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CORONAVIRUS MANAGEMENT AND PREVENTION GUIDELINES 
 
 

Almaviva is committed to the execution of preventive actions to prevent the spread of 

COVID-19 with our employees, suppliers, contractors, visitors, clients, and the 

community in general; by maintaining adequate conditions in our facilities and always 

protecting our human capital. Aware of the severity of the threat that affects us, we 

have defined guidelines and implemented measures, which are detailed in this 

document, to be fulfilled at our sites at the national level. 

PURPOSE 

To direct all internal and external staff on general biosecurity measures in the context 

of the pandemic caused by novel coronavirus (COVID-19), to reduce the risk of 

transmission during the advancement of all activities. 

 
 

SCOPE 

To establish general biosafety guidelines in the framework of the COVID-19 pandemic 

to be observed at all company sites. 

 
BACKGROUND 

Coronaviruses (CoVs) are viruses which occasionally originate in different areas of the 

world and cause acute respiratory infection (ARI), i.e., influenza-like symptoms, which 

can be mild, moderate, or severe. 

The novel Coronavirus (COVID-19) has been catalogued by the World Health 

Organization as a public health emergency of international importance. 

 
APPLICATION SCOPE  

These guidelines must be applied and observed at all company sites in order to prevent 

the spread of the virus. 

 
DOCUMENTS ASSOCIATED WITH THE GUIDELINES. 

Ministry of Health and Social Protection GIPG13 Guidelines for Preventive and 

Mitigation Measures to Contain Acute Respiratory Infection from COVID-19 (GIPG13), 

targeted at the 2020 general population. 

 

REGULATIONS AND OTHER EXTERNAL DOCUMENTS 

• International Health Regulations – IHR 2005 

• Resolution 2400 of 1979 “establishing certain provisions on housing, hygiene, and 

workplace safety”. Title V, Work Attire, Personal Protection Elements and 

Equipment; articles. 

• Resolution 666 of 2020. 

• Resolution 223 of 2021. 
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DEFINITIONS 

Isolation: The separation of an individual or group known or presumed to be infected 

with a communicable and potentially infectious disease from those who are not 

infected to prevent the spread of COVID-19. 

Biosecurity: A set of preventive measures aimed at eliminating or minimizing 

biological risk factor that may affect people’s health, environment, or life, ensuring that 

the final development or product of such procedures does not threaten employee 

health and safety. 

Close contact: Means any contact within 2 meters or less between people during 15 

or more minutes in the case of an area a confirmed or probable COVID-19 case and/or 

direct contact with secretions from a probable or confirmed case while the patient is 

considered infectious. 

COVID-19: A new disease, caused by a novel coronavirus which had not been 

previously observed in humans. The name of the disease was chosen following best 

practices established by the World Health Organization (WHO) to name new infectious 

diseases in humans. 

Epidemiological surveillance: Means a health surveillance mechanism with the aim 

of identifying any individual who has had direct contact with coronavirus-infected 

individuals. 

Disinfection: Means the destruction of microorganisms on a surface by chemical or 

physical means. 

Disinfectant: Means a germicide that inactivates virtually all recognized pathogenic 

microorganisms, but not necessarily all microbial life forms, e.g., spores. This term 

applies only to inanimate objects. 

Hypochlorite: Means a disinfectant that is among the most commonly used. These 

disinfectants have a rapid effect on a wide variety of microorganisms. They are most 

appropriate for general disinfection. As this group of disinfectants corrodes metals and 

produces bleaching effects, it is necessary to rinse any surfaces disinfected with this 

product as soon as possible. 

OBSERVED MEASURES: 

• BIOSECURITY MEASURES 

General measures. 

Measures that have been shown to have the greatest effect for the containment of 

virus transmission are the following: 

• Hand washing 

• Social distancing 

• Proper use of personal protective equipment. 

• Adequate ventilation 
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OBSERVED MEASURES: 

• REMOTE WORK 

The Steering Committee conducted a review of positions, areas, and roles to determine 

whether they could continue to work in person or remotely, guaranteeing the proper 

provision services and complying with the Presidential Decree. 

Regarding senior citizens, from the age of 60 years onward, and personnel with 

diseases classified as critical (comorbidities), they were identified and directed to 

preventive isolation. 

