
Regularly disinfecting surfaces (e.g. desks,
tables) and objects (e.g. telephones,
keyboards).

Placing hand sanitizer dispensers, ideally
composed of 70% with
recommendedethyl/or isopropylalcohol, formula
tion in prominent places around the workplace.
Making sure places to thoroughly wash hands
with soap and water are accessible.

Ensuring face masks and/or paper tissues are
available when needed as per advice of health
experts (e.g. reserving face masks for those
exhibiting flu-like symptoms).
Ensuring bins for proper disposal of used
tissues and face masks are readily available.
Reminding staff to always practice public
health etiquette (e.g. appropriate social
distancing, always cover face when coughing
or sneezing).

Always practicing public health etiquette (e.g.
always cover face when coughing/sneezing).
Encourage colleagues and other friends to
always fact-check information and always refer
to trusted health sources (e.g. your country’s
Ministry of Health, the World Health
Organization or the US Center for Disease
Control, World Health Organization, etc.).

GENERAL ADVICE FOR OUR WORKPLACE
 
Keep work spaces and equipment clean and
hygienic by: 

 
Promote regular and thorough personal
sanitation by:

 
Promote good respiratory hygiene by:

 
Promote appropriate precautionary measures
with others by:

 
 

Man i la -based Secre ta r ia t  s ta f f  w i l l
observe  a  4 -day  o f f i ce  /  1 -day  work -
f rom-home po l i cy .
S ta f f  a re  s im i la r l y  u rged to  l im i t  work -
re la ted  l im i t  t rave l  th rough c rowded
thoroughfares .
Reques ts ,  inc lud ing  f inance- re la ted
concerns ,   shou ld  be  emai led  on
Mondays ,  a t  leas t  one  week  be fo re
any  schedu led  ac t i v i t y .
S ta f f  mus t  fo l low pub l i c  hea l th
gu idance by  mon i to r ing  any  f lu - l i ke
symptoms they  may exper ience  and
seek ing  med ica l  a t ten t ion  accord ing ly .
Adv ise  v is i to rs  to  de fe r  t rave l  to  the
o f f i ce  un less  there  i s  a  c lear  and
press ing  need.  I f  v i s i t s  a re  con t inued,
ins t ruc t ions  regard ing  keep ing  a
hyg ien ic  workp lace  must  be  fo l lowed.
Adv ise  Secre ta r ia t  i f  there  i s  a
press ing  need to  work  f rom home or
take  s ick  o r  emergency  leave .
I t  i s  normal  to  fee l  sad ,  s t ressed,
con fused scared ,  o r  angry  dur ing  the
cr is is .  We encourage a l l  the  s ta f f  to
s tay  hea l thy ,  d r inks  p len ty  o f  water ,
ma in ta in  hea l th  rou t ines  such  as
exerc ise ,  and  take  the  needed
v i tamins .  I f  you  fee l  overwhe lmed,  ta lk
to  a  t rus ted  f r iend  or  menta l  hea l th
pro fess iona l .

INSTRUCTIONS FOR SECRETARIAT
OPERATIONS

 

ASEAN SOGIE Caucus (ASC) 
COVID-19 Precautionary Advisory

This document provides general guidance and advice for ASC secretariat staff, members and networks

in coping with the outbreak of COVID-19 pandemic. It will be reviewed from time to time especially if

there is a need to shorten or to prolong the period of the travel ban



Face- to - face  meet ings  shou ld  be  moved to  on l ine  p la t fo rms as  much as  poss ib le .
A l l  persona l  t rave ls  o f  s ta f f  a re  d iscouraged. [2 ]  I f  t rave ls  p roceed,  s ta f f  a re
requ i red  to  repor t  and  d isc lose  the  count r ies ,  c i t ies ,  o r  p rov inces  they  v is i t  fo r
e f fec t i ve  mon i to r ing .  
A l l  s ta f f  a re  a lso  expec ted  to  regu la r l y  consu l t  na t iona l  government  t rave l
adv isor ies  o f  bo th  count ry  o f  o r ig in  and  o f  des t ina t ion  count r ies  be fo re  go ing  on
such t rave ls .
S ta f f  a re  u rged to  share  any  re levant  updates  (e .g .  t rave l  res t r i c t ions  in
Southeas t  As ian  count r ies ,  pub l i c  hea l th  dec la ra t ions ,  e tc . )  in  re la t ion  to  COVID-
19.

