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The situation on COVID-19 can change quickly. These public health guidelines provide 
actions that can be planned for and taken should COVID-19 be identified in the community 
(Scenario 2B and 3). Everyone should stay up to date with the latest information about the 
spread of COVID-19 and the required health measures and restrictions from the Ministry 
of Health.  

 
Getting your workplace ready for COVID-19 

Businesses, employers and employees all have an important role to play in preventing COVID-19.  

This document gives advice on:  

1. Simple ways to prevent the spread of COVID-19 in your workplace  
2. Guidelines for conducting meetings and trainings  
3. Things to consider when you and your employees travel  
4. Getting your workplace ready in case COVID-19 arrives in your community  
5. Other information and resources 
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1. Simple ways to prevent the spread of COVID-19 in your workplace  
 
All businesses, employers and employees can take the following actions to help reduce 
the risk of COVID-19: 

 
Keep informed 
• Stay up to-date on the latest advice and restrictions at www.covid-19.gov.vu and from 

information distributed by government agencies.  
• Workplaces and business houses should display Ministry of Health approved posters about 

COVID-19 hygiene and prevention measures and visual reminders on physical distancing, 
handwashing, and cough hygiene.   

• These materials should be combined with other communication measures such as offering 
guidance from occupational health and safety officers, briefings at meetings and information 
via notices, posters, email or intranet.  

• If there are cases of COVID-19 confirmed and when requested by authorities, keep a record 
that can be provided to health authorities that includes contact details of all people who visit 
the workplace.  

• Monitor staff and customer compliance, and identify staff members to be responsible for these 
processes.  

 
Wash Hands Regularly and Uphold Hygiene Practices 
• Make sure that staff, contractors and customers have access to places where they can wash 

their hands with soap and running clean water especially at the entrance to the building.  
• Hands should be washed upon arrival and regularly throughout the day.  
• If available, you can also provide sanitizing hand rub dispensers in prominent places around 

the workplace.  
• Make sure these dispensers and soap are regularly refilled. 
• Ensure that tissues are available at your workplaces, for those who develop a runny nose or 

cough at work, along with closed bins for hygienically disposing of them (encourage washing of 
hands afterwards). 

 
Keep a Safe Distance 
• Keep at least 1 meter distance between people at all times.  
• Ensure areas where people queue or interact are reorganised in a way that stops crowding and 

keeps space between people. For example, limit the number of customers at a given time or 
mark spacing on the floor.  

• Remind staff and customers to avoid shaking hands, hugging or other practices that involve 
physical contact.   

• Reorganise the workplace to avoid crowding, moving chairs and tables or by marking the floor 
to indicate safe distance.  

• When necessary, plan, manage and monitor staff by limiting operations to essential processes 
and promoting working from home where possible.  
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• If appropriate, organise shift work and team rosters to help with physical distancing between 
staff and avoid crowding in office, kitchens and other common areas.   

 
Clean and disinfect surfaces 
• Clean and disinfect floors, restrooms, and surfaces (e.g. desks and tables) disinfectant/beach 

solution (0.1%) every day before staff and customers arrive.  
• Clean and disinfect office items that are touched regularly, like computer equipment, 

telephones, photocopy machines/printers, door handles, light switches etc.   
• Where possible, use cards for transactions to minimise handling of cash. Try to provide hand 

sanitizers or ensure easy access to handwashing facilities for staff and customers who handle 
cash or use an eftpos machine etc.   

• Staff who share desks, workstations or equipment should make sure these items are cleaned 
and disinfected between users.  

• You can make your own disinfectant by diluting bleach with water (3 teaspoons of bleach to 1 
litre of water or according to directions on package). (See ‘COVID-19 Public Health Information 
– Cleaning and Disinfecting’ Information Sheet.) 

• Encourage all staff to clean hands and personal belongings they use in the office when they 
return home. Remove clothing and wash with detergent and hot water. If using cold water, use 
disinfectant/bleach solution.   
 

