
Protecting yourself is caring for everyone and 
saving lives. Do your part.

A new normal, a new reality.

Version 4, July 2021

HEALTH 
AND SAFETY 
PROTOCOLS

Guidelines to prevent the 
transmission of covid-19 for 
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INTRODUCTION 

WHAT DO YOU NEED TO DO?

These protocols, measures to prevent the transmission of COVID-19 on FGV’s prem-

esis, were developed by SESMT, FGV’s Occupational Health Area and by a multi-

disciplinary team from FGV’s Human Resources Division, in observation of health 

authority guidelines, local decrees and recommendations by scientifi c bodies. In ad-

dition, in December 2020, FGV partnered with Grupo Fleury’s Sanitary Consultancy 

to carry out a diagnostic assessment of the return to work plan and the rigorous 

health and safety protocols already implemented, with recommendations on their 

appropriateness, in the context of the coronavirus pandemic. In this way, the mea-

sures, protocols and recommendations adopted, carry the seal of Grupo Fleury and 

were carefully developed to contribute to enhancing FGV practices and to enable a 

safer and healthier environment for everyone to resume face-to-face activities.

This document aims to guide FGV’s units and schools on the preventive measures 

to be undertaken for the resumption of classroom, administrative and academic 

activities during the pandemic.

The guidelines may change, as new regulations emerge from official bodies and 

scientific institutions.

The entire FGV community must comply with these recommended preventive 

measures to stop the spread of coronavirus. You should also pay attention to 

information and guidelines from official institutions and local health authorities 

related to the current COVID-19 outbreak.

To help you in this gradual resumption of activities, we have created a strategic 

committee, with the involvement of the Occupational Health and Safety Sector, 

which planned these measures to ensure that the return is safe. We are preparing 

our facilities according to the new rules, taking into account criteria and recommen-

dations from governmental and scientifi c institutions. 

COVID-19 prevention protocol
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COVID-19 prevention protocol

Do not return to face-to-face activities if you have symptoms compatible with those 

of COVID-19, if you recently tested positive for the Sars-CoV-2 virus, if you are waiting 

for a test result (RT-PCR), if you are isolating, or if you have been in close contact with 

a person diagnosed with the disease in the last 14 days. Inform FGV, remotely, before 

returning to the workplace or school. Stay at home if asked to do so.

Remember that strict compliance with these protocols, as well as vaccination, 

physical distance, wearing a mask, hand hygiene, isolation and quarantine are 

fundamental measures to prevent or reduce the transmission of the virus and 

its variants, which cause COVID-19.

Employees and students should receive special care and prioritize staying at home, 

working remotely and distance learning if they have clinical conditions that may 

favor the development of more severe infections of COVID-19, such as:

• People aged 60 or over.

• Pregnant women.

• People with chronic illnesses, such as hypertension, heart disease, 

          lung disease, asthma, cancer, diabetes, immunocompromised people, etc.

• People with obesity. 

The decision to return to the face-to-face activities of teachers and employees who 

are in this group at risk of complications with COVID-19 must be individual and 

shared between the professional, family, doctor and FGV.

SAFELY RETURNING TO 
FACE-TO-FACE ACTIVITIES 

GROUPS AT RISK
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All employees, teachers, students, service providers and visitors must measure body 

temperature, by infrared thermometer, before entering the institution, according to 

o�  cial guidelines. Access to FGV premesis will not be allowed for people who have a 

fever or symptoms compatible with COVID-19, according to the screening protocol. 

Only people with an appropriate protective mask will be allowed in.

Respect the rules that aim to help the FGV community to return to face-to-face 

activities in a safe manner.

We recommend that this group’s return to work is carried out with medical evaluation or 

consultation and presentation of a medical certifi cate or report that releases the person 

for face-to-face activities. This certifi cate, with a declaration of consent by the profes-

sional or student, must be delivered to FGV, for later referral to SESMT, preferably by 

electronic means for awareness, evaluation, if necessary, and fi ling.

Any medical information must be kept confi dential and under the safekeeping of the 

FGV’s occupational medicine department.

COVID-19 prevention protocol 

Protocols for return to face-to-face activities at FGV

ACCESSING FACILITIES
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Employees, teachers, students, service providers or visitors who have a tem-

perature above 37.5 °C will not be able to access FGV premesis.

Employees responsible for screening at entrances must use personal protective 

equipment (PPE), in line with FGV instructions.

This protocol provides for body temperature measurement using digital infrared 

thermometers with the forehead being used for measurement, according to health 

guidelines and product manual.

FGV must ensure that teachers and students observe the security protocols at 

the entrance, as directed by health authorities.

Protocols for return to face-to-face activities at FGV

FGV will screen people before they enter. The body temperature of all employees, 

service providers and visitors will be checked before they enter any establishment 

or start work or teaching activities.

This protocol aims to identify people who are suspected or confi rmed to have 

COVID-19 and remove them from face-to-face activities.

SCREENING PROTOCOL
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Case Flowchart 

A - Have you had symptoms compatible with COVID-19 in the last three days?

B - Have you had close contact with someone who tested positive for COVID-19 
        in the past 14 days?

C - Have you been diagnosed with a confi rmed laboratory result for COVID-19
        in the past 10 days?

Take temperature before entering the institution or starting activities.

Seek medical attention and follow the 
health professional’s guidance. Keep the 
outpatient medical center informed.

Seek medical attention, stay
away for 14 days and follow the 
guidance of health professionals. 
Keep the outpatient medical 
center informed.

You can return to face-to-face 
work activities before the specifi ed 
period of leave.

Follow the guidance of health professionals, undergo 
treatment and stay away for 14 days, returning only 
after being asymptomatic for 72 hours (three days). 
Keep the outpatient medical center informed.

Enter. Do not enter. 
Seek medical advice. Stay at home if requested.

SYMPTOMS

CLOSE 
CONTACT IN 

THE LAST 
14 DAYS

DIAGNOSED 
IN THE LAST

 10 DAYS

LABORATORY RESULT 
THAT DISCARDS COVID-19

BODY 
TEMPERATURE 
MEASUREMENT

YES

YES

YES

YES

NO

NO

NO

<= 37,50C => 37,50C

COVID-19 prevention protocol 
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COVID-19 prevention protocol 
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HEALTH MONITORING PROTOCOL

During work or teaching activities, employees, teachers or students who have 

COVID-19 symptoms should contact the outpatient medical center for medical 

evaluation and guidance.

If you are sick, with symptoms compatible with COVID-19, such as fever, cough, 

sore throat and/or runny nose, muscle pain, tiredness, nasal congestion, loss of 

smell or taste, diarrhea, with or without shortness of breath, avoid close contact 

(less than 1 meter) with other people. Immediately seek medical attention at a 

Primary Health Unit (UPAS) or another center for early diagnosis of the disease, 

and then follow the health professional’s instructions. Stay at home if requested.

Seek guidance online for COVID-19, download the “Coronavirus - SUS” app, 

available for Android and IOS, or call the phone number for your region.

If you need help or feel anxious, stressed or depressed, seek out a professional 

you trust or talk to one of our social workers.

