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1. Introduction
This COVID-19 Management Guidance outlines Better work Bangladesh's (BWB) advice for
factories responding to the COVID-19 pandemic. Drawn from official sources such as the World
Health Organization, the International Labour Organization, the Ministry of Labour and
Employment and the Ministry of Health and Family Welfare, it is designed to support employers,
worker representative committee members responsible for managing their workplaces during the
COVID-19 outbreak to protect workers. It answers many of the workplace and occupational
safety and health (OSH) related questions that factories are facing.
The guidance includes advice on management systems, prevention policies, handling of
suspected or confirmed cases of COVID-19, transportation, child care facilities and more. It also
includes a comprehensive checklist based on this guidance that will assist factories to implement
up-to-date policies and practices.
This guidance is not a standard or regulation, and it creates no new legal obligations. It contains
recommendations as well as descriptions of mandatory safety and health standards. This
guidance is intended for planning purposes. Employers and workers in ready made garment
(RMG) and footwear factories should use this planning guidance to help identify risk levels in
workplace settings and to determine any appropriate control measures to implement. Additional
guidance may be needed, as COVID-19 outbreak conditions change, including the availability of
new information about the virus, its transmission, and impacts become available.

Context
Since first reported by China in December 2019, the novel coronavirus (COVID-19) has become a
public health emergency and seized international attention. On 11 March 11 2020, the World
Health Organization (WHO) established this incident as a pandemic. This was when it was
announced, the disclosure of cases had occurred in 114 countries in total people infected around
the world reached 118,000.
At time of publication, in Bangladesh, the number of COVID-19 cases has continued to rapidly
climb since the first case was announced in early March 2020.
This publication has been developed by Better Work Bangladesh, based on publications from
World Health Organization, Centers for Disease Control and Prevention and Bangladesh
Government’s circulars and other credible references. This document will be reviewed and
revised on a regular basis as more about the pandemic is known or as the situation evolves.
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2. Management Systems to Reduce the Risk of
Exposure to COVID-19
Factories are advised to respond to COVID-19 with a systematic approach that emphasizes the
collaboration of workers and management. The following policies and procedures will help
improve the responses and preparedness of workplaces in dealing with COVID-19.

2.1 Policy and Procedure
2.1.1 Develop an Infectious Disease Preparedness and Response Plan
❏ Develop a COVID-19 task force in the workplace to lead protective actions against the
virus. Members of the participation committee, safety committees, safety officers and
the medical staff of the factory should be included in the taskforce.
❏ Ensure proper representation from every section in the taskforce.
❏ The policy should clearly define the accountability and responsibility (who is in charge,
who does what) of task force members in writing so that everyone knows their
responsibility in prevention, controlling mechanisms and handling suspected COVID-19
cases in the workplace.
❏ Communicate and implement COVID-19 related policies and procedures with relevant
parties in the factory. This can be through worker training on assigned tasks, including
induction training, training of safety and participation committees and/or trade unions,
and posting names of COVID- 19 task force members.
❏ Regularly review, coordinate and update the plan as COVID-19 outbreak conditions
change, including as new information about the virus, its transmission and impacts
become available.
❏ Prepare standard operating procedures (SOP) related to receipt of raw materials,
accessories, machines, tools, accessories and any other goods into factory premises,
including what is imported from outside the country. This policy should include a
quarantine and a checking area for goods and raw materials brought onto the factory
premises.

2.1.2 Develop, Implement and Communicate about Workplace Flexibility
and Protections
❏ Ensure that leave policies are flexible and consistent with public guidance of the
Health Ministry and that floor level staff like supervisors, line chiefs and production
managers are aware of these policies. Provide floor-level staff with trainings on COVID-
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❏
❏

❏
❏
❏
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19 related needs of workers, including pregnant workers, workers with disabilities
and workers with family responsibilities and/or dependents.
Inform workers about paid leave, health care facilities and factory medical services and
non-retaliation for taking sick leave for those showing COVID-19 related symptoms.
Provide workers with a list of referrals to essential health services including health care
facilities treating COVID-19, sexual and reproductive health care (including maternal
health care services), and counselling, legal, medical, and shelter services for workers
experiencing domestic violence. Ensure that the medical officers and welfare officers are
trained to support workers in accessing these services if required.
Do not require a doctor’s prescription or leave certificate for workers who are sick with
COVID-19 symptoms to validate their illness or to return to work.
Educate Human Resources, leave clerk to ensure that flexible leave policy is practiced.
Maintain flexible policies that permit employees to stay home if a family member or
dependent is exhibiting symptoms of COVID-19 (including cough, fever and difficulty
breathing among others). Do not require certification or documentation if workers have
to take leave to provide care and support to family or dependents.
Actively encourage sick employees to stay home. Raise awareness among line managers
to avoid penalization of employees for taking sick leave.

2.1.3 Prepare Factory Medical Staff with Resources On COVID-19
❏ Have a detailed meeting with the medical staff to identify gaps in the existing medical
facility.

Take immediate action to procure what is missing in the medical facility.
❏ Encourage all medical staff to educate themselves on COVID-19 from the Ministry of
Health and Family Welfare approved online course and/or WHO online training on
COVID-19.

3. Preventive Measures
The best way to control a COVID-19 outbreak is to systematically remove the infection from the
workplace. In factories where it may not be possible to eliminate the COVID-19 outbreak due to
the high density of workers, the most effective protection measure will be to use the following
“hierarchy of controls” to manage workplace hazards.
There are advantages and disadvantages to each type of control measure. In most cases, a
combination of control measures will be necessary to protect workers from exposure to COVID19.
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3.1 Engineering Controls
❏ Adjust the layout of the sewing machine so that it provides a physical distancing of at
least 2 meters (6 feet) from other worker stations in the sewing department.
❏ Ensure similar physical distancing of at least 2 metres (6 feet) in the cutting and finishing
section by spreading jobs to different locations.
❏ Where 2 meter distancing isn’t an option due to machinery operation or a task requiring
2 or more people in close proximity, introduce physical segregation barriers that will
reduce risk of contamination.
❏ Modify the dining area for individual distancing by providing barriers and/or minimum
distances between workers.
❏ Install barriers or windows for providing equipment and raw materials from the store.

Practical Measures to Ensure Proper Ventilations
❏ Install a high-efficiency particulate air (HEPA) filter that removes most (99.97%) of
droplet nuclei (aerosols) before it is returned to general circulation. If a HEPA filter is not
used, the air should be exhausted directly to the outside from air-intake vents, people
and animals. Increase ventilation in the work environment with outdoor air.
❏ Switch ventilation to nominal speed at least 2 hours before the building usage time and
switch to lower speed 2 hours after the building usage time.
❏ Keep toilet ventilation in constant operation, 24/7.
❏ Ventilation systems should be inspected, maintained and cleaned regularly to prevent
transmission.

3.2 Administrative Controls
Preventive Measures Before Starting Operations
❏ Introduce additional entrances and exits to spread out the flow of staff.

❏ Establishing hand wash stations at the main gate with adequate amounts of liquid soaps,
ensuring hand washing and sanitization for all the visitors and employees while entering
into the factory.
❏ Ensure at least 2 meters distance from one tap to another.
❏ Hand washing stations should have single-use clean dry cloth, single-use towel or hand
dryer. Reusable towels must not be used.
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❏ Check workers' and any visitors' temperatures by using an infrared
thermometer/thermal scanning and use necessary health check-ups of every person
who is entering into the factory by the factory medical team.

Disinfection Processes
❏ The factory should complete the disinfection prior to workers’ entry to the factory.
❏ Using personal protective equipment (PPEs) such as disposable gloves, a protective suit
and a mask is mandatory when disinfection processes are implemented.
❏ Housekeeping staff should spray disinfectant throughout the factory, and routine
cleaning should be reinforced with extra attention to disinfecting stair handrails, lift
buttons, insides of lifts, exit door handles, fire door handles, photocopy machines, first
aid boxes, dining tables, pantry, production tools and equipment (such as trolleys, WIP
storage shelves, baskets, and waste disposal areas).
❏ The bottom of footwear should be sprayed with disinfectant when entering to the factory
and it should be ensured that workers do not remain barefoot in the production floor. If
necessary, provide spare sandals for the production floor.
❏ Remove all spittoons from the factory premises.
❏ All vehicles must be disinfected upon entry.

HR and administrative initiatives to reduce the risk of COVID-19
❏ Allow all employees to visit in-house doctors for any COVID-19 symptoms and place
anyone with a higher body temperature or fever (37.3 C, 99.14 F or more) 1 on paid leave.
Maintain a register for workers who were sent home because of COVID-19 related
symptoms and follow-up on regular basis.
❏ Ensure physical distancing is maintained during visits to the medical room/doctor, and
facilities are disinfected after each worker visits.
❏ Provide universal access to hand wash stations throughout the factory with an adequate
number of water taps and soap to facilitate frequent hand washing.
❏ Ensure hand wash items are in all the toilets always and encourage workers to wash hands
very frequently.
❏ Divide the lunch/dinner/prayer break into several shifts to avoid large numbers of
workers gathering simultaneously.
❏ Change the working times to shift work; shift work schedules should consider the workers’
family responsibilities and their availability to take on certain shifts. Depending on safety
and security circumstances related to commuting to and from work, factories should
ensure that workers, specifically female workers, are not put at risk of violence and
harassment.

