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Introduction: 

The YMCA is a global non-profit organization founded in 1844 in which more than 700,000 volunteers 
and 96,000 staff join wills to serve more than 58 million people in 119 countries and 11,000 communities. 
  
The YMCA Movement in Latin America and the Caribbean promotes the integral development of the 
human being in spirit, mind and body through an extensive network of community centers, shelters, camps, 
hotels and sports and recreational facilities that focus on the construction of a best society in Latin America 
and the Caribbean. 
 
The purpose of this YMCA Regional Biosafety Protocol is to create a “YMCA standard” that will serve the 
different YMCA movements in the region to take the necessary biosafety measures at the time of the 
gradual reopening of facilities, as well as for the return of staff to offices and other physical spaces. 
 
The YMCA Regional Biosafety Protocol will serve as the basis for all YMCA movements belonging to the 
YMCA Latin American and Caribbean Alliance (LACA). In the event that the standards contained in this 
Protocol are higher than the government guidelines and regulations of any of the LACA member countries, 
it is recommended to adhere to this protocol to maintain the minimum standard promoted by the YMCA. 
 
The YMCA Regional Biosafety Protocol contains a set of preventive measures, aimed at maintaining control 
of occupational risk factors from biological, physical or chemical agents, based on the protocols developed 
by the YMCA movements of Bogota and Cali in Colombia as well as the one of Porto Alegre Brazil, and 
was developed and designed by a regional network made up of staff and volunteers from different YMCA 
movements in the Latin American and Caribbean region with extensive experience in the field. 
 
This protocol was developed by the YMCA Regional Protocol Network and in agreement with each one of 
its members. This protocol will lead to each YMCA generating a unique care and prevention campaign 
within its facilities. 
 
Each national and local YMCA will have the autonomy to adapt the recommendations, actions and 
materials presented in this protocol as best suited to its own needs and contexts. 
 
It is important to note that this document will be adapted as new recommendations or international 
standards are generated, so updated versions will be delivered periodically. 
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Objectives:  

 
The objectives of the YMCA Regional Biosafety Protocol are as follows: 
 

● To provide general biosafety guidelines and standards, to mitigate, control and carry out the proper 
management of the COVID-19 pandemic.  

 
● To make aware the administrative staff, professionals, general services, food handlers, drivers, and 

clients and / or beneficiaries of each center, of the actions to be implemented in biosecurity in the 
different processes of the organization for the alert health generated by COVID 19. 
 

● To establish the guidelines and measures for the surveillance, prevention and control of the health 
of the staff, members / associates / users / beneficiaries, visitors and suppliers in order to protect 
the safety and preserve the health of our staff within the framework of SARS- CoV2-19 (COVID-
19). 

 
● To define measures to protect the safety and preserve the health of staff in order to prevent and 

mitigate the risk of the spread of the COVID-19 virus during the COVID-19 pandemic. 
 

● To provide our staff, members / associates / users / beneficiaries, visitors and suppliers a service 
that has security standards to protect their health during the development of their activities with 
our institution. 
 

● To guarantee the sustainability of the surveillance, prevention and control measures adopted to 
avoid the transmissibility of SARS-CoV-2 (COVID-19) 

Scope: 
This document has general provisions for all the programs and services offered by the YMCA including 
members, staff, volunteers, suppliers, contractors, beneficiaries, and visitors, as well as educational, 
training, recreational and social services. 

Definitions:  

Isolation: Separation of a person or group of people who are known or believed to be infected with a 
communicable and potentially infectious disease from those who are not infected, to prevent the spread 
of COVID-19. Isolation for public health purposes may be voluntary or required by order of the health 
authority. 
 
Respiratory Isolation: applied when the presence of drops of respiratory origin with a low diffusion range 
(up to 1 meter). 
 
Droplet isolation: it refers to measures to control infections by respiratory viruses and other agents 
transmitted by drops (> 5 microns) propelled a short distance through the air and which can enter through 



 
 

the eyes, nasal mucosa, mouth, or non-intact skin of the person in contact with the patient. 
 
Contact isolation: it refers to the measures to control direct contact when it occurs in the transfer of blood 
or body fluids from a patient to another susceptible individual. Contact can be made on skin, mucosa or 
lesions; Likewise, by direct inoculum to the bloodstream and indirect: it occurs when the susceptible host 
comes into contact with the infecting microorganism through an inanimate intermediary (clothes, fomites, 
room surfaces) or animate (health personnel, another patient) that was initially in contact with that 
microorganism. In this case, a disposable anti-fluid gown or polyethylene suit is used, the latter for high 
biological risk. 
 
Asepsis: absence of microorganisms that can cause disease. This concept includes the preparation of the 
equipment, the instrumentation, and the change of operations through the sterilization and disinfection 
mechanisms. 
 
Biosafety: set of preventive measures that aim to eliminate or minimize the biological risk factor that may 
affect the health, the environment, or people's lives, ensuring that the development or product of said 
procedures does not threaten the health and safety of staff. 
 
Patient Cohort: grouping of patients who are colonized or infected with the same microorganism, to limit 
their care to a single area and avoid contact with other patients. Cohorts are created according to the 
diagnostic confirmation (clinical or microbiological), epidemiological criteria, and the mode of transmission 
of the infectious agent. It is preferred to avoid placing severely immunosuppressed patients in rooms with 
other patients. Mathematical modeling studies support the strength of the cohorts in outbreak control. 
 
Close contact: it is the contact between people in a space of 2 meters or less, in a room or in the care area 
of a confirmed or probable COVID-2019 case, for a time greater than 15 minutes, or direct contact with 
secretions from a probable or confirmed case while the patient is considered infectious. 
 
COVID-19: it is a new disease, caused by a new coronavirus that has not been seen before in humans. The 
name of the disease was chosen following the best practices established by the World Health Organization 
(WHO) for naming new infectious diseases in humans. 
 
Disinfection: it is the destruction of microorganisms on a surface by means of chemical or physical agents. 
 
Disinfectant: it is a germicide that inactivates practically all recognized pathogenic microorganisms, but not 
necessarily all forms of microbial life, for example spores. This term applies only to inanimate objects. 
 
Factors that determine exposure to COVID-19: According to decree 538 of April 12, 2020, on March 11 
the World Health Organization declared the outbreak of coronavirus disease COVID-19 as a pandemic, 
essentially due to the speed of its spread and the scale of transmission, since to that date about 125,000 
cases of contagion had been reported in 118 countries. Spread occurs primarily from person to person 
through droplets, between close contacts. Being at approximately 2 meters or less, from a person with 
confirmed or probable COVID-19 for a time greater than 15 minutes, or direct contact with secretions of a 
probable or confirmed case. By having direct contact with infectious secretions from a patient with COVID-
19. These secretions can include sputum, serum, blood, respiratory droplets, and sweat. 
 
Hypochlorite: it is a group of disinfectants that is among the most used. This group of disinfectants have 



 
 

a rapid effect on a wide variety of microorganisms. They are best suited for general disinfection. As this 
group of disinfectants corrodes metals and produces discoloration effects, it is necessary to rinse 
surfaces disinfected with this product as soon as possible. 
  
Surgical Mask: Personal respiratory protection element that helps block larger droplets of particles, spills, 
aerosols or splashes, which may contain microbes, viruses and bacteria, from reaching the nose or mouth. 
 
Contaminated Material: material that has been in contact with microorganisms or is suspected of being 
contaminated. 
 
NIOSH: National Institute for Occupational Safety and Health of the United States of America. 
 
Health services providers: Refers to health service provider institutions - IPS, independent health 
professionals, patient care transport and entities with a different corporate purpose that provide health 
services. 
 
 
Bio sanitary Waste are all those elements or instruments used during the execution of a procedure that 
have contact with organic matter, blood or body fluids of the person. 
 
Hazardous Waste: is any object, material, substance, element, or product that is in a solid or semi-solid 
state, or is a liquid or gas contained in containers or tanks, whose generator discards, rejects or delivers 
because its properties do not allow it to be used again in the activity that generated it or because current 
legislation or regulations stipulate it. 
 
