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 COVID-19 Workplace Safety Guidelines in the metal and wood sectors is the 

deliverable of the EU4BusinessRecovery project (2021-2023), funded by the Euro-

pean Union and the German Federal Ministry for Economic Cooperation and De-

velopment, and jointly implemented by the Deutsche Gesellschaft für Internationale 

Zusammenarbeit (GIZ) GmbH (GIZ), International Labour Organization (ILO) and the 

United Nations Development Program (UNDP). The project is aimed at supporting 

micro, small and medium enterprises in Bosnia and Herzegovina in mitigating the 

negative economic effects of the COVID-19 pandemic.

 Authors of the COVID-19 Workplace Safety Guidelines in the metal and 

wood sectors are members of the expert team of the Deutsche Gesellschaft für 

Internationale Zusammenarbeit (GIZ) GmbH and the interdisciplinary working group 

composed of representatives of the institutions and organizations responsible for 

adopting and implementing occupational health and safety standards at different 
levels of government in Bosnia and Herzegovina.

 The Guidelines are based on the information provided by the European 

Agency for Safety and Health at Work (EU-OSHA) and the recommendations of the 

Professional Association for the Wood and Metal Industry in Germany (BGHM), and 

aligned with the legislation in the Republika Srpska, the Federation of BiH and Brčko 
District of BiH (occupational safety laws, documents of the Emergency Staff of the 
Republika Srpska, orders of the Crisis Staff of the FBiH Ministry of Health, and orders 
of the Protection and Rescue Staff of the Brčko District).

 Occupational safety plays a crucial role in preventing the spread of COVID-19, 

particularly in the wood and metal industry due to the large number of employees 

working in factory halls, which contributes to the spread of the pandemic. Therefore, 

the society, institutions, employers, and workers should recognize the importance 

of protection and joint action to limit exposure to virus in the workplace, as much as 

possible. 

1. INTRODUCTION
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 Objectives of the COVID-19 Workplace Safety Guidelines in the metal and 

wood sectors are as follows: 

•	 Prevent the entry of the virus into the factory, protecting workers and workplaces,

•	 Help employers and workers in maintaining their safety and health in the 

workplace that has underwent significant changes as a result of the COVID-19 
pandemic,

•	 Establish workplace procedures in compliance with all occupational safety 

measures and health standards,

•	 Ensure unimpeded business operations during the COVID-19 pandemic.

 The proposed guidelines are in line with the current legislation in Bosnia and 

Herzegovina and the best European practices. Any changes to the recommendations 

of the relevant health services in the course of implementation of these guidelines, 

should be duly observed. Should there be any discrepancies between the 

recommendations in this document and the provisions of the applicable regulations, 

the employers and workers should act in accordance with the applicable legislation 

in BiH.
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2.1. GENERAL HYGIENE PRACTICES

General hygiene practices are listed below. These practices may not be 

applicable to all workplaces or jobs.  

•	 Mild liquid soap and disposable hand towels should be made available to the 

workers for handwashing and hand drying; 

•	 Hands should be washed thoroughly for at least 20-30 seconds. All hand 
surfaces should be washed, especially the area between the fingers, fingertips, 
nails and thumbs;

•	 Install an automatic cotton towel roll dispenser or provide disposable hand 

towels in dozers; 

•	 Additional hand disinfection after handwashing is neither necessary nor 

recommended so as to limit skin damage;

•	 Combined preparations are not recommended (soaps containing disinfectant), 

as these preparations are too harsh on the skin;

•	 Hand disinfectants are required only when handwashing is not possible;

•	 Anti-infection measures should be explained and accompanied by clear 

instructions (e.g. signs, posters, floor signage);
•	 Informative and educational material concerning the implementation of 

measures preventing the spread of COVID-19, prepared by relevant authorities 

and detailing proper handwashing, sneezing, coughing, etc., must be laid out 

at a public place within the company, and be accessible to all workers and 

easy to understand;

•	 A skin protection plan must be followed; install dispensers with appropriate 

skincare products. Regularly check the efficiency and the impact of hygiene 
practices (for example, skin damage); 

•	 Skincare products should be used after working hours, as a rule; skin protection 

measures help skin regeneration and prevent skin diseases;

•	 Employees should be made aware of the importance of hygiene practices and 

their consistent implementation so as to break the chain of infection;

•	 Make provisions for handwashing and hand drying at mobile and remote 

workplaces, for example by installing handwashing facilities or water canisters, 

liquid soap and disposable hand towels;

•	 When this is not possible, provide at least hand sanitizers with anti-viral and, if 

possible, moisturising effects. This also applies to field and delivery workforce;
•	 Keep record of workspace disinfection by recording disinfection on the list 

placed on a visible place in the production plant and in toilets;

2. GENERAL MEASURES
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•	 Equip official vehicles with hand hygiene products (for example, water canisters 
and liquid soap), hand sanitizers, as well as disposable paper towels and 

resealable garbage bags;

•	 Hand sanitizers are flammable. They should be protected from heat and kept 
away from ignition sources. Keep only mini disinfectants in the car. Instructions 

of the disinfectant manufacturer should be followed;

•	 Take appropriate measures to avoid overburdening the cleaning staff; ask 
workers to leave their workplaces tidy; 

•	 Provide workers with tissues and garbage bins lined with a plastic bag so that 

the bins can be emptied without contact with their contents. 

