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Damus Roofing Systems/Damus Building Solutions /Genpak divisions of General Packaging 

Limited (GPL) is committed to providing a safe and healthy workplace for all our employees, 

visitors and customers. To ensure we have as safe and healthy workplace, we have developed 

the following ñCOVID-19 Return to Work Safely Protocolò in response to the COVID-19 

pandemic.  

Our goal is to mitigate the potential for transmission of COVID-19 in our workplaces and 

communities, and that requires full cooperation amongst our employees, management, visitors, 

sub-contracted drivers, sub-contractors and customers. Only through this cooperative effort can 

we establish and maintain health and safety of everyone who can be potentially affected.  

GPL had incorporated all advice from the Ministry of Health, Security and Communications 

of Trinidad and Tobago for all employees returning to their workplace. The ñNew normal ñwill 

be implemented to fight and prevent spread against this COVID-19 pandemic. These protocols 

will be the future of improvements in the workplace to prevent Occupational Diseases. 
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Terms And Definitions  

Coronavirus- World Health Organisation defined it as, ñA novel coronavirus is a new 

coronavirus that has not been previously identified. The virus causing coronavirus disease 2019 

(COVID-19), is not the same as the coronaviruses that commonly circulate among humans and 

cause mild illness, like the common coldò 

Pandemic-An epidemic that has spread over several countries or continents, impacting people 

around the world. Pandemics typically happen when a new virus spreads easily among people 

whoðbecause the virus is new to themðhave little or no pre-existing immunity to it.  

Asymptomatic-Showing no symptoms of disease. A person infected with the virus can 

be asymptomatic because they are in an early stage of infection and symptoms have not yet 

developed (ñpre-symptomaticò), or they may not develop any symptoms at all during their 

infection. 

Social distancing-Measures taken to reduce person-to-person contact, with a goal to stop or 

slow down the spread of a contagious disease (Covid-19).  

Transmission-the virus spreads mainly from person-to-person contact, as well as when a 

person touches a virus contaminated surface or object and then touches the mouth, nose, or 

possibly eyes. 

Hand hygiene-Washing your hands with soap and water for at least 20 seconds is one of the 

most important steps to take to protect against COVID-19 and many other diseases. In cases 

where this is not bailable hand sanitizer with 70% alcohol content can be used for hand 

sanitation. 

Covid-19 Variants -ña variant is a version of the virus that has accumulated enough mutations to 

represent a separate branch on the family tree,ò says infectious disease expert Amesh A. Adalja, M.D., 

senior scholar at the Johns Hopkins Center for Health Security. 

Self-isolation-Also called self-quarantine. Separating yourself when youôre sick from healthy 

individuals to prevent spreading illness (2020 Rector and Visitors of the University of 

Virginia). 

Covid-19 Vaccine- a vaccine intended to provide acquired immunity against the coronavirus 

disease 2019 (COVID-19). 

https://www.cdc.gov/coronavirus/types.html
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/cloth-face-cover.html
https://www.centerforhealthsecurity.org/our-people/adalja/
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Fully Vaccinated-Two weeks after the second dose. Single- dose vaccine will qualify as 

fully vaccinated after two (2) weeks . 

 

Symptoms of the Coronavirus (COVID-19)  

The Ministry of Health of Trinidad and Tobago highlighted symptoms: 

¶  Fever  

¶ Coughing,  

¶ Sore Throat, and  

¶ In some cases, Acute diarrhoea. 

Symptoms in serious cases may include: 

¶ Pneumonia 

¶ Severe acute respiratory syndrome 

¶ Kidney failure 

If you experience any of these symptoms it does not mean that you have the virus, it can be 

caused by other illnesses or the individualôs health history. However, it is advised by the 

Ministry of Health to get tested to be sure that there is no relation to the COVID-19. 

The safety protocols have been divided into divisions as they vary in risks. Protocols are to be 

followed by management, employees, visitors, sub contracted drivers, customers and sub-

contractors in order to maintain a safe workplace and reduce the spread of infection. 

General Entry Workplace Protocols: 

1. All customers and visitors must get their temperature screened by the assigned screening 

officer. Another screening area at Customer Care representativeôs desk for customers 

and visitors entering into Point Lisas DBS store. Security guards at remote locations to 

screen employees and customers. Temperature readings above 37 Degrees Celsius will 

not be allowed to enter. A grace period of Ten (10) minutes will be advised and a 

rescreening will be conducted. Temperatures within the normal body temperature range 

will be allowed to enter. Customers readings above the accepted, will be advised to 

return or conduct business through non-contact communication. 
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2. Effective 1st November all vendors and transport contractors entering our compound 

must be fully vaccinated. Vaccination Cards must be on person when entering premises. 

