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Purpose 

The following checklist provides business owners and managers with actions required to set up their 

hospitality venue and functions (including events, third-party hires and meetings) prior to reopening, 

including signage, personal and venue hygiene, protocols and physical distancing, to prevent transmission 

and manage the safety of staff and customers. 
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2 What you need to safely reopen your hospitality business 

Ensure your COVIDSafe Plan is in place, including all the Facility Access Plan elements are completed. 

The following measures must be in place before reopening, follow and implement the recommendations of 

the Victorian Government’s Hospitality Sector Guidance, including: 

 Cleaning and disinfecting of premises 

 Venue set up for appropriate number of people and physical distancing 

 Implement signage, menus and record keeping 

 Update staff and management policies, practices and training 

 Implement and understand Emergency Action Plan – Case Management. 

Recommended: 

 Update your terms of hire to include COVID-19-specific information (guide to be provided) 

 Implement a COVIDSafe Event Checklist for each booking and provide a COVIDSafe Event Plan to 

client/user (template to be provided) 

 Implement COVIDSafe Hospitality Participant Checklist 

 Cleaning of premises 

 Ensure appropriate detergents and disinfecting products are available to effectively clean and sanitise 

all surfaces (see COVIDSafe Cleaning Guide) 

 Conduct a clean of all contact surfaces and objects (see COVIDSafe Cleaning Guide) 

 Thoroughly clean and sanitise all areas and surfaces used for food preparation and serving as well as 

ensuring utensils are cleaned and sanitised before use to ensure there is no risk to food safety 

 Check all stocks of food packaging materials, such as takeaway containers, are clean 

 Have air conditioning systems serviced according to manufacturer’s instructions and ensure they are 

fully functional. Where possible fresh air flow should be maximised in indoor venues. 

 

3 Venue set up for appropriate number of people and physical distancing 

 Undertake requirements as per the Victorian Government’s Hospitality Sector Guidance 

 Ensure venue is set up to adhere to patron and table size limits, and physical distancing of dining 

groups as defined by DHHS 

 Optimise physical distancing in the layout by reviewing entry and exit points, flow of staff and patrons, 

location of hand sanitiser 

 Remove waiting area seating, or space each seat in the waiting area at least 1.5 metres apart 

 Place hand sanitiser at entry and exit points so staff and customers can use when arriving and leaving 

 Consider reducing the number of touch points. For example, leave internal access doors open where 

appropriate 

 Remove, or prevent access to, any self-service buffet-style food service areas and communal 

condiment and drink stations. Drinking water should be supplied free via table service. 

https://www.coronavirus.vic.gov.au/hospitality-food-and-beverage-services-sector-guidance
https://lsv.com.au/clubcovidrecovery/covidsafe-case-action-plan/
https://www.coronavirus.vic.gov.au/covidsafe-events-checklist
https://lsv.com.au/clubcovidrecovery/covidsafe-hospitality-participant-checklist/
https://lsv.com.au/clubcovidrecovery/covidsafe-cleaning-guide/
https://lsv.com.au/clubcovidrecovery/covidsafe-cleaning-guide/
https://www.coronavirus.vic.gov.au/hospitality-food-and-beverage-services-sector-guidance
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4 Signage, menus and record keeping 

 Display signage for staff and patrons and install in appropriate, high visibility locations. Refer to 

downloadable signage and Hospitality Sector Guidance 

 Signage should include (in addition to facility set-up COVIDSafe Signage): 

a) a sign at the entrance to your venue that advises patrons of the maximum number of 

patrons allowed at any time; 

b) information about the symptoms of coronavirus (COVID-19) and the need to stay home 

when unwell; and 

c) hygiene and physical distancing practices. 

 Display a poster at the venue confirming that staff have reviewed the guidelines, including 

evidence that at least one staff member at your venue has completed the Victorian Government 

online coronavirus (COVID-19) training 

 Promote physical distancing by placing floor or wall markings or signs to identify 1.5 metres 

distance between persons for queues and waiting areas and using physical barriers where 

possible 

 Record patron contact details on arrival through QR code, for every member of a party, including 

children. If a patron must use a paper record, remember to minimise the number of people who 

touch your record keeping surface and securely store patron contact details for at least 28 days. 

Securely destroy patron contact details after 28 days 

 Display COVIDSafe Personal Health Checklist to educate staff and participants. 

5 Staff and management policies, practices and training 

 Ensure you as the operator or manager understand your obligations under the Occupational Health 

and Safety Act and have reviewed the coronavirus (COVID-19) guidance from WorkSafe Victoria, 

available here 

 So far as is reasonably practicable, consult with workers and HSRs (if any), on matters related to 

health or safety that directly affect, or are likely to directly affect them. Refer to WorkSafe for more 

information 

 All current staff should complete infection prevention and control training. Any new staff being 

engaged also need to complete free infection control training 

 Plan to have an in-house session with your staff every three months to refresh their knowledge of 

relevant training 

 Consider appointing a worker to be your coronavirus (COVID-19) Response Officer to ensure 

policies and practices are being followed, workers are trained, and records are kept 

 Distribute the Hospitality Sector Guidance to staff and ensure that they are familiar with the 

information 

 Establish new processes and schedules for cleaning and sanitising to maintain good hygiene at 

your venue, including frequent cleaning of high touch points such as doors, handles, chairs and 

handrails (see COVIDSafe Cleaning Guide) 

 Implement and understand Emergency Action Plan – Case Management. 

https://www.coronavirus.vic.gov.au/signs-posters-and-templates
https://www.coronavirus.vic.gov.au/hospitality-food-and-beverage-services-sector-guidance
https://lsv.com.au/clubcovidrecovery/covidsafe-signage-packs/
https://lsv.com.au/clubcovidrecovery/personal-health-checklist/
http://www.worksafe.vic.gov.au/resources/preparing-pandemic-guide-employers
https://www.worksafe.vic.gov.au/consultation-safety-basics
https://www.skills.vic.gov.au/victorianskillsgateway/Explore/Pages/infection-control-training.aspx
https://www.coronavirus.vic.gov.au/hospitality-food-and-beverage-services-sector-guidance
https://lsv.com.au/clubcovidrecovery/covidsafe-cleaning-guide/
https://lsv.com.au/clubcovidrecovery/covidsafe-case-action-plan/
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6 COVIDSafe hire terms and conditions 

 Update your terms of hire to include COVID-19 specific information (guide to be provided) 

 Implement process for agreement with client/user prior to commencement of hire. 

7 COVIDSafe functions and events 

 Implement a COVIDSafe Event Checklist for each booking  

 Implement a COVIDSafe Event Plan which is agreed to prior to event (template to be provided) 

 Implement COVIDSafe Hospitality Participant Checklist and provide to client/user. 

 

8 References 

• Hospitality Sector Guidance 

• WorkSafe Victoria Guidelines 

• DHHS COVIDSafe Event Checklist 

• COVIDSafe Event Plan (template to be provided) 

• Terms of Hire (template to be provided) 

• COVIDSafe Hospitality Participant Checklist 

https://www.coronavirus.vic.gov.au/covidsafe-events-checklist
https://lsv.com.au/clubcovidrecovery/covidsafe-hospitality-participant-checklist/
https://www.coronavirus.vic.gov.au/hospitality-food-and-beverage-services-sector-guidance
http://www.worksafe.vic.gov.au/resources/preparing-pandemic-guide-employers
https://www.coronavirus.vic.gov.au/covidsafe-events-checklist
https://lsv.com.au/clubcovidrecovery/covidsafe-hospitality-participant-checklist/

