= WORKERS

*Subject to changes in accordance with the policies and guidelines that will be
issued by the IATF and LGUs in the future

Schedule general office
cleaning before the actual
resumption of office work

Purchase each staff with
individual thermometer for
regular checking of body
temperature

Implement alternative
work arrangement such
as work-at-home and/or
alternate office reporting
to ensure safety of all
staff until public health
emergency is lifted (if all
staff plus Ecowaste
project officers will
report to the office, the
total number of people in
the office will be 14)

Purchase reusable face
masks

Place alcohol dispenser
outside the office door and
in every work station / staff
desk
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The declaration of General Community Quarantine allows
full operation of the non-government organizations despite
the shifting schedule and alternative work arrangements.
This guidelines aim at ensuring the resumption of office work
while protecting all staff against COVID-19 pandemic until
public health emergency s lifted.

All work stations or
desks shall be arranged
according to the
mandated minimum (1
meter) distance

Post announcement on
IDIS FB page and outside
the office door: IDIS is
currently back in full
operation however
meetings with partners
shall be conducted online
and walk-in office visitors
are highly discouraged
until public health

Purchase thermal
scanner for office use (for
staff and office visitors)

Continue regular
‘kumustahan’ sessions
to check on the
psycho-social needs of
each staff; include 1-2
BOT members in some
sessions so they also
get a sense of the
overall wellbeing of the
staff

All staff are encouraged
to maintain a daily
journal of where they
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OFFICE
ENTRANGE AND EXIT

*Subject to changes in accordance with the policies and guidelines
that will be issued by the IATF and LGUs in the future

Check temperature at
main entrance using a
no-touch thermometer

Wash hands upon
entering the office and
before signing the
logbook using your

Disinfect by soaking personal pen

shoes on doormat with
disinfectant at the
entrance of main building

or office entrance _
Designate one door for

entrance and another
door for exit for CR use

Remove shoes outside
the office and change to
slippers

For biker / cyclist, make
sure to leave your long
sleeves / jackets
outside the office




Ensure to have 7-8 hours of
sleep and at least 15 mins
exercise every day

Check body temperature
before leaving for work (and if
you're not feeling well better
inform the management early
that you will be on sick leave
or you will be working from
home)

Avoid wearing jewelry, watch
or other non-essential
accessories while in travel
and in public to minimize
objects needed to be
disinfected

Ensure to have sanitizer or
alcohol in your bag before
leaving the house. Wear your
mask before leaving the house

All staff are required to
practice good cough etiquette
wherever they are. When
coughing or sneezing, use a
tissue or the sleeve of your
shirt, or into a mask that you
are wearing. Avoid coughing or
snheezing into your bare hands.
If the latter happens, wash
your hands immediately.

PREPARING
= WORK

*Subject to changes in accordance with the policies and guidelines
that will be issued by the IATF and LGUs in the future

All staff are advised to eat
healthy food and drink
plenty of water (at least
1.5liters) every day

If you have long hair, tie it
back. Wear shorter
sleeves, wear pants
instead of skirts, wear
closed comfortable shoes,
bring your own slippers for
office use, and bring only
your office essentials and
place them in an
easy-to-clean container

Ensure you have your own
pen for personal and office
use

If you have cough, cold,
diarrhea, fever or any other
COVID-19 symptoms, do not
come to work and have
yourself checked at the
hospital. Take immunity
tablets before leaving for
work (e.g. vit. C, D,
calmagzinc)

Bring your own water
tumbler, utensils and food




USING PUBLIC | WHEN 11
TRANSPORTATION | PUBLIC

*Subject to changes in accordance with the policies and guidelines
that will be issued by the IATF and LGUs in the future

Avoid touching your eyes,
nose, and mouth

Avoid handshakes or
touching surfaces
frequently touched by other

passengers _
Use a tissue,

handkerchief, cloth of
your sleeves to cover
your mouth when you
cough or sneeze

Bike to work if possible

After using a tissue
discard it in an enclosed
bin

Avoid crowded places and
stay at least 1 meter from
others

Frequently wash hands
for 20 seconds. Use
hand rub/sanitizers
with 70% alcohol.

Always use a facemask or
cover your mouth and nose
with a cloth




WHILE AT
WORKPLAGE

*Subject to changes in accordance with the policies and guidelines that will be
issued by the IATF and LGUs in the future

Avoid sharing office tools
and equipment

All staff are required to
wear masks in the office

Consider using online or

teleconference from time
to time instead of face to

face meetings

Maintain at least 1 meter
physical distancing from
other work mates

As much as possible, avoid
food deliveries

Clean and disinfect work
station, laptop, gadgets,
etc regularly

All deliveries -
newspapers, water, mails
shall be placed outside and
sanitized before opening /
using it

Designate a common
time for regular (daily or

weekly) face-to-face

conversation or group




WHEN YOU
ARRIVE AT HOME

*Subject to changes in accordance with the policies and guidelines that will be
issued by the IATF and LGUs in the future

Wash your hands or use
sanitizer after removing
work clothes and before

touching clean clothes

Shower or take a bath
before interacting with
your family

Do not wear shoes from
work inside the house

Disinfect your home
regularly

Wash hands after
handling dirty clothes
and shoes

Spend time before your
sleep thinking of what
you are grateful for the
day, gratitude is the
best way to build up
immunity