SARS: Severe acute respiratory syndrome. 
 
SARS-Coll-2: shortened version of the name of the new coronavirus "Severe Acute Respiratory Syndrome 
Coronavirus 2" (identified for the first time in Wuhan, China) assigned by the International Committee on 
Taxonomy of Viruses, in charge of assigning names to new viruses. 
 
Risk levels: Process for understanding the nature of risk 

● Low: Probability that certain threats are not important or affect processes or defined dynamics. 
● Medium: It is defined as the probability that certain threats partially affect the established 

processes or dynamics. 
● High: A high risk is considered when the threat represents a considerable impact on the defined 

processes. 
 
Biological Hazard: consists of the presence of an organism or a substance derived from an organism that 
poses, above all, a threat to human health. This can include sanitary waste, samples of a microorganism, 
virus or toxin from a biological source that can be pathogenic. 
 
Ergonomic risk: They correspond to those risks that originate when the worker interacts with his job and 
when the work activities present movements, postures or actions that can cause damage to his health. 
 
 
 



 
 

ABC of the COVID-19 
What are coronaviruses? 
Coronaviruses are viruses that occur periodically in different areas of the world and cause mild to severe 
Acute Respiratory Infection (ARI) in people and animals. Viruses are transmitted between animals and 
from there could infect humans. As countries' technical detection and surveillance capabilities improve, 
more coronaviruses are likely to be identified. 
 
How is coronavirus transmitted? 
This virus originates from an animal source and is currently known to be transmitted from person to person. 
It is not known how intense this transmission can be, however, the infection occurs when a sick person 
coughs or sneezes and expels particles from the virus that come into contact with people with which they 
have close contact and their environment. This mechanism is similar among all Acute Respiratory Infections 
(ARIs). 
 
What are the signs and symptoms? 
Clinical signs and symptoms of this disease may be mild to moderate and like those of other acute 
respiratory infections – ARI – such as fever, cough, nasal discharges and general discomfort. Some patients 
may have shortness of breath. 
  
How is it confirmed? 
Diagnosis is made through molecular testing; however, the presence of the most common viruses, as well 
as the antecedent of the patient's travel to China (Wuhan city) or their contact with a confirmed case, is 
first ruled out or confirmed and thus it is possible to define whether the disease may have. Clinical 
laboratories should continue to use the recommended algorithm for routine influenza surveillance and 
unusual IRAG and IRAG cases. Tests for COVID-19 should be performed on patients who conform to the 
case definition, as other agents such as common respiratory viruses and bacterial viruses, causing similar 
clinical tables and should be sent to the INS National Reference Laboratory for specific molecular testing 
(rRT-PCR) recommended by WHO and developed by German researchers, which will be implemented as 
a confirmatory test by the INS. 
 
What's the treatment like? 
Treatment is symptomatic and if required, proper management according to the patient's severity. There 
is no specific treatment for any coronavirus. There is currently no proven vaccine. 
 
Factors that determine exposure to COVID-19:  
According to Decree 538 of 12 April 2020, on 11 March the World Health Organization declared the 
outbreak of COVID-19 coronavirus disease as a pandemic, essentially because of the speed of its spread 
and the scale of transmission, since by that date nearly 125,000 cases of contagion had been reported in 
118 countries. Propagation occurs mainly from person to person through droplets, between close contacts. 
Being at a distance of approximately 2 meters or less, from a person with COVID-19 confirmed or likely 
for a time greater than 15 minutes, or direct contact with secretions of a probable or confirmed case. 



 
 

Having direct contact with infectious secretions from a patient with COVID-19. These secretions may 
include sputum, serum, blood, respiratory droplets, and sweat. 

Measures: 

1. Prevention measures 

In the face of the current situation in the world with regard to the increase in contagion by COVID-19, 
international authorities such as the World Health Organization (WHO) have recommended a series of 
measures that are most effective in reducing contagions until a vaccine that effectively fights this virus is 
resolved. Therefore, the measures that have shown greater evidence for containment of virus transmission 
are as follows: 

Handwashing 

This should be done before and after going to the bathroom, eating, after sneezing or coughing, before or 
after using a mask or before touching your face. 
 

● Everyone upon entry and before leaving must perform the hand washing protocol either wash 
directly with soap and water and/or washed with antibacterial gel that will be available at the 
entrance of the corresponding headquarters and baths. 
 

● Hand hygiene supplies are available with clean water, soap and disposable towels. 
 

● Minimum glycerin alcohol supplies are available at 60% maximum 95%, especially in places of 
easy and frequent access by employees and other users in each of the venues. 

 
● Each of the venues has hand washing points (bathrooms). 

 
● All collaborators, both in remote and face-to-face work and external activities, must perform the 

hand washing protocol with a minimum periodicity of 3 hours where contact with soap lasts at 
least 40 to 60 seconds. 

 
● For those who come into contact with surfaces that may have been contaminated by another 

person (handle, handrails, locks, transport) after going to the bathroom, handling money and 
before and after eating. The person responsible for occupational safety and health management 
systems or the heads in charge shall establish mechanisms for monitoring, monitoring and self-
control of this activity at all workplaces. 

 
● Upon entry and egress, you must disinfect shoe soles and general spray.  

 
● The frequent hand washing protocol will be published in all common areas. 

 
● Informational actions will be intensified with all workers in education and communication for the 

development of all activities that prevent contagion, for home workers it will be sent via email and 
for on-site workers communication pieces will be published. 



 
 

Hand washing and washing techniques: 

● Hand washing with soap and water should be done when the hands are visibly dirty, before and 
after going to the bathroom, before and after eating, after sneezing or coughing, before and after 
using masks, or before touching your face. 

 
● Hand hygiene with glycerin alcohol should be performed as long as the hands are visibly clean. 

 
● Glycerin alcohol should have a concentration between 60% and 95%. 

 
● Reminders and instruction materials of hand washing techniques will be available in bathrooms 

and washing points. 
 

 
Image 1. 

Social distancing  

Social distancing means maintaining considerable space between people mainly outside your home. It is 
therefore established that: 
 

● Collaborators must remain at least 1. 5 to 2 meters away (depending on local and national 
government specifications) among others and between job areas avoiding direct contact. 
 

● The maximum capacity of employees in workplaces and common areas (dining rooms, gyms, 
cafeteria, resting places, waiting room etc.) should be monitored. 



 
 

 
● For the conduct of meetings, the capacity of collaborators must be monitored and the minimum 

distance (1. 5 to 2 meters) or the meetings replaced with technological aids in order to avoid 
crowding of people. 
 

● Physical exchange of documents should be avoided. 
 

● Where required, spaces with non-pass safety tape will be closed to prevent the use of these, as 
well as gyms, kitchens and/or production areas will be demarcated to meet the distancing. An 
example of this is detailed in the following image: 

  
 
However, it is necessary for each of the YMCA headquarters to encourage and socialize the responsibility 
of staff, customers, and suppliers for the importance of maintaining social distancing promoted by 
international, national, and local authorities through infographics allusive to this prevention measure. 
 
Given the peaks generated by the pandemic, programs with ID card were established in countries like 
Colombia, this contemplates that you can only go out, make use of banks or supermarkets if the last digit 
of the ID agrees with an odd date, the same applies. for certificates ending in an even number. 
 
It is taken into account that when the numbers decrease with respect to the number of infected, then only 
an ID is requested to enter banks, supermarkets, among others. 
 

 
Image 2. 

Handling and using the mask 

At YMCA headquarters, conventional masks with anti-influence effects will be available for personnel 
working in face-to-face mode. The following measures will therefore be available: 
 

● The use of masks in all work areas will be mandatory.  



 
 

 
● Before using the mask, wash your hands according to the protocols mentioned in the handwash 

section. 
 

● Adjust the mask as close to the face avoiding leaving spaces. 
 

