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Protocol for Students and Professors
This protocol for the return to face-to-face classes sets out
actions and measures for resuming the activities of Insper
students and professors, with full attention to issues of
hygiene and prevention of the new coronavirus.
The pandemic has changed the scenario for our school, imposing
new challenges. We went through months of hard work, with the

migration to the remote model in record time, countless actions
to mitigate the impacts of COVID-19, and many successful
projects. Now, it is time for us to meet again!

WE ARE READY TO WELCOME YOU BACK!
From the beginning, we have been monitoring and following government guidelines
and consulting with anti-infection specialists for decision-making and prevention and

awareness activities regarding the new coronavirus.
Soon after the onset of the COVID-19 epidemic in Brazil, we created an internal
committee, which monitors the situation in the country and the world. It also evaluates
the actions and proposes the best alternatives for the moment.
All the adaptations in the building, class-sessions planning, facilities services, and

communications strategy were designed for the health and well-being of all!

High-Risk Groups
High-risk groups will not return to activities
• People over 60.
• People of any age who have pre-existing
diseases, such as heart disease, diabetes,
pneumopathy, among others.

• Pregnant women and nursing moms.

Masks and social distancing
Using masks will be mandatory during the
entire stay on campus.
The use of FFP2 masks is recommended. But the type
and model are unrestricted so that everyone is free to
choose what they prefer.

We will adopt a social distance of at least 1
meter (about 3.3 feet) between people in all
interactions and school premises.
Any person who fails to comply with any of the rules presented in this
protocol will not be allowed on campus.
During the buildings’ period of operation, we will have staff from Insper
attentive to the compliance with the guidelines of this protocol.

Health first!
Insper has the Espaço Saúde Insper (Insper’s Health Space), in partnership with the
health management company Mantris.
The medical room is located in Building 1 (1st floor) and serves students, professors,
associates, and third-party staff. On Tuesdays, from 2 p.m. to 6 p.m., on Wednesdays,

from 6 p.m. to 10 p.m., and on Fridays, from 8 a.m. to 12 a.m.
Medical care can also be provided through the email ambulatorio@insper.edu.br.

What to do if…
...You show any symptoms of COVID-19, but has not yet sought medical assistance:
• Please contact our Health Center/Ambulatório team immediately at (+55 11) 4504-5468 or
by e-mail ambulatorio@insper.edu.br; they will instruct you on the self-isolation period and
will monitor your symptoms before you take a RT-PCR test;

• If you test positive for COVID-19, please self-isolate at home for 14 days (Health
Center/Ambulatório staff will continue monitoring you during this period);
• If your RT-PCR test result is negative, once you return for an appointment with the Health
Center team, you will be asked to stay at home for a period of 7 days before being allowed on
campus;
• If you notice that a classmate has any COVID-19 related symptoms (fever, dry cough,
shortness of breath and/or loss of taste and smell) and s/he is in need of assistance, please
contact our Health Center team.

What to do if…
...Your RT-PCR test result is positive:
• Contact Insper Health Center/Ambulatório team immediately at (+55 11) 45045468 or by e-mail ambulatorio@insper.edu.br;
• You will be asked to comply with a compulsory 14-day period of self-isolation away
from campus;
• People who have had contact with you (or with anyone else who tested positive for
COVID-19) for more that 15 minutes at a distance of less that 1 meter will also be
asked to comply with a 14-day period of self-isolation away from campus;
• Insper staff will communicate classmates and professors who have had contact
with you (or with the person who tested positive);
• If anyone from your class shows any symptom of COVID-19, please ask them to
contact the Health Center team immediately.

What to do if…
...You live with someone who tested positive for COVID-19:
• We highly recommend self-isolating for 14 days (and continue studying from
home/attending remote classes);

• Monitor yourself for symptoms of COVID-19;
• If you show any symptoms similar to those of COVID-19, please contact our Health
Center/Ambulatório team at (+55 11) 4504-5468 or by e-mail ambulatorio@insper.edu.br.

What to do if…
...You show COVID-19-related symptoms (fever, dry cough,
shortness of breath and/or loss of taste and smell):
• Stay home;
•

Contact our Health Center/Ambulatório team at (+55 11) 45045468 or by e-mail ambulatorio@insper.edu.br

Temperature checks
Upon arrival at the campus, we will perform
temperature checks on all.

Workflow for suspected cases:
Upon arrival at the buildings, we will
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Alcohol-based 70% Hand Sanitizer
There are hand

sanitizer dispensers at the
main entrance, classrooms,
restaurants, hallways, common-

use areas such as at the Library,
administrative areas, and others.

Dispensers in the
elevators

Hand sanitizer
stations
available

Bottles

6 in Building 1

300 in Building 1

6 in Building 2

150 in Building 2

14 in Building 1
7 in Building 2

Everyday life
Class sessions will start at alternative times. The same will occur

with breaks and class-session ending period, to avoid crowding
and keep hallways and accesses with the lowest possible flow.
All meeting rooms and Biblioteca Telles (Telles Library)’s group
study rooms will remain closed.
All face-to-face events of Insper, Student Organizations,
clients, and partners will remain suspended.
The guideline is extended to cocktails, dinners, coffee
breaks, and other activities that generate crowding.

Everyday life
We ask you to be attentive to crowding in bathrooms and
changing rooms. When entering there, stay only if it is possible to
keep a distance of 1 meter (about 3.3 feet) from all people. If it is

crowded, go to another bathroom and do not form queues.
The water coolers have been replaced with similar models to those
in Building 2 and are contactless. Plastic cups will not be available.
Bring your own bottle.

