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Company Protocol for the regulation of the measures to combat and contain the spread of the 
COVID-19 virus in the workplace. 

 
This Protocol constitutes implementation of the national Protocol signed on 14 March 2020 and subsequent updates. 
Acknowledging that the Government encourages, as far as it is within its competence, the full implementation of the national protocol whose principles 
are shared; 
considering the different options provided by law and by the national protocol to deal with the spread of COVID-19; 
assessing the need to adopt a company protocol, which, in compliance with the principles of the national Protocol, is appropriate for the specific 
circumstances of the company; 
considering that, according to the National Protocol, the measures provided for in the same can be supplemented with other equivalent or more incisive 
measures according to the distinctive nature of the individual organisation; 
taking into account consultation with company union representatives so that every measure adopted is shared and made more effective by the 
contribution of the experience of the workforce, especially the WORKER SAFETY REPRESENTATIVE, and internal and territorial factors; 

 
all this being said 

 
a Committee has been established to enforce and monitor the rules of the Protocol and their updating whenever deemed necessary.  
 

PURPOSE OF THE PROTOCOL 
 

The purpose of the shared protocol is to provide operational indications, aimed at increasing, in non-healthcare workplaces, the effectiveness of the 
precautionary containment measures adopted to combat the COVID-19 epidemic. 
The protocol contains basic measures that follow the logic of precaution, proportionality and reasonableness and implement the directives of the 
legislator and the instructions of the Health Authority.  
 
 
 



 

PADOVA 

 

PROTOCOL for the management of the COVID-
19 emergency 

Cod. P  

Revision: 02 

Date: 24/06/2020 

Page 3 of 30 

 

 

 
 

INFORMATION 

ESU must remain a safe place. To sustain this condition, the behaviour of staff and third parties must comply with the provisions of this Protocol with 
conscious, constant and collaborative precision. 
ESU therefore requests that all who are on Company premises, for whatever reason, comply scrupulously with the instructions in this Protocol and 

adopt responsibly cautious behaviour. 

ESU undertakes to bring to the attention of employees and third parties (users, suppliers, etc.), by means of this Protocol and specific guidelines also 

available on the home page of the ESU website, all the information necessary to guarantee adequate standards of health and safety in the workplace.  

 
Information at the entrance –  By their conduct, those entering company facilities attest that they have read this Protocol and its guidelines and will 
adhere to the rules contained therein and comply with the provisions therein. 
At facility entrances, leaflets will be available summarising of the instructions contained in the Protocol. 
 

Information on company premises, in canteens and in residences - in the most frequented places, ESU makes leaflets available containing reminders 

about behaviour and precautions to be observed and conduct in line with the principle of social distancing. In particular, behavioural instructions are 

enhanced in the workplace and in communal areas.  

ESU provides information appropriate to work duties and the workplace, with particular reference to all the measures adopted and which staff must 

comply with, especially regarding the correct use of PPE to help prevent any possible spread of infection.  

ESU, with a view to correct communication and information, makes available to employees, through the Management Secretariat, the e-mail address 

of the HEALTH AND SAFETY OFFICER and the SPECIALIST DOCTOR to respond to any doubts and questions regarding the methods chosen to contain the 

risk.  

In an emergency health situation, all exchanges of information, including reviews, verifications and decisions by the Company, will preferably take place 

electronically rather than through the use of hard copy, to avoid facilitating any form of spontaneous grouping.  

Where the Company's organisational capacity and the nature of the service to be provided permit, activities and services that cannot be postponed 

should be carried out remotely, by smart working or through IT or telephone services and, where not possible, services to the public will be provided 



 

PADOVA 

 

PROTOCOL for the management of the COVID-
19 emergency 

Cod. P  

Revision: 02 

Date: 24/06/2020 

Page 4 of 30 

 

 

by appointment on the premises, providing that members of staff can carry out their work with adequate protective devices, as required by law, and 

according to the provisions of the competent authorities, taking into account the specific circumstances of the business and company organisation. 

 

Of course, action by Companies to safeguard health in the workplace relies on the co-operation of employees. It follows that, once information and 

training have been provided regarding the provisions of this protocol, violation by an employee becomes a disciplinary matter. 

 
The following tables indicate the measures adopted by the Company within the organisation, adapting the main points of the above National Protocol 

for the purpose of preventing contagion in the workplace and protecting the health of workers and third parties. Any differences in the measures 

adopted for the different homogeneous groups concerned are specified in the Table. 

Subsequent updates and all notifications/information issued on the subject of Covid-19 form an integral part of this Protocol.  

The Protocol will continue to be in force as long as the state of emergency remains and there is a need to adopt contagion prevention measures in 

social and economic relations.  

The Protocol can be consulted on the institutional website at the following link www.esu.pd.it 

http://www.esu.pd.it/
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Shared protocol for the regulation of the measures to combat and contain the spread of the COVID-19 virus in the workplace.  
 

N° MEASURE PROVIDED FOR BY THE 
PROTOCOL 

MEASURES ADOPTED BY THE 
COMPANY 

 
 
 
 
 
 
 
 
 
 
 
 

1. 

 
 
 
 
 
 
 
 
 
 
 
 

Information 
 

o The Company, by means of the most suitable and effective methods, informs 

all workers and anyone who enters the Company premises about the 

provisions of the Authorities, delivering and/or posting information leaflets at 

the entrance and in the most visible places of the company premises. 

