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CORONAVIRUS MANAGEMENT AND PREVENTION GUIDELINES

Almaviva is committed to the execution of preventive actions to prevent the spread of
COVID-19 with our employees, suppliers, contractors, visitors, clients, and the
community in general; by maintaining adequate conditions in our facilities and always
protecting our human capital. Aware of the severity of the threat that affects us, we
have defined guidelines and implemented measures, which are detailed in this
document, to be fulfilled at our sites at the national level.

PURPOSE

To direct all internal and external staff on general biosecurity measures in the context
of the pandemic caused by novel coronavirus (COVID-19), to reduce the risk of
transmission during the advancement of all activities.

SCOPE
To establish general biosafety guidelines in the framework of the COVID-19 pandemic
to be observed at all company sites.

BACKGROUND

Coronaviruses (CoVs) are viruses which occasionally originate in different areas of the
world and cause acute respiratory infection (ARI), i.e., influenza-like symptoms, which
can be mild, moderate, or severe.

The novel Coronavirus (COVID-19) has been catalogued by the World Health
Organization as a public health emergency of international importance.

APPLICATION SCOPE
These guidelines must be applied and observed at all company sites in order to prevent
the spread of the virus.

DOCUMENTS ASSOCIATED WITH THE GUIDELINES.

Ministry of Health and Social Protection GIPG13 Guidelines for Preventive and
Mitigation Measures to Contain Acute Respiratory Infection from COVID-19 (GIPG13),
targeted at the 2020 general population.

REGULATIONS AND OTHER EXTERNAL DOCUMENTS

International Health Regulations — IHR 2005

Resolution 2400 of 1979 “establishing certain provisions on housing, hygiene, and
workplace safety”. Title V, Work Attire, Personal Protection Elements and
Equipment; articles.

Resolution 666 of 2020.
Resolution 223 of 2021.
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DEFINITIONS

Isolation: The separation of an individual or group known or presumed to be infected
with @ communicable and potentially infectious disease from those who are not
infected to prevent the spread of COVID-19.

Biosecurity: A set of preventive measures aimed at eliminating or minimizing
biological risk factor that may affect people’s health, environment, or life, ensuring that
the final development or product of such procedures does not threaten employee
health and safety.

Close contact: Means any contact within 2 meters or less between people during 15
or more minutes in the case of an area a confirmed or probable COVID-19 case and/or
direct contact with secretions from a probable or confirmed case while the patient is
considered infectious.

COVID-19: A new disease, caused by a novel coronavirus which had not been
previously observed in humans. The name of the disease was chosen following best
practices established by the World Health Organization (WHO) to name new infectious
diseases in humans.

Epidemiological surveillance: Means a health surveillance mechanism with the aim
of identifying any individual who has had direct contact with coronavirus-infected
individuals.

Disinfection: Means the destruction of microorganisms on a surface by chemical or
physical means.

Disinfectant: Means a germicide that inactivates virtually all recognized pathogenic
microorganisms, but not necessarily all microbial life forms, e.g., spores. This term
applies only to inanimate objects.

Hypochlorite: Means a disinfectant that is among the most commonly used. These
disinfectants have a rapid effect on a wide variety of microorganisms. They are most
appropriate for general disinfection. As this group of disinfectants corrodes metals and
produces bleaching effects, it is necessary to rinse any surfaces disinfected with this
product as soon as possible.

OBSERVED MEASURES:
e BIOSECURITY MEASURES
General measures.

Measures that have been shown to have the greatest effect for the containment of
virus transmission are the following:

e Hand washing
e Social distancing
e Proper use of personal protective equipment.

e Adequate ventilation
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OBSERVED MEASURES:
¢ REMOTE WORK

The Steering Committee conducted a review of positions, areas, and roles to determine
whether they could continue to work in person or remotely, guaranteeing the proper
provision services and complying with the Presidential Decree.

Regarding senior citizens, from the age of 60 years onward, and personnel with
diseases classified as critical (comorbidities), they were identified and directed to
preventive isolation.

A strategy of daily meetings via the “TEAMS” application was defined, including
Executive Committee members, process leaders, and employees, to remain in contact
regarding the activities conducted by the company.

Technological tools were available to enable any personnel assigned to work remotely
to perform their duties (email, TEAMS application), emphasizing information safety
instructions and standards on collaborative work tools.

e RECOMMENDATIONS FOR HOMES

Measures and recommendations for leaving and returning home were implemented
(use of face masks, changing clothes, hand washing, the use of antibacterial gel, and
the disinfection of elements).

If an individual lives with a high-risk person, they must maintain a distance of 2
meters, use a face mask, increase the home’s ventilation and, disinfect and clean
regularly. The hand washing procedure must be conducted at a minimum frequency of
3 hours, a procedure in which contact with soap must last a minimum of 20 - 30
seconds, and after contact with surfaces that may have been contaminated by another
individual (handles, handrails, locks, transportation), after using the restroom,
manipulating money, and before and after eating, using glycerin alcohol or disinfectant
gel (with an alcohol concentration greater than 60%) when soap and water are not
available.

e LOCATIVE MEASURES

Common and work areas for frequent hand washing were made available in
accordance with the recommendations of the Ministry of Health and Social Protection,
ensuring that hand washing, where contact with soap lasts a minimum of 20 - 30
seconds, occurs at least every 3 hours, as well as cleaning and disinfection with alcohol
by cleaning personnel, who guarantee, by mutual agreement, compliance with the
required guidelines. Likewise, antibacterial gel, disposable towels, and trash bins were
provided. Annex 1.

e MAINTENANCE AND DISINFECTION

Cleaning, daily disinfection, and spraying protocols on workstations, common areas,
and furniture were implemented.
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Quaternary ammonium (Timsen), a product which, at low concentrations, is effective in
attacking COVID-19, is not physically hazardous, is not associated with chronic health
risks, and, therefore, has minimal risk compared to other related products, is used. If
any individuals are present during the application of the product, it is recommended
that the product be managed at the lowest effective concentration possible (0.4%) to
prevent any adverse health effects. Annex 2.

e WORKTOOLS

Personal protective equipment, cleaning, and disinfection procedures were
implemented, which are directed to be done before the start of the work shift and at
the end thereof, as well as the cleaning of work tools, directing such tools be cleaned
with alcohol after use. Annex 3.

e PERSONAL PROTECTION EQUIPMENT AND BIOSAFETY SUPPLIES

Anti-fluid cloth face masks and protective face shields were provided, and 60% alcohol
concentration antibacterial gel, antibacterial soap, disposable towels, alcohol, and
thermometers will be provided monthly to sites, in order to ensure personnel well-
being. Annex 4.

e HANDLING OF SUPPLIES AND PRODUCTS.

