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SAATHI GUIDANCE DOCUMENT (HOTEL WITH IN-HOUSE RESTAURANT) 

Clause Key Element Section Sub Elements 
Sub-

section 
Requirements 

1 

Management 

Commitment 

The Hotel, through its top 

management, must be 

committed to safeguard 

its workplace(s), 

employees, guests, 

contractors, suppliers and 

other stakeholders from 

the COVID-19 pandemic 

and also to maintain 

business continuity by 

mitigating risks. 

1.1 

Regulatory Aspects 

The Hotel must 

follow all regulatory 

and statutory 

compliances related 

to COVID 19 

1.1.1 

1. The Management shall identify all regulatory guidance (respective local, State or 

Central Government regulations and directives) to establish the safety and hygiene 

conditions/protocols in its workplace and reviewing it time to time to keep it current. 

2. The Management shall ensure that all activities and employee practices in the facility 

are operating and fulfilling the respective local, State or Central Government 

regulations and directives. 

3. Hotels in containment zones shall remain closed. Only those outside containment zones 

will be allowed to open. 

4. Gaming Arcades/Children play areas (wherever applicable) shall remain closed till as 

advised. 

1.2 

Rapid Response 

Team 

This team will 

handle all COVID 

related situations in 

the Hotel 

1.2.1 

1. The Hotel Management shall create a Rapid Response Team (RRT) led by a senior 

resource to oversee this team and the COVID-19 crisis.  

2. Depending on the size of the hotel, department-wise nominations may be made (like 

Front Office, F&B service, F&B Production, Housekeeping, Engineering etc.). 

3. Name, Designation and contact information of the RRT and the nominated senior 

person shall be communicated to all concerned. 

4. The RRT should be responsible to prevent incidents, effectively manage cases and 

mitigate impact among guests, staff and other involved parties. 

1.3 

Adequacy of 

Resources 

Making resources 

available all the time 

will minimize risks 

and ensure business 

continuity 

1.3.1 

1. The management shall ensure that only adequate human resources have been deployed 

(department-wise, if needed) for example, those not in customer-facing roles such as 

administrative staff should work from home if at all possible. 

2. The management shall ensure adequate availability of necessary equipment, PPEs 

(Masks, gloves or other protective equipment as applicable), sanitizers, facility of hand-

wash at proper locations, arrangement for social distancing etc. including proactive 

replenishment. For example: 

 Thermal Gun thermometer for temperature checking of staff and guests at all entry 

points 

 Hand-wash soap, Hand Sanitizers, Hand Gloves, Masks, coveralls (as needed) 

 Garbage Bags (separate bio-hazard bags for used masks and other PPEs as per 

CPCB’s guidelines) 

 Sufficient disinfectants like sodium hypochlorite (1%) 

 Gowns/ Aprons & Personal Protective Gears 

 

2 

Hygiene & Sanitization 

To ensure continuous 

hygiene and cleanliness of 
2.1 

Hotel sanitization 

This includes all the 

public areas, back-
2.1.1 

1. All frequently used touch points in the hotel should be identified in all 

departments/outlets both in the public areas as well as the back areas within the hotel 

premises.  
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Clause Key Element Section Sub Elements 
Sub-

section 
Requirements 

all Hotel areas including 

rooms, public areas and 

back-of-the-house areas 

and defining hygiene 

standards for staff as well 

as guests 

of-the-house areas of 

the hotel where all 

frequently used 

touchpoints that 

need regular 

cleaning and 

sanitization are 

identified 

2. A sanitization Standard Operating Procedure (SOP) & Schedule shall be in place for 

all areas that must be monitored regularly. 

3. All the identified touch points in public areas, outlets& back-of-the-house areas like 

door handles, elevator buttons, counter tops, table-tops, chairs, railings, etc. should be 

cleaned continuously using a sanitizer / disinfectant.  

4. Deep cleaning of all washrooms shall be ensured. 

5. It is advised to use Sodium Hypochlorite 1% solution having at least 70% alcohol to 

clean these frequently touched points. 

2.1.2 

Disinfection of common areas like corridors, elevators, stairs etc. shall be done regularly. 