Make sure  you  have  updated  in fo rmat ion  on  a reas  where  COVID-19 is  spread ing .
You can  f ind  th is  a t  ht tps: / /www.who. int /emergencies /d iseases/novel -
coronavi rus-2019/s i tuat ion-reports /  o r  in  your  loca l  m in is t ry  o f f i ce  webs i te  
Make sure  a l l  persons  t rave l ing  to  loca t ions  repor t ing  COVID-19 are  b r ie fed  by  a
qua l i f i ed  p ro fess iona l  (e .g .  s ta f f  hea l th  serv ices ,  hea l th  care  p rov ider ,  o r  loca l
pub l i c  hea l th  par tner ) .
Cons ider  i ssu ing  employees  who are  about  to  t rave l  w i th  smal l  bo t t les  (under  100
CL)  o f  a lcoho l -based hand rub .  Th is  can  fac i l i ta te  regu la r  hand-wash ing .        
Cons ider  purchas ing  re fundab le  a i r  t i cke ts  in  case  there  w i l l  be  any  emergenc ies
tha t  do  no t  a l low you  to  fo l low the  f i r s t  p lan .  Buy  a  t rave l  insurance tha t  covers
t rave l  cance l la t ion ,  med ica l  ass is tance  and repat r ia t ion  due to  hea l th  concerns .
Have con tac ts  o f  your  Embassy  o r  Consu la te .  

Wash your  hands  proper ly  ( fo l low ing  the  20-second ru le )  and  prac t i ce  soc ia l
d is tanc ing  (p reserve  a t  leas t  one  meter  d is tance ,  espec ia l l y  f rom those  who
cough or  sneeze) .
Ensure  tha t  impor tan t  con tac t  de ta i l s  a re  ava i lab le  wh i le  t rave l ing  (e .g .  hea l th
min is t ry  ho t l ines ,  your  Embassy  o r  Consu l ta te )
Comply  w i th  any  and a l l  i ns t ruc t ions  f rom loca l  au thor i t ies  regard ing  res t r i c t ions
on t rave l ,  movement ,  and  pub l i c  ga ther ings .

Impose se l f -quaran t ine  as  adv ised  by  loca l  hea l th  au thor i t ies  in  re la t ion  to  p laces
o f  t rave l  and  mon i to r  symptoms fo r  14  days .          
I f  f l u - l i ke  symptoms deve lop  (e .g .  m i ld  cough,  fever  tempera tu res  o f  = />37.3C,
e tc . ) ,  s tay  home and en fo rce  s t r i c t  soc ia l  d is tanc ing  w i th  members  o f  the
househo ld .  Loca l  hea l thcare  p rov iders  and  loca l  pub l i c  hea l th  ins t i tu t ions  must
a lso  be  no t i f ied .

INSTRUCTIONS FOR TRAVELS  
 
A l l  work - re la ted  p rogrammat ic  t rave ls  fo r  bo th  domest ic  and  in te rna t iona l  w i l l  be
pos tponed un t i l  the  end o f  Apr i l  2020. [1 ]

 
I f  your  t ravel  is  necessary:         
 
BEFORE t ravel ing

 
WHILE t ravel ing

     
AFTER return ing f rom t ravel ing        

 

