Circular (N0. 1) for 2022
Updating the precautionary measures to contain COVID-19 pandemic in
the Federal Government
To: all ministries and federal entities
The Federal Authority for Government Human Resources (FAHR) extends its
greetings wishing you all the success in your endeavors.
Based on Government directives regarding the implementation of the green
pass system for allowing employees to enter federal entities; and after
coordination with the concerned authorities in the country and the Ministry of
Health and Prevention, the Authority has decided unifying all provisions of
precautionary measures to contain COVID-19 pandemic, to facilitate the work
of the federal entities, as follows:
First: Procedures related to get employees vaccinated
1.

Employees who have not received COVID-19 vaccine:
a) Non-vaccinated employees are not allowed to enter the workplaces at all
federal entities in the country as of January 3, 2022.
b) Non-vaccinated employee without medical excuse, shall be considered
absent without an acceptable reason, with all legal consequences
according to the Federal Government’s HR legislation, according to the
Federal Government’s HR Law.
c) All federal entities must abide by the instructions issued by the
concerned authorities and direct their employees to take COVID-19
vaccine as soon as possible to be able to enter the workplaces.

2.

Commitment to take the booster dose of COVID-19 vaccine:

a) All federal entities to make sure that all their employees have received
the booster dose of the COVID-19 vaccine, stressing that all Federal
Government employees must receive the booster dose within one month
maximum from the issuance of this circular, according to the medical
protocol for taking the booster dose, recommendations of the medical
authorities in the country. The booster dose must be taken at the specified
time, and according to target groups for each type of available vaccines, to
ensure the continuity of the green pass on Al Hosn application.
Second: Governance of the procedures regarding an infected
employee, who came in contact with an infected and vaccinated
The procedures taken by federal entities to deal with an effected employee and
those who came in contact with an infected, are governed in the following
manner:
The Guidelines for dealing with COVID -19 infected persons, those
who came in close contact with them, or suspected of having the symptoms,
issued by the Authority, (Annex No. 1).
The mechanism for registering infected people, those who came in close
contact with them, or suspected of having the symptoms, vaccinated, as
well as those requesting remote work through the Federal Government’s
electronic systems, (Annex No. 2).
The federal entities operating the HR Management Information System
“Bayanati”, must activate the mechanism attached to this circular, while
those connected to “Bayanati” System through the Enterprise
Service Bus (ESB), have to adjust their systems to suit the attached
mechanism and provide the Authority with data related to this procedure
through the link between their systems and the “Bayanati” System.

Third: Adherence to precautionary measures to limit the spread of
epidemics in workplaces:
All federal entities are required to observe the following:
The Guide the Office Work Environment and Working from
Workplaces Under Emergency Conditions, issued by the Authority
(Annex No. 3).
The mechanisms for dealing with customers and others
wishing to visit the Federal Government workplaces. (Annex No.
4).
The guidelines to decisions made by the violation’s
committees formed by the federal entities, when dealing with
employees who do not abide by the precautionary measures,
(Annex No. 5).
Note: The aforementioned procedures are subject to change based on the latest
requirements of health authorities, and in coordination with the authorities
concerned with emergencies and crises.
Thank you for your cooperation
The Federal Authority for Government Human Resources
For more information, please contact:
• Unified Call Center: 600525524
Customer Happiness System (CHS): https://www.fahr.gov.ae/CRM/ar

Circular No. (27) of 2020
Regarding
The Guideline for dealing with infected persons, close contacts, or
suspected cases of Covid-19 in the Workplace in Federal Entities
To: All Ministries & Federal Entities
The Federal Authority for Government Human Resources (FAHR) would like to
send you kind regards, wishing you all the success in your endeavors.
Based on the requirements of work and subsequent to all the guidelines and
circulars issued by the Authority regarding the precautionary measures for
dealing with the Covid-19 pandemic.
Accordingly, the Authority attaches the guideline for clarifying the necessary
procedures for dealing with infected employees, close contacts, or those
suspected of having symptoms of the Covid-19 virus at workplaces in Federal

Entities, based on the instructions issued by the competent authorities in
the country, where the guideline is intended to:
1) Ensuring the safety of the premises and the work environment
from outbreaks of diseases and epidemics.
2) Setting a mechanism to deal with employees infected with Covid-19
virus, suspected cases or close contacts with infected persons in the
workplace.
3) Raising awareness of the Federal Authorities and their employees of the
applicable procedures in cases of infection, suspicion, and close contacts
with indicating the roles and responsibilities arising in this regard.
Accordingly, the Authority requests all federal authorities to observe public
health and safety rules and regulations and practice all precautionary

measures, including those mentioned in this guideline, to limit the spread of
epidemics and diseases in government workplaces.
Note that the Authority is prepared to provide any support to all Federal
Authorities regarding the clarification of any aspects mentioned in the
attached guideline.

