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Effective: 23 September 2020 
General Guidance for Hospitality Staff 
All hospitality staff are to:  

 Report for shifts in clean uniforms. 
 Equip themselves in masks as they enter clubhouse. 
 Sanitize hands as they enter clubhouse. 
 Log temperature in Temperature Log Book (Chef has 2 thermometers in kitchen and sheets to 

record; already in practice for kitchen staff). 
 Report any cases of illness / sickness to immediate manager. Do not proceed to work for the day. To 

the best of your efforts, inform manager or Chef in a timely manner. In the event that you that you 
have Covid-19 related symptoms, please proceed to get tested for the virus. If being tested for the 
virus, submit test results to management before discussing return to work. 

 Place all personal belongings in lockers located in Cloak Room. Make sure that you have a lock for 
lockers. 

 Maintain a physical distance of 6 feet from co-workers when possible.  
 Avoid touching your face. If you have touched facial area, sanitize hands afterwards. 
 Only consume food while seated during break periods. Ensure that you sanitize hands prior to and 

immediately after consuming food or beverages. 
 Breaks will be staggered. Respect distancing requirements if you are on break with co-workers and 

consuming food or beverage items. 
 No sharing of food or beverage items. 

Important Message to All Hospitality Staff: Your job as a service provider is not only to ensure delivery of 
products and services, but is also to ensure health and safety requirements are maintained. In the event that 
a member/s are found not to comply with NSC Covid-19 procedures (especially the mask policy) you are to 
report the individual to (A) Bar Manager (B) Shift Supervisor (C) Business Manager for proper recourse.  Sr. 
level employees will have the right to contact authorities as a last resort should the situation escalate. A 
detailed incident report is to by filed by the Bar Manager or Supervisor on duty, then submitted to the 
Business Manager for further review with the Club’s Board of Directors. Please remember to stay diplomatic 
in all instances (The 3 C’s, Cool, Calm & Collected).Board of Director members are also available to provide 
assistance if needed. 
Bar Manager / Supervisors: Be proactive in monitoring service areas to ensure member and staff compliance 
with NSC procedures. Politely encourage spacing (no mingling) between customers in the event that the rule 
is not being respected.  

 Upon arrival to the clubhouse, ensure all bar and dining inventories and items purchased are wiped 
down with approved disinfectants. 

 Provide staff support when needed in facilitating service 
 Ensure that staff have the proper levels of hand sanitizer, masks and personal equipment items, such 

as wine openers. We should be limiting the need to share items that are commonly touched as much 
as possible. 

 Ensure that host / hostess has an updated reservation list to start their shift. 
 Ensure that service staff have performed the prep work to accommodate service (e.g., prepared 

cutlery rollups, assembled condiment containers). 
 Inform business manager of any unruly members that fail to abide by Covid Plan of Procedures for 

proper recourse.  
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 Ensure that glass-washing machine is properly serviced to ensure proper level of detergent and 
proper water temperature.  

Host/ Hostess  
The primary function of the host / hostess is to control access to the hospitality areas, while providing 
seating accommodations to members and guests. The host will monitor the attendance levels (Total users 
in the hospitality facilities) to ensure that maximum capacity is not exceeded (50-60 guests for the interior 
and 75-85 for exterior).  The host may, with the guidance of either bar management or supervisors, 
reconfigure seating layout to maintain the required levels of physical distancing set out by the Province of 
Ontario. The host / hostess will remain at the check-in station, with the exception of assisting members 
and guests to their seating. 

 Host / Hostess to ensure there are sufficient attendance sheets at the start of their shift. 
 Host / hostess to check for reservation details at beginning of shift. 
 Reserve all required tables with RSVP signs (these reservations should only be groups of 6-10 

people). 
 Host / hostess to ensure that there is a sufficient number of menus to accommodate service for the 

day. Please use menus only once and dispose of all used menus. 
 Host / hostess is to be active in maintaining an up-to-date attendance log and assignment of tables. 
 Place all attendance login sheets in the black file holder at the end of your shift. 
 Assist those with mobility challenges. If needed, request that a co-worker provide assistance. 

Bartenders / Service Staff 
Service staff will provide table service to members and guests to limit unnecessary movement by those using 
dining services. In the event that members or guests are not seated at tables, you are to politely remind them 
that service will only be provided to those who are seated at their assigned tables. 
Staff is to ensure that the following items are out of patrons’ reach to ensure the reduced potential of 
unnecessary touching by anyone other than service staff. It is recommended that these items be placed in an 
area that is accessible to staff, and off-limits to members. 

 Drinking straws are to be removed from bar counters and to be provided to clients upon request. 
 Cutlery rollups are to be made at the beginning of each shift, containing one fork and knife that are 

rolled inside of a paper napkin. Please remove napkins out of general circulation and provide 
members with napkins when needed. 

 The self-serve water service unit and glassware to be removed from the bar are until further notice. 
 Use service tray for glassware when serving or clearing tables. Staff are not to place fingers inside of 

used glasses. 
Ensure that you follow the items listed below to better protect those you are serving as well as yourself and 
co-workers. 

