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INTRODUCTION  

   

 

 

 

 

 

  

This document discloses the essential points of the Coragem D'Autor Turismo Lda 

Contingency Plan for Coronavirus Disease (COVID-19), established by Coragem 

D'Autor Turismo Lda, provides information to company employees on this new 

disease, prevention measures, infection control procedures and measures to be 

adopted to identify suspect and/or confirmed cases. The Coragem D´Autor 

Turismo Lda Contingency Plan for Coronavirus Disease (COVID-19) was developed 

based on the guidelines of the General-Directorate of Health (DGS) and the best 

scientific evidence available to date. Coragem D'Autor Turismo Lda employees will 

be informed on coronavirus disease (COVID19) and ways to prevent transmission, 

through the most appropriate means: newsletter, email, poster posting in 

common spaces, etc. Information on recommendations and procedures 

established in the Coragem D'Autor Turismo Lda Contingency Plan for Coronavirus 

Disease (COVID-19) will be shared, through appropriate means. Coragem D´Autor 

Turismo Lda is committed to protecting the health and safety of its employees and 

also has an important role to play in limiting the negative impact of this outbreak 

on the community, given the knowledge it has in several areas. 
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Contingency Plan 

Individual Plan of Protection: 

     Not having contact on greeting; 

     Rubbing with alcoholic hydra solution after each manual contact; 

     Distance of 1 meter for all people and 4 meters for suspicious patients; 

     Avoid crowded places;  

     Auto-avaluation of symptoms: fever, cough or difficulty breathing. These 

symptoms must be considered as a suspicious case and the health line Saúde 

24: 808 24 24 24 must be contacted immediately and the D’Autor Apartments 

staff must be informed; 

Mandatory use of mask in contact between guests and staff and circulation 

of common spaces; 

     If there is a necessary contact with someone who is sick, the use of a FP2 

mask is mandatory; 

What we do to protect you during your stay:  

 Mandatory use of mask in contact with the D’Autor Apartment staff, other 

guests  and during  circulation of common spaces. We have reusable certified 

masks available for purchase; 

 Cleaning during a stay, is made at the request of the guest, or once a week for 

stays longer than 7 days, with an appointment for the day and time, following 

the guidelines of the DGS, General Directorate of Health. For an average duration 

of 3 hours during which guests cannot access the apartment. 

     Resting apartments, with at least 72 hours between different guest stays and 

total disinfection of the entire apartment, crockery and textiles. All carpets were 

removed to avoid the accommodation of the virus, and pillows are all disinfected, 

as  done previously, between guests stays; 

     Regular air renewal of rooms and enclosed spaces. Sanitation of common 

areas carried out 6 times a day or immediately after a suspicious or confirmed 

case ; 
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     Defined areas for isolation: Two apartments exclusive for isolation of 

suspicious ou confirmed cases, following the guidelines of the DGS. Isolation 

can occur in the apartment where the guest stays as long as the other guests 

safety is assured; 

Breakfast, when included, will be available in the apartment at a time to be 
arranged; 

     If you do not use your own transport, it is advised that you choose Private 
Transfers, instead of public transport.  

     Payment and Check-In is recomended to be done online, in order to minimize 
face-to-face check-in. Only after payment confirmation and online check-in is it 
possible to submit the automatic check-in code;  

     Late Check-Out (until 8 pm) will be available free of charge for all stays with 
a private transfer to Porto Airport;   

     In case of any unforeseen circumstances and it is necessary to extend the 
stay, we guarantee availability and special rates; 

        Our reception, at Rua Sá da Bandeira, operates at reduced hours, but we will 
always be close by and available in case you need to contact us;  

     Our employees during day-to-day contact with you, will always wear masks 
to protect everyone; 

We are available to answer your questions and requests everyday between 7 
am and 11 pm, through whatsapp: 967755423. The response may take a little 
longer out of these hours. 

 

Designation of Focal Point  

 

 

 

 

 

 

 

 

A Coragem D'Autor Turismo Lda appoints a responsible (Focal Point) for the management 

of any suspected case of COVID-19. Employees will be informed  who is the responsible. It 

is to this focal point that any disease situation by a collaborator or visitor with symptoms 

and an epidemiological link, compatible with a possible case of COVID-19, must  be 

reported. Whenever a situation is reported in case of an employee or visitor with 

symptoms, the Focal Point will ensure compliance with the procedures established in the 

Contingency Plan of Coragem D´Autor Turismo Lda for a disease by Coronavirus (COVID-