The suggested requirements of cleaning for various areas/ items are as mentioned below:  

Area/Item 
Item/ 

Equipment 
Frequency Method/procedure 

General 

Cleaning 

R2/ Detergent 

& Warm Water, 

Disinfectant 

Twice a 

day 

 Scrub floors with hot water & detergent using 

minimal water 

 Clean with plain water 

 Allow to dry & MOP with disinfectant 

Lockers, 

Tables 

Cupboard, 

Wardrobes 

Damp Duster 

with 

disinfectant 

Daily  Damp dust with regular disinfectants 

Railings 

Detergent/ 

Sanitizer-hot 

water, 

Disinfectant 

Twice a 

day 

 Damp dust with warm water & detergent followed 

by disinfection 

Mirrors & 

Glass 

Warm water/ 

Detergent 

water/ Cleaning 

solution damp 

cloth wiper 

Daily 

 Using warm water & a small quantity of detergent 

& using a damp cloth, wipe over the mirror, then 

using dry cloth buff the mirror & glass to a clean 

dry finish 

Furniture & 

Fittings 

Disinfectant, 

Duster 
Daily 

 Using disinfectant damp dust furniture & fittings, 

including chairs, stools, beds, tables etc. 

Light 

Switches/ 

Over bed 

lights 

Disinfectant, 

Duster 
Daily 

 Light switches to be cleaned of dust, spots& finger 

marks, clean with a damp cloth 

 Over bed lighting to be damp dusted, clean with 

damp cloth 

Toilet Pot/ 

Commode 

R1/ Soap 

powder, Long 

Whenever 

required 

 Inside of toilet pot/ commode 

 Scrub with the R1/ soap powder & angular brush 

 Clean with R1/ soap powder & scrubber 
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Clause Key Element Section Sub Elements 
Sub-

section 
Requirements 

handle angular 

brush 

Toilet Floor 

/Sink 

R1/ Soap 

powder, 

scrubbing 

brush 

Whenever 

required 

 Scrub with soap powder & the scrubbing brush 

 Wash with water 

Taps & 

Fittings/ 

Shower area 

Warm water, 

Detergent 

powder, Nylon 

scrubber 

Whenever 

required 

 Wipe over taps & fittings with a damp cloth & 

detergent 

 Care should be taken to clean the underside of taps 

& fittings 
 

2.2 

Room Cleaning & 

Housekeeping 

This is a very 

sensitive area and 

maximum 

precaution needs to 

be taken while 

cleaning/sanitizing a 

guest-room 

2.2.1 

Cleaning of rooms: 

 The Guest will have an option to opt out from daily cleaning. 

 Linen to be changed as per the request by the guest. 

 Housekeeping staff should wear masks or PPE (Masks, gloves or other protective 

equipment as & wherever applicable) while cleaning/ deep cleaning.  

 Staff must sanitize their hands or wash their hands with soap before & after the 

cleaning process. 

 During the cleaning process of an occupied room, guests should stay in the lobby 

or near the room without touching anything. 

 In case of room cleaning after checkout, a deep cleaning to be done and clean linen 

and towels to be provided.  

2.2.2 

Linen cleaning: 

 Housekeeping staff should use masks and hand gloves while handling used linen 

and the same should be kept in a separate place. 

 Linen should be changed after each checkout. For long-stay guests, it may be as 

per the request by the guest. 

2.3 

Restaurant 

sanitization 

This includes all 

areas like kitchen, 

seating area, waiting 

area, bar (if 

applicable) etc. 

where all frequently 

used touchpoints 

that need regular 

cleaning and 

2.3.1 

Dining Area: 

 Provide safe, sanitized and clinically clean environment to the visitors and staff. 

 All major touch points, operating panels, seats, covers, toolbox etc. requiring 

human touch should be sanitized at an hourly frequency, or when needed, with 

effective sanitizers.  

 Guest Service areas shall be thoroughly cleaned and disinfected before and after 

every shift. 

