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Introduction 
 

Business Continuity Management (BCM) is a resilient strategy for the Ministry of 

Culture, Youth and Sports (MCYS) and its institutions to retain the ability: 

to operate to achieve its strategic key objectives, 

across its four sectors (4K) 

to preserve delivery of critical services 

to re-operate at acceptable levels 

to manage disruptions in confidence 

to mitigate risks of transmissions 

 

 
 
Current Situation: 

COVID-19 Pandemic Alert 

 
On 11 March 2020, the World Health Organization (WHO) 

officially upgraded the status of coronavirus from an epidemic to 

a pandemic. COVID-19 is highly transmissible, and those who 

are infected can pass the virus onto others even before showing 

any symptoms (Person-to-person infection). 

 

 

Business Continuity Plan 
 

MCYS has prepared this BCP in accordance to the Prime Minister’s Office Circular 

SK06/2020, whereby agencies are encouraged to plan and implement their BCP to 

minimise service disruptions and ensure that functions remain viable during the virus 

outbreak. Formulation and execution of this BCP is managed by MCYS Crisis 

Management Team (CMT). BCP is supplementary to existing circulars and advisories 

issued by Prime Minister’s Office (PMO), Ministry of Health (MOH) and other 

government agencies. BCP is a live document and is subject to review with further 

developments on COVID-19.  
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1. Alert Response Framework 
 

LEVEL SCENARIO IMPACT ACTION PROTOCOLS 

Level 1 
BELOW 50% 
ABSENCE 

Minimal 
operational 
disruption 

HOD 

 Temporary task assignment to 
remaining staff within division / 
department. 

 To task staff under with underlying 
health issues or quarantined/self-
monitoring/self-isolation to work 
from home by utilising technology. 

Level 2 
MORE THAN 50% 

ABSENCE 

Moderate 
operational 
disruption 

Deputy 
Permanent 
Secretaries 

 To deploy available staff or 
personnel from other division/ 
department. 

 To task staff with underlying health 
conditions or under quarantine/self-
monitoring/self-isolation to work 
from home by utilising technology. 

 Closure of MCYS services (except 
for essential services**) and 
redeployment of excess staff. 

Level 
3(A) 

AGENCY CRITICAL: 

At least one whole 
division / department 

compromised 

Major 
operational 
disruption 

Permanent 
Secretaries 

 To deploy available staff or 
personnel from other division / 
department. 

 To task staff with underlying health 
conditions or under quarantine/self-
monitoring/self-isolation to work 
from home by utilising technology. 

 Staggered work and operating 
hours (working in shifts or shorter 
working hours). 

 To review relocation of services to 
other facilities, if necessary. 

Level 
3(B) 

MCYS CRITICAL: 

The whole ministry 
compromised 

Major 
operational 
disruption 

Minister of 
Culture, 

Youth and 
Sports 

 To relocate operations to 
secondary facility. 

 To deploy available staff or 
personnel from other 
division/department. 

 To task staff with underlying health 
conditions or under quarantine/self-
monitoring/self-isolation to work 
from home by utilising technology. 

 Staggered work and operating 
hours (working in shifts or shorter 
working hours). 

Level 4 

NATIONAL 
DISASTER 

DECLARATION 
(Lockdown) 

Operations 
may be put 

on hold 

MOH & 
NDMC 

(DPS PM as 
MCYS Focal 

Point) 

 Adhere to national protocols. 

 Continue to maintain 
communication access to retain 
essential functions and services. 
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2. Workflow for MCYS BCP 

(Working Arrangements) 
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3. General Protocols 
 

 

a) Point of entry 
 

 

 ALL personnel and visitors must go through temperature 

screening upon entry into the building.  

 Personnel and visitors with body temperature of 37.5°C 

and above or showing any other known symptoms of 

COVID-19 are not allowed in the building.  

 Denied entry personnel will be notified to MCYS Command 

Centre. 

 MCYS Command Centre will co-ordinate reporting 

protocols.  

