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Announcement
HR/A/017/2020
New Procedures in the Head Office

The ongoing Coronavirus situation seems to be continued without an end in sight. Although Covid-19
cases in Thailand remain low, the virus is still spreading, and there is still no vaccine that can protect
us against the virus. Therefore, we still need to take necessary precautions to prevent the spread in
our office. To protect health of our staff and their families, the company is hereby releasing new
procedures listed below for everyone to strictly follow with effect from 25th May 2020 when all our
staff members will be back in office. Welcome back!

1. Temperature Screening_

1.1 All staff will undergo a temperature checks daily, when they enter office. These checks will
be conducted from 07:30 am to 09:00 am. If your temperature is higher than 37.5 degrees
Celsius, you will be asked to leave the office and see a Doctor.

1.2 If you arrive in the office before 07:30 am, you are allowed to check your temperature on
your own by using the thermometer that shall be kept at the Reception area. Please write your
name and note down your temperature on the provided sheet.

1.3 Temperature screening is part of attendance record. Therefore, HR Dept. will check the
name list daily.

1.4 Admin. Dept. will arrange to check temperatures of visitors.

1.5 There will also be temperature screening in company's shuttle van. Anyone with

temperature measured above 37.5 degrees Celsius will not be allowed to board the Van.

2. Wearing hygienic-mask or cloth-mask

You must wear hygienic mask or cloth mask when you come to office into contact with the others,
when in the hallway, and when in all the common areas. While it is recommended that you keep your
mask on while at your Desk, it shall not be mandatory as long as you wear your mask whenever you
interact with anybody.

3. Taking_public transportation

The company is revising office hours to avoid rush hours in crowded condition for those who use
Public Transportation. There'll be a choice of alternative working hours from 9.00 am to 6.00 pm or
7.00 am to 4.00 pm for all those who use Public Transportation regularly to office or they may choose
to follow normal working hours. All those who are taking Public Transportation are therefore requested
to indicate their choice of working hours which they would like to follow out of the aforesaid three
choices to their Department Head. Please note that if you use Public Transportation and follow the
above revised timings, you shall not be allocated any car-park in the Office premises and if you have
one, the same will be withdrawn.

Revised Lunch Breaks
In order to avoid overcrowding in the canteen or in other areas, we are staggering the lunch breaks
and accordingly, the revised lunch-breaks' timings are as under:



3.1 Break No. 1 11:30 am -12:30 pm.
3.2 Break No. 2 12:30 pm -01:30 pm.

You may convey your choice of the lunch break which you would like to follow, to your Department
Head and HR Department but the final timings which you will need to follow will be confirmed again by
the HR Department based on the objective of ensuring physical distancing in Canteen or Lounge at all
times.

4. Physical Distancing

4.1 Workspace

Department managers must exercise extra care about health and safety of staff within his/her
department. Workspace must be at least 1 meter apart, in compliance with the order of the
Department of Disease Control.

The Company has prepared new seating spaces for all the persons who sit in common offices and
smaller office areas where physical distancing is not possible. You shall be informed of your allocated
new office space, if any, in due course which you shall be required to follow strictly.

4.2 Meeting

Meetings will be held online only via e-meeting applications such as Zoom video meetings. However,
if there's a need for face-to-face meeting, please use room 202-203. Notify SPG/PT in advance that
you need to use the rooms.

Meetings with outsiders should be held online only as well.

The Company has taken subscriptions to Zoom Video Communications App and therefore, if you
need to hold an online meeting on Zoom, kindly contact SPG or the IT Department.

4.3 Canteen
Dining in the canteen will be one person per table only. Moving dining tables and chairs are
prohibited.

The company will arrange to have the canteen cleaned before each break session.

Having lunch at your own desk is still permitted but please follow hygiene practices.

5. Travelling

Regarding traveling overseas you're still required to follow the announcement number HR/A/007/2020
and HR/A/011/2020. The procedures and policies recommended in the aforesaid Announcements are
now being extended to other provinces in Thailand.

If you need to travel to other provinces and have no choice of avoiding the same, avoid zones that
Public Health Ministry has declared as dangerous. Strictly follow screening and quarantine measures
that the public health authorities request.

6. Workplace hygiene
The Company shall be following a number of special hygiene practices including the following:




¢ Cleaning of frequently touched surfaces as often as possible.

¢ Cleaning of the toilets with alcohol or disinfectants every two hours.

* Spraying alcohol or disinfectants in each department and the lobby areas every day.

¢ Cleaning the desk with alcohol or disinfectant at least once a week.

¢ Alcohol hand gel and alcohol spray will be made available all around the office. Please use as
often as you can but also remember to wash hands with soap frequently

7. Trainings

Training sessions will be conducted online only with the exception of training that requires face-to-face
interaction, which cannot be conducted online. However, there must be careful consideration and
approval before carrying out such training in person.

This announcement is published on May 21, 2020.

(Khushroo Wadia)

Managing Director
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