Everyday life

At various points in the buildings and the elevators,
we installed stickers for distance-marking (1 meter
or about 3.3 feet between people).
Limit of 4 people per elevator ride

Acrylic protective panels for services

Service departments, such as MultiInsper, Careers Center,
Reception Desk, Reprography, and Help Desk, have received
acrylic protective panels made by our Fab Lab team. They
create an additional barrier and increase safety for all of us.

Prevention and sanitation measures
Our buildings are sanitized daily.
We had intensified the cleaning of
classrooms, toilets, elevators, turnstiles,
furniture, handrails, equipment, and tables.
Every fortnight we will sanitize both of
our buildings.

Air changing – ROOM 308 (example)
Agência Nacional de Vigilância Sanitária – ANVISA (The Brazilian Health Regulatory Agency)
REGULATION-RE Nº 09

3.4 - the appropriate Air Change Rate for air-conditioned areas must be of at least 27 m³/hour/person, except in areas
such as circulation routes or pathways. In such cases, the minimum Air Change Rate must be 17 m³/hour/person.
Under no circumstances should the area’s CO2 concentration exceed the parameters established under IV2.1 of this
Technical Guideline (1000 ppm of carbon dioxide - (CO2), as an indicator of air change, which is recommended for
people’s comfort and well-being).
ROOM
SALA

308

AIR FLOW(m³/hora/pessoa)
RATE (m³/hour/person)
CAPACIDADE
VAZÃO
CAPACITY
(places)
(lugares)
27
46
1242

Operating at 35% of classroom
occupancy
capacidade
da sala
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AIR FLOW RATE (m³/hour/person)

(places)
(lugares)
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100%
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Enough to host 52
students
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Air changing rate is 3x higher than needed

The air is changed over 90 times/day!

Be attentive to
classroom care!

In the classroom
Facemask: Using it is mandatory inside the classroom, too.
Social distancing: To guarantee a minimum of 1 meter (about 3.3 feet) between students, we
had reduced the number of chairs and placed signs between positions.

Hand sanitizers (Alcohol-based 70%): All classrooms have more than one bottle to facilitate
frequent hand sanitization.
Open doors: Upon return to class, all rooms must remain open before, during, and after
activities to reduce the number of touches on handles and locks.

Air sanitization system: To further protect our community, we are installing an air sanitization
system using ultraviolet C light in every classroom.
Windows: They will remain closed, and sanitization efforts for the buildings' air conditioning
system will be redoubled. Moreover, air renewal per hour will be expanded.

Be attentive at the
hallways!

Hallways
Follow the signs on the floor that direct the flow at the hallways (this also applies to the stairs!)
Avoid forming groups, remember social-distancing etiquette, and keep the distance of 1 meter
(about 3.3 feet)
Do not sit on or stop at hallways or stairs needlessly
Keep the silence: Since room doors will be open, avoid chatting or talking loudly
Do not leave bags or backpacks on the floor
To have your meals, use restaurant, cafeterias, and kitchen areas, always keeping social
distancing. Also, remember: Only take your facemask off when you are eating or drinking
something!

Biblioteca Telles
(Telles Library)

Study spaces and rooms
Circulation at the Biblioteca Telles is partially restricted.
Access to the collection is restricted to the Library team. Please proceed to the
Library’s Service Desk.

Group Study Rooms, Datalab and Nerd Box are temporarily closed.

Biblioteca Telles’ service channels and hours

Email: biblioteca@Insper.edu.br or orientacaoapesquisa@Insper.edu.br
(Monday to Friday from 9 AM to 9 PM, and Saturdays from 8 AM to 5 PM)
WhatsApp: +55(11) 97464-1087 (Monday to Friday, from 9:30 AM to 6 PM)

Book requests for those who will be attending remote classes
1. Click on here and search the Library catalog for the title(s) you want.
2. Request the title(s) chosen by email or WhatsApp. Remember: The more information you can
send — such as title, author, edition —, the better! (biblioteca@insper.edu.br or
+55(11) 97464-1087)
3. Wait for information on the loan procedure.
4. Pick up the copy(s) on the dates provided.
If the book you are looking for may be on loan to someone else, a reservation will be made. We will
inform you of the availability as soon as the title is returned.

Loan time: 7 days (but do not worry! The Library Telles team will renew it automatically for you).
Book pick-up and return: Monday to Friday, from 9 AM to 9 PM.

Guidance Service to Research and Databases
Library Telles has a team of specialists for guidance on the use of tools for collecting data and
information.
To receive information on remote access to databases, including those available on the DataLab
(Bloomberg, Eikon, Capital IQ, Economatica, and Valor PRO), please contact the library by:
E-mail: orientacaoapesquisa@insper.edu.br (Monday to Friday from 9 AM to 8 PM, and
Saturdays from 8 AM to 5 PM).

WhatsApp: +55(11) 97464-1087 (from 9:30 AM to 6 PM, Monday to Friday).

Book sanitization

THIS MATERIAL HAS BEEN SANITIZED
THIS
MATERIAL HAS BEEN SANITIZED
FOLLOWING BRAZILIAN AND INTERNATIONAL PROTOCOLS
FOLLOWING BRAZILIAN
AND
INTERNATIONAL PROTOCOLS
FOR
LIBRARIES
FOR LIBRARIES
What you need to know about our procedures:
What you need to know about our procedures:

Before the loan, all books are sanitized
following Brazilian and international
protocols for libraries.