1

Getting your workplace ready for COVID-19, 3 March 2020 (ILO)
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❏ Change the attendance system from fingerprint to a punch card system. If
temporary registers are used, then the pens used should be wiped with hand sanitizer.
❏ Ensure each worker carries their individual drinking water bottle and maintains a gap
between the water tap and bottle when refilling. Water dispenser taps should be
cleaned regularly.

Awareness and Worker Management Communication
❏ Use visual physical distancing signage in production areas, warehouses, corridors,
entrance, canteens, offices areas and toilets.
❏ Arrange awareness training for all employees (avoiding large numbers of workers
gathering and ensuring physical distancing). Promote awareness of COVID-19 symptoms
and preventive actions via the PA system or audio clips every couple of hours. Hold floor
meetings so the workers can self-report when they are sick or experiencing symptoms of
COVID-19.
❏ Provide trainings on appropriate use of PPE (i.e. how to dispose of gloves safely, how to
take on and off masks, how to wash cloth masks).
❏ Post awareness posters with emergency instructions throughout the factory and
distribute leaflets on COVID-19. If possible, the factory should also use social media, SMS,
apps for sharing awareness information with workers.
❏ Meet with the PC and Safety Committee (not gathering too many people at a time), to
encourage them proactively work to prevent COVID-19.
❏ Encourage all the employees to maintain personal hygiene in their homes also.
❏ The factory should remove all spittoons and educate workers to use the washroom basin
for spitting.
❏ Form a "task force team" to monitor all ongoing safety initiatives and to deal with any
emergencies related to COVID-19. The team should have both women and men
represented, as well as both workers and managers.

3.3 Personal Protective Equipment (PPE)
The factory must ensure the following PPE is available to in-house medical
staff
❏ Disposable face masks
❏ Disposable goggles
❏ Gloves
❏ Medical clothes (including waterproof clothes)
❏ Plastic covers for the feet/shoes
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The factory also needs to have the following arrangements regarding PPE
❏ Face masks should be provided for all employees
❏ Everyone should be trained on precautionary measures, complemented by training on
how to use, take off, and dispose of personal protective equipment properly.
❏ Factories should collect all used PPE in a separate waste bin.
❏ There should be monitoring by the taskforce, OSH committee, and welfare team of the
respective floor with support from the medical team to check that all workers are using
masks and all support staff are using mask and gloves properly.
❏ Adequate PPE for security guards and housing keeping staff should be provided and
ensured.

How to use PPE correctly2
q Before putting on a PPE, wash hands and wrists with alcohol-based hand rub or soap
and water for at least 20 seconds.
q Men with facial hair should observe right use of mask to ensure perfect sealing.
q Avoid touching the mask while using it especially the front of the mask: if you do, avoid
touching your face (especially your eyes and nose) and clean your hands with alcoholbased hand rub or soap and water.
q Replace the mask with a new one as soon as it is damp and do not reuse single-use
masks/PPEs.
q To remove the mask: remove it from behind (do not touch the front of mask); discard
immediately in a closed bin; wash hands with alcohol-based hand rub or soap and water.

How to wash hands properly
❏ Wet hands with safe running water.
❏ Apply enough soap to cover wet hands.
❏ Scrub all surfaces of the hands – including backs of hands, between fingers and under
nails and wrists – for at least 20 seconds.
❏ Rinse thoroughly with running water.
❏ Dry hands with a clean, dry cloth, single-use towel or hand drier as available.
❏ Wash your hands often, especially before and after eating, after blowing your nose,
coughing, or sneezing, going to the bathroom/toilets/latrines and whenever your hands

2

It is important to review the WHO’s mask uses guideline for updates. Use of mask depends on the process and
operation condition in industrial aspects. Users of this guideline should ensure masks as appropriate.
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are visibly dirty. If soap and water are not readily available, use an alcohol-based
hand sanitizer with at least 70% alcohol. Always wash hands with soap and water if hands
are visibly dirty.

3.4 Preventive Measures for Child Care Facility
❏ Provide training on COVID-19 prevention for care facility attendants and encourage their
use of PPE.
❏ Provide hand-washing points in front of or in a convenient place at the childcare facility
to ensure proper hand washing before entering the childcare room.
❏ Provide hand sanitizers/adequate soap in the washroom of the childcare room and
ensure frequent hand washing.
❏ Change the clothes that the children wear from their residence and provide washed
clothes to wear in the childcare room to reduce the risk of infection.
❏ Wash clothes with detergent and dry in sunlight or the dryer properly. Encourage mothers
to bring at least 2 outfits with them if the factory does not provide dress to the children.
❏ Check the temperature of children and attendants using a thermal scanner.
❏ If mothers/children are feeling uncomfortable/feverish/cold, they should be
discouraged from attending the workplace and childcare facilities to avoid more infection.
Ensure paid leave for those days.
❏ If possible, the factory can arrange a temporary separate room for isolation.
❏ Awareness training should be provided to the childcare attendant (by the in-house
trained doctor, welfare officer, Mothers@Work focal person) about breastfeeding and
nutritious food intake etc.
❏ Provide a hand washing point in front of or in a convenient place in breastfeeding rooms.
❏ Ensure proper hand washing for the parents/attendants who bring the children from
home for breastfeeding.
❏ Ensure frequent cleaning of bed sets (bedsheet, pillow cover, towels, etc.) and toys in the
room.

3.5 Precautions for COVID-19 during Pregnancy and Breastfeeding
Pregnant People Should Protect Themselves From COVID-19
❏ Avoid people who are sick or who have been exposed to the virus.
❏ Clean your hands often using soap and water or alcohol-based hand sanitizer.
❏ Clean and disinfect frequently touched surfaces daily.
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Breastfeeding If You Have COVID-19
Yes. Women with COVID-19 can breastfeed if they wish to do so. They should:
❏ Practice respiratory hygiene during feeding and wearing a mask where available.
❏ Wash hands before and after touching the baby.
❏ Routinely clean and disinfect surfaces they have touched.
If you are sick and choose to express breast milk:
- Express breast milk to establish and maintain milk supply.
-

A dedicated breast pump should be provided.

-

Wash hands before touching any pump or bottle parts and before expressing breast milk.

-

After each use, clean all parts that come into contact with breast milk.

-

If possible, consider having someone who is well to feed the expressed breast milk to the
infant.

4. Identification and isolation of potential and confirmed
cases of COVID-19
4.1 The factory should implement a screening system for the prompt identification of COVID-19
cases.
4.2 Prepare a separate room for containment in case of workers are suspected or need to
consult with in-house medical staff(s). Such quarantine areas need to be isolated from the
production floors, medical rooms and common areas.
4.3 The employer must restrict the number of personnel entering isolation areas and protect
workers in close contact with (i.e., within six feet of) a sick person or who have
prolonged/repeated contact with such persons by using additional engineering and
administrative controls, safe work practices and PPE.
4.5 The employer must contact COVID-19 hotline numbers for a necessary diagnosis of the
suspected workers.
4.6 In case any confirmed case is found, the factory should provide leave to infected workers and
proper counselling for self-quarantine. The following points should be explained clearly and
workers should be advised to follow them during self-quarantine:
❏ Do not leave your home.
❏ Do not allow visitors.
❏ Only household members who are caring for the person suspected or confirmed of having
COVID-19 should stay at home.
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❏ Separate yourself from other people in the household. Use facemasks, if you have
one, when in the same room with other people, to protect them.
❏ Stay in a well-ventilated room with a window that can be opened. If a dedicated toilet is
not available, the isolated person should clean the toilet thoroughly after each use.
❏ Use separate towels, eating utensils, drinking glasses, bedding or any other household
item commonly shared in the family setting.
❏ If you do not have enough groceries or medicine to last you for two weeks, ask your
friends, neighbours, or family members to help you with grocery and medicine shopping.
Avoid direct contact when interacting with them, for example, by arranging groceries to
be dropped at the door. Wash hands directly before and after any interaction with others.
❏ For workers with household and care responsibilities, inform partners, family members,
and dependents about the need to avoid contact, which may reduce the worker’s ability
to perform their household duties.
4.7 The factory should identify people who have been in contact with them and instruct them to
be in self-quarantine. Anyone who has come within six feet of confirmed COVID-19 positive
individual should be sent home for 14 days, and the COVID-19 task force/welfare team should
continually follow up with them on each day to ask whether they or someone else in their
household has developed symptoms.
4.8 If they develop new symptoms, or their existing symptoms worsen within the 14-day
quarantine period, they should call the designated public health services officials for reassessment
4.9 If they are unwell at any time within their 14-day quarantine period and they test positive for
COVID-19, they will be considered a confirmed case and will be treated for the infection. If testing
is not available, but the symptoms are consistent with COVID-19, they may nonetheless be
considered as a confirmed case
4.10 Workers who have not had close contact with the original confirmed case do not need to
take any precautions other than monitoring their health for symptoms and can otherwise
continue to attend work.
4.11 The employer must inform the relevant authorities (e.g., Department of Labour) regarding
the confirmed cases.
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Factory Contact Tracing Mechanism for Confirmed Cases of COVID-19
If a confirmed case is identified in the factory, the COVID-19 task force should take immediate
action to do the contact tracing. Contact tracing is the process of identifying, assessing, and
managing people who have been exposed to a disease to prevent onward transmission.
For COVID-19, a “contact” is defined as any individual who was within 3 feet or 1 meter of an
infected person for at least 15 minutes starting from 2 days before to 14 days after the case’s
start of illness until the time the patient is isolated.3
A confirmed case of COVID-19 in the factory will cause anxiety among co-workers. In this
situation, Better Work is suggesting a contact tracing tool to support the factory identify potential
infected group.

