Annexes: CRS Nepal Covid-19 health safety preventive measures?

Office safety
Vehicle safety

Responding Covid-19 positive case in workplace

. Field safety
V. Mask safety
V.
i) Office safety

Person to ensure following check-list: Admin/COVID-19 Office Safety Focal Point

PERSON RESPONSIBLE: Secu

rity guard

What

Guidance

Visitor Allowed

Only CRS business purpose visitors with prior-appointment can enter the office premises
(i.e. GoN, I/NGO, Partners and Vendors). Visitors will only be allowed to enter office if it
is absolutely required. For instance: If visitors have come to office for delivery of items,
invoice, letter etc. then visitor will deliver it outside office building. Further, CRS focal
person for visitor will complete the task outside office building.

Visitor’s
screening

Temperature

Mandatory

Visitor Wash Hands

Ensure visitor and staff wash hands at least for 20 seconds

Visitor’s ID Card Check

Visitor should display form distance

Visitor’s/Staff Registration

Visitor: use Visitor Log e-book (which includes details w/photo) through tab and Staff: can
share their name & position to guard

Visitor’s Signature

Not-required

Physical distance

1.07 meter minimum

Visitor’s Waiting Room

Keep visitor at waiting room until staff receive them

CRS Visitor’s ID

Not required visitor’s logs will be tracked through apps

Document Tray

Keep at the registration desk/guard room

Safety Kits Each time-Guard should use mask, gloves and closed shoes while conducting the
disinfecting process
Jar Water Replace jar water on water dispenser

Disinfection process

Disinfect using spray bottle on frequently touched surface every hour

PERSON RESPONSIBLE: Adm

in

What

Guidance

Deep Clean

Once before office resumed

Hand Washing Station
(improvised w/pump)

Ensure a complete set: [1-unit Bucket with cover and tap, 1-unit Bucket for waste water
disposal, 1-unit paper dispenser with paper, 1-unit closed dust bin]

Poster display

Hand washing step-by-step process

Disinfection Foot Mat

Ensure disinfection foot mat available at the door step, clean at daily basis and replace
when it gets leakage or tear

Waste Container

Ensure one or two containers with closed lid is available before office resumed

Document collection

Collect documents from guard desk and put in a separate clear bag and keep 2-3 days for
further internal process

Stationeries/Supplies

Replenish and distribute to staff when needed

Visitor’s Waiting Room

Designated area if available, if not install a stall tent with chairs

Orientation

Orient and train guard, driver and office maintenance on safe office use guidance and
checklist

! Source: Nepal Field Secur

ity Plan, updated August 2020)




Desk Size

The desk size must be 4ft2 or 1 m2, see Annex A for detail analysis by office

Lunch Room

Keeping physical distancing, based on room size 2-4 staff allowed, see Annex B for office
wise analysis and schedule

PERSON RESPONSIBLE: Office Maintenance

What

Guidance

Bleach solution

Prepare bleach solution and refill the spray bottle for staffs

Office clean & disinfect

Daily- indoor & outdoor

Frequent disinfecting
process

2 times a day (12:00 & 15:00 hours) on frequently touched surface [indoor & outdoor]

Open doors and windows

Daily-morning and afternoon (keep doors open to reduce frequent touch surface
disinfection)

Tea/Coffee Prepare and distributed 2 times a day (10:00 & 14:00 hours)

Safety Kits Each time- Office maintenance should use the mask, gloves, closed shoes and apron while
conducting the disinfection process and properly disinfect after use

Dispose garbage Clean dust bins and dispose in the garbage in container safely

PERSON RESPONSIBLE: All Staff

What Guidance

Wash hands Staff to wash hands at least for 20 seconds

Cooperate w/guard

Proceed with guard for temperature screening & registration

Disinfect Shoes

Disinfect shoes on disinfection foot mat

Head to room

Staff go to their assigned room

Personal desk space

Should be at least 1.07 meter of physical distance

Desk Cleaning

Staff to clean their desk and belongings using disinfecting spray

AC and Fan Use

Staff to ensure windows and doors are open for sufficient ventilation, we can use Fan for
cooling the rooms and do not use AC as it does not recirculate air from outside.

