Venue’s COVID-19 Operating Guidelines
for Business Events Organisers
(based on MKN SOPs up to Phase 4 SOPs dated 7 November 2021)
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INTRODUCTION
The Centre is proudly managed by Convex Malaysia
Sdn Bhd, a joint-venture between KLCC (Holdings)
Sdn Bhd and ASM Global, the world’s leading venue
management and service company.

To provide a safe and controlled venue for events, the
Centre, as part of the ASM Global family, has
implemented its COVID-19 Venue Health and Safety
Guidelines premised on the COVID-19 guidelines
issued by Malaysia’s National Security Council (MKN)
and the Ministry of Health, and on ASM Global
reopening program and protocols.
We place your health and well-being as our top priority.
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Centre’s COVID-19 Operating Guidelines
The Centre’s COVID-19 standard operating procedures and
guidelines (Venue SOPs) consist of 6 pillars.

Environmental
Hygiene

Public Awareness

Safe & Secure
Environment

New
Technology

Work place
Safety

Food Service
Safety
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Pillar 1
Environmental Hygiene
Disinfection, Clean Air & Sanitisation
To provide a safe venue environment, the Centre
has put in place enhanced sanitisation measures in
response to the COVID-19 pandemic.
These
measures cover:
•

Regular and frequent sanitisation of common
touch point surfaces such as elevator buttons,
escalator and staircase handrails, door handles,
washrooms and food court and prayer room
facilities.

•

6 cycles of complete fresh air exchange every
hour by a ventilation system that uses HEPA
filters.

•

Fumigation of event hall:
• Prior to hand over for build-up
• The night before the commencement of
the event
• Every night after the close of the event
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Pillar 2
Safe and Secure Environment
• The Centre has put in place the following at designated
entry points:
o Separate one way entry and exit points with
physical distancing floor markings
o Thermal scanners or hand held body temperature
scanners to screen persons prior to entering the
premise
o Venue Check-in QR Code and book for manual
check-in for those without smartphones.
o Hand sanitisers
o COVID-19 Risk Status entry notice
o COVID-19 Health and Safety practice and
protocols
o Trained staff to check MySejahtera and ensure
adherence to COVID-19 Health Protocols:
 Adhere to COVID-19 Venue Check-In
Protocols
 Wear face masks in government mandated
manner at all times except when eating, or
alone in own office space
 Observe physical distancing at all times
 Wash and sanitise hands regularly
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Pillar 2
Safe and Secure Environment
• Effective from 1 October, 2021, it will be
compulsory for visitors attending events
and/or dining at the food outlets to provide a
valid certificate of vaccination to prove full
vaccination which shall mean 14 days after
the 2nd dose in a 2 dose series, such as
Cormirnaty
(Pfizer-BioNTech),
Covid-19
AstraZenaca
(Oxford-AstraZenaca),
CoronaVac (Sinovac), Spikevax (Moderna)
and Covilo (Sinopharm) or 28 days after a
single dose vaccine, such as COVID-19
Janssen (Johnson & Johnson) and
Convidecia (Can Sino).
• Hand sanitisers and covered bins for disposal
of face masks and gloves are provided
throughout the public areas in the Centre.

• Isolation room is provided to temporarily
quarantine visitors or event attendees who
exhibit COVID-19 symptoms.
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Pillar 2
Safe and Secure Environment
• At designated entry points, the Centre’s trained
staff will ensure compliance of COVID-19 Venue
Check-In Protocols by event organisers,
suppliers, workers, staff, visitors and event
attendees will:
COVID-19 Venue Check-In Protocols
o Show proof of digital vaccination
certificate in MySejahtera or vaccination
card for those who are encountering issue
with the update of their vaccination status in
their MySejahtera
o Show
COVID-19
Risk
Status
in
MySejahtera
o Undertake body temperature check
o Check-in by scanning QR code or manually
by those without smartphones.
o Adhere to physical distancing of at least 1
metre apart
o Use hand sanitisers prior to entering
o Wear face masks in government mandated
manner
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Pillar 2
Safe and Secure Environment
• The Centre’s trained personnel at designated
entry points will not allow any person to enter
the premise if:
o They are not able to show proof of digital
vaccination certificate in MySejahtera or a
vaccination card
o They fail or refuse to wear mask properly,
undergo body temperature check or
undertake the COVID-19 Health Protocols.
o Their body temperature is above 37.5
Celsius.
o They exhibit any symptoms.
o Their COVID-19 Risk Status in MySejahtera
is other than “Low Risk” and “Casual
Contact Low Risk” status.
•

Event Attendees who are exempted from
vaccination will only be allowed entry if they
can provide medical certificate that exempts
them from vaccination on medical grounds.

