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	Contingency Guidelines
COVID-19 
Owner/ Department:  QRM



	Brief
	The Corona virus, also known as COVID-19, is an infectious disease involving the upper respiratory tract (nose, throat, airway and lungs), which can spread directly or indirectly from a person to another. 
The virus has spread across the globe in pandemic scale causing panic and affecting businesses worldwide. 

	Purpose
	In the wake of the worldwide COVID-19 outbreak and its implications, SMSA Express prepared a contingency guideline to minimize the disruption in its business operations and to reduce the health risk of all stakeholders.
The guidelines stated herein are non-exhaustive and does not cover all situations/ scenarios of the business. This must be used in conjunction with the latest & relevant advisories and regulations issued by the concerned government agencies. 

	Concerned Persons 
	SMSA employees, customers, suppliers, and stakeholders in all of its offices/ locations [Head Office, SMSA Service Centers (SSC), Warehouses].
Other parties that  may be involved:
· Ministry of Health (MOH)
· Ministry of Interior (MOI)
· Accredited hospitals
The company will appoint a Contingency Manager to ensure that employees are familiar with the business continuity plan and comply with it during this period. 

	Symptoms
	The most common symptoms of COVID-19 are fever, tiredness, and dry cough. Some patients may have aches and pains, nasal congestion, runny nose, sore throat or diarrhea.

	Transmission
	An infected person can spread the virus through eye, nose, and mouth via droplets produced when coughing or sneezing; close contact with an infected person; and contact with contaminated surfaces, objects, or items of personal use.

	Monitoring
	A mandatory temperature check will be carried out at the main entry point, reception or gate on all personnel entering the facility. Using a Non-Contact Forehead Infrared Thermometer, the designated person will record the readings in the Temperature Monitoring Log. 

Green rating   35.70 - 37.40      Acceptable - No action
Yellow rating  37.41 - 38.50      Elevated     - Medical advice required 
Red rating       38.51 - 42.20      High fever  - Medical assistance required
For Yellow / Red rating also inform contingency Manager. 

	Screening & Identification 
	All visitors, including contractors and suppliers, must fill-up the Self-declaration Health Screening Form (see GUIDE doc. no. 2736) available at the reception, entry points or gate prior to granting entry to the workplace. The visitor will be issued a disposable face mask which must be worn for the entirety of the visit at the facility. Temperature of the visitor will be taken and reading recorded. 
Any visitor who has any of the symptoms will be politely denied entry into the facility, and will be advised to seek voluntary medical assistance.
All employees who experience any of the symptoms of COVID-19 and/ or have returned back from travel outside the country in the past 14 days (either on vacation or business) must fill-up the Notification Form for Employees (see GUIDE doc. no. 2781).
HR will advise the employee to immediately proceed to any accredited hospital for medical assessment.

	Isolation
	After undergoing medical assessment, the employee is placed on home quarantine for a period of 14 days minimum, and shall not report for work until a medical certificate (clearance) is issued by the Ministry of Health. Quarantine period may be extended to another 14 days as deemed necessary by MOH. 

HR will regularly check, monitor and follow-up the condition of the employee under quarantine until test result or medical clearance is released/ issued.
 
Once a suspected COVID-19 case has been confirmed, HR has to establish contact tracing by listing the names and contact details (ID no., address, mobile no.)  of all the individuals who were in contact with the infected employee. HR will advise these individuals to immediately proceed to any accredited hospital for medical assessment.

In cases where multiple employees are suspected of having the infection, the company will be issued by MOH with an official request to close/ lockdown the premises for a period of time. Facility needs to be disinfected and sanitized.

	Infection Control




	Employees must follow the points below to minimize exposure and reduce the transmission of the infection:

· All employees are advised to refrain from organizing any public gatherings or events, meetings, including classroom training until further advised. 

· All employees are advised to avoid non-essential travel and make use of technology like teleconferencing / video conferencing (or other collaboration platforms) as alternative to face-to-face meetings.

· Practice maintaining a greater than usual physical distance from other people (a.k.a. social distancing) or avoiding direct contact with people (like hand shake) or objects in public places. Avoid touching eyes, nose, or mouth with potentially contaminated hands.