3

Contact tracing in the context of COVID-19, WHO, 10 May 2020
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Contact tracing Template for COVID-19
Identity of the Suspected / Confirmed patient:

Name:

ID:

Section:

Address:

Date:

Contact tracing questionnaire:

1

Name of the co-workers working within 6 feet from your workstation in past 14 days

2

Did you visit canteen/ dining/ childcare facility/ medical centre in past 14 days? If Yes, what
are the names of the co-workers you sat within 3 feet of?

3

Did you use office transport in past 14 days? If Yes, what are the names of the colleagues you
sat within 3 feet of?

4

Is there any other person work in your factory from your residence? If Yes, what is the name of
the colleague(s)

5

Did you attend any meeting/training program in the past 14 days? If Yes, what are the names
of the colleagues you sat within 3 feet of?

6

Are there any other colleagues you met with in the past 14 days, within 3 feet?
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5. Safe Transportation Guidelines for COVID- 19
The transportation of goods, workers and other staff is important for the smooth operation of
the factory, but at the same time, it represents a threat as a potential transmitter of the virus. To
avoid the spread of the virus via transport and supply means, the following precautions must be
taken:

Transportation of Goods
❏ Factory must ensure the disinfection of goods containers before arrival to the loading
area.
❏ All incoming and outgoing vehicles are sterilized by using detergents and disinfection
sprays.
❏ The driver is isolated directly in the decontamination zone.
❏ Ensure that drivers move individually to disinfection zones.
❏ Raise awareness and precautious measures among drivers on COVID-19.
❏ Inform the medical team immediately if any health symptom appears in the driver in
order to attend to necessary medical tests.
❏ Awareness brochures on COVID-19 virus should be distributed to all drivers.
❏ All drivers must be given personal protection equipment, which should be kept in a
special box.

Transportation of Workers/Staff
❏ Vehicles must be sterilized every day, in particular doors and windows, handles and all
points of contact from inside and outside prior to each trip and after. DO NOT disinfect
when passengers are in the vehicle.
❏ Each passenger must follow hand-cleaning measures while using transport.
❏ The driver must disinfect themselves prior to each trip
❏ Each vehicle should be provided with a hand-cleaning unit.
❏ Drivers must wear PPE.
❏ A special log must be used to document daily information about vehicle numbers and
trips of all vehicle designated for workers' transport from home to factory and back. The
log must include the number of trips, times, and the number of passengers on each trip.
❏ The transportation coordinator/COVID-19 task team should ensure follow-up of all
safety procedures.
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6. Protecting workers at the community level from
COVID-19
Many workers live in shared accommodations, which may pose a greater risk of infection by
COVID-19 virus. So, factories should educate workers on how to protect their family members or
people who they are living wit from COVID-19.
❏ Leave what is not necessary at work.
❏ Place work clothes in your dirty clothes bag or directly wash them when you get home.
❏ Disinfect your phone, name tag or ID card, eyeglasses and keys.
❏ Handle possibly contaminated items (footwear, work bag, work clothes) with care.
❏ Wash your work clothes and dirty clothes bag with detergent or soap.
❏ Leave your work shoes outside the home.
❏ Keep your home clothes and shoes in a clean and washable bag, separate from your work
clothes.
❏ Shower immediately after arriving home.
❏ Social gathering and face-to-face meeting in the neighborhood should be avoided.
❏ Use simple physical distancing tactics like replacing hugs and handshakes with
alternatives like a wave or smile.

7. Official pages and hotline numbers for COVID-19
If the worker or enterprise experiences or finds cases related to COVID-19, immediately report
them to the National COVID-19 hotline at 333 or 16263 or to the local authority hotline number
provided.
Department of Labour Hotline related to COVID-19: 02-8391324
World Health Organization

The Department of Inspection for Factories and Establishments (DIFE) has launched a
telemedicine service for workers during the coronavirus outbreak. The phone numbers are:
Head office Directorate General of Health Services (DGHS)-01797011919
Dhaka- 01714266843, 01972138530, 01711240390
Gazipur-01847129493
Narayanganj-01722909122, 01787386361
Barishal-01936493427
Chattogram-01712383773
Khulna-01749599797
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Sylhet-01914300917
Department of Labour telemedicine services:
Dhaka-01716080227
Gazipur-01920715984
Narayanganj-01716011432
Chattogram-01552389625

Annexure A: Specification and Construction of Cloth mask
Use of mask in the industrial context depends on the process and control measures taken to
reduce the exposure to toxic vapors, gas, fumes and other airborne particles that might be
hazardous to the health. However, in the context of the COVID-19 pandemic, the Bangladesh
government has established a guideline with minimum requirements for the production of nonmedical fabric masks for community use by local producers with the technical expertise of the
World Health Organization and other International and national organizations that can be found
at this link: Directorate General of Drug Administration (DGDA)
Center for Disease Control and Prevention (CDC) has established a guideline to make a cloth
mask which can slow the spread of Covid-19. The guideline is available at this link: How to Make
Masks

Annexure B: Disinfection of environmental surfaces
Improving cleanliness standards on the factory floor is one of the most effective control
measures to prevent the transmission of COVID-19. While some of the products may not be
available in Bangladesh, it is important to note that the same active ingredients are available in
alternative household and industrial cleaning products in Bangladesh.
Considering Bangladeshi context, chlorine solution is available and is a low cost method to
make disinfectant solutions. The below link demonstrates how to make low cost disinfectant
solutions. The WHO has published guidelines on cleaning and disinfection of environmental
surfaces in the context of COVID-19. The guideline can be found here: Cleaning and
Disinfection of Environmental Surfaces
The Bangladesh government has published a detailed procedure on preparation of chlorine
solution to use as disinfectant in the context of Covid-19, which is available here: How to Make
Strong (0.5%) Chlorine Solution from 70% Chlorine Powder

COVID-19 Management Guidance | 17

Annexure C: Low-Cost Alternative of Liquid Soap
Scarcity in the market and the comparatively higher price of liquid soap might be a barrier for
regular handwashing. For that case, International Centre for Diarrhoeal Disease Research,
Bangladesh (icddr,b) has developed an idea of soapy water can be a low cost alternative of
liquid soap. Preparation and uses of soapy water can be found here: Low-Cost Alternative of
Liquid Soap.

Annexure D: Use of Disinfectant Solutions
Important Points to Note When Using Disinfectants
q Check the labels and use according to instructions and be aware of the potential hazard
of each product.
q Avoid inhalation, ingestion and contact with eyes and skin when handling cleaning
products and keep them away from children.
q Do not mix different cleaning products and use in a well-ventilated area.
q For disinfection of highly contaminated surfaces or material, avoid the use of spray, and
allow appropriate time and formulation type needed for disinfection.
q Store chlorine solution in opaque containers in a well-ventilated, covered area that is not
exposed to direct sunlight.
q Wear appropriate PPE when using disinfectants.
q Prepare fresh bleach solution each day to ensure its effectiveness.
q Use disinfectants in appropriate concentration and contact time.

Use of A Disinfection Spray /Chamber/ Shower on The Human Body
The WHO does not recommend spraying individuals with disinfectants (such as in a tunnel,
cabinet or chamber) under any circumstances as this would not reduce an infected person’s
ability to spread the virus through droplets and contacts. Moreover, this could be physically and
psychologically harmful. Spraying individuals with chlorine and other toxic chemicals could
result in eye and skin irritation, bronchospasm due to inhalation, and gastrointestinal effects
such as nausea and vomiting. 4
Directorate General of Health Services (DGHS) also follows the WHO guideline and on April 16,
2020 the DGHS issued a circular to all civil surgeons instructing not to use bleaching powder
solutions for disinfecting people.