 2.2. HAND DISINFECTION OF WORKERS IN WOOD AND   

        METAL INDUSTRIES

Workplaces in wood and metal industries usually do not require hand 

disinfection. However, workers are required to disinfect their hands in the following 

cases: 

•	 If handwashing is not possible, such as during the field work, while making 
deliveries or after using a mobile toilet;

•	 If they come into contact with persons who are in need of care, whose immunity 

is compromised, or who have been infected;

•	 If there is contact with business clients;

•	 In case of food processing (for example, in company canteens);

•	 Only hand disinfectants with proven anti-viral effect, however partial, should 
be used; 

•	 Hands must be dry before disinfection. Rub hands with disinfectant long enough 

(usually 20-30 seconds). It is particularly important to put a sufficient amount 
of disinfectant on the fingertips, nail beds, thumbs and the area between the 
fingers and rub hands with it;

•	 Disinfectant must be completely absorbed before proceeding with other 

operations. Instructions of the manufacturer of the disinfectant must be 

followed.

           2.3. HAND DRYING

•	 Careful hand drying limits the transfer of microorganisms from hands to contact 

surfaces;

•	 Disposable paper towels are recommended for hand drying. Paper towels 

must be discarded after use;

•	 Automatic cotton towel roll dispensers are an appropriate alternative;

•	 Shared hand towels are not appropriate;

•	 Hand dryers that use hot air or high-speed jet air should not be used due to lower 

drying efficiency and lack of mechanical removal of residual microorganisms 
from hands. Also, these types of hand dryers disperse microorganisms in the 

surrounding air.
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          3.1. MAINTAINING DISTANCE BETWEEN WORKPLACES IN A  

       COMPANY

•	 Distance between workstations during work operations must be at least 1.5 

meters  (follow the applicable legislation in BiH concerning the distance 

between workstations). This applies to management offices, production halls, 
warehouses, reception office and external parts of the company’s compound;

•	 Introduce one-way systems to control the movement flow of workers at the 
entrances and exits;

•	 Activities involving increased presence of aerosols (for example, in case of 

high working load) might require greater distances between persons;

•	 Make sure that the movement corridors are wide enough in the plants and 

warehouses;

•	 Use floor signage to ensure minimum distance is maintained when several 
people occupy the space during longer periods;

•	 Limit the number of people who can share an elevator at the same time in 

the administrative part of the company’s facility, to ensure that the required 
minimum distance is maintained;

•	 If it is not possible to maintain the minimum distance, resort to physical 

partitioning, for example, by installing fixed partitions that should be cleaned 
during working days with the usual cleaning agents;

•	 Partitions should be transparent, if possible, to enable visual contact and 

sufficient light. Care must be taken to eliminate any risk posed by the sharp 
edges on the partitions;

•	 If it is not possible to maintain the minimum distance of 1.5 m or to install 

partitions, the employer must make available a sufficient number of mouth and 
nose masks and employees must wear them;

•	 Employees need to be shown how to use mouth and nose masks and advised 

on the length of time a mouth and nose mask can be worn and how to clean 

mouth and nose masks properly.

3. ORGANIZING WORK DURING    

       COVID-19 
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3.2. WORKSTATION ORGANIZATION AND ADAPTING WORK   

      ORGANIZATION

•	 Separate the company’s administration facilities from the company’s production 
facilities;

•	 Organize work in shifts to limit gathering of workers at workstations to ensure 

that workers do not come across each other during the change of shifts;

•	 If the third shift is introduced, it should be organized in compliance with the 

orders of the crisis staff and any imposed restrictions;
•	 Make provisions to limit contact by introducing digital communication;

•	 If possible, employees should carry out their office work from home;
•	 If work from home is not possible, available offices can be used, but with 

restrictions as to the number of people that can occupy them at the same time;

•	 Establish fixed working groups in the production, as well as in field work;
•	 Reduce the number of persons in working areas and shared facilities;

•	 Limit work requiring several persons to work together while occupying a small 

space;

•	 Periods of work and breaks should not overlap;

•	 Minimize work requiring people to stand next to each other;

•	 Limit the possibility of employees gathering in small spaces at the start and at 

the end of working hours (for example, in dressing rooms, toilets and canteens);

•	 Smoking should be allowed only in areas designated for that purpose, restricting 

the number of persons who can use the smoking area at the same time and 

ensuring that they maintain the minimum distance; 

•	 Movement should be organized in compliance with the minimum distance rule 

inside and outside the company’s facility.

          3.3. KITCHENETTE AND CANTEEN

•	 The distance of at least 1.5 m between two people must be maintained by 

placing the floor signage to be followed during the distribution of meals or by 
removing an appropriate number of chairs in the food consumption area;

•	 Time-graded breaks must be introduced to prevent queuing;

•	 Hand hygiene products must be made available and used before entering and 

while using kitchenettes and canteens;

•	 Hands should be washed thoroughly before entering and using these areas;

•	 If hand sanitizers are provided, employees should be told how to use them 

properly;

•	 Bottles, cups, glasses, dishes or other utensils must not be shared;

•	 Dishes must be washed with water and detergent after use, and if dishwashers 

are used for this purpose, ensure that the program with a temperature of > 60° 
C is selected;

•	 Premises where employees spend time must be cleaned on daily basis, with 

desks and chairs cleaned using the usual cleaning agents.
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         3.4. CONFERENCE ROOM