● The colored (waterproof) mask cover face should be kept as an outer face. 
 

● Due to its design, filtering does not have the same characteristics in one direction and another, and 
its mis placement may cause less professional protection and accumulation of moisture on the 
face.  

 
● Mold the metal band around the nasal septum. 

 
● Do not touch the mask during use. If you should, wash your hands before and after handling. 

 
● The mask can be used continuously for one day as long as it is not broken, dirty or damp, in any of 

the previous conditions it must be removed. 
 

● When removing the mask, do so from the ribbons never touch the mask part. 
 

● Do not reuse the mask. 
 

● As far as possible, the conventional mask should be used, these elements that exclusively cover 
people's nose and mouth reduces the likelihood of contact with the other person's nasal discharge 
or saliva. 

 
● Adjust the mask if it has elastics, behind the ears; if it is striped it should be tied above the ears on 

the back of the head and the strips from under the ears above the neck. 
 

● Placement should be on the nose and under the chin. 
 

● Once removed, fold the mask with the outer face facing inwards and place it in a bag or trash can. 
 

● The masks should not be left unprotected on any surface (e.g., tables, shelves, desks, among 
others) as they may become contaminated. 

 
● It is recommended for men not to have a beard when using the hubs, regardless of the material 

that has this input. 
 

● Similarly, it is recommended for women to have their hair picked up while using the mask.  

Using fabric mask 

● Wash hands before placing the fabric mask. 
 
● Fit well, but comfortably against the side of the face. 



 
 

 
● Hold on tight to the tapes. 

 
● It is highly recommended that the mask contains multiple layers of fabric. 

 
● It is highly recommended that the mask be washed and dried without damaging or changing its 

shape. 
 

● Wash hands immediately after use. 
 

● The mask cover after use should be kept in a closed bag until washing. 
 

● It is not recommended to store the mask without packing in bags or clothing pockets without the 
protection as it can be contaminated.  
 

● The masks and gloves must be separated into a double black bag that should not be opened by 
recycling staff and must be separated from other waste.  
 

● It is recommended not to use masks that are used by general health professionals and services 
that are generally typed as the N95. 
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Air optimization and ventilation 

The air quality, by means of daily disinfection of the fans and the maintenance of air conditioners. Also 
performing preventive and corrective maintenance control to them (if applicable), because of the risk of 
being a transmitter, it is opted to minimize the use of these. 
 



 
 

● If offices have heating systems or fans, they must be maintained frequently so that their 
mechanisms do not accumulate dust and that they may be pockets of infection. 
 

● You must have the right personnel to perform this process of maintenance and cleaning of these 
equipment. 

 
● Ensure that personnel performing the cleaning and maintenance process use personal protective 

items. 
● It is recommended that in the workspaces we proceed to have doors and windows open, especially 

in the cleaning and disinfection processes. 
 
● Establish a plan to perform the maintenance of all systems, which considers specific needs and 

environmental conditions within the facility in case the offices have a heating, ventilation and air 
conditioning system. 

Respiratory etiquette  

Within the prevention measures, it is necessary to establish guidelines on this point, if not, it can lead to 
an increase in infections of the headquarters, interaction between co-workers, customers, and suppliers, 
among others. Therefore, it is recommended to socialize workers with the following measures: 
 

● Cover your mouth and nose with your upper arm, making a seal to prevent saliva drops from 
getting out once you have sneezed. 

 
● It can also be covered with a disposable handkerchief once sneezed or coughed. 

 
● Put the handkerchief in the dumpster, do not throw it into the environment. 

 
● You should not touch your face if you have not washed your hands with soap and water.  
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2. Cleaning, disinfection, and waste management. 
This section seeks to establish the hygiene and control measures that the YMCA will permanently 
implement, to avoid cases and mitigate the effect of the epidemic on businesses and society; the activities 
set out in this protocol are based on prevention and our ability to reach most of our headquarters with 
concrete information and actions towards the prevention of Coronavirus COVID-19 infection and its 
impact. 

Scope 

This protocol applies to all installations of the YMCA. 

General aspects 

● Increase the frequency of cleaning and disinfection of surfaces, elements, and work equipment in 
administrative areas. 
 

● Establish periodic disinfection days of areas such as camping, machinery storage areas, individual 
work tools, dining area, sanitary units and bathrooms (fixed or portable), locker area, storage area 
of building materials, administrative areas, elevators (if applicable), stairs, rest areas, among others. 



 
 

Disinfection and cleaning processes by area 

● Before starting the disinfection process, the person in charge of this process should wash their 
hands as indicated in this Biosafety Protocol. 

 
● Ensure that disinfection implements are in a contact-free place for animals and unauthorized 

personnel. 
 

● Similarly, the elements used for disinfection of the headquarters, such as mops, brooms, rags, 
sponges, scouring pins and buckets, must be disinfected in water and hypochlorite before 
starting the disinfection process. 

 
● General service people and food handlers are solely responsible for administering, preserving, 

and implementing disinfection efforts in their areas. 
 

● Before starting this process, it is mandatory for the person in charge to use the personal 
protective elements such as: mono glasses, rubber gloves, apron and bottle cap. 

 
● Two days will be established for the disinfection of the different areas. The first, prior to 

opening, corresponds to local facilities such as walls, doors, windows, kitchens, and floors. The 
second, computer equipment, telephone, printers, handrails, and furniture. 

 
● The container containing the disinfectant solution must be the appropriate size for the volume 

of solution to be prepared. 
 

● The container containing the disinfectant solution and all utensils used must be clean. 
 

● To measure the disinfectant, a measuring container with graduations (measuring cup or 
syringe) should be used to accurately measure the volume. 

 
● The materials used to perform cleaning and disinfection procedures have a shelf life. In 

addition, exactly the amount of detergent and disinfectant to be used must be prepared as the 
surplus cannot be stored. 

Detergents 

Detergents must have wetting capacity and power to remove dirt from surfaces, as well as keep debris in 
suspension. They must also have good rinsing properties, which are easily removed from the equipment 
dirt and detergent residues. The purpose of applying the detergent solution is to release the layer of dirt 
and microorganisms and keep them in suspension, on the other hand the object of rinsing is to remove 
detached dirt and detergent residues. 

Disinfectants 

Disinfectants are preparations with germicidal and bactericidal properties, i.e., they eliminate pathogenic 
microorganisms. Disinfectants attribute their action to the active ingredients they contain; among the main 
ones we have organic acids (lactic acid and citric acid), sodium hypochlorite, phenol, cresol, pine oil, 



 
 

isopropyl alcohol and active agents; active ingredients are supplemented, emulsifying and other inert 
ingredients such as water, dyes, fixatives, etc. 

Sodium hypochlorite at 5.25% 

Wide action against microorganisms. Among its properties are:  
 

• Colorless. 
• Easy to prepare and use. 
• It is not affected by the hardness of the water. 
• Instability during storage. 
• It is affected by the contents of organisms (loss of germicidal effect). 
• Corrosive. 
• Efficiency decreases when the pH of the solution increases. 
• Irritating to the skin. 
• Toxic at high level. 
• It dissipates in hot water. 

Antibacterial liquid hand soap 

• Based on fifth generation quaternary Ammons. 
• For washing and disinfecting hands and forearms in one step. 
• Excellent cleansing and bactericidal power. 
• Wide spectrum of Gram positive and Gram-negative bacteria, fungi and viruses. 
• Do not dry your hands due to your balanced pH. 
• It does not contain fragrance, nor does it leave residual odor on the hands. 
• It is a ready-to-use product. 
• Biodegradable. 

Procedure to be followed for the preparation of detergent and disinfectant solutions 

• Measure the volume of water according to the amount of solution you want to prepare. 
 

• Calculate the volume of detergent or disinfectant taking into account the volume of water. 
When using hypochlorite to disinfect you should look at the concentration of sodium 
hypochlorite, and the ppm required. 

