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Hotel Plan for COVID -19  

Recently, an outbreak of now called COVID-19  

A new coronavirus disease was first reported from Wuhan, China, on the 31st December 2019 
and has now been detected in 77 locations internationally so far. It was later call COVID-19 

(sometimes called novel coronavirus or 2019-nCoV) . 

Our main priority in response to COVID-19 is to provide a clean, healthy and safe environment for 

our guests, staff and wider community. We will be continually reviewing our current processes 

and fully complying with nay guidelines issued. 

Please read below Plan for COVID-19. This plan applies to all our properties: The Godley Hotel, 

Mackenzie Country Hotel, Heritage Gateway Hotel and Countrytime Hotel, including all the 

restaurants in these properties. 

What is COVID-19? 

COVID -19 is a new type of Coronavirus. 

Coronaviruses are a large family of viruses that cause illness ranging from the common cold to 

more severe diseases such as Middle East Respiratory Syndrome (MERS-CoV) and Severe Acute 

Respiratory Syndrome (SARS-CoV).  

These viruses are zoonotic, meaning they are transmitted between animals and people.   

Detailed investigations found that SARS-CoV was transmitted from civet cats to humans and 

MERS-CoV from dromedary camels to humans.  

Several known coronaviruses are circulating in animals that have not yet infected humans.  

Official names have been announced for the virus responsible for COVID-19 (previously known as 

“2019 novel coronavirus”) and the disease it causes.  The official names are: 

Disease: Coronavirus disease (COVID-19) 

Virus: Severe acute respiratory syndrome coronavirus 2 (SARS-CoV-2) 



 
 

5 | P a g e  
 

Symptoms  

The most common symptoms of COVID-19 are: 

• Fever 

• Tiredness 

• Dry cough  

Some patients may have aches and pains, nasal congestion, runny nose, sore throat or diarrhoea. 

These symptoms are usually mild and begin gradually. 

Some people become infected but don’t develop any symptoms and don't feel unwell.  

Most people (about 80%) recover from the disease without needing special treatment. 

Around 1 out of every 6 people who gets COVID-19 becomes seriously ill and develops difficulty 

breathing. 

Older people, and those with underlying medical problems like high blood pressure, heart problems 

or diabetes, are more likely to develop serious illness.  

People with fever, cough and difficulty breathing should seek medical attention. 
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How it Spreads 

Like the flu, COVID-19 can be transmitted from person to person. 

The scientific evidence confirms that coronavirus is spread by droplets.  

This means that when an infected person coughs, sneezes or talks, they may generate droplets 

containing the virus. These droplets are too large to stay in the air for long, so they quickly 

settle on surrounding surfaces. 

Droplet-spread diseases can be spread by: 

• Coughing and sneezing 

• Close personal contact 

• Contact with an object or surface with viral particles on it and then touching your 

mouth, nose or eyes. 

Therefore, it is important to stay more than 1 meter (3 feet) away from a person who is sick. 

 

People at higher risk of infection: 

- People with compromised immune systems 

- Elderly people 

- Pregnant women 

- Very young children and babies 

- People with diagnosed heart and lung conditions. 

Prevention 

- Avoid close contact with people with cold or flu-like illnesses. 

- Cover coughs and sneezes with disposable tissues or clothing. 

- Wash hands for at least 20 seconds with water and soap and dry them thoroughly:  

- Before eating or handling food 

- After using the toilet 

- After coughing, sneezing, blowing your nose or wiping children’s noses 

- After caring for sick people. 
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Treatment 

Currently, there is no specific treatment for coronavirus, but medical care can treat most of 

the symptoms. 

Immunisation 

As this is a new virus, there is currently no vaccine available. 

Researchers are in the early stages of developing one. 

 

Information for Hotel Staff  

All hotels have a plan in place for prevention of COVID-19. As a team have taken further 

measures on a ground level to eliminate the chances of getting and spreading the virus. (see 

page 9) 

Having a good hygiene in place, communication and not panicking are the basis for the staff 

to dealing with this outbreak.  

The risk of guests who may be infected staying in hotels is currently very low.  

 “How to protect yourself and others from getting sick” flyer (see page 8) has been displayed 

in Housekeeping, Reception, Kitchen, Restaurant, Maintenance and Staff Room for staff 

education. 

Virus Management and Health and Safety Meetings have been in place and we are planning 

more meetings as it goes. 

All Staff must keep a good hygiene by washing their hands regularly and avoiding close contact 

with guests.  

The risk to staff should be low if staff wash their hands well and the guests do not have 

symptoms.  

If a guest becomes ill, staff needs to advise Management immediately. 
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If a guest needs to self-isolate in the hotel, staff should avoid close contact with the guest 

and advise Management immediately. Please note it is safe to be in the same room (at a 

distance) without protective equipment. 

Management will then call Healthline (0800 358 5453) and proceed with their instructions.  

 

Facemasks and Hand Sanitiser 

The World Health Organisation (WHO) does not recommend the use of facemasks and hand 

sanitisers. 

However, for people with symptoms of an acute respiratory infection, the WHO recommends 

that there may be benefit in wearing a face mask to reduce the spread of infection to other 

people.  

The message is WASH YOUR HANDS REGULARLY. 

If you develop symptoms  

1. Immediately isolate yourself from others in your home. 

2. Call Healthline 0800 358 5453 or contact your GP or emergency health centre by phoning 

ahead of your visit. 

3. When you get to the doctor’s clinic or hospital, tell them again that you may have COVID-

19 infection. 