Meeting room

Maintain physical distancing

Smoking break

Maintain physical distancing

Lunch

No lunch at office, staff should bring from home w/utensil and eat out of personal
container. Wash at home if at office-use Kitchen and clean sink properly using disinfectant
bottle spray

Bathrooms use

Wash hands/use sanitizer before and after use

Limited tolerance

Stay only at assigned room/desk, use Teams/Skype or phone for communication

Respiratory hygiene

Practice respiratory hygiene & avoid touching eyes, noes & mouth

Mask

Use Cloth Mask while taking to visitor

Common useable

equipment

Wash hands/Use Sanitizer [printer and papers] and discourage staff to use other staff’s
tools and space




ii) Vehicle Safety

Who to complete check-list: Driver /<shfoRee $ojdet: RCINEIRERN]

Process of making strong (0.5%) chlorine solution:/ FelReTehl &l (0.9%) S=I3= WehaT: Formula: 9 parts of water and 1 part of
bleach.

For Bottle (1 liter) spray: put 100 milliliters Bleach with 900 ml parts of water and mix it. / T fefex aﬁ@aﬁwaﬁ T forer uriian
100 ml WWWWFM Bucket (20 Itr): put 2 liters Bleach Liquid with 18 Liters of water and mix it /30 feTex mm
AIRT: R0 fereR uriaT 2 foreR sita BTt TR ARS8y

When to complete check-list: Before passengers enter vehicle and after passengers exit vehicle /a&fare Figer 37t Wﬁﬂﬁ
va=1 T i I mElaTe efuf

Note: No third-party waiver for CDO/Government/partner or any other non-CRS personnel are allowed in CRS vehicles. Only exception
is CRS staff family members for potential relocation purpose, which requires completion of standard CRS waiver /sile: fa3mRuTe!
HARATIAAT ATAT IeTehT AT FTA3T/TAPRT TUPRY/TATSER TEATHT FHART STIMAART 31T HAATS el JET T&THT ollfdl eSar JoR
(rgAfd) fedader | T@H THATT IYaTCH FIAT FAIRTHHT HHTRIR TRANGT TS FFATIT FIAT FATATTAOT Tafde] TaEAT
HUATATT FAIRTHR FARHETTAT A1 3ot A (@3R) g afhes T Fqar a1f fA3RTES IR GRA HJIS |

Note: This completed check-list will be stored in a labelled file kept by admin, if/when needed /alte: 3TTaeTes I WUSHT TRITHA
fFemmerel qU IIRTH JH AhfATcens AR ARTH G5 3w 710 TWS |

Activity 1: Confirm that all supplies are available in the car [Pre- and Post-trip] /Ifafafer ¢: e @8 wwe sva 0 gt e

(I i T A ARwEdaREa
What/3 Guidance/ AT Pre-Trip/ Post-Trip/
7T 7 I7aT
RIIT
Bleach Liquid and Hand Sanitizer/seiaent gl I 1 bottle w/ minimum amount of 250 ml each /2
FUes TASoR S, SR 4o Ml e
Bucket with Lid /&dehed RT3l Aot dTedi 1 bucket w/20-liter size /¢ STe<Ie, 0 folex 31T
Spray Bottles/T sidel 2 bottles w/minimum amount of 500 ml each /R
A, HEIAT Yoo fAfRT 3/ea
Clean Towels (vehicle wash)/IWT diferar (amsr 2 sheets — disinfected after use / 2 @eI, WANT
) TR Rt (RrevERa ) e
Rubber Gloves, Rubber Shoes & Rain Coat (2 pc) / | 4 pairs/2 pairs/1 set- disinfected after use/¥ TSR
TR U5l TR ge T a9t (2 Fe) SE/3 g, JETa T
Hand Wash Soap/ & i_]}T gt 1 bottle or cake/¢ SIddl ar T3el
Paper Towel/ TR diferr 2 rolls/3 FETId
First Aid Bok/ UTUTHe JUREH] STy 1 box with necessary items/ 3Taedsh THIAT HTSHT ¢
§Tehd
IR Thermometer/ g"ﬁ?ﬁ?{ yrAffreR 1 unit/ 3T
Zipper Bag (water proof)/ SR s fores s 1 unit each- (Towel, Rubber Gloves, Rubber Shoes, Rain
(ATERYP) Coat, Log Sheet)/ Ycdeh AT 1fd Ueh T Ter
(@i, WX gsa, W ge, avife, oerfie)
Activity 2: Disinfect the vehicle — external [Pre- trip- Ensure and Post-trip- Disinfect] / aifafafer 2: amdia$ Bagebae ot (FrewRfea
qref), WHT%T(Wﬁ-gﬁﬁﬂHﬁ, IETIRIT -FHSehae I1+)
What/ & Guidance / R Pre-Trip/ Post-Trip/
a7aT g9 I
RIIT
Wash hands / g/ &= For 20 seconds before picking up keys/FF\I'?I}H%’FJ,"E,EF'\’o
° REASEARNIN
Visibly dirty / STEe9RT HIgR AT If so, wash with soap and water/ HTg=IUTelel YR