Students, professors, employees and service providers who present COVID-19 symp-

toms and/or have been in close contact with people confi rmed to have COVID-19 

during its period of transmissibility (i.e., between 2 days before and 10 days after the 

onset of symptoms) must not go to FGV sites. They must:

Remember that an employee or student who develops symptoms of COVID-19, 

regardless of having already been infected, must isolate themselves from other 

people, stay at home and seek medical advice. Perform RT-PCR test for the Sars-

CoV-2 virus, when indicated, mainly because of the new variants.

Stay home, in isolation, and work or teach remotely;

Inform the case to the school’s or unit’s management team, remotely, as soon as 

possible, within 24 hours following contact with an infected person or the onset 

of symptoms;

Always keep FGV’s outpatient medical center informed;
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Self-notify suspected and confirmed COVID-19 cases through an online ques-

tionnaire, available in FGV’s app or at fgv.br/triagem, to be evaluated by a health 

professional at FGV’s outpatient center.

Only resume face-to-face activities once you have completed the indicated 

period of leave and you have recovered and been asymptomatic for more 

than three days or you have tested negative for COVID-19 in an RT-PCR test, 

following an evaluation by FGV’s medical service.

COVID-19 prevention protocol 

Protocols for return to face-to-face activities at FGV

If they are unable to take the online questionnaire, employees may also email FGV’s 

outpatient center their COVID-19 RT-PCR test result. This document proves their 

condition and it will be analyzed by FGV’s medical service in order to justify their 

absence from face-to-face activities.

If students or their family members test positive for the Sars-CoV-2 virus in an RT-PCR 

test, the school must be informed.
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COVID-19 prevention protocol 

Protocols for return to face-to-face activities at FGV

Table 1

Actions for suspected or confi rmed cases of COVID-19, 

and close contacts, to return to face-to-face activities 

in the Institution

Situation

Action 

Isolation 
time

Person who had 
close contact 
with confi rmed 
or suspected 
COVID-19 case

Symptomatic 
person (with 
mild COVID-19 
symptoms) 
confi rmed or 
not by 
RT-PCR test

10 days, plus 
three days 
without 
symptoms, 
counted from 
the diagnosis 
or positive 
RT-PCR test

20 days or 
more from 
diagnosis

10 days from 
the date of 
the positive 
RT-PCR test

Serious case of 
a person with 
COVID-19

Asymptomatic 
person, but 
with positive 
RT-PCR test for 
the Sars-CoV-2 
virus

Removal from 
face-to-face 
activities

Remote work or 
distance learning

Contact tracing

Removal from 
face-to-face 
activities

Remote work 
or distance 
learning of 
suspected 
COVID-19 cases

Contact tracing

Removal from 
face-to-face 
activities

Contact tracing

Removal from 
face-to-face 
activities

Contact tracing

14 days from 
the date of last 
contact

ISOLATIONQUARANTINE
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Quarantine means that you will be separated from others until the end of the virus 

incubation period. That’s because you were exposed to the virus and could infect 

individuals in the workplace or at home, if you become ill. 

Isolation means that you will be separated from other people, both at home and in 

a hospital environment, as you have the disease and can transmit it.

Suspected cases are people with symptoms compatible with COVID-19, such as 

fever and coughing, as well as those who have had close contact with a confi rmed 

or suspected case of the disease.

Confi rmed cases are considered to be people who have a positive RT-PCR laboratory 

test, according to Ministry of Health guidelines.

Remember that with suspected, confi rmed cases or close contact in the work or 

teaching environment, the environment should be disinfected and employees or 

students should stay away until this is completed.

The guidelines in these protocols are extended to outsourced workers who 

work in the institution.

Reporting of suspected and confi rmed cases of the disease, or of people who had 

close contact, in the last 14 days, with cases, should be made immediately to the 

outpatient medical center for monitoring and guidance on health protocols and 

actions. Share the list of people you’ve been in close contact with.

Without close contact tracing and quarantine, the virus will continue to spread, 

making more people sick and infecting the most vulnerable. By identifying and 

limiting contact of people infected with COVID-19, we prevent transmission of the 

disease and keep the community safe.

“Close contact” is a person who has been less than 1 meter from someone who has 

COVID-19 for at least 15 minutes (even if the person has no symptoms), takes care 

of an individual who has COVID-19 or lives in the same household that that person, 

has had direct physical contact with someone infected (through hugs or kisses) or 

shares personal utensils. 

Protocols for return to face-to-face activities at FGV

COVID-19 prevention protocol 

CONTACT TRACING PROTOCOL
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COVID-19 prevention protocol 
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People, who may have been exposed, once confi rmed as a close contact, need to 

quarantine for 14 days at home, separated from other people, monitoring symptoms 

and following medical advice if they become symptomatic. Quarantine starts from 

the date of the last close contact with the person who has COVID-19. The last day of 

quarantine is on the 14th day after the date on which there was close contact with 

the infected person (monitoring ends on the 14th day of the last contact with the 

person diagnosed with COVID-19).

It can take 1 to 14 days from contact with the virus to develop the symptoms.

The Institution must ensure that teachers and students observe the safety 

protocol, as directed by health authorities.

Disinfecting hands with 70% alcohol-based hand sanitizer, available at the entrance 

to the outpatient medical center, is recommended.

Health professionals, in all cases, should wash their hands with soap and water or 

use 70% alcohol-based hand sanitizer before putting on gloves, after removing them 

and after each care or procedure.

VACCINATION AGAINST COVID-19

Vaccination against COVID-19 is a safe method to improve your immunization and 

prevent the disease. In addition, it is very important to stop the epidemic.

When the vaccine is available, get vaccinated, regardless of whether you have 

already contracted the disease or not.

After you have been fully vaccinated, continue to practice preventive measures in 

public places and those provided for in the Institution’s protocols.

OUTPATIENT MEDICAL CENTER 
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If you have questions about vaccine contraindications, contact your doctor 

for guidance.

We ask employees who have already been vaccinated to report this to the FGV 

Medical Services for registration in their medical records.

COVID-19 prevention protocol 

Protocols for return to face-to-face activities at FGV 12

Wear a well-fi tting protective mask.

Keep a minimum distance from others, avoid crowds and closed and poorly 

ventilated places.

Avoid face-to-face meetings with non-vaccinated people and non-essential travel.

Clean your hands frequently.

Watch out for COVID-19 symptoms, especially if you have had close contact with 

a confi rmed case. Employees or students who have COVID-19 symptoms should 

stay at home, away from other people, and seek medical advice, regardless of 

their vaccination status. Take the RT-PCR test (when indicated).



13

Offices, common areas, classrooms, auditoriums, study rooms and laboratories

Wear a mask correctly, so that it covers your mouth and nose, at all times, 

except when eating and drinking. Replace a tissue mask every three hours 

and a surgical mask every four hours or when they are damp, dirty or dam-

aged. Remember to wash your hands before putting the mask on and also 

when touching or removing it. Avoid touching the mask during use.

Avoid physical contact, such as handshakes, kisses and hugs.

Keep the minimum recommended distance between you and other people.