A 10-day quarantine for
returned
materials
Aall
10-day
quarantine
for
all returned materials

Individual sanitization
Individual
sanitization
after
the material
leaves the
after the material
isolationleaves the
isolation

Associates who are responsible
Associates
who are responsible
by the procedures
follow
byall
the
procedures
follow
sanitary
protocols
all sanitary protocols

What you need to know while you keep the material:
What you need to know while you keep the material:

They are delivered to the student with a
notice of the procedures adopted.
Do not use any type of product to sanitize this material. Some
substances can
fightuse
theany
virus,
but
are harmful
to this
the book’s
paper
and structure.
Do not
type
ofthey
product
to sanitize
material.
Some
substances can fight the virus, but they are harmful to the book’s paper and structure.

Upon return, all copies will undergo a 10day quarantine period before returning to
the collection.

REFERENCES FOR THE IMPLEMENTATION OF SAFETY PROTOCOLS
REFERENCES FOR THE IMPLEMENTATION OF SAFETY PROTOCOLS
AMERICAN LIBRARY ASSOCIATION. Handling library materials and collections during a pandemic. Chicago, IL; ALA, 2020.
Retrieved from: http://www.ala.org/alcts/preservationweek/resources/pandemic. On Jun. 09, 2020.
AMERICAN LIBRARY ASSOCIATION. Handling library materials and collections during a pandemic. Chicago, IL; ALA, 2020.
Retrieved from: http://www.ala.org/alcts/preservationweek/resources/pandemic. On Jun. 09, 2020.
BRASIL. Ministério da Cidadania. Ofício circular nº1/2020/SECULT/SEC/DLLLB/CG SNBP/MC. Brasília, DF: Ministério da Cidadania, 18 mar. 2020.
Subject: Orientações gerais para Bibliotecas Públicas – COVID-19.
BRASIL. Ministério
da Cidadania. Ofício circular nº1/2020/SECULT/SEC/DLLLB/CG SNBP/MC. Brasília, DF: Ministério da Cidadania, 18 mar. 2020.
Retrieved
from https://sei.cidadania.gov.br/sei/controlador_externo.php?acao=documento_conferir&codigo_verificador=7207949&codigo_crc=14E6E994&hash_download=7
Subject: Orientações gerais para Bibliotecas Públicas – COVID-19.
fc848c5495b2a3ba92a9af6ed185acb975dd0c51fa69955a3bebbf9304980b3c6a55abfc87d3dbf838a262a6975536a2415efc6a76c976bd78c685efa3658d0&visualizacao=1&id_orgao_acesso_externo=0.
On Jun. 06, 2020.
Retrieved from https://sei.cidadania.gov.br/sei/controlador_externo.php?acao=documento_conferir&codigo_verificador=7207949&codigo_crc=14E6E994&hash_download=7
fc848c5495b2a3ba92a9af6ed185acb975dd0c51fa69955a3bebbf9304980b3c6a55abfc87d3dbf838a262a6975536a2415efc6a76c976bd78c685efa3658d0&visualizacao=1&id_orgao_acesso_externo=0. On Jun. 06, 2020.

CONSELHO REGIONAL DE BIBLIOTECONOMIA (São Paulo). Comunicado CRB-8. São Paulo: Retrieved from
https://www.ufpe.br/documents/40070/1837975/ABNT+NBR+6023+2018+%281%29.pdf/3021f721-5be8-4e6d-951b-fa354dc490ed. On Jun. 06, 2020.
CONSELHO REGIONAL DE BIBLIOTECONOMIA (São Paulo). Comunicado CRB-8. São Paulo: Retrieved from
https://www.ufpe.br/documents/40070/1837975/ABNT+NBR+6023+2018+%281%29.pdf/3021f721-5be8-4e6d-951b-fa354dc490ed. On Jun. 06, 2020.
NORTHEASTERN DOCUMENT CONSERVATION CENTER. Emergency management. 3.5 disinfecting books and other collections. Andover: MA; NDCC, 2020.
https://www.nedcc.org/free-resources/preservation-leaflets/3.-emergency-management/3.5-disinfecting-books. On Jun. 09, 2020.
NORTHEASTERN DOCUMENT CONSERVATION CENTER. Emergency management. 3.5 disinfecting books and other collections. Andover: MA; NDCC, 2020.
https://www.nedcc.org/free-resources/preservation-leaflets/3.-emergency-management/3.5-disinfecting-books. On Jun. 09, 2020.
INSTITUTO BRASILEIRO DE INFORMAÇÃO EM CIÊNCIA E TECNOLOGIA. A COVID-19 e o setor de bibliotecas em termos mundiais. Brasília, DF:
IBICT, 2020. Retrieved from https://ibict.br/sala-de-imprensa/noticias/item/2138-a-covid-19-e-o-setor-de-bibliotecas-em-termos-mundiais. On Jun. 09. 2020.
INSTITUTO BRASILEIRO DE INFORMAÇÃO EM CIÊNCIA E TECNOLOGIA. A COVID-19 e o setor de bibliotecas em termos mundiais. Brasília, DF:
IBICT, 2020. Retrieved from https://ibict.br/sala-de-imprensa/noticias/item/2138-a-covid-19-e-o-setor-de-bibliotecas-em-termos-mundiais. On Jun. 09. 2020.
INTERNATIONAL FEDERATION OF LIBRARY ASSOCIATIONS. COVID-19 and the global library fields. Den Haag: NL, IFLA, 2020. Retrieved from
https://www.ifla.org/covid-19-and-libraries/#handling. On Jun. 10, 2020.
INTERNATIONAL FEDERATION OF LIBRARY ASSOCIATIONS. COVID-19 and the global library fields. Den Haag: NL, IFLA, 2020. Retrieved from
https://www.ifla.org/covid-19-and-libraries/#handling. On Jun. 10, 2020.
PEET, Lisa. IMLS, CDC offer guidance for disinfecting returned library books. School Library Journal. On Apr. 09, 2020. Retrieved from
https://www.slj.com/?detailStory=IMLS-CDC-offer-guidance-for-disinfecting-returned-books-library-journal-coronavirus-covid19. On Jun. 10, 2020
PEET, Lisa. IMLS, CDC offer guidance for disinfecting returned library books. School Library Journal. On Apr. 09, 2020. Retrieved from
https://www.slj.com/?detailStory=IMLS-CDC-offer-guidance-for-disinfecting-returned-books-library-journal-coronavirus-covid19. On Jun. 10, 2020