Thank you for your cooperation
Issued on: September 20, 2020

Federal Authority for Government Human Resources

The Guideline For Dealing With Infected Persons, Close Contacts or
Suspected of Having Symptoms Of Covid-19 Virus in the Workplace in
Federal Entities
First: Introduction:
Based on the work requirements, and subsequent to all guidelines and
circulars issued by the Authority regarding the precautionary measures for
dealing with the Covid-19 pandemic.
Accordingly, the Authority attaches the guideline for clarifying the necessary
procedures for dealing with infected employees, close contacts, or those
suspected of having symptoms of the Covid-19 at the workplace in Federal
Entities, based on the instructions issued by the competent authorities in the
country, where the guideline is intended to:
1) Ensure the safety of the premises and the work environment from
outbreaks of diseases and epidemics.
2) Setting a mechanism to deal with employees infected with Covid-19
virus, suspected cases or close contacts with infected persons in the
workplace.
3) Raising awareness of the Federal Authorities and their employees of the
applicable procedures in cases of infection, suspicion, and close contacts
with indicating the roles and responsibilities arising in this regard.
The guideline helps clarify procedures and describes the roles and
responsibilities of the concerned parties in the Federal Entity. Accordingly, the
Authority requests all federal authorities to observe public health and safety

rules and regulations and practice all precautionary measures, including those
mentioned in this guideline, to limit the spread of epidemics and diseases in
government workplaces.
Second: Definitions
Epidemic
: Any person who has signs and symptoms of the
Covid-19 virus, in accordance with the health instructions issued by the
competent authorities in the country.
Infected Person
: is the person whose infection has been confirmed
through a positive test result of Covid-19 by one of the approved laboratories
by the competent health authorities in country regardless of the presence or
absence of clinical signs or symptoms.
Close Contact
: Anyone who has been in contact with an infected
person or a carrier of the disease, a contact with which the infection may be
transmitted to him/her during the period of the disease spread.
Suspected Person
without fever.

: A person with respiratory symptoms, with or

Isolation
: Separation of the affected person or suspected of
being infected from other healthy people for the duration of the disease
infection in appropriate places and health conditions, in order to prevent the
transmission of the infection
Quarantine
: compelling the Close Contact or suspected of having
symptoms of the Covid-19 to remains in quarantine, whether at home or any
other facility approved by the competent health authorities in the country for
a period of time as determined by those competent medical authorities, or as
imposed as a precaution by the employer.

Clients
Entity.

: Individual visitors or clients from outside the Federal

Remote work
: The remote work system for federal government
employees in accordance with the provisions of Cabinet Resolution No. (27) of
2020.
Third: Scope of Application
This guideline applies to all civil employees working in federal entities, it also
includes outside clients and visitors.
Fourth: Roles and Responsibilities
1) The Federal Entity:
All federal authorities must respond and deal with cases by applying the
following procedures:
a. Providing the necessary logistical support to protect employees and
clients, including adherence to all precautionary measures and
procedures issued periodically by the competent authorities in the
country.
b. Coordination with health institutions to transport the infected or
suspected of being infected in the workplace to hospitals for the
necessary checks.
c. Identify contacts of confirmed and suspected cases.
d. Isolation of the infected and suspected of being infected in places
designated for temporary health isolation in the workplace until they
are transferred to the hospital.
e. Adopting necessary steps to support employees in adhering to the
guidelines for prevention and hygiene, and to ensure the availability of
appropriate health requirements according to the nature of the entity’s
activity.
f. Educating employees and clients and keeping them informed regularly
of all updates related to precautionary measures and procedures,
through the use of available technical means.

2) Human Resources Management
The Human Resources Department in the Federal Entity shall adopt the
following procedures, in the event that an employee is found infected with the
Covid-19 at the workplace,
a. Isolate the infected or suspected of being infected employee in the place
designated for temporary health isolation in the workplace, and
communicate directly with the concerned health authority, report the
case and implement all procedures requested by the competent health
authority until the employee is transferred by health care professionals,
and obtain the employee’s data.
b. Evacuate employees and clients from the work area or office of the
infected person and inform them in the event of their contact with the
infected person, while ensuring that the rest of the employees do not
contact the case.
c. Inform the senior management in the Federal Entity of the affected case
(immediately).
d. Inform the competent medical authorities of the infected or suspected
case (immediately).
e. Collect the information of the people who came into contact with the
infected person as soon as possible.
f. Conduct a comprehensive sterilization of the infected employee work
area or his/her office and the facilities used by the infected
(immediately).
g. Conduct infection detection checks for contacts and request selfisolation at home for a period of not less than 3 days.
h. Coordinate remote work for employees who are in contact with or
suspected of having Covid-19 during the isolation period.
i. Coordinate and conduct infection detection checks for those in contact
at the end of the isolation period to ensure that they are infection free
before their return to work at the workplace or offices.
j. Record the case and its results within the case register approved by the
Federal Entity.