4

Cleaning and disinfection of environmental surfaces in the context of COVID-19, WHO,
15 May 2020
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Annexure E: Risk Assessment form
This form has been developed in consultation with IEDCR for in house medical staff to conduct “Risk
assessment” for all staff working in the factory to determine high risk group and take necessary measure:
Personal Information

Name:
Current Address:

Age:

Sex: M/F

Phone Number:

Medical history
Do you have any pre-existing medical conditions?
- Chronic cardiac disease
- Hypertension
- Chronic pulmonary disease
- Asthma
- Chronic kidney disease
- Chronic liver disease
- Chronic neurological disease
- Diabetes
- Tuberculosis
- COPD
- Ischemic heart disease
- Malignancy
- Immunodeficiency HIV (yes/no)
- Others (specify)_____________________
- No illness
Are you a smoker? Yes/No
If yes, how often do you smoke?
- Often
- Daily
How many per day? ______________
Are you being treated for any condition now?
Yes/No
If Yes, please tell why?
____________________________________
Are you taking any medicine regularly? Yes/No
If Yes, please tell why?
_____________________________________

Have you had any of the following health issues
within the past 30 days?
- Fever
- Dry cough
- Cough with hemoptysis
- Sore throat
- Runny nose
- Wheezing
- Chest pain
- Muscle ache
- Joint pain
- Fatigue or malaise
- Shortness of breath
- Inability to talk
- Lower chest wall indrawing
- Pneumonia ARDS
- Headache
- Altered consciousness
- Seizures
- Abdominal pain
- Nausea
- Vomiting
- Diarrhea
- Constipation
- Conjunctivitis
- Skin rash

-

Skin ulcers
Loss of smell
Loss of taste
Others (Specify) ____________________
No illness
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Community Exposure
What is your living situation?
- Own house or apartment

-

Shared apartment/house with immediate family
Shared apartment/house with relatives
Shared room with 1 person
Shared room with more than 1 person
Mess

Status of the below facilities:
Facility

Shared X
persons

Private

Bathroom
Toilet
Sink
Basin
Kitchen
Tap
Did you have any contact with COVID-19 infected patients in the last month?
Yes/No
Distance between your home and this factory:
…….kilometre(s)
How do you come to factory?
- Walking
- Rickshaw
- Bus
- Tempu
- Office provided transport
- Others….
Frequency of visiting other public places like grocery mark
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Prevention and Mitigation of COVID-19 at RMG Factories: Checklist
Preparation
This checklist is a tool to check the necessary actions to mitigate the spread of COVID-19 at RMG
factories. Successful implementation of the tool is dependent on the coordination between
employers, management and workers to establish an improved response mechanism and
preparedness to fight COVID-19. Employers should involve the participation committee, safety
committee, medical staff and welfare officer(s) in the process.

How To Use the Checklist
1.

2.
3.

4.

5.
6.

Prepare a team including senior management, mid-management, supervisors, medical staff,
workers’ representatives and safety personnel. Ensure that both women and men are
represented in this team, particularly from workers' representatives.
Brief and train the team on the steps to implement the checklist.
Complete the checklist and plan what action should be taken, by whom and when.
ü If the measure has already been taken, mark ‘Yes’, and mark ‘No’ if it has not been
started yet, mark ‘In-progress’ if you have started the action but not completed yet.
ü Set the ‘Target Date’ and mention ‘Completion Date’ after completion, write the
responsible personnel (designation preferred) or team.
ü Use the space beside ‘Remarks’ to add comments, to describe a situation or to add a
suggestion.
Look again at the items you have completed and identify what is necessary to do. Discuss
with the team and plan to sustain completed items, complete on-going items and take
necessary new actions.
Immediately after completion of the checklist, organize a group discussion with the team to
prepare suggestions to higher management.
Continue working on the checklist and track the changes you are implementing in the
factory.

The team should seek clarification from safety and health authorities of the government regarding
COVID-19, DIFE, Employers' and Workers' Associations. This list can be modified, as the team should
add to the checklist any additional items they consider appropriate to improve response to COVID19 in their factory, however, management must comply with national legal obligations and directions
in establishing their workplace COVID-19 prevention and control plan.
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COVID-19 Checklist-Bangla Version

ˆZwi †cvkvKwkí KviLvbvq †KvwfW-19 cÖwZ‡iva I cÖkgb
†PKwj÷ cÖ¯‘ZKiY:
ˆZwi †cvkvKwkí KviLvbvq/d¨v±wi‡Z †KvwfW-19 gnvgvixi cÖwZ‡iva Ges cÖkg‡bi Rb¨ GB †PKwj÷ AZ¨šÍ cÖ‡qvRbxq GKwU c×wZ| GwU wb‡qvMKZv©, e¨e¯’vcK Ges
kÖwgK‡`i g‡a¨ h_vh_ mgš^‡qi gva¨‡g mdjZv e‡q Avb‡e hv †KvwfW-19 gnvgvix cÖwZ‡iv†a GKwU Kvh©Kix c×wZ wn‡m‡e KvR Ki‡e| GB cÖwµqv‡Z g¨v‡bR‡g‡›Ui DwPZ
AskMÖnYKvix KwgwU (wcwm), †mdwU KwgwU, †gwW‡Kj ÷vd Ges I‡qj‡dqvi Awdmvi‡`i m¤ú„³ Kiv|
†PKwj÷ e¨envi cÖwµqv:
1. wmwbqi g¨v‡bR‡g›U, wgW-†j‡fj g¨v‡bR‡g›U, mycvifvBRvi, †gwW‡Kj ÷vd, kÖwgK cÖwZwbwa Ges †mdwU ÷vd‡`i mgš^‡q GKwU `j MVb Kiæb| we‡klZ: kÖwgK
cÖwZwbwa‡`i ga¨ †_‡K bvix Ges cyiæl Df‡qi AskMÖnY wbwðZ Kiæb;
2. †PKwj÷ Kxfv‡e ev¯Íevqb Ki‡Z n‡e, G wel‡q mswkøó `j‡K cÖwkÿY w`b Ges Zv‡`i Kv‡Q cÖ‡qvRbxq e¨vL¨v Kiæb;
3. †PKwj÷wU ev¯Íevq‡bi Rb¨ †K, Kxfv‡e Ges KLb c`‡ÿc wb‡eb, †m wel‡q cwiKíbv MÖnY Kiæb;
K. hw` Kvh©µg B‡Zvg‡a¨ m¤úbœ n‡q _v‡K Z‡e Ônu¨vÕ Gi N‡i () wPý w`b, hw` GLbI ïiæ bv n‡q _v‡K Z‡e ÔbvÕ Gi N‡i () wPý w`b Avi hw` Kvh©µg
B‡Zvg‡a¨ ïiæ n‡q†Q wKš‘ †kl nqwb Z‡e ÔPjgvbÕ Gi N‡i ()wPý w`b;
L. KvRwU †h Zvwi‡L †kl Ki‡eb †mB ZvwiL D‡jøL Kiæb Ges mgvwßi c‡i Ôev¯Íevq‡bi ZvwiLÕ D‡jøL Kiæb, Ô`vwqZ¡cÖvß e¨w³Õ-i (c`ex) Ges `‡ji bvg wjLyb;
M. †KvbI gšÍe¨, cwiw¯’wZ weeiY A_ev civgk© w`‡Z ÔgšÍe¨Õ NiwU e¨envi Kiæb;
4. B‡Zvg‡a¨ m¤úvw`Z welq¸wj cybivq †`Lyb Ges AviI Kx Kx Kiv `iKvi Lyu‡R †ei Kiæb| `‡ji mv‡_ Av‡jvPbv Kiæb Ges B‡Zvg‡a¨ †h welq¸wj m¤úbœ n‡q‡Q
Zv eRvq ivLvi cwiKíbv Kiæb, Pjgvb welq¸wj m¤úyb© Kiæb Ges cÖ‡qvRbxq bZzb c`‡ÿc MÖnY Kiæb;
5. †PKwj÷ †kl nIqvi mv‡_ mv‡_B D×©Zb KZ©„c‡ÿi Rb¨ civgk© cÖ¯‘Z Ki‡Z `‡ji mv‡_ Av‡jvPbv Kiæb;
6. †PKwj÷ wb‡q KvR Ae¨vnZ ivLyb Ges d¨v±wi‡Z Avcwb †h cwieZ©b¸wj K‡i‡Qb Zv AbymiY Kiæb;
miKv‡ii wbivcËv Ges ¯^v¯’¨ welqK KZ©„cÿ, †hgb- KviLvbv I cÖwZôvb cwi`k©b Awa`ßi, wb‡qvMKZv© Ges kÖwgK msMVb Gi KvQ †_‡K †KvwfW-19 welqK cÖ‡qvRbxq
e¨vL¨v AbymÜvb Kiæb;
d¨v±wii wbR¯^ Ae¯’vb we‡ePbv K‡i `j PvB‡j GB †PKwj÷wU cÖ‡qvRb Abymv‡i ms‡kvab K‡i bZzb †Kvb welq hy³ Ki‡Z cv‡ib hv †KvwfW-19 G cÖwZwµqv MÖnY cÖwµqv‡K
AviI DbœZ Ki‡Z mnvqZv Ki‡e| Kg©‡ÿ‡Î †KvwfW-19 cÖwZ‡iva Ges wbqš¿Y cwiKíbv ev¯Íevqb Ki‡Z e¨e¯’vcKMY‡K Aek¨B RvZxq AvBbx eva¨evaKZv Ges wb‡`©kvejx
†g‡b Pj‡Z n‡e|