 All tables to be cleaned with sanitizers and chlorinated water. The crockery, 

cutlery, hollow-ware and service ware etc. be washed with hot water and food 

grade/approved disinfectants. Linen, if used, should be replaced with a 

clean/sanitized one after each table turnover. 
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Clause Key Element Section Sub Elements 
Sub-

section 
Requirements 

sanitization are 

identified 
 A sanitization Standard Operating Procedure (SOP) & Schedule shall be in place 

for all areas that must be monitored regularly.  

 Hand sanitizers (where there is no washing facility) should be placed at the entrance 

and other areas such as washrooms (outside/ strategic locations). 

 Regular deep cleaning of all washrooms shall be ensured.  

2.3.2 

Kitchen / Food Production Area: 

It is recommended to follow the safety/sanitization measures mentioned below- for kitchen/ 

food preparation area:  

 Operational kitchens must be sanitized at regular intervals. 

 Strict adherence to HAACP or ISO or FSSAI norms and guidelines for sanitization 

and hygiene in receiving, storing, and cooking of food items. 

 Ensure all tools get sanitized regularly.  

 Along with proper hand washing, food workers should use a barrier such as tongs, 

gloves or utensils to prevent direct hand contact with food (wherever possible).  

 Appropriate processes for handling perishable and non-perishable items may be 

instituted. Ready-to-eat food items may not be left open and handled appropriately.  

 Keep foods separated to avoid cross contamination, e.g., keeping raw foods 

separated from cooked and ready-to-eat foods.  

 Ensure that any wrapping and packaging used for food transport is done in a manner 

that contamination of the food is prevented 

2.3.3 

Bar Area (if applicable): 

It is recommended to follow the bar safety/sanitization measures mentioned below:  

1. Bar counter and stools to be sanitized properly.  

2. Bar equipment like shakers, blenders, mixers and peg measurers to be cleaned.  

3. Ice container trolley to be washed and sanitized.  

4. All the alcoholic and non-alcoholic bottles to be sanitized with food grade disinfectant. 

5. All the glassware to be appropriately cleaned and disinfected. 

6. It is recommended to follow FSSAI guidelines for handling of beverages. 

2.3.4 

Suggested cleaning process:  

Cleaning process should be followed by disinfection. Use chemicals as per the direction 

provided by the manufacturers. (Use of chemicals recommended by FSSAI technical 

norms) 

 

Restaurant Areas 

Area Solution 

Food preparation/ production area, Stores, 

Packaging area, Service Area, Waste 

Disposal Area, Office space, Transport 

Vehicle, Toilets/Washrooms 

Soap and water (preferably hot water) 

followed by disinfection (using freshly 

prepared 1% hypochlorite solution or 

equivalent) 
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Clause Key Element Section Sub Elements 
Sub-

section 
Requirements 

 

Restaurant Equipment and crockery etc. 

Equipment/Crockery Solution  

Cleaning Equipment, containers, utensils, 

crockery, cutlery and service ware etc. 

thoroughly with cleaning solution and 

water. 

Use of hot water (above 60o C) is 

recommended. After cleaning, sanitization 

using Alcohol/ Quaternary ammonium 

compound is recommended. (Follow 

FSSAI guideline) 

 

The crockery, cutlery, hollowware and 

service ware etc. be washed with hot water 

and food grade/ approved disinfectants. 
 

2.4 

Personal Hygiene: 

Employee/Staff 

All Employees must 

ensure impeccable 

hygiene practices to 

avoid cross 

contamination 

2.4.1 

1. All Staff, irrespective of designation/department, shall wear mask & hand gloves 

(wherever applicable), which should be changed/disinfected after handling each guest 

in order to avoid cross contamination. 

2. Monitoring of body temperature via thermal gun thermometer should be done daily and 

at frequent intervals if needed.  

3. All staff shall maintain respiratory etiquettes i.e. covering mouth and nose with bent 

elbow or tissue when coughing or sneezing. The used tissue should be disposed of 

immediately as per prescribed norms. 

4. Social distancing should be maintained amongst staff as well as guests and all should 

refrain from hugging & shaking hands with guests as well as among themselves. 