In particular, the information concerns: 

o the obligation to stay in your place of abode if you have fever (over 37.5 °) or 

other flu symptoms and call your family doctor and the health authority 

o the awareness and acceptance of the fact that you will not be able to enter or 

be able to remain on Company premises and will have to declare promptly 

should, even after entry, there be dangerous conditions (symptoms of flu, 

temperature, origin from areas at risk or contact with people testing positive to 

the virus in the previous 14 days, etc.) in which the Authority's provisions 

require the family doctor and the Health Authority to be informed and that you 

stay in your place of abode 

o the commitment to respect all the provisions of the Authorities and the 

employer in accessing company premises (in particular, observing safety 

distancing, hand hygiene rules and correct hygiene behaviour) 

o the commitment to promptly and responsibly inform the employer of any flu 

symptoms when carrying out work duties, taking care to maintain adequate 

distance from those present 

o The Company provides appropriate information on the basis of work duties and 

contexts, with particular reference to the set of measures adopted, which staff 

must follow, especially on the correct use of PPE to help prevent any possible 

spread of infection 

IN CATERING SECTORS, 

RESIDENCES AND CENTRAL OFFICES 

Information leaflets at the entrance 
of the facilities and offices of the 

Company headquarters with a 
summary of the instructions 

contained in point 1 “Information” of 
the Protocol, intended for use by 

employees and third parties 
(suppliers, students, university users) 

The communication is accompanied 
by specific "Information on the 
processing of personal data", 

pursuant to art 13 GDPR on the 
purpose of the processing, the legal 

basis of the processing and the 
retention period. 

It is expected that prior notification 
can also be sent by e-mail to 
employees and third parties 

(suppliers, students, university 
users).  
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N° MEASURE PROVIDED FOR BY THE 
PROTOCOL 

MEASURES ADOPTED BY THE COMPANY 

 
 
 
 
 
 
 
 
 
 
 
 

2. 

 

 
 
 
 
 
 
 
 
 
 
 
Accessing Company premises 

 

1. Before entering the workplace, staff may be subjected to body 

temperature check1. If this temperature is higher than 37.5 °, 

access to the workplace will not be allowed. Those in this 

condition - in compliance with the indications given in the note 

- will be temporarily isolated and equipped with masks, they will 

not have to go to the Emergency Department or to site 

infirmaries, but will have to return to their place of abode and, 

as quickly as possible, contact their doctor for further directions 
1 

The real-time measuring of body temperature requires the processing of 
personal data and, therefore, must take place in accordance with current data 
protection regulations.  
 
To this end, the following recommendations apply:  
1) take temperature and do not record data. It is possible to identify the party 
concerned and record an excess over the temperature threshold only when 
necessary for documenting the reasons that prevent access to company premises; 
2) provide information on the processing of personal data. 
In the privacy policy, the following must be indicated:  

a) the purpose of processing (prevention of contagion from COVID 19);  

b) the legal basis (implementation of the anti-contagion safety protocols pursuant 
to art. 1, n° 7, letter d) of the DPCM of 11 March 2020);  
c) duration of any data storage (end of state of emergency). 
Adequate security and organisational measures must be adopted to protect data. 
In particular, from an organisational point of view:  
- it is necessary to identify the persons responsible for the processing and provide 
them with the necessary instructions;  
- must not be disseminated or disclosed to third parties outside the specific 
regulatory provisions (e.g. in the event of a request by the Health Authority for 
tracing "close contacts of a worker tested positive for COVID-19);  
- in the event of temporary isolation due to exceeding the temperature threshold, 
procedures must be ensured that guarantee the confidentiality and dignity of the 
worker. These guarantees must also be ensured in the event that a worker notifies 
the personnel manager that, outside the company context, he/she has had contact 
with people who have tested positive for COVID-19 and in the case of removal of a 
worker who, whilst at work, develops fever and symptoms of respiratory infection 
and of his/her colleagues. 

 
IN CATERING AND RESIDENCE SECTORS AND 
CENTRAL OFFICES 

 

Employees must check their body temperature 
before going to work, in compliance with the 
directives 

 
Infrared thermometers for measuring the body 
temperature of employees and users of 
residences and offices are available at the 
reception of facilities. 
 
At the entrance of catering services, body 
temperature is measured by an employee 
equipped with PPE  

 
Currently, only those wearing a mask are 
allowed to enter Company premises. 
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N° MEASURE PROVIDED FOR BY 
THE PROTOCOL 

MEASURES ADOPTED BY THE COMPANY 

2. 

 

  

 

 

 

 

 

 

 

 

Accessing Company 
premises  
 

 

2. The employer will inform, in advance, staff and those who plan to 

enter the company that access will be denied to those who, in 

the last 14 days, have had contact with persons who have 

tested positive for COVID-19 or come from risk areas according 

to WHO instructions 2 
If a declaration is requested to certify that the place of origin is not an 
epidemiological risk area and that no contact has been made, in the last 14 days, 
with persons who have tested positive for COVID-19, please remember to pay 
attention to personal data processing regulations, since data acquisition for the 
declaration constitutes data processing. .  
To this end, the indications referred to in note 1 above apply and, specifically, only 
the data necessary for and pertaining to the prevention of contagion from COVID-
19 should be collected. For example, when requesting a declaration about contact 
with people who have tested positive for COVID-19, additional information about 
the person who tested positive should not be requested;  
or, when requesting a declaration about a place of origin in an epidemiological risk 
area, it is necessary to refrain from requesting additional, specific information 
regarding the place. 