[ 1 ] T h i s  p o l i c y  w i l l  b e  r e v i e w e d  f r o m  t i m e  t o  t i m e  i n  c a s e  t h e r e  i s  a  n e e d  t o  s h o r t e n  o r
t o  p r o l o n g  t h e  p e r i o d  o f  t h e  t r a v e l  b a n
{ 2 ] F r e e d o m  o f  m o v e m e n t  o r  t r a v e l  w i t h i n  o r  o u t s i d e  o n e ’ s  o w n  c o u n t r y  i s  a  h u m a n  r i g h t
t h a t  i s  g u a r a n t e e d  u n d e r  A r t i c l e  1 2  o f  t h e  I n t e r n a t i o n a l  C o v e n a n t  o n  C i v i l  a n d  P o l i t i c a l
R i g h t s  ( I C C P R ) . B u t  t h i s  r i g h t  i s  n o t  a b s o l u t e .  T h i s  r i g h t  m a y  b e  r e s t r i c t e d  b y  l a w  f o r
p u r p o s e s  o f  p r o t e c t i n g  p u b l i c  h e a l t h  o r  p r o t e c t i n g  t h e  r i g h t s  a n d  f r e e d o m s  o f  o t h e r s .



Fol low any and al l  the  advice f rom local  author i t ies in the designated venue of  the
event.Some local  governments have issued restr ict ions or prohibi t ions of  publ ic
events.

Consider the fo l lowing before deciding on proceeding wi th the event:  Is a face to
face meet ing necessary or urgent?
Is there a considerable r isk of  a t ravel  ban or restr ic t ion being implemented mid-
event?
Could the process be done on a digi ta l  p lat form instead?
Could the event be scaled down so that  fewer people at tend? 
Are the organizers adequately prepared for  any potent ia l  heal th r isks?

Veri fy a l l  re levant publ ic heal th informat ion and communicate these to partners.·  
Pre-order suf f ic ient  suppl ies and mater ia ls,  including t issues and hand sani t izer for
al l  part ic ipants.  
Have surgical  masks avai lable to of fer  anyone who develops respiratory symptoms.
Act ively moni tor  reported cases of  COVID-19 in the area where the event wi l l  take
place.
Advise part ic ipants regarding r isks and symptoms, and urge them to cancel  i f  they
assess that  they are at  r isk of  exposure or are already unwel l .
Develop and agree on a preparedness plan to prevent infect ion at  your event.  This
can include:

Ident i fy ing a space where someone who is feel ing unwel l  or  has symptoms can be
safely isolated.
Ident i fy ing the means of  safely t ransferr ing a person exhibi t ing symptoms to a
heal th faci l i ty .
Having a speci f ic  p lan of  act ion should any at tendee test  posi t ive for  COVID-19
Consul t ing in advance wi thand coordinate c losely wi th local  heal thcare
providers orandpubl ic heath partners.·   
Making sure al l  organizers,  part ic ipants,  caterers and vis i tors at  the event provide
contact  detai ls :  mobi le te lephone number,  emai l  and address where they are
staying.  State c lear ly that  their  detai ls  wi l l  be shared wi th local  publ ic heal th
author i t ies i f  any part ic ipant becomes i l l  wi th a suspected infect ious disease. I f
they wi l l  not  agree wi th th is,  they cannot at tend.

ORGANIZING OR PARTICIPATING A FACE TO FACE MEETING OR EVENT
 
Part ic ipat ion in or  organiz ing face to face meet ings or events are strongly
discouraged.[3]  These wi l l  expose persons to densely populated venues and
thoroughfares.  These events must be postponed unt i l  fur ther not ice.  As organizers or
part ic ipants of  meet ings and events domest ical ly ,  regional ly,  and global ly,  we must
consider our ro le in mit igat ing fur ther r isks posed by the spread of  COVID-19.
Attendees may unknowingly carry COVID-19 and expose others,  and there is st i l l  a
potent ia l  that  more severe symptoms can exhibi t  in others who are exposed.
 
I f  i t  is necessary to participate in or to organize meetings or events,  we
recommend the fol lowing:
 
BEFORE the event

 
 

[3 ]The r ight  to  peacefu l  assembly  and the  f reedom of  associat ionare  guaranteed in  Ar t ic les  21  and 22  of

the  In ternat ional  Covenant  on Civ i l  and Pol i t ica l  R ights  ( ICCPR) .  But  th is  r ight  is  not  absolute .  I t  may be

restr ic ted in  the  in terest  of  publ ic  heal th  or  in  the  protect ion of  the  r ights  and f reedoms of  others .