19). The Focal Point will be the element that will accompany the suspected case to the 

designated isolation area, provide the necessary support and trigger the contacts 

established in the Coragem D´Autor Turismo Lda Contingency Plan. 
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Focal Point Rasvita Buitivelle 919 753 428 

Focal Point (Substitute) Filipa Teixeira 967 755 423 

Focal Point (Second 

Substitute) 

Catarina Costa 919 984 405 

 

General procedures in case of suspected infection 

In case of the appearance of symptons: 

 

 

 

 

 

 

 

 

 

Access by other employees or visitors to the isolation area is prohibited (except 

to the focal point); 

 

 

 

 

 

 

 

 

 

 

The validated suspect case must remain in the isolation area until the arrival of 

the INEM team activated by the DGS, in order to restrict, minimum contact,  with 

another collaborator or visitor. Dislocation of the suspect validated case should 

be avoided in the premises at all times; 

DGS informs the Regional Health Authority of the laboratory results, which in turn 

informs the Local Health Authority. The Local Health Authority provides 

information on the direction of the organic unit from the results of laboratory 

tests and: 

If the case is not confirmed, it will be closed for COVID-19, with the usual 

procedures of the organic unit being applied, including cleaning and disinfection 

of the isolation área; 

    The guest must inform the reception of his clinical condition and contact, 

himself, the national health line Saúde 24: 808 24 24 24 

     The guest will be immediately taken to one of the isolation apartment or can 

mantain in His apartment if he is alone or in an apartment with more than one 

room;  

In the case of validated suspect case: 

The sick employee or visitor must remain in the isolation area (wearing a 

surgical mask, provided that their clinical condition allowa it), until the arrival 

of the team from the National Institute of Medica Emergency (INEM), 

activated; by the DGS, which ensures transportation to te indicated hospital, 

where biological samples will be collected for laboratory tests at INSA; 
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Procedures in confirmed case 

In the case of a confirmed case, the Person Responsible must: 

Provide cleaning and disinfection (discontamination of the isolation area); 

 Reinforce cleaning and disinfection, especially on surfaces frequently handled 

and mostly used by the confirmed patient, and most likely to be contaminated. 

Pay special attention to cleaning and disinfecting of the meeting room, tables, 

including materials and equipment used by the confirmed case; 

 Store the residues from the confirmed case in a plastic bag. 

 

 

 

 

 

  

  

 

A close contact is a person who has no symptoms at the moment but may have had 

contact with a confirmed case of COVID-19. The type of exposure with a close contact 

determines the type of surveillance. The close contact with the confirmed case of COVID-

19 may be: 

HIGH RISK OF EXPOSURE LOW RISK OF EXPOSURE 

Collaborator of the same job post (office, 

room, section, zone up to 2 meters) of the 

confirmed case; 

Collaborator or visitor who was face-to-

face with the confirmed case in a closed 

space; 

Collaborator or visitor who shared with the 

confirmed case  dishes (glasses, cutlery), 

towels or other objects or equipment that 

may be contaminated with expectoration, 

blood, or respiratory droplets. 

Collaborator or visitor who had sporadic 

contact (moment) with the confirmed 

case (eg, in movement / circulation 

during the period when there was 

exposure to 15 droplets / respiratory 

secretions through face-to-face 

conversation for more than 15 minutes); 

Collaborator or visitor who provided 

assistance to the confirmed case, as long 

as he/she followed  safety measures (for 

example, proper use of a mask and 

gloves; respiratory label; hand hygiene). 

If the case is confirmed, the isolation area must remain closed until the cleaning 

and disinfection is validated by the Local Health Authority. This can only be lifted 

by the local Health Authority. 

Surveillance procedures with  close contacts 
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In addition to the  previously mentioned, if confirmed with COVID-19, the procedures 

for active surveillance of close contacts will be activated, relative to the beginning of  

symptomatology. For the purpose of managing contacts with the Local Health Authority, 

in conjunction with the Responsible, you must: 

Identify, list and classify nearby contacts (including casual ones); 

 Carry out the necessary follow-up of the contacts (call daily, inform, advise and 

refer, if necessary); 

The estimated incubation period for COVID-19 is 2 to 14 days. As a precautionary 

measure, active surveillance of close contacts takes place for 14 days from the date 

of the last exposure to a confirmed case. 