 All personnel and visitors must sanitise their hands before 

entering the building. 
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b) Human 
Resource 
Management 

 

 

 There should be an Action Team responsible for 

communicating the business continuity plans to all 

personnel and for ensuring general compliance with the 

plans during this period. 

 Develop a plan for the continuity of leadership in the event 

of  absence of key decision makers and executives. 

 Consider flexible working arrangements for the high-risk 

employees, as well as personnel who need to stay at home 

due to other reasons relating to the COVID-19, e.g. to take 

care of family members who have travelled to known 

affected countries. 

 Review employee management policies such as leave of 

absence, absenteeism, sick leave, overseas travel, 

workplace closure and recall of non-critical employees and 

their families from affected countries. 

 Adhere to all travel and health advisories issued by PMO, 

MOH and other government agencies. 

 Ensure that personnel are adequately protected or 

monitored in accordance to MOH guidelines. 

 Comply with all quarantine orders issued by MOH and 

other government agencies.  

 Adhere to all leave of absence advisories issued by PMO 

and MOH. For example, during a 14-day self-isolation 

period, agencies must ensure that personnel stay away 

from the workplace but agencies may adopt flexible work 

arrangements, such as telecommuting and 

teleconferencing, to allow personnel to work from home.  

 Flexible work arrangements should take into consideration 

available services such as e-Office and email. Agencies 

may refer this matter to EGNC’s advisory at 

helpdesk@egc.gov.bn for further support. 

 Remote operations should adhere to existing security 

guidelines and  each Head of Division / Department should 

assess risks and formulate mitigation measures. 

 In systems with limited remote accessibility such as TAFIS 

and systems security updates, agencies may wish to 

review processes related to these systems to minimise 

disruptions to services. 

 Implement public health response measures, e.g. contact 

tracing and social distancing, as advised by MOH. 
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c) Core 
Functions and 
Service 
Delivery 

 
 

 Identify critical business functions (prioritised services) 

and essential personnel relevant to them. (ANNEX: The 

Core Services Continuity Strategy Form)  

 Identify continuity strategies and acceptable recovery 

timeline for every critical business function. 

 Agencies should consider the following: 

 Setting up alternate teams of personnel (e.g. Team A 

and Team B) who can be deployed at different work 

schedule and alternate sites (e.g. Team A working in 

the office while Team B telecommutes, and this 

arrangement may be switched suitably). If a switch is 

arranged between the two teams, ensure teams clean 

and disinfect their workstations before the next team is 

scheduled to be rostered in the same workstations. The 

teams should be physically segregated to avoid the risk 

of infection between teams. 

 Cross-train personnel and establish covering 

arrangements to minimise disruption (this is important 

especially when one whole division gets infected). 

 

 

d) Supplier and 
Customer 
Management 

 
 
 

 Identify essential suppliers and service providers and 

discuss and prepare business continuity measures. 

These include understanding the BCP of the suppliers 

and service providers. 

 Identify essential customers and ensure that plans are 

in place to meet customer’s needs, or agree to an 

acceptable recovery timeline. 

 Develop a plan on how and when to activate alternative 

suppliers (e.g. janitorial service providers) and 

alternative delivery means to customers (e.g. online 

platforms). 
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e) Communications 
 

 

 

 

 Begin by identifying a communications coordinator 

who will disseminate your communications plan in 

line with your business needs and business 

continuity plans. 

 Ensure that personnel have a clear understanding 

of their roles and responsibilities before the virus 

outbreak occurs. For example, personnel should be 

informed of the BCP measures that will impact 

them and be kept updated on the protocols and 

progress on the measures to be implemented by 

the agency in the event of a virus outbreak. 

 Consider setting up a communication channel for 

employees to report their status and to make 

enquiries. 

 Identify the relevant stakeholders such as 

suppliers, service providers and customers, and 

key messages for each stakeholder group, and 

begin dialogue with them on potential contingency 

measures during a virus outbreak. 