5. In case there is no in-house laundry for staff, then all staff should be advised to wear 

clean attire to avoid cross contamination. 

2.5 

Personal Hygiene: 

Hotel Guest 

All guests must be 

informed beforehand 

on the guidelines 

related to hygiene 

and safety practiced 

by the hotel 

2.5.1 

1. Guests should not visit any containment zone in the city while residing in the hotel. 

2. Guests should not step out of the hotel room unnecessarily. If unavoidable, they must 

wear a mask whenever stepping out. 

3. The guestroom doors shall be kept closed at all times and any contact with the 

doorknobs must be minimized. 

4. All guests shall always keep a safe distance from others as per social distancing norms.   

5. Guests should frequently wash their hands with the soap or sanitize as and when 

needed.   

6. In case of room service, guests shall put all disposable plates /cups/ bottles after use in 

the garbage bag provided by the hotel.   

 

3. 
Safety advisories in 

Hotel operations 
3.1 

General Advisories 

These advisories are 

generic in nature and 
3.1.1 

In case of a suspect or confirmed case in the hotel premises:  

1. Place the ill person in a room or area where they are isolated from others. 

2. Provide a mask/face cover till such time she/he is examined by a doctor.  
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Clause Key Element Section Sub Elements 
Sub-

section 
Requirements 

The Hotel must 

demonstrate that all 

precautions are being 

taken during hotel 

operations, both by staff 

as well as guests. It will 

not only protect the staff 

from injury and illness, 

but also keep the guests 

safe. 

must be adhered to 

by all concerned 

3. Immediately inform the nearest medical facility (hospital/clinic) or call the state or 

district helpline.  

4. A risk assessment will be undertaken by the designated public health authority (district 

RRT/treating physician) and accordingly further action be initiated regarding 

management of case, her/his contacts and need for disinfection. 

5. Disinfection of the premises to be taken up if the person is found positive. 

3.1.2 

1. All employees/staff who are at higher risk, i.e. older employees, pregnant employees 

and employees who have underlying medical conditions, to take extra precautions and 

should preferably not be exposed to any front-line work requiring direct contact with 

the public.  

2. For all employees/staff who are at higher risk, work from home may be facilitated 

wherever feasible. 

3.1.3 
Number of people in the elevators (if any) shall be restricted, duly maintaining social 

distancing norms. Use of escalators with one person on alternate steps may be encouraged.  

3.1.4 

1. Social distancing norms (6ft) should be followed by all (guests & staff). 

2. The regulation regarding maximum number persons or a gathering in a hall or a 

confined room shall be followed at all times.  

3. Any area in the hotel with seats (Lobby, Restaurants etc.) shall ensure that social 

distancing norms are followed.  

4. Staff should follow a restricted movement (only in cases of work) around rooms or 

other public areas. 

3.1.5 

1. Spitting shall be strictly prohibited in all areas except for the place assigned for. 

2. Prohibit sharing of lockers or uniform or any other common items like notepad, pen 

etc. 

3.1.6 
All staff & guest shall be advised to download “AarogyaSetu” mobile application and 

regularly assess themselves 

3.2 

Hotel Premises 
(entry/exit) 

This is the first line 

of defence and all 

persons must be 

screened while 

entering the 

premises while 

maintaining all 

precautions 

3.2.1 

Screening & Sanitization at Entry 

The Hotel shall institute a regular non-contact screening protocol which must include (but 

not limited to) the following at all entry/exit locations of the Hotel (including Time Office, 

Main Porch/Entry and other entry/exit points):  

1. All employees, visitors, guests etc. shall undergo screening for measurement of body 

temperature and sanitization of their hands. 

2. No manual frisking of guests at entry wherever possible. To use doorframe metal 

detector or hand-held metal detector, if needed. 

3. Temperature recording should be within 37.5C or 99F (or as advised by ICMR or other 

relevant authority). Any deviation indicative of fever must be recorded and reported 

along with the details of action taken. 
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Clause Key Element Section Sub Elements 
Sub-

section 
Requirements 

4. Visual flu-like symptoms for e.g. cough, cold, shortness of breath, breathing 

difficulties, fatigue etc. needs to be observed/ verified as a part of the screening process 

(or any indications as advised by ICMR or relevant authority from time to time). 