 
• Measure the required volume of disinfectant or detergent with the measuring cup or specimen 

or syringe, as directed. 
 

• Add the disinfectant or measured detergent to the container containing the water and mix 
with the help of a spoon or paddle to obtain a homogeneous solution (so that all disinfectant 
or detergent is mixed with water). 

 
In accordance with the above within the cleaning and disinfection process will be carried out under the 
following procedures: 
 



 
 

AREA DESCRIPTION PROCESS METHOD OF APPLICATION FREQUENCY ELEMENTS 
A

ll 
ar

ea
s 

Walls, stairs, 
windows, doors. 

Cleaning 

1. Remove dust and dirt 
with a clean, dry towel. 

2. Prepare the water 
solution (80%) 
detergent (20%) and 
thereby water the 
surfaces by moderate 
pressure and rub with 
a scrub brush and/or 
scrub sponge. 

3. Rinse with plenty of 
water and leave it to 
drain. 

Every day 
before 
beginning work 

Broom, mop, 
sponges or 
scouring tropes, 
brushes, 
disposable 
towels, 
hypochlorite, 
soap powder. 
PPE: Wear 
plastic gloves 
and hubs to 
start the 
activity. 

Disinfection 

1. Dissolve in 1 liter of 
water 6 milliliters of 
sodium hypochlorite in 
a plastic bucket to 
disinfect the area and 
apply through spray 
and / or with a clean 
towel, leave to act for 
at least 10 to 15 
minutes, do not rinse. 

Once a day at 
the end of the 
working day. 

Note: Use 
syringes 
without needles 
and/ or 
dispensers for 
dosing the 
hypochlorite 
solution 
exclusively for 
each area 

Aeration 
1. Keep areas ventilated 

leaving windows open. 
All the time None 

 
AREA DESCRIPTION PROCESS METHOD OF APPLICATION FREQUENCY ELEMENTS 

O
ffi

ce
s 

Chairs, 
Keyboard, 
Computer, 
Mouse, Cell 

Phone, Phones, 
Desks, Printers, 

Shelves, 
Archivers, 

Among Other 
Emergency Items 

Such as Kite, 
Camilla, and Fire 

extinguishers. 

Cleaning 
1. Remove dust and dirt 

with a clean, dry towel. 

Every day 
before, during 
and after 
finishing labor. 

Atomizers, 
disposable 
towels, 
sodium 
hypochlorite 
and/or alcohol. 
PPE: Wear 
plastic gloves 
and hubs to 
start the 
activity. 

Disinfection 
1. Dissolve in 1 liter of 

water 4 milliliters of 
sodium hypochlorite in 

Once a day at 
the end of the 
working day 

Note: Use 
syringes 
without 



 
 

an atomizer or use 
alcohol (60% maximum 
90%), apply through 
spray, leave to act for at 
least 8 to 10 minutes 
and then with a 
disposable towel clean 
all the indicated areas 
and discard in the 
corresponding 
container. 

needles and/ 
or dispensers 
for dosing the 
hypochlorite 
solution 
exclusively for 
each area. 

Aeration 
1. Keep offices ventilated 

by leaving windows 
open 

All day 
everyday 

None 

 
 

AREA DESCRIPTION PROCESS METHOD OF APPLICATION FREQUENCY ELEMENTS 

W
ar

eh
ou

se
 

Bookshelves, 
filing cabinets 
Equipment, 
Hand Tools 

Cleaning 1. Remove dust and dirt 
with a clean, dry towel. 

Every day 
before we start 
labor. 

Atomizers, 
disposable 
towels, sodium 
hypochlorite 
and/or alcohol. 
PPE: Wear 
plastic gloves 
and hubs to 
start the 
activity. 

Disinfection 

1. Dissolve in 1 liter of 
water 4 milliliters of 
sodium hypochlorite in 
an atomizer or use 
alcohol (60% maximum 
90%), apply through 
spray, leave to act for at 
least 8 to 10 minutes 
and then with a 
disposable towel clean 
all the indicated areas 
and throw away in the 
corresponding 
container. 

Once a day at 
the end of the 
working day. 

Note: Use 
syringes 
without 
needles and/ or 
dispensers for 
dosing the 
hypochlorite 
solution 
exclusively for 
each area 



 
 

Aeration 1. Ensure constant 
ventilation  

All day 
everyday 

None 

  

AREA DESCRIPTION PROCESS METHOD OF APPLICATION FREQUENCY ELEMENTS 

D
re

ss
in

g 
ro

om
s 

/ A
re

as
 in

te
nd

ed
 fo

r c
ha

ng
e 

of
 c

lo
th

es
 

Locker  

Cleaning 
1. Remove dust and dirt 

with a clean, dry towel. 

Every day 
before starting 
work 

Atomizers, 
disposable 
towels, sodium 
hypochlorite 
and/or alcohol. 
EPP: Wear 
plastic gloves 
and water 
plugs to start 
the activity. 

Disinfection 

1. Dissolve in 1 liter of 
water 4 milliliters of 
sodium hypochlorite in 
an atomizer or use 
alcohol (60% maximum 
90%), apply through 
spray leave to act 
minimum 8 to 10 
minutes and then with a 
disposable towel clean 
all the indicated areas 
and discard in the 
corresponding can. 

Once a day at 
the end of the 
working day 

Note: Use 
syringes 
without 
needles and/ or 
dispensers for 
dosing the 
hypochlorite 
solution 
exclusively for 
each area 

Aeration 
1. Ensure constant 

ventilation  
All the time None 

 
 

AREA DESCRIPTION PROCESS METHOD OF APPLICATION FREQUENCY ELEMENTS 

Ki
tc

he
n 

Walls, Floors, 
Shelves, Kitchen 
Furniture, 
Kitchen 
Equipment 

Cleaning 

1. Prepare the water 
solution (80%) 
detergent (20%) and 
water the surfaces by 
moderate pressure and 
rub with a scrub brush 
and/or scrub sponge. 

Every day at 
the end of the 
working day. 

Broom, mop, 
sponges or 
scouring 
tropes, 
brushes, 
disposable 
towels, 
hypochlorite, 
soap powder.  



 
 

2. Rinse with plenty of 
water and leave it to 
drain. 

PPE: Wear 
plastic gloves 
and hubs to 
start the 
activity. 

Disinfection 

1. Dissolve in 1 liter of 
water 6 milliliters of 
sodium hypochlorite in a 
plastic bucket to 
disinfect the area and 
apply through spray and 
/ or with a clean towel, 
leave to act for at least 
10 to 15 minutes, do 
not rinse.  

Once a day at 
the end of the 
working day. 

Note: Use 
syringes 
without 
needles and/ or 
dispensers for 
dosing the 
hypochlorite 
solution 
exclusively for 
each area 

Aeration 
1. Keep the kitchens 

ventilated leaving 
windows open. 

All the time. None 

 
 

AREA DESCRIPTION PROCESS METHOD OF APPLICATION FREQUENCY ELEMENTS 

Ki
tc

he
n Food preparation 

tables, cooking 
utensils and food 

Cleaning 

1. Wash all utensils with 
soap and water and rub 
with a scrub brush 
and/or scrub sponge. 

2. Rinse with plenty of 
water and leave it to 
drain. 

Every day at 
the beginning 
of the working 
day and in the 
end. 

Broom, mop, 
sponges or 
sabras, 
brushes, 
disposable 
towels, 
hypochlorite, 
soap powder.  
PPE: Wear 
plastic gloves 
and hubs to 
start the 
activity. 

Disinfection 

1. Dissolve in 1 liter of 
water 3 milliliters of 
sodium hypochlorite in a 
plastic bucket. 

2. Dip dishes, glasses, and 
wells and leave to act 
for 10 minutes. 

3. Let drain. Do not rinse. 

Every time that 
you use them. 

Sponges or 
sponges, 
disposable 
towels 



 
 

For metal tables: 
1. Dissolve in 1 liter of 

water 4 milliliters of 
sodium hypochlorite in a 
plastic bucket. 