 Ensure all other communications access are 

activated and maintained to allow for business 

continuity. 
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f) Containment 
Measures 

 

 

 

 Personnel showing symptoms during work hours 

should report promptly to Supervisor or Head of 

Division / Department and notify MCYS Command 

Centre. 

 Action Team must ensure swift isolation and put 

on PPE when assisting isolation. 

 Unwell personnel must immediately put on PPE - 

this should be changed if it becomes wet, hard to 

breathe in, physically damaged or visibly soiled. 

 Unwell personnel must be isolated in the 

designated isolation bay via  isolation route while 

waiting to be transported for further medical help. 

 Unwell personnel must use only the toilet facility 

designated for isolation. 

 Transportation to designated clinic or hospital 

needs to be arranged immediately for unwell 

personnel to seek medical assessment. 

 CMT needs to be notified of any suspected 

infection. 

 Contact tracing needs to be conducted promptly 

after identifying at-risk personnel. 

 Areas visited by the unwell personnel should be 

sealed and arrangements should be made for their 

immediate cleaning and disinfection. 

 Avoid using infected areas for at least 24 hours. 
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g) General 
Preventive 
Measures 

 

 

 

 

 

 Educate personnel on infection control and good 

personal hygiene. 

 Ensure adequate supply of appropriate Personal 

Protection Equipment (PPE) and medical equipment 

(for e.g. thermometers, disposable gloves, surgical 

masks and disinfectants) particularly for front-liners (e.g. 

security guards conducting screening) and those 

undergoing self-monitoring and undertake training to 

familiarise personnel on their usage. 

 Seal, clean and disinfect premises exposed to 

suspected or confirmed case(s) of the COVID-19 as 

outlined in advisories from MOH. 

 Adopt the following precautions at all times: 

 Avoid  contact  with  live  animals  including  poultry  

and  birds,  and  consumption  of raw and 

undercooked meats. 

 Avoid crowded places and close contact with people 

who are unwell or showing symptoms of illness. 

 Practise  frequent  hand  washing  with  soap  (e.g.  

before  handling  food  or  eating, after going to the toilet, 

or when hands are dirtied by respiratory secretions after 

coughing or sneezing). 

 Wash your hands for at least 20 seconds with soap and 

water. 

 Wipe down respective work stations regularly 

(preferably every 30 minutes). 

 Refrain from going to the office if you have respiratory 

symptoms such as a cough or runny nose - seek 

medical attention promptly if you are feeling unwell. 

 Cover  your  mouth  with  a  tissue  paper  when  

coughing  or sneezing,  and  dispose the soiled tissue 

paper in the rubbish bin immediately. 

 Avoid sharing food, cutlery, crockery, utensils and other 

personal hygiene items. 

 Avoid  physical  contact  such  as  shaking  hands  and  

avoid  touching  your face  or rubbing your eyes. 
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h) Cleaning and 
Disinfecting 

 

 

 

 

 All office space, common facilities (e.g. toilet, 

conference rooms, halls, etc) should be cleaned 

daily. 

 Clean all surfaces, frequently touched surfaces and 

floors daily with disinfectant. 

 Cleaning crews should be aware of flu-like 

symptoms and should report to their managers if 

they fall sick. 

 Disinfect cleaning equipment used in one room 

before using for other rooms. 

 Rinse wiping cloths / mops in disinfectant several 

times or rinse thoroughly in hot water. 

 Cleaning personnel should wear disposable gloves 

while cleaning an area. 

 Gloves should be removed and discarded if they 

become soiled or damaged. 