 

 

  

  

 
 

Daily self-monitoring, carried out by the employee or visitor, aims to assess fever 

(measure body temperature twice a day and record the temperature results and hour) and 

to check for respiratory difficulty or cough; 

If you confirm symptoms of COVID-19 and the employee or visitor is present at the 

workplace, the PROCEDURES IN A SUSPECTED CASE will be activated; 

HIGH RISK OF EXPOSURE LOW RISK OF EXPOSURE 

 
Active monitoring by the Local Health 

Authority for 14 days since the last 

exposure; 

Self daily monitoring of COVID-19 

symptoms, including fever, cough or 

difficulty breathing; 

Restrict social contact to the essential; 

Avoid traveling; 

Be contactable for active monitoring 

during the 14 days using date from the last 

exposure. 

Self daily monitoring of COVID-19 

symptoms, including fever, cough or 

difficulty breathing; 

Monitoring of the situation by the 

occupational physician, in the case of 

workers. 

The surveillance of close contacts should be as follows: 

It is important to underline: 
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If no symptoms appear within 14 days after the last exposure, the situation will be closed 

for COVID-19. 

 

Isolation Area 

At Coragem D'Autor Turismo Lda, the following isolation area was defined: "Apartment 

101". This area will be equipped with: 

telephone; 

 

 

 

 

 

 

 

 

 

 

 

. 

 

Prevention Measures 

Coragem D'Autor Turismo Lda must adopt the following measures: 

Alert worker with symptoms and epidemiological link (compatible with definition of 

suspected case of COVID-19), quick procedure   of internal communication between 

Worker with symptoms - or worker who identifies a worker with symptoms in the 

company - and direct boss and the employer (or someone designated by you). 

 Form and sensitize workers about: 

 

 

alcohol-based antiseptic solution; 

paper wipes; 

surgical mask (s) 

disposable gloves; 

thermometer. 

Area for the comfort and rest of the employee or guest  suspected of a breach by 

COVID-19, while pending the validation of the case and eventual transport by 

INEM; 

kit with water and some non-perishable foods; 

waste container (with non-manual opening and plastic bag); 

In this area, there is a properly equipped sanitary installation, namely with a soap 

dispenser and paper towels, for the exclusive use of the suspected case.  
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▪  

 

 

▪ Basic hand hygiene procedures (for example, washing hands with soap and 

water for at least 20 seconds; if these are not available, use a hand sanitizer 

with at least 70% alcohol, covering all surfaces of the hands and scrubbing 

until they are dry; soap and water should preferably be used when visibly 

dirty hands). Antichetic solution is available to all workers in an individual 

dosing device. 

▪  

 

 

 

 

 Specific Prevention Measures 

 

 

 

 

 

 

Implementation of the Hygiene Plan.  

Social conduct procedures (for example, changing a frequency and/or a 

form of contact between workers and these customers) - avoid 

handshaking,  face-to-face meetings, and shared job stations). 

Respiratory etiquette procedures (for example, avoid  coughing and  sneezing 

into your hands; cough and  sneeze into your forearm, flexed or using tissue 

paper; sanitize your hands after contact with respiratory secretions); 

Procedures for putting on a surgical mask (including hand hygiene before 

putting on and removing the mask) 

A Coragem D'Autor Turismo Lda immediately implements the following measures: 

Availability of alcoholic solution dispensers in common spaces (sanitary dining 

facilities), subject to their presence in the market 

Disclosure of information to employees and eventual visitors (when necessary). 

Definition of an isolation area 

EPI’s distribution: masks and gloves. 
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General Recommendations   
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Hand and Sanitizing technique with soap and water 

  

Washing hands 
 

Total procedure duration : 40-60 sec 

Wet your hands with water Apply enough soap to cover all 

surfaces of the hands 
Rub your palms together 

Right palm on the left back with 

fingers interlaced and vice versa 

Palm to palm with fingers 

intertwined 

Back of fingers on opposite palms 

with fingers interlaced 

 

Rub your left thumb in a rotating 

direction, interlaced in the palm of 

the right hand and vice versa 

Rotate back and forth the fingers 

of the right hand in the palm of 

the left hand and vice versa 

Rinse hands with water 

Dry your hands with a disposable 

towel 

Use the towel to close a tap if it is 

a manual command 

Now your hands are safe 
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Safety 

 

 The Turismo in Portugal and The World Travel and Tourism Council make available the 

labels “Clean and Safe”, “Safe Travel” to distinguish  companies in the Tourism sector 

that comply with the recommendations of the General Directorate of Health to avoid 

contamination of spaces with new coronavirus. 

Coragem D’Autor Turismo Lda, undertakes to comply with this contingency plan, with 

all the requirements and guidelines to comply with these certifications. Safe Tourism is 

everyone’s responsibility so we count on the efforts of the entire team, suppliers and 

customers. 


