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COVID-19 PROTOCOL FOR THE OFFICE SERVICE 

 
 
The measures established by ALAVA TECHNOLOGY PARK (PARQUE TECNOLÓGICO DE ALAVA - 
PTA) to resume office services are described in this document.  
 

 
SAFETY AND PREVENTION MEASURES RELATED TO COVID-19 
 
The aim of these measures is to limit the risk of contagion of COVID-19 and they will be 
implemented for as long as this “new normal” lasts.  
 
The measures defined in this protocol are based on the Basque Government’s current legislation 
and they will be continuously updated to comply with this. They are reviewed and approved by 
the PTA’s health and safety services and all users of this service must be familiar with them and 
accept them. 
 
Complying with the safety regulations and measures will ensure the continuation of 
the service and traceability in the event of an infection. If users fail to comply with 
these measures or any deviations are detected in the use of the service, this may have 
an impact on it and result in its closure. 
 
 Users of this service must be holders of a personal and non-transferable card to access the 

area and they must be signed into the space booking application. It is strictly forbidden to 
enter the area without signing in with your card using the access control reader on the door 
and without having reserved a space in advance on the application.  
 

 The opening hours of the service are restricted to 12:00 to 16:00 on working days and each 
person will have 20 minutes to use their dining space.   
 

 Spaces can be booked from 16:00 on the day before you want to use the service, by 
selecting the desired time slot from those available on the application. The reserved space 
will only be valid for the specified day and it must be reserved again for every day that you 
want to use the service. 
 

 The dining areas are numbered and you must only use the reserved area at the specified 
time, to also ensure traceability if there are any infections. 

 
 The entrance and exit to the area are labelled as such and they must be used by each user 

one at a time, both when entering and leaving, and they must remain closed at all other 
times.  
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 It is compulsory for each individual user to sign in/out with their card on the access control 

reader at the entrance and exit.  
 

 You must follow the entrance/exit routes established both inside and outside. 
 

 Users must keep their masks on at all times, except when they are eating food and are 
seated in the reserved space. 

 
 It is necessary to use hydro-alcoholic gel on your hands before entering the area. 

 
 The table, chair and all items used must be disinfected before and after use with the wipes 

and gel that will be made available in the space. 
 

 The dining areas are arranged to ensure that they are a safe distance apart, in accordance 
with the current regulations. For this reason, it is strictly forbidden to move the chairs and 
tables and to use other spaces that are not labelled as dining areas. 
 

 It will not be possible to use microwave ovens. 
 

 It will not be possible to leave food and/or other items in the area. The user must take what 
they need to this area every day. 
 

 The maximum capacity will be as stipulated in the regulations in force at any given time. 
This is ensured by using access cards. For this purpose, it is necessary for each individual 
user to sign in/out with their card on entering and leaving by using the access control reader 
on each respective door. If the maximum capacity is reached, the pilot light outside will turn 
from green to red and the entrance will be locked, not allowing anyone to enter until at 
least one user leaves the area via the exit. 

 
 Each user is responsible for avoiding putting others at risk of infection with COVID-19. 

Therefore, avoid entering this area if you have any of the symptoms of COVID-19 or any 
reason to suspect that there is a risk of infection. Furthermore, report this to the manager 
of this service in your company, so that they can then inform the PTA. 

 
 