4. Immediately call the Management to notify them that you have developed symptoms and 

will be tested for COVID-19, you will not be able to work for 14 days. 

Management will call for an Emergency Meeting with the Head of Departments to take proactive 

steps to minimize exposure and risk for our staff and guests. 
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If you have serious symptoms such as difficulty breathing: 

1. call 111 and ask for an ambulance 

2. tell the ambulance officers that you may have COVID-19 infection. 

3. Your doctor will consider testing you for COVID-19 and provide advice on your care. 

4. You may also be contacted by public health officers who will provide you with more 

information and coordinate with your employer as needed. 

5. Immediately call Management. 

If you have been exposed 

1. Call Healthline 0800 358 5453  

2. Immediately call Management. 

3. Self-Isolate for 14 days, you will not be able to work during that period. 

Annual Leave 

If you are planning Annual Leave you must have into consideration that you will not be able to 

work if: 

- You have left New Zealand. You MUST self-isolate for a total of 14 days before returning 

to work. 

And remember, the most important thing is to PRACTICE GOOD HYGIENE and DO NOT PANIC. 
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Mount Cook Collection Sickness Prevention  
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Ground Level Prevention  

As a team we have taken extensive steps to educate and inform staff and guests on the 

prevention of COVID-19.  

 

Staff are encouraged to:  

- Use hand sanitisers and antibacterial soap available around the hotel 

Especially after: 

§ Handling money 

§ Handling guests’ bags  

§ Having unnecessary contact with others. E.g. handshakes etc  

We are disinfecting: 

o Door handles  

o Light switches  

o Room keys  

o Keyboards 

o Phones  

There has been an increase in: 

- Information available regarding COVID-19 

- The proper ways of washing and drying hands 

- How to prevent the virus from spreading: posters in reception, on the T.V & Infront of every 

handwashing station. 
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Checklists 

Departments have been issued antibacterial wipes to disinfect equipment that is considered high use.  

 

 

 Reception 

Please use the AJAX antibacterial wipes on the checklist below. 

Carry out the check list once a day & initial once complete. 

 

Equipment Date__ Date__ Date__ Date__ Date__ Date__ Date__ 

Room Keys         

ALL Reception phones         

Public area door handles         

Keyboards & mouse         

Eftpos terminal        

Front desk countertop         

Pens  

(used by the guests) 

       

Initials        

 

Let’s all do our bit to provide a clean and safe environment for all 
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Restaurant/Bar 

Please use the AJAX antibacterial wipes on the checklist below. 

Carry out the check list once a day & initial once complete. 

 

Equipment Date__ Date__ Date__ Date__ Date__ Date__ Date__ 

POS terminals/screens  

(Bar and Restaurant) 

       

Eftpos Terminals 

(Bar and Restaurant) 

       

Door handles  

Into bar (staff door) 

Into rest. (glass door 

handles) 

       

Pens being used        

Initials        

 

All further equipment (cutlery etc) is to be cleaned and sterilised as normal. 

 

Let’s all do our bit to provide a clean and safe environment for all 
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Kitchen 

The kitchen department is already a very sterile environment. They are taking extra 

precaution whilst carrying out their current cleaning checklists. 

 

 

 

 

 

 

Housekeeping 

In addition to the standard cleaning procedures conducted on a day to day basis the 

housekeeping department have been using the AJAX antibacterial wipes on ALL: 

- Room & Public area door handles  

- Light Switches  

- Phones in the rooms  

With recent development of COVID-19, alongside the additional measures being taken 

throughout businesses within Aotearoa, Housekeeping will review the current duvet, white 

blanket and pillow protector wash cycle. 

The additional checklists and processes developed for each department will be reviewed on a 

case by case basis. The hotel will fully comply and follow any guidelines issued in the coming 

months. 
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Additional Measures 

We have taken additional steps to ensure our staff and guests feel safe while at our proporties. 

The additional steps taken: 

- Hand washing procedures have been placed in front of every hand basin. On the mirrors in 

ALL the rooms and public bathrooms. As well as in front of all sinks that staff members use. 

- Alongside the wall mounted soap dispensers, we have added additional Antibacterial soap 

bottles. These are placed in: the public bathrooms, beside all sinks staff members use, as well 

as in the staff room and staff bathrooms.  

- We have increased the presence and availability of hand sanitizer and are actively encouraging 

all staff and guests to use this frequently.  

- Virus prevention steps are on display in reception with hand sanitizer available beside it.  

- A social media post has been made explaining the steps we are taking at a ground level in the 

hotel. 

- The social media post (the procedures) is on rotation on the reception TV slide show. 

Additional posters from WHO (World Health Organization) are also included in the rotation.  

- Meeting to be held with all permanent staff. During this we encouraged staff to stay home 

and seek medical advice if they are feeling unwell. 

- Fresh Fruit is available for staff to encourage health and wellbeing during this time.  
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Reception Display 

 Virus Prevention from WHO displayed in reception. 

 

  

 

 

 

 

 

 

 

 

 

Additional Soap 

 Additional antibacterial soap & handwashing chart available in bar for staff. 
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Handwashing chart  

 Hand washing charts on display in public bathrooms and in the rooms. 
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In room example  

 

 

 

 

 

 

 

 

 

 

 

Hand Sanitiser  

 Hand Sanitiser on display in reception, the restaurant and on all staff members desks. 
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Antibacterial wipes  

 A mentioned earlier in the report, antibacterial wipes used on surfaces.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


