
  

COVID-19 Delivery Receiving Process 
 

What is the purpose of this?  

EFS deals with a lot of contractors, couriers and delivery personnel on a daily basis. As EFS operates in 
level 2, many of these people will still need to enter our building to deliver the stock that we require. In 
order to minimise the risk of COVID-19 entering the building on product surfaces, EFS staff must follow 
the below processes when receiving any stock deliveries. This can include but is not exclusive to food, 
cleaning supplies, stationary, tools and event equipment.    

 

Important things to remember: 

 COVID-19 can live on surfaces for many hours so it could come into our venue on products as well 
as people.  

 You may already be adapting these processes in your own homes as a precaution.  
 Always remain friendly and greet our visitors as you normally would, these extra steps should never 

negatively affect our visitor’s experience.  
 For food deliveries you must still complete the EFS standard delivery processes in addition to the 

below. This includes entering and recording data in our Safe Food Pro system.  
 Frozen goods will be received slightly differently as outlined below.   
 Ensure you are wearing gloves when receiving any deliveries 

 

What do I do when someone comes in with a delivery? 

 Greet your visitor as you normally would.  
 Ensure they have completed the EFS COVID-19 registration form when they have entered the 

venue.  
 Once they have completed the registration form place the delivery crate where they can reach.  
 Ask them to please place all items into this crate and do not touch the items yourself at this stage.  
 Check the items against delivery documentation to ensure all stock has been received.  
 Sign any delivery documentation required.  
 Disinfect all packages and items in the crate.  
 Once disinfected, these items can be distributed as necessary throughout the venue.  

 

What do I do differently for frozen goods?  

 Instead of the items being placed into the crate, frozen items will be delivered directly to the storage 
room at the south side of the building and placed directly into the freezer labelled HOLDING 
FREEZER.  

 These items are to remain in this freezer for 24 hours before being transferred to other freezers or 
used. 
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