Wear gloves, mask & rubber shoes / 95311, AR

T ISTHT §E ISR

Disinfect and store after use/ SaTIRATT BHSthare

Open all doors / &9 THTEE Yool IRIEI

Allow fresh air to circulate / I®T gTaT Yaifed IeiieeT

For Motorcycle: Wipe down handlebars, saddle

Follow same process as vehicle while disinfecting/

and other parts/ HICQHIsrcbc'chl i BISEEIRS
WSd 3 3 Ureyslf Iod8 19

feasthae T TR g

Activity 3: Disinfect the vehicle — internal [Pre- trip- Ensure and Post-trip- Disinfect]/ afafafer 3: mdtars fEag-bae ey, R @

qd- i3 TR T aruse- fudhee Te)

What/ &

Guidance / AT

Pre-Trip/
a7 g4

Post-Trip/
IEIKEIGA

All inside hand holds, seat belts & buckles/ [BE]
WP eTwSgIes, Redee T Thoes

Wipe down before and after vehicle use/ 7 SYep! TanT

31y ¥ ufes gogeiy

Steering wheel, gear shift and hand brake/

feals &d, R so™ Rive I grsss

Wipe down before and after vehicle use/ 7 SYep! TanT

31y 3 afes gogeiy

Arm/head rests, mirror and window controls/

I, ¥5 Y&, VT T STl AT 96 Eaese

Wipe down before and after vehicle use/ 3marent
ST 31 ¥ 9 g

Pen, logbook/ &er#, eeTge

Wipe down before and after vehicle use/? Sl TR
R I UfS UBIey

Wear gloves, mask & shoes/ =<, #ATFR T <

GEUEG

Disinfect and store after use/ WW%WTR&
HUSR TR

Activity 4: Ensure physical distancing in seating arrangement [Pre- trip- Orient Passengers and Post trip- Confirm that it was done

during trip]/4arfafafer v: Rie frardar sitfas gl sre g 30 gRaRed TRl (AmT T4- ATEEaTE TSR, T AHTIRET- AT

waen sifas gl Fre s F0 gite TEw)

What/ &

Guidance / AT

Pre-Trip/
a7 §d

Post-Trip/
eI

Maximum of 3 passengers excluding driver/
YARATe® Siedh Sifdbad 3 51 a1 W6

1 Passenger: In rear seat diagonal from driver/?¢ RIEE
qaRa® ! UBTTSH! Riear agf g2 W™

2 Passengers: Both in back seat, each against a
window/3 T3 g veTEte fear, garadd

3 Passengers: Two in back each against a window &
one in the front/3 T9: gEsfell TSTET FATERA T
Teholell 373MST

Activity 5: Remind staff of rules for the journey [Pre- trip- Orient Passenger and Post trip- Confirm that it was done during the trip]/

ARl o: FATHEE A AT FEASTEN (IEE- AEEAS ISR T AHIRATT- IR FHAT fagwr areren aRwsr give

