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Preliminary considerations
The purpose of this protocol is to contribute to the contention of the pandemic and health
crisis caused by COVID-19, in accordance with the guidelines set by the Ministry of Health,
Consumption and Social Welfare, and to protect employees in the work environment to the
maximum extent possible.
The disease that causes SARS-CoV-2 is called COVID-19, incubates for 2 to 14 days and is
transmitted by respiratory secretions generated by coughing or sneezing by a carrier, if such
secretions come into contact with the nose, eyes or mouth. The most common symptoms are
fever, coughing and sneezing and shortness of breath, and to a lesser degree digestive
problems such as diarrhea and abdominal pain, although the disease may be asymptomatic.
This protocol complements, but does not replace, ORP measures and other possible measures
to prevent coronavirus transmission.
This document should be modified according to the indications updated by the Autonomous
Communities, new information available and the pandemic status.

Preventive measures
In order to ensure the safety and health of workers, customers and collaborators, following
preventive measures shall be adopted:
Access control and body temperature measurement:
o Body temperature will be measured prior to access to the facilities through the
use of an access and temperature control system, in order to detect those
visitors or workers whose temperature is higher than 37 ºC.
o

In the event that an attendee is detected with a temperature higher than the
above mentioned. If so, he/she will not be allowed access to the facilities and
the health care protocol will be activated.

Work shifts and face-to-face visits:
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o

Work shifts and visits shall be organized to reduce proximity, number of
people exposed, establishing rules to avoid and reduce the frequency and type
of person-to-person contact.

o

The workstation layout, the organization of shifts and other existing working
conditions in the facilities and sets shall be modified, to the extent necessary, to
ensure the possibility of maintaining the minimum interpersonal safety
distance of 2 meters between workers.

o
o
o

The maximum capacity shall be enough to meet the interpersonal distance
requirement..
The time spent at the facilities shall be the strictly necessary to manage
the business to be carried out..
The maximum occupancy of the toilets must not exceed one person, with the
exception of those persons who may require assistance, in which case their
companion shall also be allowed to use the toilets. The toilets shall be
frequently cleaned and disinfected.

o

It is crucial to ensure proper cleaning of surfaces and spaces, trying to have
daily cleaning of all surfaces, with special emphasis on those frequently
touched such as doorknobs, handrails, buttons, etc. Standard detergents are
quite sufficient.

Interpersonal distance
o

A minimum distance of 2 meters between people shall be maintained, avoiding
greetings that imply any personal contact, including the touching of elbows, and
closeness in general at all times.

Telework and digital communication:
o

Teleworking will be implemented according to labor legislation (Workers' Statute

o

The company will provide the necessary technological means for teleworking.

and Law 31/1995) and the corresponding collective bargaining agreement.
Digital communication will be prioritized, limiting meetings and face-to-face
training as much as possible, as well as unnecessary travel.

o

It is recommended to set a series of meetings between the teleworker and the
members of the company. This way, it is possible to be updated in proper
matters of his work, of his company, and promotes the sense of belonging to
the organization.
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o

It is recommended to take 10 to 15 minute breaks every two hours in order to

o

For those designated as high-risk by the Ministry of Health, the recommendation

counteract physical and mental fatigue and to acquire healthy lifestyle habits.
is in any situation to opt directly for teleworking:
People over 60 years old.
People with cardiovascular diseases and arterial hypertension, chronic
pulmonary diseases, diabetes and immunosuppressed, cancer.
Embarazadas.
Pregnant women.
In the case that, due to justified reasons, the activity cannot be carried
out from home, all the risk prevention measures available to the
company and the workers will be taken.

