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§1. There is still no certainty about the trajectory of the Covid-19 pandemic. The likely behaviour of the virus, the degree of immunity that infection confers, the likely time when a vaccine will be available – there is a large set of unknowns. And those are only the known ones. Amid the fog, the following working assumptions are valid: 
· The pandemic is continuing.
· Social distancing guidelines will remain in place through 2020.
· Travel restrictions are less tight than in the March-June period but travel arrangements can be subject to sudden change.

§2. Against this background of uncertainty, SMT has put together new guidelines that will probably prevail until the end of the year. They will, however, be changed if and when there are relevant developments in the progress of the pandemic. As a general rule, SIPRI’s guidelines are based on the guidance and instructions of the Swedish Public Health Agency (Folkhälsomyndigheten).

§3. Current social distancing guidelines make it impossible to convene public seminars and meetings either at Signalistgatan or in town. 

§4. We are procuring equipment that will allow us to hold hybrid meetings with a small number of participants in the Conference Room and others online. More details on this will follow.

§5. The general guideline is to work at home if possible. To make this possible, SIPRI allows people to take home monitors, keyboards and office chairs, and to cover the costs of cabs to transport them. If you need equipment like this, check with your line manager or Maria. 

§6. However, some staff members lack a good work space at home even if they have the right equipment while more are getting fed up with isolation or the lack of proper meetings with colleagues and managers. These issues lead SMT to make it possible for some meetings to be held at the office and for staff to be able to work a few days each week in the office if they wish. Those staff members who are in a risk group and for whom continued working from home is important will, of course, continue doing so. Details on the rota for office presence are available separately.

§7. To make this possible we need to control numbers present in the office at any one time. It is therefore important that everybody follows the guidelines. If the system proves not to be viable, we will have go back to restricting presence in the office to the bare minimum.


GUIDELINES
Ordinary use of the office remains under restriction. It is also good practice to have few in-person meetings. Our aim is, nonetheless, that the office can be used for some meetings by everybody and for every day working by some people each day. We estimate that 30 is the safe number of people to be present in the office at any one time. If you have good working conditions at home, please prioritise working there.

1) General use of office
a) When working in the office, 
i) Rigorously maintain social distancing; 
ii) Try not to stay in rooms where there is a risk of inhaling the exhaled air of others.
iii) Take frequent breaks and ventilate the room often. Remember to lock the window when you leave the office.
iv) Take special care about social distance in the office where you have your desk; use the library, kitchen, a meeting room or somebody else’s office if need be. 
v) Respect the queueing markers on the floor at the coffee machines. 
vi) Frequently wash hands or use the hand sanitizers that are easily accessible in many places in the building.

b) When travelling to the office, pick a means of transport that minimises your contact with other people. Take care with this – cycle or walk where possible, avoid busier times if you have to take public transport.

c) Equipment when working in the office,
i) Monitors are available in the interns’ room to use in the office in case you have taken yours home. Cleaning materials are also available. Make sure to clean the monitor thoroughly and return it, so someone else can use it the next day; 
ii) Keyboards and computer mice are harder to keep clean. Therefore, use your own keyboard and mouse or the one on your laptop.

2) Meetings in the office 
a) We estimate 10 is the maximum number of people who can meet in the Conference Room while maintaining proper social distance. Obviously, in other meeting rooms the safe number is smaller. Accordingly:
i) All-staff meetings – the regular Monday morning meeting and RSCs – will be held via Zoom as they have been since March.
ii) Cluster meetings will also be held via Zoom. 
iii) Programme meetings and meetings of the Outreach & Editorial Team and the Operations Team may be held in the Conference Room or kitchen.
iv) Smaller meetings including 1-to-1s are allowed in the building wherever it is possible to meet while maintaining social distance.

b) External guests in the office are in general not allowed; meet in a café instead. This rule enables us to keep numbers present within the safe range. 
i) Rare exceptions will be made to this rule, normally for high profile visitors.
ii)  If you need to have a meeting with an external person(s) at SIPRI premises, contact Joakim or Maria first to get permission. 
3) If you are ill
a) If you have any symptoms such as nasal congestion, respiratory infection, coughing, or fever, even with mild symptoms do not come to the office. Even if you do not have the virus, you will make some people anxious.

b) If you have symptoms of Covid-19, you should make an appointment for testing (PCR test). You book the test on the website: www.1177.se. 

c) If you have a confirmed COVID-19 infection, stay at home for at least seven days after falling ill. You should be free from fever for two days and clearly feel well before returning to work or school. A dry cough and loss of smell and taste may remain but if you feel well otherwise and seven days have passed since you fell ill you can return to work.

d) Wait for at least two days after you recover before going back to work or school. If you are unable to self-care at home, call 1177 for medical advice

4) Meetings outside the office
a) In general, it is wise to have few in-person meetings; each meeting and the process of getting there and back increases the chance of infection. However, some meetings benefit so much from being in-person that it is justifiable to go to them.

b) Maintain social distance and avoid meeting in small rooms or with large numbers of people.

5) Travel outside Sweden
a) SIPRI will support essential travel only: if the meeting can be held online – or your contribution to it or participation in it can be carried out online – there is no need to travel. Requests to travel must be forwarded to an SMT member for decision and must be accompanied by an explanation of the specific reasons (e.g., lack of connectivity) that explain why travel is essential.

b) Even when the meeting must be held in person, other factors may intervene – for example, quarantine regulations and how much an enforced quarantine would disrupt work – and must be included in deciding whether to travel.

c) Insurance provisions are changing all the time; you must check that you have proper coverage.

d) SIPRI will not insist on any individual undertaking travel that the individual does not want to.

e) On the other hand, SIPRI will not approve or cover the costs of travel that is inessential or that results in a quarantine burden that undermines working efficiency.
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