 Cleaning crews should wash hands after carrying 

out cleaning / disinfection to minimise risk of 

transmission. 
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4. Standard Operating Procedures 
         a) Point of Entry Screening 
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4. Standard Operating Procedures 
      b)  Managing at-risk Personnel 
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4. Standard Operating Procedures 
      c) Managing Symptomatic Personnel     

in the Building 
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4. Standard Operating Procedures 
      d) Workflow for Contact Tracing 
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Core Services Continuity Strategy Form 
 

Business 
Process / 
Activity 
Commitment 

Risks Activity 
Details 

Recovery 
Time 
Objective 

Critical 
Rating 

Critical 
Period 

Continuity 
Strategy 

Finance Payment not 
received 

Payment of 
contractors, 
vendors and 
suppliers 

2 weeks  1 month Manual 
Payment 
System 

Transport Affected 
areas cannot 
be reached 

Movement of 
people, 
goods and 
services 

1 hour  10 minutes Deployment of 
transport from 
other 
departments / 
means 

Welfare 
Assistance 

Basic needs 
of clients not 
fulfilled. 

Payment of 
welfare 
assistance to 
recipients 

3 days  1 day Payment 
through banks 
Staggered 
collection 

Temporary 
Shelters 

Living place 
for 
vulnerable 
groups not 
available. 

Finding 
alternative 
homes / 
shelter 

immediate  1 day Allocated 
temporary 
shelters to be 
ready 

Social Works Clients in 
need of 
support. 

House visit 
and 
intervention 
activities 

1 day  1 hour Telephone 
intervention 
Alternate staff 
to intervene 

Welfare Homes Living place 
for 
vulnerable 
groups not 
available. 

Finding 
alternative 
homes / 
shelter 

immediate  1 day 
 

Allocated 
temporary 
shelters to be 
ready 

Support Services 
for Natural 
Disasters 

Support can 
not be 
delivered 

Supply of 
basic needs 
(food, 
medicine, 
clothing, etc) 

immediate  3 hours Involve other 
agencies eg 
MOHA, ABDB, 
etc 

CMT, A-Team 
and PR 

Team 
members not 
available to 
perform 
duties 

Decision 
making, 
resource 
allocation, 
mitigation 

immediate  6 hours Alternate team 
to be prepared. 

       

 

ANNEX I 
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Ministerial and Departmental Mitigation Plan 
 

 Affected Offices Covered by Custodian 

1 Minister’s Office Permanent Secretary’s Office PS (PA) 

2 Permanent Secretary’s Office (PA) Deputy Permanent Secretary's 
Office 

DPS (PM) 

3 Permanent Secretary’s Office (PH) Deputy Permanent Secretary's 
Office 

DPS (SW) 

4 Deputy Permanent Secretary's 
Office 

Deputy Permanent Secretary's 
Office 

Other DPS 

5 Administration and Finance Section Permanent Secretary’s Office (PA) PS (PA) 

6 Youth and Sports Development 
Section 

Youth and Sports Department SSDO (HZ) 

7 Social Services Section Community Development 
Department 

SSDO (SJ) 

8 Culture and the Arts Section Language and Literature 
Department 

SSDO (AZ) 

9 Research, Development and 
International Affairs Section 

Social Services Section SSDO (SJ) 

10 Estate Management Unit Administration and Finance 
Section 

DAF (PR) 

11 Information Technology Unit Administration and Finance 
Section 

SSDO (AZ) 

12 Museums Department Culture and the Arts Section DCA (AD) 

13 Language and Literature Department Culture and the Arts Section DCA (AD) 

14 Brunei History Centre Culture and the Arts Section DCA (AD) 

15 Youth and Sports Department Youth and Sports Development 
Section 

DYSD (ZM) 

16 Community Development 
Department 

Social Services Section DSS (NH) 

 
  

ANNEX II 
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Notification Forms: 

a) Self-Declaration Form  

ANNEX III 
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Notification Forms:  
 

b) Medical Declaration Form 
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Notification Forms:  

c) Reporting Form after CSDS and MC  
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MCYS Crisis Management Team (CMT) 

 

 Name 
Department / 
Section / Unit 

Telephone 

1 

Yang Berhormat  
Mejar Jeneral (B) Dato Paduka Seri Haji Aminuddin Ihsan bin 
Pehin Orang Kaya Saiful Mulok Dato Seri Paduka Haji Abidin 