At on-site events and sets
o
o

The facilities and sets will be disinfected before and after each event.
When there are elevators in the centers, entities, premises and establishments
provided for in this order, their use shall be limited to the minimum necessary
and the stairways shall be used instead. Whenever it is necessary to use them,
the maximum occupancy shall be of one person, unless two meters of
separation between them can be guaranteed, or in cases of people who may
require assistance, in which case their companion shall also be allowed to use
them.
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o

Sanitizing gel and masks will be available at the entrance to the set and anyone

o

Whenever any person leaves the facilities, the masks must be deposited in the

o

Informative signage will be available on the sanitary procedures published by

o

Personnel should not remove their masks at any time during the workday

o

Technical equipment shall be sanitized whenever possible:

without this PPE will not be authorized to enter.
container provided for this purpose at the entrance or at the designated area.
the health authorities.
unless it is strictly necessary.
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Communication equipment or tools shall be personal and nontransferable, as well as parts in close contact with the user's body, shall
be provided with replaceable elements.
All equipment to be handled by different personnel should be sanitized
before each use.
In jobs requiring the intervention of more than one worker, and where
the safety distance cannot be maintained, all involved must use
protective equipment appropriate to the level of risk.
Any element that they have to pick up, use or simply touch with bare
hands must be previously sanitized with approved sanitizing solutions.
Intercoms shall be properly identified, properly secured with
disposable covers whenever possible, and shall be nontransferable and non-interchangeable.
Tie clip microphones shall be properly sanitized and shall not be
swapped unless they have been re-sanitized, even if they are
isolated with disposable materials.
o
o

It is recommended to have a microphone for individual
use by each speaker, and it should be sanitized after use.
In the placement or retrieval of a wireless clip-on
microphone, and because it is a specific situation in
which it is difficult to keep the 2-meter distance, the
operation shall be performed at the maximum possible
distance and as quickly as possible (trying to ensure that
the placement time does not exceed one minute). The use
of a mask is mandatory in this situation, both for the
speaker and the technician.

Slide clicker/pointer should be properly sanitized before and
after each use.
o
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o

A sufficiently large space will be provided so, during waiting times, the
technical team can follow the recommended general safety measures and the
safety distance between people of approximately 2 meters.

o

Generate an assembly, rehearsal and disassembly schedule, in order to avoid
personal contact during the different phases of the event as much as possible
and a correct planning with the content to be communicated in detail.

o

Assign a supervisor to organize and monitor the assembly times, steps to be
taken by the successive collaborators, dialogue with the speakers and
coordination of any possible incidents.

o

A client-technician communication channel will be created, either through the
use of intercoms, walkies, etc. to solve any incident that may occur both in the
pre-assembly and during the event, in order to maintain the safety distance for
as long as possible.

o

Audiovisual material will be delivered by e-mail/cloud or any other telematic
channel (PPTs, videos, etc.), in advance in order to avoid "movement" within
the technical area by speakers and to be able to check the content.

o

The use of fixed stands is not recommended in order to avoid contagions.
However, if necessary, a cleaning and sanitizing protocol must be activated
between speakers. In addition, in case a laptop computer must be used from it,
a plastic protector for the keyboard should be provided to protect the speaker
for its handling.
o Catering: if available, the most aseptic catering services shall be provided,
where the product is less exposed in order to minimize possible contamination.
All handling tools and food containers should be sanitized and sterilized or
disposable. It is highly recommended not to use common areas, such as dining
rooms, dressing rooms or common rest areas and, if this is not possible, reduce
as much as possible the number of people, by establishing shifts, and intensify
cleaning during each work session.

Close contact definition. Exposure classification. Occupational
and health risks.
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o

It is classified as close contact :
In general, at the community level, close contact will be considered to be
any person who has been in the same place, within 2 meters for more
than 15 minutes.

However, in areas where the monitoring of

prevention measures can be evaluated, including the correct and
continued use of the mask, an individualized valuation can be made by
the occupational risk prevention service or the designated responsible
for that purpose.
Any person, who has had contact with the case from 48 hours
before the beginning of symptoms (or diagnosis in the case of
asymptomatic) until the time the case is isolated, who:
o

Has provided care to a case: health or social-health staff
who have failed to use appropriate protective measures,
family members or individuals who have other similar
physical contact.

o

Has been in the same place as a case, at a lesser
distance than 2 meters (e.g. cohabitants, visitors) and
longer than 15 minutes.

o

Has traveled on an airplane, train or other long-distance
ground transportation ( whenever access to passenger
identification is possible) within a two-seat radius of the
case, as well as the crew that has had contact with him/
her.