2. Dissolve in 1 liter of 
water 3 milliliters of 
sodium hypochlorite in a 
plastic bucket. 

3. Immerse a clean towel 
in the hypochlorite 
solution. 

4. Apply to the area and 
leave to act for 8 to 10 
minutes. 

3. Do not rinse. 

Aeration Keep ventilated.  All the time. None 

 
 

AREA DESCRIPTION PROCESS METHOD OF APPLICATION FREQUENCY ELEMENTS 

  
Ba

th
ro

om
s.

 W
as

hi
ng

 a
re

as
 a

nd
 s

an
ita

ry
 u

ni
ts

 

Toilets, sinks, 
mirrors in locker 
room showers. 

 Cleaning 

1. Prepare the water 
solution (80%) 
detergent (20%) and 
water surfaces by 
moderate pressure and 
rub with a scrub brush 
and/or scrub sponge. 

2. Rinse with plenty of 
water and leave it to 
drain. 

Every day 
before 
beginning work 

Broom, mop, 
sponges or 
sabras, 
brushes, 
disposable 
towels, 
hypochlorite, 
soap powder.  
PPE: Wear 
plastic gloves 
and hubs to 
start the 
activity. 

  
  
Disinfection 

1. Dissolve in 1 liter of 
water 6 milliliters of 
sodium hypochlorite or 
alcohol in a plastic 
bucket to disinfect the 
area and apply through 
spray and / or with a 
clean towel, leave to act 
for at least 10 to 15 
minutes, do not rinse.  

Once a day at 
the end of the 
working day 

Note: Use 
syringes 
without 
needles and/ or 
dispensers for 
dosing the 
hypochlorite 
solution 
exclusively for 
each area 



 
 

Aeration 
1. Keep these areas 

ventilated during the 
working day 

All the time None 

AREA DESCRIPTION PROCESS METHOD OF APPLICATION FREQUENCY ELEMENTS 

Tr
as

h 
ca

ns
 / 

Bu
ck

et
s 

/ C
on

ta
in

er
s 

Waste from 
cleaning and by 
COVID-19. 

Cleaning 

1. Tie the bag from the 
waste and isolate it 
transiently avoiding 
possible sources of 
contamination. 

2. Prepare the water 
solution (80%) 
detergent (20%) and 
water surfaces by 
moderate pressure and 
run with a scrub brush 
and/or scrub sponge. 

3. Rinse with plenty of 
water and leave it to 
drain. 

Every day. 
During the 
afternoon, 
when you take 
out the debris. 

Broom, mop, 
sponges or 
sabras, 
brushes, 
disposable 
towels, 
hypochlorite, 
soap powder.  
PPE: Wear 
plastic gloves 
and hubs to 
start the 
activity. 

Disinfection 

1. Dissolve 5 milliliters of 
sodium hypochlorite in 
1 liter of water in a 
plastic bucket. 

2. Immerse a disposable 
towel in the 
hypochlorite solution. 

3. Apply to the area and 
leave to act for 10 
minutes. 

4. Do not rinse. 

Every day. 
Remember that 
COVID-19 
waste must be 
in a double 
sealed bag 
black. 

Scrub sponge 
 or disposable 
towels. 

Aeration Keep ventilated.  All the time. None 

 
 
During the disinfection period, it should be ensured that there is no proliferation of rodents, pests, or 
animals in the headquarters, which may be pollution vectors considering the fumigation sheets at each 
YMCA. 
 

● Each YMCA must have printed instructions per the cleaning and disinfection procedures described 
in the previous sections. 
 

● Elements used in the cleaning and disinfection of each YMCA, such as mops, or other tools, must 
be disinfected in water and hypochlorite before starting the disinfection process. 



 
 

● To carry out this cleaning and disinfection process, the persons in charge must have the necessary 
conditions to carry out this process, therefore the required equipment and inputs such as googles, 
hubs, gloves among, other articles that will allow the care and well-being of the staff in charge.  

 
● Towels, cloths, and disinfectants will be counted at the YMCA in the disinfection process to clean 

contact areas such as computer equipment control panels. 
 

● During disinfection processes, evidence will carry out to demonstrate the execution of this process. 
Which will be provided in weekly reports. 
 

● Once the disinfection process is complete, the persons in charge must disinfect the elements they 
used and perform handwashing as required in the protocols. 
 

● If the bathroom is required, the immediate boss must be notified to identify how many people need 
the health service and apply the corresponding social distancing. 
 

● Go to the dressing room and make the change of street clothes for work clothes. The clothes should 
be stored in the black bag indicated in the first point, tie it and save it inside the corresponding 
locker or your briefcase. 

 
● For changing clothes, please bring a black bag to make your storage under personal precautionary 

measures. 
 

● At the end of the clothing change process, apply antibacterial gel or 70% alcohol solution to your 
hands. 

 
● You should not wear uniforms or work clothes outside the workplace, including safety boots. 

 

Disinfection and cleaning process if there is a positive case of COVID-19, suspected case or, has 
compatible symptoms. 

70% alcohol should be cleaned and disinfected frequently, all surfaces, jobs, common areas, and all areas 
of the center such as floors, walls, doors, windows, divisions, furniture, chairs, and all those elements with 
which people have constant and direct contact such as computers, keyboards, mouse, phones, 
headphones, especially the surfaces with which the patient has been exposed. 

 
● Areas such as floors, kitchen and bathrooms should be washed with the same detergent, then 

disinfected. 
 

● Cleaning staff will use appropriate individual PPE and depending on the level of risk considered in 
each situation. 
 

● Identify the areas, surfaces, and objects used by the person with the suspected case. Then clean 
and disinfect them immediately.  



 
 

● Where, within the working day, a compatible or positive case is identified or suspected. 

Image 5. 

Elements of personal protection   

The personal protective elements delivered for grooming and cleaning activities to those in charge are as 
follows: 
 
 Industrial rubber glove, cap, cap, mono safety goggles, N95 mask, Non-slip shoes, latex, and apron gloves. 
 

Waste management 

Taking into account national provisions on the mitigation and care of the COVID 19 virus, a new color code 
has been put in place to identify the deposit of waste in order to give actions conducive to a healthy 
environment in the workplace.  



 
 

Waste: It is any solid or semi-solid residue of animal or plant origin that rots from the handling, preparation, 
and consumption of food.  
 
Solid Waste: It is any object, substance, element in solid state, that is abandoned, booted, or rejected. 
 
Garbage: It is all solid or semi-solid, putrescible, or non-putrescible, except for excreta of human or animal 
origin: waste, ashes, street sweep products, dead animals, industrial waste. coming from residences, 
shops, hotels, markets, restaurants, and factories.  
 
Common or ordinary waste: It is waste generated from the activities of the food service normally present 
no risk if they are handled properly, are waste that can be mostly reusable or recyclable. 
 
Biodegradable: chemical or natural residue that disintegrates in the environment without altering it or 
producing any health risk, within these are fruits and vegetables, food waste, papers not suitable for 
recycling, some soaps and detergents, wood and other waste that cannot be easily transformed into 
organic matter.  
 
Recyclable: waste that does not break down easily and that can be reused in production processes with 
raw material between these are paper, glass, plastic, scrap, fabrics, etc.  
 
Inert: wastes that do not allow for their decomposition, their transformation into raw material and their 
natural degradation requires large periods of time, among these are the icopor, some papers and plastics.  
 
Ordinary: waste generated in the normal performance of activities. 
 
We have the following provisions:  
 
Black color: Unusable waste 

- Leftovers of food and fruit peels 
- Sweeping residues, napkins, toilet paper and biosafety elements 

 
In this element will be deposited the leftovers, as well as f fruit peels and among others such as biosafety 
elements like masks or other elements. It is important to note that trash cans should go in black as well as 
their bags for deposit. 
 