•	 The room capacity must be reduced in compliance with the minimum distance 

of 1.5 m between chairs, and the minimum distance of 2.5 metres between 

tables; 

•	 Coffee breaks should take place in the same room; 
•	 Instal hydro-alcohol gel dispensers at the entrance to the room, as well as 

posters reminding everyone present to disinfect their hands;

•	 Premises must be ventilated regularly;

•	 If possible, designate a separate toilet for the guests, which should be equipped 

with soap dispensers and disposable paper towels; 

•	 Ventilate the room thoroughly before and after each use; 

•	 Regularly disinfect desks, chairs, handrails, etc.; 

•	 Increase the frequency of cleaning/disinfection of toilets as well as disinfection 

of door handles, faucets, cistern handles, and all surfaces that can be touched;

•	 Glasses and cups must be either disposable or made of glass, making sure 

that the obligations and instructions regarding the implementation of washing 

and disinfection rules for glasses at a temperature of > 80° C are followed, in  
compliance with the regulations on disinfectant dosages; 

•	 Chair handrails and other high-touch surfaces must be disinfected after all 

participants have left the room. 

          

 3.5. HYGIENE IN SANITARY FACILITIES

•	 Sanitary facilities and toilets must be cleaned at least once every business 

day, and regularly ventilated;

•	 It is necessary to ensure that the distance is maintained by placing appropriate 

markings in sanitary facilities and changing rooms, limiting the number of 

people or scheduling the use of premises;

•	 Ventilation system in toilets should run continuously;

•	 When flushing the toilet, the toilet seat should be closed. By closing the lid, 
release of aerosols that may contain the virus is avoided;

•	 Wear gloves when performing cleaning and disinfection procedures; 

•	 Keep record of toilet disinfection on a list that is posted on a visible place in 

toilets.
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           3.6. WAREHOUSE WORK

•	 The minimum number of workers should be used for unloading trucks, ensuring 

that the minimum prescribed distance of at least 1.5 m is maintained between 

workers;

•	 If everything is in accordance with the specifications, employees can start 
unloading the goods; the area for the reception of goods must be designated 

and the secondary packaging must be removed and discarded; workers must 

disinfect their hands and wear gloves;

•	 Workers should wear and regularly change masks and disinfect their hands 

after each unloading or loading; 

•	 Warehouse workers should be given clear instructions to maintain social 

distance  and work in an organized manner; 

•	 Make sure that the used pallet forklifts and other forklifts are disinfected and 

cleaned before use; 

•	 After the goods are unloaded, depending on the perishability of the raw material 

according to the label, leave the goods in a well-ventilated area.

           3.7. ELEVATOR USE IN BUILDINGS

•	 Observe physical distancing in an elevator;

•	 Do not touch your face after pressing the elevator buttons; 

•	 Avoid entering an elevator with a group of people;

•	 Do not lean on the elevator walls;

•	 Put up signs indicating where and how to stand properly. 

•	 After using the elevator, wash your hands with soap or use a hand sanitizer;

          3.8. RECOMMENDATIONS FOR ENTRY OF OTHER PERSONS    

        INTO THE COMPANY PREMISES 

•	 Non-employees should announce their arrival, explaining the purpose of their 

entry into the factory compound;

•	 If it is not a matter of a short contact only, inform non-employees, such as 

customers, suppliers and service technicians, of the hygiene measures in 

effect on company premises;
•	 Offer non-employees the opportunity to use sanitary facilities and hand 

hygiene products;

•	 Goods should be received, taken over or delivered outside business premises. 

Advise drivers on good hygiene practice in the truck cabin and make sure that 

they receive appropriate disinfectant gel and wipes; 

•	 Couriers must be allowed to use facilities such as sanitary facilities, kitchens, 

but always with appropriate precautions; 

•	 Persons entering the company premises must use protective equipment and 

means prescribed to prevent the spread of COVID-19.
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 3.9. RESTRICTIONS IN CASE OF ORGANIZED TRANSPORT  

        TO WORK AND BUSINESS TRIPS

•	 Prepare the bus shortly before use and make sure that all surfaces inside the 

bus and all glass surfaces are disinfected and cleaned. Ventilation and air 

conditioning fans, as well as handles and shelves in the bus, door handles, 

and all other contact surfaces should be disinfected;

•	 Make sure to use up to 50% of the total bus capacity as specified in the vehicle 
license; 

•	 Constantly clean the backrests, install hand sanitizer at the bus door; 

•	 Put signs at the main door reminding workers entering the bus to disinfect their 

hands and observe the distancing of one and a half metres; 

•	 Clean and disinfect the bus inside and outside after each drive. When cleaning 

or disinfecting the bus interior, the cleaning staff must use a mask and gloves 
and special protection for shoes;

•	 Vacuum the bus floor, and wash and disinfect the floor coverings outside the 
bus on a daily basis; 

•	 Clean waste bins and replace bin liners; 

•	 Business trips should be minimized as much as possible. Carpooling in official 
vehicles should be avoided, and individual use of a vehicle should be prioritized;

•	 If carpooling is absolutely necessary, minimum distance should be maintained; 

otherwise, use a mouth and nose mask and turn off air circulation;
•	 It is necessary to provide hand sanitizers, handkerchiefs and garbage bags in 

official vehicles;
•	 The interior of official vehicles should be cleaned regularly after each use;
•	 Make it easier for workers to get to work, so that they use personal vehicles 

rather than public transport, and encourage them to walk to work, if possible.
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          3.10. WORKING FROM HOME - ADMINISTRATIVE SECTOR

As part of physical distancing measures, it is recommended that administration 

workers should work from home, if their work allows it. For most of them, this is 

the first time they will work from home, and it is likely that they will face with many 
shortcomings of the new working environment. 