5. Self-declaration may be taken from the Guests, employees, workers, visitors etc. in case 

they display any symptoms of/ similar to COVID- 19. Declaration may include any 

possible contact with a COVID-19 person/ travel to a COVID-19 affected area. The 

hotel must have a format ready. 

6. A well informed and trained security person and a 24x7 security guard, to keep check 

at the main entrance gate of the area, should be available (wherever required). 

7. Ministry of Health and Family Welfare’s protocol/SOPs is to be adhered to for handling 

suspected & COVID positive guests or employees. 

3.3 

Front Office 

(Check-in / Check-

out / Baggage 

handling etc.) 

Contactless 

operations or with 

minimum contact 

must be devised to 

reduce risks 

3.3.1 
Check-in formalities should be completed (as far as possible) in a contactless manner (QR 

code/online forms wherever possible) to reduce contact and time at the front desk.   

3.3.2 

Guests waiting to check-in shall be requested to maintain a queue with a 6ft distance. 

Standing space signs will be indicated on the floor (or other visible location) to maintain 

social distancing.  

3.3.3 
All guests shall be advised to download “AarogyaSetu” mobile app and regularly assess 

themselves. 

3.3.4 
Guest details shall be sent in advance for guest registration along with government 

approved identity card and any other information required by the hotel, online mode. 

3.3.5 

Room allocation should be done prior to reserved guests’ arrival along with room keys to 

avoid any crowding at the Front Desk. Similarly, for Walk-ins, a check-in process with 

minimum contact may be devised.   

3.3.6 
Details of the travel history, medical condition etc. along with a Self-declaration form shall 

be provided by the guest during check-in. 

3.3.7 Travel itinerary may be sought from the guests to ensure traceability.  

3.3.8 Guests should be briefed about the Do’s & Don’ts while at the hotel.  

3.3.9 Bell Captain/porter should disinfect luggage (as far as possible) before delivering to room.  

3.3.10 
Guests should inform the reception (using intercom or personal mobile), an hour before the 

checkout.   

3.3.11 
Payments should be made through a digital/online medium with minimum cash transactions 

wherever possible.  

3.4 

Room service 

(if applicable) 

All precautions 

related to handling 

of food service 

3.4.1 

1. Room Service shall be encouraged instead of dine-out.  

2. Room Service personnel should leave the ordered food at guest’s door and not hand 

over directly.  

3.4.2 Room Service personnel, when handling dishes and utensils, should wear gloves. 

3.4.3 
Communication between guests and in-house staff should be strictly through intercom or 

mobile phone. 
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Sub-

section 
Requirements 

should be taken to 

minimize risks 3.4.4 

1. Any item required such as water bottle/toiletries/medicine/linen etc. should be given to 

the guests with minimum contact.  

2. Trays should be used to avoid hand contact. 

3.4.5 

1. It is advisable to use disposable cutlery for all purposes, which should be disposed after 

use inside a garbage bag as per norm.   

2. In case of non-disposable cutlery, the guests shall keep the used cutlery outside their 

room at a predefined place. 

3.5 

Dining Area 

All precautions 

related to seating 

and handling of food 

service should be 

taken to minimize 

risks 

3.5.1 

1. Seating arrangement in the restaurant shall be made in such a way that adequate social 

distancing is maintained. Ensure that the seating capacity is reduced by 50% and the 

seating style is changed so as to maintain social distancing. (only for the pandemic 

phase, following MHA/FSSAI guidelines) 

2. Tables to families/groups to be allocated strategically to avoid contamination with other 

tables. 

3. Ensure floor markings indicating social distancing wherever needed. 

4. Only bottled water, where outer side of the bottle is disinfected, to be used for providing 

water to guests. 

5. Disposable menus are advised. 

6. Instead of cloth napkins/serviettes, use of good quality disposable paper napkins shall 

be encouraged.  

7. Only cooked food to be included in the menu and wherever possible to avoid inclusion 

of raw or cold food like salads etc. 