TR

What/ &

Guidance / AT

Pre-Trip/
a7 §d

Post-Trip/
IEIREIGA

Driver-Open/close doors/first aid kit & fill up
logbook/ HaNETeehel AT Wowl T doa Ae{Tet,
WA SUARE! STRE St e T oG
e

o]

Mandatory/ 3ifrart

Drive with the windows open / $aTel Igﬁ T
ST AR

Where this is safe/ EI,'{T\&H SIIRITHT

If you must close windows:/ WWT@W

Do not recirculate air in the cabin while using a/c /

T TATUR! GUSHT FATST T graT Iof Fariee

19 ‘ﬂ? it
Ensure temperature screening is conducted/ S@ | Before field movement and entering in vehicle/ fthes
TR =1 e THEN S X e yaw sy

All passengers and drivers to wash hands and

wear mask/ & I T HaRMATelhel §1d ¢ed=t T
HIEh ofd 30_'|Qqﬁ

Before re-entering vehicle/ s lﬁ@uﬁﬂ’ﬁf&ﬁ




Driver to pay & get receipt for toll/road fee/

FaRaTada e Yo fast g fergut

Use a closed clear bag, store for more than 24 hours,

disinfect hands/ el SATTRT FAET TG T W
gUeTHeel Fé rafaEn G iR IgEE

Activity 6: End of the Journey [Pre- trip- N/A and P

(@ETYd- WR] g X AETIAE- FraRreT Sweke TRy TRifaf TRy

ost trip- Perform the activity mentioned in guidance]/ TIfafafer &: AEATH! SHT

What/ & Guidance / AT Pre-Trip/ Post-Trip/
E el g# YIEIRE I
If heavily soiled/ 37cafIs FUAT BIBR HUAT Wash exterior of vehicle with soap and water/ N/A/ ATy
MEIETER AT LI aET
Putting vehicle away/ TTSId 3 Y3 Activity 2 & 3/ QAR T3 N/A/ @
e
Wipe keys/ STl Qwal When handing them back after use/ T ufes ftbat N/A/ @
ki g
Driver Confirmation/ TaRIATA®A U= HHTONHROT
Vehicle Number Plate:/ TaRIGTEF TH7 ©ic: Destination/route:/ =) drcl: Date/ fAfa | Time/@HT
Driver Name:/ @aRI=Tciad] 71H: Signature:/ EETTER:
Passenger Name:/ 27736:'}-'-/77-7' Signature:/ &N
Passenger Name:/ 27736:'}-'-/77-7' Signature:/ &R
Passenger Name:/ 27736:'}-'-/77-7' Signature:/ &R
i) Field safety

This Checklist is prepared based on the ‘CRS-Guidance on Preventive Measures for Staff-Partner-
Volunteer’ to mitigate the transmission for COVID-19 through exposure from the daily activities and
movement in field. The following checklist should be followed by each responsible individual who are on
field visit. The following checklist should be completed by individual after returning from field visit and
submitted to respective supervisors along with field trip report.

S.N. Check

Status (Y/N)

Points (NA)

Remarks

1. Informed Security focal person about the detailed travel plan

Field Travel Plan Updated in One

Drive

Assessed field situation before Travel

Vehicle Checklist Completed by Vehicle Operator

No. of Passengers in the Vehicle is not more than 3

Temperature Screenings conducted before travel

N ok |w] N

Staff Health Kits Received (Mask,

pocket hand sanitizer)




8. Brought Your Own Food/Snacks/Water

9. Well- Informed on Hotels identified by Operation Team

10. Safety Informative panels/banners regarding COVID-19
installed to make recommendations visible on site/event venue

11. Short Orientation conducted on COVID-19 at site/event

12. Handwashing Facility Available at Distribution/ Construction
Site

13. Maintained Physical Distance & ensured the participants and
communities to do the same

14. Visitors Logbook Maintained at Construction Site by the
Supervisor/Trainer

15. Disinfected items brought back from work/travel

Checklist Completed By: Signature: Date:

iv) Mask safety

How to Use a Mask?
» Wash hands with alcohol-based hand rub or soap and water before putting on the mask.
* Cloth face coverings should fit snugly but comfortably against the side of the

face and be secured with ties or ear loops.

