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1. PREVENTION PROCEDURES 

1.1 ON THE PREMISES 

1.1.1 Signage and information 

• All customers have access to the Protocol as it is printed in physical format for consultation 

in the physical space as well as in digital version on the company's website. 

• In the physical space all points of greatest importance and relevance are duly marked in 

order to facilitate compliance with security measures. We highlight the maximum capacity 

of the space, the presence of a specific carpet for disinfecting the footwear (as well as the 

danger of damp floor), non-manual container for waste with the appropriate bag, place to 

wait for the service, point of disinfecting hands, isolation room, distance to maintain 

between the chair and the desk where they will be attended to, acrylics in the desks and 

various standards and guides of behavior (such as coughing / sneezing, washing hands, 

among others).  

1.1.2 Sanitation plan 

• All space and equipment is disinfected daily before the company opens its doors. We also 

ensure that all points, material and equipment to which customers and employees have 

access are sanitized and cleaned after each and every use. 

• Cleaning, several times a day, of surfaces and objects of common use (including counters, 

light switches, handles, cabinet knobs, computer keyboards).   

• Preference is given to wet cleaning, with products suitable for combating viruses (in 

particular COVID-19), in order to maintain the whole space suitable for proper use. 

• The door is kept open whenever possible in order to circulate the air in space. An ozone 

generator is also present in the space in order to keep the air purified and clean. 

• EThere is an automatic alcohol-based gel dispenser at the entrance and exit of the space and 

on all desks there is also an alcohol-based gel dispenser. 

• If the customers do not have a mask, one will be provided by the staff. 

1.1.3 Suitability of the place of isolation 

• Given the layout of the space, the bathroom has been adapted and properly identified so 

that it can also serve as an isolation room in case of a customer/collaborator suspected of 

having COVID-19. The space is mechanically ventilated, with personal and space hygiene 

products. The user of this isolation room will also have access to PPE (such as gloves and 

masks), supplies (non-perishable food products and bottled water), a thermometer and first 

aid kit.  

1.1.4 Sanitation equipment 

• The space has dispensers of alcohol-based antiseptic solution or alcohol-based solution near 

the entrance/exit of the establishment. 

• There is a non-manual waste container with plastic bag at the entrance and exit of the space, 

as well as in the toilet. 

• Sanitary facilities provided with automatic hand disinfectant dispenser equipment, soap 

dispenser with disinfectant and paper wipes also in dispenser. 
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1.2 FOR STAFF 

1.2.1 TRAINING 

• All employees have received information and/or specific training about: 

o The internal protocol on the COVID-19 coronavirus outbreak. 

o How to comply with basic infection prevention and control precautions in relation to the 

outbreak of VOCID-19 coronavirus, including procedures: 
o hand hygiene: wash your hands frequently with soap and water for at least 20 seconds or use hand 

sanitizer that has at least 70º of alcohol, covering all surfaces of the hands and rubbing them until dry. 

o Breathing etiquette: cough or sneeze into your forearm fletido or use a tissue, which should then be 

thrown away immediately; always sanitize your hands after coughing or sneezing and after blowing; 

avoid touching your eyes, nose and mouth with your hands 

o social conduct: changing the frequency and form of contact between workers and between workers 

and customers, avoiding (where possible) close contact, handshakes, kisses, shared workplaces, face-

to-face meetings and sharing food, utensils, cups and towels. 

• How to comply with daily self-monitoring for fever assessment, verificação coughing or 

dificuldade breathing. 

• How to comply with the Directorate General of Health's guidelines for surface cleaning 

 

1.2.2 Equipment - Personal protection 

• There are enough PPE for all employees. We highlight the existence of KN95 FFP2 masks, 

proper gloves to prevent contact with viruses (namely COVID-19) and alcohol-based gel 

at all workstations. 

1.2.3 Designation of those responsible 

• An employee is responsible for triggering procedures in the event of suspected infection, 

providing the necessary assistance and contacting the national health service. At all shifts 

there is an employee able and knowledgeable to trigger the procedures. 

1.2.4 Conduct 

• Daily self-monitoring for fever, cough or dificuldade breathing. Infrared thermometers 

are available in the space to provide reliable, quick and easy reading, also ensuring that 

the thermometer does not need to come into contact with the individual whose 

temperature is being read. 

• How to proceed with customers: 
o Avoid all unnecessary physical contact, such as handshakes, hugs, among others. 

o Avoid moving unnecessarily through space and avoid leaving space unless it is 

essential to do so. 

o Keep your hair caught and your beard trimmed. 

o Excessive use of personal adornment (bracelets, wires, rings, etc.) is not 

recommended. 

