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SUMMARY OF VARIOUS GUIDELINES FOR WORK PLACE PREPAREDNESS FOR COVID-19

With the rising spread of Novel Corona virus disease (COVID-19) various Public Health
authorities, WHO & Ministry of Health & Family welfare has issued various guidelines for containment O
Covid-19, travel advisory, preparedness of work place and IEC for Covid-19. In above context Department
of Public Health & Family Welfare recommends and shares guidelines for offices & workplace
preparedness in regard to general precaution needs to be taken by the employees.

How COVID-19 spreads

When someone who has COVID-19 coughs or exhales they release droplets of infected fluid. Most
of these droplets fall on nearby surfaces and objects - such as desks, tables, Keyboard, Mouse or
telephones. People could catch COVID-19 by touching contaminated surfaces or objects — and then
touching their eyes, nose, or mouth. If they are standing within one meter of a person with COVID-19, they
can catch it by breathing in draplets coughed out or exhaled by them. Most persons infected with COVID-
19 experience mild symptoms and recover. People with serious illness, with age over 40, with weakened
immune systems & with other clinical illness like diabetes, heart and lung disease seems to be more
vulnerable.

This document gives advice on:
1. Simple ways to prevent the spread of COVID-19 in your workplace & protect employees and masses .

2. How to manage COVID-19 risks when organizing meetings & events.
3. Precaution in situation of employee travel.
4. Getting workplace ready in case COVID-19 outbreak.

1. Simple ways to prevent the spread of COVID-19 in your workplace
& Make sure your workplaces are clean and hygienic. The workstation surfaces can be divided into 3

o

£roups - .
o Those with minimal hand contact Surfaces- Floors, Ceilings, window panels etc.

. Minimal Contact surfaces shall be cleaned/ washed at least once a month or when required
with soap and water before disinfecting. :

- For disinfection, diluted household bleach solution, alcohol solution with 70% alcohol and
most common EPA registered household disinfectant or follow the manufacturer's
instructions. : _

o High Touched surfices- Work station desks and tables , telephones, keyboards, mouse, door
knobs/handles, etc -

- High Touch surfaces need to be wiped with disinfectant daily because contamination on
surfaces touched by employees/visitors/customers is one of the main modes of spread of

COVID-19.

. For disinfection ,diluted household bleach solution, alcohol solution with 70% alcohol
and most common EPA registered household disinfectant

o Soft porous Surfaces- Carpets, Rugs, Mouse Pad, Blends etc

. Soft porous surfaces either shall be laundered or washed using warm soap water as
required.

. Carpet or carpet floor shall be vacuum cleaned daily.

Promote regular and thorough hand washing / Hand sanitization by employees.
o Put alcohol-based sanitizer dispenser in prominent workplace. Make sure these dispensers are regularly

re-filled.
o Display posters promoting hand-washing.
o Running water and hand washing soap at hand wash area.
o For wiping hand prefer to put paper napkin or hand dryers.
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promote good respiratory hygiene in the workplace

Display postcrs pron.moling respiratory hygiene and cough Etiquettes.

Make face mask avallabl_e for the employees directly dealing or interacting with public.

Adequate covered Dustbins for disposal of face masks

bncouragf} immediate medical consultation for employees who develop similar symptoms ( runny nose or

cough, Mild Fever)

] So.cial.distancing-.Train employ.ees on social distancing and display posters on same in workplace .As per
glf:dehnes on Social dlst_ancmg issued by MoHFW ,il is recommended to maintain atleast Imeter distance
wnh. co-employees/public/clients/visitors with symptoms of cold, cough, sneezing/fever.

< Advise employees to consult National travel advice before going on official trips. If not necessary, suspend

tours .

If possible, promote work from home.

Display lEc in your workplace related to Do's and Don'ts for Covid-19.

«» Make provision of employee health checkup
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2. How to manage COVID-19risk-when organizing meetings & events- Key considerations to prevent or
. reduce COVID-19 risks BEFORE the meeting or event

<+ Check the advice from the State authorities in the community where you plan to hold the meeting or event.
Follow their advice.
<+ Develop and agree a preparedness plan to prevent infection at your meeting or event.
o Firstly if not crucial, suspend/ posponed mass training/event
o Consider whether a face-to-face meeting or event is needed. If not, replace by a teleconference or

webinars.
o Pre-order sufficient supplies and materials, including tissues hand sanitizer and masks (for

participants with sneezing, cold).
o Actively monitor where COVID-19 is circulating. Advise participants in advance that if they have

any symptoms or feel unwell, they should not attend.
Make sure all stakeholders, participants, caterers and visitors at the event provide contact details:

mobile telephone number, email and address where they are staying. State clearly that their details
will be shared with local public health authorities if any participant becomes ill with a suspected
infectious disease. If they will not agree to this, they cannot attend the event or meeting.