3 - The Direct Manager
The Direct Manager must do the following:
a. Inform the Human Resources Department Immediately in the event that
he/she discovers or knows about the infection or contact of one of his
employees with the virus.
b. Inform the Human Resources Department in the event that an employee
travels outside the country or when the employee returns from outside
the country and commences work, and to ensure that the employee
adheres to the requirements of the health authorities in the country in
terms of conducting the required tests, while being informed of the
negative test result.
c. Follow up the performance of remote employees and ensure that checks
are conducted before returning remote work system.
4- The Employee
a. The employee must adhere to the health procedures and measures
issued by the competent health authorities with regard to prevention
measures when feeling any symptoms similar to Covid-19
b. The necessity to declare any cases of travel and return from travel and
cases of contact, if any, and the necessity to present a report of the test
result after returning to the country and before reporting to work.
c. The employee must inform the Direct Manager and the Human
Resources Department if he/she feels any symptoms similar to Covid-19
disease, and declare all the places he/she visited in the Federal Entity, as
well as the employees who had contact with them at work.
d. Commitment to conduct a medical examination immediately upon
knowing of contact or feeling any of the general symptoms of the Covid19 virus, or upon his/her employer request.

Federal Authority for Government Human Resources

Circular No (1) for 2022
Annex No (2)
Guide to procedures for modifying COVID-19 and Remote
Working on "Bayanati" System for the Federal Government
entities implementing the system
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Guide to procedures for modifying COVID-19
and Remote Working on "Bayanati" System
for the Federal entities implementing the
System
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Information about COVID-19 Vaccine
As soon as the employee receives the COVID-19 vaccine, the data on the
vaccine is entered into “Bayanati” System as follows:
Log in to “Bayanati” System using the User Name and Password
Enter Self-Service Portal
Choose information about COVID-19
Choose information about COVID-19 Vaccine
Information about COVID-19
Information about COVID-19 Vaccine
Click on Add Button
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Information about COVID-19 Vaccine
Customizing additional data
Addition
Choosing the case

Vaccine type

Vaccination Date

Vaccine Dose

Place

Remarks

No results found

Enter information about the vaccine, including:
Enter any changes below. Click on continue Button, or on Delete
Button to go to previous page
Vaccine Type
Vaccination Date
Dose
Vaccination Location
Remarks
Definition

Details

Vaccine Type

Mandatory field: Choose the type of vaccine the employee received

Vaccination Date

Mandatory field: Enter the date of vaccination

Dose

Mandatory field: Select the dose taken by the employee

Vaccination Location

Mandatory field:

Remarks

Enter Vaccination Location

After entering the required fields, press "Execute"
Review request and press “Next”
Review request again, attach required documents and press “Next”
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If no documents are attached (Mandatory), the system will display the
following error message
Error

x

The supporting Document is mandatory. Please attach it to proceed

Press "Execute" to send the request for approval

COVID - 19 Test Results
As soon as the employee receives the COVID-19 vaccine, the data on the vaccine
is entered into “Bayanati” System as follows:
Log in to “Bayanati” System using the User Name and Password
Enter Self-Service Portal
Choose information about COVID-19
Choose COVID-19 Test Results

Information about COVID-19
COVID-19 test results
Click on Add Button
Information about COVID-19 test
Customizing additional data
Addition
Choosing the Case Test Date

Date of Test Result Test Result

No results found
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Needs Sick Leave

Remarks

Enter information about COVID-19 test, including:
Enter any changes below. Click on continue Button, or on Delete Button to go
to previous page
Date of Test
Date of Test Results
Test Results
Needs Sick- Leave

Definition

Details

Test Date

Mandatory field: enter COVID-19 Test Date

Date of Test Result Mandatory field: Enter date of test result
Test Result

Mandatory field: Negative / Positive
Mandatory field: in case of positive result
- No if the employee will work remotely during self-isolation - after approval
- Yes (the system will enter sick leave for COVID-19 in the employee’s file for
the self-isolation period) - after approval

Sick-leave

After entering the required fields, press "Execute"
Review request and press “Next”
Review request again, attach required documents and press “Next”
If no documents are attached (Mandatory), the system will display the
following error message.
x

Error
The supporting Document is mandatory. Please attach it to proceed
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Press "Execute" to send the request for approval

Remote Work Request:
Should any employee wish to work remotely, the data related to remote work
is entered into “Bayanati” System as follows:
Log in to “Bayanati” System with the employee's Username and
Password
Log in to Self-Service Portal
Choose information about COVID-19
Choose Remote Work Request

Information about COVID-19
Remote Work Request
Click on Add Button
Remote Work Request
Customizing additional data
Addition
Choosing the case

From Date………. To Date…...

No results found
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Reason

Enter information about Remote Work Request including:
Enter any changes below. Click on continue Button, or on Delete Button
to go to previous page
From Date:……...

To Date……….

Reason

.

Remarks

Definition

Details

From Date:……..

Mandatory Field: Enter the first remotely working day

To Date ………..