Protocols for cleaning and disinfecting products when they are received from suppliers
and to be delivered to customers, ensuring the proper use of face masks, and
maintaining the minimum distance of 2 meters between the people who deliver the
product and those who receive it.

e HUMAN CAPITAL.

Flexible working hours were established for staff attending the facilities in person to
reduce the risk of internal, customer, or third-party infections, and to minimize the
movement and circulation of staff within the facilities. Annex 5.

e INTERACTION WITHIN THE FACILITIES.

Protocols of social distancing and interaction between collaborators were defined at the
time of training, guaranteeing a minimum distance of 2 meters.

Face-to-face meetings and agglomerations in common areas such as cafeterias (one
person per table), rest areas, and circulation areas were limited. Annex 5.

e INTERACTION IN DURING FOOD BREAKS.

Protocols for food consumption at regular and lunch breaks were defined, flexible food
and regular break schedules were established to avoid associate agglomerations in the
cafeteria areas, ensuring a minimum distance at the time of food consumption (one
person per table). Likewise, in food areas, supplies such as disposable towels and
alcohol are available to disinfect main contact surfaces after people consume food.
Annex 5.

e WORKPLACE ORGANIZATION ALTERNATIVES.
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Different entry and exit turns were implemented throughout the workday in order to
avoid employee crowds entering facilities, as well as in mass means of transport.
Likewise, a maximum number of staff per shift was also determined depending on the
conditions of the workplace for both administrative and operative personnel. In the
spaces defined for conducting face-to-face meetings, where required, capacities were
defined according to the area where the meeting will be held.

e INTERACTION WITH THIRD PARTIES (SUPPLIERS, CUSTOMERS,
PARTNERS, ETC.)

Interaction protocols were established where contact with third parties, suppliers,
customers, and visitors is required by observing biosecurity measures, ensuring the
proper use of face masks, maintaining a minimum distance of 2 meters between
individuals, and holding meetings at pre-determined locations to avoid crowds.
Payment was guaranteed to be made via electronic transfer to reduce the use of cash.

e TRAVEL TO AND FROM THE WORKPLACE.

Guidelines for the mobilization of workers were defined, workers were granted a letter
of exception for their transport, and schedules adjusted to easy and non-peak
transport hours were adopted. Transportation was offered for areas with difficult
transportation. The use of other means of transport such as bicycle, motorcycle, and
private car was encouraged in order to limit the use of mass means of transport.

e VEHICLE CLEANING AND DISINFECTION.

Vehicle (trucks) cleaning and disinfection protocols were defined by performing
cleaning with a disposable towel at the start of the operation, using 60% alcohol to
spray the board, buttons, handles, belts, shift lever, steering wheel, and all contact
surfaces in the cab.

Individuals were directed to occupy the vehicle leaving one empty seat in-between
(only 2 people per vehicle), avoiding overcrowding.

Drivers of vehicles transporting goods to and from workplaces should, when possible,
not be in contact with the outside, should they leave the cab for loading and unloading,
they must wear covers, gloves, and load and/or unload in safe spaces.

For the refueling process, once the vehicle has stopped, drivers must refrain from
leaving the vehicle and wait as long as possible for the fuel station personnel to refuel.

e ADEQUATE VENTILATION

Trying to always maintain a proper natural airflow in sites has been defined as a
general rule in all sites, especially in such enclosed spaces within the facilities with the
ease to keep doors and windows open, this together with the proper observance of 2-
meter social distancing.

To ensure that the above guidelines are properly observed, a periodic inspection was

established, which must be conducted at all sites, aiming to guarantee safe working
environments and to correct any identified violations (RHU 028).
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e COMMUNICATIONS PLAN.

Communications plans on a continuous basis were established, to disseminate
information on the various preventive measures for COVID-19 established by the
Ministry of Health and Social Protection.

The submission of reports to the Executive Committee, Board of Directors, Comptroller,
and Campaign Risk Committee surveying personnel on COVID-19 preventive measures
and outreach was adopted.

CAMPAIGN: BECAUSE WE LOVE LIFE, WE PROTECT OURSELVES WITH OUR
SOUL (PORQUE AMAMOS LA VIDA, NOS PROTEGEMOS CON EL ALMA)

Purpose:

v/ To raise awareness among Almaviva's associates of the importance of self-care
as one of the most effective ways to prevent the spread of Covid-19.

v/ To internalize the adoption of safe behavior, allowing associates to perform
their duties without any risk to their health.

v/ To strengthen the perception of solidarity and support among associates who,
due to their role, must be physically present at company facilities.

v/ To develop healthy practices among associates who, due to their role, were
assigned to work remotely.

v/ To strengthen the motivational factor, team awareness, and address the
challenges originating from the pandemic.

Aimed for:

v/ All company associates.

Communication Channels:

v/ E-mail: Sending at least 3 daily messages to all associates discussing the
following topics: (Self-care and safe work practices / Self-care and safe
practices at home and other social interaction spaces / Work and family life in
quarantine.

v/ Legal matters and government measures on the coronavirus affecting
associates.

v/ Posts on physical news boards: Printed, to be placed on physical news
boards at all sites. One or two per month.

v/ Phone Calls: Intended for site leaders and individuals responsible for
disseminating the information. Conducted on a weekly basis by associates in
the Human Resources and Workplace Health and Safety Departments. The call
surveys on the updates posted at the site, the situation of the associates
working there, and seeks to engage in commitment to the dissemination of the
campaign’s training content. Annex 6.

CAMPAIGN: TRANSPORTING SAFETY
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Purpose:

v/ To raise awareness among drivers and crew associates providing services for
Almaviva on the importance of self-care as one of the most effective ways to
prevent the spread of Covid-19.

v/ To internalize the adoption of safe behavior, allowing them to perform their
duties without any risk to their health or the health of Almaviva personnel.