Biblioteca Telles
Biblioteca Telles

Faculty
CLASSROOMS:
Disinfecting wipes will be available for cleaning pens and equipment before individual use
We must keep the social distancing in interactions and activities
Use of a facemask is mandatory during the entire stay in the classroom
Professors who may want to wear face shields can request one from the Help Desk

THE FACULTY ROOM:
Acrylic protective panels were installed in the Professor Services department
The social distancing rules must be followed to circulate through the area and use it
Try to stay in the room as little as possible
Computer seats will be reduced to increase the distance between users
The computer area’s entrance and glass doors will be kept open

Parking Lots | Building 1 and 2
•

There's a motion-sensor activated barrier arm gate — no need to
press the button (operating in building 2, under installation in
building 1).

•
•
•
•
•

Self-service.

•

Cling wrap on card machines.

Intensified cleaning of hand-contact points.

Use of facemasks and gloves by staff members.
Acrylic barrier at the cashier station.
Promotion of the use of electronic and contactless payment
methods.

Food
Kitchens and cafeterias are open. Those areas will have 1/3 of the seats
(managers: Please guide your team on service hours to avoid crowding).
During meals, keep the distance of 1 meter (about 3.3 feet).

Bring your cutlery, glasses, and dinner plates from home. Do not share them
with anyone and sanitize your items at home.
Do not talk during meals — and be careful when taking your facemask off.
The restaurant will serve only plated meals and payment should be via app
preferentially.

Annexes
Next, we add the protocols and guidelines of all
third-party service providers who work at
Insper in building maintenance and cleaning,

besides the foodservice providers that would
return to operation under the operating
authorization.

Casa do Pão de Queijo
Good Practices Booklet
Post-pandemic
resumption of
operations

Venue adjustments
VENUE ADJUSTMENTS
1

Keep a minimum distance of 1 meter (about 3.3 feet) between chairs or
2 meters (about 6.6 feet) between tables, to meet Ministry
of Health’s standards regarding the flow of people. Sanitize the

furniture after each meal
If the table area cannot be used, keep it locked
with safety tapes
2
Foster the social distancing of 1 meter (about 3.3 feet) between people in the
queues at the entrance and cashier station.
Safety specifications:
2.1 - Make markings on the floor every 1 meter (about 3.3 feet).
2.2 - Keep the distancing in at the service counter’s internal area.

3
Provide alcohol-based 70% hand sanitizer to customers at strategic
points of the service counter and cashier station, even if they
have an acrylic screen installed.
Remember NOT to keep alcohol-based 70% hand sanitizer dispensers
close to heat-generating equipment

Venue adjustments
4
Bolster floor and surface cleaning every hour or whenever necessary.

5
Trash cans must be provided with a lid and pedal – never requiring manual override. They must
be kept sanitized daily.

6
Prioritize the natural ventilation of the venue. If air conditioning is used, do the maintenance and
clean the filters according to the manufacturer's guidelines.

Payments
PAYMENTS
11
The moment of payment leads to contacts between customers and employees.

Please see some essential precautions below:
• Cashier operators must wear facemasks and cannot handle food.
• Guide consumers to prioritize payment with cards or via the smartphone, thus
avoiding the handling of banknotes and coins.
• Individual plastic restaurant tickets and numeric pagers must be sanitized with
each use.
• Cover the card machine with cling wrap to make sanitization
after use easier.
• Mark the positions for the lines for payment on the floor,
setting forth a minimum of 1 meter (about 3.3 feet) between people.

• Place a dispenser of alcohol-based 70% hand sanitizer for customers in the
cashier station.
• Install an acrylic barrier in the cashier station, if possible.
• For airport stores: Observe and follow recommendations
and requirements imposed locally.

Hand menu
HAND MENU

12
Wrap the hand menu using cling wrap and sanitize it
with alcohol-based 70% hand sanitizer after each use.
To keep the material looking good, changing the
cling wrap every 6 hours is key.

Inventory and storage
INVENTORY AND STORAGE

13
Before starting orders and refilling stores, check the products in stock, verifying:
• Expiration dates (expired products must be discarded), integrity of packaging and products, and other
relevant quality-control checks.
• Sanitize, turn on, and check the temperature of equipment 2 days before receiving the goods.
• Remove secondary and tertiary packaging and dispose of them properly before storing the products.
• Respect expiration dates, storage temperature, and other criteria of the current legislation.
WARNING:
Be over-careful with plastic and cardboard packaging.
The virus can survive on cardboard surfaces for 24 hours and on plastic ones for 72 hours.
At the receipt of goods, we recommend that the secondary and tertiary packaging are disposed of
before the goods enter the store's internal area and inventory. Also, before the disposal of the
packaging, disinfect it by spraying alcohol 70% on it.
In the entire process of receipt of goods and taking them out of boxes, the employee must use GLOVES,
FACEMASKS, and if possible, DISPOSABLE APRONS, since associates wear uniforms and remain the
rest of their workday with them.