Develop and agree a response plan in case someone at the meeting becomes ill with symptoms of COVID-
19 (dry cough, fever, malaise). This plan should include at least:

Inform immediately to public health authority about the person with similar symptoms.

-
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o Identify a room or area where someone who is feeling unwell or has symptoms can be safely
isolated. A ‘ : . ] ;
\ o Have a plan for how they can be safely transferred from meeting hall/event place to nearest

government health facility.

DURING the meeting or event
< Provide information or a briefing, preferably both orally and in writing, on COVID-19 and the
measures that organizers are taking to make this event safe for participants.

o Build trust. For example, as an icebreaker, practice ways to say hello without touching.

o Encourage regular hand washing or use of an alcohol rub by all participants at the meeting or event.

Encourage participants to cover their face with the bend of their elbow or a tissue if they cough or

o]
sneeze. Supply tissues and closed bins to dispose of them in.

Circulate State Corona Nodal contact details and State health hotline number that participants can
call for advice or to give information.

< Display dispensers of alcohol-based hand rub prominently around the venue.

% If there is space, arrange seats so that participants are at least one meter a part.

% Open windows and doors whenever possible to make sure the venue is well ventilated.
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AFTER the meeting

< Retain the name and contact details of all
health authorities trace peo
become ill shortly afier the
< If someone at the meeting or event was i i
1958 as isolated a .
il partvipatts kow dus s a suspected COVID-19 case, the organizer should let

They should be advised to monitor themselves for symptoms
forl4daysandtaketheir lemperature twice a day. i

If they develop even a mild cough or low-grade fever (i.e. a temperature of 37.3 C or more) they should
stay at home gnd self-isolate. This means avoiding close contact (1 meter or nearer) with other people,
including family members. They should also telephone their healthcare provider or the local public
health department, giving them details of their recent travel and symptoms.
Thank all the participants for their cooperation with the provisions in place.

participants for at least one month. This will help public

eple \;vho may have been exposed to COVID-19 if one or more participants
vent.

o
o

Things to consider when you and your employees travel

< Before traveling

o Make sure your organization and its employees have the latest information on areas where COVID-
19 is spreading.

o Avoid sending employees who may be at higher risk of serious illness (e.g. older employees and those
with medical conditions such as diabetes, heart, and lung disease) toareaswhereCOVID-
19isspreading.

(0]

Provide general instructions, travel advisory copy to the employees going in high-risk countries or
states.

< While traveling:

o Encourage employees to wash their hands regularly and stay at least one meter away from people
who are coughing or sneezing -

o Ensure employees know what to do and who to contact if they feel ill while traveling.

o Ensure that your employees comply with instructions from local authorities where they are
traveling. If, for example, they are told by local authorities not to go somewhere they should
comply with this. Your employees should comply with any local restrictions on travel, movement or
large gatherings.

%

% When you or your employees return from traveling: ;

o Employees who have returned from an area where COVID-19 is spreading should monitor
themselves for symptoms for 14 days and take their temperature twice a day.

o If they develop even a mild cough or low-grade fever (i.e. a temperature of 37.3C or more), they

should ‘shall be asked to stay at-home and self-isolate. Information for same shall be given to local
health authorities. ‘

4) Getting your workplace ready in case COVID-19arrives in yourcommunity

)
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Develop a plan of what to do if someone becomes ill with suspected COVID-19 at one of your
workplaces.

o The plan should cover putting the ill person in a room or area where they are isolated from others in

the workplace, limiting the number of people who have contact with the sick person and contacting
the local health authorities.

o Consider how to identify persons who may be at risk, and support them, without inviting stigma and
discrimination into your workplace. This could include persons who have recently travelled to an
area reporting cases, or other personnel who have conditions that put them at higher risk of serious
illness (e.g. diabetes, heart and lung disease, older age).

L7
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Promote regular tele-working across your organization. If there is an outbreakofCOVID-19 in your
community the health, authorities may advise people to avoid public transport and crowded places.
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PREPARATION OF 1% SODIUM HYPOCHLORITE SOLUTION

PREPARATION OF CHLORINE SOLUTION USING CONCENTRATED SOLUTION

Concentration of Required Chiorine To Prepare 1000 mi
commercially avallable concentration Solution in mi Acd water in mi
hypochlorite solution _
2% 400 600
5% 1% 200 800
0.5% 100 900 i
0.5 % 50 950
10% 1% 100 900
2% 200 800

PREPARATION OF CHLORINE SOLUTION USING BLEACH POWDER SOLUTION

Strength of Stable | Volume of Water Desired Bleaching powder in
BSIeBaI:}hlng Powder Concentration grams per litre
0.5% 20
1% 50
20 % 1 Litre 2% 100
5% 250
10% 500
0.5% 20
1% 40
25% 1 Litre 2% 80
5% 200
10% 400
0.5% 17
1% 33
30 % 1 Litre 2% 67
§% 167
10% 333