White Color: Usable Waste 

- Plastic bags and containers. (includes PS and ICOPOR plastic) 
- Cardboard and paper. 
- Metal packaging (Does not include pesticides or insecticides) 
- Glass containers 



 
 

 
 
At this trash can, there will be bags and plastic containers, as well as cardboard and paper, metal containers 
and glass containers that in case are waste that are reused in other recycling processes. Usually this 
container is white, as well as its bags for deposit. 
 
Green Color: Organic Waste 

- Fruit peels and raw vegetables 
- Garden waste 

 
 
These are usually organic waste discarded by other living things as well as people. For the recycling of 
these waste the container and its bags for deposit must be green. 
  
Therefore, the following instructions should be considered for the location and management of these 
wastes:  
 

● Cleaning staff or the person responsible for collecting these waste should keep with their personal 
protective items provided by the YMCA Centers  

● It is important that workplaces have a place or storage center for the management of these wastes 
which must be far from the kitchen and offices in order not to increase the biological risk in these 
places. 

● If by a budget matter, the work centers do not have the containers with the according colors, they 
must have the plastic bags with their respective color  

● If in garbage collection companies handle a special collection process for these wastes, it should 
be separated according to their color and separated from other garbage bags for collection  

● If in the YMCA work centers, they have strategic points for the deposit of masks or gloves, they 
must be picked up at the point where they are, and then they will be taken to the deposit centers 
assigned by the institution  

● Same process happens in the kitchens, it must have a container to deposit the corresponding items 
and then they will be taken to the deposit center assigned by the institution 

 
Final disposal hazardous waste 
The protocol established for the disposal of hazardous waste should be established in accordance with the 
hazardous waste classification. 
 



 
 

Sanitary waste:  In trash can with red lid and with a red bag, it is temporarily located in  the  garbage site, 
then it will be send with the normal garbage collection. 
 
COVID-19 waste: In trash can with red lid and double red bag properly marked with biological risk by 
COVID-19 and indicating that waste can be deposited in it; gloves, disposable handkerchiefs, disposable 
masks and other elements that are considered dangerous.  
 
Control garbage dump  
Waste must be stored in a room provided for this purpose and this must be kept clean and tidy by 
monitoring through the record format, on the other hand, it must have a final disposal route for garbage 
from the point of collection, deposit and waste which must be published. 
 

3. Monitoring workers' health 

Follow-up to staff 

Through the survey of felt morbidity, sociodemographic profile, identification through telephone interviews 
and registration in the daily payroll when employees enter the company, the working population that must 
comply with mandatory preventive isolation will be identified as personnel susceptible to contagion for 
Covid-19: 
 
• People over the age of 60. The staff over the age of 60 must follow isolation in their homes. In line 

with statements of different government authorities in the region and by WHO. 
 

• Identify the staff with pre-existing or morbid diseases. Such as lung or heart disease, diabetes, high 
blood pressure, HIV, kidney disease. As well as conditions that affect their immune system (like cancer, 
lupus, among others). Include women in gestation. 
 

• This part has the aim to identify staff underlying health conditions more at risk to get a severe 
respiratory infection to COVID-19. 
 

• The staff with any of these characteristics must follow mandatory preventive isolation. So, the work 
profile for work at home will adapt to each case. 

 
The goal of this process is to reduce the risks in these people, prioritizing them for work at home. If this is 
not possible, prioritize them for shifts or activities where they are at lower risk of contact with others.  

 
• Monitoring the health of workers in the context of the occupational safety and health management 

system. 
 

• Instruct workers, suppliers, and customers in the application of the respiratory label, which includes 
covering the nose when coughing or sneezing with the forearm or with a disposable tissue and 
getting rid of it immediately after use. Refrain from touching your mouth, nose, and eyes. 



 
 

 
• If the right human resource is not available, asymptomatic people are not recommended to test for 

COVID-19. 
 

• Disseminate to workers information on generalities and guidelines provided by health and 
government entities, in relation to alarm symptoms, guidelines and protocols for the preparation and 
response to the presence of COVID-19 in the national territory. 
 

• Provide advice and accompaniment to workers or collaborators, including those of preventive 
isolation. 
 

• Do not allow entry and/or accompaniment to persons with flu symptoms or fever tables greater than 
or equal to 37.8 degrees.1 
 

• Design a registration or entry and exit form of staff which describes the symptomatology of workers 
on a daily basis. 
 

• Design a registration or entry and exit form for suppliers, customers, and allies. 
 

• Make the daily report to the competent entities on the health status of workers, customers and 
suppliers using the entry and exit forms. 
 

• The person responsible for occupational safety and health or the head of the area shall consolidate 
the information provided in the registers or forms to carry out the report to the competent authorities. 
 

• In the event of a suspected or confirmed case by COVID-19, the person responsible for occupational 
safety and health or the immediate boss must activate the route with the health entities so that they 
can perform self-diagnosis and care for the affected person. 
 

• Establish a record or form for suspected or confirmed cases of COVID-19 which indicates the 
development of an epidemiological fence where contacts and sites visited by workers and persons 
providing a service or are within the YMCA facilities in the last fourteen days are identified in order 
to make a report to health and government authorities. 
 

• If during the day a worker has symptoms related to the virus, the worker must relocate him to an 
isolation zone established by the headquarters in order to give attention and report to the health 
authorities. 
 

• Pay attention to workers with disabilities. 
 

• Establish prevention plans considering mental health measures to conserve a good working climate. 
 

 
1
 The fever figure was taken based on an average of different guidelines from countries such as Colombia and Brazil where the 

temperature limit is 38 degrees 



 
 

• The person responsible for occupational safety and health or the immediate head must establish, 
during the working day, the frequency for hand washing for every 3 hours taking into account the 
washing techniques set out in the previous literal. 
 

• Keep a complete database up to date with workers and other staff providing services in your 
organization. 
 

• Stimulate, in the company of health entities, prevention plans in terms of postural hygiene, 
ergonomics and biomechanics for all personnel who are in face-to-face mode or work at home. 
 

• Active breaks during working hours should be promoted as established by the occupational safety 
and health management systems of several countries in the region. For its execution, workers do not 
need to remove the hub, but they must maintain the 2-meter distance between each worker and 
once the session is over, hand washing must be performed before restarting their routine work. 
 

• All workers must use during the working day the mask which can be provided by the headquarters 
and, in turn, maintain the physical distancing provided by the government authorities. 
 

• Deliver flexible working days complemented by work at home or telework while government entities 
define that the contagion curve has decreased so as not to expose staff to direct contact with the 
virus. 
 

• Encourage healthy lifestyle habits such as frequent hydration and decreased tobacco use. 

Training 

For the development of work activities in person the company must train all workers in aspects related to 
the form of transmission of COVID- 19 and the ways to prevent it, following the guidelines issued by the 
Ministry of Health and Social Protection, which must at least: 
 
● Have general information related to the places of the company where there may be risk of exposure. 

 
● Home and community risk factors. 

 
● Individual risk factors. 

 
● Signs and symptoms. 

 
● Importance of health condition reporting. 

 
● Proper use of PPE. 

 
● Handwashing. 

 
● Cleaning and disinfection.   

 



 
 

4. Interaction with staff 

Coronavirus known as COVID-19 has as its main source of transmission direct contact from person to 
person through inhalation of drops (saliva), when a person coughs, sneezes or speaks; for this reason, the 
YMCA establishes the following prevention measures to minimize the risk of contagion: 

Entrance 

● At locations where fingerprint registration is available for staff entry, their use should be 
discontinued and other registration mechanisms used, if not possible, each time a person puts his 
or her fingerprint immediately, disinfection of the area and the hand-washing protocol must be 
performed. 
 

● Any worker, visitor, volunteer, customer, or supplier who enters the YMCA facility must comply 
with the temperature intake record; in case the person has a fever, he will not be able to enter. 

 
● Workers entering their turn with their street clothes (safety guards, food handlers, among others) 

must change with the endowment clothes and place their street clothes in locker (clothes must be 
deposited in a sealed bag), they must also leave their jewelry, watches and accessories of any kind, 
which may become a risk to the transmission of the virus. 