 

•	 Allow workers to take home the equipment they use at work, temporarily. This 

primarily applies to IT equipment;

•	 Provide employees who work from home with guidelines on installation of 

computer equipment at home in line with the principles of good ergonomics, 

such as proper posture and frequent movement, as much as possible;

•	 Encourage workers to take regular breaks (approximately every 30 minutes) to 
get up, move around, and stretch;

•	 Provide IT hardware and software support to employees working from home. 

Video conferencing tools may become necessary for work, but they can also 

pose a problem to workers who do not normally use them;

•	 Make sure there is good communication at all levels, including with those who 

work from home. This applies to important information disseminated by the top 

management;

•	 Do not underestimate the risk of employees feeling isolated and under 

pressure, which can lead to mental health problems. Effective communication 
and support from the manager and colleagues are important; 

•	 Keep in mind that your employees may have a partner who also works from 

home, or children in their care. Others may need to care for the elderly or 

chronically ill, or people who are isolating. In these circumstances, managers 

will need to be flexible in terms of working hours and staff productivity.
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Personal protective equipment and means 

to prevent the spread of COVID-19 are not a 

substitute for personal protective equipment 

and means foreseen for use in production and 

prescribed by the risk assessment document as 

a measure of occupational safety at a particular 

workstation (protective footwear, protective 

gloves, goggles, etc.).

           4.1.  USE OF PROTECTIVE EQUIPMENT – MOUTH AND NOSE  

         MASK

•	 If it is not possible to maintain a minimum distance of 1.5 m or to set up 

a protective partition, the employer must provide enough mouth and nose 

masks, and employees must wear them;

•	 Proper use of mouth and nose masks should be demonstrated to employees 

and they should be explained how long they can wear the masks and how to 

maintain them properly;

•	 The use of mouth and nose masks, medical face masks and half-masks with 

filter results in more intense workload effect. It is necessary to check how 
much the wearing period should be reduced by performing other activities or 

providing regular breaks;

•	 Direct hand contact between persons (handshake, passing objects to others) 

should be avoided;

•	 If personal protective equipment (e.g., gloves, goggles, protective headphones, 

work shoes, respiratory protection) is required as an occupational safety 

measure, it should be made available to every person individually;

•	 Cleaning and proper hygienic storage must be ensured;

•	 Replace the mask with a new one as soon as it gets wet and do not re-use 

disposable masks;

•	 The mask is removed from the back (without touching the front part) and 

discarded in a closed bin;

•	 Work clothes and personal protective equipment must be kept separate from 

everyday clothes;

•	 Ensure regular cleaning of work clothes;

•	 Face shield visors are used to protect the eyes and face from splashes of 

liquid and minor mechanical impact, and during the pandemic, they limit the 

spread of droplet-borne diseases. They cannot prevent the aerosol spread 

of infection and are not an adequate substitute for masks, and must be worn 

together with them.

4. PROTECTIVE EQUIPMENT DURING   

       COVID-19
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 4.2. USE OF PROTECTIVE GLOVES

•	 If it is necessary to wear protective gloves, keep in mind that the gloves become 

as contaminated as the uncovered hand during use, and that viruses can be 

transmitted in the same way;

•	 Workers operating metal and wood processing machines (lathe, milling 

machine, pole drill, etc.) must wear protective gloves required for occupational 

safety purposes when shelving and clamping cutting tools and workpieces, as 

well as when cleaning chips from a machine;

•	 The use of skin care products under protective gloves is generally not 

recommended, as there is currently no scientifically recognized evidence of 
the effectiveness of such protection (reduced skin swelling or sweating);

•	 There is a risk of glove getting stuck when working with machines with rotating 

parts, so it is necessary to check the possibility of using protective gloves in 

certain production processes;

•	 The use of appropriate protective gloves to protect against chemical and 

physical hazards is subject to risk assessment.

          4.3. WASTE MANAGEMENT DURING COVID-19 

•	 All companies should define proper waste disposal practices, as well as the 
management of generated waste;

•	 Inform all workers who use protective equipment (protective masks and gloves) 

of proper disposal after use;

•	 The manner of disposal of used personal protective equipment must be clearly 

defined in line with the manufacturer’s recommendations;
•	 A disposal site must be provided in every company where the equipment will 

be disposed separately from other waste;

•	 When removing personal protective equipment, take care of keeping the 

distance between workers, in order to avoid contact;

•	 After use, the packaging must be disposed of according to the instructions on 

the product label;

•	 Persons in charge of disinfection of company premises must follow instructions 

of the disinfectant manufacturer;

•	 Provide workers with wipes and garbage bins lined with a plastic bag so that 

they can be emptied without contact with their contents.

•	 If there is a suspicion that the generated waste was in contact with a person 

infected with COVID-19, the waste must be put in a double bag that is disinfected 

and disposed of into a closed bin;

•	 Persons treating potentially infectious waste must use all personal protective 

equipment. 