Courtesy

KwfW-19 wbivcËv wbiƒcb †PKwj÷

চেকপয়েন্ট
Checkpoint

সম্পাদয়ের
সম্ভাব্য তাররখ

Ae¯’v
n¨uv

bv

সম্পাদয়ের
তাররখ

`vwqZ¡cÖvß e¨w³

Pjgvb

K. bxwZgvjv I cÖwµqv
A. Policy and Procedure

msµvgK †ivM welqK cÖ¯‘wZ Ges Zv cÖwZ‡iv‡a cwiKíbv MÖnY
Develop an Infectious Disease Preparedness and
Response Plan

d¨v±wii †mdwU KwgwU, †mdwU Awdmvi Ges †gwW‡Kj ÷vd‡`i
wb‡q bvix-cyiæl mgš^‡q GKwU †KvwfW-19 welqK Uv·‡dvm© MVb
Kiv (hw` d¨v±wi‡Z †Kvb †gwW‡Kj ÷vd bv _v‡K Zvn‡j ZvrÿwYK
mnvqZv cÖ`vb, we‡kl K‡I kªwgK‡`i m‡PZbZv evov‡bvi j‡¶¨ ¯^í
†gqv‡` †gwW‡Kj Awdmvi wb‡qvM w`‡Z n‡e)
Form a gender representative COVID-19 task force with
members of safety committee, safety officers and the medical
staff of the factory (If there is no medical staff, factory can have
a temporary contracted medical staff to provide support in to
the factory especially to aware workers)

†KvwfW-19 m¤úwK©Z SuywK Kgv‡bvi D‡Ï‡k¨ `vwqZ¡cÖvß wUg,
†gwW‡Kj ÷vd, I‡qj‡dqvi Awdmvi, †mdwU Awdmvi Ges
mycvifvBRvi†`i ¯^ ¯^ `vwqZ¡ mywbw`©ó Kiv
Identify role of the response team and medical staff, welfare
officer, safety officer and supervisors’ role to reduce the risk
related to COVID-19

Courtesy

gšÍe¨

†KvwfW 19 Gi SzuwK Kgv‡Z bgbxq Kg©cwi‡ek ˆZwii j‡ÿ¨
bxwZgvjv cÖYqb Kiv (†hgb -Amy¯Z
’ vRwbZ QzwU cvIqvi wbðqZv,
cvwievwiK `vwqZ¡ cvj‡bi Rb¨ QywU, GKvwaK wkdU K‡i Kv‡Ri
cwiKíbv)
Develop policies to ensure workplace flexibility to reduce risk
of COVID-19 (e. g. flexible sick leave policy, leave for workers
with family responsibilities, work planning related to multiple
shifts)

¯^v¯’¨ I cwievi cwiKíbv welqK gš¿Yvjq, wek^¯^v¯’¨ ms¯’v A_ev
Ab¨ ‡Kvb wbf©i‡hvM¨ Drm †_‡K fvBivm msµvšÍ Z_¨ DcKiY
msMÖn ev ‰Zwi‡Z civgk© †bIqv|
Consult with Ministry of Health and Family Welfare, WHO or
reliable sources to collect/develop information materials
regarding virus

L. SzuwK wbiƒcb, e¨e¯’vcbv I †hvMv‡hvM
B. Risk Assessment, Management and Communication

(we`y¨r, cvwb, M¨vm BZ¨vw`) mKj †mKk‡bi m¤¢ve¨ wec`/SuywKmg~n
hvPvB Kiv
Mapping of the hazards of all sections including utility

wfbœ wfbœ †Mvôxfz³ kªwgKiv (bvix kÖwgK, cyiæl kÖwgK, Mf©eZx bvix,
Awfevmx kÖwgK BZ¨vw`) †hme SzuwKi m¤§yLxb n‡”Q Zv hvPvB Kiv|
Mapping of disproportionate risks facing different groups of
workers (women workers, men workers, pregnant workers,
migrant workers, etc.)

Courtesy

K‡ivbv fvBiv‡mi SzuwK cÖwZ‡iv‡a M„nxZ c`‡ÿ‡ci Dci Ges
†mBmv‡_ †KvwfW-19 G AvµvšÍ n‡j Kx Ki‡Z n‡e G wel‡q
g¨v‡bR‡g›U, kÖwgK I Zv‡`i cÖwZwbwa‡`i cÖwkÿY †`Iqv
Train management, workers and their representatives on the
adopted measures to prevent risk of exposure to the virus and
on how to act in case of COVID-19 infection

†KvwfW-19 welqK me©‡kl Z_¨ m¤ú‡K© g¨v‡bR‡g›U, kÖwgK I
Zv‡`i cÖwZwbwa‡`i wbqwgZfv‡e AeMZ Kiv
Update management, workers and their representatives with
latest information regarding COVID-19

†h‡Kvb gvbwmK cwiw¯’wZ †gvKv‡ejvmn Kg©‡ÿ‡Îi bZzb Kg©cÖwµqvi mv‡_ Af¨¯Í nIqv, eÜy-evÜe I cwievi-cwiR‡bi mv‡_
mvgvwRK `~iZ¡ †g‡b Pjv- Gme wel‡q kÖwgK‡`i‡K mn‡hvwMZv I
civgk© †`Iqv
Assist workers to manage any emerging psychosocial risks, new
forms of work arrangements and social contacts with friends
and family

AskMÖnYKvix KwgwU (wcwm) Ges †mdwU KwgwUi mv‡_ wbqwgZ mfv
Kiv (†Lqvj ivL‡Z n‡e †hb GKB mg‡q A‡bK †ewk †jvK GKmv‡_
bv _v‡K)-, Zviv †hb mwµqfv‡e †KvwfW-19 cÖwZ‡iv‡a KvR K‡i †m
wel‡q DrmvwnZ Kiv
Frequent meetings with PC and Safety Committee (not
gathering too many people at a time), encouraging them
proactively work to prevent COVID-19 and engaging them as
deems appropriate

Courtesy

†KvwfW-19 cÖwZ‡iv‡a M„nxZ †KŠkj I cwiKíbvi wel‡q GKwU
ch©‡e¶b I g~j¨vqb cÖwµqv cÖwZôv Kiv (G¨vWwgb A_ev Kgcøv†qÝ
wUg Øviv)
Establish a monitoring and evaluation mechanism of the
COVID-19 prevention strategies and plans (preferably by
compliance/admin team)

গ. cÖwZ‡iva I wbimb welqK c`‡ÿc
C. Prevention and Mitigation Measure

g¨v‡bR‡g›U Ges kÖwgK‡`i g‡a¨ m‡PZbZv ‰Zwi Ges Zv‡`i Drmvn
cÖ`vb Kiv
Awareness and Motivation of Management and Workers

mKj kªwgK Ges Kg©KZv©-Kg©Pvix‡`i Rb¨ m‡PZbZvgyjK cÖwkÿ‡Yi
e¨e¯’v Kiv (mvgvwRK `~iZ¡ eRvq †i‡L), d¨v±wii wcG wm‡÷‡gi
gva¨‡g `yB NÈv AšÍi mivmwi A_ev AwWI wK¬‡ci gva¨‡g †KvwfW19 Gi j¶Y Ges Gi cÖwZKvi wel‡q m‡PZbZvg~jK Z_¨ cÖPvi
Kiv| †mBmv‡_ †d¬vi wgwUs‡qI G m¤úwK©Z Z_¨ cÖPv‡ii e¨e¯’v Kiv
Arranging awareness training for all employees (limited people
at a time), creating awareness on COVID-19 symptoms and
preventive actions by PA system or audio clip in every couple of
hours and floor meeting

cy‡iv d¨v±wi Ry‡o wewfbœ Riæwi wb‡`©kbvmn †KvwfW-19 Gi Dci
m‡PZbZvg~jK †cv÷vi jvMv‡bv Ges wjd‡jU weZiY Kiv
Posting awareness poster with several emergency instructions
throughout the factory and distributing leaflet on COVID-19

Courtesy

e¨w³MZ myi¶v Avi cwi”QbœZvi welq¸‡jv evwo‡ZI †g‡b Pjvi
e¨vcv‡i mKj kªwgK Ges Kg©KZv©-Kg©Pvix†`i DrmvwnZ Kiv
Motivating all the employees to maintain personal hygiene in
their home as well

†h‡Kvb kvixwiK Amy¯’Zvi wel‡q mKj kªwgK Ges Kg©KZ©vKg©Pvixiv hv‡Z ZvrÿwYKfv‡e e¨w³MZ D‡`¨v‡M g¨v‡bR‡g›U‡K
AeMZ K‡ib, - †m wel‡q DrmvwnZ Kiv Encouraging all
employees to self-report any state of illness at any time

¯^v¯’¨†K›`ª cÖ¯‘Z Kiv
Preparing the Medical Centre

mKj ¯^v¯’¨Kgx©‡K e¨w³MZ myiÿv DcKiY (wcwcB) cÖ`vb Kiv
Providing appropriate PPE to all the medical staff