Mandatory field: Enter the last remotely working day

Reason

Enter the last remotely working day, including:
Taking care of a disabled child learning remotely (Only for mothers
working in the federal government with children pursuing remote learning)
Taking care of a child in Level 6, distant learning (Only for mothers
working in the federal government with children pursuing remote learning)
Coming into close contact with COVID – 19 infected person
Other

please insert Remarks and other detailed reasons

After entering the required fields, press "Execute"
Review request and press “Next”
Review request again, attach required documents and press “Next”
If no documents are attached (Mandatory), the system will display the following error
message.
x

Error
The supporting Document is mandatory. Please attach it to proceed
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Press "Execute" to send the request for approval
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The Guidelines for Office and Workplace Environment during Emergency Conditions

Introduction
In preparation for the gradual return of employees of the federal
government to their offices, and their workplaces according to a
premeditated approach and based on health and precautionary data
determined by the competent authorities in the United Arab Emirates,
in light of the developments of the novel Corona virus (Covid 19), and
accordingly a guideline has been prepared to assist the ministries and
federal entities. It is concerned with providing the highest occupational
health and safety standards and requirements for its employees and
customers alike.
The guide also provides employees and suppliers with a series of clear
health guidelines and instructions that adhere to them will protect them
and their family members and avoid any harm.
The guidelines are based on best practices in cases of health crises, and
considering occupational health and safety requirements in the workplace,
according to a group of the most prominent global organizations and
institutions concerned with human resources, occupational health and
safety, disaster management, crises and epidemics.
The guidelines are also a continuation of efforts regarding the organization
of government work and the governance of remote working in the federal
government, and ensuring business continuity and service provision.
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Objectives
The guidelines on office and workplace environment under emergency
conditions aims to:
• Provide the necessary instructions to ensure the health and safety
of employees and customers in the workplace and during their
access.
• Transfer public health best practices to personal life.
• Provide environments and workplaces that respect the best and
highest occupational health and safety standards.
• Ensure the provision of psychological and moral support to
employees and preparing them for work.
• Ensure business continuity in the federal government.
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Guidelines for protecting the general health of employees
upon return to workplaces under emergency conditions

Before returning to Moving back to the
work Controls:
workplace Controls:

• Awareness &
education
• Communication

At workplace
controls

• Public or
• offices
individual
• Other entity
transport
premises
• Entrance controls

Social distancing and safe driving
Use PPE
Testing & Isolation
Raise awareness
Cleaning
Tools & Equipment availability
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•
•
•
•

Common Areas
controls:

Outsourcing service
controls:

Meeting rooms
Cafeteria
Corridors
Toilets

• adhere to the same
health and safety

The Guidelines for Office and Workplace Environment during Emergency Conditions

Before returning
to workplace Controls:
•
•

•

What to expect when returning to workplace.
Educating and awareness employees through
health instructions.
General Instructions.
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What to expect when returning to workplace
Notifying employees of the precautionary measures, and what is expected
when returning to the workplace (by all available means of communication
e.g. digital) and the directions include the following:
• Provide support to employees regarding psychological support
counseling and childcare, policies at workplaces and maintaining
the general health of employees.
• Attention and personal care inside and outside the workplace
• Seeing constantly the internal instructions on returning to the
workplace.
• Outsourcing companies that provide services (for example,
supportive support services, hygiene, security, and guarding)
to the federal authorities adhere to the same health and safety
standards adopted in the federal authorities (for example: wearing
masks and gloves and changing them as necessary, social spacing
,,,, etc.) and it follows that The concerned units in the federal
entities to communicate with the departments of the companies
involved in providing services to emphasize the importance of
their commitment to the controls and standards and to educate
their employees on the importance of adhering to these standards
and conditions (like the employees of the authorities) to limit the
spread of epidemics under penalty of responsibility.

Clearly
communicate
safety protocols
and training
programs through
intranet
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Educating and awareness employees
through health instructions
• Developing instruction manuals and training materials via visual,
electronic and readable communication to ensure that employees
adequately understand all instructions electronically.
• Holding a virtual meeting with the employees and
communicating with them through the various different channels,
such as the phone and the e-mail, in order to respond to their
inquiries, and to ensure clarity of the entity’s vision and directions
during this period.
• Proactively conducting a questionnaire or survey of employees to
collect feedback on approved measures, and notifying everyone
about workplace safety procedures.
• Share brochure content, pre-printed materials and posters, and
post them on electronic screens.
• The concerned departments and direct officials support and
educate the employees and answer their inquiries in this regard.

Establish
communication
channels as
employees prepare
for return
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General Instructions
• Protect yourself and the
community ... and follow safety
instructions at all times.
• Put a mask while outside the
home.
• Avoid crowds.
• Respect all instructions of the
competent authorities.
• Make sure to spend the
shortest possible time outside
your home. except when
necessary.
• Go straight home after business
hours.

• Maintain social distancing by leaving two meters between you and others.
• Respect and distance the physical distancing.

2 Meters

2 Meters
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General Instructions

• Wash your hands with soap and
repeat this several times during the
day, and be sure to wash them as
soon as you get home.

• Use electronic
self-service channels
to accomplish various
services.

• If you have ﬂu
symptoms, take
the necessary
precautions.
• Use napkins
for sneezing,
dispose them
immediately in a
closed container
and wash your
hands directly.
• Avoid contact
with eyes,
mouth, and nose
with unwashed
hands.
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• Avoid shaking hands
with others.

• Keep your home and
workplace cleaned.