Clean your hands before entering FGV’s facilities and remember to clean them 

frequently with 70% alcohol-based hand sanitizer, which is available in common 

areas and at strategic points, especially before and after touching surfaces and 

objects, such as the elevator button, door handles, handrails, tables, telephones, 

self-service machines, scanners, printers, etc.

Avoid clusters of people; observe the fl oor markings in common areas, such as 

places and spaces for waiting in line, to ensure social distance.

Avoid touching your face, eyes, mouth and nose with your hands that have not 

been washed or sanitized.

When coughing or sneezing, cover your mouth and nose with the inside of your 

elbow or with a tissue.

Communicate with colleagues and managers by email, instant messaging, phone 

or other available technologies whenever possible, avoiding close contact.

Employees and students must only remain at the institution for as long as needed

to do their work or education activities, avoiding crowds.

COVID-19 prevention protocol 

Protocols for return to face-to-face activities at FGV

GENERAL INDIVIDUAL PROTECTION MEASURES
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Students should avoid crowds and getting too close to one another in lines, 

when leaving classes and during breaks.

In public places, the institution’s social environments, members of the FGV 

Community who have already been diagnosed with COVID-19 or even after 

being fully vaccinated should continue to adopt all the preventive measures 

and follow the safety guidelines in these protocols, which work even against 

the new variants that have appeared.

Protocols for return to face-to-face activities at FGV

COVID-19 prevention protocol 

The Educational Institution is recommended to ensure that students observe 

safety protocols in classrooms, auditoriums, study rooms, laboratories and 

common areas, as directed by health authorities.

Pay attention to the indicated maximum capacity.

Avoid pressing the button directly. Use an object or tissue, discarding it 

afterwards. When leaving the elevator, wash your hands with soap and 

water or sanitize them with 70% alcohol-based hand sanitizer.

Maintain social distance while waiting for the elevator and pay attention 

to the markings on the fl oor.

Avoid touching the elevator walls.

Use the stairs whenever possible.

Elevators
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COVID-19 prevention protocol 

Wash your hands thoroughly with soap and water for at least 20 seconds.

Use paper towels to dry your hands and to close the taps.

Use a paper towel to open the door, if necessary.

Respect the maximum capacity.

Any queues should be outside the bathroom, keeping the minimum recommended 

distance. Observe the fl oor markings (where applicable).

Stay in the bathroom for the shortest time possible.

Avoid talking when you are in a bathroom.

Activate the fl ush with the toilet lid closed.

Wash your hands with soap and water or use 70% alcohol-based hand sanitizer 

after touching the handrail when going up, down or moving up stairs, ramps 

or passages.

Do not take more time than necessary in the corridors and on the stairs. 

Remember to stay connected with co-workers or classmates by phone, mes-

sages or video calls.

Observe the one-way directional fl ows of people. 

Non-essential collective areas must have signs reminding people to avoid crowds, 

mingling and unnecessary conversations. Employees and students must stay a 

minimum distance from one another.

Corridors and Staircases

Bathrooms
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Hold virtual meetings when possible.

Face-to-face meetings, when necessary, should be limited in order to have 

the smallest number of participants possible, respecting capacity and physical 

distance. Remember to ensure that the room is clean and well ventilated.

Teacher meetings with students should be done by appointment. If possible, 

preferably virtually.

Sit in the designated areas.

Take and use own materials (pencils, paper, pens etc.) and clean the tables and 

the arms of the chairs before and after use.

COVID-19 prevention protocol 

Protocols for return to face-to-face activities at FGV

Meeting rooms, Professor’s rooms, and service rooms
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Clean your hands with water and soap or 70% alcohol-based hand sanitizer, 

available on site, before and after handling, lending and receiving books, boxes, 

folders etc.

If possible, sanitize documents after each use and all new purchases. New purchases 

must be quarantined before storage (in fi les, cabinets or bookcases).

Clean the material (book or plastic cover) with a moist cloth with 70% alcohol-based 

sanitizer on a separate sanitizing table. Other documents must be cleaned with a 

dry cloth, avoiding disinfectant chemical. 

The librarian, when receiving materials, will put them in a separate bookcase for 

quarantine, moving it into the main collection only after cleaning and quarantine.

Returned material must be kept in quarantine for six days, on separate shelves. 

Books will not be moved into the main collection or loaned out during this period.

After six days, clean the book cover with 70% alcohol-based sanitizer and paper 

towels, which must then be disposed of in a trash can with a lid. Remember to 

clean your hands at the end of this activity.

Avoid the accumulation of documents, objects, boxes and material on the work 

surfaces. Use the pallets and benches provided.

Cleaning of dust and/or the treatment of documents, boxes, folders or envelopes 

by technicians must be carried out with the use of disposable masks, gloves and 

a lab coat or disposable apron.

Prioritize scanning of documents for sending or storage.

In the library and in NDoc, make appointments and queries available or share the 

virtual collection by email or App.

Encourage use of remote service.

The number of tables and chairs in the reading rooms should be reduced, in 

order to avoid close contact between people and limit the number of visitors. 

Respect demarcated places that should not be used and observe the capacities 

for these environments.

COVID-19 prevention protocol 

Protocols for return to face-to-face activities at FGV 17

Libraries, bookstores and archives
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Study rooms and reading rooms

The limits of numbers of students in the same common spaces must be respected; 

only small groups of students are allowed in the classrooms at the same time, ob-

serving the maximum occupancy and following social distancing rules to minimize 

contact between students and avoid groups.

People should not stay in places longer than necessary.

Frequent cleaning and disinfection must be performed for each group change and 

after the students use furniture which will be used afterwards by other students.

COVID-19 prevention protocol 

Protocols for return to face-to-face activities at FGV

When the collective spaces are reopened, the number of tables and chairs in the 

study or reading rooms should be reduced or marked as out of use, in order to avoid 

close contact between people and limit the number of people in a space.

Take and use own materials (pencils, paper, pens etc.) and clean the tables and 

the arms of the chairs before and after use.

Wearing a mask during use of these facilities is mandatory.

Libraries, reading rooms and group study rooms may be used, provided that 

people keep a minimum distance between each another.

Technicians should always wash their hands before putting on or taking o�  PPE.

Once removed, the PPE must be disposed of properly in order to avoid 

self-contamination or that of others.

COVID-19 prevention protocol 
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When employees are handling documents they should avoid wearing gloves, 

which can increase the chance of contamination from those who wear them or 

of transmission to other people.

Group study rooms that do not have windows should not be used.



19

Schools must organize classes in small groups of professors and students in order to 

ensure social distance, in line with the maximum capacity for resumption of face-to-

face classes, as specifi ed in government regulations.

Schools are advised to stagger entry and exit times, as well as students’ breaks, 

separating the fl ows of di� erent classes or courses, if possible, with an interval of at 

least 30 minutes, so as to avoid lines and crowds in reception areas and entry halls.

Students, teachers and sta�  must follow all the steps in section 6, to protect and pre-

serve others, at all times, including the proper use of face masks, social distancing and 

hand hygiene.

Make 70% alcohol-based sanitizer gel available for cleaning surfaces (tables and 

chairs) and objects (including pens, erasers, etc.) and in su�  cient quantity to allow 

each student to wash their hands before and after entering a room. 

