wellbeing Leader and 
HR 

Ongoing      

14.2 Ensure proper training, certifications, and competencies for the 
section staff, and contracted building cleaning services. 

Department Heads / 
Managers 

Ongoing      

14.3 Maintain a documented proficiency program for all cleaning, 
disinfection, and infectious disease prevention for work. 

Department Heads / 
Managers and Human 
Resources 

Ongoing      

14.4 Have effective procedures for ensuring the competence of 
personnel to carry out their designated functions. 

Department Heads / 
Managers 

Ongoing      

14.5 Assign team leaders to be in charge of monitoring and supervising 
new employees to ensure safety and competency. 

Department Heads / 
Managers 

Ongoing      

#15) 
Emergency 

Preparedness 
and Response 

15.1 Discuss potential infectious disease hazards and mitigation 
strategies. 

Leadership Committee, 
Safety Committee, 
Department Heads / 
Managers 

Ongoing      

15.2 Review GHM’s Infectious Disease Cleanup and mitigation 
procedures. 

Leadership Committee, 
Safety Committee, 
Department Heads / 
Managers 

Ongoing      



 Annex G To 

GHM COVID SAFE INFECTIOUS DISEASE PREVENTION PLAN (Version #4, 28-DEC-20) 

Program Monitor and Controls – Element 6 Table (Responsibilities) 

-G6- 

Element Task Responsible Party Daily Weekly Monthly Quarterly Semi-
Annual 

Annual 

 15.3 Approve all policies, procedures, and public (media) release of 
information concerning any emergency situations occurring on the 
property. 

GM / EAM As required      

#16) Facility 
Infection 
Disease 

Prevention 
Practices 

16.1 Periodically review the Federal, DHHS State, Municipal, and GBAC 
Convention Center infectious disease prevention protocols as updates 
become available. 

Hygiene and Wellbeing 
Leader or Delegate 

  �                      

16.2 New or updated procedures will be implemented into the GBAC 
Elements. 

Hygiene and Wellbeing 
Leader or Delegate 

  As required    

16.3 Updating GBAC documentation to reflect internal processes and 
procedures specific to the Infection Disease prevention protocols. 

Hygiene and Wellbeing 
Leader or Delegate 

  As required    

16.4 Reviewing administrative and engineering controls used to mitigate 
the spread of infectious disease (signage, temp. checks, sanitizer 
stations, etc.) 

Department Heads / 
Managers 

 As required, where 
identified changes are 

recommended 

    

16.5 Inspecting and following up on non-compliance issues as they arise 
in compliance with the audit and inspection procedures. 

Department Heads / 
Managers 

 As required, where 
identified changes are 

recommended 

    

#17) Worker 
Health 

Program 

17.1 Review any new updates to the GHM employee physical and 
mental health program. GHM Leadership and Management will follow up 
with any employee concerns or request as they arise. 

Director HR & Director of 
Security & Safety 

 As required, where 
identified changes are 

recommended 

    

17.2 Keeping GBAC documentation up-to-date for any changes or 
additions to the employee health program. 

Hygiene and Wellbeing 
Leader or Delegate 

 As required, where 
identified changes are 

recommended 

    

17.3 Communicating any changes or additions to the GHM worker health 
program in a timely manner to all employees. 

Director HR & Director of 
Security & Safety 

 As required, where 
identified changes are 

recommended 

    

17.4 Providing and use physical and mental health tools and resources, 
as needed, to mitigate undue harm from infectious disease exposure of 
its employees. 

Director HR & Director of 
Security & Safety 

 As required, where 
identified changes are 

recommended 

    

#18) Audits 
and 

Inspections 

18.1 Audit the GHM GBAC Program for compliance. Department Heads and / 
or External auditors 

 Department Heads 
Weekly Walk 

Throughs Inspections  
(KPI Checklist) 

   External 
Compliance 

Audit 

18.2 Provide supervision and assurance of all janitorial maintenance and 
cleaning (covering 24/7 day). 

Housekeeping Manager �                         
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Annual 

 18.3 Review the Federal, DHHS State, Municipal, Industry, and GHM 
GBAC protocols as updates become available. New or updated 
procedures will be implemented into the GHM GBAC Program.  Audit and 
inspection procedures will be updated to include any new procedures to 
ensure compliance. 

Hygiene and Wellbeing 
Leader or Delegate 

 As required     

18.4 Updating GBAC documentation to reflect internal processes and 
procedures to include the updated list of audits and inspections. 

Hygiene and Wellbeing 
Leader or Delegate 

 As required     

18.5 Following the task list for all scheduled audits and inspections. Department Heads / 
Managers 

 Department Heads 
Weekly Walk 

Throughs Inspections  
(KPI Checklist) 

    

18.6 Inspecting and following up on non-compliance issues as they arise 
in compliance with the GBAC Program internal and external audit and 
inspection procedures 

Department Heads / 
Managers 

 Department Heads 
Weekly Walk 

Throughs Inspections  
(KPI Checklist) 

    

18.7 Conducting a GBAC program-wide internal audit annually Hygiene and Wellbeing 
Leader or Delegate 

     �                   

18.8 Coordinating and following up on external GBAC Program audits, 
to include program review/ recertification by ISSA’s GBAC STAR 
certification. 

Hygiene and Wellbeing 
Leader or Delegate 

     �                   

#19) Control of 
Suppliers 

19.1 Testing and reviewing new products and services with applicable 
staff. 

Department Heads / 
Managers 

 Asrequired     

19.2 Providing the final evaluation and approval for products and 
services specific to the cleaning, sanitizing, and infectious disease 
prevention program. 

Leadership Committee 
under advice of the 
Hygiene and Wellbeing 
Leader 

 As required     

19.3 Complying with the requirements set by the GHM GBAC 
Procedures. 

All staff Ongoing      

19.4 Review and provide first approval for testing of products and 
services. GHM GBAC Program Committee (LC) will also ensure that all 
products and services are evaluated and meet GBAC program 
requirements, such as training, competencies, certifications (where 
applicable), and use of cleaners, disinfectants, tools and equipment at 
GHM. 

Leadership Committee 
under advice of the 
Hygiene and Wellbeing 
Leader 

      

19.5 Safety training for all new products or equipment to ensure 
employees capable of performing assigned tasks in a safe manner. 

Department Heads / 
Managers and Service 
Coaches 

 As required     
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Annual 

#20) 
Documentation 

Control 

20.1 Implementation of this procedure and to ensure all GHM GBAC 
Program documents conform to a standard format, naming, numbering, 
revision, identification, and date. 

Hygiene and Wellbeing 
Leader or Delegate 

Ongoing      

 20.2 Ensuring that those handling GBAC Program documents are aware 
of their roles as it applies to document control, and that appropriate 
personnel are trained to be proficient at locating GBAC documents. 

Department Heads / 
Managers 

Ongoing      

20.3 Ensuring that all stakeholders with interests in policies, procedures, 
work instructions, or training for a given GBAC Program process are 
engaged in creating the documents used to govern that process. 

Department Heads / 
Managers 

Ongoing      

 

 