†h‡Kvb ai‡bi †KvwfW-19 DcmM© †`Lv w`‡j mKj kªwgK Ges
Kg©KZv©-Kg©Pvixiv hv‡Z d¨v±wii wbR¯^ Wv³v‡ii civgk© wb‡Z
cv‡ib, - †m welqwU wbwðZ Kiv
Allowing all employees to visit in-house doctor(s) for any
COVID-19 symptom

†KvwfW 19 Avµvন্ত e‡j avibv Kiv n‡q‡Q, Zv‡`i Rb¨ GKwU
Avjv`v †iwR÷v‡ii e¨e¯’v Kiv
Maintain a separate register to document suspected COVID-19
cases or workers who have been sent back to home

d¨v±wi‡Z cÖ‡ek †_‡K শুরু K‡i Kg©‡¶‡Î ˆ`bw›`b myi¶v e¨e¯’v
wbwðZ Kiv

Courtesy

Preparation for Daily Protection Measure in the Factory
including Entry of the Factory

Nb Nb nvZ †avqvi myweav‡_© cÖ‡ekc_mn d¨v±wii wfZ‡i wewfbœ
RvqMvq ch©vß msL¨K nvZ †avqvi ¯’vb ¯’vcb Kiv, Kgc‡ÿ `yB
wgUvi `~iZ¡ wbwðZ K‡i ch©vß msL¨K cvwbi Kj I mvev‡bi e¨e¯’v
ivLv
Establishing adequate hand wash stations ensuring at least two
meters distance from one tap to another throughout the
factory including entry gate with adequate number of water
tapes and soap to facilitate frequent hand wash

nvZ †avqvi mgq ch©vß `~iZ¡ eRvq ivLvi welqwU wbwðZ Kiv
Ensuring adequate distance while hand washing

kÖwgKiv Kv‡R cÖ‡e‡ki Av‡M, weiwZi mgq Ges QzwUi ci Aek¨B
†gwkb Ges mnvqK hš¿cvwZ ( †hgb - Uªwj) RxevYybvkK †¯úª w`‡q
RxevYygy³ Kiv, GQvov wmuwoi nvZj, wjd‡Ui evUb, wjd‡Ui
†fZ‡ii Ask, ewn:Mgb `iRvi nvZj, AwMœ cÖwZ‡ivaK `iRvi
(dvqvi †Wvi) nvZj, d‡UvKwc †gwkb, dv÷©GBW e·, WvBwbs
†Uwej, †÷vi রুম wbqwgZ fv‡jvfv‡e RxevYygy³ Kiv| Aek¨B gqjv
Ges Kd/_y_y/wcK †djvi ev·¸‡jv wbqwgZfv‡e cwi¯‹vi Kivi
e¨e¯’v Kiv
Spraying disinfectant throughout factory including common
production tools and equipment (such as trolley) before
workers’ arrival, during break period and after workers’
departure from the factory; routine cleaning to be continued
with more attention to disinfect stairs’ handrail, lift button,
inside of lift, exit doors’ handle, fire doors’ handle, photocopy

Courtesy

machines, first aid boxes, dining tables, pantry, and routine
disposal of spittoons’ waste

d¨v±wi‡Z cÖ‡e‡ki mgq mKj kÖwgK Ges Kg©KZ©v-Kg©Pvix‡`i
kix‡ii ZvcgvÎv cix¶v Kiv
Checking of body temperature of all employees (both workers
and management) during entry

Kv‡iv kix‡ii ZvcgvÎv hw` †ewk cvIqv hvq, Z‡e Zv‡K Aek¨B
d¨v±wii Af¨šÍ‡ii ¯^v¯’¨†K‡›`ª A_ev `ªæZ evwo‡Z cvwV‡q †`Iqv
(Aby‡”Q`- N †`Lyb) Ges Zvi bvg †KvwfW-19 msµvšÍ †iwR÷vi
LvZvq wjwce× Kiv
Check in the medical centre or send workers home if the body
temperature is high (see section D) and record in the COVID-19
register

hw` m¤¢e nq, d¨v±wi‡Z cÖ‡e‡ki mgq mKj kÖwgK Ges Kg©KZ©vKg©Pvix‡`i ci‡bi cy‡iv Kvc‡o RxevYybvkK †¯cÖ Kiv
Spraying disinfectant on entire clothing (if possible)

d¨v±wii cÖ‡ek c‡_ Ges †hmKj †mKk‡b nvZ †avqvi RvqMvi
e¨e¯’v Kiv m¤¢e bq, †mmKj †mKk‡b n¨vÛ †mwbUvBRv‡ii e¨e¯’v
Kiv Arrange hand sanitizer in the gate and different sections
where it is not possible to set hand wash station

ev‡qv‡gwUªK c×wZ, cÖw·wgwU KvW©-, †iwR÷v‡ii gva¨‡g kÖwgK‡`i Z_¨
msiÿY ivLvi nvwRiv †bIqvi mgq ch©vß ¯^v¯’¨ wbivcËv e¨e¯’v ivL‡Z
n‡e
Take adequate safety measures while maintaining workers’
attendance via biometric system, proximity card or register

Courtesy

cÖ‡Z¨K kÖwgK Ges Kg©KZ©v-Kg©Pvix Ges cwi`k©K d¨v±wi‡Z
cÖ‡e‡ki mgq hv‡Z gy‡L gv¯‹ cwiwnZ Ae¯’vq _v‡K †mwU wbwðZ Kiv
(hw` Kv‡iv gv¯‹ bv _v‡K ev c‡o Avm‡Z fz‡j hvq, d¨v±wii g~j
cÖ‡ekc‡_ Zv‡K gv¯‹ mieivn Kiv)
Making sure that every employee and visitor entering into the
premises puts on mask (provide mask at the main entry if
someone doesn’t have or forgets to bring)

hw` †Kvb kÖwgK, Kg©KZ©v-Kg©Pvix Zvi e¨eüZ gv¯‹ cwieZ©b K‡i
bZzb gv¯‹ wb‡Z Pvb, Zvn‡j Zvi e¨eüZ gv¯‹wU Avjv`v gqjvi
Szuwo‡Z †dj‡Z n‡e
Collecting the used mask in separate waste bin if anyone
wishes to change to get a new one

kªwgK‡`i Rb¨ e¨w³MZ wbivcËv mvgMÖx (wc wc B)

Personal Protective Equipment (PPE) for Workers

†hme kÖwgK, Kg©KZ©v-Kg©Pvix gv¯‹ cwieZ©b Ki‡Z Pvb, ev hv‡K
†gBb †M‡U gv¯‹ †`Iqv nqwb, A_ev gv¯‹ Avb‡Z fz‡j †M‡Qb,
Zv‡`i‡K gv¯‹ mieivn Kiv
Providing mask to the employee who wants to change/has not
been given at the main entry though he/she forgot to bring)

hw` †KD Zvi e¨enviK…Z gv¯‹ Ges Møvfm& cwieZ©b K‡i bZzb gv¯‹
ev Møvfm& wb‡Z Pvb Zvn‡j Zvi e¨eüZ gv¯‹ ev Møvfm& Avjv`v
XvKbvhy³ gqjv †djvi Suzwo‡Z †djv Collecting the used mask and
gloves in separate waste bin if anyone wishes to change to get
a new one

Courtesy

mKj kÖwgK, Kg©KZ©v-Kg©Pvix hv‡Z gv¯‹ e¨envi K‡ib †mwU wbwðZ Kivi
D‡Ï‡k¨ I‡qj‡dqvi wUg Ges cÖ‡Z¨K †d¬v‡ii †cÖvWvKkb wU‡gi m`m¨e„›`
wbqwgZfv‡e ch©‡eÿY Ki‡eb Monitoring by the welfare team and
production team of respective floor and supporting by medical
team to check that all employees are using mask

mKj †gwW‡Kj Awdmvi‡K h_vchy³ e¨w³MZ myiÿv mvgMÖx (wcwcB)
mieivn Kiv
Providing appropriate PPE to all the medical staff

†hmKj Kg©Pvix wbivcËvi Kv‡R wb‡qvwRZ Av‡Qb (†hgb wmwKDwiwU wUg), hviv kix‡ii ZvcgvÎv cixÿv K‡ib (†hgb†gwW‡Kj wUg), hviv nvZ †avqvi welqwU wbwðZ K‡ib (†hgbg¨v‡bR‡g›U wUg), hviv kÖwgK‡`i mvwie×fv‡e _vKvi welqwU wbqš¿Y
K‡ib (†hgb- wmwKDwiwU wUg), hviv Uq‡jU I †d¬vi cwi¯‹vi K‡ib
(†hgb-wK¬bvi I myBcvi), Zv‡`i †hb h_vh_ e¨w³MZ myiÿv mvgMÖx
(wcwcB) _v‡K, †mwU wbwðZ Kiv
Making sure the employees who are assigned with enabling
access (i.e. security team), checking body temperature (i.e.
medical team), ensuring hand wash (i.e. management team),
managing que (i.e. security team), cleaning toilets and floor (i.e.
cleaner and sweeper) has the appropriate PPE

jvBb g¨vb‡Rg‡›U (myBs/wdwbwks/KvwUs)
Line Management (Sewing/Finishing/Cutting

Kg©‡ÿ‡Î wbw`©ó cwigvY mvgvwRK `~iZ¡ wbwðZ Kiv †hgb - myBs
†mKkb I wdwbwks †mKkb*
Ensuring adequate distancing of workstations i.e. in sewing
floors and finishing floors*