A strategy of daily meetings via the “TEAMS” application was defined, including 

Executive Committee members, process leaders, and employees, to remain in contact 

regarding the activities conducted by the company. 

Technological tools were available to enable any personnel assigned to work remotely 
to perform their duties (email, TEAMS application), emphasizing information safety 
instructions and standards on collaborative work tools. 

 
• RECOMMENDATIONS FOR HOMES 

 

Measures and recommendations for leaving and returning home were implemented 
(use of face masks, changing clothes, hand washing, the use of antibacterial gel, and 
the disinfection of elements). 
 
If an individual lives with a high-risk person, they must maintain a distance of 2 
meters, use a face mask, increase the home’s ventilation and, disinfect and clean 
regularly. The hand washing procedure must be conducted at a minimum frequency of 
3 hours, a procedure in which contact with soap must last a minimum of 20 - 30 
seconds, and after contact with surfaces that may have been contaminated by another 
individual (handles, handrails, locks, transportation), after using the restroom, 
manipulating money, and before and after eating, using glycerin alcohol or disinfectant 
gel (with an alcohol concentration greater than 60%) when soap and water are not 
available. 

 
• LOCATIVE MEASURES 

Common and work areas for frequent hand washing were made available in 
accordance with the recommendations of the Ministry of Health and Social Protection, 
ensuring that hand washing, where contact with soap lasts a minimum of 20 - 30 
seconds, occurs at least every 3 hours, as well as cleaning and disinfection with alcohol 
by cleaning personnel, who guarantee, by mutual agreement, compliance with the 
required guidelines. Likewise, antibacterial gel, disposable towels, and trash bins were 
provided. Annex 1. 

 
• MAINTENANCE AND DISINFECTION 

Cleaning, daily disinfection, and spraying protocols on workstations, common areas, 
and furniture were implemented. 
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Quaternary ammonium (Timsen), a product which, at low concentrations, is effective in 
attacking COVID-19, is not physically hazardous, is not associated with chronic health 
risks, and, therefore, has minimal risk compared to other related products, is used. If 
any individuals are present during the application of the product, it is recommended 
that the product be managed at the lowest effective concentration possible (0.4%) to 
prevent any adverse health effects. Annex 2. 

 
• WORK TOOLS 

Personal protective equipment, cleaning, and disinfection procedures were 

implemented, which are directed to be done before the start of the work shift and at 

the end thereof, as well as the cleaning of work tools, directing such tools be cleaned 

with alcohol after use. Annex 3. 

• PERSONAL PROTECTION EQUIPMENT AND BIOSAFETY SUPPLIES 

Anti-fluid cloth face masks and protective face shields were provided, and 60% alcohol 

concentration antibacterial gel, antibacterial soap, disposable towels, alcohol, and 

thermometers will be provided monthly to sites, in order to ensure personnel well-

being. Annex 4. 

• HANDLING OF SUPPLIES AND PRODUCTS. 
 

Protocols for cleaning and disinfecting products when they are received from suppliers 
and to be delivered to customers, ensuring the proper use of face masks, and 
maintaining the minimum distance of 2 meters between the people who deliver the 
product and those who receive it. 

 

• HUMAN CAPITAL. 

 
Flexible working hours were established for staff attending the facilities in person to 
reduce the risk of internal, customer, or third-party infections, and to minimize the 
movement and circulation of staff within the facilities. Annex 5. 

 
• INTERACTION WITHIN THE FACILITIES. 

 

Protocols of social distancing and interaction between collaborators were defined at the 
time of training, guaranteeing a minimum distance of 2 meters. 
Face-to-face meetings and agglomerations in common areas such as cafeterias (one 
person per table), rest areas, and circulation areas were limited. Annex 5. 

 

• INTERACTION IN DURING FOOD BREAKS. 
 

Protocols for food consumption at regular and lunch breaks were defined, flexible food 
and regular break schedules were established to avoid associate agglomerations in the 
cafeteria areas, ensuring a minimum distance at the time of food consumption (one 
person per table). Likewise, in food areas, supplies such as disposable towels and 
alcohol are available to disinfect main contact surfaces after people consume food. 
Annex 5. 