Aimed for:

v/ Drivers under the modality of third parties providing services to Almaviva.
v/ Personnel of crews providing services at sites as third parties.

Communication Channels:

v WhatsApp Group: Creation of a WhatsApp group with drivers to disseminate
information related to self-care and prevention of the spread of coronavirus.
Daily sending of 3 messages (videos, information pieces).

Meetings:

v/ Performing a weekly meeting addressing the subject sent: Information
is sent every Monday to logistics and distribution managers at each site for
them to disseminate the material to drivers and crew. (Printing and delivery of
the information piece and explanation of its content).

v Phone Calls: Directed to site leaders, Logistics Managers, distribution
coordinators, and individuals responsible for disseminating the information.
Conducted on a weekly basis by associates in the Human Resources
department. The call aims to engage a commitment to the performance of such
meetings on the training contents of the campaign. Annex 7.

TRAINING

Purpose:
v/ To raise awareness among Almaviva's personnel of the importance of self-care
as one of the most effective ways to prevent the spread of Covid-19.
v/ To internalize the adoption of safe behaviors allowing them to perform their

duties without any risk to their health or the health of Almaviva personnel.
v/ To develop healthy practices among in-house associates.

Aimed for:
v/ All company associates.
Communication Channels:
v/ In-person and virtual: In association with Alfa ARL and the Workplace Health
and Safety Department, Almaviva staff were trained in the prevention of the

spread of Covid-19 and how to effectively use face masks and gloves. Annex
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8.

In addition to the above, within the main training topics defined by the company to be
executed with the staff are:

What is COVID-19 and how is it transmitted?

Preventive and self-care measures against COVID-19

Proper use of face covers

Hand washing

Recognition of symptoms

Procedure in case of symptoms, positive test result, or being in contact with a
confirmed or suspected case

e MONITORING THE HEALTH STATUS OF STAFF, PROVIDERS, CLIENTS,
AND PARTNERS (IN CASE OF CONTAGION).

Measures were implemented for the monitoring of employee health, taking their
temperature at the beginning and at the end of the workday, and the daily health
monitoring survey (RHU 018) was established, which must be completed before
entering the site, observing adequate data protection.

During guideline training and outreach, staff are instructed to, in case of any
symptoms, refrain from attending the work site. Instead, they must begin their
reporting process with their EPS so that the need of testing and/or isolation is
determined through a medical assessment.

All individuals entering sites, regardless of whether they are visitors, suppliers, or
contractors, must complete the health monitoring survey. Annex 9.

o DATABASES

An up-to-date database of employees and other personnel providing services in the
company was generated, observing the proper data protection standards. An employee
census was conducted to monitor workers living with people over 70 years old and/or
pre-existing comorbidities susceptible to the effects of COVID-19 infection or living with
people providing healthcare services.

A checklist to identify potential risks and establish the necessary operational controls
prior to the operation was prepared in conjunction with the ARL (Occupational Risk
Administrator). The biological risk factor from the transmission of COVID-19 was
included in the hazard matrix to determine when personnel are most exposed,
depending on their duties.

e RISK EVENTS MANAGEMENT.

Guidelines were defined for the treatment of people with symptoms, who had close
contact with presumed or confirmed cases, or who have been diagnosed with COVID-
19, in line with the provisions of the Ministry of Health and Social Protection. Annex
10.

All individuals who have symptoms, who have had close contact with a presumed or
confirmed case, or who have already received a positive test result, must immediately
inform their Superior, and the latter must, in turn, inform the Workplace Health and
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Safety Department, to enter such individual into the database and follow up.

Reporting from the employee to his/her respective EPS is implemented within this
guideline for the management of cases with symptoms.

In the event that an employee is tested for COVID-19, such employee must remain
isolated until he/she receives his/her tests results.

In the event of confirmed cases within personnel or a third parties related to the
company, in accordance with the guidelines provided by the Ministry of Health, the
following must be observed:

SCENARIO: Positive COVID-19 case at an administrative site

If a positive case of COVID-19 infection is confirmed in a partner in the administrative
areas, the following will be done:

v/ Following the guidelines issued by the EPS and/or the District or Department
Health Office.

v/ The Workplace Health and Safety Department will conduct the verification and
confirmation of employees with a history of direct or indirect contact with the
confirmed COVID-19 case and will notify the competent health authority to
validate and follow up on the population at risk of infection. The epidemiological
surveillance, Survey (UHR 029), will be conducted for close contacts, as defined
above.

v/ The Continuity Technical Committee will be engaged permanently until the end
of the crisis.

v/ The cleaning and sanitization protocol for the facility will be activated, as per
the times and guidelines issued by the Departmental or District Health Office,
using the supplier determined by the Purchasing Department.

v Remote work mechanisms will be activated for any necessary critical positions,

determined by department, to ensure the continuity of any administrative

activities required to support the operations.

If feasible, the Contingency Operating Center (COC) will be engaged.

Permits for remote application handling will be engaged as soon as possible,

due to the state of contingency.

v/ An Extraordinary Purchasing Committee will be held for the approval of any
required expenses.

NN

SCENARIO: Positive COVID-19 case at an operations site

If a positive case of COVID-19 infection is confirmed in a partner in one of the
operation sites, the following will be done:

v/ Following the guidelines issued by the EPS and/or the District or Departmental
Health Office.

v The Workplace Health and Safety Department will conduct the verification and
confirmation of employees with a history of direct or indirect contact with the
confirmed COVID-19 case and will notify the competent health authority to
validate and follow up on the population at risk of infection. The epidemiological
surveillance, Survey (UHR 029), will be conducted for close contacts, as defined
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above.
v The Continuity Technical Committee will be engaged permanently until the end
of the crisis.

v/ The facility cleaning and sanitation protocol will be engaged, according to the
times and guidelines provided by the Departmental or District Health Office.

v/ The possibility of procuring any required replacement personnel in the shortest

possible time or advancing operations at an alternative site for the continuity of

the operation will be discussed with the site’s clients, based on a previously

performed assessment.

If feasible, the Contingency Operating Center (COC) will be engaged.

Permits for remote application handling will be engaged as soon as possible,

due to the state of contingency.

