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This document contains the following attachments: 
1) Information posters 
2) Self-declaration for internal subjects 
3) Self-declaration for external parties 
4) The spread of the Covid-19 virus in the workplace 
 
 
PREMISE 
The period of health emergency related to the Covid-19 virus pandemic has led to the need to take 
important containment actions which require, among other things, the temporary suspension of 
numerous production activities. The containment measures that have affected the world of work 
have become necessary to reduce the opportunities for social contact both for the general 
population, but also for the intrinsic characteristics of the work activity due to the risk of 
contagion. For these reasons, it is necessary to adopt gradual and adequate measures in order to 
allow a gradual return to work, guaranteeing adequate levels of protection of the health and safety 
of all workers. The continuation of production activities must in fact necessarily take place in the 
presence of conditions that ensure adequate levels of protection for the people working. The 
primary objective will be to combine the continuation of production activities with guarantees of 
health and safety conditions both in the workplace and across working methods. 
 
This document takes into account the various provisions issued by the Government, including the 
Decree of the President of the Council of Ministers of 26 April 2020, of the update of the shared 
protocol regulating measures to combat and contain the spread of the Covid-19 virus in the 
workplace from 24 April 2020, as well as the indications of the Ministry of Health, containing 
guidelines for the adoption of anti-contagion security measures, to be put in place in the 
workplace, in relation to the different characteristics of various production and service realities. 
 
OBJECTIVE OF THE PROTOCOL 
MF Ingegneria has drawn up this document with the aim of providing Employers with an 
operational tool, accompanied by the information addressed to the people involved in work, for 
the adoption of all health prevention and protection measures, with specific reference to the risks 
caused by the Covid-19 pandemic. 
 
REGULATORY FRAMEWORK 
This document outlines the correct actions and procedures that each Employer must implement in 
the workplaces available to them. The content of the document was based on the provisions of the 
last shared Protocol of 24/04/2020, which updated the previous one of 14 March 2020, as well as 
taking into account all legal provisions issued on the subject and still in force. 
 
 
1 - INFORMATION 
 



The company will inform all workers and anyone entering the company premises about the safety 
provisions, delivering and/or displaying appropriate information and posters at the entrance and 
around the most visible places of the company premises (Annex 1). The company will provide 
adequate information centred around specific job and work contexts, with particular reference to 
the set of measures adopted which the staff must comply with - in particular on the correct use of 
PPE to help prevent the spread of contagion in any possible form. 
The company also informs its employees and/or its collaborators in any capacity about: 
 
A) the obligation to comply with the provisions set out in Annex 1 of the Decree of the President of 
the Council of Ministers of 8 March 2020, namely: 
 
1. Wash your hands often especially with hydro-alcoholic solutions; 
2. Avoid close contact with people suffering from acute respiratory infections; 
3. Avoid hugs and handshakes; 
4. Maintenance, in a social contact context, of an interpersonal distance of at least one meter; 
5. Respiratory hygiene (sneezing and/or coughing into a handkerchief and/or avoiding hand 
contact with respiratory secretions); 
6. Avoid the mixed use of bottles and glasses; 
7. Do not touch your eyes, nose and mouth with your hands; 
8. Cover your mouth and nose if you sneeze or cough; 
9. Do not take antiviral drugs and antibiotics unless prescribed by the doctor; 
10. Clean surfaces with chlorine or alcohol based disinfectants; 
 
B) The obligation to stay at home in case of fever (over 37.5 °) or other flu symptoms, to call your 
general practitioner, the emergency medical service or regional health numbers or the health 
authority (public utility number 24h Ministry of Health: 1500; Lazio Region toll-free number: 
800.118.800) and to immediately notify the employer (See Annex 1 - What to do in case of 
doubts); 
C) The awareness and acceptance of the fact of not being able to enter in or to remain on company 
premises and of having to declare it promptly where, even after entry, dangerous conditions exist 
(symptoms of flu, temperature, coming from an at risk zone or contact with people positive for the 
virus in the previous 14 days, etc.); 
 
D) The commitment to comply with all the provisions of the Authorities and the Employer in 
accessing the company premises (in particular, keep a safe distance, observe the rules of hand 
hygiene and behave correctly in terms of hygiene) 
E) The commitment to promptly and responsibly inform the Employer of the presence of any flu 
symptoms during the performance of one’s work, taking care to remain at an adequate distance 
from the people present. 
 