 
● The use of masks within the YMCA facilities will be mandatory. 

 
● Physical distancing should be maintained (do not greet with kiss, hug and hand).  

 
● Any person who enters the YMCA facility must disinfect the sole of his shoes, for this purpose at 

each headquarters there will be disinfection by spraying shoes and clothing before entering the 
work site, with wide spectrum disinfectant (Sodium hypochlorite 5ml per 1L of water). 

 
● Workers, customers, volunteers and/or visitors with flu symptoms will not be allowed in. For 

workers, they must stay home until recovery or COVID-19 contagion is ruled out. 

Customer service 

● Any worker who is required to serve public and/or visitors shall use personal protective elements 
such as: caps, anti-fluids uniform, disposable gloves, lack of protection or mono gaffes and cap, as 
well as maintain physical distancing to the extent possible and have antibacterial gel in case the 
handwashing point is not within reach. 

 
● Once your working day is over, public service personnel and/or visitors must deposit personal 

protective items that are disposable (single use) in the corresponding waste container for COVID-
19. 
 

● Money management: In the case of receiving cash in the different boxes where this procedure is 
available, there will be a barrier of protection between the person receiving and the person 
delivering; as well as the measures of the use of mask and the measure of social distancing of two 
meters between them. Yellow line of attention where needed.  



 
 

Food Service 

● The number of people in taking feeding services for workers shall be limited to the minimum 
distance of 2 meters, and the number of persons shall be subject to the space available for this 
purpose. Set shifts or flexible feeding and rest times. 
 

● In case the worker uses the microwave oven service to heat his food, clothes and glycerin alcohol 
should be provided to allow the control panel to be roasted between each person who uses it. 

 
● Cleaning and disinfection should be performed before and after use of feeding spaces. 

 
● Several feeding shifts should be available to avoid crowds and maintain distancing. 

 
● When taking the feeding service, the person should leave their lid in a bag to avoid contamination. 
 
● Do not share food utensils with other workers and do not take food in areas that are not signposted 

for this purpose. 
 
Before taking food, the following protocol must be performed: 
 

1. Wash hands with disposable water, soap and towels. 
 

2. Remove the mask. 
 

3. Wash hands again with soap and water. 
 

4. Arrange the tables with a distance between them of 2 meters and place only the number of chairs 
that allow to ensure a minimum distance between the workers of 2 meters at the time of feeding 
and between each shift perform the disinfection processes. 

 
5. At the end of the consumption of food it is necessary to wash hands with soap and water and use 

a new mask to get back to work. 
 

6. Do not share food tools with other workers.  
 

5. Tools and workspaces 

Another form of transmission of the virus by COVID-19 is indirect contact of surfaces that by touching 
them with the hand can contain the virus and transmit it, it can enter the mucous membranes through the 
eyes, nose, and mouth. Therefore, the cleaning of tools and workspaces should be intensified at least twice 
a day. Then take the following measures at the headquarters where it is operated: 

Common Areas 

● There will be common areas and work areas, sufficient access points for frequent hand washing. 
 



 
 

● Ensure proper circulation of air and avoid the use of air conditioning or fans in the installations, in 
case weather conditions require the use of fans must undergo continuous maintenance, as well as 
cleaning and disinfection.  

 
● Ensure clean water, liquid soap and disposable or single-use towels in the bathrooms. 

 
● Clear areas of non-work items should be used, so an area should be allocated for staff to store 

suitcases, jackets, motorcycle or bicycle helmets and other items. 
 

● Physical distancing will be unchecked in all common areas. 

Work tools 

● The working tools should not be shared and must be subjected to disinfection processes once 
used. 

 
● Once the work is complete, the personal protective elements for COVID-19 should be removed 

and arranged. If these may be washed and disinfected, the necessary recommendations for in-
home management will be made. At home, these should be washed at the end of the day and not 
combined or mixed with the family's clothes. Once you have changed your clothes, perform the 
hand hygiene process. 

 
● For both personnel related to the operation of each sector, as well as for personnel in the 

administrative, commercial, customer service, among others, the company must review and 
update, if necessary, hygiene and safety procedures by the staff, seeking the inclusion of cleaning 
and disinfection activities of its work items (equipment, machinery, elements or tools necessary for 
the performance of the work) , of personal protective elements and work clothing, where 
applicable, at the start and end of the working day. 

 

6. Interaction with suppliers and customers 
● Customers, suppliers and external personnel shall wear non-sterile caps and gloves or nitrile or 

rubber, perform the handwashing protocol, maintain a minimum distance of 2 meters between 
people, meet in places established by each headquarters, follow the respiratory label protocol, 
among others. 
 

● Prioritization of toilets in common areas such as: facade, bathrooms and walks before starting 
preparation and service. 

 
● Reduction of numbers of chairs in the service area in order to avoid physical contact between 

people. 
 

● Permanent verification and control of the hygienic status of tables, chairs and elements used by 
customers, which must be disinfected more frequently. 

 



 
 

● Provision of antibacterial gel for customers and suggestions to avoid contagion for inadequate 
service. 

 
● A zone is established for the supplier to deliver the raw materials, this reception area must be 

outside the storage area. 
 

● The health status of the provider will be checked through the diligence of the self-reporting health 
plan, also reporting its temperature. 

 
● Ask the provider to perform hand hygiene prior to receipt of raw materials. 
● Have their own baskets, which must be clean and disinfected in advance, to transfer the raw 

material that the supplier brings. 
 
● Immediately clean and disinfect the area where the raw material was unloaded and the supplier's 

ingress aisle. 
 

● Make the final arrangement of the biosecurity elements used in the reception and storage of raw 
materials, in the Trash can intended for this, followed by washing and disinfection of hands.  

 
● Only one person is allowed in per vendor and does not leave again until the download is complete. 

 
● If mechanical support elements such as levers, wagons, cats must first go through the disinfection 

process before and after use. 
 

● Vehicles of suppliers entering the facility must disinfect the outside of the vehicle (tires, door) and 
inside where raw materials and inputs are transported. 

 
● Keep track of providers and customers with address and phone or sites where you attended. 

 
● Encourage payment by card and other digital platforms, to reduce the use of cash. If this is not 

possible it is recommended to pay the exact amount of the purchase and avoid the signature of 
receipt of the product. 

Actions for package handling 

Considering that the company gradually returns to its day-to-day activities, it is necessary to establish 
control mechanisms for the receipt and handling of external documents. 
 

● Keep the distance 2 m between the courier and the recipient of the packets. 
 

● Keep track of people making deliveries with address and phone. 
 

● Use of bottle caps and gloves to receive homes, correspondence, packages, materials, supplies, 
tools, etc. 

 
● Avoid as much as possible that the home address enters the company's premises. 

 



 
 

● Constant hand washing. 
 

● Disinfect the packages. 
 

7. Steps to follow in suspicious cases 
This material aims to guide YMCA professionals and their work teams on how to proceed in case of 
detecting any suspicious cases or with confirmation of COVID-19. 
 
The current scenario of the COVID-19 pandemic considers community transmission and expands the 
chances of contagion. Therefore, it is important to act quickly when identifying suspicious cases and 
especially after any confirmed cases. 
 
To perform a review and evaluate suspicious cases, it is necessary to identify the forms of contagion and 
the main symptoms of COVID-19, such as cough, fluid nose, fever and shortness of breath. 
 

 
Image 6 

 
 
Symptoms may appear 1 to 12 days after exposure to the virus. 
 



 
 

 
Image 7 

 
 
The following flowchart aims to help direct the possibly contaminated worker and guide the rest of the 
team and make some decisions. 
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If the employee has any symptoms, he or she should: 
 

● Communicate with the immediate boss. 
 



 
 

● The Immediate Chief must verify that the employee is wearing the mask and must invite him to 
move to a previously identified isolation zone until he can be transferred in accordance with the 
protocols established by the health authorities. 