Minister of Culture, Youth and Sports 

Office of the 
Minister 

7323601 

2 
Pengiran Mohd Amirrizal bin Pengiran Haji Mahmud 

Permanent Secretary (Administration, Finance and Estate) 

Office of 
Permanent 
Secretary 

8747880 

3 Pengiran Haji Mohd Hasnan bin Pengiran Haji Ali Hassan 

Permanent Secretary 

Office of 
Permanent 
Secretary 

7177787 

4 Col. (Rtd.) Pengiran Haji Maiddin bin Pengiran Haji Said 

Deputy Permanent Secretary (Youth and Sports) 

Office of 
Permanent 
Secretary 

7193555 

5 Dayang Saidah binti Haji Wahid 

Deputy Permanent Secretary (Community) 

Office of 
Permanent 
Secretary 

8634477 

6 Dayang Dr. Siti Norkhalbi binti Haji Wahsalfelah 

Deputy Permanent Secretary (Culture) 

Office of 
Permanent 
Secretary 

8636885 

7 Pengiran Haji Rosli bin Pengiran Haji Halus 

Act. Director of Adminstration and Finance 

Adminstration 
and Finance 

Section 
8370849 

 
 

  

ANNEX IV 
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MCYS Command Centre Structure 

NO ROLES MEMBERS 

1 
Incident 

Commander 

Co-Incident Commander 

Pengiran Haji Mohd Hasnan bin Pengiran Haji Ali Hassan 
Permanent Secretary 
 
Co-Incident Commander 

Pengiran Mohd Amirrizal bin Pengiran Haji Mahmud 
Permanent Secretary (Administration, Finance and Estate) 
 
Alternate Incident Commander 

Col. (Rtd.) Pengiran Haji Maiddin bin Pengiran Haji Said 
Deputy Permanent Secretary (Youth and Sports) 

2 Operations 

Head of Operations 
Pengiran Haji Rosli bin Pengiran Haji Halus 
Act. Director of Administration and Finance 
 
Alternate Head of  Operations 

Col. (Rtd) Pengiran Hj Zulkifli bin Pengiran Haji Ismail 
Director of BKBN 

3 Planning 

Head of Planning 

Awang Haji Mohd. Abdoh bin Haji Awang Damit 
Act. Director of Culture and the Arts 
 
Alternate Head of Planning 

Dayang Nor Masitirena binti Haji Suhaimi 
Act. Director of Museums Department 

4 Logistics 

Head of Logistics 

Awang Kevin Yong Chee Hing 
Senior Engineer 
 
Alternate Head of Logistics 

Awang Mohd Khudri bin Haji Damit 
Act. Senior Engineer 

5 
Situation and 

Documentation 

Head of Situation and Documentation 

Awang Suip bin Haji Abdul Wahab 
Act. Director of Language and Literature Bureau 
 
Alternate Head of Situation and Documentation 

Dayang Maizatul Akmam bin Haji Omar Ali 
Culture, Youth and Sports Officer 

6 Liaison 

Head of Liaison 

Dayang Mariam binti Ulat 
Act. Director of Department of Youth and Sports 
 
Alternate Head of Liaison 

Pengiran Haji Mohd Azlan bin Pengiran Haji Tengah Omar 
Head of  Sports, Training and Development 

ANNEX V 
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NO ROLES MEMBERS 

7 Public Relations 

Head of Public Relations  

Dayang Hajah Fauziah binti Haji Abdul Hamid 
Act. Director  of  Research, Development and International Affairs 
 
Alternate Head of Public Relation  

Awangku Hussni bin Pengiran Hassan 
Assistant Public Relations Officer 

8 
Administration and 

Finance 

Head of Administration and Finance 

Awang Amirul Shukri bin Haji Hafneh 
Special Duties Officer Grade 1 
 
Alternate Head of Administration and Finance 

Pengiran Siti Rahmah binti Pengiran Haji Salleh 
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Roles of MCYS Command Centre 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