NN

In both cases, for administrative and operational personnel, employees must submit to
the isolation period defined by their EPS and may return to the operation when they
are in good health (without symptoms) and have the corresponding Medical Clearance.
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Annexes

Annex 1. Summar and Punto del Aseo Company Cleaning Guidelines. (Attached
document)
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Almaviva

Annex 2. Timsen Spraying Data Sheet and Photos.

TIMSEN: Es un compuesto formulado de radicales
alquilicos y bencilicos, encapsulados en drea quelatada
(tipo G.RA.S.) en forma de perla seca, con elevada
actividad microbicida sobre todo tipo de bacterias,
hongos, virus y algas como se puede observar en la
siguiente tabla:

DATOS TECNICOS GENERALES DE TIMSEN

ACTIVIDAD

CONCENTRACION | DOSIS DE TIMSEN
(PPM) o e W e agun)

La configuracion estructural de TIMSEN es la siguiente:
UREAGRAS

CH.CH,

Donde R=(60% C,. 30%C.., 5% C.., 5% C.)
TIMSEN es un compuesto cuyos grupos lipofilico e
hidrofilico estan perfectamente orientados a las
interfases confiriendole al producto caracteristicas
Gnicas

Actiia en un amplio rango de pH comprendido entre 3-

No es corrosivo.

Actia en presencia de Materia Organica.

Efectivo en aguas duras en soluciones hasta 550 ppm
de carbonatado de calcio.

Efecto soluble, residual y suavizante

Permanece activo en un amplio rango de Temperatura
(121°C).

PROPIEDADES GENERALES:

El compuesto no es volatil y estd sustancialmente
desprovisto de olor, con ligero sabor amargo. Las
soluciones preparadas son incoloras, reteniendo el
sabor, el cual no es transmitido a los alimentos y
productos que entren en contacto con ellas.

TIMSEN reduce la tension superficial de las soluciones
en las que se utiliza, lo cual brinda una alta penetracion y
una excelente accion germicida

TIMSEN es un producto altamente estable, tanto en su
forma sélida como en soluciones, conservando sus
propiedades fisico-quimicas y su capacidad germicida
por periodos hasta de cinco afnos.

BIODEGRADABLE

= 10388 mgt

- _/‘/”:—

080 (mx

Tiomge dhes
FRGRGRA CURVA DF BODEGRADABLIOAD
UNIDAS LTDA -
Gctutre 24 ol 2080

49 DBOIDGO » 21 das o 2% y an consecuencis o prodecto os degradatie

MODO DE ACCION: Las soluciones de TIMSEN entran
en contacto con los microorganismos, causando la
anulacion de las cargas negativas existentes a su
alrededor y provocando

+Apertura incontrolada de los poros citop
« Perdida de elementos esenciales (Nitrogeno y Potasio).
+Ingreso de la cadenas de Carbono del radical Alquilo.

Los efectos anteriores causan la destruccion de la
membrana y del nicleo celular, asegurando la total
eliminacién del microorganismo, sin posibilidad de crear
resistencia al producto.

CONDICIONES DE USO: El producto es incompatible
con jabones aniénicos o sustancias de igual naturaleza
(Cl). Tales sustancias no deben mezclarse con el
producto y deben ser enjuagadas totalmente antes de
comenzar a utilizar TIMSEN. El producto no debe
aplicarse utilizando pafios u otras fibras textiles
humedecidas en la solucién

PROPIEDADES TOXICOLOGICAS:
TIMSEN no se absorbe a través de la piel, ni causa

sensibilizacién o irritacién de la misma. TIMSEN no
emana vapores ni gases txicos.

DOSIS LETAL 50 ORAL AGUDA ES LA SIGUIENTE

R

Aves New Hampshire
625

atas Blancas
9

Tomando como ejemplo el metabolismo de las ratas
blancas, éste es 7 veces mas répido que el del hombre;
por lotanto, la LD50 para el hombre seria de 3.675 mg/Kg
de peso corporal en su estado sélido.

CLASIFICACION TOXICOLOGICA IV
(Ligeramente toxico)

Annex 3. Photos of cleaning personnel protective equipment.
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Annex 4. List of personal protection equipment deliveries.
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Annex 5. Proper use of common areas (cafeteria) photos.
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Protocolo Bioseguridad

COVID - 19

Ingreso a Jornada de Capacitacion

Te invitamos a cumplir los siguientes lineamientos

% El uso de Tapabocas debe ser permanente y de manera correcta
cubriendo nariz y boca.

% Antes de ingresar a la sala de capacitacion dirijase al bafio y realice
el protocolo de lzvado de manos por un tiempo minime de 30 segundos

% Dirijase inmediatamente a la sala de capadtaddon y antes de
ingresar apliquese gel antibacterial

% En la sala de capadtacdion ubiquese guardando la distancia social entre
companeros y el formador Recuerde hacer uso del tapabocas de forma
permanente,

+ Transcurridas dos horas, debera cumplir con el protocolo de lavado
de manos y volver a ingresar a la sala para continuar con el proceso
formativo.

% Recuerde que por motivos de Bioseguridad no se permite consumir
alimentos en la sala de capacitacion (ni llevar, ni preparar) y el refrigerio
solo se podra consumir en los espacios definidos para ello (cafetenias)

4 Luego de terminada la sesion de capacitacion, utilice las toallas
desachables y el desinfectanta (zlcohol) para limpiar mesa, silla y equipo.

< Por el bienestar de los asistentes a la jornada, no se aceptara el
ingreso de personas adicionales a las citadas en cada sasicn,

+ Para la actividad formativa, se recomienda no compartir objetos
personales como esferos y libretas, cada persona deberd contar con sus
propios elementos.

iCuidate y Cuida de los tuyos!

A

PT-00(01-03/2021)

Almaviva

Protocolo para
consumo de alimentos
durante el descanso y

el almuerzo.

< En los tiempos de alimentacion, limitar el nimero de personas que realizan
la actividad de forma simultdnea para que se garantice la distancia minima
entre las mismas.

<+ Establecer turnos u horarios de alimentacién para evitar aglomeraciones.

+ Esta prohibido tomar los alimentos en zonas que no se encuentren disefiadas
para tal fin.

<+ Las personas de Summar y del Punto del Aseo asignadas a su sedes,
deben realizar la limpieza del area de cafeteria, incluyendo todos los elementos
que manipula el personal como son el panel de control del microondas,
cafeteras, termos, mesas, entre otros, con los liquidos desinfectantes y/o
jabones definidos en el protocolo de limpieza al iniciar y finalizar cada turno.