•

Event Attendees who are below the age of 18
will only be allowed entry if they are
accompanied by a fully vaccinated person.
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Pillar 3
Work Place Safety
The Centre has implemented various measures to
ensure the health and safety of its team members:
• Vaccination program and periodic COVID-19
test for team members.
• Provision of personal protective equipment
(PPE).
• Provision of hand sanitisers and covered bins
for disposal of PPE.
• Stringent check by trained team members to
ensure adherence to Centre’s COVID-19 Health
Protocols and COVID-19 Venue Check-in
Protocols by contractors and staff prior to
entering the premise:
• Rigorous training on health and safety rules
and regulations in line with the government’s
updated guidelines, from time to time, across all
internal
departments
to
ensure
full
comprehension and adherence to Centre’s
COVID-19 guidelines.
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Pillar 4
Food Safety

•

The food and beverage in the Centre is
prepared in accordance with the high
standards of the Centre’s Food Safety
Management System and ISO 22000.

•

In addition, the Centre has updated its
procedures for food handling and packaging
and provided intensive training for its staff.

•

In compliance to the government guidelines,
the Centre’s food handlers and food &
beverage service staff are mandated to wear
face masks and gloves when handling and
serving food and beverage.
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Pillar 5
New Technology
Virtual and Hybrid Studios
• The Centre has adopted new
technology by setting up two virtual
studios and one hybrid studio with
virtual teleportation ability, offering a
powerful one-stop solution for digital
pivot ranging from production, audio
and lighting, live stream, broadcast to
full technical service in support of the
continuation of business events in the
new normal.
Contactless Payment Options

• Contactless payment facility, such as
eWallet, is provided at food and
beverage outlets operated by the
Centre.
Temperature Scanners
• Temperature scanners are installed at
designated entrances to facilitate
contactless body temperature check.
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Pillar 6
Public Awareness
The Centre has installed notices on COVID-19
Health and Hygiene protocols throughout the
public areas of the Centre to remind visitors,
event attendees, team members, suppliers and
contractors to observe the protocols:
• Physical distancing of at least 1 metre or 3
steps apart whilst riding escalator
• Maximum number of passengers allowed in
lifts
• Physical distancing of at least 1 metre apart in
areas when circulating in public area or event
space
• Proper manner of washing and sanitising
hands
• Wear mask in proper manner at all times
• No handshake protocol
• Good hygiene practice when sneezing or
coughing
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Key points
In planning events, organisers need to place important
considerations to these key areas

The 3C principles:
Closed spaces,
Crowded spaces &
Close contact setting

Closed
spaces

Roles & responsibilities between the
Centre and event organisers

Pre-registration, staggered arrival & departure of
visitors and controlled interaction

Crowded
spaces

Closecontact
setting

Strict compliance with Venue’s COVID-19 SOPs

Adopt technology and procedures for contactless
interaction
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Event Planning
Upon signing the hiring agreement, the Centre’s coordination team (Centre’s team)
will arrange an event planning meeting with organisers in regards to logistical
planning and implementation of the Venue’s COVID-19 SOPs from build-up to teardown.

