
 

 

 

  SAFETY MEMO  

 
To : All Employees 

Date : 7th December 2023 

Reference : GAM-SMS/COM/23/020-M 

Subject : Galaxy Aerospace COVID-19 Procedure 

 

 

1. Due to the recent increasing number of cases regarding COVID-19, This memo is a 

reminder to all staff as a safety measure due to the "new normal" in this endemic phase. 

All employees are required to comply with the latest SOPs by KKM that have been 

implemented during the COVID-19 outbreak. 

2. This memo also will provide the staff with information on how to report and if any 

positive cases happen in our GAM community, do follow the instructions given as per 

the attachments below. 

3. All employees are responsible for following all the instructions and guidelines that have 

been set by the company. Also, can refer to our previous Safety Memo and HR & Admin 

Directives as per in the Official Announcement. 

4. The head of the department/ person in charge to disseminate this information to your 

subordinates and put this memo on the notice boards. 

 
 

Thank you, 

 
Lindungi Diri, Lindungi Semua. 

 

 

 

 

Wan Izahan Zameree Ishak 

Safety Manager 

 
C.C – Managing Director 

Executive Director/ HRA Manager 

Chief Operation Officer 

  



ATTACHMENTS:   

GAM COVID-19 STANDARD OPERATION PROCEDURE (SOP)                                                                        
                                                                                                                 

                                                                  
 

 

 

                                                             

 

 

 

 

 

 

 

 

                                                             
QUARANTINE PROCEDURE 

 
                           

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 

• COVID-19-positive cases must be quarantined for 5 days. 

• Released from home quarantine order/ HSO after 5 days,  but still need to take preventive measures 

until day 10 (refer to Appendix A for preventive measures). 

*Note:  

Please refer to Appendix A, Appendix B, and Appendix C for details and all staff need to follow the 

latest SOP if KKM comes out with the new one.  

 

POSITIVE 

COVID-19 

Immediate 

reporting to: 

Head of 

Department 

(HOD) 

Immediate fill 

Mysejahtera to 

get the HSO. 

Fill in the 2 forms: 

Human 

Resources 

(HR) 

Safety 

Department  

*Please attach/screenshot 
HSO when reporting to 

HOD, Safety, and HR. 

1 

3 

2 

COVID-19 reporting form 
under GAM portal 

(GAM/Admin/COVID-19 

Reporting) 

The COVID-19 Close 
Contact Tracing on  

Google Form 

Apply 

Quarantine 

– Positive 

COVID-19 leave 

at 

GAM Portal. 
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https://gams.galaxyaerospace.my/index.php?r=covid/index
https://gams.galaxyaerospace.my/index.php?r=covid/index
https://docs.google.com/forms/d/e/1FAIpQLScRDsl6vK0GhMg3hR_a3EvWgSlxQOOhePP24ihOJz0OsIaycA/viewform?pli=1


 
APPENDICES: 

 

APPENDIX A 

 
 

APPENDIX B 

 
 
APPENDIX C 

 


