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BASIC 
SECURITY 
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1. Action plan prior to the reopening of the hotels

- Recommendations and measures for own staff
- Recommendations and measures for customers
- Recommendations and measures for service providers

2. “Zero Day” Action Plan Business Opening

3. Preventive Measures Program



Recommendations
and Measures for
Own Staff

Travel to work, whether on foot, own 
vehicle or public transport, you must 
always maintain an interpersonal safety 
distance.

Individual protection will be mandatory to 
access the work center.

Use of Mask and Gloves and do not reuse, 
disposable ones.

Avoid touching the mask while using it 
and change it as soon as it is wet.

When entering or leaving the workplace it 
must be done in street clothes, the 
uniforms must be worn only during the 
working day.



Action

Plan Intern

Recommmendations and measeures for own staff



Recommendations and measures for customers

Action plan 

by

Customers

- Informative signs for customers on all floors

- Placement of hydroalcoholic ice at different strategic points

- Trafic recommendations in common areas

- Placement of partitions



Recommendations and Measures for service providers

Disseminate the 
obligatory hygienic 
measures, adopted 

by the company

Define check-in or 
check- out times of 
goods, minimizing 

frequencies.

Disinfection 
protocols for 
materials and 

products.

Mandatory personal 
protective

equipment (EPI’S)

Waste collection
management.

Proof from the 
supplier.

Receipt of 
confirmation and 

performance 
guarantees.

√ Internal

information

posters



2. “Zero Day” Action
Plan Business Opening

Clients must be informed, through networks or communiqués, that 
they respect the Health and Safety measures recommended by the 
Andorran Ministry of Health, with regard to the use of personal 
protective equipment.

It is recommended to have hand sanitizer liquid or gel at the 
entrance of customers and at strategic points.

Disposable gloves are recommended for customers who require 
them.

Disposable masks are recommended for extreme needs.

It is recommended to have protective equipment in cases where it 
is necessary to wear body parts, for safety and health reasons.

Hygienic measures in the 

workplace:

-General cleaning

-Reception

-Bathrooms and common areas

-Restaurant

-Flats

-Kitchen



It is recommended to place a mat impregnated with 
disinfectant liquids, performing regular and daily cleaning, 
following the general cleaning recommendations.

Promote the safety distance of 2 meters. Mark the separation 
(earth or other) of the places where queues or agglomerations 
originate.

It is necessary that in the work centers where there are rows of 
chairs there is an empty space between the middle of each of 
the seated clients.

It is recommended that elevators do not exceed 50% of their 
maximum capacity.

It must be ensured that in common areas there is a safety space 
between workers and customers. (It is recommended to have 
only one access and exit route open).

Action plan:

√  Safety distance

√ Aformanet signs

√ Hydroalcoholic gel 

dispensers

√ Desinfectant mats

√ Disposable gloves

√ Disposable masks



Initial

General 

cleaning

Spaces 

Surfaces

Objects

General Cleaning

Of the enclosed spaces (will be maintained 
while performing cleaning avoiding thus 
accumulation of chemicals).

Total Ventilation

Switches and bells, elevator buttons.

Door handles and knobs, windows, cabinets and filing cabinets.

Railings and handrails, stairs and elevators.

Countertops, tables and counters.

Chairs, especially in waiting areas.

Computers, especially keyboards and mice.

Phones

Office Utensils.

Faucets / Toilets.

Photocopiers.

Other surfaces or points of frequent contact

Points to intensify 
cleaning and 
disinfection

Hygienic measures in the workplace



Hygienic measures in the workplace

1.√ Install bulkheads to insulate staff.

2.√ Remove magazines, newspapers and advertising material that may promote the spread of the 
virus.

3.√ As far as possible materialize a floor plan to manage flows to the reception, bathrooms and 
bedrooms.

4.√ Reduce the number of seats and ensure a minimum distance of 1.5m.

5.√ Publication of measures for the use of services

√ Installation of ice hydroalcolic dispensers

√ Carpet installation at the entrance of the establishment

√ Dismantling the elevators every two hours. Possibility to have an ice dispenser at the entrance 
of the same.

√ Decontamination of contact areas at least 4 times a day (railings, switches, tables…)

√ Ventilate the facilities for as long as possible.

Recommendations

Reception



1.√ They must be equipped with soap, handkerchiefs and disposable towels.