Event
Planning

Build-up

During
Event

Tear-down
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Operating Guidelines
for Conference and
Meeting Organisers
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Roles & Responsibilities Checklist
* Any cost that might be incurred in regards to the required action would be borne by the parties who are responsible therefor

Centre

Conference Organisers

Requirements

Yes

Set the maximum capacity based on event
space to allow for adherence to physical
distancing protocols

Yes

Check profile status & digital certificate in
MySejahtera & ensure observation of entry
protocols

Public Area Hand Sanitisers

Yes

Provide hand sanitisers at public areas

Event space Hand Sanitisers &
Covered Bins

Yes

Provide hand sanitisers and covered bins for
disposal of face masks in event space

Sanitisation of shared tools and
equipment (such as white board
markers, microphone stands, etc)

Yes

Sanitise shared tools, equipment and hightouch points during interval time

Hygiene measures for audio
equipment

Yes

Change microphone covers after each use by
speakers without face mask

Fumigation

Yes

Fumigate of event space before event is
opened to attendees and after close
17 of event
during event period

Capacity Limit in Event Space
Pre-registration of fully vaccinated
attendees

Yes

Pre-register attendees and ensure all attendees
are fully vaccinated

Venue Check-in MySejahtera and
Safety Protocols
Separate Entry and Exit Points

Yes

Provide separate entry and exit points for event
space

Event space Check-in MySejahtera
and Safety Protocols

Yes

Prepare and install event MySejahtera Check-in
QR Code and ensure scanning of Check-in QR
Code

Conference & Meeting

Organiser’s Roles and Responsibilities

Vaccination Digital Certificate
• Ensure that all attendees are fully vaccinated and possess
a vaccination digital certificate in their MySejahtera.

Event Check-in MySejahtera QR Code
• Provision of Event Check-in MySejahtera QR code at
event hall entrance to facilitate contact tracing and ensure
all delegates scan the QR code before entering event
space.

Communication
• Communicate to all delegates to comply with all health
and safety protocols, such as scanning MySejahtera QR
code, sanitise hands regularly and practice physical
distancing and wear masks in proper manner at all times.
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Conference & Meeting

Centre’s Roles and Responsibilities
Venue Check-In
• Ensure all delegates scan venue MySejahtera check-in,
undertake body temperature check, wear face masks and
show COVID-19 Risk Status and digital vaccination
certificate in MySejahtera and sanitise hands at point of
entry to Centre.

Event Check-in MySejahtera QR Code
• At organiser’s requests, venue will assist to provide event
Check-in MySejahtera QR code.

Hand sanitisers
• Provide one (1) bottle of hand sanitiser and one (1)
covered bin for disposal of face masks in event space.
• Additional hand sanitisers may be provided subject to
prior agreed arrangement with the cost borne by
organisers.
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Conference & Meeting

Centre’s Roles and Responsibilities

Reduced Seating Capacity in Event space
• Seating capacity in event space is reduced
according to the latest government’s guideline on
capacity to allow a minimum of 1 metre distance
between seated guests and 2 metres distance
between tables.
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Conference & Meeting

Centre’s Roles and Responsibilities

Sanitisation of Shared Tools and Common Touchpoints
• Sanitise common high-touch points, such as chairs,
markers, microphones, door handles in the event space
during break time.

Hygiene measures for Audio equipment
• Protect all microphones with cover.
• Change microphone cover after each use by speakers
without face mask.

Sanitisation
• Fumigate venue space on the night before the event is
opened to the attendees and every night thereafter during
the event period.
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Conference & Meeting

Centre’s Roles and Responsibilities
The below applies for conference and meeting with food and
beverage component
Food & Beverage Service
(Packed meals and service food stations)
In line with MKN SOPs dated 18 October, the Centre offers a choice
of pre-packed meals and served or self-served buffet.
• Pre-packed meals in paper bag are served by trained service staff.
• Food at served buffet will be dispensed by dedicated trained
service staff.
• Plastic gloves must be worn by attendees for self-served buffet
• Buffet and beverage stations are with single entry and exit points
to allow for queuing that follows physical distancing guidelines of 1
metre indicated by floor markings.
Reduced Seating Capacity
• Meals are to be consumed at designated dining space or room
with separate entry and exit points and with maximum capacity
based on the latest government’s guidelines.
• Seating capacity in dining and event space will be reduced to
allow for a minimum of 1 metre distance between seated guests
and 2 metres distance between tables.
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Operating Guidelines
for Exhibition Organisers
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Roles & Responsibilities Checklist – Build-Up & Tear-Down
* Any cost that might be incurred in regards to the required action would be borne by the parties who are responsible therefor