» Replace the mask with a new one as soon as it is damp.

» Avoid touching the mask while using it, if you do clean your hands with alcohol based hand rub or soap
and water.

How to safely remove a used Mask?

* Individuals should be careful not to touch their eyes, nose, and mouth when removing their cloth face
covering and wash hands immediately after removing.

» Wash hands with alcohol-based hand rub or soap and water after removing the mask.

Why to wear Non-medical mask/Cloth Mask?

* To slow the spread of the virus and help people who may have the virus and do not know it from
transmitting it to others.

* The cloth face coverings recommended are not surgical masks or N-95 respirators. Those are critical
supplies that must continue be reserved for healthcare workers and other medical first responders.

What type of Non-medical mask/Cloth Mask should be used?

* Including multiple layers of fabric

» Allowing for breathing without restriction

» Able to be laundered and machine dried without damage or change to shape

When to wear Non-medical mask/Cloth Mask?



* In public settings where other social distancing measures are difficult to maintain (e.g., grocery stores
and pharmacies), especially in areas of significant community-based transmission.

Who should not wear Cloth Mask?

» young children under age 2

» anyone who has trouble breathing or is unconscious.

» anyone incapacitated or unable to remove the cloth face covering without assistance

Who should wear Medical Masks?

» Anyone confirmed or suspected of COVID-19

» Healthcare Worker in a Healthcare setting

= Caregiver for a confirmed or suspected COVID-19 case

Should Mask be washed or otherwise cleaned regularly? How regularly?

* Yes, Cloth mask should be washed after each use in public settings, washing at the end of every day is
recommended.

= No, medical mask such as KN95, N95, blue/green surgical medical mask cannot be washed and should
be discarded after one-time use in public.

How does one safely clean and sterilize/disinfect a cloth mask?

= A washing machine or proper handwash with use of detergent and air/sun drying after wash will
suffice to clean and sterilize a cloth mask.

* For best sterilization, it is recommended to let the used cloth mask sit in boiling water for five minutes.
The downside is that depending on the cloth your mask is made of, a few rounds of boiling could
damage it or affect breathability.

v) Responding Covid-19 positive case in workplace



Responding to a Positive COVID-19 Diagnosisin the Workplace

¢ Step 1: Timeline for responding to COVID-19 infection report
e Step 2: Discussion with diagnosed staff

e Step 3: Notification to all staff members

e Step 4: Notification to Partners or third business parties

General information: CRS Nepal adopts the global CRS practices based on U.S. Centers for Disease
Control and Preventions (CDC), Government of Nepal Ministry of Health and Population (MOHP) as
well as the World Health Organization (WHO).

CRS will always take steps to ensure the health safety of all staff, business partners, and their
families. We are proud of our workforce and offer our whole-hearted support of and continued
commitment to everyone’s health and safety in these unprecedented times.

If a CRS staff who has been in the office/in the field is confirmed with COVID-19 infection, CRS
Nepal will inform relevant staff of their possible exposure to COVID-19 in the office/in the field.
Importance of staff personal responsibility to self-monitor and share COVID-19 symptoms (e.g.,
fever, cough, or shortness of breath).

CRS will follow cleaning and disinfections standard measures to be taken in the office per this
link; https://bit.ly/38vSIB5

CRS and staff will follow Covid-19 guidance from CRS/WHO/Ministry of Health/local public
health authorities on how best to slow the spread of this disease and protect workers,
customers, clients, and the general public.

CRS Nepal is requesting all staff to download google Hamro Swasthya application to be aware of
cases in proximity to your home and other destinations visited.

CRS is permitted to ask staff if they are experiencing COVID-19 symptoms, including fever or
chills and a cough or sore throat.

CRS staff are required to declare personal underlying heath conditions as well as underlying
health conditions of sharing the same living space. CRS will maintain all information about
staff/dependents illness as a confidential medical record.