2.√ Publication of measures for the use of services

√ Installation of ice dispensers at the entrance.

√ Intensify cleaning and disinfection procedures, especially on items that could be touched with 
the hands or contaminated

√ Whenever possible use disposable cleaning materials or remove any equipment made of cloth 
or absorbent material (eg mops and cleaning cloths).

√ Periodic cleaning control.

Recommendations

Bathroom

s common

areas Hygienic measures in the workplace



Hygienic measures in the workplace
1.Entrance to the Restaurant

2.√ Entrance to the sign room informing the obligation to take hygienic measures.

3.√ Hydroalcoholic soap or gel dispensers for hands and mobile phones.

4.√ Staff equipped with masks and gloves to monitor compliance with regulations.

5.√ As far as possible materialize a circulation plan on the ground.

6.Equipment in the room

7.√ Disposable soap or hydroalcoholic gel / soap and paper towels (roll).

8.√ Replacing self-service machines or maintaining them by intensifying cleaning after each use.

9.√ Daily inspection and cleaning of air conditioning filters.

10.√ Ventilate the room at least 10 minutes after each service / shift.

11.
Arrangement and Equipment of customer tables

12.√ Groups of people limited to a maximum of 10 people as long as the interpersonal distance of 2 meters can be respected.

13.√ Distance between tables (minimum 1 meter between chair and chair).

14.√ Tables equipped with disposable tablecloths and napkins (paper or fabric washed after each use at + 60º. Setrilleras, salt and 
pepper and disposable condiments (individual packaging or properly washed and disinfected after each use).

15.√ Porcelain, glassware and cutlery properly washed and disinfected, and placed on the table (to avoid being touched by other 
customers).

16.√ Intensify cleaning and disinfection processes, especially those that can be touched with the hands (tables, chairs, backrests
and areas where the chairs are taken after each service).

17.

Recommendations

Restaurant

Room Staff (EPI’S)
√ Germicidal towels or
disinfectants for cleaning surfaces.
√ Facial or eye masks.
√ Disposable contminated waste
bag.



1.Considerations regarding the rooms

2.√ Minimum daily ventilation of 10 minutes.

3.√ Establish a room cleaning plan.

4.√ The client may waive any service provided by the hotel voluntarily (cleaning or change of sheets)

5.Recomendations

6.√ Prohibition of glass glasses in the room. (disposable glasses, properly wrapped and pressed).

7.√ It is necessary to eliminate the amenities of the rooms (they will be delivered at check in or at the reception).

8.√ Disposable contaminated waste bag.

Recommendations

Flats

Floor Staff (EPI’S)
√. Disposable gloves
√. Protective masks
√. Individual cleaning
packages for the romos.
√. Disposable
contaminated waste bag.

Hygienic measures in the workplace



1.General Hygiene Recommendations

2.√ Hand hygiene. Frequent washing

3.√ Prohibition from entering the food handling areas of people outside the service, or who belong to the service and are not in 
their working hours.

4.√ Disposable gloves.

5.√ Disposable masks.

6.√ Disposable contaminated waste bag.

7.√ The correct placement of the EPIS of the kitchen staff is fundamental.

8.Cleaning considerations

9.√. Eliminate leftover food by physical methods, kitchen paper, specific cloths

10.√. Ensure proper disinfection and wash utensils frequently.

11.

Recommendations

Kitchen

Per afrontar l’obertura
NETEJA I DESINFECCIÓ 

EXHAUSTIVA DEL 
LOCAL ABANS DE 

L’OBERTURA i REVISIÓ 
DELS EQUIPS I 

MAQUINÀRIA DE FRED

Hygienic measures in the workplace



3. Program of
Preventive
Measures

MEDICAL 
CONTROL 
PROGRAM:

It is recommended to perform medical checks 
on workers, and if necessary to have control 
over workers by means of thermometers, etc.

CLEANING 
PROGRAM: Have a plan to clean the workplaces and 

equipment on a regular basis to ensure your 
hygiene.

WASTE 
MANAGEMENT 
PROGRAM:

Have a daily waste management plan.

TEAM 
MANAGEMENT 
PROGRAM:

Have a maintenance plan for equipment to 
ensure hygiene in the workplace, air 
conditioning, filters, boilers, etc.

EQUIPMENT
PROGRAM: Have a plan to ensure the supply of EPI and 

necessary cleaning items.



We work for your well

We will wait for you!