The Guidelines for Office and Workplace Environment during Emergency Conditions

Moving back
to the workplace Controls:
•
•
•

Safety practices while moving
Training in preventive measures
Organizing the entry process
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Safety practices while moving:
Training employees in safety practices while moving by:
• Wear the mask in public places, and avoid going out during rush
hours.
• Provide employees with sterile materials for use in public
transportation.
• Training employees in best practices in cleaning after using public
transportation and before entering the workplace.
• Compliance with the instructions issued by the Buildings
Department regarding the use of parking lots based on the
number of employees present in the building.

Educate employees
on safe commute,
work and personal
wellness practices
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Training in preventive measures
• Passing the e-training and the evaluation attached to it for
employees on preventive measures is a prerequisite for allowing
them to enter the work site, where e-training and smart
applications are used to ﬁll the training reserves, including the
ones available in many sources of e-learning.
• advised to use smart applications to prepare the attached training
and evaluation programs.

Ensure employees
have completed
all return to work
trainings prior to
entry
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Organizing the entry process
• Maintaining the social distance of 2m between people.
• Organizing the process of entering the workplace after fulﬁlling all
the required standards and requirements to prevent crowding.
• Not to use the ﬁngerprint device to conﬁrm attendance and leave
until further notice.
• Provide separate entry and exit points to reduce contact between
employees and follow building management instructions in
the entity according to the number of employees present at
workplaces.
• Measuring the temperature of the entrants to the workplace,
including employees or dealers, according to the health
instructions and tools approved by the official health authorities
in the country.

2M

ete
rs

2M

Increase
controls at
entry point
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Controls at workplace:
•
•
•
•
•

•
•
•
•
•
•
•
•
•
•
•
•
•

Encourage flexible work options
Mass cleaning
Performing deep cleaning
Intensifying educational participation
Restricting the capacity of employees and customers at the same time
and place
Legalize entry for visitors and suppliers
Follow up the application of precautionary guidelines
Maintaining social distancing and reducing direct contact
Distribution of business zones
Achievement, follow-up and documentation of operations and activities
Monitoring health changes for employees more frequently
Reduced overcrowding on desktops
Maintaining the social separation between employees
Use of protective barriers
Activate the hotline team
Completing financial transactions electronically
Immediate reporting when injuries are suspected
Take social responsibility
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Encourage ﬂexible work options
• Activate the ﬂexible work of all employees to avoid peak hours
and crowding.
• Adopt virtual waiting areas or schedule appointments
electronically to reduce congestion when entering.

Stagger work
shifts between
employees
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Mass cleaning
• To take additional cleaning procedures to all offices and
workplaces of the authorities continuously, in light of the spread
of epidemics and diseases.
• Perform cleaning of tools shared by employees and dealers.
• Provide hand sanitizer and sterile napkins at the entrances.
• Directing employees and dealers to leave any unnecessary tools in
the storage and storage area located before the office entrance.

Intensifying
procedures for
periodic cleaning
of buildings and
locations of various
entities

Provide
disinfectants
at entrance
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Performing deep cleaning
• Update the deep cleaning list according to the completed
and expected dates for joining from cleaning, taking into
consideration the presentation of the list in clearly visible
locations.
• Double the cleaning times for the most crowded sites and
common surfaces (lobbies, staff rest, toilets, elevators and stairs).
• Identify surfaces most exposed to use and touch by staff, and
introduce them to increase awareness of them and increase their
cleaning times (conference room surfaces, etc.).
• Periodic cleaning of common areas.
• Utilizing UV methods to clean customer happiness centers, IT
facilities ... etc.
• Cleaning of all goods / parcels transported between facilities at
the two points of transmission and receipt.

Ensure
appropriate
deep-cleaning
of oﬃces
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Intensifying educational participation
• Promote healthy personal habits, and guidance materials
within awareness campaigns geared to reducing the spread of
epidemics and diseases (for example, making sure to clean hands
continuously, wearing gloves and wearing a mask).
• Launching health education campaigns in the workplace aimed
at educating employees and customers about the latest health
developments.

Promote healthy
personal habits
with high-visibility
signage and media
campaigns
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Use of instructional electronic boards
• Use electronic guide boards to display reminders and
developments about precautionary and precautionary measures
in light of developments in the workplace and the reasons for
complying with the directions issued.
• Consider when using the elevator to read the instructions placed
next to it in terms of commitment to the safe distance between
passengers, considering compliance with the minimum number of
people.

Highlight new
workplace safety
processes and
policies through
prominent displays
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Restricting the capacity of employees and
customers at the same time and place
• Restricting the capacity of employees and customers in same time
and place as per government directive in this matter.
• Obligation to record the data of all visitors.
• Restricting access to some work sites / offices.

Limit on-site
capacity
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Legalize entry for visitors and suppliers
• Prohibition of entry for visitors and suppliers only for permit
holders, with hygiene measures to measure temperature.
• Conduct routine temperature checks of suppliers without permits
to enter the site, before allowing deliveries, etc.
• Emphasizing on all customers the importance of obtaining preapproval electronically before entering the work site.
• Educating customers on smart channels to provide government
services.