In the case of face-to-face classes, give preference to environments with natural 

ventilation (with doors and windows open).

Respect the minimum distance between desks and chairs, or demarcate the 

correct positions of furniture on the floor, or use stickers indicating places that 

may not be occupied. 

We recommend that schools organize students’ departures from classrooms by seat 

row, starting with the one closest to the door, in order to avoid crowding.

Eating and drinking will not be allowed in classrooms to avoid removing masks.

The classroom coordinators must ensure that the number of students does not exceed 

the maximum capacity permitted in classrooms. We recommend that the operations 

sector map the maximum capacity of each room and NGSA post a notice about this 

limit on the notice board at the entrance to these spaces.

Students must bring their own materials (pen, pencil, eraser, sharpener, etc.).

COVID-19 prevention protocol 

Protocols for return to face-to-face activities at FGV

COVID-19 prevention protocol 

Classrooms
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In the hybrid teaching model, with face-to-face and distance classes, the capacity 

limit will be set according to health authority guidelines, and the organization of 

classes should be defi ned by each school.

In this mode, students will be able to participate in a combination of virtual and face-

to-face learning on all courses. The face-to-face classes are limited by the maximum 

capacity allowed in each space, thus, one part of a class participates in-person whilst 

others interact via remote learning.

The school should o� er the possibility of face-to-face classes, but students or their 

guardians can opt for remote education.

Rotating students or classrooms between face-to-face and virtual activities is 

recommended, such as alternating days or times of day. The division of students 

by resumed classes and the subdivisions of each class must be kept fi xed for on-

site classes, without changes, to facilitate the contact tracing process and iso-

lation procedures in the event of suspected or confi rmed COVID-19 cases in the 

class. We recommend maintaining elective subjects in the remote learning model.

Whenever possible, units should distribute work teams over the course of the day, 

for face-to-face activities, staggering professors’ and employees’ entry and exit 

times and their breaks between shifts, to facilitate social distancing in line with the 

established capacity, maintain orderly circulation and avoid crowds.

In addition to the recommendations in section 12, Classrooms, for hybrid classes: 

COVID-19 prevention protocol 
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Hybrid Classrooms

Make sanitized pens available to students who need them;

Avoid sharing objects between teachers (such as erasers, pens, etc.) and, if that is 

not possible, objects must be sanitized with disinfectant between each use or class;

Maintain a means of capturing sound that does not require direct contact, such 

as a directional microphone;
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COVID-19 prevention protocol 

Protocols for return to face-to-face activities at FGV

For each hybrid classroom, a headset may be used, provided that the parts of 

the headset that come into contact with the user are sanitized to avoid any 

type of contagion or health risk. The parts of the headset must be for individual 

use (the headset must be given to the teacher properly sanitized, using a cloth 

moistened with mild soap or using a soft cloth specifi cally for electronics, moist-

ened with 70% isopropyl alcohol; isopropyl alcohol is designated for cleaning 

electronics); cleaning must be done before and after use; the microphone pro-

tector, which reduces the e� ect generated by air blowing on the microphone, 

is made of foam, so it must be replaced and discarded after each use to avoid 

contact; the ear protectors, to improve acoustic performance, is also made of 

foam, and must also be replaced and discarded after each use; each user must 

have a removable voice tube (which connects the microphone to the headset), 

which can be changed with each use, to avoid sharing of headsets.

Students, teachers and sta�  must follow all steps in section 6 to protect others at all 

times, including the proper use of face masks, social distancing and hand hygiene.

The sharing of objects, such as computer equipment, must be minimized to one 

group of students at a time and all items in common use must be sanitized with 

disinfectant between each use.

Enrollment, academic documents, requests, etc.

Laboratories

Student Services Department 

Make the academic community aware, by phone or digital platform, of the virtual 

service methods that minimize direct face-to-face contact and reduce clusters 

in academic departments. Provide information on the platform about updated 

preventive measures and, where necessary, consult the guidelines available in 

this booklet or in the SESMT.

Inform the academic community about virtual care options for those who are 

experiencing COVID-19 symptoms, who have been diagnosed with the disease 

or who have had close contact with people who tested positive for COVID-19 in 

the last 14 days, so that they do not come to FGV.
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COVID-19 prevention protocol 

Ensure the means of scheduled services with fi xed hours. 

Inform the academic community about preventive measures to be taken in the 

case of face-to-face care, such as: using the inside of your elbow to cover your 

mouth and nose (even with a mask) when coughing and sneezing; frequent hand 

washing; using a mask correctly, so that it covers the nose and mouth, during the 

period that you are at FGV; always maintain social distance.

During and after receiving documents from students attendants must clean their 

hands frequently with 70% alcohol-based hand sanitizer for at least 20 seconds.

Avoid sharing work equipment, such as headsets, keyboards, etc., which are 

strictly for individual and non-transferable use.

Practice personal hygiene and breathing etiquette rules and habits.

The academic secretariat management must ensure the supply of 70% al-

cohol-based hand sanitizer bottles at each service counter where the public 

interacts with the secretariat’s employees. 

The surfaces of chairs with writing tablets, which are often touched by several 

people, must be constantly disinfected with sanitizing products.

Avoid using automatic answering machines, laptops, tablets, keyboards and 

other equipment. If this is not possible, reusable electronic items should be 

routinely disinfected using wipes moistened with 70% isopropyl alcohol to 

clean buttons and touch screens. Use cleanable plastic covers for electronics.

Replace shared objects, such as pens or cards, with disposable or personal items. 

If shared objects are used, they must be disinfected between each use.

Students must wash their hands with 70% alcohol-based hand sanitizer before 

and after attendance, when entering and leaving.

Students should avoid leaning over the service desk.

For the care of deaf or hearing impaired people, masks can make lip reading 

more difficult and impair understanding. Communication can be support-

ed by writing, by publishing information and instructions and by reducing 

background noise.
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Check in virtually at your workstation. Devices for shared use will be unavailable.

The security team must disinfect badges taken and returned at the turnstiles 

with 70% alcohol-based sanitizer 

When there is a request to open rooms, the security team must disinfect the 

keys with 70% alcohol-based sanitizer, before handing them over to the user and 

after they are returned for safekeeping.

The property security team must disinfect the wheelchair surfaces with 70% 

alcohol-based sanitizer before transporting the user and after they are returned.

The property security team must use PPE, as instructed by FGV.

Delivery agents are encouraged to wash hands with soap and water for 20 

seconds or, if unavailable, to use 70% alcohol-based hand sanitizer before 

entering premises to deliver or pick up an order. 

At entrances and counters, the security team must manage any lines that 

form, enforcing the minimum recommended distance between people, always 

respecting fl oor markings.

Access flow control 

Visitors should proceed to reception, located at the entrance of the building.

Visitors should position themselves in front of the reception desk, keeping a 

minimum distance of 1 meter, observing floor markings, including when the 

counter has an acrylic barrier or the attendant is wearing a face shield.

For identifi cation, visitors must show a photo ID, holding it towards the attendant 

and thus avoiding physical contact.

Visitors should keep their identifi cation document.

