COVID-19
Alert Level 2 - Operating Procedures
During Alert Level 2 there are some changes to our standard operations that we need
to be aware of. The key principles of Alert Level 2 are the “Three S’s”.
Customers should be kept SEATED after they have ordered at the counter
Groups need to be SEPERATED by one metre
Each table should have a SINGLE SERVER on the floor
(this doesn’t mean a separate server for every table, just that only one waiter must come in contact with each group on the floor)

Please ensure you and your team adhere to this and the below operating procedures.
Dining Area
Ensure your dining area is set up as per the Covid-19 safety measures with correct spacing
between the tables. To avoid the need to remove tables, please use the signs provided to
advise customers which tables are not available for use (refer over for example).
Guest Register
Display at least one of the Guest Registry QR code signs near the entrance to the café and the
others placed strategically around the café for easy access by your guests. If they don’t have
a mobile phone and are not able to complete TCC online guest register they must manually fill
out their details on the printed guest register. Check to ensure all customers complete this
(all customers must complete this before ordering as requried by MoH).
Greeting Customers
Greet customers warmly as they enter your premise. Ensure they have filled out the guest
registry as per step 2 above. Let guests know that they can view our menu in any of the
following ways:
Ÿ Scanning the QR code laminates provided which will direct them to an online menu
Ÿ Provide takeaway menus that the guests can take with them when they leave
Ÿ If easily viewed from their seated positions direct guests to the menu board or menu stands
Ÿ In store menus may be provided if needed but must be sanitised and wiped down after

every customer has handled them if they are used.
Taking the Order
You may take the customers order at the counter as usual (except for Restaurant stores),
following the 6 Steps of Service as per usual.
Safety and Prevention Points
Ÿ Ensure you have sufficient hand sanitiser at the counter and throughout the café.
Ÿ Once the guests have left ensure you clean and sanitise the table, chairs, table number and
menus if they were used.
Ÿ All team members should try to stay one metre apart from each other, where practicable.
Ÿ Ensure each group of customers are kept one metre apart
Ÿ To ensure we maintain physical distancing, limit the number of guests in your café to 100.
Ÿ Ensure regular sanitising is completed as per the guides provided, this includes team
members sanitising their hands every 30mins minimum.
Ÿ Any team member with a temperature or cold or flu like symptoms must be sent home
immediately.

COVID-19
Alert Level 2 - Operating Procedures

Your safety
is our priority.
guidelines, all
As per the Ministry of Health
register upon
guests including children must
Multiple guests
entering The Coffee Club cafes.
.
mobile number
can be registered under the same

To register please visit:

www.tccland.wixsite.com/tccregister
Or use your phone camera to

scan the QR code below:

SCAN
ME

print yourself

3 copies
Your safety
is our priority.
As per the Ministry of Health guidelines, all
guests including children must register upon
entering The Coffee Club cafes. Multiple guests
can be registered under the same mobile number.

To register please visit:

www.tccland.wixsite.com/tccregister
Or use your phone camera to scan the QR code below:

SCAN
ME

Display these signs at your main
entry, and in two other prominent
positions within the cafe.

8 copies

1 copy

1 copy

Your safety
is our priority.
To maintain
physical
distancing, this
table is not
available
for use.

Display these
on any tables
not in use.

Display this
sign at your
main entry.

Do not display
this sign, it is
for staff only.