8. Buffet service should be avoided. If unavoidable, then only the trained service staff to 

serve the food from buffet table/chafing dishes. 

9. Only designated staff to serve the food on a particular table.  

10. The service equipment to be segregated and stored in sanitized cupboards.  

11. The soiled dishes to be immediately taken to dishwashing area and not left on the 

sideboards. The leftover food to be discarded in the designated bins with lids. The 

garbage should be disposed of on regular/daily basis.  

12. Contactless mode of ordering and digital mode of payment (using e-wallets etc.) shall 

be encouraged. 

13. HACCP/ISO/FSSAI standards to be followed for cleanliness of F&B material and 

hygiene.  

3.6 

Kitchen / Food 

Production Area 

The intent of social 

distancing to be 

practiced and 

optimum use of 

human resources 

3.6.1 

1. Kitchens to plan social distancing in a practical manner. 

2. Worktables to be realigned in such a manner that staff do not face each other and also 

maintain social distance. 

3. Optimize employees in production area to ensure physical distancing 

4. Keep staggered workstations in the food preparation area. 

5. Review the speed of production lines considering social distancing and then review & 

decide on shift arrangements. 
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Sub-

section 
Requirements 

3.7 

Home Delivery of 

F&B 

(if applicable) 

Guests to be 

encouraged for 

takeaways instead of 

dine-in. Precautions 

must be maintained 

during delivery. 

3.7.1 

For in-house Restaurants who provide food delivery services: 

1. Cleaning, sanitizing and disinfection measures shall be adopted to ensure that food 

packaging is kept clean and away from sources of contamination. 

2. Ensure that the drivers, loaders and other staff are trained about the COVID-19 

infection symptoms and measures for prevention. They should maintain high standards 

of personal hygiene. 

3. Clean & Sanitize Delivery/ transport vehicles regularly. Use designated vehicle only 

for food deliveries / distribution only. 

4. Hand washing material and Sanitizer bottle to be fixed in driver cabin. 

5. Anyone displaying flu like symptoms should be avoided in handling / transporting / 

delivering food. 

6. Face covers to be worn at all times. 

7. Avoid use of public toilets and crowded places during the breaks. 

8. If a vehicle enters an area marked as a COVID-19 hotspot, then the vehicle shall be 

thoroughly cleaned and disinfected before next use.  

9. Leave the item 6 ft. away from the doorstep of guest after informing her/him. Do not 

handover directly. 

10. Maintain relevant records. 

 

4 

Communication, 

Training & Awareness 

The Hotel needs to 

determine and establish 

processes to ensure 

communication with 

stakeholders (internal & 

external). All staff 

(including contractors) 

must be trained as 

appropriate. 

4.1 

Communication, 

Awareness & 

Training measures 

Overall 

communication, 

awareness and 

training through 

non-contact methods 

is essential 

4.1.1 

1. The Hotel should circulate relevant communication to guests and staff and all the other 

stakeholders to make sure there is consistency in awareness.  

2. The DO’s and DON’Ts shall be clearly conveyed through various mediums, both for 

guests as a well as employees. 

4.1.2 

Awareness through Informational Signs & A/V Media: 

1. Provision of regular training shall be in place for all employees (regular as well as 

contractual) on the established hygiene and safety guidelines for safe working (log of 

training or video record of session to be kept). 

2. Additionally, awareness may also be imparted through informational signs or A/V 

Media encouraging risk-minimizing behavior and should be displayed at prominent 

locations.  

3. Signage will help in reminding about the practices to be followed and may also assist 

in behavioral changes. 

4. Such signage needs to be placed at entrances, exits and all strategic/important locations 

like hand-wash and hygiene stations and in any transit areas. 

5. The signage should be in a language that is clearly understood by the staff.  

6. The signs/displays must be concise and easy to read, preferably using graphics and 

illustrations alongside the text. 

7. As a minimum, the signs must cover the following points: 

 Social distancing norms 
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 COVID-19 symptoms and hotel rules if these are noted in staff and close family/ 

associates 

 Sickness reporting 

 Self-isolation and quarantine rules. 