<+ Antes de tomar los alimentos, los colaboradores deben realizar el siguiente
protocolo:
- Lavar las manos con agua y jabon.
- Retirar el tapabocas.
- Lavar nuevamente las manos con agua y jabén.
- Disponer las mesas con una distancia entre las mismas

de 2 metros y colocar solamente una silla por mesa.

< Al finalizar el consumo de alimentos es necesario realizar el lavado de
manos con agua y jabdn y colocarse el tapabocas para retomar las labores.

< Esta prohibido realizar reuniones sociales dentro o al frente de las
instalaciones. Una vez finalice el almuerzo las personas deben permanecer con
la distancia social en todo momento y dirigirse rapidamente a su respectivo
puesto de trabajo para reiniciar sus labores puntualmente.

Estas medidas son de obligatorio cumplimiento y el
no acatarlas podra generar procesos disciplinarios

iPorque amamos la Vida,
nos protegemos con el Alma!

Gerencia de
Gestion Humana
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Annex 6. BECAUSE WE LOVE LIFE, WE PROTECT OURSELVES WITH OUR SOUL
(PORQUE AMAMOS LA VIDA, NOS PROTEGEMOS CON EL ALMA).

JCOMO SUPERAR

CON EXITO LA CURENTENA?

Evitar el estrés y aprovechar el tiempo es tener salud

=) A &) Tener contacto virtual con
esta en tus ﬂ Disciplina familia y amigos

iPor que amamos la Vida,
nos protegemos con el Almal!

Almaviva G

La salud
€ de todos | Minsalud

Ahade disciplina a tu dia dia, cumplir unas Mantener contacto con la familia y los amigos ayudaré
metas, levantarte temprano y bafiarte todos los a normalizar la situacién y evitard la sensacién de
dias, puede ayudar- Tener tiempos concretos, soledad- También crearé lasos de seguridad que pueden
definir tus horarios de trabajo y tu horario de ser de gran ayuda en momentos de crisis-

= &e ‘ descanso-Esto logrard evitar que generes ansiedad
1Necuey d g estrés:

Coronavirus COVID-19.

i Evitar la e .
sobreinfromacién Hacer ejercicio

Limita el tiempo o las veces que ves noticias en Hacer ejercicio puede ser la mejor forma de sacar la
redes sociales, y medios de comunicacién: Es energia da y mej el organismo- Ejercicios
bueno mantenerse informado, pero solo lo de meditacién o fisicos, pueden ayudarte a mantener
necesario para que no entremos en crisis y los el control y superar la cuarentena con tranquilidad-

nervios manejen la situacién-

! &Cuando lavarte
las manos?

T N - -
] S W S W iPorque amamos la Vida,
N 1 g - ; nos protegemos con el Alma!

iPorguie:amamos la Vida, |
nos protegerhos con elzAlmal ©- '
‘ i L F - @*\ e ‘@ @’)

circulares con tus ojos hacia 1a cat

s £t

la izquierda y la derecha.

mira hacia arriba y hacia abajo.

Si tu eres uno de los colaboradores que -~ —
debe laborar en esta época de cuarentena, ﬂ ﬂ @ & @
es importante que tengas presente las T2 -2 Sele Jes * 2 L

siguientes pautas de comportamiento. 33;;;:;3‘:;:,;‘1::2,'::3;; f,‘:;)'o‘sy,‘:{:
;

No saludes de Relaja tu cuello

mano ni de beso, E revisa que tu lugar ]
recuerda que hay lb : y herramientas de . Q a
otras formas de \  trabajo estén limpios. '—L\ ﬁ*\ |:/ . S ” Q

Todos los dias A o

saludar. ) ) =) ey
"""""""""""""""""""""""""""""""""" | I | nRnhn
Mantén la [ 3 [ ] Tomla el almuerzo Cruza ambas manos Giralentamentela  Inclina la cabeza hacia
distancia social — en el turno en que detras de tu cabeza, cabeza hacia la el lado derecho e
Gon tus compafieros, te mn—esponde' trata flexiona la cabeza hacia derecha e , qui que
A P a — d tarte sol el atrés y baja el mentdn a haciendo una pausa el oido toque tu hombro.
minimo 2 metros. e sentarte solo en tocar tu pecho. en el centro. Ayldate con la mano.

una mesa.

Lavate muy bien las
manos cada 3 horas. Si
estas en una sede de clima | 77T\
célido y realizas una / ' \

actividad que causa
excesiva transpiracion,

Evita en lo posible
hacer reuniones ° °
presenciales, M
si son necesarias solo I:ETPJ (' [ '} )
convoca a 5 personas 3 n 3 ' ) . w

2 3 2 1
manteniendo la distancia

b

hazlo cada dos horas. minima de dos metros. Enlazalas manos Llevaunbrazopor Cruzatusmanos Reposatu mano
H y lleva los brazos detras de la espalda detrasde la derecha sobre el
£ = 2 hacia arriba y atras. y con la ayuda del espalda y sibelas hombro izquierdo y
Piensa en tu familia, recuerda tu salud y la de D lLévab hacia el manteniendo la con la mano
z 2 . " ombro contrario. it ja t
ellos esta en juego. Cumplir estas medidas nos : e s Fechie

ayudard a mantener el coronavirus a raya. La iniciativa mas

importante es cuidarnos
Gerendia de
Gestion Humana Gerencia'de
Gestion Humana
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e aaa ” -
Tu itinerario de proteccion
Medios de transporte

Este procedimiento debes
realizarlo siempre que ==
vayas a transportarte m

en bicicleta

Lavate las manos y ponte
el tapabocas. Desinfecta los
elementos de proteccién
antes y después de cada uso.

Siempre desinfecta el
manubrio de tu bicicleta.
Tu casco es de uso personal,
no lo compartas con nadie.

QI!

Durante el trayecto, respeta

Medi

Tu itinerario de proteccion
ios de transporte

Este procedimiento debes
realizarlo siempre que
vayas a tomar una moto
para transportarte

Lavate las manos y ponte el
tapabocas antes de colocarte el casco.
Si usas guantes de proteccién para
conducir, desinféctalos antes y
después de cada uso.