18

 

 

 5.1 USE OF TOOLS

•	 Organization of production and work processes should ensure that only one 

person uses a particular tool;

•	 If this is not possible, tools, surfaces, contact areas of work equipment (e.g. 

table tops, IT devices, steering wheels, gear levers) must be cleaned regularly 

with standard cleaning agents or disposable cleaning towels. The towels/cloths 

should not be used more than once;

•	 If work equipment is used by several persons (e.g. scaffolding), regular hand 
washing is necessary;

•	 Before passing a tool to other colleagues, it should be cleaned with the 

usual cleaning agents and disposable cleaning towels, which should then be 

discarded;

•	 Tools or surfaces that are touched by several employees, such as machine 

control panels, should be wiped off after the shift;
•	 Use of disinfectants is not mandatory. Surface disinfectant may be used (for 

wiping with disposable cleaning towels). In that case, the disinfectant should 

have at least partially virucidal effect;
•	 Disposable towels and cloths should not be disposed with the other waste 

materials during the production process.

 5.2 PRODUCTION EQUIPMENT HANDLING

•	 When operating the machines, the distance between workers of at least 1.50 
m should be maintained, regularly checked and corrections made as needed;

•	 Plan the movement for machine filling and part removals so as to reduce 
encounters and the possibility of contact between employees; 

•	 Make sure that the workers’ movement corridors are wide enough;
•	 Floor signage helps with orientation and maintaining the minimum distance; 

•	 Workstations must be separated. This can be done by fixed easy-to-clean 
panels partitioning the space;

•	 If fixed partitioning is not possible, a sufficient number of mouth-nose masks 
should be provided, and employees should wear them;

•	 Anti-infection measures should be explained and supported by clear instructions 

(e.g. using signs, posters, floor signage); 
•	 It is necessary to inform the employees of the obligation of adhering to the 

hygiene rules (distance, hand hygiene, appropriate etiquette when coughing 

or sneezing, mouth-nose mask);

•	 Avoid having several persons working together in a small space;

•	 Show employees how to clean equipment and implement measures when 

removing parts, changing tools and filling the machines;

5. WORK EQUIPMENT IN PRODUCTION  

       SECTORS
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•	 If possible, make sure that only one person operates one machine during a 

shift;

•	 If more than one person uses machine control devices, hygiene rules must 

be observed (keeping the distance, appropriate etiquette when coughing or 

sneezing, hand hygiene, possibly a mouth-nose mask or personal protective 

equipment);

•	 Minimize the work where employees stand next to each other;

•	 After each shift, the machine control devices should be cleaned;

•	 Handover protocols should be carried out electronically.

 5.3 MEASURES FOR MACHINE CLEANING

•	 The shared control devices of machines and items and surfaces should be 

cleaned regularly;

•	 Manufacturer’s instructions should be followed;
•	 Use of tear resistant protective gloves for high mechanical loads is mandatory 

(also, do not touch your face with gloves);

•	 Cleaning should be done by wiping (simply spraying the surface with a 

cleansing agent and leaving it to work is not so effective);
•	 Cloths should be used only once and disposed of afterwards;

•	 Used towels must be discarded;

•	 Make sure you are using an appropriate towel to clean the screens, in order to 

prevent surface damage;

•	 Check the use of protective foil. The front of screens and panels often has 

IP65 protection rating, while the rating on the back is only IP22;

•	 The use of protective cover (if available) is mandatory;

•	 The worker operating the devices should be trained;

Everyone should preferably use their own tools and means of work. 

•	 Adequate organisation of work should ensure that only one person uses a 

particular tool;

•	 If this is not possible, before passing the tool to other colleagues, it should be 

cleaned with the usual cleaning agents and disposable cleaning towels;

•	 The towels/cloths should not be used more than once;

•	 If work equipment is used by several persons, regular hand washing is 

necessary;
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 5.4 MACHINE COOLANTS IN PRODUCTION

If machines/plants using coolants mixed with water are idle, increased load 

in the form of impurities due to the presence of microbes (bacteria, fungi, yeasts, 

etc.) may occur, with a negative impact on machine characteristics and occupational 

health. This does not apply to machines/plants using waterless coolants.

The machine/plant can be idle with properly prepared coolant mixed with 

water. Employees should be trained to do this.

•	 Only trained employees should perform 

certain tasks;

•	 Develop coolant handling instructions;

•	 In case of handling of hazardous 

substances (water-mixed coolants, 

system cleaners, biocides, etc.), handling 

instruction should be followed. 

•	 Prior to shutting down the machine/plant, 

checks and maintenance measures 

related to water-mixed coolants should 

be carried out, for example: checking the 

concentration of water-mixed coolants, 

pH value, nitrite content, visual changes, 

concentration adjustment, usually by 

adding emulsion of higher or lower 

concentration;

•	 System cleaning can be considered in 

case of serious deviations;

•	 Floating oil removal is an option (removal 

of impurities, suction, etc.).

The measures aim to ensure that 

a machine/plant can be idle with properly 

prepared coolant mixed with water. In case of 

small individual plants, system cleaning option 

with subsequent temporary drainage should be 

considered.
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Ventilation and air conditioning systems are used to provide a comfortable 

environment (temperature and relative humidity) and clean air in enclosed spaces 

such as buildings, production halls and vehicles. Ventilation systems provide clean 

air by exchanging and filtering indoor and outdoor air. 
Air conditioning systems can be part of integrated systems or stand-alone, 

providing cooling/heating and dehumidification. Stand-alone split air conditioners (for 
example 1 outdoor and 1 indoor unit) recirculate the air without using the outside air.