Restrict nonemployee entry
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Follow up the application of precautionary guidelines
• Preventing people from entering the federal entities premises
without masks, considering their provision and distribution at the
entrances.
• Stressing resorting to wearing face masks and gloves in all offices
and facilities of federal agencies.
• Direct employees for personal cleaning at scheduled times that
lead to crowding out.
• Encourage the use of sterilizers, including alcohol disinfectant.
• Restricting the entry to the customers/ clients and not allowing
the entry to accompanying children, the Senior citizens and senior
residents.
• Set a dedicated place to dispose of used masks and gloves so that
they are disposed of according to the instructions throughout the
day.

Encourage
or mandate
appropriate
PPE
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Maintaining social distancing
and reducing direct contact
• Reorganizing offices and distributing staff seating places to reduce
direct contact between attendees, to avoid transmission of
epidemics between employees.
• Determine permanent places for employees, by specifying the
locations of their offices and safe distances, in order to reduce
gathering place.

Separate
seating
arrangements

2 Meters

2 Meters

2 Meters
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Distribution of business zones
• Adopting the principle of distributing independent work areas in
buildings to ensure and legalize the movement of employees and
their movements.
• Repartitioning customer happiness centers into bands with separate
entrances, rest areas, and dedicated service delivery areas.
• Deﬁning the paths and areas of movement of employees working
in customer service centers.
• Educate customers on smart channels to provide government
services.
• Service delivery centers are subject to the controls and guidelines
issued by the Ministry of Health and Prevention, and The National
Emergency Crisis and Disaster Management Authority and related
bodies, as required by the public interest.

Ensure physical
separation
through the use
of zones
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Achievement, follow-up
and documentation of operations and activities
• Adopting effective electronic and smart technical means to
accomplish, follow-up and document tasks, daily work and followup of employee productivity.
• Replace paper procedures or personal attendance to complete services
with digital and smart technologies to complete the workﬂow.
• Using alternative channels to accomplish transactions for Senior
citizens and senior residents, such as “Tawseel” and smart services.

Move in-person
processes to
digital
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Monitoring health changes
for employees more frequently
• Providing temperature measuring devices in all offices and
workplaces, in addition to a ﬁrst aid kit to encourage employees
to acquire a habit of measuring temperature continuously to
monitor health changes periodically.

Temperature
testing
stations
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Reduced overcrowding on desktops
• Encourage employees to reduce the backlog of papers and ﬁles on
offices.
• with a focus on continued daily cleaning after the end of office
hours.

Institute a clean
desk/ work station
policy for all
employees
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Maintaining the social separation between employees
• Prevent the gathering of more than two people in one office.
• Eliminate all activities and gatherings outside the scope of work
(such as monthly staff meetings).
• Holding the necessary meetings for the employees through the
means of video and audio communication, even if the employees
are in the same workplace.

Repurpose conference
rooms and encourage
video/audio calls
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Use of protective barriers
• Installing glass barriers (or any materials that have the same
characteristics) to reduce the spread of epidemics among
employees and customers.

Install plexiglass
barriers between
employees and
customers
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Activate the hotline team
• It is important to respond to staff inquiries and concerns
regarding the current situation by members of the Hotline team.
• An action plan must be developed to deal with feasible
suggestions from employees within the areas of improvement,
and to publish the list of frequently asked questions periodically.
• Displaying inquiries and clariﬁcations on clear electronic screens
in the workplace, and publishing them on the entity’s website, and
its internal electronic portal.

Establish team to
collect questions
and concerns from
employees
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Completing ﬁnancial transactions electronically
• Activate ﬁnancial transactions and pay online (for example using
mobile phones).

Migrate to
e-payment
and
transactions
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Immediate reporting when injuries are suspected
• Encouraging the culture of staying at home and taking isolation
measures in case of suspected symptoms of infection.
• Inform the competent health authorities of any symptoms of
suspected disease or being in contact with an infected individual.

Issue clear
guidance on
home isolation
and quarantine

33

The Guidelines for Oﬃce and Workplace Environment during Emergency Conditions

Take social responsibility
• Emphasizing the role of everyone in preserving the health of the
entire community, everyone is responsible for everyone.
• Increase individual responsibility and accountability for selfreporting and staying home to avoid spreading the infection.
• Social responsibility is part of our nature, and therefore we must
advise colleagues on safe practices and raise awareness of the
consequences of non-compliance with preventive measures) .

Create a
culture of social
responsibility and
the importance of
community
health
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Common Areas at the workplac:
• Facilitate movement
• Common equipments
• Shared spaces
• Reducing the risk of contact
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Facilitate movement
• It is recommended to install card readers on the entrances of each
office or hall to facilitate the movement of employees in general,
and to track their health status according to the movement
patterns, and intervening effectively.
• Develop an accurate visualization of areas where there is a
heavy traffic of staff to review and organize the transition, and
redistribute equipment and office assets accordingly.