 
 IN CATERING AND RESIDENCE SECTORS AND 
CENTRAL OFFICES 

 

Suppliers are to receive e-mails with this 
protocol and with the self-declaration to be 
completed before arrival on the Company's 
premises (Form_1) 

As regards access by guests to the Company's 
residences (first entry, temporary and/or 
definitive return), this must be duly accounted 
for and agreed with the Manager and for this 
purpose the guest must complete the self-
declaration (Form_1) 

 

3. For these cases, reference is made to Law Decree No. 6 of 

23/02/2020, art 1, letter h) and i) 
h) application of the quarantine measure with active surveillance to 
individuals who have had close contact with confirmed cases of 
diffusive infectious disease; 
i) provision of the obligation on the part of individuals who have 

entered Italy from epidemiological risk areas, as identified by the 
World Health Organisation, to notify this circumstance to the 
Prevention Department of the health authority unit responsible for the 
territory, which will then notify the competent health authority for the 
adoption of the measure for fiduciary isolation with active health 
surveillance 

 

If elements of possible contagion risk emerge 
from the declaration (Form_1), access to the 
Company's facilities is prohibited.  
It is the responsibility of the party concerned to 
notify this to the competent authorities 
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4. Entry to company premises by workers who had tested positive 

for the COVID 19 infection must be preceded by prior notification 

providing medical certification attesting to the "negative result" 

of the swab test in accordance with the methods provided and 

issued by the competent territorial prevention department. 

 
Employees concerned will receive appropriate 

notification 

5. If, to prevent the activation of epidemic outbreaks, in the areas 

most affected by the virus, the competent health authority 

provides specific additional measures, such as, for example, the 

execution of swab tests for workers, the employer will provide 

maximum collaboration 

 
 

The measures are implemented in 
collaboration with the SPECIALIST DOCTOR 
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N° MEASURE PROVIDED FOR BY 
THE PROTOCOL 

MEASURES ADOPTED BY THE COMPANY 

 
 
 
 
 
 
 
 
 
 
 
 

3. 

 
 
 
 
 
 
 
 
 
 
 
 

Directions for access by 
external suppliers 

 

1. For access by external suppliers, identify entry, transit and exit 
procedures, using predefined methods, routes and timelines, in 
order to reduce the opportunities for contact with the staff in the 
departments/offices involved 

IN CATERING AND RESIDENCE SECTORS AND 
CENTRAL OFFICES 

Suppliers must agree the date and time of entry 
with the managers of the facilities in order to 
arrange the partitioning of the area where 
supply/works/maintenance are to take place and 
minimise any possibility of contact 

2. If possible, vehicle drivers must stay in their vehicles: access to 
the offices is not allowed for any reason. For the necessary 
preparation of loading and unloading activities, the transporter 
must adhere to the one metre distance rule 

 

Suppliers will normally remain outdoors without 
accessing the premises of the residences, 
restaurants and offices 

 

3. For suppliers/transporters and/or other external personnel, 
identify/install dedicated toilet facilities, provide for a ban on 
use by employees and guarantee adequate daily cleaning 

Toilet facilities that can be used by suppliers, 
preferably those easily accessible from the entrance 
to each property, should be indicated   

4. Access to visitors should be reduced as far as possible; if entry by 
external visitors is necessary (cleaning company, maintenance 
...), visitors must comply with all company rules, including those 
for access to company premises referred to in point 2 above.  

Measures already envisaged, as identified in point 
2 above 
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N° MEASURE PROVIDED FOR BY THE 
PROTOCOL 

MEASURES ADOPTED BY THE COMPANY 

  

5.  The rules of this Protocol extend to contracted companies that organise 
permanent and temporary offices and construction sites within the sites 
and production areas 

 
See measures in points 1,2   

6. In the case of workers employed by third-party companies operating on 

the same site (e.g. maintenance workers, suppliers, cleaning or 

surveillance personnel) who test positive for the COVID-19 swab, the 

contractor must immediately inform the client and both must collaborate 

with the health authority in providing details to identify any close 

contacts. 

 
 

See measures in points 1,2 and 11 

7.  The client company is obliged to give the contracting company complete 

information on the contents of the company protocol and must ensure 

that the workers of the same or third-party companies operating in any 

capacity within the company perimeter fully comply with the provisions 

 
See measures in points 1,2  



 

PADOVA 

 

PROTOCOL for the management of the COVID-
19 emergency 

Cod. P  

Revision: 02 

Date: 24/06/2020 

Page 11 of 30 

 

 

N° MEASURE PROVIDED FOR BY THE 
PROTOCOL 

MEASURES ADOPTED BY THE COMPANY 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Cleaning and sanitisation 
in Company premises 

 

1. The company ensures daily cleaning and periodic sanitisation of the 
premises, workstations and communal and leisure areas 

CATERING SECTOR 
Envisaged 

RESIDENCE SECTOR 
Envisaged in communal areas 

 

2. In the case of a person with COVID-19 inside company premises, these will 
be cleaned and sanitised according to the provisions of Circular No. 5443 
of 22 February 2020 of the Ministry of Health and ventilated. 

 
 

Sanitisation envisaged 

3. Cleaning at the end of shifts and periodic sanitisation of keyboards, touch 
screens, mice with appropriate detergents must be guaranteed. 

 

Daily sanitisation of workstations by each 
worker using cleaning materials supplied by 

the Company 

4. The Company, in compliance with the indications of the Ministry of Health 
according to the methods deemed most appropriate, can organise 
special/periodic cleaning using social safety valves (also by way of 
derogation) 

 
Not practicable in relation to the type of 

organisation (Public Administration) 

5. Company vehicles. The use of vehicles must comply with the anti COVID 

health regulations in force  

 

After using the vehicle, the employee must 
sanitise contact surfaces 

6. In geographic areas with the highest endemic or in companies where 

suspected cases of COVID-19 have been recorded, in addition to normal 

cleaning activities, it is necessary to provide for the extraordinary 

sanitisation of premises, work stations and communal areas, upon 

reopening, pursuant to Circular 5443 of 22 February 2020 

 

 
 

Envisaged 
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N° MEASURE PROVIDED FOR BY THE 
PROTOCOL 

MEASURES ADOPTED BY THE COMPANY 

 
 
 
 
 
 

 
 
 
 
 
 
5. 