 Hand hygiene 

 Cough, sneeze and tissue hygiene 

 Use & Disposal of gloves, facemasks and other PPE. 

 Hotel entry and exit procedures 

 Other information as deemed relevant by the organisations 

4.1.3 

Posters may be placed at appropriate/visible locations for general awareness; for example: 

 Emergency helpline numbers - At the reception 

 2 m (6 feet) - Reception & other strategic places 

 General Information – Reception 

 Hand Washing - Reception & Inside the room 

 Respiratory hygiene - Reception & Inside the room 

 Do’s &Don’ts – At all appropriate places 

 

5 

Preventive Measures 

The Hotel needs to make 

necessary provisions for 

handling situations arising 

out of the possible 

COVID-19 infections to 

prevent the spread of 

infection. 

5.1 

Mitigating Risks 

The Hotel needs to 

demonstrate its 

preparedness to 

begin (or continue) 

operations post 

lockdown and also 

carry out its 

operations without 

any disruptions and 

safety hazards. 

5.1.1 

Inspection of all machinery/equipment as per the safety protocols during the restart phase 

shall be done. Considerations include (but not limited to): 

 Servicing or carrying out maintenance of electrical, mechanical or chemical 

equipment, like those of boilers, HVAC systems etc. 

 Combustible liquids, contained gaseous substances, open wires etc. that make any 

facility a high-risk environment. 

 While restarting the Hotel, may consider the first week as the trial or test run period 

and ensure all safety protocols. 

5.1.2 

A process shall be in place in case of any repair or maintenance required: 

 Staff should get on the intercom or a video call with the guest to better understand 

the issue or assist the guest. 

 In case it is not possible to resolve via call, maintenance personnel should wear 

hand gloves and masks while doing the services inside the room.  

 Guests are advised to stay outside the room till the maintenance work is completed. 

5.1.3 

A process shall be in place defining preventive measures to prevent and contain the spread 

of infection, including (but not limited to): 

 Isolation facility & sanitization protocols for suspected cases till the medical help 

arrives. 

 Emergency numbers and Contact numbers of the nearest hospital. 

 Provision for isolation and sanitization of incoming goods, material, couriers, etc.  
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 Adequate controls to prevent unmonitored movement from one department to other 

within the hotel. 

 A commissionaire/door-attendant to open gates/doors wherever possible to 

minimize contact 

 A fully functional adequate CCTV system to ease tracking and tracing of infected 

personnel movement. 

 

6 

Transport Management 

The organization needs to 

establish processes for 

safe travel and transport 

of people                   

(employees, contractors 

and customers, as 

applicable) and goods & 

materials. 

6.1 

Staff/Guest & 

Goods transport 

Necessary 

provisions for social 

distancing and 

sanitization must be 

ensured in all types 

of transportation 

used by the hotel 

6.1.1 

The Hotel shall establish a process to ensure safe travel and transportation of guests/staff: 

 All vehicles shall be disinfected before the start of a trip and at the end of the trip. 

 Guest/Staff transport vehicles shall be equipped to ensure and maintain social 

distancing norms. 

 Use of Mask, Shield and Other appropriate equipment wherever appropriate shall 

be ensured during the travel both by passengers as well as by the driver. 

 Sanitizers in accordance with prescribed norms or equivalent shall be provided in 

the vehicles, all the time. 

6.1.2 

The Hotel shall establish a process to ensure safe transportation of goods and material: 

 Incoming material shall be collected as per FSSAI norms and quarantined at an 

identified location for safe retention and/or safe disposal. 

 Vehicle drivers/helpers shall be screened for symptoms of COVID-19 and their 

movement within the workplace shall be restricted. 

 Delivery / transport vehicles shall be cleaned and disinfected at a predefined 

frequency. Sanitizers with prescribed norms or equivalent shall be provided in the 

vehicles, all the time. 

6.1.3 

1. Valet parking, if available, shall be operational with operating staff wearing face 

covers/ masks and gloves as appropriate.  

2. A proper disinfection of steering wheel, door handles, etc. of the vehicles should be 

taken up. 