 

• WORKPLACE ORGANIZATION ALTERNATIVES. 
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Different entry and exit turns were implemented throughout the workday in order to 
avoid employee crowds entering facilities, as well as in mass means of transport. 
Likewise, a maximum number of staff per shift was also determined depending on the 
conditions of the workplace for both administrative and operative personnel. In the 
spaces defined for conducting face-to-face meetings, where required, capacities were 
defined according to the area where the meeting will be held. 

 
• INTERACTION WITH THIRD PARTIES (SUPPLIERS, CUSTOMERS, 

PARTNERS, ETC.) 
 

Interaction protocols were established where contact with third parties, suppliers, 
customers, and visitors is required by observing biosecurity measures, ensuring the 
proper use of face masks, maintaining a minimum distance of 2 meters between 
individuals, and holding meetings at pre-determined locations to avoid crowds. 
Payment was guaranteed to be made via electronic transfer to reduce the use of cash. 

 
• TRAVEL TO AND FROM THE WORKPLACE. 

 

Guidelines for the mobilization of workers were defined, workers were granted a letter 
of exception for their transport, and schedules adjusted to easy and non-peak 
transport hours were adopted. Transportation was offered for areas with difficult 
transportation. The use of other means of transport such as bicycle, motorcycle, and 
private car was encouraged in order to limit the use of mass means of transport. 

 

• VEHICLE CLEANING AND DISINFECTION. 
 

Vehicle (trucks) cleaning and disinfection protocols were defined by performing 
cleaning with a disposable towel at the start of the operation, using 60% alcohol to 
spray the board, buttons, handles, belts, shift lever, steering wheel, and all contact 
surfaces in the cab. 
Individuals were directed to occupy the vehicle leaving one empty seat in-between 
(only 2 people per vehicle), avoiding overcrowding. 
Drivers of vehicles transporting goods to and from workplaces should, when possible, 
not be in contact with the outside, should they leave the cab for loading and unloading, 
they must wear covers, gloves, and load and/or unload in safe spaces. 
For the refueling process, once the vehicle has stopped, drivers must refrain from 
leaving the vehicle and wait as long as possible for the fuel station personnel to refuel. 

 

• ADEQUATE VENTILATION 
 

Trying to always maintain a proper natural airflow in sites has been defined as a 
general rule in all sites, especially in such enclosed spaces within the facilities with the 
ease to keep doors and windows open, this together with the proper observance of 2-
meter social distancing. 

 

To ensure that the above guidelines are properly observed, a periodic inspection was 
established, which must be conducted at all sites, aiming to guarantee safe working 
environments and to correct any identified violations (RHU 028). 
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• COMMUNICATIONS PLAN. 
 

Communications plans on a continuous basis were established, to disseminate 
information on the various preventive measures for COVID-19 established by the 
Ministry of Health and Social Protection. 

 

The submission of reports to the Executive Committee, Board of Directors, Comptroller, 
and Campaign Risk Committee surveying personnel on COVID-19 preventive measures 
and outreach was adopted. 

 
CAMPAIGN: BECAUSE WE LOVE LIFE, WE PROTECT OURSELVES WITH OUR 
SOUL (PORQUE AMAMOS LA VIDA, NOS PROTEGEMOS CON EL ALMA) 

 

Purpose: 
 

✓ To raise awareness among Almaviva's associates of the importance of self-care 
as one of the most effective ways to prevent the spread of Covid-19. 

✓ To internalize the adoption of safe behavior, allowing associates to perform 
their duties without any risk to their health. 

✓ To strengthen the perception of solidarity and support among associates who, 
due to their role, must be physically present at company facilities. 

✓ To develop healthy practices among associates who, due to their role, were 
assigned to work remotely. 

✓ To strengthen the motivational factor, team awareness, and address the 
challenges originating from the pandemic. 

 

Aimed for: 
 

✓ All company associates. 

 

Communication Channels: 
 

✓ E-mail: Sending at least 3 daily messages to all associates discussing the 
following topics: (Self-care and safe work practices / Self-care and safe 
practices at home and other social interaction spaces / Work and family life in 
quarantine. 

✓ Legal matters and government measures on the coronavirus affecting 
associates. 

 

✓ Posts on physical news boards: Printed, to be placed on physical news 
boards at all sites. One or two per month. 
 

✓ Phone Calls: Intended for site leaders and individuals responsible for 
disseminating the information. Conducted on a weekly basis by associates in 
the Human Resources and Workplace Health and Safety Departments. The call 
surveys on the updates posted at the site, the situation of the associates 
working there, and seeks to engage in commitment to the dissemination of the 
campaign’s training content. Annex 6. 