Visitors must clean their hands again before leaving the reception and entering 

the building.

Recording hours worked, access control for people 

and materials, turnstiles and badges
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When access to the building is authorized, the attendant must hand over the 

visitor’s badge properly sanitized. 

The visitor must take their badge and sanitize their hands before entering 

the building.

At the exit, visitors must deposit badges in the turnstile urn.

When collecting the badges deposited in the urn, the attendant must disinfect 

them with 70% alcohol-based sanitizer, before storing them.

Dispatch and purchasing

Receipt of goods and/or material

External delivery agents must not have any direct contact (less than 1 meter) with 

employees in the dispatch and purchasing sector. Keep a safe distance apart.

Provide a specific location or area where mail or parcels can be deposited 

without contact with employees.

Loading and unloading must be done entirely by the supplier or the carrier.

Agents must put materials in the allotted area to be received by employees from 

dispatch or purchases.

The dispatcher must wash his hands properly after handling external packaging.

Sanitize deliveries (packaging and material) received before entering the room 

or warehouse and only then store them on the shelves. Use a cloth moistened 

with 70% alcohol-based sanitizer.

Dispatch and purchasing employees must use all recommended PPE, as instructed 

by the institution.

DELIVERIES “Non-corporate deliveries and orders:”

Employees, students or service providers who place private orders must collect their 

order/product at the establishment or receive it at FGV’s service entrance. Delivery 

sta�  are not allowed to enter FGV’s premises, in line with health protocols, except in 

the case of deliveries of materials and correspondence for corporate purposes, as 

previously scheduled with the requesting sector and which must be dispatched in 

the Dispatch and/or Purchasing areas.
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Avoid close contact. Keep at least 2 meters of distance between co-workers and 

truck drivers.

Avoid touching face, mouth, nose or eyes after handling surfaces, equipment 

or goods.

Avoid touching mask during use.

Wash your hands with soap and water for at least 20 seconds after touching 

objects and surfaces. Use 70% alcohol-based hand sanitizer if soap and water 

are not available or accessible.

It is not necessary to wear gloves if you wash your hands frequently (unless 

gloves are needed for the particular task).

Frequently clean touched surfaces (benches, shelves, conveyors, pallets, trolleys, 

box cutters, stairs, packaging equipment, merchandise, etc.).

Provide a specifi c location or area where orders can be placed without contact 

with employees.

Loading and unloading must be done entirely by the supplier or the carrier.

Delivery agents must put materials in the specifi c area for receipt by the dispatch 

or purchasing employee.

Storerooms

People who place orders are responsible for monitoring their delivery. As soon as 

a courier arrives with an order, the person who ordered it must immediately fetch 

it and clean his or her hands after handling the package or product. People should 

avoid taking these items into the workplace.
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Production meetings must be held virtually.

Limit the number of people in the studio at the same time.

Avoid physical contact.

The use of a mask is mandatory, it must cover mouth and nose, except when the 

presenter is recording, always maintaining a distance of at least 2 meters from 

one another. The camera-operator must wear a mask at all times.

Replace the lapel microphone with another that does not require direct contact, 

such as a directional microphone.

Any props used in a scene must be for individual use, with no sharing, and 

sanitized before and after use.

If makeup kits are used, they should be individual and discarded in plastic bags 

in a trash can with a lid after fi lming.

The fi lming schedule should provide su�  cient intervals for the complete cleaning 

of the environment.

Provide regular breaks every three hours for hand washing and cleaning furniture, 

equipment and objects.

Scenery, instruments and props must be cleaned before and after use.

Audiovisual production studio

Restaurants and cafes

Clean your hands before and after eating, when handling and returning plates or 

cutlery, use water and soap or 70% alcohol-based hand sanitizer, which will be 

available at restaurants and cafeterias, as well as at washbasins.
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When waiting in line, observe fl oor markings and respect social distancing.

Respect the maximum capacity of locations.

Avoid clusters of people during breaks.

Keep the minimum recommended distance between seats; never sit directly side 

by side or face to face.

Do not share your personal e� ects or allow them to be touched by others.

Make card payments and avoid using cash (banknotes or coins).

When using drinking fountains, use paper towels and dispose of them in a waste 

basket after use. Sanitize your hands. It is not advisable to drink directly from 

drinking fountains. They should only be used to fi ll your container (glass, bottle 

or mug).

If large water bottles in watercoolers are to be used, the bottles must be sanitized 

before installation in the cooler and then frequently afterwards using 70% alco-

hol-based sanitizer or 0.1% sodium hypochlorite. 

Prioritize meals already served on plates, avoiding self-service restaurants. If 

food is served on a counter or bu� et table, employees, students, service sta�  or 

anyone else involved must be provided with alcohol-based hand sanitizer and 

individual disposable gloves to serve their food and pick up cutlery. 

To handle food, the people responsible for serving meals must use personal 

protective equipment (face mask, face shield, gloves, cap and apron).

We recommend choosing individually pre-packaged food service options.

Observe the guidelines and protocols for each location, as the confi guration of 

the areas may vary to ensure physical distances (tables and chairs further apart, 

reduction in the overall number of chairs available).

Avoid frequent contact or the use of self-service coffee machines, snacks or 

similar available in the communal spaces, kitchens, etc.

Avoid the shared use of common equipment, such as microwaves and co� ee makers. 

If you use them, wash your hands before and after touching them. Also avoid using 

cafeterias, shared crockery and co� ee services in the administrative areas.

Take care when using the microwave. In order to avoid accidents do not sanitize 

microwaves with alcohol gel.
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Do not share personal items, such as cutlery, tableware, mugs and glasses. Avoid 

the shared use of bottles and jars; replace them with sachets for individual use.

Use disposable or properly wrapped cutlery when provided by the food service.

It is prohibited to hold birthday celebrations, teas etc. during the pandemic with 

restrictions in the Institution. Opt for virtual meetings and stay connected via 

messages or video calls.

Have breakfast at home, if possible.

Meals are not allowed to be taken at workstations, in classrooms or other envi-

ronments, only in kitchens, cafeterias or restaurants and in open outdoor areas.

Stay in the environment for as short a time as possible, only during your meal.

Employees, students and third parties should avoid talking to each other 

while eating.

Wear a mask whenever you walk around the restaurant or cafe or to go to 

the restroom.

The professional contracted with the meal service must individually sanitize all 

food packages with 70% alcohol-based sanitizer or 0.1% sodium hypochlorite 

solution before storing them in the kitchen or in restaurant cabinets. 

For meal breaks, schools should stagger classes so that student access the food 

court at di� erent times, in order to avoid crowding, mingling and contact with 

one other.

Units should plan staggered sta�  schedules and lunch break times.

Students and employees should avoid talking to each other while having 

their meals.

Protocols for return to face-to-face activities at FGV

COVID-19 prevention protocol 

Students and employees should avoid talking to each other while having Students and employees should avoid talking to each other while having 

their meals.