INCIDENT  

COMMANDER 
(IC)

HEAD 
OPERATIONS

1. Develop and perform tactical operations.

2. Deployment of resources.

3. Develop and coordinate taskforce(s) (e.g. coordinating A-Team, 
volunteers).

HEAD PLANNING

1. Manage and supervise MCYS Command Centre.

2. Scenario planning and implementation of [Incident] Action Plan.

3. Collate data and daily routines. 

HEAD LOGISTICS

1. Provide logistic input on facilities, transportation, supplies, 
equipment, communication systems, maintenance, food and HR.

2. Oversee mobilisation/demobilisation of logistics.   

HEAD SITUATION 
& 

DOCUMENTATION

1. Provide secretariat support and scribers.

2.  Maintain/update tracking system and status.

3. Collects, process and organise on-going situation information.

HEAD LIAISON

1. Point of contact for Ministry representatives.

2. Cooperation and coordination with other agencies.

3. Participate in planning meetings.

HEAD PUBLIC 
RELATIONS

1. Prepare release of information for use in press/media briefings.

2. Monitor and forward media information to Command Centre.

3. Participate in planning meetings. 

HEAD 
ADMINISTRATION 

& FINANCE

1. Manage day-to-day administrative operations.

2. Provide administrative policy (e.g. staggered working hours).

3. Provide financial review and cost analysis (e.g. procurement of 
items during emergency needs). 

1. In-charge of MCYS Command Centre. 

2. Reports to the Minister. 

3. Set priorities and determine objectives and strategies to be followed. 

4. Approve and authorise resource requests. 

5. Approve and authorise information release to media. 

6. Provide status report to CMT. 

7. Issue stand down instruction after reviewing the situation with relevant authorities. 

ANNEX VI 
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Action Team (A-Team) 
 

 

ROLES NAME RESPONSIBILITY 

Lead / Alternate 

Lead: 
Pengiran Haji Rosli bin Pengiran Haji Halus 
Act. Director of Administration and Finance 

 

Alternate: 

Awang Haji Mohd Abdoh bin Haji Awang Damit 
Act. Director of Culture and the Arts 

 Makes decisions on actions 
to be taken and assigns 
appropriate staff. 

 Receives situational reports.  

 Maintains high level view of 
continuity / recovery / 
mitigation strategy. 

 Chair situations report 
meetings. 

 Manages rotation of team 
members during incidents. 

HSSE 

Lead: 
Pengiran Haji Ismail bin Pengiran Haji Apong 
Special Duties Officer Grade 1 
 
Alternate Lead: 

Dayang Maizatul Akmam binti Haji Omar Ali 

Culture, Youth and Sports Officer 

 

 Develop protocols and 
containment measures. 

 

 Liases with MOH / NDMC 
and other external teams. 

 
 
 

Logger 

Dayang Hajah Mas Suzielawati Kartika Sari 

binti Haji Mumin 

Systems Supervisor 

 

Awang Haji Noorime bin Haji Noorkaseh  

Assistant Cultural Propagation Officer 

 

Dayang Nurul Aziemah binti Haji Morni 

Senior Instructor 

 

Dayang Siti Raheemah binti Haji Abdul 

Rahman 

Culture, Youth and Sports Officer 

 

Dayang Noor Izzati Aqillah binti Alli Noor 

Research Officer 

 Records internal and external 
communications. 

 

 Ensures good upkeep of data 
and incident reports. 

 

 Maintains inquiry log. 

Critical Activity 

Lead 
Heads of Departments and Sections 

 Advice critical strategic 
activities. 

 

 Mitigate / recover operations 
of activities. 

 

 Ensures recovery time 
objectives are met. 

ANNEX VII 
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WORK FROM HOME (WFH) GUIDELINES 
 

 

(a) Introduction: 

 

 

 

 

 

 

(b) Objectives: 

 

 

 

 

 

(c) Eligibility: 

 

 

 

 

 

 

 

 

 

(d) Mechanism: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 To minimise health risk to employees. 