 
2 - ENTERING COMPANY PREMISES 
 
If deemed necessary, staff may be subjected to body temperature screening before entering the 
workplace. If a temperature is higher than 37.5 ° access to the workplace will not be allowed. 
Persons in this condition, in compliance with the indications on privacy (see Note 1 at the end of 
the document), will be subjected to the following protocol: 
1. They will be temporarily isolated and equipped with PPE (masks); 



2. They must not go to an emergency room and/or the infirmaries of the workplace, but must 
contact their doctor as soon as possible and follow their instructions; 
3. The employer will take note of any employees or suppliers/consultants who have come into 
contact with potentially infected personnel, and inform the competent authorities. 
 
 
Each worker within the company, on first entering into their office after a period of closure, must 
sign a specific declaration with an assumption of responsibility, guaranteeing that they have not 
had Covid-19 contact in the 14 days prior to entering the company premises, in compliance with 
the current privacy regulations (see Note 1 at the end of the document). (Annex 2 - Self-
declaration for internal subjects) 
 
In conformity with entry and/or exit times, it is necessary to maintain a social distance spacing of 
at least 1 meter, avoiding contact as much as possible in high traffic areas (entrances, common 
areas) and avoid simultaneous entering or exiting. For this purpose it is advisable that the company 
provides staggered entry and exit times. Hand hygiene detergents marked with specific indications 
must also be made available as well as instructions for proper hygiene must be made available in 
accordance with the provisions of the Ministry of Health. 
The entry into the premises of workers who have already tested positive for the Covid-19 virus 
must be preceded by a prior communication citing medical certification of the resulting "negative" 
swab in the manner provided for and issued by the competent department of disease prevention. 
 
 
3 – FOR SUPPLIERS, WORKERS AND EXTERNAL CUSTOMERS ENTERING COMPANY PREMISES 
 
For the access of external suppliers, workers and customers, it is necessary to identify entry, transit 
and exit procedures, using predefined methods, routes and timing, in order to reduce 
opportunities for contact with all staff present in the departments/offices involved. Each external 
visitor to the company will sign a specific declaration with an assumption of responsibility, 
guaranteeing that they have not had Covid-19 contacts in the 14 days prior to entering the 
company premises, and in compliance with all privacy regulations in force (see Note 1 at the end of 
the document) (Annex 3 - Self-declaration for external parties). Moreover: 
1. Access to offices & workspaces by personnel unrelated to the work in hand is not allowed. 
2. It is advisable to identify specific toilets for staff other than internal personnel, where possible in 
relation to the premises characteristics and facilities at hand. 
3. Access to visitors must be reduced as far as possible. 
4. In the case of workers employed by third-party companies operating on the same production 
site (e.g. maintenance workers, suppliers, cleaners or security staff) who test positive for COVID-
19, the contractor must immediately inform their client and both must collaborate with the health 
authority in providing useful information for identifying any close contacts. For this purpose, this 
document should be sent by the Employer to the various usual suppliers (cleaners, maintenance 
workers, etc.). 
 
 
4 - CLEANING AND SANITISATION 
 
For the purposes of protecting the health and safety of its employees, the Employer must ensure 
the daily cleaning and periodic sanitation of premises, work environments, workstations, 
equipment as well as all common and leisure areas. It is advisable to guarantee at least two 



cleaning and sanitising cycles (at the beginning and at end of the day) both in offices and in all the 
various production departments (Annex 4). In doing this, it is necessary to pay particular attention 
to all work equipment which could easily prove to be a vehicle for the spread of the virus such as: 
keyboards, touch screens and computer mice widely used in work activities. Particular attention 
must be taken in the repeated periodic cleaning and sanitising of door handles and toilet 
furnishings. Agreements with any external parties in charge of cleaning activities should be 
updated in order to make cleaning and sanitising practices unequivocal, with both regard to 
cleaning cycles and any products used. It is also appropriate that these practices are regularly 
recorded/noted, in order to be able to verify their being done. 
It is also important to ensure the frequent and adequate ventilation of company premises and 
spaces. 
- In geographic areas with greater endemic exposure to the virus or in companies where suspected 
cases of Covid-19 have been recorded, and in addition to all normal cleaning activities, upon 
reopening it is necessary to provide an enhanced sanitation of all work environments, workstations 
and common areas. 
 
 
5 - PERSONAL HYGIENIC PRECAUTIONS 
 
It is essential that the people present on company grounds take all hygienic precautions, especially 
in relation to the hands (Annex 1 - How to wash your hands). 
The company will provide suitable hand cleaning means which will be accessible to all workers, 
thanks in part to specific dispensers placed at easily identifiable points. 
 