In the case of co� ee breaks, in addition to observing the rules in this section, 

make individualized and packaged snacks or kits available to avoid sharing and/

or manual contact with food and utensils. Schedule co� ee breaks to prevent 

multiple classes taking them at the same time, in order to prevent the formation 

of clusters of people in entrances and hallways.
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The Maintenance Sector must ensure that preventive maintenance of the air 

conditioning system is kept within the limits of proper conditions of hygiene and 

operation, with cleaning of ducts and fi lters, checking the need for periodic re-

placement of fi lters, constant checking of the fi ltering, air quality control, follow-

ing the parameters duly regulated by Anvisa, the technical standards of ABNT 

and what is indicated in the updated PMOC, and, additionally, avoiding direct 

impact of air fl ow onto people.

Whenever possible use bank cards, apps, QR Code or other payment methods 

instead of banknotes or coins.  Reduce usage of self-service machines.

Avoid sharing stationary and educational material (such as pens and books). 

When using shared printers, clean your hands before and after operating them 

with 70% alcohol-based sanitizer.

Remove personal items on workstations and tables, such as picture frames, 

stu� ed animals, plants, ornaments, etc., to facilitate cleaning.

We recommend that a transparent waterproof cover be placed over the 

keypads of payment devices in restaurants and cafeterias, as well as on the 

buttons on elevators, and that it be cleaned frequently.

Keep doors and windows open to prevent the re-

circulation of indoor air and to ensure an airy en-

vironment, bringing outside air in and increasing 

fresh air in workplaces and in common or school 

areas. Do not use individual fans that can spread 

the virus. Central air conditioning systems, with

ducts and air renewal, in closed environments, allow an increase in the rate of 

renewal (exchange) of external air.

HYGIENE AND VENTILATION
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Frequently clean entrances, common areas, work stations, objects and the most 

touched surface points (door handles, handrails, cafeteria tables, telephones, 

computers, o�  ce desks, etc.). Cleaning must be carried out before, during and 

between shifts, and after hours. Throughout the day, clean at least every three 

hours. The keyboards of any shared-use machine (self-service, scanners and 

printers) must also be cleaned.

Clean computers, mice, keyboards, monitors and telephones, preferably with a 

cloth, moist tissue or disposable paper towel, and 70% isopropyl alcohol. Cleaning 

should take place with the equipment turned o� .

Dry fl oors and surfaces should not be swept with brooms or dry mops to avoid 

the dispersion of microorganisms in dust particles that may be contaminated.

In the cleaning of common areas and o�  ces, surfaces and objects must be 

done fi rst with water and soap (or a neutral detergent). Afterwards, disin-

fection with products in concentrations recommended by health institutions 

should be carried out:

70% alcohol-based sanitizer;

hypochlorite (chlorine-based products and bleach) 0.1% (1,000 ppm) 
for general environmental disinfection;

hydrogen peroxide> 0.5%;

quaternary ammonia, among others.

Protocols for return to face-to-face activities at FGV 30
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Leave the product to act for at least one minute before cleaning with a 

damp cloth.

Classrooms and auditoriums must be cleaned every two hours, sanitizing 

desks, chairs, benches, computers, equipment and utensils before each 

class or at each change of classes, whenever necessary and after the end of 

activities. The same applies to laboratories and other spaces where practical 

activities happen.

After rooms are vacated, they must be cleaned, disinfected and kept airy, with 

open doors and windows, to enable total disinfection of the environment.

During normal opening hours, the frequency of cleaning and disinfection of 

common areas must be recorded, at times set out in the cleaning plan.

CLEANING AND DISINFECTION
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The cleaning service providers must clean and disinfect spaces according to 

the established health authority rules, also observing manufacturer’s guidelines 

and those of the institution. The cleaning team must wear latex gloves, a mask, 

apron or overalls and non-slip safety shoes.

Use meters or dosers for dilution of disinfectant products, carried out in strict accor-

dance with instructions whilst ensuring that teams are trained on these procedures.

Every diluted disinfectant product must be identifi ed with labels with at least the 

name of the product, the concentration, the date of preparation, the expiry date 

(indicated by the manufacturer) and the form of storage.

When employees or students have been identifi ed as suspected, confi rmed cases 

or close contacts, immediate disinfection of the institution’s environment must 

be carried out, in the work or teaching environment, before others can return. 

One form of contagion is by touching contaminated objects and surfaces and then 

moving the the mouth or the eyes with the infected hand.

Studies show that the time that Sars-CoV-2, which causes COVID-19, can survive on 

surfaces is up to 72 hours (three days) on plastic and stainless steel, 24 hours (one 

day) on cardboard, 96 hours (fi ve days) on paper and 4 hours on copper.

Source: NEJM.org; G. Kampf, 2020.

COVID-19 prevention protocol 

Protocols for return to face-to-face activities at FGV

TIME THE NEW CORONAVIRUS CAN 
REMAIN ON SURFACES

VISITORS, CUSTOMERS AND SERVICE PROVIDERS 

Reduce the number of visitors to the minimum possible.

Units must apply the Institution’s o�  cial recommendations and health and safety 

protocols for the operation of o�  ces and schools.
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Maintain healthy practices and habits to protect yourself and prevent the spread 

of the disease on the way to and from the workplace when using public transport.

Wear a mask inside the vehicle, practice good respiratory etiquette and 

clean your hands with 70% alcohol-based hand sanitizer before touching 

any object (door, keys, etc.) to enter the vehicle, and also after touching 

surfaces and disembarking at the destination (train station, subway, bus 

stop etc.)

Belongings should be carried on your lap and must not be placed on the seat 

beside you or on the fl oor.

Ideally do not turn on the air conditioning and use natural ventilation.

COVID-19 prevention protocol 

Protocols for return to face-to-face activities at FGV

When on the institution’s premises, customers, visitors and service providers 
must respect the internal guidelines, as well as comply with official health and 
safety protocols, including screening at the entrance.

Recommend customers and visitors to clean their hands with 70% alcohol-based 

hand sanitizer, available at the entrances and exits of facilities.

Remove all items that can be handled by people, such as magazines, tablets or 

catalogs, from the reception and waiting areas.

Showcase products that can be handled by people are not allowed.

Regularly sanitize carts and other shared equipment used for internal transpor-

tation of loads and materials.

PUBLIC AND PRIVATE TRANSPORT, TAXIS, 
PRIVATE HIRE VEHICLES
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Parking 

Avoid the use of valets. We recommend that the cars are parked by the vehicle’s 

driver. If it is necessary to use a valet, thoroughly clean the hand contact points 

inside the vehicle when receiving the vehicle.

Hands free automatic barriers which are triggered by the vehicle’s approach 

are recommended.

Recommendations for students on transportation to school

Try to keep yourself at a safe distance from other people whenever possible. 

Maintain social distance and avoid crowds during boarding, disembarking and 

inside the transport.

Take and wear your protective mask, which is mandatory during the entire journey 

on public transport.

Clean your hands with 70% alcohol-based hand sanitizer before and after touching 

vehicle surfaces (door handles, handrails, grab bars, turnstiles and ticket/card readers) 

and at embarkation and disembarkation points.

If you cough or sneeze, cover your mouth and nose with the inside of your 

elbow, even with your mask on.

Avoid touching your face, eyes, nose and mouth without fi rst washing your hands.