STEP 1: Timeline for responding to COVID-19 infection report

Immediately

CRS handles this situation to avoid exposure to others, while protecting the dignity and privacy
of the individual at the same time.
If the staff is currently in the office/project area, quickly determine a strategy to contact Covid-
19 designated hospital and inform family member/s, including key contact information with
locations here for easy reference within Nepal:

v’ https://covid19.mohp.gov.np/
https://heoc.mohp.gov.np/
http://www.edcd.gov.np/
https://www.facebook.com/mohpnep/
Hotline Numbers: 1133 (24/7), 1115 (6AM to 10PM), 9851255837, 9851255834 (8 AM
to 8 PM)

AN NI NN

Within 2 Hours



Conduct urgent RMT meeting on what’s app or teams, including immediate supervisor of staff.
Assess & confirm whether to send other staff for testing and close the office.

Assign one key staff member get the additional information on corona positive staff — could be
supervisor, HR or other - and his/her recent activities, preparing the list of likely individuals to
have had close contact with positive staff.

Work schedule & area visited in the past 14 days (areas/locations)

Name other staff, colleagues, locations visited in the past 14 days

Time spend in any community in the last 14 days

Meeting with any donors/visitors/vendors or other business partners in the last 14 days

AN NI NN

Within 5 Hours

Transition to working remotely and inform CRS staff of likelihood to return to the office after 10
to 14 days.

Within 24-48 Hours

Open outside doors and windows to increase air circulation in the area.

COVID-19 Focal Point for Office Safety to arrange for thorough cleaning/disinfecting per
CRS/WHO guidance.

Consult with CRS ASIA region.

HR provides support to staff and family for regular and COVID-19 insurance reimbursements,
sharing any expenses not covered by insurance with SMT.

Discussion with diagnosed staff

STEP 3:

If the Staff is onsite when the diagnosis is revealed, S/he immediately should be isolated in an
enclosed space, such as a conference room or office.
The staff should be advised to seek medical attention immediately and assisted leave the
workplace for Covid-19 designated hospital/safer place.
Covid-19 hospitalization/isolation will be in reference to WHO/Ministry of health regulation.
The Government of Nepal requires that covid-19 positive staff need to be admitted in
designated Covid-19 hospitals only (Please note: all clinics or hospitals do not accept Covid-19
patients)

v’ https://covid19.mohp.gov.np/
https://heoc.mohp.gov.np/
http://www.edcd.gov.np/
https://www.facebook.com/mohpnep/
Hotline Numbers: 1133 (24/7), 1115 (6AM to 10PM), 9851255837, 9851255834 (8 AM
to 8 PM)
Discuss and confirm sick leave to be taken for 14 days of isolation/quarantine (to be reviewed).
Discuss and address transition of work plan during isolation/quarantine period.

AN NI NI

Notification to all associated staff members (staff that have interacted with infected staff

member)

Recommend or assist other associated staff members for testing to nearby Hospital or Covid-19
Health facility.



STEP 4:

In the event that other associated staff member is found positive, further essential steps will be
taken as above.

Office remains closed. Only staff with prior written authorization will be permitted access to the
facility, only if necessary.

Notification to associated partners and third business parties (partners and vendors who

interacted with infected staff member)

STEP 5:

CRS prioritize all partners & third business parties to be aware of this situation so that one can
self-monitor for development of symptoms and, if necessary, self-isolate and/or seek medical
attention.

Media notice (only if appropriate or applicable)

Any notice to media outlets requires careful consideration and balancing of the need to provide
notice with privacy and confidentiality concerns.

Ideally, no public notice should be warranted or needed. If, however, the need for public
notification is desired, no contain on personal detail and information is provided.

(Community may see positive cases people differently even s/he is completely healed).

*COVID-19 Medical Evacuation (MEDEVAC) organized by World Food Program (WFP) is a possible service
for staff who tested positive for COVID-19 with serious cases as medical evacuation is a last resort. This
service will likely not cover staff dependents. This service will be available when CRS Nepal United
Nations activates the system and inform officially to INGOs.