Require badge
scans when moving
between rooms to
minimize contact
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Common equipments
• Removal of common equipments and tools (for example: coffee
makers) used by all employees with independent devices for
preparation by lower groups of employees, use of individual water
bottles, removal of vending machines for refreshments and food
in the workplace.

Remove
or replace
high-touch
communal
resources
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Shared spaces
• Deﬁne controls and guidelines for employee use of all shared
spaces (e.g. cafeteria).
• It is necessary to pre-book the shared and common spaces before
using them, cleaning before and after using them, and limiting the
number of employees present in them.

Close common
areas and provide
strict protocols for
when they reopen

38

The Guidelines for Oﬃce and Workplace Environment during Emergency Conditions

Reducing the risk of contact
• Use motion sensor doors.
• Follow directions to not contact surfaces to reduce the risk of
employees coming into contact with contaminated surfaces.
• Educate employees to minimize the use of door handles.
• Remove barriers on the front ends of the doors, preferably leaving
the doors open.

Minimize use
of handles
and physical
interfaces
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Outsourcing service controls
at the workplace
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Outsourcing companies
• Outsourcing companies that provide their services to federal
entities (for example: support services, security, cleaning, etc.)
adhere to the same health and safety standards approved in
federal entities (for example: wearing masks and gloves and
changing them as necessary, social distancing, etc.) Like the
employees of the federal entities, the concerned units in the
federal entities should communicate with the concerned
departments of outsourcing companies to urge them to educate
their employees on the importance of adhering to these standards
and conditions to limit the spread of epidemics and diseases.

mandate
appropriate
uniforms and PPE
for the cleaners
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Mechanisms for dealing with customers & visitors wishing to
enter federal entities’ workplaces

1

Mechanisms for dealing with customers &
visitors wishing to enter Federal entities’
premises
In line with the UAE Government’s directives regarding the adoption of green
pass system for the entry of all federal entities in the country, whereby the entry
should be limited to vaccinated people and groups exempt from vaccination,
starting from January 3, 2022;
All federal government entities must abide by the following procedures:
First: Vaccinated people:
1. Entry to the federal entities should only be limited to people who have
received two doses of any COVID-19 vaccine approved in the UAE, in
addition to booster doses, and whose status on Al-Hosn App appears in
green.
2. All those who received two doses of any COVID-19 vaccine approved in
the UAE and booster doses, should do a PCR test every 14 days, in order to
maintain green pass in Al-Hosn App.
Second: Those exempt from vaccination
1. All persons exempt from vaccination can enter the federal entities as long as
they have green pass status in Al-Hosn App.
2. Those exempt from vaccination should do a PCR test every 7 days, in order
to maintain green pass in Al-Hosn App.
Third: children

2

1. Children who are less than 16 years old can enter federal entities if they have
green pass in Al-Hosn App, and they are not required to do any PCR tests.

Fourth: Non - vaccinated group whose status on Al-Hosn appears in gray.
1. People who have not received Covid-19 COVID-19 vaccine is not allowed
to enter the federal entities.
2. People whose status on Al-Hosn App is gray are not allowed to enter the
federal entities due to the expiry of their PCR test result validity.
In all cases, these procedures and provisions are subject to updating and
change based on recommendation of health authorities and in coordination
with the authorities concerned with emergencies and crises.
For more information, please contact the Federal Authority for Government Human
Resources communication channels:
- Unified Call Center: 600525524
- Customer Happiness System (CHS): https://www.fahr.gov.ae/CRM/ar
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Circular No. (26) of 2020
Emphasizing The Employees Continued Commitment To The
Precautionary Measures To Limit The Spread Of Epidemics
To: All Ministries & Federal Entities
The Federal Authority for Government Human Resources (FAHR) would like to
send you kind regards, wishing you all the success in your endeavors.
Given the requirements of the public interest and the importance of the safety
and health of employees in the workplace, the Authority requests all Ministries
and Federal entities to educate their employees and urge them to continue to
abide by the circulars and previous guidelines issued by the Authority, by
considering the health precautionary measures and social distancing among
employees, in accordance with the guideline issued by the Authority regarding the
office work environment and attendance from workplaces under emergency
circumstances issued in accordance with the Authority’s Circular No. 17 of 2020,
And the health precautionary measures issued by the competent authorities in
the country that must be followed by employees to prevent the spread of
epidemics in workplaces.
Due to the importance of this matter and the risk of non-compliance with the
precautionary guidelines by employees, and accordingly, and for the purposes of
supporting the federal authorities in this aspect, the Authority has deemed it
necessary to take the following actions:
1. Preparing a Disciplinary Penalties guide for emulation by the violations
committees formed at the Federal Authority when dealing with employees who
are not committed to the precautionary measures to limit the spread of

epidemics, this shall be done to ensure serious adherence to the procedures. A
copy of the Disciplinary Penalties guideline is attached.
2. This guide is considered a guide for violations committees in federal entities.
The Human Resources Departments shall refer violating employees to those
committees in accordance with the rules stipulated in the Human Resources Law
of the Federal Government and its implementing regulations.
3. Accordingly, and for the purposes of supporting and empowering all ministries
and federal entities regarding the proper application of the Guideline procedures.
The Federal Authority for Government Human Resources is pleased to invite
human resources managers and concerned personnel in all Ministries and Federal
Entities to attend the virtual workshops in order to explain the guideline and its
implementation mechanisms to ensure the safety and protection of Employees
and clients from the spread of epidemics and to clarify any related matters in this
regard on the following dates:
#
Virtual Workshop
Day and Date
1 Virtual workshop No. Thursday 24th
1
September
2020
2 Virtual workshop No. Sunday 27th
2
September
2020
3 Virtual workshop No. Wednesday 30th
3
September
2020