Belongings should be carried on your lap and must not be placed on seat at your 

side or on the fl oor.
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Personal Protective Equipment (PPE) related recommendations must be made 

by the Occupational Health Area (SESMT), in consideration of the risks to which 

employees may be exposed, and in line with the guidelines and regulations of 

the finance and health ministries.

Depending on circumstances, face shields may be worn over a mask or respirator to 

protect against contamination or dirt.

Homemade (fabric) masks are not PPE, but are recommended by health author-

ities and scientifi c institutions for use by people circulating in public and social 

settings, on public transport, in workplaces, indoors and in schools, to create 

a physical barrier against potentially contaminated respiratory droplets (saliva, 

cough or sneeze) and thus decrease exposure and risk of infection.

It is known that asymptomatic infected people (who have no symptoms) are able to 

transmit the virus. For this reason, scientifi c institutions and government authorities 

advise the use of protective masks.

The preparation, storage, hygiene and disposal of fabric masks must be in accor-

dance with Ministry of Health recommendations. For respiratory protection, cloth 

masks must be used with more than one protective layer and with appropriate fi t-

ting to the face.

It is prohibited, on FGV’s premises, to use such accessories as bandanas, scarves 

and face shields with no face mask underneath, as well as non-professional (hand-

made) masks with only one layer, acrylic or transparent plastic masks and masks 

with an exhalation valve, even if they are professionally made.

Protocols for return to face-to-face activities at FGV

PERSONAL PROTECTIVE EQUIPMENT (PPE)



35

COVID-19 prevention protocol 

Protocols for return to face-to-face activities at FGV

TABLE 2.

Type of PPE to be used by workers, depending on location and activity

Customer-facing 
activities with 
physical barrier

Work and academic 
activities and 
commuting

Document handling 
(receipt, loan, 
packaging, etc.)

Treatments and 
procedures in 
which aerosols are 
generated

Reception and care 
for suspected or 
confi rmed patients

Screening for clinical 
assessment of 
people with fl u-like 
symptoms

Screening

Sharing space
with other people

General public 
(healthy)

General public 
(healthy)

Professionals 
(archivist, archival 
technicians)

Professionals 
(archivist, archival 
technicians)

Health professionals, 
administrative team

Health Professionals

People with fl u-like 
symptoms

• People aged 
60 or over
• People with 
comorbidities
• People with 
suspected or 
confi rmed 
COVID-19 

Face Mask 

Face Mask 

Face Mask 

• Respirator (N95 or 
PFF2)
• Disposable latex 
gloves
• Lab coat or 
disposable apron
• Protective goggles

Surgical Mask 

• Respirator (N95 / 
PFF2)
• Face shield or 
goggles
• TNT apron, 30 to 
50 g / m2, with long 
sleeve and elastic 
cu� 
• Disposable 
procedure gloves
• Disposable hat

Provide surgical 
mask and fi t onto 
the patient

Surgical Mask 

Counters

Public environments, 
workplaces, social 
events, closed 
indoor environments, 
schools, public 
transport, etc.

Archives, library 
and Documentation 
Center

Archives 

Outpatient medical 
center

Doctor’s Surgery 

Doctor’s Surgery

Outdoors

WHO ACTIVITYWHERE INDIVIDUAL MEASURE
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To report symptoms of COVID-19 or suspected cases, to report absence, to ask 

questions and seek guidance on preventive measures in the workplace, send an 

e-mail to covid19@fgv.br.

For more information:

Rio de Janeiro outpatient medical center - extension 5986/ 5987 or send an 

e-mail to ambulatoriorj@fgv.br 

Sao Paulo outpatient medical center – extension 7850/ 7851 or send an e-mail 

to ambmedico@fgv.br

Occupational Health Area – extension 6955 or send an e-mail to 

renato.andrade@fgv.br

For more information go to https://portal.fgv.br/coronavirus 

Our plan for the resumption of face-to-face activities may provide for variations in 

social distancing measurements, in line with local decree. It is up to the institution to 

comply with the instructions to be adopted by the FGV community.

COVID-19 prevention protocol 

Protocols for return to face-to-face activities at FGV

Handshakes or contact with contaminated objects and surfaces, followed by touch-

ing eyes, nose or mouth, can also transmit the disease. Therefore, keeping your 

hands clean prevents disease and prevents the spread of the coronavirus, which 

causes COVID-19.

Scientifi c studies show that you need to rub your hands for 20 seconds to remove 

harmful germs and chemicals.

COMMUNICATION CHANNELS

SOCIAL DISTANCING RULES

HAND HYGIENE PROTOCOL
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Know when to wash your hands

How to clean your hands with soap and water

Wet your hands under running water.

Apply a sufficient amount of soap on the palm of your hand to cover the 

entire surface.

Rub hands together with soap, the back of the hands, between the fi ngers and 

under the nails and the thumbs for at least 20 seconds.

Rinse hands thoroughly with water.

Dry your hands with disposable paper towels.

Always use paper towels to close manually operated taps.

Before, after and during breaks for work shifts and classes.

Before touching your face.

Before putting on or removing your mask and after touching it.

After going to the bathroom.

Before eating.

After touching door handles, handrails, keyboards, tables, light switches, elevator 

buttons, countertops, remote controls, telephones, ATMs, etc.

After using public transport or visiting public places.

Before and after caring for sick people.

After blowing your nose, coughing or sneezing and discarding used tissues.

After handling money, pens in common use, room keys, visitor badges or merchandise.

Relevant recommendations on how to wash your hands and use hand sanitizer in 

collective environments.

Avoid greeting people with your hands.

Avoid touching your eyes, nose or mouth with your unwashed hands.
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How to clean your hands with 70% alcohol-based hand sanitizer

Apply a su�  cient amount of 70% alcohol-based hand sanitizer to the palm of a 

hand in a cupped shape to cover the entire surface of the hands.

Rub the alcohol on your hands, on each other, the back of your hands, between 

your fi ngers and under your nails and your thumbs until your hands are dry. This 

should take at least 20 seconds.

70% alcohol-based hand sanitizer should be used only if soap and water 

are not available.

Fabric masks are recommended by governmental authorities, health authori-

ties and scientifi c institutions such as the World Health Organization for use by 

members of the general public who do not have comorbidities.

Fabric masks can protect you and prevent the transmission of COVID-19. 

They should be used in all environments, as they act as a physical barrier, 

especially against the release of potentially contaminated droplets from pe-

ople who are infected with COVID-19, including those without symptoms.

PROTOCOL ON CORRECT USE OF MASKS

According to the Health Ministry, the SARS-CoV-2 virus, which causes COVID-19, 

is transmitted in three ways: through direct contact, respiratory droplets or air 

particles. Accordingly, face masks provide personal and collective protection by 

creating a physical barrier, stopping these potentially contaminated droplets (from 

saliva, coughing or sneezing) from propagating in the air and thereby reducing 

exposure and risk of infection.

It is mandatory to wear a mask to enter and remain on the institution’s premises, in 

line with government guidelines.

Each employee, professor, student and visitor is responsible for properly using, 

storing, replacing and disposing of their face masks, throughout the time they 

remain on the institution’s premises.