 
 
CAMPAIGN: TRANSPORTING SAFETY 



 

 

PT-00(01-03/2021) 

 

 

Purpose: 
 

✓ To raise awareness among drivers and crew associates providing services for 
Almaviva on the importance of self-care as one of the most effective ways to 
prevent the spread of Covid-19. 

✓ To internalize the adoption of safe behavior, allowing them to perform their 
duties without any risk to their health or the health of Almaviva personnel. 

 

Aimed for: 
 

✓ Drivers under the modality of third parties providing services to Almaviva. 
✓ Personnel of crews providing services at sites as third parties. 

 

Communication Channels: 
 

✓ WhatsApp Group: Creation of a WhatsApp group with drivers to disseminate 
information related to self-care and prevention of the spread of coronavirus. 
Daily sending of 3 messages (videos, information pieces). 

 

Meetings: 
 

✓ Performing a weekly meeting addressing the subject sent: Information 
is sent every Monday to logistics and distribution managers at each site for 
them to disseminate the material to drivers and crew. (Printing and delivery of 
the information piece and explanation of its content). 

✓ Phone Calls: Directed to site leaders, Logistics Managers, distribution 
coordinators, and individuals responsible for disseminating the information. 
Conducted on a weekly basis by associates in the Human Resources 
department. The call aims to engage a commitment to the performance of such 
meetings on the training contents of the campaign. Annex 7. 

 

TRAINING 
 
Purpose: 

 

✓ To raise awareness among Almaviva's personnel of the importance of self-care 
as one of the most effective ways to prevent the spread of Covid-19. 

✓ To internalize the adoption of safe behaviors allowing them to perform their 
duties without any risk to their health or the health of Almaviva personnel. 

✓ To develop healthy practices among in-house associates. 

 
 

Aimed for: 
 

✓ All company associates. 

 

Communication Channels: 
 

✓ In-person and virtual: In association with Alfa ARL and the Workplace Health 
and Safety Department, Almaviva staff were trained in the prevention of the 
spread of Covid-19 and how to effectively use face masks and gloves. Annex 
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8. 
 

In addition to the above, within the main training topics defined by the company to be 
executed with the staff are: 

 

• What is COVID-19 and how is it transmitted? 

• Preventive and self-care measures against COVID-19 
• Proper use of face covers 
• Hand washing 
• Recognition of symptoms 

• Procedure in case of symptoms, positive test result, or being in contact with a 
confirmed or suspected case 

 

• MONITORING THE HEALTH STATUS OF STAFF, PROVIDERS, CLIENTS, 
AND PARTNERS (IN CASE OF CONTAGION). 

 
Measures were implemented for the monitoring of employee health, taking their 
temperature at the beginning and at the end of the workday, and the daily health 
monitoring survey (RHU 018) was established, which must be completed before 
entering the site, observing adequate data protection. 
During guideline training and outreach, staff are instructed to, in case of any 
symptoms, refrain from attending the work site. Instead, they must begin their 
reporting process with their EPS so that the need of testing and/or isolation is 
determined through a medical assessment. 

 

All individuals entering sites, regardless of whether they are visitors, suppliers, or 
contractors, must complete the health monitoring survey. Annex 9. 

 

• DATABASES 
 

An up-to-date database of employees and other personnel providing services in the 
company was generated, observing the proper data protection standards. An employee 
census was conducted to monitor workers living with people over 70 years old and/or 
pre-existing comorbidities susceptible to the effects of COVID-19 infection or living with 
people providing healthcare services. 
A checklist to identify potential risks and establish the necessary operational controls 
prior to the operation was prepared in conjunction with the ARL (Occupational Risk 
Administrator). The biological risk factor from the transmission of COVID-19 was 
included in the hazard matrix to determine when personnel are most exposed, 
depending on their duties. 

 
• RISK EVENTS MANAGEMENT. 

 

Guidelines were defined for the treatment of people with symptoms, who had close 
contact with presumed or confirmed cases, or who have been diagnosed with COVID-
19, in line with the provisions of the Ministry of Health and Social Protection. Annex 
10. 