 
 
 
 
 
 

 
 
 
 

 
 

Personal hygiene 
precautions 

 

1. All persons on company premises must take all hygiene precautions, 
especially hand hygiene 

IN CATERING AND RESIDENCE SECTORS AND 
CENTRAL OFFICES 

 
Envisaged 

 
 

2. The Company provides appropriate hand cleaning detergent 
 

Envisaged 
 
 

3. Frequent hand washing with soap and water is recommended 
 

Envisaged 
Affix leaflets illustrating correct hand washing 
methods in toilet facilities 

 
 

4. The above hand detergent must be accessible to all workers and placed 

in specific dispensers in easily identifiable locations. 

CATERING SECTOR 

Envisaged: in canteens, available at the 
entrance, on payment stations, on drink 
dispensers  

RESIDENCE SECTOR 

Envisaged: in residences, available at the 
reception  

CENTRAL OFFICES  

Envisaged: available at the entrance and in 
offices 
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N° MEASURE PROVIDED FOR BY THE 
PROTOCOL 

MEASURES ADOPTED BY THE COMPANY 

 
 
 
 
 
 
 
 
 
 
 

 
6. 

 
 
 
 
 
 
 
 
 
 
 
 

Personal Protective 
Equipment 

1. The adoption of the hygiene measures and personal protective equipment 
indicated in this Regulatory Protocol is fundamental and, given the current 
emergency situation, is clearly linked to availability of supplies. 
For these reasons: 
a. masks must be used in accordance with indications from the World 

Health Organisation. 
b. given the emergency situation, in the event of supply difficulties and 

for the sole purpose of avoiding the spread of the virus, mask types 
corresponding to indications from the health authority may be used 

c. preparation by the Company of cleaning liquid according to WHO 
indications is preferred (https://www.who.int/gpsc/5may/ 
Guide_to_Local_Production.pdf) 

2. If the work requires working at an interpersonal distance of less than one 
metre and other organisational solutions are not possible, the use of 
masks and other protective devices (gloves, goggles, overalls, caps, gowns, 
etc.) that comply with the provisions of scientific and health authorities are 
still required. 

3. The measures of the Protocol within the workplace are based on all 
assessed risks and, starting from the mapping of the various activities of 
the company, provide for the adoption of appropriate PPE. For all workers 
who share common areas, the use of a surgical mask is envisaged, as 
regulated by DL N° 9 (art 34) in combination with DL N° 18 (art 16 c 1) 

ALL SECTORS 

The organisation of work will be such as to 
permit an interpersonal distance greater than 
1 metre. In any case, the Company will equip 
all workers with masks to contain the risk of 
spreading the virus 

At cash desks in canteens, in concierge offices 
and in front office counters of residences and 
central offices, screens to limit contact with 
users will be installed 

The Company makes gloves available and 
urges workers to frequently and properly 
sanitise their hands with soap and water 

With the support of the SPECIALIST DOCTOR, 
any additional suitable devices will be 
identified in relation to the assessment of all 
risks related to the various activities of the 
Company 
 

http://www.who.int/gpsc/5may/
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N° MEASURE PROVIDED FOR BY THE PROTOCOL MEASURES ADOPTED BY THE COMPANY 

 
 
 
 
 
 
 

 
 
7. 

 
 
 
 
 
 
 
 

 
Management of 
communal areas 
(canteen, changing 
rooms, smoking areas, 
drink and/or snack 
vending machines ...) 

1. Access to communal areas, including relaxation/coffee 
areas, smoking areas and changing rooms is contingent, 
with the provision of continuous ventilation of the 
premises, upon reduced time in these spaces and the 
maintenance of a 1-metre safety distance between those 
using the facilities. 

ALL SECTORS 

Access to communal areas, relaxation/coffee areas must 
permit distancing of at least 1 metre, reducing length of break 
and encouraging consumption at desk/work station. 

 Adequate ventilation of premises when occupied is 
guaranteed by opening the windows several times a day 

CATERING SECTOR 

Access to changing rooms is limited to a maximum of three 
people and use of showers is reduced to two, leaving the 
shower in the middle free. Access to showers will be via a one-
way entrance and exit route to avoid situations with more 
than one person in the corridors. 

Suitable posters will be prepared to invite workers to ensure 
the minimum distance in these circumstances 

RESIDENCE SECTOR 

Shared bathrooms will be accessible by only one user at a 
time: for the use of shared showers, a waiting time of at least 
five minutes is expected between one person and another.  

Kitchens and communal areas will be curtailed and meals can 
be eaten outside the kitchens, in order to increase the 
distance between users. 

The use of lifts is to be reduced to a minimum: as a rule, no 
more than one passenger at a time will be allowed. 
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2. The organisation of facilities and the sanitation of changing 
rooms must be provided in order to leave space for the 
storage of work clothes for workers and to guarantee them 
suitable hygienic and sanitary conditions. 

 
CATERING AND RESIDENCE SECTORS 

Envisaged 

3.   Periodic sanitisation and daily cleaning must be 
guaranteed, using special cleaners in the canteen and on 
the keyboards of vending machines for drinks and snacks. 