 To minimise the risk of premises becoming mode of 

transmission. 

 To maintain overall business continuity. 

 

 No ‘One Size Fits All’ mechanism. 

 Depends on size of personnel and nature of work. 

 Identification of critical (essential) and non-critical (non-

essential) work. 

 

 Highly exposed to COVID-19 (quarantined/self-

monitoring/self-isolation) personnel.  

 Personnel with medical conditions. 

 Pregnant and breastfeeding mothers. 

 Personnel tasked with non-critical (non-essential) services 

(for e.g. training, research, etc). 

 Personnel are divided into two (2) groups or more who 

will take turn to work in office and work from home.  

 Head of Departments/Division are empowered to 

decide adopting either the ‘Alternate Days’ or the 

‘Morning/Afternoon Shift’ approach. 

 Social distance is the key approach to the WFH 

mechanism either through spreading out office space 

or reallocation of office. 

 Establishment of communication platform (Microsoft 

Team). 

 If necessary, create a team of ‘runners’ from the pool 

of excess personnel to despatch tasks to ‘work from 

home’ personnel. 

 To adhere social distance protocol, personnel assigned 

to work from home are encouraged to prepare an ‘in-

tray’ outside their residence. 
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(e) Protocols:  

 

 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Personnel working remotely from home are required 

to report virtually face-to-face via live feed to their 

immediate supervisor at 8am, 12pm and 4pm. 

 Supervisors / Heads of Division / Department are 

encouraged to check in on personnel outside of the 

reporting time. 

 Whenever there is a need to discuss directly, 

personnel will be using application such as 

Microsoft Team or WhatsApp Video Call. 

 Personnel should as much as possible not to bring 

confidential files home, unless consent is granted by 

the immediate supervisor. 
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While you are staying at home, make sure you do the following things: 

(a) Stay at home 

 

 You should remain in your home. Do not go 

to work, school, or public areas, and do not 

use public transport or taxis.  

  

 

 

 If you require help with buying groceries, 

other shopping or picking up medication 

make sure the delivery to leave items outside 

for collection. The delivery person should not 

come into your home. 

 

(b) At home, try as best you can to separate yourself from the people you live 

with 

 

 Aim to stay in a well-ventilated room. 

 Try to separate yourself from other people in 

your home and keep the door closed. 

 If you cannot stay in a separate room aim to 

keep 2 metres (3 steps) away from the other 

people in your house. 

 Try to keep yourself separated from other people as 

much as possible, and make sure everyone regularly 

follows the steps in this guidance (cleaning your hands, not touching your face 

and cleaning surfaces for example). 

 Use your own toothbrushes, eating and drinking utensils (including cups and 

glasses in the bathroom and bedroom), dishes, towels, washcloths or bed linen.  

 Do not share food and drinks. 
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(c) Use of shared spaces if you live with others 

 

 Minimise the time you spend in shared spaces such as bathrooms, kitchens and 

sitting rooms as much as possible and keep shared spaces well ventilated. 

 Aim to keep 2 metres (3 steps) away from people you live with and sleep in a 

different bed where possible. 

 If you can, use a separate bathroom from the rest of the household. Make sure 

you use separate towels from other people in your house, both for drying 

yourself after bathing or showering and for hand-hygiene purposes. 

 

 If you do share toilet and bathroom, it 

is important that you clean them after 

you have used them every time (for 

example, wiping surfaces you have 

come into contact with).  

 Consider you using the facilities last, 

before thoroughly cleaning the bath, 

sink and toilet yourself. 

 

 If you share a kitchen with others, avoid using it while others are present. 

 Everyone in your household should regularly wash their hands, avoid touching 

their face and clean frequently touched surfaces. 

 

(d) If you live alone with children 

 

 Keep following this advice to the best of your ability. 

 If a child develops symptoms, they need to stay at home for 7 days after the 

onset of their symptoms. This will reduce the risk of them infecting others. 