Keep the space well ventilated  
• Where possible, use natural ventilation by opening doors and windows 
• If you have air conditioning, regularly clean units according to manufacturer’s instructions  

 
Remain vigilant for symptoms and stay alert  
• Regularly remind staff to monitor their health and encourage them not to come to work if they 

have symptoms of cough, fever or sore throat – even if they are mild. They should also stay 
home (or work from home) if they have had to take simple medications, such as paracetamol, 
ibuprofen or aspirin, which may mask symptoms of infection.  

• Make clear to employees that they will be able to count this time off as sick leave within the 
regular work contract conditions.  

• Anybody with symptoms or a temperature of 37.5 degrees celsius or more should be informed 
not to enter the work premises.  

 
Wearing a Mask if advised:  
• Use of a masks may be required for the general public when there are COVID-19 cases in the 

community to help limit transmission. Only wear a mask if advised by Vanuatu Ministry 
of Health that the situation requires its use. 

• Follow the guidelines and advice about mask use from the Ministry of Health and WHO.  
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2. Guidelines for Conducting Meetings and Trainings 

The following suggestions may reduce the risk of COVID-19 transmission during meetings and 
trainings: 
 
• Reconsider whether face-to face meetings or trainings are needed at all. Could they be 

postponed to a later date or replaced by a phone call, teleconference or online forum? 
• Consider which partners/agencies can assist to host meetings/trainings in this way. Ideally, do 

a test run in advance.  
 
Arrangements: 
• Reduce the number of people invited to participate in meetings to essential participants only, 

or consider including 1-2 agencies at a time.  
• Rotate the organisations required to attend critical meetings and request only 1 representative 

per agency. 
• Consider non-essential participants dialing in via teleconference or through internet-based 

options or providing updates via email after the meeting is completed. 
• Send PowerPoint presentations in advance, make requests by email, assess the information 

and then follow up with bilateral meetings/ phone calls to critical stakeholders where further 
action is needed. 

 
Venue: 
• Select large meeting spaces so that there is increased distance between participants (e.g. 

explore options to hold cluster meetings at larger venues).  
• Consider outdoor meetings or opening windows and doors to increase air circulation for indoor 

meetings. 
• Ensure spacing in seating and standing arrangements (i.e. one to two empty seats or 1-2 

meters in between each participant). 
 
Attendance: 
• If face-to-face meetings cannot be avoided, then ensure staff members with symptoms of a 

cold (e.g. runny nose, cough, sneezing) do not participate and do not return to work until they 
are completely without symptoms (managers should reinforce this message to staff every day).  

• Keep meetings to maximum 45 minutes and consider stand-up meetings (rather than seated). 
• Make sure meeting places are cleaned after each meeting takes place, including all table-tops, 

keyboards and objects are disinfected with disinfectant/beach solution (0.1%).  
• Provide handwashing facilities at the entrance to all meetings and request that participants 

wash their hands upon entry and afterwards. Provide tissues in the meeting room.  
• Managers and meeting organisers should be aware of anyone who is pregnant or has an 

underlying health condition (and/or with immediate family members with such conditions) and 
reduce their involvement/exposure.  
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3. Things to consider when you and your employees travel  

Travel restrictions and border controls both in Vanuatu and abroad are constantly changing to 
respond to the COVID-19 outbreak.  

When international travel is possible it is important that you refer to current advisories and 
restrictions in place in your country and your intended destination.  
 
Before traveling  
• Make sure your organization and its employees have the latest information on areas where 

COVID-19 is spreading. You can find this at https://www.who.int/emergencies/diseases/novel-
coronavirus-2019/situation-reports/  

• Based on the latest information, your organization should assess the benefits and risks related 
to upcoming travel plans.  

• Avoid sending employees who may be at higher risk of serious illness (e.g. older employees 
and those with medical conditions such as diabetes, heart and lung disease) to areas where 
COVID-19 is spreading.  

• Make sure all persons travelling to locations reporting COVID-19 are briefed by a qualified 
professional (e.g. staff health services, health care provider or local public health partner)  

• Consider issuing employees who are about to travel with small bottles (under 100 CL) of 
alcohol-based hand rub if available. This can facilitate regular hand-washing.  