ALL SECTORS 

Envisaged 

 
  

4. Correct maintenance and periodic sanitisation of air 
treatment systems must be guaranteed 

ALL SECTORS 

Envisaged: air treatment systems are divided into three types: 

 system without mixing of air between individual 
rooms: NO ADDITIONAL CONTAGION RISK 

 system with fresh air intake: DECREASE IN 
CONTAGION RISK 

 system with mixing of air between individual rooms: 
INCREASE IN CONTAGION RISK 

The only system with mixing of air between individual 
rooms is the canteen;  

a mandate has already been given to close the air intake 
vents in the canteen so that only outside air is treated and 
supplied. 

The six-monthly maintenance for cleaning and sanitising 
the filters is confirmed. 
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N° MEASURE PROVIDED FOR BY THE 
PROTOCOL 

MEASURES ADOPTED BY THE COMPANY 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Company organisation 
(shift, travel and smart 
working, reorganisation 
of production levels) 

1. Arrange for the closure of all departments other than production or, 
in any case, those where functioning is possible through the use of 
smart work, or in any case remotely 

ALL SECTORS 
With DD No. 66 of 26.03.2020 Smart 
Working in Emergency was regulated and 
activities compatible with smart work were 
defined. From 30.03.2020 Smart Working 
has been activated for administrative 
and/or compatible activities 

2. Production levels can be reorganised  

3. Ensure a shift schedule for employees dedicated to production with 
the aim of reducing contact as much as possible and creating 
autonomous, distinct and recognisable groups 

 
The internal organisation has been reworked 

for Smart Working 

4. Use smart working for all those activities that can be carried out at 
home or remotely. If social safety valves are used, even by way of 
derogation, always evaluate the possibility of ensuring that they 
concern the entire company structure, if necessary also with 
appropriate rotations 

a. use as a priority the social safety valves available in compliance with 
the contractual institutions (par, rol, bank hours) generally aimed at 
allowing abstention from work without loss of wages 

b. if the use of the institutes is not sufficient, outstanding and not yet 
used holiday periods will be used 

 
As a Public Administration, to reduce the 
presence of staff on duty, the measures to 
contain the contagion from Covid-19 
provided for by the Public Function 
Directives N°s 1,2 and 3 have been adopted 
(use of previous holidays, leave, 
compensatory rests and smart work) 

5 all domestic and international posting/work trips are suspended and 
cancelled, even if already agreed or organised 
 

envisaged 
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Company organisation 
(shifts, travel and smart 
work, reworking of 
production levels) 

6 Remote work continues to be encouraged even during the phase of 

progressive reactivation of work as a useful and modular prevention 

tool, without prejudice to the need for the employer to guarantee 

adequate support conditions for the worker and his activity 

(assistance in the use of equipment, modulation of working times and 

breaks) 

.  

7 Respect for social distancing is necessary, also through a 

reorganisation of workspaces, the nature of the production processes 

and company spaces permitting. Workers who do not need special 

work tools and/or equipment and who can work alone, could, for the 

transitional period, be positioned in spaces obtained for example from 

unused offices, meeting rooms 

 
Considering the small number of employees 
in service in the various Company facilities, 

ESU considers sufficiently compliant the 
measures already adopted 

 For places where several workers operate at the same time, innovative 

solutions can be found such as, for example, the repositioning of 

workplaces, adequately spaced, or similar solutions.

 The articulation of work can be redefined with different schedules that 

favour social distancing by reducing the number of people present at 

the same time in the workplace and preventing gatherings at the 

entrance and exit with flexibility of schedules.

 
 

10 It is essential to avoid social gathering also in relation to travel to 

reach the workplace and to return home (commuting), with 

particular reference to the use of public transport. For this reason, 

forms of transport to the workplace should be encouraged with 

adequate distance between travellers and encouraging the use of 

private vehicles or shuttle buses 
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N° MEASURE PROVIDED FOR BY THE 
PROTOCOL 

MEASURES ADOPTED BY THE COMPANY 

 
 
 
9. 

 

 
Management of 
employee entry and 
exit 

1. Staggered entry/exit times are encouraged in order to avoid contact in communal 
areas as much as possible (entrances, changing rooms, coffee area) 

2. where possible, it is necessary to dedicate an entrance door and an exit door for 
these areas and ensure the availability of detergents indicated by specific signs 

CATERING SECTOR 

Envisaged: employees already enter at 
staggered times. Users have a single one-

way path between entrance and exit to the 
premises 

RESIDENCE SECTOR 

Envisaged by the nature of the service 

 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
Internal 
transfers, 
meetings, 
internal events 
and training 

Movement within company sites must be limited to the minimum necessary and in 
compliance with company guidelines: 
1. face-to-face meetings are not allowed. Where these are necessary and urgent, in 

the absence of remote connection, participant numbers must be minimised and, 
in any case, interpersonal distancing and adequate cleaning/ventilation of the 
premises must be guaranteed 

2. all internal events and all classroom teaching activities, even if mandatory and 
already organised, are suspended and cancelled;  
it is possible, if the company organisation permits, to carry out remote training, 
also for smart workers 

Employees will remain in their workplaces and 
the use of telephones and e-mails for 
communications, as well as videoconferences 
for meetings between colleagues from 
different locations, will be encouraged. Where 
attendance is necessary, interpersonal 
distancing of at least one metre and adequate 
cleaning and ventilation of the premises must 
be guaranteed. Each face-to-face meeting 
must be authorised by the Management 
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10. 