3. Customers, drivers and visitors must present their names and contact numbers at the 

screening point. This information is kept for contract tracing purposes ONLY. 

4. All persons entering the premises which includes management, employees, customers, 

visitors and drivers must wash their hands with soap and water by the hand wash stations 

before carrying out any transactions or entering the office building or factory buildings. 

Soaping of hands should be at least 20 seconds, hand rub techniques posted by each 

hand wash station as guidelines. Customers or employees entering each department must 

sanitize their hands. 

 

5. Returning employees, drivers or customers must wash their hand before returning to 

work or before conducting business transactions. 

 

6. Customers, visitors, sub-contractors and drivers must wear FACE MASK before 

entering and at all times while on the premises. Persons who refuse to follow facemask 

protocols covering their nose, mouth and chin will be asked to leave the premises. 

Customers, visitors or employees who may be in need of a facemask before entering can 

simply inquire such information at the security booth, Receptionist desk or HSEQ dept. 

 

7. Employees must wear a face mask when entering the premises. Employees should wear 

a 2 or 3 layered cloth or disposable face mask or ANSI approved respiratory PPE and 

have on person at all times. The Ministry of Heath recommends to wear the FACE 

MASK but also advised that it does not stop the virus but can reduce the spread of the 

Coronavirus.  

General Safety Practices in the workplace for management, employees and customers  

1. Employees are responsible for the cleanliness of their own work space. The most touched 

surfaces such as desks, pens, telephone, keyboards etc should be cleaned on a daily basis. 

Sanitary and cleaning supplies are provided to each department for this purpose. 
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2. All Company drivers must keep inside assigned company vehicles clean and tidy. Cleaning 

and sanitation of most touched surfaces such as steering wheel door handle, radio nobs, 

seat belts and gear levers etc. 

 

3. Alcohol based Hand sanitizers (60%) to be utilized if soap and water is not accessible. 

There are several hand sanitisers stations at several areas on the premises. Dispensers are 

checked and restocked on a regular basis. Employees can replenish their items at the HSEQ 

dept. 

 

4. Washing of hands or hand sanitizing should be done: 

¶ Before and after eating food 

¶ Before and after treating a cut or wound 

¶ After using the toilet  

¶ After blowing your nose, coughing, or sneezing 

¶ After touching garbage 

¶ After touching  

¶ After handling of money 

¶ After handling of documents  

¶ After using fuel pump at gas stations  

¶ After collecting or delivering packages 

5. Sneezing and coughing mannerisms should be exercised. Use of a tissue paper or the crook 

of your elbow. Used tissue paper must be disposed in designated garbage bins located on 

the premises.  

 

6. Safety signage are displayed as guidance on COVID-19 safety practices, all signs must be 

observed and obeyed as it serves right of hazard communication, delivering safety 

information across the board. 

 

7. Social distancing must be followed and recommendations by the Ministry of Heath to stay 

6 ft apart of each person. Social gatherings will not be tolerated as this time.  

Maximum of person in areas on the compound: 

a. Only two (2) persons at a time in upstairs office kitchen while maintaining 

social distancing. 
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b. Only two (2) persons at a time in downstairs office kitchen while 

maintaining social distancing. 

c. Seven (7) persons in the conference room and training room while 

maintaining 6ft apart. 

d. Eight (8) persons in the factory lunch room while maintaining 6ft apart and 

wearing their facemask. 

e. Two (2) persons, if possible, per Roll form truck. 

f. Company vehicles 75% passengers.   

g. Two (2) customers in deliveries waiting room at a time. 

h. Two(persons) seated by the upstairs lunch table at a time. 

These restrictions will adjust to suit any revised legislations by the relevant Ministries of 

Trinidad and Tobago. 

8. Limitation of face-to-face interactions and meetings as reasonably possible. Employee 

education on COVID-19 and /or HSE information will be communicated through posters, 

memos on notice boards, emails and virtual meetings.     

 

9. Employee loitering is prohibited, most corridors are narrows which does not accommodate 

social distancing. Prevention of the spread of Covid-19 is taken very seriously. 

 

10. Wearing of mask will be exempted while at your desk ONLY. Moving to and from 

departments and physically communicating with employees, visitors, drivers or customers, 

face mask must be worn by all employees. 