Br ie f  a t t endees ,  o ra l l y  and  i n  w r i t i ng ,  on  COVID-19  and  t he  measu res  t ha t

o rgan i ze rs  a re  t ak i ng  t o  make  t h i s  even t  sa fe  f o r  pa r t i c i pan t s .

Bu i l d  t r us t .  Fo r  examp le ,  as  an  i ceb reake r ,  p rac t i ce  ways  t o  say  he l l o  w i t hou t

t ouch ing .  

Encou rage  regu la r  hand -wash ing  o r  use  o f  an  a l coho l  r ub  by  a l l  pa r t i c i pan t s .

Encou rage  pa r t i c i pan t s  t o  cove r  t he i r  f ace  w i t h  t he  bend  o f  t he i r  e l bow  o r  a

t i s sue  i f  t hey  cough  o r  sneeze .  Supp l y  t i s sues  and  c l osed  b ins  t o  d i spose  o f

t hem i n .  

P rov ide  con tac t  de ta i l s  f o r  l oca l  hea l t h  au tho r i t i es .

D i sp lay  d i spense rs  o f  a l coho l -based  hand  rub   hand  san i t i ze r s  p rom inen t l y

a round  t he  venue .

I f  t he re  i s  space ,  a r range  sea t s  so  t ha t  pa r t i c i pan t s  a re  a t  l eas t  one  me te r

apa r t .

Open  w indows  and  doo rs  wheneve r  poss ib l e  t o  make  su re  t he  venue  i s  we l l

ven t i l a t ed .

Fo l l ow  you r  p repa redness  p l an  and  ca l l  t he  l oca l  hea l t h  au tho r i t i es .  

Re ta in  t he  names  and  con tac t  de ta i l s  o f  a l l  pa r t i c i pan t s  f o r  a t  l eas t  one  mon th .

Th i s  w i l l  he lp  pub l i c  hea l t h  au tho r i t i es  t r ace  peop le  who  may  have  been

exposed  t o  COVID-19  i f  one  o r  more  pa r t i c i pan t s  become  i l l  sho r t l y  a f t e r  t he

even t .

I f  someone  a t  t he  mee t i ng  o r  even t  was  i so la ted  as  a  suspec ted  COVID-19

case ,  t he  o rgan i ze r  shou ld  l e t  a l l  pa r t i c i pan t s  know  th i s .  They  mus t  mon i t o r

t hemse l ves  f o r  symp toms  fo r  14  days .  They  mus t  a l so  f o l l ow  i ns t ruc t i ons  o f

l oca l  hea l t h  au tho r i t i es  rega rd ing  t empora ry  se l f - qua ra rn t i ne .

I f  f l u  l i ke  symp toms  deve lop  (e .g .  m i l d  cough ,o r f eve r  t empera tu res  o f

= />37 .3C ,  o r  phys i ca l  f a t i gue ,  o r  d i a r rheae tc . ) ,  s t ay  home  and  en fo r ce  s t r i c t

soc ia l  d i s t anc ing  w i t h  members  o f  t he  househo ld .  Loca l  hea l t hca re  p rov ide rs

and  l oca l  pub l i c  hea l t h  i ns t i t u t i ons  mus t  a l so  be  no t i f i ed .  

DURING the  event

 

AFTER the  event

 

 Remember: Now is the time to prepare for COVID-19. Simple precautions and planning can make

a big difference. Let’s all dare to care. 

 

HOW TO STAY INFORMED Find the latest information from WHO on where COVID-19 is spreading

at  https://www.who.int/emergencies/diseases/novel-coronavirus-2019/situation-reports/ Advice

and guidance from WHO on COVID-19 at

https://www.who.int/emergencies/diseases/novel-coronavirus-2019