 Sanitize hands after handling any used cutlery, glassware or plate ware. 
 Wipe surfaces that have been in contact with used items. 
 When processing payment, wipe down debit terminal after each use. Sanitize hands afterwards. 
 When handling the preparation of all food items, wear gloves. In the event that you do not have 

gloves, ensure that your hands have been sanitized prior to touching any items such as fruit that will 
likely be touched be members / patrons. 
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 Please ensure that the bar area is wiped down on a consistent basis to help control sanitation 
according to required standards. 

Bussers: Be proactive in wiping any and all surfaces that have been used once they have been vacated. Use 
surface sanitizer and clean cloth according to the cleaning standard.  
These surfaces include but are not limited to: 

 All countertops  
 Tables and chairs 
 Couches, arm chairs and coffee tables. 
 Door handles (thoroughly) 
 Bannisters (interior of clubhouse) 
 Service trays 
 Hand sanitizer dispensers 
 Condiment holders 
 Glass washing machine (every hour on the hour) 
 Cutlery bins 
 Service stations 

Sanitize the elevator when used (wiping buttons, rails and doors).  
Below are some of the areas and item’s that bussers will be tasked with sanitizing on a daily basis. 

            
 

In addition to performing sanitation requirements, bussers shall assist service staff with the following: 
 Dirty glasses are to be placed in glass-washing machine. They are collected from tables to ensure 

minimal touch potential and eliminating cross contamination potential. 
 Assist service staff when needed in expediting food orders to eliminate food being left unattended. 

  
 
End of Service Cleaning 
Bar Manager or supervisor to assign cleaning duties at end of service.  

 Staff are to carry out cleaning duties in accordance with assigned by Bar Manager or supervisor.  
 Sanitize all tables and chairs (interior and exterior dining areas). 
 Sanitize all counter surfaces and commonly touched items such as debit terminals and door handles. 
 Glass washing machine is to be cleaned at end of each shift, and cleaning detergents are to be 

replenished as needed by assigned staff member on duty 
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Kitchen 
The kitchen is a high-risk cross contamination / transmission area where proper sanitation and hygiene will 
have to be respected fully. There is no room for oversights regarding protecting those we serve. Food 
handling and proper storage is key in reducing risk associated with this service.  
Starting Shift  
Please ensure that you have sanitized your hands upon entering the kitchen facility. 

 Scheduling of shifts should be staggered to limit crowding as much as possible.  
 Staff are to ensure that they start shifts in clean uniforms. 
 Chef, cooks and dishwashers are to wear facial masks or shields throughout the course of their shift 

to ensure the risk of air-borne / particle transmission is controlled to the utmost. Routine hand 
sanitation is to be performed on a regular basis.   

 Sanitize counter and preparation surfaces at start of shift. 
 Verify that your dishwashing machine is operating at the required wash and rinse temperatures and 

with the appropriate detergents and sanitizers. 
 Start shift using clean utensils and cutting tools. 

Deliveries 

 Deliveries are to be scheduled to coincide with kitchen staff’s presence during their shifts. Food is to 
be checked upon delivery. 

 Ensure that delivery driver remains in mask throughout the course of their drop-off of inventories. 
 Wipe boxes prior to placing them in fridge, freezer or storage. 
 Sanitize hands after handling inventories. 

During Service 

 Designate cooks to specific roles, and avoid sharing items such as knives, ladles, service spoons. If 
sharing is required, please wash equipment after each use. This will also help maintain spacing 
requirements when multiple staff are scheduled. 

 One employee is to be designated as dishwasher to reduce potential for cross contamination from 
used dishware and utensils to food that’s to be served. Should there be no dishwashing 
requirements, then they are to wash their hands and forearm areas for 20 seconds with soap prior to 
handling any food preparations or service. 

 Wash, rinse, and sanitize food contact surfaces, dishware, utensils, food preparation surfaces, and 
equipment after each use. Frequently disinfect all other surfaces that are routinely touched by 
employees or clients, such as door knobs, equipment handles, and check-out counters. 

 Bus bins are to be washed after each use. 
 Garbage and recycling are to be deposited in their respective bins immediately. No allowing for these 

items to linger in the back staircase or in the hallway located in front of the supply room located on 
the 1st floor. 

 Avoid leaving foods not needed for immediate service in open-air. Cover these with plastic or 
aluminum wrap or lids. 

 When placing food items at the pickup counter, ensure communication is made with service team for 
order pickup. Food is not to be left unattended.  
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 In the event that you have a return order, disregard any food that’s been partially eaten or touched. 
Start fresh. It’s a small cost for our wellbeing.    

Closing & Cleanup 

 Ensure that the kitchen is properly sanitized at end of service each day. Sanitize all service counters 
and surfaces used to facilitate food service.  

 Sanitize any commonly touched items our surfaces, such as light switches, paper towel & soap 
dispensers, door handles etc. 

 Ensure that the dishwasher is cleaned at end of service day. 
 Place all recycling and garbage in trash or recycling bins at the end of the day. 

 