 

11. Social gathering in factories and offices will not be allowed. Social distancing must be 

practiced when there are meetings. Factories are equipped with hand sanitizers, cloth and 

soap and water. 

 

12. Customer Loitering will not be allowed. This is to limit cross contamination and social 

gatherings. 

 

13. Factory employees must sanitize all calibration equipment, tools and machinery on a daily 

basis. 

 

14. All employees must have their employee ID on person at all times, in situations where you 

are wearing a facemask, your employee ID card secures your company identify. Field reps 
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and mobile reps must have ID card on person at all times. If cards are lost stolen or 

damaged, they are required to report to the HSEQ dept by email or telephone 678-9082. 

 

15. Close work stations will be arranged to accommodate social distancing as reasonably 

practicable. 

 

16. No sharing of stationery. Walk with your pens at all times if signing of any documents are 

required. 

 

17. No sharing of kitchen and eating utensils. All employees are required to use disposal 

utensils provided or their own from home. 

 

 

Mobile Reps/Mobile Truck Drivers /Contractors 

1. Supervisors are responsible to contact the HSEQ dept on the required PPE. Industrial jobs 

may require ANSI respiratory PPE. The HSEQ dept will have items in stock for such 

jobs. 

 

2. Mobile reps and truck drivers are advised to avoid stopping in crowded food outlets for 

their meals while on the road. Ministry of Health recommended to avoid fast food meals 

as they can become contaminated by an infected worker. 

 

3. Vehicles will be cleaned on a daily basis to ensure cleanliness. 

 

4. PPE such as gloves, face mask is provided and restocked accordingly. 

 

5. Hand sanitizers, soap and water are available for the drivers while on the road. Water 

refilled on a daily basis and soap is provided and restocked accordingly. 

 

6. Sanitisation of all tools and machinery to be done on a regular basis. 

 

7. Face mask must be worn at all times when interacting with employees and customers, in 

vehicles and project sites. 

 

8. Supervisors to contact the client before sending employees on site to obtain information 

on their procedures of COVID-19. Our customer care department contacts clients and 

conducts online questionnaire for this purpose. 
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9. Employees must be report to their supervisor if they observe any persons with flu like 

symptoms on the job site. 

 

10. Construction Supervisors and technicians to screen contractors on the jobsite. They must 

ensure subcontractors and their employees wear their facemask or face shield. If there are  

any persons that has flu-like symptoms must report to DRS and/or HSEQ dept and have 

the person leave the jobsite to complete a covid-19 test. 

 

 

Travelling  

1. Employees travelling on companiesô behalf and are returning to Trinidad, after isolation by 

the Ministry of Health, testing will be done using the non -contact temperature gun 

37C(Celsius) and monitoring of the employeeôs health while on the job to ensure no 

development of COVID-19 after isolation. 

Employee to customer Contact: 

1. Customers must sit as designated by seating arrangement in the receptionist area. The chairs 

are arranged to maintain social distancing. Five (5) customers maximum will be allowed in 

the receptionist area. 

2. The DBS Pt Lisas coffee area will be temporarily closed. Portable water will be available 

only. This is to limit customers from removing their mask long periods of time. 

3. Customers must follow all floor signage in cashier waiting lines.  

4. Customers are encouraged to conduct online orders and payments, to limit the physical 

contact at the DBS retail stores. 

5. All DBS retail stores, due to the small spaces. Only one (2) customer to be allowed at a 

time. 

6. Customers with flu like symptoms will not be allowed into the stores but will be encouraged 

to do online transactions or customer information taken via telephone or through other non-

contact communication. 

7. Employees handling packages will be supplied with all required PPE such as face mask 

and gloves etc. Gloves must be removed properly and disposed of in available bins and 

sanitizing or washing of hands after. 
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8. All contractors will be in the communication loop of COVID-19 updates and prevention 

protocols. Random health screening will be done on site, PPE inspections and citations if 

in any violation of this policy. 

9. Packages delivered must be sanitized using a sanitary wipes or aerosol spray before 

accepting and storing packages. 

10. Field and Mobile reps are advised once on a site and the client is coughing and sneezing 

excessively. You must inform your supervisor on the matter, he or she will advise you on 

the further steps to take.   

11. Field and Mobile reps should not lend stationery such as pens to customers. Cross 

contamination can occur. 

Custodian Cleaning 

1. Cleaning routines to increase the cleaning routine to ensure all touched areas around 

the compound such as door handles, handrails, water dispensers and gates. 

2. Cleaners are provided with all PPE to conduct the job safely. 

3. Cleaning agents used are employee friendly to avoid any illness or allergic reactions to 

chemicals. 