COVID-19 is thought to be transmitted primarily by large respiratory droplets, 

although some studies indicate the role of aerosols in the epidemic. Aerosols consist 

of tiny droplets and droplet nuclei that stay in the air longer than large droplets. 

COVID-19 transmission can be particularly effective in crowded enclosed spaces, 
such as workplaces (offices, factories).

The transmission of virus-bearing respiratory droplets is attributed to airflow 
caused by air conditioning. Ventilation systems using recirculation mode are 

considered infection transmitting agents. Airflow created by air conditioners can 
facilitate the wider spread of droplets secreted by infected people indoors.

A minimum number of air changes per hour should be ensured at all times for 

certain types of facilities. Increasing the number of air changes per hour reduces the 

indoor transmission risk, and can be achieved by natural or mechanical ventilation. 

Mechanical ventilation should minimize the direction of continuous air flow for persons 
who stay indoor for a long period of time.

           6.1. NATURAL VENTILATION DURING COVID-19 

 

“Regular ventilation is performed to maintain hygiene and contribute to air 

quality, since the levels of disease-causing agents can be higher in indoor air. 

Ventilation reduces the number of the smallest pathogen-carrying droplets in the air.”

•	 There should be intensified natural ventilation with sufficiently frequent intense 
ventilation, e.g. at least four times a day in production with local extraction 

from machines in the wood processing industry. 

•	 Ventilation should last at least 5 to 10 minutes. Windows should be fully open 
for intense ventilation, if possible. In other words, leaving windows ajar is not 

sufficient. 
•	 Bring as much outside air as possible to the rooms used. Premises should 

be ventilated for at least 15 minutes before use, especially if they had been 

previously occupied;

6. WORK PROCESS VENTILATION   

       AND AIR CONDITIONING
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•	 Conference rooms should be ventilated before and after each use;

•	 The amount of outside air required depends on the number of people. The 

goal is to put as few people as possible in a large room. Staying in small 

unventilated rooms with a large number of people should be avoided. Offices 
should be ventilated every 20 minutes. The discomfort caused by the cold 
should be accepted, for health purposes.

           6.2. MECHANICAL VENTILATION DURING COVID-19 

•	 When a ventilation system uses outside air, the share of outside air in the system 

should be increased. Air circulation inside the system without a suitable filter 
should be avoided. Devices using circulating indoor air (e.g. fans or portable 

air conditioners) are only allowed in rooms used by a single person;

•	 The ventilation and air conditioning system should be turned to the maximum 

nominal power for a while before and after the use of the building. Small 

contaminated particles linger in indoor air for a long time and can be eliminated 

by means of air flow through the ventilation and air conditioning systems. The 
indoor infection transmission can be reduced by increasing the air change 

rate, reducing air recirculation and increasing the use of outdoor air; 

•	 Ventilation and air-conditioning systems in which the air only circulates 

and changes properties (heating, cooling and humidifying the air without 

exchanging indoor air for fresh air supply) should be switched off, if possible. 
These systems are mostly used in offices and can only contribute to the virus 
spread. 

•	 In case of rotary heat exchangers, leaks between the exhaust and supply air 

should be checked. If the rotary heat exchangers are not properly adjusted, 

substances, including viruses, can enter the inlet air; 

•	 Air circulation should be avoided in case of central ventilation and air 

conditioning systems. As a rule, filters for internally circulating air are not of a 
sufficient quality to eliminate viruses;

•	 Employers should maintain heating, ventilation and air conditioning systems 

in accordance with current manufacturer’s instructions, especially regarding 
cleaning and change of filters. Maintenance personnel should be protected 
when changing the filters. Maintenance personnel should at least wear gloves 
and protect the respiratory tract when changing filters. Filters must be stored 
in tightly sealed containers or bags;

•	 Ventilation and air conditioning systems in toilets should run continuously. 

When flushing the toilet, the toilet seat should be closed, in order to avoid 
release of aerosols that may contain the virus;

•	 Make a plan for cleaning and ventilating the facilities. Regular ventilation 

reduces the number of the smallest droplets (aerosols) in indoor air that may 

contain the virus. 
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 7.1 ADOPT INTERNAL COMPANY REGULATIONS

•	 Fever, coughing and shortness of breath can be the signs of coronavirus 

infection. In that case, the worker must be sent home immediately;

•	 Prepare mouth-nose masks in advance for workers who are taken ill;

•	 Advise them to consult a physician;

•	 Active health surveillance is foreseen for healthy people who have had close 

contact with coronavirus patients;

•	 For workers who are self-isolating and those undergoing treatment, absence 

from work is treated as temporary incapacity for work (sick leave);

•	 If one suspects that they have been in contact with a source of coronavirus or 

experiences a respiratory problem (cough, difficulty breathing or fever), they 
must inform the employer’s occupational safety professional or other responsible 
person in order to take measures to protect the health of other employees;

•	 The worker should then seek medical help by informing their family doctor and 

epidemiologist at the competent public health institute, and going for a scheduled 

check-up;