Guidelines for the team
GUIDELINES FOR THE TEAM
14
Instruct the team to wash their hands more often,
with soap and water. Handwashing cannot be replaced by
the use of hand sanitizers/alcohol-based 70% hand sanitizerel.
Alcohol is a complement to be used between handwashing
processes
Determine the handwashing frequency (e.g., every 30 min.) or
after having contact with objects or surfaces that may have been
touched by others.

Guidelines for the team
15
We had determined the use of facemasks by all store employees, even if it
is not mandatory in their cities. The accessory conveys safety to
customers when choosing a place to have their meals.
See below the guidelines on the correct use of masks:

SIMPLE DISPOSABLE MASK:
It must be used for a maximum of 2 hours.
ALTERNATIVE CLOTH MASK:
It must be used for up to 3 hours or until you notice it is getting humid
• The supplier of uniforms Ideal Work
offers facemask solutions for our
network. Minimum order of 50 units

R$ 3.70/per unit.
To place an order, contact them via
the phone number (11) 2188-0783 or
the website
casadopaodequeijo.workexpress.com.b
r

HOW TO SANITIZE THEM?
After washing the facemasks with water and detergent, they can be
disinfected for 5 minutes under boiling or by immersion in generalpurpose bleach (Sodium Hypochlorite) for 20 minutes at a 500-ppm
dilution (4 tablespoons of bleach for 1 liter [33.8 fl. oz] of water).
Each associate can sanitize their facemasks, which are for individual use.
It is essential that a sufficient amount is provided for the correct change of
facemasks, and that a procedure that allows for the control of changes is
instituted.

Guidelines for the team

HOW TO PUT THE FACEMASK ON
• Sanitize your hands
• Put on the mask holding it by its
rubber bands or straps
• Make sure to cover your nose and mouth thoroughly
• Avoid touching the front of the facemask during the
process of putting it on, and onwards

HOW TO TAKE THE FACEMASK OFF
• Sanitize your hands
• Avoid touching the mask and do not remove it
from its front
• Touch only the rubber bands or strips
• After taking the facemask off, sanitizer your
hands again

Guidelines for the team
16
DO NOT share uniforms, PPE, or facemasks. You must use your uniform at the workplace
only.

17
Redoubled care should be taken in contacts between suppliers’ drivers and store staff
during receipt of goods, ensuring the safe distancing of 1 meter (about 3.3 feet). Also, be
careful during contacts with delivery couriers.
The employee receiving the goods must wear
a facemask for their protection, according to the model defined by the store.
Some networks are providing sanitizers for the
delivery courier to sanitize the bag. It is not mandatory but a good practice!

Guidelines for the team
19
Restrict the use of utensils that are shared with customers, like
porcelain cups and dinner plates, and glassware, thus prioritizing the use
of disposable ones.
If the customer consume at the store and choose to use table utensils, they must be
washed with a neutral detergent sanitized with alcohol-based 70% or a sanitizer
solution after each use.
It is recommended the use of gloves to pick up and wash objects used
by the customer.
We had determined the use of the green tray with placemats
(disposable) for customers who consume at the store. Before and after use, sanitize the
trays with alcohol-based 70% .
Procedures for cleaning and sanitizing all store equipment must be maintained,
increasing the frequency of sanitization with alcohol-based 70%, mainly in places we
touch the most, like oven doors, drawers and groups of the coffee machine,
refrigerator, freezer and display case doors, coffee machine brushes levers or
activation buttons for coffee in the mill and blender.
Napkins, sugar and sweetener packets should not be exposed on the service counter or
tables but stored in the internal area of the shop so that the employee delivers them to
the customer when serving products or upon request.

Guidelines for the team
20
In food handling areas, it is forbidden any act that may contaminate food, such
as eating, smoking, coughing, sneezing, scratching, touching the nose, ears or
mouth, unnecessarily talking over the food, using the mobile phone or
performing other unsafe habits.

21
Inform employees of daily updates on the pandemic situation and do not let fake
news take over the internal news.

22
The associates are the center of care at the store and must receive
full attention to their physical and mental health, feeling confident and safe.
More than ever, teamwork is crucial.
Use solutions like job rotation in the team that remains working.

Guidelines for the team
23
Associates who belong to the high-risk group (over 60
years old or with risk comorbidities, according to the Brazilian Ministry
of Health) should receive special attention, prioritizing workstations
without direct contact with customers, preferably in the store’s internal area,
which must be sanitized at the end of each work shift.
If the presence of workers belonging to the
high-risk group is indispensable, internal work should be prioritized, without
contact with customers, in a secluded, ventilated place,
sanitized at the end of each work shift.

Communication with customers
COMMUNICATION WITH CUSTOMERS

25
Inform customers that your venue is committed
to good practices, so that they feel safe. Train the
team to talk about safety measures, use posters in
the hall and bathrooms, as well as table tents.
In the annex, we provide templates for some of the posters..
Print out the amount needed for your store.
26
Inform customers of the importance of avoiding
sharing cutlery, glasses, and other objects at the table
(such as the mobile phone). Place a poster in the store warning
that customers with COVID-19 symptoms (fever, cough)
should not remain there.
27
We recommend that the store evaluate the possibility of offering
disposable masks to customers if local law requires that they wear
a mask when walking into the premises (taking it off to eat only).