4. Ventilation by opening windows on a daily basis to promote clean airflow from and to 

the offices. 

5. Hand wash stations to be fully equipped with hand soap, hand sanitizer and paper 

towels. 

Plan for COVID -19 Employee Outbreak  

1. Any employee, customer or visitors that have a temperature above 37C(Celsius) will not 

be allowed entry into the premises nor be allowed to continue further with work. 

2. Any employee that becomes ill with symptoms related to COVID-19 must inform their 

supervisor on this matter immediately. 

3. Area will be cautioned off and sanitized. Custodian will be in full PPE for self-protection. 

4. A third party Service provider will be scheduled for professional sanitization of the area. 

5. The employee will be advised not to return to work, there will be no employee 

unnecessary interactions at this time. 
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6. They must self-isolate for fourteen (14) days and monitor their symptoms by staying 

away from family members, their workplace and community to avoid transmission of the 

virus.  

7. Contact your Health Centre in your area or the Ministry of Health Hotlines for further 

guidance and directives.  

8. Any security personnel who is ill  on the job, the same procedures will be followed. 

9. Any employee, customer, security personnel or visitors with flu like symptoms will not 

be allowed to stay on the compound.  

10. If any employee test positive for COVID-19, testing of all employees whom may have 

been in contact with the infected person will be conducted by the Health Officials. They 

too will be required to self-quarantine and monitor if they are experiencing symptoms. 

11. At this stage there can be community spread, this will then hinder job activities bringing it 

to a stop. 

 

Security Personnel  

1. All security personnel on all DBS/DRS premises appointed for duty must be fully 

vaccinated and also submit their immunization card to the DRS HSEQ dept.  

 

A Returning Covid-19 Positive Case & Contract Tracing  

1. To ensure that the employee is safe to return to his/her normal work duties. the employee 

will be required to provide proof of clearance from a private or public medical practitioner.  

2. An employee who has been in self-quarantine due to Primary, Secondary or Tertiary 

contract tracing will be required to provide proof of clearance from a private or public 

medical practitioner before returning to work. 

 

Covid-19 Vaccines   

1. WHO approved vaccines are not mandatory; however, employees are advised to take the 

vaccines available by the Ministry of Health of Trinidad and Tobago. The Vaccines are 
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observed as a way to promote a safer defence of Covid-19 in the workplace. Itôs a safer 

way to help build protection but does not mean you are 100% protected. All Covid-19 

protocols must be practiced by fully vaccinated employees, visitors and customers. 

 

New Employee Entry Requirements  

1. When vaccinations are available for anyone who wishes to be vaccinated can get a vaccine, 

we will require all new employees to be fully vaccinated. Discrimination against a person 

who is currently employed and elected not to be vaccinated will not be promoted. 

 

Disciplinary Actions for non-conformances  

1. All employees have a duty to take reasonable care for the health and safety of themselves 

and their colleges. Employees who violate COVID-19 policies will be faced with 

disciplinary actions on basis of their actions whilst following the Disciplinary actions steps 

outlines in (HSE-01-08)  
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Please use only legitimate websites to gain information and updates on COVID-19 

 

Please see a few links below: 

 

¶ Ministry of Health  
              http://www.health.gov.tt/sitepages/default.aspx?id=292 
 

¶ Ministry of Communication  
https://www.facebook.com/ministryofcommunicationstt/ 
 

¶ Centre for Disease Control and Prevention 
https://www.cdc.gov/coronavirus/2019-ncov/index.html 
https://www.cdc.gov/ 
 

¶ World Health Organisation 
https://www.who.int/emergencies/diseases/novel-coronavirus-2019 
 

¶ Occupational Safety and Health Authority and Agency  
https://osha.gov.tt/ 
 

  

http://www.health.gov.tt/sitepages/default.aspx?id=292
https://www.facebook.com/ministryofcommunicationstt/
https://www.cdc.gov/coronavirus/2019-ncov/index.html
https://www.cdc.gov/
https://www.who.int/emergencies/diseases/novel-coronavirus-2019
https://osha.gov.tt/
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COVID -19  

ATTACHMENTS  AND GUIDELINES  
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EMPLOYEE SCREENING FORM WILL BE USED TO RECORD ALL EMPLOYEE INFORMATION  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NAME  CONTACT NUMBER TIME TEMPERATURE REASON FOR VISIT 

     

     

     

     

     

     

     

 
Covid-19 Entry Screening /Contact Tracing  
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