•	 The disease is transmitted during close contact, by droplets (direct contact with 

the patient’s secretions) and by inhalation (aerosol inhalation). Close contact 
includes the following: direct physical contact with the patient or staying near the 

patient at a distance of less than 1 meter;

•	 Keep records of workers and visitors to help track potential contacts (name, 

date, time, contact information); 

•	 Workers must not come to work if they feel unwell;

•	 Workers are strongly advised to report the symptoms to the employer 

themselves, as well as all close contacts they had with a person they know or 

suspect has COVID-19. Advise workers who are COVID-19 positive to report 

this to the employer at the workplace for the purposes of cleaning/disinfection 

and monitoring of contacts;

•	 If the employer learns about a positive case in the workplace, it will inform the 

persons who were in contact with the positive employee and advise them to self-

isolate. Testing of other workers can be recommended;

•	 Set up a notice for workers and visitors displaying important health information 

and relevant protection measures.

7. PROCEDURE IN CASE OF   

       SUSPECTED COVID-19
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 7.2 CLEANING AND DISINFECTION OF THE BUILDING IF   

       SOMEONE GOT INFECTED AT THE COMPANY

•	 Isolate all areas that were used by the infected person;

•	 Open exterior doors and windows in order to increase air circulation in the 

premises;

•	 Wait for a while after ventilation, and proceed with cleaning and disinfection;

•	 Clean and disinfect all areas used by the infected person, such as offices, toilets, 
common areas, and shared electronic devices, such as computer equipment, 

touch screens, and remote controls;

•	 Coffee machines etc. must be cleaned and disinfected, especially the parts with 
high-touch surfaces;

•	 Following proper disinfection, the area can be opened for use;

•	 Workers who are not in close contact with the infected person can return to 

work immediately after disinfection, or in accordance with the instructions of the 

health institution.

 7.3 RESUMING PRODUCTION AFTER TEMPORARY    

      SUSPENSION

•	 If the workplace is closed for some time for reasons related to COVID-19, a plan 

for resuming production should be developed, taking into account health and 

safety;

•	 The Risk Assessment Document should be updated as there has been a change 

in the level of risk in the work process;

•	 Before work is fully resumed and before workers return to the workplace, make 

adjustments to the workplace layout and organization of work to reduce virus 

transmission;

•	 Consider resuming work in stages. Make sure you inform workers about changes 

and notify them of the new procedures, and provide training before they resume 

work, if needed;

•	 Contact the occupational medicine office and the professional in charge of 
occupational health and safety and discuss the plan to resume production with 

them;

•	 Pay special attention to the group of high-risk workers and be ready to protect 

the most vulnerable ones, including the elderly and those with chronic diseases;

•	 Workers returning to work after isolation are likely to be concerned, especially 

about the risk of infection. This could lead to stress and mental health problems, 

especially if there have been changes at work;

•	 It is possible that workers are concerned about the greater risk of infection in 

the workplace and avoid going back to work. It is important to understand their 

concerns, and provide them with information about the measures taken in the 

company;

•	 When adjusting work due to reduced workforce, consider whether staff need 
additional training and ensure that all workers are able to perform the tasks 

required of them;

•	 Train workers in a variety of areas to perform essential functions to keep the 

workplace running, even when key workers are absent.



25

 8.1 ENGAGING ALL RELEVANT ACTORS IN COVID-19 ACTION

•	 In accordance with applicable regulations in the Republika Srpska, the Federation 

of BiH and the Brčko District, establish a crisis staff/team within the company 
consisting of representatives of the employer, occupational health and safety 

professional/authorized institution and workers’ representative responsible for 
maintaining and monitoring the system of prevention and protection against 

COVID-19 in the company,

•	 The responsibility for the implementation and enforcement of the Guidelines in 

the wood and metal sector rests with the employer; 

•	 Occupational health and safety professionals at the operational level provide 

support in the implementation and control of preventive measures and draw 

employees’ attention to protection and hygiene measures;
•	 Employees are obliged to participate and implement measures;

•	 If you are aware of staff members requiring special protection, that should be 
taken into account when planning the work of high-risk groups;

•	 Special attention should be paid to employees who are in great need of protection 

(young people, pregnant women, and people with physical or mental disabilities);

•	 Employees working from home must be included, and rules regarding working 

hours and availability of employees should be defined;
•	 The participation of workers and their representatives in the management of 

occupational health and safety is crucial for success and a legal obligation;

•	 It is important that you consult workers in a timely manner about planned 

changes and how the interim processes will work in practice;

•	 Regularly post all information and recommendations of relevant health institutions 

on the notice board;

•	 Follow the recommendations of competent health services and work on raising 

the awareness of employees about vaccination;

•	 Develop a plan to combat the pandemic within the company, defining measures 
to address cases of suspected infection, and to identify and inform people who 

have been in contact with individuals in whom the infection has been confirmed. 

 8.2 OCCUPATIONAL SAFETY OF WOMEN

•	 Employed women face additional challenges in balancing business and private 

life during the pandemic;

•	 Avoid assigning women to work in shifts, if work in a single shift is not feasible;

•	 Special attention should be paid to the protection of women from risks that may 

affect their fertility and motherhood;
•	 Women with minor children should not be sent to business trips;

•	 If possible, enable women to do office work from home.

8. PROFILACTIC OCCUPATIONAL 

       SAFETY
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Risk identification and assessment in the working environment is the starting 
point for occupational health and safety management in the framework of COVID-19 

measures. When a change occurs in the work process, employers are obliged to 

reassess the risk and take into account all risks, including mental health related ones. 