Exhibition Organisers

Requirements

Centre

Daily Wrist Band Identification

Yes

Purchase wrist band from Centre & ensure all workers
wear the correct wrist band at all times

Yes

Provide wrist band at cost to organisers

Capacity Limit in Event Space

Yes

Set the number of contractors, exhibitors and their
workers and suppliers based on the given capacity
limit

Yes

COVID -19 Health and Safety
Signage

Set the maximum capacity based on
event space to allow for adherence to
physical distancing protocols

Yes

Prepare and install COVID-19 Health & Safety
guidelines in event space

Compliance to COVID-19 Health &
Safety Guidelines

Yes

Provide adequate number of floor marshals to ensure
compliance to guidelines in the event space at all
times

Announcement of COVID-19
Health & Safety Guidelines

Yes

Make announcements on compliance to guidelines in
event space in the national and English language

Yes

Provide PA system for announcement

Emergency Response Team (ERT)
and First Aid

Yes

Arrange ERT team to provide first aid and an on-site
ambulance to attend to emergency and suspected
COVID-19 cases
Yes

Provide 2 covered bins and 1 bin for
general waste in each space

Yes

Fumigate the public area in the event
space a day before commencement of
event and every night thereafter
24 during
the period of the event

Covered Bins for Disposal of Face
Masks & Hand Gloves
Sanitisation

Fumigation

Yes

Ensure exhibitors sanitise their exhibition booths
regularly

Event Build-Up & Tear-Down Journey

Pre-handover
Fumigation

Venue
Check-in

Contractors &
Workers Registration

Event Pre-opening
Fumigation

Floor Marshall
Monitoring

Daily Wristband
Identification

Verification

Event space
Check-in
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Exhibition Build-Up & Tear-Down
Exhibition Organisers’ Roles and Responsibilities
COVID-19 Guidelines Provision & Briefing

Workers List

• Prepare and provide guidelines on all the health
and safety protocols that must be observed by all
contractors, exhibitors and their respective staffs
and suppliers.
• Ensure contractors, suppliers and exhibitors and
their staff and suppliers have downloaded the
MySejahtera App.
• Conduct briefing to ensure full and clear
understanding of organiser’s guidelines.

• Ensure contractors and exhibitors submit a workers list
containing names, mobile numbers, and passport numbers
for foreign workers.
• Compile a workers list and submit to the Centre upon
request.

COVID-19 Vaccination Digital Certificate

. Communicate SOPs
• Communicate the government and Centre’s COVID-19
standard operating procedures (SOPs); details of entry and
exit points at the Centre and health and safety protocols to
contractors and exhibitors.

• Ensure contractors, exhibitors and their respective
staff and suppliers are fully vaccinated
and
provide a valid certificate of vaccination.

Foreign Workers
• Ensure foreign workers have valid work permits
and passports for verification.
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Exhibition Build-Up & Tear-Down
Exhibition Organisers’ Roles and Responsibilities
Crowd
Control
Management

System

and

Crowd

• Set up a registration system to verify and admit
registered contractors’ workers into the event space.
• Provide a queue system to facilitate physical
distancing compliance during registration and
MySejahtera QR code for check-in to enter the event
space.

Compliance with MySejahtera requirement
• Ensure all contractors, exhibitors and their respective
staffs and suppliers have downloaded the MySejahtera
application on their phones to facilitate scanning of
check-in QR code and to update their COVID-19 Risk
Status and to refresh their profile in their MySejahtera
every 2 to 3 days.

Compliance with Mandatory Measures
• Require exhibitors, contractors and their vendors and
staffs to clean and sanitise their hands at loading
dock before they handle and unload goods.
• Require them to wear face masks in proper manner
and wrist bands at all times.

Floor Marshals
• Provide adequate number of floor marshals in the
event space to ensure compliance to government and
Centre’s SOPs by contractors, exhibitors and their
suppliers and staff.
• In particular, monitor and ensure that face masks are
worn in proper manner and wrist bands are worn and
physical distancing is practised at all times in the
event space.