3. Failure to complete the updating of professional and/or qualifying training 
within the deadlines for all company roles/functions regarding health and 
safety in the workplace, due to the emergency in progress and therefore due 
to force majeure, does not entail suspension of the specific role/function (by 
way of example: emergency officers, both fire and first aid, can continue to 
intervene when required;  
a forklift driver can continue to operate as a forklift driver) 
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N° MEASURE PROVIDED FOR BY THE 
PROTOCOL 

MEASURES ADOPTED BY THE COMPANY 

 
 
 
 
 
 
 
 
 
 
 

 
11. 

 
 
 
 
 
 
 
 
 
 

 
Management of a 
symptomatic person on 
company premises 
 

1.   In the event that a person on company premises develops fever and 
symptoms of respiratory infection such as coughing, s/he must 
immediately declare this to the personnel office, s/he will have to 
isolate according to the provisions of the health authority along with 
those also present. 

2. The Company will immediately notify the competent health authorities 
and contact the emergency numbers for COVID-19 provided by the 
Region or by the Ministry of Health 

 
 
 
 
 
 
 

Envisaged Operational Instructions for 
handling symptomatic 

employees(Annex_1) and guests of 
Residences (Annex_2) 

 
3.  The Company collaborates with the Health Authorities for the definition 

of any "close contacts" of a person on company premises who has tested 
positive with the COVID-19 swab. This is to enable authorities to apply 
the necessary and appropriate quarantine measures. During the 
investigation period, the company may ask any possible close contacts 
to leave the premises as a precaution, according to the Instructions from 
the Health Authority 

4. At the time of isolation, the worker must be immediately equipped, if 
not already, with an FFP2 mask.  
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12. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Health 
surveillance/SPECIALIST 
DOCTOR/WORKER 
SAFETY REPRESENTATIVE 

Health surveillance must continue in observance of the hygiene measures contained in 
Ministry of Health Instructions (so-called "Decalogo") 

 in this period, preventive examination, examination on request and examination 
on return from illness should be preferred 

 periodic health surveillance must not be halted because it is an additional general 
preventive measure: surveillance can intercept possible cases and suspect 
symptoms of infection and the specialist doctor can provide information and 
training to workers to avoid the spread of infection 

  in supplementing and proposing all the regulatory measures related to COVID-
19, the SPECIALIST DOCTOR collaborates with the EMPLOYER and the WORKER 
SAFETY REPRESENTATIVE/TERRITORIAL WORKER SAFETY REPRESENTATIVE. 

 The SPECIALIST DOCTOR notifies the company of situations of particular fragility 
and current or previous employee pathologies and the company provides for their 
protection in respect of privacy, the SPECIALIST DOCTOR will apply the instructions 
from the Health Authorities. 

 The SPECIALIST DOCTOR will apply the instructions from the Health Authorities. 
The SPECIALIST DOCTOR in consideration of his role in risk assessment and health 
surveillance, may suggest the adoption of any diagnostic means if deemed useful 
in order to contain the spread of the virus and protect the health of workers 

 When activities are resumed, the SPECIALIST DOCTOR responsible for identifying 
persons with particular situations of fragility and for the reintegration of persons 
with previous COVID-19 infection should be involved 

 It is recommended that health surveillance pays particular attention to fragile 
persons, also in relation to their age. 

 For the progressive reintegration of workers after infection from COVID19, the 
SPECIALIST DOCTOR, upon presentation of certification of a negative swab test 
according to the procedures provided for and issued by the competent territorial 
prevention department, performs a medical examination prior to resuming work, 
following absence for health reasons lasting more than sixty continuous days, in 
order to verify suitability for the job". (Legislative Decree 81/08 as amended and 
supplemented, art 41, c 2 letter e-ter), also to assess specific risk profiles and in any 

case regardless of theduration of the absence due to illness

Envisaged 
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N° MEASURE PROVIDED FOR BY THE 
PROTOCOL 
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13. 

 
 
 
 
 
 
 
 

Updating of 
Regulatory Protocol 

 A Committee for the application and verification of the rules of the 
regulatory protocol is established in the company with the participation 
of company union representatives and the WORKER SAFETY 
REPRESENTATIVE. 

 
In the process of being established  

 
 
 

 Where, for the particular type of company and for the system of trade 
union relations, the creation of company committees does not take place, 
a Territorial Committee will be established composed of the Joint Health 
and Safety Bodies, where constituted, with the involvement of the 
TERRITORIAL WORKER SAFETY REPRESENTATIVE and representatives of 
the social partners 

 

 Committees for the purposes of the Protocol, with the involvement of 
local health authorities and other institutional bodies involved in 
initiatives to combat the spread of COVID19, may be set up, at territorial 
or sector level, at the initiative of the signatories of this Protocol. 
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1. INTRODUCTION 

The spread of SARS-CoV-2 infection is a matter of public health, therefore the management of preventive and 
protective measures must follow the special measures adopted by the competent institutions in accordance with 
the evolution of the epidemiological scenario. 

Gloves and facemasks must be used according to the indications provided by the company in compliance with 
the Shared protocol for the regulation of the measures to combat and contain the spread of the COVID-19 virus 
in the workplace. 

Instructions for correct washing of hands and use of gloves and masks are shown below 

 

2. CORRECT HAND WASHING  - wash hands for 40 – 60 seconds 

 

Source: World Health Organization 
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3. HOW TO WEAR AND REMOVE GLOVES  

Before putting on gloves: 

 wash your hands well with soap and water or alcohol solution 

 check the size is correct and that the glove is intact 
 

Putting on gloves 
 Pinch the wrist section with one clean hand, opening the glove so that the other hand enters the glove 

 The hand with the glove takes the wrist section of the remaining glove and pulls it over the bare hand 

 Make sure gloves also cover the wrist 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
Removing gloves 

 PHASE 1: Pinch the first glove at the wrist and remove it by rolling it inside out (the part that was in contact 
with the outside is now inside the glove). 