 
● The employee should report whether he traveled to areas considered sources of infection or if he 

maintained intimate contact (within 2 meters for more than 15 minutes) with a confirmed case of 
COVID -19. 

 
● The organization must report the case to the appropriate health department so that they can 

assess their health status, which will determine whether they should return home with preventive 
isolation for mild symptoms and whether they should be immediately transferred to a medical 
center in an ambulance. 

 
● If the employee needs to go to the bathroom while waiting for medical attention, he or she should 

use a separate bathroom if possible. 
 

● Private transport must be provided to the house with all protective and biosafety measures for 
those who have symptoms and who drive the vehicle (masks, open windows, do not make use of 
air conditioning, distance, hand washing and disinfection of vehicles). 

 
● The employee must make a list of all people who have been in close contact (within 2 meters for 

more than 15 minutes) with the case confirmed in the last 14 days. The list will be delivered to the 
appropriate health department for follow-up and the identified contacts will be in preventive 
isolation for 14 days. This group of people must report the change in their condition to the health 
authorities. 

 
● Stay in touch by phone or WhatsApp, with the sick person and with your personal contacts. Give 

you instructions to stay at home and isolate yourself according to the indications proposed by the 
Ministry of Health. 

 
● Keep a daily track of the person's health status and ask them to inform health authorities to carry 

out the follow-up and, if necessary, be able to perform the tests. 
 

● Be sure to report suspected cases of COVID-19 contagion to health entities. 
 

● If there is a test and the result is positive, the employee will not be able to attend work until he 
receives medical care and subsequent medical discharge and must follow the medical instructions 
given by the Ministry of Health or the medical agency responsible for his case, in addition to 
immediately advising the result for the organization. 

 
● If the result is negative, the organization should be informed immediately, and observe which 

employee can stop the quarantine of those who were considered potential contacts. 

Protocol in case of confirmation of COVID-19 contamination 

● After an employee is confirmed by official tests, he or she must remain in isolation at home, 
wearing a mask and respiratory label measurements, or in isolation, if necessary. 



 
 

 
● The employee must not return to work or leave isolation at home until 14 days after diagnosis and 

release from the health service accompanying the patient. 
 

● Official health authorities need to be informed to determine the protocol to be followed in relation 
to employees suspected of COVID-19 contamination. 

 
● Communication to the authorities is made by the health service that issued the conclusive 

diagnosis of COVID-19, however, it is important that the manager contact the employee directly 
and ensure the information, moving to the People Management Unit immediately. 

 
● Careful hygiene should be carried out in the area occupied by this employee, following the 

instructions of the health authorities, using disinfectant for bleach-based surfaces in the ratio of 
09 parts water to 01-part bleach. 

 
● It is indicated that the company's health team or the People Management Unit itself evaluates all 

employees working in direct contact with those who received COVID-19 confirmation, analyzing 
from the flow presented above (image 9) and forwarding according to the resulting address. 

 
● Given the need for each employee, if medical care is necessary for diagnosis or any type of 

treatment, the professional should be referred to the company's health service, when available, or 
the Unified Health System. 

 
If the employee belongs to the team that remains in face-to-face work: 
 

● Guide members of this team to measure body temperature daily before accessing the facility. 
 
● Carefully observe the onset of respiratory symptoms in this group. 

 
● Establish quarantine for all employees who have respiratory symptoms or who live with someone 

who has respiratory symptoms, even if they are not under investigation for COVID-19. 
 

● Restrict the workforce to the minimum necessary to maintain stable and secure operations, 
postponing non-urgent work and minimizing service providers' access to company facilities where 
possible. 

 
● Ensure all hygiene and cleaning measures previously oriented. 

 
 
 
 
 
 
 
 
 
 



 
 

Other important actions: 
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Each person is very important in this battle against the coronavirus. This challenge is for each and every 
one, everyone needs to do their part ensuring good practices. 
 
If the co-worker reports that he or she had intimate contact, residing in the same household, with a 
confirmed case of COVID 19, the employee must be removed upon medical request and must be referred 
to the health network to perform the test, if the results are positive, the employee must be quarantined 
within 14 days. 
 

8. Communications plan 

It is important that this protocol be disclosed at each of the sites where the YMCA operates and to all 
personnel involved in the programs and services offered by the YMCA. 
 
To meet this objective, it is recommended to take into account the following points:  
 

● Have infographics on each of the sites that help visualize the biosecurity protocols implemented 
by the organization, with emphasis for all staff on hand washing, health care, safety habits on 
departure from home and return; as well as responsibility for cleaning up your job and home.   
 

● Perform virtual training processes to employees by making the general protocol known. 



 
 

 
● Have photographic evidence of the systems implemented in each of the places where the 

organization operates.   
 

● Disclose the BASIC SANITATION PLAN by email to Program Managers. 
 

● Track basic SANITATION PLAN compliance at each of the facilities where the organization 
operates to each of the people responsible for this activity.   

 
● Strengthen training processes on issues that are relevant in this area with health entities. It 

has a protocol of registration in each of them according to the charges and level of 
responsibility. 

 
● Through infographics developed by the organization or other entities, good health habits such 

as: drinking water, balanced feeding and the importance of exercising will be reinforced 
through virtual means.   

 
● Publish the active pauses generated by health entities. 

 
● Disseminate by email, independently, each of the instructions or ways of acting in each of the 

processes that make up this protocol. 
 

●  Send via email, to the Directors of the Steering Committee, the protocol in case of suspected 
occupational disease by COVID-19. 

 
● Diffuse through infographics the prevention measures of COVID-19 to all employees.   

Communication Channels 

Ensure that all information provided by the different national and local governments, prevention 
campaigns, security standards, communiqués etc., transcends all levels of the company, the 
mechanisms that are established for this purpose (posters, post office, etc.), 

Prevention Campaigns 

● The Head of the Occupational Safety and Health Management System or similar position of each 
YMCA shall generate informational content based on qualified sources. 
 

● Perform constant disclosure on topics related to how COVID-19 Coronavirus is transmitted and 
how to prevent it, in clear and concise language, signs and symptoms (cough, quantified fever 
greater than or equal to 37.8oC, fatigue, sore throat and breathing difficulties, among other cold 
symptoms); the importance of reporting health conditions and reporting the media (phones) in case 
of presenting some of these signs. 

 
● Self-care and prevention measures should transcend the workplace and involve families to 

generate prevention at home. 



 
 

Security Talks 

 Strengthen the instructions given in the security talks planned at the beginning of work activities, on topics 
associated with coronavirus COVID-19. 
 

9. Displacement and housing of staff 

When leave home 

● Be aware of local authority's instructions on restrictions on mobility and access to public places. 
 

● Visit only those strictly necessary places and avoid conglomerations of people. 
 

● Assign an adult to make purchases, who does not belong to any high-risk group. 
 

● Restrict visits to family and friends. 
 

● Avoid greeting with kisses, hugs or hand. 
● Use hubs in areas of mass influx of people, in public transport, supermarkets, banks, among 

others, as well as in cases of respiratory symptomatology or if you are a person in a risk group. 

Returning home 

● Remove shoes at the entrance and wash soles with soap and water. 
 
● Wash hands according to the protocols of the Ministry of Health and Social Protection. 

 
● Avoid greeting with kiss, hug and shake hands and always seek to keep the distance of more than 

two meters between people. 
 

● Before you have contact with family members, change your clothes. 
 

● Keep work clothes separate from personal garments. 
 

● Wash clothes with soap, and dry completely. 
 

● Do not reuse clothes without first washing it. 
 

● Bathing with plenty of soap and water. 
 

● Disinfect with alcohol or wash with soap and water the elements that have been handled 
outside the house. 

 
● Keep the house ventilated, clean and disinfect areas, surfaces and objects on a regular basis. 

 



 
 

● If there are anyone with flu symptoms at home, both the person with flu symptoms and those 
who care for it should use caps constantly at home. 

 
 

 
Figure 10. 