• Prepare MySejahtera QR code for designated loading
bay and event space for check-in prior to entering the
event space.
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Exhibition Build-Up & Tear-Down
Venue’s Roles and Responsibilities
Crowd Control System and Crowd Management
• Set the maximum number of people permitted in
permitted in the event space at any one time for build-up
and tear-down based on the most recent government’s
guideline (MKN SOPs dated 18 October, 2021) on the
maximum number of people based on event space to
allow for adherence to physical distancing protocols

Pre Hand-Over Fumigation
• Fumigate event space prior to hand-over to the organiser
for build-up.

Provision of wrist band
• Arrange provision of colour-coded wrist bands for
exhibition organisers at cost borne by organiser.

Assistance to monitor
• Assist organiser to monitor compliance to operating
guidelines by contractors and workers at key locations
including entrances to event space.

Fumigation
• Fumigate the public area in the event space on the night
before the event is opened to the public.

Venue Check-In
• Ensure exhibitors, contractors and their suppliers and
staffs scan Venue check-in OR Code, undertake body
temperature check and wear face masks and possess
digital vaccination certificate and acceptable COVID-19
Risk Status prior to entering the premise.
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During Event

Pre-registration &
Staggered Arrival

Fumigation after
close of event

Venue
Check-in

Floor Marshall to
ensure compliance of
guidelines

Touchless Registration

COVID-19 Health &
Safety Guidelines
Announcement

Separate entry & exit point
and crowd counter

Event space
Check-in
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Roles & Responsibilities Checklist – During Event
* Any cost that might be incurred in regards to the required action would be borne by the parties who are responsible therefor

Exhibition Organisers

Requirements
Capacity Limit in Event Space

Capacity Management

Yes

Set the number of exhibitors and visitors allowed in
the event space at any one time based on the capacity
limit

Pre-registration of fully vaccinated
visitors

Yes

Pre-register visitors and ensure they are fully
vaccinated and implement a staggered arrival system

Pre-registration of fully vaccinated
Exhibitors & Staff

Yes

Pre-register all exhibitors and their staff and ensure
they are fully vaccinated

Venue Check-in MySejahtera and
Safety Protocols

Touchless Registration

Yes

Install and implement touchless registration system

Separate Entry and Exit Points

Yes

Provide separate entry and exit points at the event
space

MySejahtera QR Code Check-in
for Event Space

Yes

At the entry to event space, provide and implement
Event Check-in MySejahtera QR Code and book for
manual registration by those without smartphone,
hand sanitisers

Centre
Yes

Set the maximum capacity based on event
space to allow for adherence to physical
distancing protocols

Yes

Check profile status & digital certificate in
MySejahtera & ensure observation of
entry protocols
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Roles & Responsibilities Checklist – During Event
* Any cost that might be incurred in regards to the required action would be borne by the parties who are responsible therefor

Event space Check-in Protocols

Centre

Exhibition Organisers

Requirements
Yes

Provide trained personnel to ensure attendees checkin by scanning QR code or registering manually,
sanitise hands, and wear face masks properly and
maintain physical distancing of at least 1 metre apart
Yes

Provide hand sanitisers at public areas

Yes

Display COVID-19 Health & Safety guidelines
at public area

Yes

Provide PA system for announcement

Yes

Provide 2 covered bins and 1 bin for general
waste in each space

Yes

Sanitise public area and high touch surface
areas regularly

Yes

Fumigate public area of event space after
close of event
31

Public Area Hand Sanitisers

COVID -19 Health and Safety
Signage

Yes

Prepare and display COVID-19 Health & Safety
guidelines in event space

Compliance to COVID-19 Health
& Safety Guidelines

Yes

Provide adequate number of floor marshals to ensure
compliance to guidelines in the event space at all times

Announcement of COVID-19
Health & Safety Guidelines

Yes

Make announcements on compliance to guidelines in
event space in national and English language

Emergency Response Team
(ERT) and First Aid

Yes

Arrange ERT team to provide first aid and on-site
ambulance to attend to emergency and suspected
COVID 19 cases

Covered Bins for Disposal of
Face Masks & Hand Gloves
Sanitisation

Fumigation

Yes

Ensure all exhibition booths are fully sanitised by
exhibitors regularly

During Event

Exhibition Organisers’ Roles and Responsibilities
Pre-registration & Staggered Schedule
• Provide a safe and secure event where all government and Centre’s
SOPs are complied to by exhibitors and visitors.
• Implement a system for visitors to pre-register to attend the event
with a staggered time schedule system to manage and control
crowd and to ensure that physical distancing requirement at the
event can be maintained at all times.
• Communicate and raise awareness on the staggered arrival and
departure system amongst visitors.