HANDBOOK OF CONDUCT
DURING THE COVID-19 PANDEMIC
Vikings Serviços de Limpeza Ltda. (Viking Cleaning Services Ltda.),

IMPORTANT LINKS:

aiming to standardize
the cleaning guidelines during the COVID-19 pandemic, gathered the
basic information in this handbook to assist our associates, aiming
CORONAVÍRUS – O QUE VOCÊ PRECISA SABER (CORONAVIRUS –
at promoting a better performance of their activities.
WHAT YOU NEED TO KNOW)
https://coronavirus.saude.gov.br/
Its preparation is based on the commitment to promote the safety
and health of all by collaborating in reducing the risk of spread of the PRODUTOS QUE SUBSTITUEM ÁLCOOL EM GEL (PRODUCTS THAT
REPLACE THE ALCOHOL-based 70% hand sanitizer)
new coronavirus.
http://portal.anvisa.gov.br/documents/219201/4340788/SEI
ANVISA+-+0964813+-+Nota+T%C3%A9cnica.pdf/71c341adStill, the success of this Handbook depends, however, on the full
6eec-4b7f-ble6-8d86d867e489
commitment of all, bearing in mind that changes can occur at any
time, following new guidelines from the WHO (World Health
Organization), Brazilian Ministry of Health, Brazilian Health
ORIENTAÇÕES GERAIS – MÁSCARA DE TECIDO (GENERAL
Regulatory Agency – ANVISA, and other health authorities.
GUIDANCE – FACEMASKS)
http://portal.anvisa.gov.br/documents/219201/4340788
/NT+M%C3%Alscaras.pdf/bf430184-8550-42cb-a975ld5elc5al0f7

GENERAL INFORMATION

The COVID-19 is an infectious disease
caused by the new coronavirus and generates flu-like
respiratory problems and symptoms such as:

The primary ways of transmission are:

Touch or
handshake

Fever

Cough

Cough and
sneeze

Respiratory
problems
Saliva

Secretion

The symptoms may appear from:

2 to 14 days

Contamined
objects

Moreover, according to the Ministry of Health of Brazil, hygiene is one of
the key factors for slowing the progress of the infection with the new
coronavirus. Therefore, Vikings had prepared this handbook to guide you
through the resumption of our activities.
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ARE YOU GOING OUT HOME?
Check out some tips to avoid infection

WHEN LEAVING HOME

1. Use a facemask when leaving home.
2. Avoid close contact with people showing signs or
symptoms of respiratory diseases.
3. Keep the respiratory etiquette (cover your nose and
mouth when coughing or sneezing).

WHEN GETTING HOME
1. Clean the surfaces you had touched when you got home.
2. Leave your shoes at the entrance or exit door.
Footwear may be infected with the virus and serve
as "means of transportation".
3. Leave your purse, wallet, keys, etc., in a box at the
entrance and sanitize them.
4. Take a shower and keep your clothes apart.

4. Keep hand hygiene and avoid touching your
eyes, nose, and mouth with unwashed hands.

5. Put your clothes in a plastic bag in the clothes
basket.
6. Have you brought bags from a supermarket or drugstore?
Clean the packages you brought in from outside before storing them
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RULES FOR KEEPING YOUR HEALTH SAFETY
WASH YOUR HANDS
There is currently no vaccine to prevent infection
by the SARS-CoV-2. Thus, the best way to prevent the
infection is to avoid being exposed to the virus by taking
daily preventive measures, including:
• Washing your hands frequently with soap and water
for at least 20 seconds.

• After coughing or sneezing.

• Before eating.

• After using the bathroom.

• Avoiding touching the eyes, nose, and mouth with unwashed hands.
• Covering your mouth and nose with a tissue paper
when coughing or sneezing, and throwing it in a trash can — or
covering your mouth and nose with your arm,
not with your hands.

• Before, during, and after preparing drinks (coffee, juice, etc.) and food.

• Cleaning and disinfecting frequently touched objects
and surfaces.

• When taking care of someone who is sick.

• Avoiding close contact with sick people.
Source: Brazilian Ministry of Health

WARNING
AVOID
CONTAMINATION
WASH YOUR
HANDS
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GUIDANCE FOR HANDLING AND SANITIZATION
– CLOTH MASKS –
HANDLING
• The facemask must be worn by those who need
leaving home [and have no symptoms].

• Those who have respiratory symptoms, such as coughing, sneezing, fever,
and
shortness of breath need to wear a surgical mask.
• Put the facemask on carefully, taking it by the side straps and
positioning it to cover your mouth and nose.
• While wearing the mask on the street, avoid touching it. Do not keep
adjusting the equipment.

• When you get home, wash your hands with soap and water and dry them
well,
before taking off the mask.
• Remove the facemask by holding the bow or knot at its back, avoiding
touching its front.

SANITIZATION
• Immerse the facemask in a container with drinking water and bleach (2
to 2.5%) for 30 minutes. The dilution ratio to be used is one part
of bleach for 50 parts of water (for example: 10 ml [0.34 oz] of bleach
for 500 ml [16.9 oz] of drinking water).
• After the immersion time, rinse it under running water and wash it with soap and
water.
• After washing the facemask, sanitize your hands with soap and water.
• The facemask must be completely dry for reuse.
• After drying, iron the fabric with a hot iron.
• Change the facemask whenever it has dirt or moisture.
• Discard the facemask whenever it shows signs of deterioration or impaired
functionality.

HANDBOOK OF CONDUCT DURING THE COVID-19 PANDEMIC
PAGE 06

WILL MY OPERATIONAL ROUTINE CHANGE?

Definitely! The frequency of activities may change and depending
of the type of risk, the routine will count on a new procedure, as follows.