• All employees responsible for cleaning the space and equipment are familiar with the 
products to be used (detergents and disinfectants), the precautions to be taken when 
handling, diluting and applying them safely, how to protect themselves during space 
cleaning procedures and how to ensure good ventilation during cleaning and disinfection. 
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1.2.5 Stock of cleaning and sanitizing materials 

• There is ample stock of single-use cleaning materials commensurate with the size of the 

establishment, including single-use cleaning wipes moistened in disinfectant, bleach and 

alcohol at 70º. 

• There are automatic and manual dispensers of alcohol-based antiseptic solution or alcohol-

based solution, as well as their refills. 

• Equipment or refills for hand washing with liquid soap and paper towels. 

• All waste containers are equipped with plastic bags and there are several refills available. We 

also have clamps to properly seal plastic bags in case of garbage such as gloves, masks or 

other contagious items.   

 
1.3 FOR THE CUSTOMERS 

1.3.1 Personal protective equipment 

• Customers are required to wear personal protective equipment (face masks) to access the 

facilities. 

• If the client does not have PPE (face masks), these will be provided by a member of staff. 

1.3.2 Conduct 

• At the entrance of the space it is possible to check the maximum capacity of the space, the 

point of cleaning of shoes on a carpet suitable for the purpose and place where you should 

wait your turn. When entering you should use the automatic alcohol gel dispenser. 

• After being given permission to move to the desk to be attended to, the client must sit down 

respecting the signage that delimits the mandatory distance from the desk and must also 

respect the limits of the acrylic of the desk. 

• Payment by card (preferably Contactless) will always be preferred. 

• In case of need to use the toilet, the customer will have access to disinfectant soap dispenser, 

hand drying paper and first aid kit. 

• After the service is completed, if the client wants to discard the PPE, he will have access to a 

waste container with pedal and its plastic bag so he can do it safely and easily. 

• If the client reads/ touches any of the magazines displayed in the space, he has indication 

(written in sign and verbal by the staff) to take the magazine with him or else to leave it in 

proper space for later hygienization by the staff. 

• All sofas will be sanitized with fabric spray when opening/closing the space and at each new 

use by customers/staff. 

 

1.4 FOR THE ORGANIZATION  

• The maximum occupancy of the premises will be 5 people, the staff being included in this 

number. 

• The recommended social distance was considered in the disposition of all signs and in all 

steps since the entrance, attendance and exit of the customers. The same is true for 

employees and staff members. 

• The protocol and its action measures are available for consultation in physical format in space 

and in digital format on the company's website. In the physical space are also available 

several rules of conduct and suggestions from DGS/WHO regarding COVID-19.    
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• In order to ensure not only our safety and well-being, but also that of the customers who benefit 

from our services, we only use service providers who are following and respecting the safety, health 

and hygiene standards that are required by the competent authorities. 

• Before opening and closing the space, sanitize all common-use equipment (chairs, desks, automatic 

payment machine, sofas, acrylics, etc.), wash the floors (common room, WC and storage room) and 

ensure the general cleanliness and hygiene of the environment and office. The cleaning will be in 

charge of the staff member(s) who are in the respective work shift, opening or closing. 

 

 

2. PROCEDURES IN CASE OF SUSPECTED INFECTION 

 

2.1 PLAN OF ACTION 

• For each shift there will be a responsible person who must accompany the client (or 

colleague) to the isolation room, following all safety rules. The staff member will point at 

the space where the supplies are located, First Aid Kit (is duly marked) and extra PPE, if 

necessary. 

• He will then contact the responsible authorities in order to follow up on the suspicion of 

COVID-19. 

• While this process is in progress and until it is finalized, including the proper hygienization 

of all spaces, no more clients will be accepted or served in the office. 

 

 

2.2 DECONTAMINATION OF THE ISOLATION SITE 

• Decontamination of the isolation area whenever there are positive cases of infection and 

reinforcement of cleaning and disinfection whenever there are suspects of infection, especially on 

the surfaces frequently handled and most used by it, as indicated by the Directorate General of 

Health. 

• The storage of the waste produced by suspected infection in a plastic bag which, after being closed 

(e.g. with a clamp), must be segregated and sent to a licensed operator for the management of 

hospital waste with biological risk. 

 

3. RECORD OF ACTS/INCIDENTS 

 

Suggested record of occurrences: 

Data da ocorrência Descrição de Ocorrência Medidas de atuação Obs. 
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