 
6 - PERSONAL PROTECTIVE EQUIPMENT 
 
The main preventive measure against the spread of the infection remains a spacing of at least 1m 
between people, and in case of a workplace where such spacing cannot be guaranteed, then the 
mandatory use of Personal Protective Equipment (PPE) such as masks is required. For these 
reasons: 
1. Masks must be used in accordance with the provisions of the World Health Organization 
guidelines. 
2. If the work being done requires working at an interpersonal distance of less than one meter and 
other organisational solutions are not possible, then the use of masks and other protective 
equipment (gloves, goggles, overalls, caps, gowns, etc …) is still necessary in relation to the 
different types of work or work phases. This is in compliance with the provisions of scientific and 
health authorities. 
3. All workers who share common areas are expected to use a surgical mask. 
 
 
7 – THE MANAGEMENT OF COMMON AREAS 
 
These are defined as canteens, smoking areas, changing rooms, leisure areas. Access to these 
places must be limited, and the following taken into account: 
1. The continuous ventilation of these spaces; 
2. A reduction of the time spent within these spaces; 
3. Maintaining a safe social distance of 1 meter between people occupying them. 
 



Periodic sanitation and daily cleaning of the aforementioned areas must be guaranteed in order to 
ensure suitable sanitary conditions. 
 
 
8 – COMPANY ORGANISATION 
 
With reference to Point 7 of the Decree of the President of the Council of Ministers of  11 March 
2020, and limited to the period of the COVID-19 emergency, the Company may: 
1. Order the closure of all departments other than production or, in any case, those which can be 
operated by smart working, or remotely; 
2. Proceed with a remodelling of all levels of production; 
3. Ensure a shift plan for employees of the production department with the aim of minimizing 
contact and creating independent, distinct and recognisable groups; 
4. Use smart working for all those activities that can be carried out at home or remotely 
 
Remote work will continue to be favoured even in a phase of progressive work reactivation as a 
useful and modular prevention tool, without prejudicing the needs for an employer to guarantee 
adequate conditions of support for a worker and their activity. 
Respect for social distancing is necessary, also via a remodelling of work spaces, and must be 
compatible with the nature of the production processes and company spaces. 
The working framework can be further redefined with differentiated hours that favour social 
distancing by reducing the number of simultaneous presences in a workplace and thus preventing 
gatherings at entries and exits with flexible schedules. 
It is also essential to avoid social gatherings in relation to travelling to a workplace and returning 
home, with particular reference to the use of public transport. To this end, the use of private 
vehicles should be encouraged. 
 
 
9 – THE MANAGEMENT OF EMPLOYEES’ ENTRY AND EXIT  
 
Staggered entry/exit times are favoured in order to avoid contact in common areas as much as 
possible. Where possible, it is necessary to create dedicated entrance and exit doors to these 
spaces as well as providing sanitizers and displaying posters promoting hand sanitizing.  
 
 
10 - INTERNAL MOVEMENTS, MEETINGS, INTERNAL EVENTS AND TRAINING 
 
A) Movements within company premises must be limited to their bare minimum and always in 
compliance with company guidelines. 
B) Face-to-Face meetings must be avoided, promoting instead remote distance methods. In the 
event that these meetings are urgent and/or necessary in character, and in the event that fulfilling 
this provision is impossible, then any necessary participation must be reduced to a minimum and, 
in all cases, subject to social distancing provisions as well as the adequate cleaning/ventilation of 
the spaces. 
C) All internal events and all classroom training activities are suspended and cancelled. Remote 
learning is recommended. 
 
 
11 – THE MANAGEMENT OF A PERSON ON COMPANY PREMISES WITH SYMPTOMS 



 
In the event that a person present on company premises develops a fever and shows symptoms of 
respiratory infection such as coughing, they must immediately report this to their employer and/or 
administrative office, and must then be isolated according to the provisions of the relevant health 
authority; the others present on the premises must be also isolated (See Annex 1 - What to do if in 
doubt). The company, in the person of the Employer, will immediately proceed to notify the 
competent health authorities and contact emergency numbers for Covid-19 provided by their 
Region or the Ministry of Health. The company will collaborate with health authorities to identify 
any "close contacts" of a person present in the company who has tested positive for Covid-19. This 
is in order to allow the authorities to apply all necessary and appropriate quarantine measures. 
During any period of investigation the company may ask any possible close contacts to leave the 
premises as a precaution, in accordance with indications from their Health Authority. At the time 
of their isolation, a worker must immediately be equipped with a surgical mask if one has not 
already been provided. 
 