Workers and their representatives, occupational safety professionals and occupational 

physicians should be involved in the risk assessment review. 

Hazards and harms are increased during the pandemic, which may deteriorate 

workers’ health. Virus exposure in the workplace should be minimized. The employer 
is obliged to adopt a plan for implementation of measures/preparedness plan for 

the prevention of COVID-19 outbreak and spreading for all positions in the working 

environment, which is an integral part of the risk assessment document adopted in 

accordance with the law and regulations in the field of occupational health and safety. 

 9.1 PLAN OF IMPLEMENTATION OF MEASURES/   

      PREPAREDNESS PLAN

The Plan of Implementation of Measures/Preparedness Plan defines measures 
and activities that increase and improve the protection and health of employees in 

order to prevent COVID-19 outbreak, as well 

as measures and activities to be undertaken 

in the event of an outbreak, in order to ensure 

occupational safety and health of employees and 

protect the persons present.

 

The Plan of Implementation of Measures/

Preparedness Plan shall include:

•	 preventive measures and activities for 

the prevention of the infectious disease 

outbreak;

•	 preventive measures and activities in case 

of the infectious disease outbreak;

•	 tasks regarding implementation and control 

of preventive measures and activities.

9. UPDATING THE RISK ASSESSMENT    

DOCUMENT AND DEVELOPING A 

PLAN OF IMPLEMENTATION OF 

MEASURES/PREPAREDNESS PLAN
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 9.1.1. Measures and activities preventing infectious disease   

                   outbreaks

 The employer shall ensure the application of the following preventive measures 

at every workstation in the working environment:

•	 prior to commencing the work, provide written instructions on measures and 

procedures to prevent the infectious disease outbreaks, with information on 

symptoms of the infectious disease;

•	 if work in shifts is not organized, redistribute working hours, as much as possible, 

by introducing the second or third shift with lower number of employees;

•	 increase hygiene and disinfection of working and auxiliary spaces, including 

regular disinfection of rooms and frequent ventilation of the work space;

•	 provide employees with sufficient amounts of soap, towels, running water and 
alcohol-based hand sanitizers;

•	 ensure regular cleaning of all high-touch surfaces in the workplace, especially 

rooms and equipment such as toilets, door handles, land-line telephones, 

computer equipment and other work equipment;

•	 arrange record keeping on organized and implemented disinfection of work and 

auxiliary premises;

•	 ensure the development of guidelines for safe and healthy work with contractors, 

suppliers, distributors and external associates;

•	 organize and ensure regular waste and garbage collection (trash bins lined with 

plastic bags) from the premises so that they can be emptied without contact with 

the contents.

 9.1.2. Measures and activities in case of the infectious    

                          disease outbreak 

 In case of an infectious disease outbreak among its employees, the employer 

shall ensure the application of the following preventive measures:

•	 the area where the infected employee stayed is physically and chemically 

disinfected and ventilated on a regular basis;

•	 the entry and exit procedures at the employer’s premises are observed, the 
prescribed personal protection equipment is used at work and other protection 

measures are observed during the work process;

•	 staff routes through work and auxiliary premises are precisely defined;
•	 the movement of employees from the organizational unit where the infected 

employee worked is strictly controlled;

•	 only necessary contacts of employees from the organizational unit where the 

infected employee worked with other employees are allowed, respecting the 

prescribed protection measures;

•	 all other measures recommended by the epidemiologist are applied.
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9.1.3. Tasks of implementation and supervision of                        

              implementation of preventive measures and activities

In the Implementation Plan/Preparedness Plan, the employer shall regulate 

the obligations and responsibilities related to monitoring and supervision of the 

implementation of occupational health and safety measures.

The employer’s occupational health and safety professional checks the 
compliance of employees with the of occupational health and safety measures 

 in place. The OHS professional performs the following duties, among others:

•	 participates in the development of a plan of implementation of measures;

•	 prepares written instructions and guidance for safe and sound work, in order to 

protect the health of employees from the infectious disease outbreak; 

•	 control the compliance with measures set out in the implementation plan adopted 

by the employer;

•	 control the use of personal protection equipment and means at work;

•	 cooperate with state bodies and provide necessary information on the application 

of preventive occupational health and safety measures.

 

The employee shall:

•	 implement all preventive occupational health and safety measures in order to 

preserve their health, and the health of other employees;

•	 adequately use the prescribed personal protection equipment and handle it with 

care, so as not to endanger their own, as well as the safety and health of others;

•	 take extra care of their hygiene by regular and thorough hand washing;

•	 keep personal clothing separate from personal protection equipment and work-

clothes;

•	 make sure to inform the employer if they suspect that they, other employees or 

family members have developed symptoms of the infectious disease;

•	 before commencing the work, inspect their workplace, including the work tools 

they use, as well as the personal protection equipment, and inform the employer 

or other authorized person of any deficiencies observed; 
•	 when leaving the workplace, leave the workplace and work tools in the condition 

that will not endanger other employees;

•	 based on own findings, immediately inform the employer of irregularities, harms, 
dangers or other phenomena that could endanger their safety and health at the 

workplace or safety and health of other employees;

•	 cooperate with the employer and the occupational health and safety professional, 

in order to implement additional occupational health and safety measures 

required.
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