Touchless Onsite Registration and staggered arrival
• Provide a touchless registration system for visitors to register onsite and put in place a queue system with trained personnel to
monitor and ensure visitors adhere to physical distancing while
queuing for registration.
• Set up a queue system for orderly queuing with physical distancing
for verification of pre-registration and on-site registration
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During Event

Exhibition Organisers’ Roles and Responsibilities
Event space Entry Requirements
• Ensure that entry points to event spaces are manned by adequate
number of well-trained personnel wearing PPE and equipped with:
o visitor counter
o entry and COVID-19 Health and Safety notices
o event space check-in QR code
o queue system
o hand sanitisers

Health and Safety Signage
• Install physical distancing floor stickers, COVID-19 health and safety
signage in the event space, at registration counters and entry and
exit points.

Crowd Control System and Crowd Management
• Implement a visitor counter system to monitor and track the number
of visitors entering and exiting the event space to comply to the
restricted number of people allowed in relation to the size of event
space in line with government’s SOPs.
• Provide manned and separate entry and exit points at the event
space to manage crowd circulation.
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During Event

Exhibition Organisers’ Roles and Responsibilities

Exhibition Booth Health and Safety Requirements
• Ensure that exhibitors provide at least one set of hand sanitiser for public
use at all times and will sanitise all high touch points surface within
exhibitor’s booth regularly.

Floor Marshalls and Safety Protocols
• Provide adequate number of trained “Floor Marshals” holding placards at
key locations and in event space to remind exhibitors and visitors to
observe COVID-19 health and safety protocols.
• Make regular announcements in national and English languages on SOP
compliance in event space.

Emergency Response Team
• Provide an Emergency Response Team (ERT) and ambulance to handle
cases of exhibitors or visitors who exhibit COVID-19 symptoms.
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During Event

Centre’s Roles and Responsibilities
Crowd Control System and Crowd Management
• Set the maximum number of exhibitors and visitors permitted in the
event space at any one time during the event based on the most
recent government’s guideline (MKN SOPs dated 18 October, 2021)
on the maximum number of people based on event space to allow for
adherence to physical distancing protocols

Entry Checkpoint
• Ensure that all visitors scan Venue Check-in Mysejahtera QR code,
undertake thermal body temperature scanning, wear face masks,
• Check visitors’ profile and digital vaccination certificate in MySejahtera
app prior to entering the premise.

Hand sanitisers and Covered Bins for Public Use
• Provide allocated number of hand sanitisers and covered bins for
disposal of PPE at public area.

PA System
• Provide PA system in event space for exhibition organiser to make
announcements on observation of health and safety protocols.

Isolation Room
• Provide isolation room for emergency cases.

Fumigation
•

Nightly Fumigation and sanitization of public area in the event space
during the event period.

35

Event Space Capacity for Exhibition
Event Space
Exhibition Hall 1

Maximum No. of Person allowed at one time

Maximum No. of Person allowed at
one time

1,112
1,036

2,148

Exhibition Hall 3

249

249

Exhibition Hall 4

920

Exhibition Hall 5

998

Exhibition Hall 6

1,257

Exhibition Hall 7

1,257

Exhibition Hall 8

1,257

Exhibition Hall 2

4,315

1,918

-

-

 The Centre reserve the right to review (lower) the number of person allowed based on the profile of the exhibition.
 The maximum allowed capacity is subject to change in accordance with MKN SOPs
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Event Space Capacity for Exhibition
Event Space
Ballroom 1

