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SUBJECT OBSERVANCE OF NEW OFFICE PROTOCOL IN LIGHT OF THE
CO\IID-Ig STRINGENI SOCIAI DISTANCING MEASI'RES

L To ensu.e eontiruity ofdeliyery ofDepEd essentisl seryices, this Oflr€e adopts
Ilew omce proc€due to observe the social distancing measures for the protection of each
official and personnel ofthe Schools Division Oftrce and to mitigate the spread of COVIDl9
pursuant to the diredives of the Department of Health.

All Division personnel and clients are requested 10 follow the omoe protocols
below:

l. Wash your hands in the washing area located at the right side ofthe building,
2. Step on the footbothi
3. Subject yourself for body temperature check:
4. Proceed to resp€ctive offices (Ofnce Personnel);

Proceed to the warting area at the left side otthe building (Clients); and
5. Transact through appropriate windows.

. Window I lnformation DesVDocument Checker

. Window 2 Receiving/Releasing
o Window 3 - Cashier

Immediate dissemination ofthis Memorandum is desired3
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