o

Exposure classification:
Overall, our activity is classified as "Low exposure probability" in the
case of some workers such as administrative staff, logistics, design or
organizational positions, who do not have any direct public contact, if
they do, it occurs at a greater distance than 2 meters, or they have
collective protection measures to avoid contact. In the case of other
workers, such as production or technical personnel, we would be in a
"low risk exposure" with a medium probability of exposure, in those work
situations in which the relationship with a suspected or confirmed case
does not involve close contact.
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o

The obligation to carry out the risk evaluation, in terms of Article 16 of Law
31/1995, of November 8, 1995, on Occupational Risk Prevention, will be
understood to be fulfilled by means of a voluntary self-evaluation by the worker.

Transportation
o

Use of own vehicle whenever possible.

o

For 9-seater vehicles or larger, avoid more than one person per row of seats

o

When using public transport, maintain the required safety distance from others

o

If a cab or VTC is used, only one person should travel in each row of seats,

o

The company will provide all workers who need it with a responsible statement

o

A 5-seater vehicle is limited to a maximum of 2 persons.
while maintaining the greatest possible distance between occupants.
at all times and wear a face mask.
keeping the greatest possible distance between occupants.
covering travel between their residence and the workplace in the event of
confinement.

Hygienic measures
o

o

o
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Company will provide the necessary hygienic material for frequent hand
washing (soap and water, disposable paper towels), as well as hydroalcoholic
hand sanitising gel dispensers, with aloe vera and glycerine to prevent
excessive drying of the skin, which will be placed in all rooms.
Litter bins with disposable plastic bags or lid and pedal shall be provided to
dispose of tissues and other disposable material. These bins shall be cleaned
frequently, at least once a day.
Fingerprint registration shall be replaced by any other time tracking system
which ensures adequate hygienic measures for workers' health and safety
protection.
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o

An approved hydroalcoholic gel shall be available at the access points to the

o

Hygienic surgical masks shall be provided to all individuals entering the

o

The wearing of masks shall be mandatory at all times on the premises.

workplace for the use of hand washing on entry and exit.
facilities.

o

PPE is for individual use and must be used and maintained according to

o

Gloves, masks, etc., shall be properly removed to avoid cross contamination of

o

It is recommended to use disposable cutlery, glasses, plates and similar, if

established work procedures (including cleaning).
the hands when removing them.
possible, all the material should be environmentally friendly. If reusable
silverware, glasses and plates are used, they should be washed with hot water
and soap, preferably in the dishwasher at over 60ºC.

o

Daily cleaning and surface sanitising shall be intensified (door handles,
handrails, tables, toilets, etc.), especially in common or shared use areas as well
as in workstations and transportation vehicles, which shall be cleaned with
disposable material and daily disinfected with a bleach-based household
disinfectant at a dilution of 1:50 (2 parts bleach to 98 parts water) prepared the
same day it is to be used. As an alternative to bleach, 70% alcohol is also
recommended.

o

Materials used and protective equipment shall be safely disposed after each

o

Cleaning measures shall also extend, where appropriate, to workers private

o

Additionally, when workstations are shared by more than one worker, the it shall

cleaning, followed by hand washing.
zones such as changing rooms, lockers, toilets, kitchens and rest areas.
be cleaned and sanitised after each use, with special attention to the furniture
and other elements susceptible to manipulation.

o
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Ventilation shall be performed on the premises on a regular basis and at least
once a day and for at least five minutes.
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o

Uniforms or work clothing shall be washed by mechanical means using
washing cycles between 60 and 90 degrees. When uniforms or work clothing
are not used, garments worn by workers in contact with clients, visitors or users
should also be washed under the above conditions.

o

o

Instructions on coronavirus, hand hygiene and respiratory hygiene will be
posted at strategic locations and on corporate websites.
General recommendations:
Do not touch mouth, nose or eyes with unwashed hands.
Do not share personal items (computers, tablets, cutlery, telephones,
plates, keyboards, pens, etc.).
Ventilate workplaces (enclosed spaces) at least 10 minutes a day.
Apply respiratory hygiene measures: cover with a disposable tissue
when sneezing and coughing and then throw the tissue away, if this is
not possible, cover with the elbow.
Cleaning on delivery and receipt of all equipment with sanitising
solutions.
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What should we do if a worker has been diagnosed with or
shows symptoms of COVID-19?
Objective:
Early detection of any case that may be actively infected and therefore able to transmit the
disease is the objective.
Case definition and classification