Courtesy

jvBb g¨v‡bRvi I mycvifvBRviMY KZ…©K kÖwgK‡`i‡K mvgvwRK
`~iZ¡ eRvq ivLvi w`K wb‡`©kbv cÖ`vb Kiv Line
managers/supervisors are guiding workers to maintain distance

Uq‡jU
Toilets

memgq Uq‡j‡U nvZ †avqvi cÖ‡qvRbxq mvgMÖx wbwðZ Kiv Ges
evievi nvZ †avqvi wel‡q Drmvn cÖ`vb Kiv
Ensuring hand wash items in all the toilets always and
encouraging to wash hands very frequently

wbqwgZ RxevYybvkK w`‡q Uq‡jU cwi®‹vi Kivi e¨e¯’v Kiv (m¤¢e
n‡j cÖwZ N›Uvq GKevi)
Cleaning of toilets with disinfect regularly (if possible once in
each our)

Uq‡j‡U mievinK…Z m¨v‡Ûj wbqwgZ cwi®‹vi Kiv
Cleaning of sandals provided in the toilets regularly

mevi hv‡Z GKB †Zvqv‡j e¨envi Ki‡Z bv nq †mKvi‡Y nvZ †gvQvi
Rb¨ wUmy¨‡ccvi A_ev nvZ ïKv‡bvi Rb¨ Wªvqvi †gwk†bi e¨e¯’v
Kiv
Keeping provision such as hand tissue or dryer in toilets to
avoid using common towels

cvbxq Rj/ Lvevi cvwb
Drinking Water

cvwb cv‡bi ¯’vb I cvwbi Kj¸‡jv wbqwgZ cwi®‹vi I RxevYygy³ Kiv

Courtesy

Drinking water stations and taps are disinfected and cleaned
regularly

kÖwgK‡`i cvwb cvb Kivi Rb¨ cwi®‹vi I Lvwj †evZj Avbvi AbygwZ
I cÖ‡qvRbxq wb‡`©kbv cÖ`vb Kivi welqwU wbwðZ Kiv
Make sure workers are allowed and requested to bring clean
and empty bottle for drinking safe water

cvwb †bqvi mgq cvwbi †evZj mivmwi K‡ji ms¯ú‡k© hv‡Z bv
Av‡m Gwel‡q kÖwgK‡`i‡K m‡PZb Kiv
Aware workers so that they avoid direct contact of their water
bottle with the water tape or dispenser

K¨vw›Ub I WvBwbs
Canteen and Dining

mvgvwRK `~iZ¡ wbwðZ Kivi j‡ÿ¨ Avmb e¨e¯’vi cybwe©b¨vm Kiv
Rearrangement of sitting to ensure physical distancing

K¨vw›Ub I WvBwbs-G cÖ‡qvRbxq mZK©Zvg~jK e¨e¯’v MÖnY Kiv
(mvgvwRK `~iZ¦ eRvq ivLvi Rb¨ emvi ¯’vb wPwýZKiYmn `ycy‡ii
Lvev‡ii wfbœ wfbœ mgqm~Pxi ZvwjKv cÖ`vb)
Take necessary precussions in canteen and dining (including
marking for social distance and scheduling of lunch time)

Lvevi cvwbi Kj I nvZ †avqvi RvqMvq mvgvwRK `~iZ¡ wbwðZ Kiv
Ensure physical distancing in the drinking water fountain and
wash stations

Courtesy

AwZwi³ fxo Gov‡Z wfbœ wfbœ `‡ji wfbœ wfbœ weiwZi mgq wbw`©ó
K‡i †`Iqv
Multiple scattered breaks to reduce people flocking for breaks

`k©bv_x© e¨e¯’vcbv
Visitor Management

†KvwfW-19 mgqKv‡j cwi`k©b bxwZgvjv /cÖ‡qvRbxq
wewawb‡la/w`K-wb‡`©wkKv _vKv
Visiting policy/restriction/guideline during COVID-19
outbreak

d¨v±wi‡Z cÖ‡e‡ki mgq `k©bv_x©‡`i kix‡ii ZvcgvÎv cixÿv Kiv
Checking of body temperature of all visitors during entry

kix‡ii ZvcgvÎv ¯^vfvweK Gi †P‡q †ewk cvIqv †M‡j mswkøó e¨w³i
d¨v±wi‡Z cÖ‡e‡ki †ÿ‡Î wb‡lavÁv Av‡ivc Kiv
Denying access of the visitors if the body temperature
found beyond normal range

mvgwqK kÖwgK/ wbg©vY kÖwgK Ges ˆ`wbK Pzw³wfwËK Ab¨vb¨
kÖwgK‡`i d¨v±wi‡Z cÖ‡e‡ki †ÿ‡Î cÖ‡qvRbxq wewawb‡la Av‡ivc I
myiÿvg~jK e¨e¯’v †bIqv
Restriction/safety measures for casual/construction workers
and other daily workers in the premise

cY¨`ªe¨ I DcKiYmg~‡ni cwienb
Transportation of Goods and Materials

Courtesy

WªvBfvi Ges gvj IVvbvgvi (†jvWvi) Kv‡R hviv wb‡qvwRZ Av‡Qb
Zv‡`i g‡a¨ †KvwfW-19 wel‡q m‡PZbZv e„w× Kiv
Raise awareness among drivers and porters on COVID - 19

WªvBfvi Ges gvj IVvbvgvi Kv‡R wb‡qvwRZ†`i (†jvWvi) Rb¨
hv_vh_ e¨w³MZ myiÿv mvgMÖx (wcwcB) wbwðZ Kiv
Making sure drivers and porters have adequate PPE

`vßwiK Kv‡R hvZvqv‡Zi mgq we‡kl K‡i cY¨ cwien‡bi mgq
WªvBfvi Ges gvj IVvbvgvi Kv‡R wb‡qvwRZiv (†jvWvi) hv‡Z
mvgvwRK `~iZ¡ eRvq iv‡L †mwU wbwðZ Kiv
Making sure drivers and porters are maintaining social distance
while traveling for official reason especially during
transportation of goods

†jvwWs Gwiqvq Avmvi c~‡e© cY¨enbKvix K‡›UBbvi RxevYygy³ Kiv
Disinfection of goods containers prior to arrival to the loading
area

kÖwgK/Kg©Pvix‡`i Rb¨ hvbevn‡bi e¨e¯’v
Transportation of Workers/Staff

hvÎx‡`i msL¨v hvbevn‡bi aviY ÿgZvi 50% Gi †ewk n‡Z cvi‡e
bv Ges hvÎx‡`i AvovAvwofv‡e/wbav©wiZ `~i‡Z¡ emvi e¨e¯’v Kiv|
Number of passengers in the vehicle should not exceeding 50%
of its capacity and using a zigzag sitting arrangement

Courtesy

cÖwZw`b hvÎv ïiæ Kivi Av‡M I c‡i mKj hvbevnb RxevYygy³
Ki‡Z n‡e we‡kl K‡i `iRv I Rvbvjvi nvZj Ges hvbevn‡bi
wfZ‡ii I evB‡ii †mBme RvqMv †hLv‡b mevB ¯úk© K‡i|
hvbevn‡b hvÎx _vKvKvjxb RxevYygy³KiY cÖwµqv eÜ ivLv|
Vehicles are sterilized every day, in particular doors, windows’
handles, and all points of contact from inside and outside prior
to each trip and after. Do not disinfect when passenger are on
the vehicle

WªvBfvi Ges †njcv‡ii †ÿ‡ÎI h_vh_ e¨w³MZ myiÿv mvgMÖx
(wcwcB) wbwðZ Kiv|
Making sure drivers and helpers have adequate PPE

cÖwZwU hvbevn‡b GKwU nvZ †avqvi mvgMÖx ev n¨vÛ m¨vwbUvBRvi †`Iqv|
Each vehicle provided with a hand-cleaning unit/sanitizer

†Kvb WªvBfvi ev †njcv‡ii g‡a¨ †KvwfW-19 Gi †Kvb DcmM©
cvIqv †M‡j ZvrÿwYKfv‡e Zvi ¯^v¯’¨ cixÿv Kiv
Instant health check-up for drivers and helpers if found with
any COVID-19 symptom

hw` m¤¢e nq WªvBfvi I †njcvi‡K wKQz w`‡bi Rb¨ Avjv`v _vKvi
e¨e¯’v Kiv
If possible arrange accommodation for drivers and helpers for a
time being