· Workplace and personal hygiene must be observed by employees at all times: 

1. Clean and disinfect frequently touched surfaces/ objects such as door knobs, hand rails, telephone, keyboards, and elevator/lift buttons. Regular household soap or detergent should be used first for cleaning, and then, after rinsing, regular household disinfectant containing 0.5% sodium hypochlorite (i.e., equivalent to 5000 pm or 1 part bleach 5 to 9 parts water) should be applied. All SMSA facilities should be disinfect twice daily. 

2. Wash hands regularly and thoroughly with soap and water for at least 20 seconds. If soap and water is not available, use alcohol-based hand sanitizer that contains at least 60-95% alcohol.

3. Cover nose and mouth with tissue when coughing or sneezing, dispose the used tissue in the garbage, and wash your hands afterwards. If you do not have a tissue, cover your mouth and nose with the inside of your elbow (not your hands).

· The face mask should be worn properly, as soon as symptoms become apparent (fever, cough, or runny nose), or the individual is recovering from an illness. To be effective, change mask regularly or if soiled or wet.


	Communication 
	All communications pertaining to the contingency shall be the responsibility of the Contingency Manager.

He/she will actively monitor the development of the pandemic and business decisions will be made based on these developments. He/she will activate the contingency measures as per the plan, ensuring that the employees have a clear understanding of their roles and responsibilities before the virus outbreak occurs, how it will impact them, keeping them updated on the progress of the measures being implemented by the company on such contingency. All communication channels (landline, mobile and email) must be made available for employees to report their status and to make queries as well.



The Contingency Manager shall also be responsible for liaising with the relevant government agencies, suppliers, hospitals and clinics. Alert level 4 of a total lockdown special permission may be given our industry by the authorities and SMSA may continue business and in such cases full uniform and ID must be worn.


	Business Continuity Plan
	The business continuity plan is divided into four (4) alert levels:
· Alert Level 1 – Active Monitoring
· Alert Level 2 – City-wide Spread Cases (No Facility Closure)
· Alert Level 3 – City-wide Spread Cases (with Facility Closure)
· Alert Level 4 – City-wide Spread Cases (with Facility Closure, City Lock down and Staff Infection)
All customers must be informed through available  channels (email, calls, SMS, website, social media) about the possible closure/ closure of facilities, and/ or deactivation of services (wholly or partially)  and (possible) delay  in our services due to the threat as well as in compliance to government directives.
The contingency plan shall include circumstances where business may be forced to close or reduce levels of service. On such cases, the company may consider:
1. Flexible work arrangements by identifying critical business functions and essential employees. 
a. Alternate teams of employees can be set-up (i.e. Team A and Team B) who can be deployed at different work schedules. The teams should be physically segregated to avoid risk of infection between teams.
b. Adjust operating/working hours to minimum with skeletal workforce.
c. SMSA still will need to maintain records of employee attendance for payroll purposes. 
2. Work from home option, whereas the following points are taken into consideration – 
a. Designated/ Specific working hours 
b. Technology support and requirements set-up (internet, telephone, laptop, software)
c. Defined Security requirements (access rights, VPN)
d. Communication, responsiveness and availability of employees
e. Productivity and performance expectations
A log of events for all locations under BCP must be maintained for the entire duration of the contingency which must include the date and time of each specific activity. This will enable the company to trace what actual transpired and identify areas of opportunities to further improve business continuity planning in the future.

	General Recommendation
	Employees who are suspected of having COVID-19 should follow the recommendations by the Ministry of Health:
· Contact local health authorities to evaluate the situation, assess the risk of exposure and decide whether this employee is a suspected case that fit case definition criteria. Follow instructions given by local health authorities.
· Escort this employee to a separate, isolated, well-ventilated room (employers need to dedicate a special place for isolation which is not typically frequented by staff. This may be, for example, a management office, rather than a rest room, a prayer room, etc)
· Ensure that other staffs do not touch the belongings of the unwell employee and that any personal items of the unwell staff member are safely removed from the vicinity of other staff. It is very important that in the event that other staff touched the belongings of the unwell person that they thoroughly wash their hands 
· Ensure that other staff are calm and assure them that they are safe  
· Inform the other staff that proper measure will be taken in identifying other employees’ exposure and contact in case the suspected employee proves to be positive for COVID-19 
· Ensure that the suspected workplace & vehicle of the employee is properly disinfected and sanitized, according to the Ministry of Health Disinfection of Public Places Guidelines














Kindly find the below lift photos for SMSA HQ Riyadh. Any facility having lift must follow the same.
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