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STANDING OPERATION PROCEDURE (SOP) FOR COVID 19 

 

1. General. 

Outbreak of CORONA pandemic has taken the word by surprise. Situation has been further 

aggravated due to the fact that there is no known vaccine or medical treatment of the virus. It 

has been unanimously concluded all over the world that till the development of proper vaccine 

and medical treatment to fight the virus, best method is to adopt preventive measures as 

defined by health care authorities. This SOP is being framed in the backdrop of instructions 

issued by the health care authorities of Government of Pakistan till date. Any further 

instructions issued by the government, from time to time, shall be automatically adopted as 

part of this SOP without waiting for formal instructions of SHER management.  

 

2. Purpose 

To laydown measures and actions to be taken by all employees, visitors and individuals 

working at SHER to mitigate the spread of corona virus. All members of SHER and SES 

family are expected to follow these instructions willing and diligently to maintain healthy and 

safe working environments. 

 

3. Scope 

This SOP shall apply to all employees, staff and faculty members of SHER and SES while 

physically working in offices, prmises and buildings associated with SHER/SES. All visitors, 

volunteers, beneficiaries and services providers shall also be asked to follow the SOP while 

dealing with SHER. It is strongly recommend that all personnel, program teams, field teams, 

and support staff working in remote areas may also read and follow the SOP in letter and 

spirit. 

 

4. What is COVID 19 

It is an RIS virus in the form of invisible droplets. These droplets enter the human body 

through mouth, nose and eyes. Virus stays in human throat for almost 90 hours and keeps 

multiplying. Thereafter, it starts travelling downwards. Droplets entering the digestive system 



 

 

 

get neutralized naturally but the droplets entering human respiratory system start causing 

infection and it becomes difficult to control and may result into fatality. It is infectious in 

nature and can be transmitted from one human to another. Droplets falling on external surfaces 

of objects due to coughing/sneezing of affected individuals, remain struck there for almost 

three days and on touching those surfaces/objects, gets transferred to human parts (especially 

hands) and clothes. Carelessness, facilitates entry of droplets into human body by touching of 

eyes, nose and mouth. 

 

5. Symptoms 

Currently known major symptoms are as under:- 

a) Fever (mild to high). 

b)  Coughing. 

c) Flow of Nose (as in Flue). 

d) Throat Irritation. 

e) Body Aches. 

f) Loose Motions. 

g) Dizziness and Weakness. 

h) Sneezing. 

i) Difficulty in Breathing.  

j) Any other, as advertised by health care authorities, from time to time. 

 

6. Individual Precautions. 

Individual precautionary measures are as under:- 

a) Develop awareness about the disease and be COVID 19 conscious.  

b) Do not get out of home unnecessarily. 

c) Avoid crowding and visiting large gatherings, especially the funerals of affected 

individuals.  

d) Wear face mask and hand gloves while moving outside. 

e) Try to use personal transport for movement and sanitize it before use. 

f) Wash hands after every 60 minutes with soap applied for 20 seconds, especially after 

visiting wash room, eating food etc.  



 

 

 

g) Maintain social distancing (at least 1 meter). 

h) Avoid meeting/visiting affected (or suspected to be affected) individuals. 

i) Avoid touching your nose, eyes, mouth and face. 

j) Carryout sanitizing of your living place/rooms on daily basis.  

k) No handshake or body touching. 

l) Cover mouth with elbow or tissue paper while coughing/sneezing and ensure disposal of 

tissue paper in a dustbin. 

m) Do not take pandemic symptoms casually and do not hide them. 

n)  Regular gargling with hot water and use of steam. 

o) On detection of symptoms, do not panic. Get into Quarantine for at least 14 days. 

p) Ensure proper daily sleep ( minimum 8 hrs ) and rest for your body. Avoid fatigue. Please 

remember that immune system of your body is the most potent defence against the virus. 

q) Consume healthy diet to boost your immune system.  

r) Ensure regular exercise of your body.  

 

7. Precautions at Work Place, Premises and Buildings.  

Measures for work place, premises and buildings/offices are as under:-  

a) Keep all premises, buildings and work places hygenically neat and clean.  

b) Keep the doors and windows open to facilitate proper ventilation of rooms. 

c) If possible, allow sun lighting of work places/offices.  

d) Remove extra and unused furniture items. 

e) Wipe the desk tops, chairs, door knobs and office accessories with sanitized cloth before 

use.  

f) Ensure safe distancing from your colleagues and visitors while working.  

g) Handwashing Areas to be made prominent at all work  place/premises and duly marked to 

facilitate their use by employees and visitors.  

 

8. Procedure for Entry/Exit of Staff & Visitors. 

Measures to be ensured include:- 

a) Entry & Exit of all employees and visitors will be recorded in the register by 

Security Guards/designated individuals on 24/7 basis.  



 

 

 

b) No Employee or visitor will be allowed to enter the office/building/premises 

without a face mask. 

c) Security Guards/designated individuals at the entry points will have the 

Sanitization Spray Guns and will apply the same to all employees and visitors 

before they enter the work place or premises. 

d) Any employee or visitor suspected of being affected by the virus will not be 

allowed to enter the work place/premises till receipt of clearance from concerned 

Manager. 

 

9. Procedure of Working from Home and Online Office Procedure. 

9.1. Sick Leave Arrangements: 

a) An employee having COVID 19 symptoms, such as cough/sneezing/fever or feels 

drowsiness, may request for sick leave or work from home (if attending the office). 

Sick leave will be granted as per the laid down policy of SHER.  

b) An employee diagnosed positive of COVID-19, can only return to the office after 

having been fully recovered, with government designated health care authority note 

confirming recovery. 

9.2. Work From Home Requests: 

a) An employee suspecting COVID 19 symptoms, can request the concerned 

Manager/Supervisor to work from home. 

b) An employee returning from areas with a high number of COVID-19 cases or 

working with any affected individual, will work from home for 14 calendar days 

and may return to the office only when found fully non symptomatic. 

c) While working from home, obtain work plan and targets from respective 

Manager/Supervisor.  

d) During work from home, employees are responsible to take proper data backup in 

coordination with IT Department of SHER.  

 

10. Public Awareness Measures. 

Banners and playcards will be displayed prominently at all Entry/Exit points and within the 

premises of SHER to make all employees and visitors cosencious of COVID 19 threat.  



 

 

 

 

11. Basic Treatment Measures.  

A few suggested home treatment measures, to boost body immunity, are as under:- 

a) Take Vitamin Supplements as these are essential for tissue repair, body growth, heart 

health and immunity enhancement.  

b) Get enough sleep as it is most essential to maintain good health.  

c) Reduce stress because under constant stress, immune system reduces the ability to fight 

against bacteria, viruses and cancerous cells.  

d) Drink more water as it is the most well-know and sure-way to boost immune system.  

e) 30 minutes moderate exercise every day is a must to stay healthy, physically and 

mentally.  

f) Eat vegetables and fruits in their original form. 

g) Hand sanitizer is best only when water and soap is not available to wash hands.  

h) Congested sinus, stuffy nose and any irritation in respiratory tract can be eased with 

inhaling steam. Take moderately hot steam for 10 minutes daily. 

 

12. Conclusion.  

It is our faith that no disease is ever sent by Allah without a cure. COVID 19 is also a 

challenge virus, till its cure is discovered by human beings. However, till the time that a 

treatment is found, the best way to fight COVID 19 is to strictly follow the preventive 

measures contained in the SOP. May Allah be our guide and protector. Ameen. 

 

 