Siempre que vayas a usar una
moto, desinfecta el timén, el sillin y el
casco. Tu casco es de uso personal, no
lo compartas con nadie.

Durante el trayecto, respeta las
sefiales de transito y mantén una

las sefiales de transitoy
mantén una distancia prudente
con los demds ciclistas.

distancia prudente con los demds
motociclistas y vehiculos.

P47

Cuando llegues a tu destino,
guarda tus elementos de

Cuando llegues a tu destino, guarda
el casco entre una bolsa protectora.
Mantén una distancia minima de 1 metro
con respecto a las demdas personas y

i) proteccién en una bolsa. Mantén lavate las manos.
= & una distancia minima de 1 metro con
- las demds personas y ldvate las manos.

Si vas a llevar a alguien como

pasajero, desinfecta el casco antes y
de que la persona lo use.

AsegUrate que se lave las manos.

Carga tu gel antibacterial y
aplicalo después de tocar alguna
superficie. Por ningin motivo te toques
la cara y cerciérate del uso correcto del
tapabocas cubriendo nariz y boca.

Carga tu gel antibacterial y aplicalo
después de tocar alguna superficie. Por
ningln motivo te togues la cara y (grclo'fale
Cuando salgas del trabajo dirigete a tu casa, evita ?:In'f:;o@ /e tapabochs cbxenda
exponerte innecesariamente yendo a otros lugares.
iRecuerda que la salud de tu
familla también depende de ti!

iPorque amamos la Vida, nos protegemos con el Alma!

Cuando salgas del trabajo dirigete a tu casa, evita
exponerte mnecesarlamen(e yendo a otros lugares.
iRecuerda que la salud de tu

famiha tamblén depende de ti!

Gerencla de
Gestion Humana

Gerencia de
Gestion Humana

Tu itinerario de proteccion
Medios de transporte

Este procedimiento debes realizarlo snempre
que vayas a tomar transporte publ
Antes de salir de tu casa,
lavate las manos y ponte m
tus elementos de proteccion
(tapabocas obligatorio) y
procura usar guantes,

En la estacién o en el

2 - e, paradero mantén una

] I' i distancia minima de 1
- metro con respecto a las

demds personas,

observas que el Transmilenio
© bus esth ruy leng, evialo.

Siempre que te subas al bus
o al Transmilenio ubicate
minimo a 1 metro de distancia
de los otros usuarios y observa
que se respete un zigzag en la
ocupacion de las sillas,

Ten a la mano tu gel antibacterial
personal y apiicalo después de tocar
alguna superficie en caso de que no
lleves guantes. En lo posible evita tocar
superficies en la estacion o en el bus.

Por ningln motivo te
toques la cara y cercidrate

del uso correcto del tapabocas
cubriendo nariz y boca.

(% o

Cuando salgas del trabajo dirigete a tu casa, evita
exponerte innecesariamente yendo a otros lugares.
iRecuerda 1ue la salud de tu
familia también depende de ti!
Gerencia de

B, Gestidn Humana

Cuando llegues a tu destino,
retira los guantes de forma
correcta y botalos (st los llevas) y
lavate las manos con agua y
jabén por minimo 20 segundos.

PT-00(01-03/2021)
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Annex 7. TRANSPORTING SAFETY Campaign.

Apreciado
transportador

Gracias a tu trabajo [
nuestro pais contintia

Bienvenidos al equipo de en movimiento

transportadores de Almaviva

Por eso es indispensable seguir estas recomendaciones
a la hora de realizar tu trabajo.

En eSte 9 ru PO % Lavate las manos tan pronto llegues a Almaviva.
< Utiliza el tapabocas mientras estés prestando el servicio.
_ a prenderemos a < Mantén aseado tu vehiculo, asegirate de limpiar el timén y
manijas de las puertas con frecuencia, siempre usa los guantes.
ma ntener a I‘aya el < Alllegar al punto de entrega, revisa las indicaciones del lugar
COVI D 19 para la entrega de pedidos y asegurate de cumplirlas (lavado de
= = manos al llegar al lugar, tapabocas, guantes). Nuestros clientes
I exigen que cumplamos estas medidas.
‘ J u ntos < Mantén una distancia prudente con las otras personas tanto
‘como sea posible.
[ T < Evita tocar superficies que estan expuestas permanentemente
 Transportamos ) trifio de suarios
= - - # Cuando regreses a Almaviva, después de realizar |a ruta, lavate
ad las manos.

< Alllegar a tu casa, |avate las manos y cambiate de ropa.

Site cuidas_, cuidas a tu far_nilia,
no bajes la guardia

m Juntos podemos mantener a raya el COVID 19

En Almaviva estamos

TRANSPORTANDO
SEGURIDAD

Juntos podemos mantener
a raya el COVID 19

Tu haces que el motor del pais no se
apague. iGracias por luchar y
esforzarte mas que nunca!

\
gl
Campaiia por la salud y bienestar Felicitaciones Cartagena
de nuestros transportadores iBien hecho!
Lideres de Almaviva, aytiidanos a transmitir estos " 4 —
consejos de autocuidado a nuestros transportadores.
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Almaviva

Annex 8. Training.
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Annex 9. Thermometer use guidelines (temperature taking).

iPorque amamos la Vida,
nos protegemos con el Alma!

PROTOCOLO PARA
EL MANBJIO DEL
TERMOMETRO

Agradecemos tener en cuenta las siguientes
recomendaciones para el manejo adecuado
del termémetro:

1. &) woordisador logistico, @ personal de Seguridad y Sabed en o Trabage, ¢l
Nder de la rigada de emergencia y ¢f personal de seguridad S cads Wk son
o Onbons auterizadon sara Lomar 1 termpiratura ¥ ko6 nespormathes Su bevar o ool
A use S 08 expuisos e medicEn biemica y ol cidad de ks msmal

2. La toma de temperatura debie sealcane @ 00 Wl persond en ¢l moneme ol
rguss v salda & b sede  (personag oseralva, adninstrative, Sarsportadones
cuadrillas, cortaatntas y islaniis) sin sacescon slguna.