 

 PHASE 2 :The second glove is removed using the bare hand by placing two fingers on the inside of the wrist 
and again by rolling the glove inside out, without touching the outside with your hands. 

 

 PHASE 3: WASH YOUR HANDS IMMEDIATELY using soap and water or alcohol solution. 

While wearing disposable gloves, never touch your mouth, nose or eyes! 
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4. HOW TO WEAR A FACE MASK  

 

 Before putting on the mask, wash your hands thoroughly with soap and water or alcohol solution 
 

 Take the mask by the ear elastics and cover the nose and mouth, making it adhere well to the face 
 

 Avoid touching the mask with your hands unless they have been properly washed 
 

 Remove the mask by the elastic, without touching the front of the mask; throw it away and wash your 
hands 

 
 
 
 
 
 
 
 
 

After use, gloves and masks must be disposed of in a double bag and placed in unsorted 
municipal waste bin  
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Annex_1 
 
MANAGEMENT OF SYMPTOMATIC AND POTENTIALLY POSITIVE EMPLOYEES 
 

The management of these situations is based on the presence of 

trained/informed personnel and an area possibly delimited or far from other 

workstations to ensure effective confinement of the worker. 

  
In the event that a worker manifests coughing and breathing difficulties at the workplace that require help, in 

addition to that already established in the company's Emergency Plans, an emergency officer or a manager, if 

present, will proceed with the following actions: 

 The emergency officer, when intervening on a potentially infected person, must wear disposable protective 

gowns, gloves and FFP2/FFP3 mask (also with valve) and face shield or glasses. 

 The emergency officer will make the person experiencing symptoms wear an FFP2/FFP3 mask without a 

valve. 

 The emergency officer will make any other workers or users present leave the room. If feasible, the 

symptomatic person must be transferred to the confinement area. 

 If possible, the symptomatic person will contact his general practitioner. 

 Alternatively, the symptomatic person or emergency officer (or his substitute) contacts the regional 

emergency numbers (VENETO: 800 462 340) reporting the emergency and following the instructions 

received. 

 The emergency officer alerts the manager and the Employer. 

 The manager or the EMPLOYER, after consulting with the SPECIALIST DOCTOR and the HEALTH AND SAFETY 

OFFICER and awaiting indications from the Health Service, arranges for the temporary segregation of the 

area where the worker was. 

 The manager informs the HEALTH AND SAFETY OFFICER and the WORKER SAFETY REPRESENTATIVE of the 

incident, providing the name of the emergency officer involved, the name of the worker, the premises 

involved in the segregation, the activities carried out and any instructions provided by the health service. 

 The transport of the symptomatic person will be performed according to the instructions received from 

health authority. 
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Annex_2 
  
MANAGEMENT OF SYMPTOMATIC AND POTENTIALLY POSITIVE GUESTS IN 
RESIDENCES 
 
Any residence occupant experiencing coughing and breathing difficulties, in addition to a body temperature above 

37.5 ° C, must remain in her/his accommodation, notify the concierge and contact the medical assistance service or 

the regional emergency numbers (VENETO 800 462 340). 

In addition to what has already been established in the company's Emergency Plans, an emergency officer or a 

manager, if any, proceeds with the following actions: 

 The emergency officer, when intervening on a potentially infected person, must wear disposable protective 

gowns, gloves and FFP2/FFP3 mask (also with valve) and face shield or glasses. 

 The emergency officer will make the person experiencing symptoms wear an FFP2/FFP3 mask without a valve. 

 Thereafter, the emergency officer alerts the manager and the Employer. 

 The manager or the EMPLOYER, after consulting with the SPECIALIST DOCTOR and the HEALTH AND SAFETY 

OFFICER and awaiting indications from the Health Service, arranges for the temporary segregation of the 

premises frequented by the guest, who is placed in quarantine and treated according to current guidelines. 

 The manager informs the HEALTH AND SAFETY OFFICER and the WORKER SAFETY REPRESENTATIVE of the 

incident, providing the name of the emergency officer involved, the name of the guest, the premises involved in 

the segregation, the activities carried out and any instructions provided by the health service. 

 Any transport of the symptomatic person will be performed according to the instructions received from health 

authority. 
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Form_1 
 

Coronavirus COVID-19 “self-declaration” form 
 
Date: __________________  Entry time:  __________________ 
 
First Name: ____________________________  Surname:  _________________________ 
 
External company (if any):  ______________________________________________________ 
 

Dear Madam/Sir 

You are kindly requested to answer the following questions.  This data is collected for the purpose of prevention in 
the spread of the Corona Virus and containment of the risk of contagion. 

 

  YES NO 

1. Have you had personal contact with anyone you know to have been hospitalised due to 
infection or suspected infection from Corona Virus in the past 14 days? 

  

2. Has your body temperature measured above 37.5 ° C in the last 3 days?   

 

3. 

 

Are you currently experiencing flu symptoms with fever or difficulty breathing? 

  

 
 

If you have answered YES to any one of the questions, you are not authorised to access any of the company premises 
and we also urge you to contact local health institutions by calling 112 or 1500. 