While traveling: 
• Encourage employees to wash their hands regularly and stay at least one meter away from 

people who are coughing, sneezing or have a fever.  
• Ensure employees know what to do and who to contact if they feel ill while traveling.  
• Ensure that your employees comply with instructions from local authorities where they are 

traveling. If, for example, they are told by local authorities not to go somewhere they should 
comply with this. Your employees should comply with any local restrictions on travel, 
movement or large gatherings.  

When you or your employees return from traveling: 
• Employees who have returned from an area where COVID-19 is spreading should monitor 

themselves for symptoms for 14 days and take their temperature twice a day.  
• If they develop even a mild cough or low-grade fever (i.e. a temperature of 37.3C or more) 

they should stay at home and self-isolate. This means avoiding close contact (one meter or 
nearer) with other people, including family members. They should also report to their closest 
health facility (calling in advance if possible) and provide details of their recent travel and 
symptoms in advance if possible.  
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4. Getting your workplace ready in case COVID-19 arrives in your 
community  

• Assign supervisors to support compliance with COVID-19 measures.  

• Develop a plan of what to do if someone becomes ill with suspected COVID-19 at one of your 
workplaces (NOTE: This applies if Vanuatu reaches the third scenario where there is 
community transmission of COVID-19. Further restrictions and guidelines will be put in place 
by the Vanuatu Government should this occur).  

• The plan should cover putting the ill person in a room or area where they are isolated from 
others in the workplace, limiting the number of people who have contact with the sick person 
and reporting to your local health facility. 

• Consider how to identify persons who may be at risk, and support them, without inviting 
stigma and discrimination into your workplace. This could include persons who have recently 
travelled to an area reporting cases, or other personnel who have conditions that put them at 
higher risk of serious illness (e.g. diabetes, heart and lung disease, older age).  

• If there is an outbreak of COVID -19 in your community the health authorities may advise 
people to avoid public transport and crowded places. If possible, make arrangements to work 
from home across your organization using phone, email and teleconferencing facilities to help 
your business keep operating while your employees stay safe.  

• Develop a contingency and business continuity plan for an outbreak in the communities 
where your business operates  

• The plan will help prepare your organization for the possibility of an outbreak of COVID- 19 in 
its workplaces or community. It may also be valid for other health emergencies  

• The plan should address how to keep your business running even if a significant number of 
employees, contractors and suppliers cannot come to your place of business - either due to 
local restrictions on travel or because they are ill. 

• Communicate to your employees and contractors about the plan and make sure they are 
aware of what they need to do – or not do – under the plan. Emphasize key points such as 
the importance of staying away from work even if they have only mild symptoms or have had 
to take simple medications (e.g. paracetamol, ibuprofen) which may mask the symptoms  

• Be sure your plan addresses the mental health and social consequences of a case of COVID-
19 in the workplace or in the community and offer information and support.  

• For small and medium-sized businesses without in-house staff health and welfare support or 
limited capacity to prepare your plan, develop partnerships and plans in advance with support 
from local agencies in advance of any emergency.  

Remember:  

• Now is the time to prepare for COVID-19. Simple precautions and planning can make a 
big difference. Action now will help protect your employees and your business.  
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5. Other Information and Resources 

How to stay informed on COVID-19 in Vanuatu:  

• For the latest information visit the Ministry of Health COVID-19 website and follow the 
Ministry of Health - Health Promotions  Facebook page: www.covid19.gov.vu  and 
https://www.facebook.com/Health-Promotions-Vanuatu-1674266679566197/  
 

• Find the latest information from WHO on where COVID-19 is spreading:  
https://www.who.int/emergencies/diseases/novel-coronavirus-2019/situation-reports/  
 

• Advice and guidance from WHO on COVID-19 
https://www.who.int/emergencies/diseases/novel-coronavirus-2019 https://www.epi-
win.com/  
 

• If the information you need is not easily found using these resources or you have further 
questions, please consult the Ministry of Health’s COVID-19 Information Hotline on 
119 (free call, Monday - Friday, 9:00am -6:00pm).  

 

Other information for Vanuatu Businesses on COVID-19: 

• Updates from the National Disaster Management Office on COVID-19 restrictions 
including the State of Emergency: 
https://ndmo.gov.vu/covid-19  
 

• Department of Labour  
https://dol.gov.vu/#  


