
This is how we go 
back to work

precautionary measures



Dear employee, 
In order to maintain a healthy environment in the workplace, we must follow these procedures:
- Gradually return staff to office work by preparing a schedule that includes weekly rotation in each section or division, 
considering the proportion of staff allowed to be in one place.
- Use flexible working hours to attend and leave to ensure social distancing.

The following cases are excluded from attendance:

Anyone with a 
satisfactory record of 

chronic diseases with a 
medical report.

Pregnant 
women and 
people with 
disabilities. 

Who has recently 
undergone surgery or 
suffers from a form of 

immunodeficiency.

Contacts of people 
who have the 

Covid-19 virus.
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Redistribution of office sites to 
ensure social distance, the 

presence of a few staff in one 
office as possible, and ensuring 
adequate ventilation in offices.

Do not use other 
people's offices.

Do not use other 
employees' work devices 

and tools.

Ensuring that any employee has 
symptoms such as fever, fatigue, or 
cough, to quarantine and test with 

confirmed Covid-19 infection, considering 
to report to the direct manager and the 

Human Resources department.

Regular Sterilization is 
recommended for drivers of 

the Council vehicles after 
every use.

If the staff member is sick, the 
direct manager and the HR 

are provided with the 
approved medical report.

Do not panic or 
spread rumors, which 
negatively affects the 
working environment.

Emphasize not to gather 
in toilets and offices.

This is how we go back to work - precautionary measures



All employees must wear 
masks and gloves and 
continue sterilization.

Continuous 
sterilization of offices.

Provide hand sterilization 
for each employee with 

gloves and masks.

Set specific hours for meeting 
outside customers and limit 
the circulation of cash and 

replace them with electronic 
payment methods.

Regular sterilization and 
temperature check-ups 

at each entrance.

Regulating hours at the 
reception/centers to receive 

customers while ensuring 
social distancing.

Identify a central point at the 
workplace to receive packages from 
companies or suppliers, ensure the 
existence of sterilization tools, and 

do not allow them from entering 
offices.

Ensure that the used masks 
are disposed of in the boxes 
designated for this purpose
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Reduce elevator capacity 
using ground markings in 
and out of the elevator to 

ensure social distance

Maintain social 
distance by leaving 2 
meters between you 

and others.

Emphasize cleaners and 
hostesses to sterilize and clean 
continuously and ensure regular 

supervision of safety precautions.

Continuous sterilization 
of the pantry and kitchen 

Make sure you use 
paper cups for drinks.

Reduce face-to-face 
meetings and replace them 

with virtual meetings.

Reduce the use of paper 
printing, and work electronically 

to avoid virus transmission.

Hand sanitizers placed at elevators 
should be used before touching 
buttons, and steriles should be 

used after using common devices 
such as printers, faxes, etc.
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Thank you
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