ENVIRONMENT PRESENTS RISKS [Suspected or confirmed case]
• The team must perform the disinfection (removal of microbial load)
according to the IL 60 Limpeza Terminal (IL 60 – Terminal Cleaning) procedure

ENVIRONMENT IS OUT OF RISK [Does not present a suspected or confirmed
case]
• The team must perform the cleaning (dirt removal)
according to the Quality Management System’s procedures,
as defined in its Work Plan
.
• The frequency of the execution of activities will be defined by your
foreman or supervisor, or as defined in the
Client’s Contingency Plan, if applicable.

• Use the specific product for this cleaning. Consult with the supervisor
or operational coordinator.
• Disinfection is performed only once and only in environments with a
suspected or confirmed case. It should be executed with the utmost
attention.
• PPE use is mandatory for carrying out activities.

• PPE use is mandatory for carrying out activities
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WHERE SHOULD I INCREASE THE CLEANING
FREQUENCY?
The main recommendation is to increase the frequency of the surface-sanitization process, with utmost attention to areas
touched by people the most, such as:

• handles.

• furniture in general.

• handrails.

• remote controls.

• support bars.

• workbenches.

• elevator buttons.
• locks.

• switches.
• telephone sets.

• faucets.
• soap and paper dispensers.
• counters.
• dressing rooms.
• dressing-room hangers.

• keyboards.

• dressing-room benches, chairs, or poufs.

• mouse.

• credit card machines.

• tables and workstations.
• chairs.
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WHICH PRODUCT SHOULD I USE?

Chemicals may change depending on the type of
routine (cleaning or disinfection) and the type of surface to be
sanitized.
The chemicals for the regular routine remain unchanged.
However, for COVID-19-disinfection, the Brazilian Health Regulatory Agency
(ANVISA) recommends the products below:
• Sodium hypochlorite 0.5% 18
• Bleaches containing hypochlorite (sodium, calcium) at 2-3.9% 18
• Povidone-iodine (1%) 9.18
• Hydrogen peroxide 0.5% 4.9
• Peracetic acid 0.5% 1.9
•

ATTENTION, PLEASE!
Before starting a disinfection, consult with your leader, foreman, or
supervisor on the type of product recommended for each kind of
surface.

.Quaternary ammonium, for example, Benzalkonium Chloride
0.05% 4.9
• Phenolic compounds 1.9
• General-purpose disinfectants with virucidal action.
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WHICH PPE SHOULD I USE?

For the cleaning team that will perform its activities in
out-of-risk environments, that is, ones that does not present a suspected
or confirmed case, the Personal Protective Equipment
to be used remain those already indicated.

However, in at-risk environments, that is, ones that have a suspected or
confirmed case, there are some changes regarding personal protective equipment:

Examples:

For cleaning teams that will perform disinfection according to the IL 60 – Limpeza Terminal
(IL 60 – Terminal Cleaning):
• Protective mask.

• Facemasks (cloth masks or ones with a Certification of Approval – CA).

• Latex or nitrile gloves.

• Safety goggles (if applicable to the activity).

• Safety goggles.

• Latex gloves.

• Safety boots or shoes.

• Safety boots or shoes.

For cleaning teams that will perform electrostatic disinfection:

• Tyvek jumpsuit with hood.
• Wide-vision goggles.
• Chemical mask.

ALL PPE DELIVERED MUST BE
RECORDED ON
THE EMPLOYEE’S PPE SHEET!

• Ear protection.
• Rubber gloves.
• Rubber boots.

For cleaning teams that will perform disinfection by nebulization:
. Tyvek jumpsuit with hood.
• Wide-vision goggles.
. Chemical mask.
. Hearing protector.
• Rubber gloves.
• Rubber boots.
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OTHER GUIDELINES

ATTENTION, PLEASE:

TECHNIQUE FOR TAKING GLOVES OFF:

• Avoid using accessories such as rings, earrings, bracelets, and necklaces.

• Take the gloves off by pulling the first one from the outer side of the cuff
using the fingers of the opposite hand.

• Increase the frequency of hand sanitization with soap and water.
• Always use PPE.
• Do not touch you face or hair while
putting gloves on.
• Before removing the gloves, watch them with soap and water.

• Hold the removed glove with your other, gloved hand.
• Touch the inside of the cuff of the other glove with your
opposite index finger (ungloved) and remove the other glove.
• Wash the gloves immediately.

• After removing the PPE, quickly wash your hands with soap and water.
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Demais orientações
OTHER GUIDELINES

ATTENTION, PLEASE:
DIFFERENCES BETWEEN ISOLATION AND QUARANTINE

• Associates with symptoms of COVID-19 should be advised to
seek medical care
• The Occupational Health department should be reported on
suspected or confirmed cases of COVID-19 for further internal dealings.
• If there is a medical recommendation that you remain in isolation or
quarantine, follow all guidelines

Isolation is a medical recommendation that can last up to 14 days,
with the objective of separating symptomatic or asymptomatic people who
are under clinical and laboratory investigation
Quarantine is a medical determination that lasts 40 days or more for
confirmed cases and is a mandatory, restrictive measure.
In it, the person must remain in complete isolation throughout the
treatment.
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Security services
Prevention protocol
Coronavirus

Security services
WHAT IS CORONAVIRUS?
The coronavirus (ICD10) is a family of viruses that cause respiratory infections. The new
coronavirus agent was discovered on 12/31/19, after cases were recorded in China. It causes
the disease called COVID-19.
The incubation period of the disease is the time it takes
to appear since infection by the new coronavirus. It can be from 2 to 14 days.

for

the

first

symptoms

The signs and symptoms of the coronavirus are mainly respiratory, similar to the ones
of
a
cold.
It
can
also
cause
lower
respiratory
tract
infection,
like
pneumonia. The main symptoms known to date are:
→ Fever.
→ Cough.
→ Difficulty breathing.
The transmission of coronaviruses usually occurs through the air or personal contact with
infected secretions, such as:
→ Saliva droplets.
→ Sneeze.
→ Cough.
→ Mucus.
→ Close personal contact, such as touch or handshake.
→ Contact with infected objects or surfaces, followed by contact with the mouth,
nose, or eyes.