LEARN ABOUT THE SAFEST AND MOST COMMON TYPES OF MASKS TO AVOID 

CATCHING OR SPREADING COVID-19
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Surgical masks are indicated by government authorities, health authorities 

and scientific institutions such as the World Health Organization for use by 

health professionals and people with comorbidities and the elderly, who 

are part of the risk group with the highest chance of serious COVID-19 com-

plications, as well as for people experiencing COVID-19 symptoms.

Surgical masks are not reusable and they must be changed and discarded after use.

N95/PFF2 masks without a valve are required for health professionals and 

recommended in some situations, such as indoor and crowded public places 

and, given the greater transmissibility of new COVID-19 strains, depending 

on the transmission conditions.

N95/PFF2 masks are reusable and you can wear one for the entire duration of 

your test, as long as it remains dry and intact.

Fabric masks

How to use

During use

Wash your hands with soap and water or use 70% alcohol-based hand sanitizer 

before putting on the mask.

Check that the mask is in good condition. If it is damaged or dirty, do not use it.

Put the mask on your face and adjust it for comfort, and so that it covers 

mouth, nose and chin, without leaving space at the sides, and maintaining 

comfort for breathing.

Do not allow the mask to become loose or be covering the mouth only.

Avoid touching the mask, face, eyes or nose. If you do, wash your hands 

immediately with soap and water or use 70% alcohol-based hand sanitizer.

If you need to adjust the mask, use the elastic or the straps that hold it up. 

LEARN HOW TO USE EACH TYPE OF MASK.
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Use the mask for a maximum of three hours. After that time or whenever it 

becomes damp, dirty or damaged, you need to replace it with a new, clean 

and dry one.

Avoid pulling the mask up to your chin or forehead, or even taking it o�  when 

talking to other people.

Wash your hands before touching the mask and remove it by the elastic bands 

around the ears. Fold the outer corners.

Store it in a clean, closed bag. Carry a closed paper or plastic bag to store it.

Wash your hands immediately after removing the mask.

If you need to reuse it, hold it by the elastic straps when removing it from the bag.

Take clean masks in one bag and store the dirty masks in another.

After each use, wash the fabric mask with soap and water or bleach at least once 

a day.

How to remove

Mask disposal

Discard cloth masks when there is a loss of elasticity in the fi xation rods and/or loss 

of shape in the fabric that can reduce the masks function.

Remove it by the elastic around the ears, without touching the front of the mask, 

and immediately dispose of it in a closed paper or plastic bag or in a trash can with 

a lid. Don’t forget to wash your hands thoroughly afterwards, with soap and water 

or 70% alcohol-based hand sanitizer.

In the case of surgical masks, dispose of them after each use, immediately after they 

are removed, in a closed paper or plastic bag and in a trash can with a lid.

Remember

A mask is for individual use, it cannot be shared with anyone.

Homemade masks must have three layers of fabric and must be made according 

to Ministry of Health and World Health Organization guidelines.
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Fabric masks can be washed and reused, as instructed by the Ministry of Health.

Surgical masks are disposable and cannot be washed and must be discarded, 

after use, in a closed paper or plastic bag and in a trash can with a lid.

Do not use masks with an exhalation or ventilation valve, masks with a layer of 

fabric, made of loose or knitted fabric, scarf, cloth bandanas, large masks, too 

loose or too tight.

Wash your hands with soap and water or use 70% alcohol-based hand sanitizer 

before putting on the mask.

Check whether the mask is in a fi t state. If it is damaged or dirty, don’t use it.

Hold it by its elastic strap. Put the mask on your face with the metal part (on top) over 

your nose and adjust it until it is comfortable, ensuring it covers your mouth, nose and 

chin, without any space at the sides, while allowing you to breathe properly.

Adjust the nose clip and tighten it fi rmly to minimize any space between your 

face and the mask.

Don’t put it on loose or only covering your mouth.

Surgical masks

How to put it on

During use

Avoid touching the mask or your face, eyes or nose. If you do, wash your hands 

with soap and water or use 70% alcohol-based hand sanitizer.

If you need to adjust the mask, use the elastic strap or the other straps that are 

part of it.

Only wear each mask for up to four hours. After this time or whenever it gets 

damp, dirty or damaged, you need to replace it with a new, clean and dry one.

Avoid pulling the mask to your chin or forehead, or removing it to talk to 

other people.
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Wash your hands before touching the mask. 

Don’t touch the front part of the mask and remove it using the elastic ear straps. 

Fold the outside corners and keep it away from surfaces.

Store it in a clean, closed bag. Carry around an unopened paper or plastic bag 

to keep it in.

Wash your hands immediately after removing the mask.

Take extra masks with you in a bag and keep dirty masks in another bag.

After you use a surgical mask, you should dispose of it properly.

Remove the mask by the elastic ear straps, without touching the front part of it. 

Don’t wrap the mask around your arm or wrist, or leave it on surfaces.

Dispose of the mask immediately in a trash can with a lid.

Wash your hands immediately after disposing of the mask with soap and water 

or use 70% alcohol-based hand sanitizer.

Never reuse or wash disposable masks.

How to remove it

How to dispose of it

N95/PFF2 masks

How to put it on

Wash your hands with soap and water or use 70% alcohol-based hand sanitizer 

before putting on the mask.

Open up the mask and check whether it is in a fi t state. If it is damaged or dirty, 

don’t use it.

Hold the mask with the nose clip near your fi ngertips, leaving the clips dangling.
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Fit the mask under your chin and pass the lower strap over your head, positioning 

it behind your neck and the upper strap over your head (above your ears), taking 

care not to cross over the straps.

Adjust it until it is comfortable and ensure that it covers your mouth, nose and 

chin, leaving no space at the sides, while allowing you to breathe properly.

Fit the nose clip on your nose and tighten it fi rmly to minimize any gaps between 

your face and the mask.

Check the seal by performing a positive pressure test. With both hands cupped, 

cover the surface of the mask as much as possible without compressing it against 

your face and exhale strongly. Air should not leak out of the sides.

Avoid touching the mask or your face, eyes or nose. If you do, wash your hands 

with soap and water or use 70% alcohol-based hand sanitizer.

If you need to adjust the mask, use its plastic strap.

Only wear each mask for one work shift. After this time or whenever it gets 

damp, dirty or damaged, you need to replace it with a new, clean and dry one.

Avoid pulling the mask to your chin or forehead, or removing it to talk to 

other people.

Wash your hands before touching the mask. 

Don’t touch the front part of the mask and remove it using the elastic straps 

(bottom and top) around your head. Fold the outside corners and keep it away 

from surfaces.

When you aren’t using it, store it in a clean, closed bag. Carry around an unopened 

paper or plastic bag to keep it in.

Wash your hands immediately after removing the mask.

Take extra masks with you in a bag and keep dirty masks in another bag.

During use

How to remove it
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Dispose of the respirator after you have used it for a maximum of one work shift, if 

applicable. N95/PFF2 masks can be reused, except in the event you come into close 

contact with a suspected or confi rmed COVID-19 case. If this happens, you should 

dispose of the mask immediately after using it.
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