PvBì †Kqvi
Day Care

Courtesy

kÖwgK‡`i evwo‡Z Zv‡`i wkky mšÍvb †`Lv‡kvbv Kivi †KD _vK‡j
d¨v±wi‡Z (PvBì †Kqvi) Avbvi cwie‡Z© evwo‡Z ivLvi e¨vcv‡i
DrmvwnZ Kiv|
Encouraging workers to keep their children at home instead of
bringing them to factory (child care) for a time being if they
have someone to take care of

kÖwgKiv hw` Zv‡`i wkï mšÍvb‡`i wkky w`evhZœ †K‡›`ª (PvBì †Kqvi)
Avb‡Z GKvšÍfv‡eB eva¨ nb, Zvn‡j Zv‡`i Rb¨ ch©vß myiÿv e¨e¯’vcbv
wbwðZ Kiv (†hgb - wkï cwiPh©vKvix‡`i e¨w³MZ myiÿv mvgMÖx (wcwcB)
cÖ`vb, wbqwgZfv‡e wkï Ges cwiPh©vKvix‡`i ¯^v¯’¨ cixÿv Kiv Ges wkky
w`evhZœ †K‡›`ª (PvBì †Kqvi †m›Uvi) hvZvqv‡Zi †ÿ‡Î wewa-wb‡la
Av‡ivc Kiv, BZ¨vw`)
Ensure adequate safety measures (i.e. providing PPE to the
caregivers, conducting regular health check-up for caregivers as
well as for babies, imposing restriction on visiting child care) if
still workers need to keep their children at child care

SzuwKMÖ¯Í `j
Vulnerable Groups

Mf©eZx Ges ¯Íb¨`vbKvix gv‡q‡`i AvcvZZt wKQz mg‡qi Rb¨
d¨v±wi †_‡K `~‡i ivLvi welqwU wbwðZ Kiv| cÖ‡qvRb n‡j Zv‡`i
QzwU evwo‡q †`Iqv
Ensure pregnant and lactating mothers are kept aloof from
factory for a time being (if require, by giving them extended
leave)

Courtesy

d¨v±wi‡Z Kg©iZ eq¯‹ kÖwgK Ges hv‡`i k^vmKó i‡q‡Q Zv‡`i Av‡M
†_‡KB kbv³ Kiv hv‡Z Zv‡`i †KvwfW-19 Gi SzuwK Kgv‡bvi j‡ÿ¨
we‡kl g‡bv‡hvM †`Iqv hvq (hw` m¤¢e nq Zv‡`i QzwU †`Iqv)
Track aged workers and workers with respiratory problems to
provide special attention to reduce risk regarding COVID–19 (if
possible, by giving them leave)

Ab¨vb¨
Others

d¨v±wi‡Z †i‡L wb‡R‡`i e¨env‡ii Rb¨ kÖwgK‡`i GK‡Rvov m¨v‡Ûj wb‡q
Avmvi wel‡q AbygwZ cÖ`vb Ges Aby‡iva Kiv
Make sure workers are allowed and requested to bring one pair
of sandals/footwear to keep and own use in factory

AvcvZZ: wKQzw`‡bi Rb¨ kÖwgK‡`i KviLvbvi Af¨šÍ‡i Kd/_yZz
†djvi Rb¨ web e¨envi eÜ Kiv Ges GRb¨ Uq‡jU e¨env‡i
DrmvwnZ Kiv
Avoid using spittoons inside the factory for a time being and
motivate workers to use toilet for spitting

cvb A_ev wPwe‡q †L‡Z nq - hv †_‡K Nb Nb Kd/_yZz †djvi
`iKvi n‡Z cv‡i GiKg `ªe¨ d¨v±wi‡Z hv‡Z †KD bv Av‡b †mwel‡q
kÖwgK-Kg©Pvix‡`i‡K m‡PZb Kiv
Aware workers not to bring betel leaves or any munching stuff
inside factory which requires frequent spitting

kªwgK‡`i h_vm¤¢e bM` †jb‡`b bv Kivi wel‡q Ges cÖwZevi UvKv-cqmv
¯úk© Kivi ci nvZ ay‡q †djvi Rb¨ DrmvwnZ Kiv

Courtesy

Encourage workers to avoid cash transactions as much as
possible and wash hands every time they are in contact with
hard cashes

d¨v±wii wfZ‡i hw` Lvev‡ii e¨e¯’v bv _v‡K Zvn‡j hviv kÖwgK‡`i Rb¨
Lv`¨ mieivn K‡ib Zviv †hb ¯^v¯’¨m¤§Z Lv`¨ mieivn K‡ib Ges
†KvwfW-19 msµvšÍ cwi”QbœZv, cÖ‡qvRbxq ¯^v¯’¨wewa I mZK©Zv †g‡b P‡jb
†mwU wbwðZ Kiv
Ensuring hygienic food supply for the workers by requesting
food vendors to sell food inside the factory by maintaining
cleanliness and precautionary measure regarding COVID–19 (if
possible) if there is no in-house food arrangement

ঘ. K‡ivbvq AvµvšÍ Ges K‡ivbv n‡q‡Q Ggb m‡›`‡ni g‡a¨ Av‡Qb
Zv‡`i Rb¨ cÖ‡qvRbxq e¨e¯’vcbv
D. Arrangements for Suspected and Confirmed COVID – 19
Cases

†KvwfW-19 msµvšÍ Riæwi †h‡Kvb cwiw¯’wZ we‡kl K‡i †KD hw`
K‡ivbvq AvµvšÍ A_ev K‡ivbv n‡q‡Q Ggb m‡›`‡ni g‡a¨ Av‡Qb
Zv‡`i welq¸wj Kxfv‡e †gvKv‡ejv Kiv n‡e Gwel‡q GKwU
cwiPvjb c×wZ ‰Zwi Kiv (cÖ‡UvKj/Standard Operating
Procedure (SOP))
Developing a SOP/protocol on how to deal any emergency
related to COVID-19 especially suspected/infected worker

K‡ivbvq AvµvšÍ A_ev K‡ivbv n‡q‡Q Ggb m‡›`‡ni g‡a¨ Av‡Qb
Zv‡`i welq¸wj e¨e¯’vcbvi Rb¨ ch©vß cwigvb DcKiY
(AvB‡mv‡jkb Kÿ**, nvmcvZv‡j †bIqvi Rb¨ Riæwi cwienb
e¨e¯’v) _vK‡Z n‡e

Courtesy

Arranging adequate logistics (an isolation room**, bed, vehicle
for transportation to hospital) for dealing with any
suspected/infected case

hw` kix‡ii ZvcgvÎv ¯^vfvwe‡Ki †P‡q †ewk _v‡K A_ev K‡ivbvi
†Kvb DcmM© †`Lv †`q Zvn‡j Zv‡K AwZmË¡i QzwU w`‡q evB‡i _vKvi
e¨e¯’v K‡i †`Iqv
Sending away immediately with leave if the body temperature
is found higher/ any COVID-19 symptom observed

d¨v±wi‡Z †KvwfW-19 msµvšÍ RvZxq †ní jvB‡bi b¤^iMywj Uvw½‡q
†`Iqv Ges RvZxq †ní jvBb †_‡K Kxfv‡e mnvqZv PvB‡Z nq
Gwel‡q kÖwgK‡`i‡K AeMZ Kiv
Posting of national helpline in the factory and make workers
know about the helpline to seek support.

kÖwgK‡`i Kv‡iv cwiev‡i †KvwfW-19 G AvµvšÍ n‡j A_ev AvµvšÍ
n‡q‡Q e‡j m‡›`n Kiv n‡j Gwel‡q KZ…©cÿ‡K Rvbv‡bvi Rb¨
DrmvwnZ Kiv
Motivate workers to share if they have suspected/infected
COVID–19 patient in their home

hw` †Kvb GjvKv jKWvDb Ae¯’vq _v‡K A_ev †Kvb kÖwgK‡K
AvB‡mvjk‡b ivLv nq ZLb mswkøó kÖwgK‡K h_vh_ hZœ †bIqvi
e¨vcv‡i cÖ‡qvRbxq e¨e¯’v (Support system) ivLv
Support system to make sure workers are taken care of if the
area are shutdown or worker in isolation

Courtesy

we.`ª: Kv‡Ri RvqMvi `~iZ¡ eRvq ivLvi Rb¨ IqvK©‡÷k‡bi cybw©eb¨vm Kiv, GKB ai‡bi KvR †_‡K kÖwgK msL¨v Kwg‡q †bIqv (D`vniYmiƒc- †hLv‡b QqwU wms‡Mj wb‡Wj
Acv‡ikb Av‡Q †mLv‡b wZbwU mwi‡q evwK¸‡jv bZzb K‡i mvRv‡bv)|
**AvB‡mv‡jkb Kÿ Aek¨B wPwKrmv †K›`ª, †cÖvWvKk‡bi RvqMv ev †hme RvqMvq gvby‡li Avbv‡Mvbv †ewk †mme RvqMv †_‡K `~‡i ¯’vcb Ki‡Z n‡e Ges Aek¨B Riæwi
Ae¯’vq G¨v¤^y‡jbm&ÕGi gva¨‡g K‡ivbvq AvµvšÍ e¨w³‡K nvmcvZv‡j ¯’vbvšÍ‡ii e¨e¯’v _vK‡Z n‡e|

Translated by Ethical Trading Initiative from the Self-assessment Checklist prepared by Better Work Bangladesh (BWB)

Courtesy