By signing this form, I consent to the processing of data for the purposes indicated in the attached privacy policy 
 

        
 

Signature ____________________________________ 
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"Covid -19" information on the processing of personal data of suppliers-and visitors- pursuant to 

art 13 of EU Regulation No. 679/2016 

ESU Padova, based in Padua, via San Francesco n° 122 (hereinafter "ESU", "Data Controller" or "Body"), provides 
some indications regarding the processing of your personal data - also related to your state of health and as defined 
by EU Regulation No. 679/2016 (hereafter "GDPR") - as part of the procedures adopted by ESU in light of the "Shared 
Protocol [between social partners and the Government] for the regulation of the measures to combat and contain 
the spread of the COVID-19 virus in the workplace "of March 14, 2020" as integrated on April 24, 2020 (hereinafter, 
the "Protocol"). 
1. WHAT PERSONAL DATA CAN BE COLLECTED? 
The Data Controller will process the personal data and data belonging to particular categories, collected for the 
purpose of managing COVID-19 contagion prevention activities, indicated below and jointly interpreted as "Personal 
Data", and in particular:  
a) your name and surname and your body temperature, which will only be recorded if it exceeds the critical 
threshold described above;  
b) the self-declaration regarding any previous contact with persons who have tested positive for COVID-19 or come 
from areas declared at risk by the World Health Organization at the time of submitting the declaration except for 
that of residence (hereinafter, "Self-Declaration"). 
2. HOW PERSONAL DATA MAY BE PROCESSED  
The Personal Data collected will be processed by the Data Controller, also by means of specifically authorised and 
instructed parties. 
With specific reference to body temperature, only any excess of the critical threshold defined at 37.5 ° will be 
recorded, for the purpose of documenting the reasons that in this case prevent your access to ESU premises, as also 
envisaged by the aforementioned Protocol.  
3. PURPOSES FOR WHICH PERSONAL DATA MAY BE USED 
Your Personal Data will be processed, without the need for your specific consent, for the purpose of managing 
COVID-19 contagion prevention activities, with the aim of protecting the health of employees and professionals 
who access ESU premises. 
The legal basis for processing your name and surname and your body temperature is the legal obligation pursuant 
to art 6, letter c) of the GDPR to which the Data Controller is subjected with reference to the implementation of the 
anti-contagion safety protocols provided for on the basis of current, and also secondary, legislation as well as the 
Protocol, and also respective, and any subsequent, amendments and additions (hereinafter, jointly, the "Anti-
Contagion Protocols").  
With regard to appropriate Personal Data for surveying state of health alone, the Data Controller may process data, 
again by virtue of the anti-contagion protocols, pursuant to Article 9, paragraph 2, letters b) and g), as this is required 
"to fulfil the obligations and exercise the specific rights of the Data Controller or of the Data Subject in the field of 
labour law and social security and social protection", as well as for reasons of relevant public interest. 
The legal basis for the processing of the Self-Declaration is the legal obligation pursuant to art 6, letter c), of the 
GDPR to which the Data Controller is subjected with reference to the implementation of the anti-contagion 
protocols.  
The provision of Personal Data is mandatory, your refusal to provide the information listed above will make it 
impossible to permit your access to ESU premises.    
4. PARTIES TO WHOM PERSONAL DATA MAY BE DISCLOSED 
Your Personal Data may only be disclosed to the parties, Bodies or Authorities to which it is mandatory to disclose 
data by virtue of legal provisions or orders from the authorities (e.g. in the event of a request by the health 
authority for the reconstruction of any close contacts of a worker testing positive for COVID-19 "). 
Furthermore, pursuant to art 14, co 2, of DL N° 14 of 9 March 2020 as amended and supplemented, your Personal 
Data may be disclosed "to public and private bodies ... in cases where it is indispensable for the purposes of carrying 
out activities related to the management of the current health emergency". In any case, your personal data will not 
be transferred abroad. 



 

PADOVA 

 

PROTOCOL for the management of the COVID-
19 emergency 

Cod. P  

Revision: 02 

Date: 24/06/2020 

Page 30 of 30 

 

 

 
5. HOW PERSONAL DATA IS KEPT SECURE  
The Data Controller uses all the security measures necessary to improve the protection and maintenance of the 
security, integrity and accessibility of Personal Data. 
Personal Data is stored on protected servers (or suitably archived paper copies) and is accessible and usable 
according to the Data Controller's standards and security policies. 
6. PERSONAL DATA RETENTION PERIOD  
Your Personal Data will be kept for a period of time not exceeding the achievement of the purposes for which the 
data was collected and processed, respecting the minimisation principle referred to in Article 5, paragraph 1, letter 
c) of the GDPR. In any case, your Personal Data will be kept for as long as necessary for the management of the 
prevention activities and until the end of the current state of emergency, as required by the pro-tempore 
regulations in force. 
This is subject to additional retention required by applicable laws. Further information is available from the Data 
Controller. 
7. CONTACTS  
The contact details for ESU, as the Data Controller and the Data Protection Officer (DPO) are as follows: -DATA 
CONTROLLER: Azienda Regionale per il diritto allo studio universitario-ESU di Padova, PEC: esu@cert.esu.pd.it; -
DATA PROTECTION OFFICER (DPO): mail: dpo@esu.pd.it 
8. YOUR DATA PROTECTION RIGHTS AND YOUR RIGHT TO LODGE A COMPLAINT WITH THE SUPERVISORY 
AUTHORITY 
If conditions are met, you have the right to ask the Data Controller to:  
• access your Personal Data; 
• rectify your Personal Data; 
• erase Personal Data for which the Data Controller no longer has any legal basis for its processing; 
• limitation of the way in which the Data Controller processes your Personal Data, within the limits established by 
the legislation protecting personal data. 
Requests should be sent in writing to the Data Controller at the above address. 
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