 

7 

Vendor Management 

The Hotel needs to make 

provision for 

communication with the 

vendors, suppliers and 

contractors, as applicable, 

and obtain assurance from 

them for a safe workplace 

and also end-to-end safe 

operations. 

7.1 

Vendor 

communication & 

supply 

management 

All vendors must be 

aware of the 

Hygiene & Safety 

guidelines of the 

Hotel 

7.1.1 

1. The Hotel shall ensure communication to all vendors/suppliers/contractors on the Do's 

& Don’ts while entering/exiting the Hotel. 

2. The Hotel shall establish a process to obtain periodic assurance from its suppliers and 

contractors on their continued compliance on COVID-19 measures and the Govt. 

directives. 

7.1.2 

1. Required precautions while handling supplies, inventories and incoming 

goods/material in the hotel shall be ensured.  

2. Proper queue management and disinfection shall be organized. 
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Clause Key Element Section Sub Elements 
Sub-

section 
Requirements 

8 

Ventilation 

Proper ventilation is 

essential to ensure that the 

air circulated is clean and 

therefore, the Hotel needs 

to identify the 

requirements and provide 

measures to maintain the 

indoor air quality clean. 

8.1 

Ensuring clean air 

The management 

shall ensure that the 

hotel areas are well 

ventilated to 

maintain clean air. 

 

8.1.1 

1. The Hotel shall ensure provisions for essential utilities (HVAC, AHU etc.) with 

appropriate filters to maintain clean air, where there is a requirement of specific 

environmental conditions (temperature and humidity). 

2. The Hotel shall follow the guidelines of CPWD for air-conditioning/ventilation, which 

inter alia emphasizes that the temperature setting of all air conditioning devices should 

be in the range of 24-30 C. Relative humidity should be in the range of 40-70%. 

8.1.2 

1. The Hotel shall ensure adequate ventilation with operational exhaust fans in the toilets 

and washrooms (both in the public areas and back areas) 

2. A robust maintenance mechanism shall in place to ensure that the utilities and filters 

are working effectively. 

 

9 

Waste Management 

The Hotel needs to 

determine the regulatory 

and necessary 

requirements for waste 

management and deploy 

them to ensure its safe 

management & disposal. 

9.1 

Appropriate waste 

disposal 

Measures to ensure 

appropriate PPE 

waste should be in 

place in the hotel 

9.1.1 
The Hotel shall follow appropriate waste management measures (relevant to COVID 

related waste, like that of masks, gloves, etc.) and may refer to the CPCB’s guidelines. 

9.1.2 

1. Waste management system of the hotel shall be defined to safely manage and dispose 

of waste, especially, the used PPEs (Masks, gloves or other protective equipment as 

applicable). 

2. The Hotel shall ensure provision for adequate number of dustbins with proper fitting 

covers especially for used PPEs. 

3. The Hotel shall ensure colour coded bins/bags /containers and/or necessary labelling to 

identify waste considering COVID-19 implications. 

4. The Hotel shall institute a process to disinfect inner and outer surfaces (as applicable) 

of the garbage/dust bins, trolleys and vehicles as applicable. 

 

10 

Control of 

Discriminatory 

Practices 

The Hotel needs to 

identify discriminatory 

practices, if any, and 

ensure provisions to 

prevent them. 

10.1 

Eliminating 

prejudices & bias 

Discriminatory 

practices with 

relation to COVID 

may result in an 

unsafe environment 

for all, hence, needs 

mitigation 

10.1.1 

1. The Hotel shall identify possible discriminatory practices (like discrimination against 

persons with a history of COVID-19 or persons from affected areas/regions or not 

providing for Masks, gloves or other protective equipment to employees especially 

contract workers/labour etc.). A “bottom-up approach” may be adopted to identify such 

practices.  

2. The Hotel shall ensure that the steps taken do not have an unjustifiable negative impact 

on some groups compared to others, for example, those with caring responsibilities or 

those with religious commitments. 

3. The Hotel shall institute measures to prevent such discriminatory practices and should 

communicate its position with respect to the discriminatory practices to all the 

stakeholders. 
 