Maximum No. of Person allowed at one time

Maximum No. of Person allowed at
one time

536
525

1,061

Banquet Hall

328

-

Conference Hal 1

224

Conference Hall 2

346

Ballroom 2

Conference Hall 3

800

230

 The Centre reserve the right to review (lower) the number of person allowed based on the profile of the exhibition.
 The maximum allowed capacity is subject to change in accordance with MKN SOPs
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Operating Guidelines
for Live Performance
Event Organisers
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Roles & Responsibilities Checklist
* Any cost that might be incurred in regards to the required action would be borne by the parties who are responsible therefor

Live Performance Event Organisers

Requirements
Capacity Limit in Event Space

Capacity Management

Yes

MySejahtera QR Code Check-in
for Event Space

Event Space Check-In Protocols

Yes

Set the maximum capacity based on event
space to allow for adherence to physical
distancing protocols

Yes

Check profile status & digital certificate in
MySejahtera & ensure observation of
entry protocols

Set the number of staff and attendees allowed in the
event space based on the capacity limit

Venue Check-in MySejahtera and
Safety Protocols

Separate Entry and Exit Points

Centre

Yes

Provide separate entry and exit points at the event
space

Yes

At the entry to event space, provide and implement
Event Check-in MySejahtera QR Code and book for
manual registration by those without smartphone,
hand sanitisers

Yes

Provide trained personnel to ensure attendees checkin by scanning QR code or registering manually,
sanitise hands, and wear face masks properly and
maintain physical distancing of at least 1 metre apart
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Roles & Responsibilities Checklist
* Any cost that might be incurred in regards to the required action would be borne by the parties who are responsible therefor

Live Performance Event Organisers

Requirements
Monitoring of adherence to
physical distancing and wearing of
face masks
Staggered Entry and Exit

Announcement of COVID-19
Health Protocols

Yes

Ensure adequate number of floor marshals and
trained personnel to monitor audience and workers
practice physical distancing of at least 1 metre apart
and wear face masks at all times

Yes

Implement a system with announcement for
staggered entry and exit to event space by attendees
to ensure physical distancing of at least 1 metre can
be observed

Yes

Make announcements on compliance to guidelines in
event space in national and English language

Centre

Yes

If required, provide PA system for
announcements

Fumigation

Yes

Fumigate event space before and after
event

Public Area Hand Sanitisers

Yes

Provide hand sanitisers at public area

Sanitisation

Yes

Sanitise public area and high touch
surface areas regularly

Covered Bins for Disposal of Face
Masks & Hand Gloves

Yes

Provide covered bins and bins for
general waste in public area

40

Operating Guidelines
for Banquet Events
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Roles & Responsibilities Checklist
* Any cost that might be incurred in regards to the required action would be borne by the parties who are responsible therefor

Banquet Event Organisers

Requirements
Submission of Worker Lists

Yes

Centre

Prepare worker lists containing names;
passport number for foreign workers; mobile
numbers and status of full vaccination and
submit to the Centre’s security department

Venue Check-in MySejahtera and
Safety Protocols

Yes

Check profile status & digital certificate in
MySejahtera & ensure observation of entry
protocols by organisers, contractors and attendees

Hygiene and Physical Distancing
Observation

Yes

Centre’s trained personnel will monitor
observation of physical distancing and wearing of
face masks in proper manner during set up in the
event space

Fumigation

Yes

Fumigation will be carried out at event space prior
to handover for set up, prior to commencement of
event and after tear down of event space

Provision of covered bins in event
space

Yes

Provide covered bins in event space before, during
and after event for disposal of face masks and
gloves by organisers, suppliers, contractors, their
workers and guests

Table Set up with Physical
Distancing

Yes

Tables will be set 2 metres apart and seating 1
metre apart
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Roles & Responsibilities Checklist
* Any cost that might be incurred in regards to the required action would be borne by the parties who are responsible therefor

Banquet Event Organisers

Requirements

Yes

Capacity Limit in Event Space

Capacity Management

Monitoring of adherence to
physical distancing and wearing of
face masks

Centre
(MKN SOPs dated 18 October 2021)

Yes

Set the number of staff and attendees allowed in the
event space based on the capacity limit

Yes

Ensure adequate number of floor marshals and trained
personnel to monitor audience and workers practice
physical distancing of at least 1 metre apart and wear
face masks in proper manner

Yes

Provide separate one-way entry and exit
points with signage and physical
distancing floor markings