 
12 - HEALTH & SAFETY MONITORING 
 
Periodic health & safety monitoring must be maintained, as it represents an extra measure of 
general prevention: because it can not only intercept possible cases and suspected symptoms of 
the infection, but it can add to the information and training that the competent doctor can provide 
to workers in order to avoid the spread of infection. This specialist doctor will alert a company to 
any particularly sensitive situation as well as reporting on employees current or previous 
pathologies, while the company ensures all is done correctly to protect their privacy. The specialist 
doctor may suggest the adoption of any diagnostic means deemed useful in order to contain the 
spread of the virus and protect the health of workers. 
When activities are resumed, this same expert should be involved in the identification of subjects 
with particularly delicate relevant situations and for the reintegration into work of subjects with 
previous Covid-19 infection. 
For the gradual reintegration of workers after a Covid-19 infection, the specialist doctor, upon 
presentation of a swab test negativization certification issued by the competent territorial 
prevention department, carries out a medical examination prior to the resumption of work, 
following a leave of absence for health reasons lasting more than sixty continuous days, in order to 
verify a person’s suitability for the job. (Legislative Decree 81/08 and subsequent amendments, art. 
41, paragraph 2 letter e-ter). 
 
 
13 - CONSTANT VERIFICATION OF APPLICATION AND COMPLIANCE TO ANTI-CONTAGION 
MEASURES 
 
In order to obtain feedback on the application and effectiveness of anti-contagion measures, and in 
relation to the size and characteristics of different work situations, the establishment of a 
Committee is envisaged, with the participation of company trade union representatives and the 
Representative for Workers’ Safety. By way of example, a possible configuration of this Committee 
could include the Employer, the Prevention and Protection Service Representative and the 
Representative for Workers’ Safety in charge of verifying and updating prevention procedures. In 
smaller companies it may be sufficient to appoint a single representative to perform this task or to 
delegate employees with the duty of verifying the effectiveness and application of necessary safety 
measures. 



 
 

- Note 1 
PRIVACY POLICY AND DATA PROCESSING 
 
The real-time detection of body temperature constitutes a processing of personal data and, 
therefore, must take place in accordance with the privacy regulations in force. To this end, the 
following is suggested: 
 
1. Do not record the data acquired when taking a temperature reading; 
 
2. Provide information on the processing of personal data. Please note that this information may 
omit information that the interested party already has and which can also be provided orally. As for 
the contents of said information, and with reference to the purpose of its usage, the prevention of 
contagion from Covid-19 may be indicated. In reference to a legal basis for this, the 
implementation of anti-contagion security protocols may be indicated in accordance with Art. 1, 
no. 7, lett. d) of the Decree of the President of the Council of Ministers of 11 March 2020 and with 
reference to the duration of any data retained, reference can be made to the duration of the state 
of emergency; 
 
3. Define adequate security and organisational measures to protect the data. To this end, please 
note that the data can only be collected exclusively for the purpose of preventing contagion from 
Covid-19 and must not be disseminated or communicated to third parties outside the specific 
regulatory provisions; 
 
4. In the event of temporary isolation due to a temperature exceeding 37.5°, measures must be in 
place guaranteeing the privacy and dignity of the employee. These guarantees must also be 
assured in the event of an employee communicating to the personnel office that they have had 
contacts with subjects who tested positive for Covid-19 outside of working hours, as well as in the 
case of the removal of an employee who develops fever and/or symptoms of respiratory infection 
during work and of the colleagues; 
 
Whenever should be needed a declaration certifying non-coming from areas at epidemiological 
risk as well as an absence of contact with those who have tested positive for Covid-19 within the 
last 14 days, we remind you to pay attention to the regulations on the collection of personal data, 
since acquisition of the declaration itself constitutes data processing. To this end, the above 
indications apply and it is specifically suggested to collect only necessary, adequate and pertinent 
data with respect to the prevention of Covid-19 contagion. For example, if you are requesting a 
statement about contacts with people who tested positive for Covid-19, you should refrain from 
requesting additional information about the person who tested positive. Or, if a declaration is 
requested on the origin of a person from areas at epidemiological risk, it is necessary to refrain 
from requesting additional information regarding particulars of these places. 