Public Health Service is currently classifying cases as follows according to laboratory results:
-

Suspected case: any person with a clinical condition of sudden onset acute respiratory
infection of any severity, including fever, cough or shortness of breath. Other symptoms
such as odynophagia, anosmia, ageusia, muscle pain, diarrhea, chest pain or headache,
among others, may also be considered symptoms of suspected SARS-CoV-2 infection
according to clinical criteria.

-

Probable case: person with severe acute respiratory infection with clinical and radiological
conditions compatible with COVID-19 and negative PCR results, or suspected cases with
non conclusive PCR.
Confirmed case

-

with an active infection:
An individual who meets the clinical criteria for a suspect case and is PCR
positive.
An individual who meets clinical criteria for a suspect case, with negative PCR
and IgM-positive result by high-throughput serology (not by express test).
Asymptomatic individual with positive PCR with negative or no IgG.
with a resolved infection:
Asymptomatic individual with positive Ig G serology regardless of PCR
result (PCR positive, PCR negative or not performed).
Case dismissed suspect case with negative PCR and negative IgM, if this test has been performed, in
which there is no high clinical suspicion.
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IMPORTANT: If a suspected, probable or confirmed case is detected in Bmotion, a list of all
persons (workers, customers, suppliers, etc.) who may have had close contact with the
affected worker will be drawn up.
We remind our employees NOT to attend the workplace with fever,
cough, respiratory symptoms or any other symptoms related to
COVID-19, to contact the health centre or the coronavirus hotline of
the corresponding autonomous community to report it and to be
able to perform a PCR test to confirm or rule out infection. The
workplace should also be notified to report the absence.
o
o

Comunidad de Madrid 900 102 112
Cataluña phone 061 in Cataluña cases

NOTE: Special attention should be paid to close contact and general internal communication to
workers in case of particularly sensitive staff with previous pathology (hypertension,
cardiovascular diseases, diabetes and chronic lung disease) or immunosuppressed, advising to
contact the public health service for assessment of their special case.

If you have any doubts, please call the information telephone numbers of each Autonomous
Community https://www.mscbs.gob.es/profesionales/saludPublica/ccayes/alertasActual/
nCov/telefonos.ht m
Bmotion Audiovisual S.L. is not responsible for any claim derived from the interpretation of
any point of this protocol.
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EARLY DETECTION PROTOCOL
When a suspected case is detected in a company employee, the protocol established by the
Autonomous Community where the work centre is located will be complied with.
You will be isolated from your job and:
The employee's immediate superior shall be notified, who shall inform the
SPRL.
Their symptoms will be observed:
i. If symptoms are mild enough, you will go home, wearing your mask,
avoiding contact with other people in the centre and preferably avoiding
public transpor
ii. In case of severe symptoms, call 112 immediately as an emergency.
Once at home, the employee will call the health centre to receive the
necessary instructions for a PCR (or other appropriate molecular diagnostic
technique) within 24 hours.
Employees must remain in isolation while awaiting the result of the PCR,
following the protocol and the deadlines set by the health authorities at all
times. Once the result is known, the company must be notified and the SPRL
must be informed.
The space in the worksite shall be emptied and instructions shall be given for
the cleaning and disinfection of this area and of the usual areas of permanence
and transit, including furniture, equipment, doorknobs, etc. The general
instructions to be applied for such cleaning shall be as follows:

i. The cleaning staff must wear disposable gloves and a mask for
protection.
ii. Surfaces that the employee may have touched frequently (table,
computer keyboard and mouse, telephone, door handles, etc., ask the
person if this is possible), bathroom and toilet surfaces should be
cleaned with disposable material and disinfected with a commercial