 

All individuals who have symptoms, who have had close contact with a presumed or 
confirmed case, or who have already received a positive test result, must immediately 
inform their Superior, and the latter must, in turn, inform the Workplace Health and 
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Safety Department, to enter such individual into the database and follow up. 
Reporting from the employee to his/her respective EPS is implemented within this 
guideline for the management of cases with symptoms. 
In the event that an employee is tested for COVID-19, such employee must remain 
isolated until he/she receives his/her tests results. 

 

In the event of confirmed cases within personnel or a third parties related to the 
company, in accordance with the guidelines provided by the Ministry of Health, the 
following must be observed: 

 

SCENARIO: Positive COVID-19 case at an administrative site 

If a positive case of COVID-19 infection is confirmed in a partner in the administrative 

areas, the following will be done: 

✓ Following the guidelines issued by the EPS and/or the District or Department 

Health Office. 

✓ The Workplace Health and Safety Department will conduct the verification and 

confirmation of employees with a history of direct or indirect contact with the 

confirmed COVID-19 case and will notify the competent health authority to 

validate and follow up on the population at risk of infection. The epidemiological 

surveillance, Survey (UHR 029), will be conducted for close contacts, as defined 

above. 

✓ The Continuity Technical Committee will be engaged permanently until the end 

of the crisis. 

✓ The cleaning and sanitization protocol for the facility will be activated, as per 

the times and guidelines issued by the Departmental or District Health Office, 

using the supplier determined by the Purchasing Department. 

✓ Remote work mechanisms will be activated for any necessary critical positions, 

determined by department, to ensure the continuity of any administrative 

activities required to support the operations. 

✓ If feasible, the Contingency Operating Center (COC) will be engaged. 

✓ Permits for remote application handling will be engaged as soon as possible, 

due to the state of contingency. 

✓ An Extraordinary Purchasing Committee will be held for the approval of any 
required expenses. 

 

SCENARIO: Positive COVID-19 case at an operations site 

If a positive case of COVID-19 infection is confirmed in a partner in one of the 

operation sites, the following will be done: 

✓ Following the guidelines issued by the EPS and/or the District or Departmental 

Health Office. 

✓ The Workplace Health and Safety Department will conduct the verification and 

confirmation of employees with a history of direct or indirect contact with the 

confirmed COVID-19 case and will notify the competent health authority to 

validate and follow up on the population at risk of infection. The epidemiological 

surveillance, Survey (UHR 029), will be conducted for close contacts, as defined 
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above. 

✓ The Continuity Technical Committee will be engaged permanently until the end 
of the crisis. 

✓ The facility cleaning and sanitation protocol will be engaged, according to the 

times and guidelines provided by the Departmental or District Health Office. 

✓ The possibility of procuring any required replacement personnel in the shortest 

possible time or advancing operations at an alternative site for the continuity of 

the operation will be discussed with the site’s clients, based on a previously 

performed assessment. 

✓ If feasible, the Contingency Operating Center (COC) will be engaged. 

✓ Permits for remote application handling will be engaged as soon as possible, 

due to the state of contingency. 

 

In both cases, for administrative and operational personnel, employees must submit to 
the isolation period defined by their EPS and may return to the operation when they 
are in good health (without symptoms) and have the corresponding Medical Clearance. 

 
 

 

 
 

 
 
 



 

 

Annexes 
 

Annex 1. Summar and Punto del Aseo Company Cleaning Guidelines. (Attached 
document) 
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Annex 2. Timsen Spraying Data Sheet and Photos. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Annex 3. Photos of cleaning personnel protective equipment. 

 

 

 
 

 
 

 

 
 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

PT-00(01-03/2021) 



 

 

 

Annex 4. List of personal protection equipment deliveries. 
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Annex 5. Proper use of common areas (cafeteria) photos. 
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Annex 6. BECAUSE WE LOVE LIFE, WE PROTECT OURSELVES WITH OUR SOUL 
(PORQUE AMAMOS LA VIDA, NOS PROTEGEMOS CON EL ALMA). 
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Annex 7. TRANSPORTING SAFETY Campaign. 
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Annex 8. Training. 
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Annex 9. Thermometer use guidelines (temperature taking). 
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Health Monitoring Survey (RHU 018) 
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Annex 10. 
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Natalia Aguirre Peña 

Workplace Health and Safety Coordinator 
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