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Ready the Workplace

Getting your workplaces ready to restart business

In partnership with
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Ready to Restart?

Are you geared up to 
fight COVID-19 in your 
business? 

•Are all essentials in 
place and in order?
Machinery, tools and 

auxiliary equipment in 
safe and optimal running 
order
Factory and warehouse 

areas cleaned up for 
efficient operations
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How to Protect from COVID19? 

Close 
Contact

Coughing, 
Sneezing & 

Talking

Person to Person

Commonly Touched 
Surfaces

Hand Transfer to 
Mouth, Nose & Eyes

Respiration

Temperature 
Screening

Social Distancing

Cough Etiquette & 
Use of Masks

Self Health 
Monitoring

Disinfection of 
Surfaces

Hand Washing & 
Sanitization

source transmission prevention

www.who.int
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Minimize COVID-19 Transmission in Workplace

1. 
Surveillance 
& Isolation

2. Maintain 
Distance

3. Avoid 
Contact 

Transfers

4. Practice 
Hygiene

5. Comple-
mentary use 

of PPEs

• Keys to infection prevention
1. Surveillance and isolation of 

potential infections
• People feeling unwell should recover 

at home

2. Maintain distance at all times
• Avoid inhalation of respiratory 

droplets by staying >1.5 m/5-6 feet 
apart in standstill and more if in 
motion

3. Avoid contact transfers
• Avoid accidental transfer of virus 

from objects and surfaces to eyes, 
nose and mouth

4. Practice hygiene
• Sanitize in particular hands

5. Complementary use of Personal 
Protective Equipment (PPE)
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1. Surveillance 
& Isolation

Screen health of all staff, contractors and visitors before 
entering company’s premises

1. Avoid stigmatization of people feeling unwell

2. Remember, screening is imperfect way to detect 
symptoms, and some infected persons do not 
develop symptoms

>37.5oC do not enter, seek medical attention
>38.0oC internal investigation and 

containment action

Self-declaration Temperature Monitoring

Restrictions

Non essential entries, e.g. food
deliveries etc.
People at risk (age, underlying 
conditions)
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A
LL

 A
R

EA
S •No opposite 

seating / working 
positions

• Staggered shift 
times

•Designated 
pathways & 
location markers

•Minimize physical 
gatherings, incl 
informal 
gatherings

•Disable half 
(alternate) seats, 
toilets, taps etc FA

C
TO

R
Y 

&
 W

A
R

EH
O

U
SE •One way flow of 

goods and people

•All activities 
assigned to 
specific locations

• Spacing out work-
locations and/or 
use of dividers 
(e.g. plastic 
sheeting)

O
FF

IC
E • Reposition work 

stations

•Discontinue 
paper and other 
physical 
workflows

• Video and 
teleconference in 
and outside office

Decongest your business to enable 5-6 feet interpersonal 
distance for everyone at any time

Maintain 
Distance
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Minimize risk of contact transfers by reducing and eliminating 
touch points

Avoid Contact 
Transfers

A
LL

 A
R

EA
S •Use sensors, foot 

switches, etc. on 
doors, lights, taps, 
machinery

•Discourage 
touching of 
railings, guards 
etc.

• Encourage 
operation with 
feet, elbow etc.

• Increase 
ventilation and 
improve filters if 
air conditioning 
used

FA
C

TO
R

Y 
&

 W
A

R
EH

O
U

SE •Hold incoming 
goods in 
quarantine

•Minimize manual 
handling

•One workstation 
one person

• Sanitize work 
places and tools 
between shifts

B
U

SI
N

ES
S 

P
R

O
C

ES
SE

S •Go paperless

•Go cashless

•Discontinue 
biometric systems

• Terminate use of 
reusable cups, 
plates etc. 
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Practice 
Hygiene

P
ER

SO
N

A
L 

H
YG

IE
N

E •Stop sharing!

•Adopt healthy 
habits

•Regular 
handwash & 
sanitization 
(@entry, breaks 
etc.)

•Coughing 
etiquette

•Own water 
bottle, cutlery, 
food

•No spitting

C
LE

A
N

IN
G

 &
 S

A
N

IT
IZ

AT
IO

N • Pre-restart 
clean up and/or 
fumigation

• Frequent 
cleaning of high 
touch points 
(door knobs, 
surfaces)

• Wipe working 
surfaces and 
objects with 
disinfectant 
between shifts

ST
A

FF
 F

A
C

IL
IT

IE
S • Remove 

common 
towels, reusable 
cutlery

• Provide healthy 
food (only 
cooked or pre-
packed)

• Eat at desk 
where possible

• Alternate 
seating in 
cars/buses

Protect yourself by practicing hygiene in everything you do
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Complement 
with PPEs

Use Personal Protective Equipment as a complement to social 
distancing, contact avoidance and improved hygiene

Regular use, out of house 
and at work
face cover
mask
gloves

When dealing with confirmed or suspected 
case
Full body suit
Eye protection
gloves

1. Sanitize hands before putting on or removing 
PPEs particularly on face

2. Used PPEs are to be collected separately and 
treated as COVID19 suspected waste
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Equipment and Utilities Check up

•Check operational status and 
undertake necessary maintenance 
Machinery and accessories

Equipment, tools, dies, lubrication, hydraulics

Tear and wear, dust, rust, leaks

Utilities

Power, steam, compressed air, cooling, lighting

Buildings

Vehicles

Fire, safety and environmental 
systems
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Factory Clean Out

•Use opportunity to 
improve workflow and 
operations
• Remove unnecessary and 

unwanted items 
 red tag campaign

• Improve visualization of 
work flows 
 visual factory

Visual Factory
•Smooth process
•Visible performance
•Visual access to provisions, 
utilities

Red Tag
Designated place(s) where 

unwanted things can be 
collected temporarily and 

finally removed
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Ready to (Re)Start? 

Machinery in working order Factory tidied up

Prepared for COVID19
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Ready the Workplace

Getting your workplaces ready to restart business

In partnership with