Security services
The Brazilian Ministry of Health provides guidance on basic precautions to reduce the overall risk of contracting or
transmitting acute respiratory infections, including COVID-19. They are:
→ Washing your hands frequently with soap and water for at least 20 seconds. If
there is no soap and water, use an alcohol-based 70% hand sanitizer.
→ Avoiding touching the eyes, nose, and mouth with unwashed hands.
→ Avoiding close contact with sick people.
→ Stay at home when sick.
→ Covering your mouth and nose with a tissue paper when coughing or sneezing and throwing it in a trash can.
→ Cleaning and disinfecting frequently touched objects and surfaces.

Security services
Contact for information and procedures
Given the coronavirus pandemic declared by the World Health
Organization, the GR Group called its Crisis Committee to
evaluate and adopt the necessary measures to guide and assist
its associates through established channels (toll-

free/WhatsApp numbers). It also had set forth strategies and
implemented preventive actions at service stations, besides
conducting negotiations with clients and suppliers, among other
measures.

Security services
Preventive actions
Aware of its social duty towards associates, clients, and society

Distribution of stickers with prevention guidelines for service

as a whole, the GR Group has been carrying out several activities

stations and administrative bases in São Paulo and branches.

to prevent COVID-19, following the guidelines from the Brazilian
Ministry of Health.

Intensification of cleaning routines in all work environments,
including stations at clients’ sites.

Constant communication about preventive, basic care, and
updates on information from the Brazilian Ministry of Health

Provision of alcohol-based 70% hand sanitizer dispensers in the

through internal communication channels including email

company's administrative bases.

messages, SMS, the GR Portal, online groups of associates (on

WhatsApp and Hangouts), besides social media channels.

Distribution of alcohol-based 70% hand sanitizer bottles for
supervisors.

Implementation of a work-from-home regime for most
administrative departments.

Security services
Revision of work routines for associates who work outside the
company's premises, including commercial activities, to avoid
risks to associates, clients, and prospects.
Evaluation of the provision of a shuttle service at strategic
meeting points for moving out associates from the most critical
areas.

Temporary suspension of the organization of and attendance in
events.
Monitoring of suspected and confirmed cases at clients’ sites.

Security services
What to do in emergencies?

What to do in cases of suspected disease?

The operational supervisors and other managers at the GR

The associate who presents the symptoms should out seek the medical care

Group are focused on ensuring the safety and health of

unit closest to their home and inform their manager.

associates. Moreover, they are prepared to respond to
emergencies should they arise. Also, they count on protective

The manager must inform the GR Group's department in charge of medical

accessories (masks and gloves) if their use is necessary.

leaves (afastamento@grupogr.com.br). Also, they must follow up on the
case, informing about the medical decision (certificate with indications of

It is also important to remember that cleaning measures have

days off work or referral for the examination for evidence of sickness

been reinforced throughout the operation. Furthermore, if there

absence).

are emergency cases, all equipment and vehicles involved will

undergo the proper decontamination process, which is already

The associate’s return to work must follow the guidance of the competent

being done daily.

health body. In the case of a 14-day medical certificate, the associate must
undergo a periodic medical examination with clinical analysis. Through it, they
will be allowed to return to their activities or, if necessary, referred for a new
medical evaluation.

Security services
What to do in cases of confirmed disease?
Associates who undergo a clinical examination attesting to the

The equipment, vehicles, and workplace used by the associate

presence of the coronavirus must immediately inform their

must undergo the sanitization method required for

manager. Also, they must forward the notice to the GR Group's

decontamination. It is a procedure already followed daily.

department in charge of medical leaves

(afastamento@grupogr.com.br).

The operational manager must also report the situation to the
Integrated Command and Control Center (CICC, for its acronym

The associate must follow the medical treatment guidelines,

in Portuguese) and the superintendent in charge to support the

taking the necessary measures to avoid the infection of other

team's needs.

people, such as family members, friends, and co-workers.

Security services
General guidelines for working in stations
Besides the basic hygiene and cleaning care we constantly disseminate, here
follows guidelines for associates who work at the stations:
•

Clean the workplace and equipment (such as HT radio and mobile phone at
the station) during breaks and shift changes.

•

Properly sanitize defense materials (such as weapons), motorcycles, and
cars, also at shift changes.

•

Be attentive to follow the client's specific recommendations in the same
way.

Security services
General guidelines for working in stations
Besides the basic hygiene and cleaning care we constantly disseminate, here
follows guidelines for associates who work at the stations:
•

Clean the workplace and equipment (such as HT radio and mobile phone at
the station) during breaks and shift changes.

•

Properly sanitize defense materials (such as weapons), motorcycles and
cars, also at shift changes.

•

Be attentive to follow the client's specific recommendations in the same
way.

Thank you

We are you. We are all about health. We are Insper.

Departments:
Communication and Events
Facilities
Insper People
Maintenance and Works

#SomosInsper #WeAreInsper