13

BMOTION AUDIOVISUAL S.L.
Calle Forjadores, 32 - 28660 Boadilla del Monte

BMOTION AUDIOVISUAL S.L.

disinfectant 5% bleach at a dilution of 1:50 (1 part bleach to 50 parts
water) prepared the same day it is to be used, or another disinfectant.
iii. Any material which is NOT easily cleaned (papers, porous materials,
stationery, etc.) shall be placed in a sealed box.
iv. Silverware, glasses, dishes and any other reusable utensils shall be
washed with hot water and soap.
v. Plastic bags containing all waste that may have been in contact with the
affected individual or derived from this cleaning (including disposable
gloves, etc.) shall be sealed hermetically. This bag shall be placed inside
a second bag, which shall also be hermetically sealed, and may be
discarded with the rest of the domestic waste.
vi. Hand hygiene must be performed before and after cleaning and waste
disposal.

Activities to identify their potentially close contacts will be initiated.
Information will be collected on places and people worked with, spaces and
times, in order to identify close contacts and follow them up (in the case of
those in employment).
- The period to be considered is from 2 days before the symptoms
appear until the case is isolated. The hierarchical superior of the sick
person will provide the list to the Medical Service of the SPRL for the
corresponding follow-up). The information relating to these contacts is:
Name and surname, ID, telephone number and date of last contact.
- According to the "Strategy for early detection, surveillance and control of
COVID-19", for early detection of new cases, it is recommended to
perform PCR on close contacts, and to do so when the contact is
identified, regardless of the time elapsed since the last contact with the
case. If the close contact has been punctual, testing should be indicated
3-5 days after exposure to minimise the possibility of false negatives:
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1.

If the result of this PCR is negative, quarantine shall be continued
until day 14.

2.

If the result of this PCR is positive, the contact will be considered
as a case, and all measures established for cases, starting with
isolation, must be applied.

Any asymptomatic individual who meets the definition of a close contact of a
confirmed case should be informed and active surveillance should be initiated.
In case of cohabitants, follow-up shall be initiated from the time of detection of
the suspected case.
Individuals who have already had a PCR-confirmed SARS-CoV-2 infection within
the previous 6 months should advise the SPRL in case they are exempted from
quarantine.
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Summary
o

Work shifts, face-to-face visits and workstations will be organised to reduce

o

The maximum occupancy in the toilets shall be one person.

o

Body temperature measurement at access points

o

Events.

proximity.

o

2 metres interpersonal distance between people.

o

Teleworking if possiblee
Disinfection of facilities and sets before and after each event.
Interpersonal distance of 2m and limited seating capacity in the event
itself, waiting areas, lifts and elevators.
Sanitizing gel, masks and waste bins will be available at the entrance to
the set.
Information posters on hygiene procedures on set. Use of gloves and
masks.
Constant disinfection of technical equipment.
Equipment to be handled by different personnel must be identified and
sanitised before each use.
Staff should wash their hands and use sanitizing gel as often as
possible.
Catering with disposable material
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o

Use of own vehicle whenever possible and with limited number of passengers

o

Company shall provide a responsible declaration for the staff's commuting to

o

Company shall provide a responsible declaration for the staff's commuting to

o

Fingerprint registration shall be replaced by any other time and attendance

o

Daily cleaning and disinfection of surfaces will be intensified.

(maximum two with driver).
work in confinement.
work in confinement.
system.
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o
o

o

o
o

Facilities shall be ventilated regularly and at least once a day for at least ten
minutes.
Uniforms or work clothing should be washed between 60 and 90 degrees.
Instructions on coronavirus, hand and respiratory hygiene will be posted in
strategic locations and on the corporate website.
The early detection protocol will be followed in case any suspected SARS-CoV-2
cases are identified.
General recommendations:
Do not touch mouth, nose or eyes with unwashed hands.
Do not share personal items (computers, tablets, cutlery, telephones,
plates, keyboards, pens, etc.).
Ventilate workplaces (enclosed spaces) at least 10 minutes a day.
Apply respiratory hygiene measures: cover with a disposable tissue
when sneezing and coughing and then throw the tissue away, if this is
not possible, cover with the elbow.
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