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Instructions

GUIDE

PREVENTIVE MEASURES FOR
WORKFLOW DURING COVID-19 CRISIS
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ACCORDING TO THE PROC
THE MINISTRY OF HEALTH
TO PRESERVE THE PUBL

AND SAFETY OF EVE
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The procedures to enter the
building and the daily work
instructions
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The only entrance that will be
used is the rear parking entrance
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The temperature will be measured for
each employee, client or company visitors,
and it is forbidden to enter a person
whose temperature is more than 37.5
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Hands should be sterilized and
face masks should be worn,
which will be given by the company
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The employees fingerprint will
be through the employees ID
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It is not allowed to have more than
two people in the elevators at the
same time
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Hands should be sterilized again once
the employee arrived at the office
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Ensure that the social distance
is not less than two meters
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Kisses, Hugs , physical contact
and handshake are prohibited
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Grouping are forbidden
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Visits between offices are
forbidden unless it is necessary
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Reducing the circulation of cash & making sure
to sterilize hands after each cash transaction
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Don't use phones, offices or any tools
and equipments that used by others
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Outlook

0]
Microsoft Teams

All meetings will be held by Microsoft

teams and outlook applications, For

any assistance regarding that kindly
contact the IT department
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Use soft documents and the workflow need
to be done through “ paperless system* and
reduce the use of paper documents
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Each department will have a service

table for tea and coffee, where it is

required to self-serve by using plastic
cups that are disposal after usage
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No food orders are allowed
during the upcoming period
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To ensure your health and others,
employees are preferred to bring
their own food from home
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Kindly keep the offices, facilities
and rest rooms clean before and
after usage
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USER GUIDE
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Human resources will provide employees

with the necessary circulars regarding work

schedules, rotations, and coordination
of employee attendance
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For any inquiries or support,
please do not hesitate to contact:

 Human Resources Department
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Thanks for following the procedures
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