Yes

At the entry to event space, provide and
implement Event Check-in MySejahtera
QR Code and book for manual registration
by those without smartphone, hand
sanitisers
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Separate One-way Entry & Exit
Points

Staggered Entry and Exit

MySejahtera QR Code Check-in for
Event Space and Check-in
Protocols

Capacity is limited to 50% of event space

Yes

Implement a system with announcement for
staggered entry and exit to event space by attendees
to ensure physical distancing of at least 1 metre can be
observed

Yes

Provide trained personnel to ensure guests check in by
scanning QR code or registering manually, sanitise
hands, and wear face masks properly and maintain
physical distancing

Roles & Responsibilities Checklist
* Any cost that might be incurred in regards to the required action would be borne by the parties who are responsible therefor

Requirements

Banquet Event Organisers

Centre

Service Providers

Yes

All service providers have been rigorously trained on
Centre’s COVID-19 SOPs and will wear PPE at all times

Hygiene measures for audio
equipment

Yes

Microphone covers will be changed after each use by
speakers without face mask

Staggered Exit by Attendees

Yes

Announcement will be made to guests on staggered
exit and assisted ushering will be given to ensure
staggered departure of guests
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Operating Guidelines
for Food Outlets
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Food Outlet Operating Guidelines for Dine-In
Venue’s Roles and Responsibilities
COVID-19 Health & Hygiene Protocols
Stringent measures are implemented at
outlets operated by the Centre to ensure
adherence to physical distancing and
government mandated protocols:
• Seating capacity reduced with tables set
2 metres apart and seating set 1 metre
apart
• Separate one way entry and exit points
with physical distancing floor markings
are provided
• Tables and menus will be sanitised after
each use
• High touch point surfaces will be
sanitised hourly
• Service providers will wear PPE at all
times and sanitise their hands regularly
• Cashiers will wash and sanitise their
hands after each handling of cash
• Touchless e-wallet payment facilities are
provided

COVID-19 Check-in Protocols
Outlet trained personnel will ensure guests
observe COVID-19 Check-In Protocols prior
to entering food outlets in the Centre for
dine-in:
• Show COVID-19 Risk Status and
Vaccination status in MySejahtera
• Check-in by scanning MySejahtera QR
code or registering manually for those
without smartphone
• Sanitise hands
• Wear face mask in government mandated
manner
• Guests of age below 18 accompanied by a
fully vaccinated person are permitted to
enter for dine-in.
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Food Outlet Operating Guidelines for Take-Away
Venue’s Roles and Responsibilities

COVID-19 Check-in Protocols
Outlet trained personnel will ensure
purchasers and
food delivery riders
observe COVID-19 Check-In Protocols
prior to entering food outlets in the Centre
for dine-in:
• Show COVID-19 Risk Status
• Check-in by scanning MySejahtera QR
code or registering manually for those
without smartphone
• Sanitise hands
• Wear face mask in government
mandated manner
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Operating Guidelines
for Served or Self-Served
Buffet and Served
Beverage Service
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Served or Self-served Buffet and Served
Beverage Service Operating Guidelines
Venue’s Roles and Responsibilities
COVID-19 Health & Hygiene Protocols
Stringent measures are implemented for served or selfserved buffets or served beverage stations to ensure
adherence to physical distancing and government
mandated protocols:
• Seating capacity has been reduced to 50% capacity
with tables set 2 metres apart and seating set 1
metre apart
• Separate one way entry and exit points with signage
and physical distancing floor markings are provided
• Queue system with “In” and “Out” signage and
physical distancing floor markings will be installed at
buffet and beverage stations
• Tables and menus will be sanitised after each use
• High touch point surfaces will be sanitised hourly
• Service providers will wear PPE at all times and
sanitise their hands regularly
• Guests must wear gloves provided to take food from
self-served buffet stations
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If you have a specific query or would like to have more
information, please contact the following
departments:
Exhibition :
exhibitioncoordination@klccconventioncentre.com
Conference, Meetings, Live Performance
Banquet and Corporate Events:
event-coordinators@klccconventioncentre.com

Useful websites:

1. mkn.gov.my
2. moh.gov.my
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