 

 

(e) If you live with an older, vulnerable or pregnant person 

 

 Provide care to an elderly, vulnerable or pregnant person, follow this advice to 

the best of your ability. 
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(f) If you are breastfeeding while infected  

 

 There is currently no clinical evidence to suggest that the virus can be 

transmitted through breast milk. Infection can be spread to the baby in the same 

way as to anyone in close contact with you.  

 

If you wish to breastfeed, take precautions to limit the potential spread of 

COVID-19 to the baby by: 

 Washing your hands before touching the 

baby, breast pump or bottles. 

 Avoiding coughing or sneezing on the baby 

while feeding at the breast. 

 Cleaning any breast pump after each use. 

 Considering asking someone who is well to 

feed your expressed breast milk to the baby. 

 

 

 If you are feeding with formula or expressed milk, 

sterilise the equipment carefully before each use. 

You should not share bottles or a breast pump with 

someone else. 

 Rinse each piece that comes into contact with 

breast milk in cool water as soon as possible after 

pumping. 

 Avoid directly coughing or sneezing on the infant 

while breastfeeding. 

 If you or your partner get ill, someone else may 

need to help feed for the baby.  

 

 

(g) Cleaning and disposal of waste 

 

 Use your usual household products, such as detergents and bleach, as these 

will be very effective at getting rid of the virus on surfaces. 

 Clean frequently touched surfaces. 

 Rubbish bags should be placed into a second bag, tied securely and kept 

separate from other waste in the room in which you are self-isolating. Keep 

aside for at least 72 hours before putting into your usual external household 

waste bin. 

 Other household waste can be disposed of as normal. 
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(h) Laundry 

 

 Do not shake dirty laundry; this minimises the possibility of dispersing virus 

through the air. 

 Wash items appropriately. 

 

 Dirty laundry that has been in contact with 

an ill person can be washed with other 

people’s items. 

 If you do not have a washing machine, 

wait a further 72 hours after your 7-day 

isolation period has ended before taking 

your laundry to a laundrette.  

 

 

(i)  If you need to seek medical advice 

 

 Seek prompt medical attention if your 

illness is worsening. If it’s not an 

emergency, contact COVID-19 Hotline 

148. 

 

 

HOTLINE  

COVID-19: 148 

 

 

 

(j) Wash your hands often 

 

 Cleaning your hands frequently 

throughout the day by washing with soap 

and water for 20 seconds or using hand 

sanitiser will help protect you and the 

people you live with.  
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(k) Cover your coughs and sneezes 

 

 

 Cover your mouth and nose with 

disposable tissues when you cough or 

sneeze. 

 

 

 

 If you have a carer, they should use disposabletissues to wipe away any mucus 

or phlegm after you have sneezed or coughed. The cleaner should then clean 

their hands. 

 Put tissues into a disposable rubbish bag and immediately wash your hands with 

soap and water or use a hand sanitiser. 

 

 

(l) Do not have visitors in your home 

 

 

 Do not invite or allow social visitors such 

as friends and family to enter your home. 

 If you want to speak to someone who is 

not a member of your household, use the 

phone or social media. 

 

 

 

(m) If you have pets in the household 

 

● At present, there is no evidence that companion animals or pets such as dogs 

and cats, can be infected with Coronavirus (COVID-19). 

 

 

 

 

 

NO  

VISITOR 
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(n) Looking after your well-being while staying at home 

 

● Take care of your mind as well as your body and to get support if and when you 

need it.  

● Stay in touch with family and friends. 

● If you feel well enough you can take part in light exercise within your home or 

garden. 

 

 

(o) Ending self-isolation 

 

● You should remain at home until 7 days after the onset of your symptoms. After 

7 days, if you feel better and no longer have a high temperature, you can return 

to your normal routine.  

● If you have not had any signs of improvement and have not already sought 

medical advice, contact COVID-19 Hotline 148. 
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