3. Para tomar ad la s debe tener en cuesta lo
siguiente:
® Ubigese de 2l y du Tronte & L persons & quien & w8 2 tomer M bemperetuns con
Wi Svancis S L oadre (uke OMmectanments su Lapatocs solire narle y beea )
o Carainiss quu b perscna & quiun v & sarminar NS Lesga sates de rop, Sk reline
o Cacu y s Nrdisk o monogafes.
=Sl persose ®a hacho Gercido momarntos antes de & tome o npatue, dids
oposer L0 minacs y Lege podnk sroceder 4 M oma de sta
4. En cano de gut la persons marque una temperatura de 37,7% o s s debierd
petdr & cusborador Que Mpa por enot S oy s debesd tomar rusvaTNns B
Lanpaatug, § maece b mbuna mperaturg © mds, s e debe indcar @ tradejedie gue
sk rutre de be s y ek & Le £2S pero que iniden sy stancide.

5. L que sean adas com temperatura mayor a 37,7°C &bun
shr mpartades por wmeo o dn de seguided y sebd es o tabaje  (Yukana Lopes EXTECH
Yabeerfainasracan co), irdeando nomim, ciduls, carge, s v adimirnn orule

&

6. Ninguna persona que tengs sintomas como, Telin, Lo, makala gusars, Sok S

cabieda, naussr, wWEmo Wo dolor us &l pacha’, debard permanecar s les it bicnes

de ALMAVIVA S v sus Sllakes. Lok sersonis debeacdn Sirmr Sore ue sl Uenen sintomas

NO debien prasertane 4 W sede dng isformar & s jefe naadite y entrar en contecto
cos s B9

[ iLa salud de todos esta en nuestras manos!]

G ahia Hhamana
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Health Monitoring Survey (RHU 018)

Almaviva u ENCUESTA DIARIA - MONITORED DE SALUD

FECHA:
sEDE-
ALMATITA 5.8 7 rar FILIALES, infarma aue oltratamionta 4o tar datar suministradus ro roalies <on bare ala palitics 4o ratamiondn ds davar 4o i varmar wamear damar sl mataria. La pelitiza de tratamiznda e
datar deberdrer 4. 4, hor <kifizar, ruprimir y revocar la aukarizacidin atravkr del corren almaviva_infarma@almaviva.com. o
Al sA wr Filialar aler con Finer 4s LY Il 11 lacidin. E 4o zar
e,
i3
s |
EE T T T T T T T T | wrsmersite | fordeteabinn | s
validada. g g
H HOHERE DEL
TRABAJADOR CEDULA CARGD CELULAR HORA xu (m| sn | me | zo [me) oo |ma | xo [ me | o [wa{ zo |we] 5o || 50 [me| 50 |me| =1 | WO
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PROTOCOLO MANEJO DE
CASOS SOSPECHOSOS O
POSITIVOS PARA COVID-19

Colaboradores Almaviva,
Filiales y terceros

5. 5i la persona sospechosa ya ha acudido a la EPS =l medico tratante define 5

lo amwia o no 2 zislamiente preventivo v 2l profesional k= generz |z sutorizacidn
respectiva parz toma e la prueba. Misntras la personas tiene resultado de su
prueba debe guardsr zislamiznto.

6. Mientras se define si la persona con sospecha es o no positiva, la Geranciz

de Gestisn Humana y el drea de S5T refusrzz con los directives del Zres
seguimisntc  rigurose de medidas de protoccle de seguridad v reslizs
comunicacion directa con los colzboradores del drea invelucrada, indaga acerca
del contacto cercane de otros coleboradores con las persona sospechosa v
refuerza ba necesidad de ejercer el autocuidade,

1. En caso de tener una persona directa, temporal o contratada por un
tercero que presents riesgo de contagio de coronavirus el Gerente o Director de B i
|z sede deben comunicarse telefdnicamente y por escrito con el Zrez de Seguridad - 5 h5 FE'-"“d"S dela P"-'E_l'a son negativos para el colzborador E?SPEEhDED[
y salud en el trabajo con Yulizna Lopez, Awdliar de Seguridsd y Szlud en el el médico tratantz define el reintegro del colaborador a sus |zbores habituales v s
Trabajo 320 499 5254 hay otros colaboradores zislados se detarminz su reintegra.
2. El area de Seguridad y salud en el trabajo iniciz el seguimiento con el A
colaborador y con sus directivos de las circunstancias por las cuales el caso es . En caso de que la persona sospechosa sea un tercero, el dres de 55T de
considerado sospechoso. EIHH.Cmmriv_a ?BEEEB mltacmm ﬁ IEI area de Ssguridad y Saltad en el Flab?j'n GdE:I
R ' iz de ign humana a empresa contratants, investigacidn
. ituaoonl i,i?'lehopt.:zb'dzl :ﬁ&mg@mﬁ cg:(;rs)poradures, colsbarador rercero la rezlizard su empleador (empresz contratante]) quisn asume
¢ Situzcidn de posible contagio por contacto con mizmbro de su familia positivo. con el médica tratante lz definidan de aislamiento del colzborador tercero,
& Situsci6n ce posible contagio sin identicacion de fi ica. Micinnalmemdg. el drea de 55T de Almaviva investigs en conjunts con los
% Verficacion de datos demogréficos del colaborador: Lugar de vivienda, medio de arecvos T SN et SRS salada por =l teramo v ke
transporte wilizado y actividades adicionales al trabajo que ha desarrollado en ks Personas que tuvieron riesge de contagio por trabajar en conjunto con £l o haber
Ghimos 14 das. tenido una exposicien continua amas de 15 minutos o mas, a menos de 2 metros
& Verificaddn de la wiizacion por parte del colaborador de los slementos d= de distanciz vy sin IEir utilizacién de los elementos dE proteccidn. Ademds, la
proteccién personal (tapabocas-caretz) y cumplimiento del protocolo lavado de empresa tercera emvia las recomendaciones del médico tratante, Una vez se
mans, toma de temperatura y distancia social, determine qué personas tenen un riesgo da contagio se definird su sislamisnto v
< Verificacidn d= colzboradores directos y terceros que podrian tener rissgo de s= les FBCZ":I[E sulisc_ilalgsa s ELS ”z ‘I:RE' megimdn:aﬁ la mr(na ;:d_lla p;ueba
. o yy correspondients, Si resultados a prueba del tercere (sos| osa) son
contagia en G dis peslca oo oo R e S negativas el médico tratante define el reintegro del colshorador & su empresa y
3. El drea de Seguridad y Salud en el trabajo verifica el estado actual de salud ésta le informa 2 Almavive que se pusde reiniciar sus labores en las instaladones
(presencia  de sintomas asociados a Covid-19 como tos seca, fatiga, dificultad de la empresa,
respiratoria, dolor de czbeza fuerte, presencia de otros sintomas como dolor
estomacal y malestar general) o la no presencia de sintomas (posible caso 9. En caso de que un colaborador de Almaviva resulte positivo pars Covid-19 21
asintomatico). drea de 55T debe acatar las recomendacionss del médico tratante en cuanto a su
aislarnients v permitic que 2l profesional de |z salud reslice la wigilanciz
4. Con base en la investigacion de los puntos uno y dos, se define el epidemioldgica cormespondiente & través de |z cuzl se identifican los colaboradores