Time
11 AM -1
PM
11 AM -1
PM

Access Link
The workshops will be
presented via Microsoft
Teams by accessing the
following
link:
https://tinyurl.com/y3wfbyrn

11 AM -1
PM

While the Authority wishes everyone safety, it requests all federal government
employees to observe precautionary measures at work places to achieve safety of
all.
Federal Authority for Government Human Resources (FAHR)

Issued on: 14th September 2020
Attachments:
- A Disciplinary Penalties guide for the violations committees formed at the federal
authorities when dealing with employees not adhering to precautionary measures
to limit the spread of epidemics.
For communication and coordination: Ahmed Al-Shaer - Assistant Legal Adviser Tel: 042319158 – Email: Aalshaer@fahr.gov.a

A Disciplinary Penalties Guide For The Violations Committees Formed At The
Federal Authorities When Dealing With Employees Not Adhering To
Precautionary Measures To Limit The Spread Of Epidemics
Violation Type
1. The employee shaking hands
with others at workplace under
the precautionary measures
2. A number of employees or
clients gathered at the
workplace without achieving
the conditions for social
distancing in accordance with
the instructions from the
competent authorities
3. Not wearing a medical mask
in the workplace

First Time

Second Time

Written
Written Warning
Attention Draw
Letter

Basic
salary
deduction up to
1 day maximum

Written Warning Basic
salary Basic
salary
to the employee deduction up to deduction up to
and the Direct 1 day maximum
3 days maximum
Manager

Written Warning Basic
salary
deduction up to
1 day maximum
4. Employee's refusal to Basic
salary Basic salary
conduct a medical examination deduction up to deduction up to
upon request to find out 1 day maximum 3 days maximum
whether he/she was infected
with the Coronavirus or not
5. Failure to comply with the Written
Written Warning
circulars and guidelines issued Attention Draw
by the competent authorities Letter
in the country regarding the

Third Time

Basic
salary
deduction up to
3 days maximum
Basic
salary
deduction up to
5 days maximum

Basic
salary
deduction up to
1 day maximum

precautionary measures to
limit the spread of epidemics
6. The employee failure to
report medical status if he
feels the symptoms of the
Covid-19 in accordance with
the medical instructions issued
by the competent authorities
and
reporting
to
the
workplace.
7. Lack of commitment by the
Direct Manager to supervise
the
adherence
of
his
employees or clients to
implement the precautionary
measures inside the workplace
8. Lack of commitment by the
employee affected by Covid-19
to the approved treatment
mechanism decided by the
health authorities or his refusal
to continue the treatment
prescribed for him/her despite
his knowledge.
9. The employee leaves or
returns to the country without
being adhering or obtaining
the necessary health approvals
or requirements.
10. The Employee Entry to the
workplace despite his/her
knowledge of the positive
result and concealing the

Basic
salary Basic
salary
deduction up to deduction up to
3
days 5 days maximum
maximum

Basic
salary
deduction up to
10
days
maximum

Written
Written Warning
Attention Draw
Letter

Basic
salary
deduction up to
1 day maximum

Basic salary deduction up to 10 days maximum

Basic
salary Basic
salary
deduction up to deduction up to
3
days 5 days maximum
maximum

Basic
salary
deduction up to
10
days
maximum

Basic salary deduction up to 10 days maximum

result
from
the
Direct
Manager, management or
his/her colleagues.
11. The employee failure to
inform the management of his
contact with an infected
person or failure to comply
with the instructions of home
quarantine in accordance with
the
directives
of
the
competent health authorities
when contact with an infected
person is proven.
12. Failure of the Direct
Manager to take the necessary
preventive measures and
precautions if it becomes
evident to him/her that one of
his/her employees or clients
has symptoms of the Covid-19
virus.

Basic
salary Basic salary
deduction up to deduction up to
1 day maximum 3 days maximum

Basic
salary
deduction up to
5 days maximum

Written Warning Basic
salary Basic salary
deduction up to deduction up to
1 day maximum
3 days maximum

Remark: This guideline is a guide for violations committees in federal entities, the
Human Resources Departments shall refer violating employees to those
committees in their respective departments in accordance with the rules
stipulated in the Human Resources Law of the Federal Government and its
executive regulations. In case that the violation is repeated more than 3 times, the
Violations Committee shall estimate the penalty in accordance with the gravity of
the repeated violation and in accordance with the provisions of the executive
regulations of the Human Resources Law in the Federal Government.

