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Purpose 

The purpose of this policy is to explain how to safely use a restaurant office while 
abiding by social distancing and cleaning guidelines. The manager’s office has multiple 
users throughout the day and establishing guidelines on using the space is critical for 
ensuring safe distancing and a clean work environment.  

Policy 

1. Social Distancing 
a. Depending on the size of the office, only one manager or employee 

should be in the office at a time to maintain 6 feet of safe distancing. 
b. Distribute an extra laptop for offices that are extremely small so that 

managers may work in other locations in the restaurant to abide by social 
distancing requirements. 

2. Protective Measures 
a. Anyone who enters the office should have a face mask on.  
b. Food and open beverages are prohibited in the office. 

3. Storage of Personal Items 
a. Managers who store personal belongings (coat, purse, shoes, extra shirt, 

etc…) in the office should use a backpack or bag to store all items in one 
location. As an extra measure, personal bags can then be stored in a 
disposable plastic bag. 

b. No personal items should be left in the office overnight due to routine 
disinfecting. 

4. Cleaning 
a. Cleaning protocols should be followed for the office space and 

equipment. A schedule for cleaning the office should be created to 
ensure proper cleaning. 

Equipment/Tools Needed 
Consider new equipment/changes to the physical space that may need to be 
procured, such as: 

- Approved Disinfectant Solution 
- Hand Sanitizer Dispenser 
- Alcohol Wipes 
- C-Fold Towels 
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- UV Boxes for disinfecting 

Procedure 

1. Social Distancing 
a. If a manager has a laptop that can be used in another location in the 

restaurant other than the office (back room or even in the dining room), 
they should use it remotely in order to avoid multiple people in a closed 
space. Manager should make sure to have all the capabilities & programs 
needed on the laptop to make it as functional as possible. 

b. In order to reduce the overlap of managers in the office, managers can 
come up with a schedule as to when the office gets used based on 
opening and closing duties and the respective needs of the office space.  

2. Wearing Appropriate PPE 
a. Gloves should be worn during the cleaning step and discarded when 

finished. New gloves should be worn for the disinfecting step and then 
discarded. Reference the Glove Usage SOP if necessary. 

b. Install a hand sanitizer dispenser in the office for contactless use while a 
manager is in the space. 

3. Proper Use of Shared Equipment 
a. Disinfect keyboard, mouse and any other equipment before and after 

each use. 
b. Clean and disinfect personal cell phones with alcohol wipes. 
c. Keyboards can be wrapped in kitchen plastic wrap that is removed and 

discarded after that person is done using it. 
4. Cleaning  

a. A designated opening and closing manager must clean the office and 
wipe down all high-touch surfaces every hour, after each use, and at the 
beginning and end of each day.   
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b. Each person should wipe all contact surfaces in the office before and 

after working in the office. 
c. Refer to the Cleaning, Sanitizating, Disinfecting SOP for instructions on how 

to disinfect high touch surfaces and electronics. 

Supporting Materials (Logs, Signage, Training & Locations, etc) 
 

- FOH Surfaces Cleaning Log 
 

Accountability (how the SOP will be enforced/managed) 

- Management should decide how many people are allowed in the office at any 
given time. 

- General Manager should consider assigning office usage schedules if necessary. 
Anyone who does not follow the schedule or directly goes against decided 
policies should have the infraction documented. 

- Closing Manager-on-duty should document any poor cleaning jobs with photo 
and video.  

Sources 

- https://www1.nyc.gov/assets/doh/downloads/pdf/imm/disinfection-guidance-fo
r-businesses-covid19.pdf 

- https://www1.nyc.gov/assets/doh/downloads/pdf/imm/novel-coronavirus-faq-fo
r-businesses.pdf 

- Cleaning and Disinfecting Your Facility  
- Safer LA: Toolkits for Businesses | COVID-19: Keeping Los Angeles Safe 
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https://momofuku-assets.s3.amazonaws.com/uploads/2020/06/SOP_CS_CLEANING-SANITIZING-DISINFECTING.pdf
https://momofuku-assets.s3.amazonaws.com/uploads/2020/06/LOG_FOH_CLEANING-SURFACES-Dining-Room.pdf
https://www1.nyc.gov/assets/doh/downloads/pdf/imm/disinfection-guidance-for-businesses-covid19.pdf
https://www1.nyc.gov/assets/doh/downloads/pdf/imm/disinfection-guidance-for-businesses-covid19.pdf
https://www1.nyc.gov/assets/doh/downloads/pdf/imm/novel-coronavirus-faq-for-businesses.pdf
https://www1.nyc.gov/assets/doh/downloads/pdf/imm/novel-coronavirus-faq-for-businesses.pdf
https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html
https://corona-virus.la/Business