aislamiento preventivo de |a personz v se le pide solicitar una cita inmediata a
su EPS, Los dias de aislamiento dependen de |z recomendacién médica o del
tiempo requerido para tomar |z prueba de Covid-19 y obtener los resultados.

cercanos con posibles rissgos por contacto ¥ poT una exposicidn @ menos de 2
metros por mas de 15 minutos continuos v se verificz el cumplimiento por parte
de todes los imvchucrados de bos protocolos de seguridad. las definiciones de que

personas serdn zislzdas v citadas para toma de prusha lzs realiza &l médico
ratante.

A

10.El drea de SST de Almaviva procede a reportar = su Administradorz de
Riesgos Laborares Correspondiente |z presencia de casos sospechosos o positivos
en sus instalaciones sea de colaboradores directos o terceros a través del formato
“Reports de casos sospechosos o confirmados da Covid-19"

11.la G ia de Gestid al Comité Ejecutivo d= manera
escritz o presencial el surgimiento de casos sospechosos o de casos confirmados
positivos en la compafiia y activa al Comité Técnico de Continuidad parz la
revision y seguimiento de los casos positives v la toma de decisiones sobre los
respectivos planes a accidn.

12.El drea de SST acuerda con =l directivo del Zrez la necesidad de sanitizacion del
drea respactiva y activa al drea de Compras para que realice una solictud formal
de cotizacion y ejecucidn de dicha accidn. Se determinan con el directivo del drea
las fechas y horarios parz evitar riesgos a la szlud de los trabzjadores y/o
alteracién de la operacion.

13.En caso de alterarse el servicio para Almaviva por el contagic de terceros
(personal de =zs=o, montacarguistas, transportadores, cuadrillz) & 3drea de
Compras se comunica con el encargados de la relacion comercizl del proveedor
para verificar ! suministro de personal de reemplazo, tiempos de suministro y si
tienen o no costos adicionales asociados.

14.En caso de evidendiar a través de las i igaci © por inft ion de
los médicos tratantes que una situacion de contagio pudo propagarss a varias
personas de lz mismas instalacidn, la Gerencia de Gestion Humana activa al
Comité Técnico de Continuidad para revisar al detalle la situacion de casos
sospechosos y d inar acciones de ¢ ia de acuerdo al plan definido
por Iz Vicepresidenda de Operadones y avalado por los Comités Ejecutivo y de
Técnico de Continuidad.

m
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USO ADECUADO
DEL AREA DE
LOCKERS

Obligaciones por parte de la empresa:

4+ Garantzar que o ingreso de los empleados ¥ dma de loduers e haga en
tumos que aseguren ks 2mis de detanda entre bas personas que extdn hackendo
w0 de este espacia

+ Fijar awiso informativo visible cn x entrads del ea de boders comunicando of
AATESO MENMO 08 PErSONS QU JURCeN PETTRANECET BN €5 20N Al MEmo bempa.

+ Definir turnos entre los grupos de trabajo ce b sede, oon sulioente bempo
antre uno y otro, para Iimitar ka cantidad de persanal en of drea die lockers.

+ Facilitar los elementos de limpieza par o oo ¢ markenimiento del drea de
locays. los droctivos deberdn programay, semanaimenta, um  nspacckdn
general ded drea de Jockers pen vivficy e B nomativa dach en este protoccko
esbé cumpbéndose of 100%

Obligaciones por parte de cada colaborador:

4+ Los colaboradores deberan garantizar el camplindento de % tumo en las
droos fockys, respetando B permanendds en o g y el ndmero mdsime de
personas autorzado

4+ Los colaboradores deberdm lavarse las manos adecadhmente antes de
ngresar al anes de lockers.

4+ Los colaboradores deberdn evitar b acones, s reuniones sochles, s
comilos © e Ihmadas telefonicas de larga curacion que alteran o bempo de Ingreso
de los coladoradones del siguente tuna.

4+ Los colaboradores deberdn colocar wus objetcs personales en s bancas o
meske edablecdas para esta acthicdad Estd prohinido cofocar s zpatos soore
o=tas supertices.

4+ Los zapatos debesin guardarse & ura bolss cxdusha para éstos y no deberdn
meachyse con |a rope def colysodor dentro ced locker asignada.

4+ Los colaboradores deberdm mantener su ook augado en pofoctas
condiciones de arden y aseo, asi como sus clemoentos de protecckdn personal. En of
ook soio pusden gy darse bis pestenancias ded colytoraday, uniforma en wso, ropa
de cambio, zapetos y cbjetns de uso personal estrictamente necesarios.

4+ Estd prohibido guardar en o locker comida, guamies o lapabocas
wados, dotacon que @ no e uw. Bl amaconamiento de articulos Innecesarios
Qenera  desaseo y ato riesgo de contaminackin,

4+ El colaborador debe culdar el locker asignado. No ryado, no escnbr en 9.
paredes, no galperio ni pegarie cakomanis.

Los colaboradores deberan acatae, en todo momento, las normas dadas
en este protocole, su Incumplinuento generard proceses disciplinanios.
S la condlucta o5 repatithas, s persona podrd ser retirad de la compadia par
poner en nesge, no sale su shad y bleneshy, =no ks de 2us compafienes.

iPorque amamas la Vida, nos protegemos con el Almat

Gerencis e
Gactide Humana

Natalia A:Erre Peiia
Workplace Health and Safety Coordinator
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