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Dear
Colleagues,
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We at Sandhar are primarily focused on keeping our employees, customers and
suppliers safe while working at our facilities and supporting our business.

As we steer through this new normal or after COVID-19, we will have to
meander through more disruption which may lie round the corner. We all, not
only the Humane Relations Department, need to respond promptly with
sensitivity, be humane and help all in trust building across all levels in this
pandemic VUCA world, which is a first for all of us and hopefully the last too.

This Protocol Manual lays out processes to raise awareness of new health and
well being and potential practices for cross functional teamwork, operating
discipline and training for employees.

While this Protocol Manual includes practical recommendations based on
guidelines from the Centre for Disease Control and Prevention and ICMR, it can’t
be a one-size fit all approach that could be tailored by businesses to address
various scenarios one may face while returning to work.

Cont.



Regular updates and changes will be made to the Protocol Manual based on real  
time feedback. The Protocol Manual covers a wide range of topics including:
• Emergency Response Team • Preliminary Work before reopening of facility
•Transportation • Screening • Food and Canteen • Office disinfection • Shop-
Floor disinfection • Isolation • Material Movement • Visitors • Check Sheets
•Emergency Contact Numbers • Do’s and Don’ts for Family Members

This has been a difficult time for everyone, and we hope that by sharing these
protocols and implementing these at all areas of our facilities, it will help us in
taking care of health and well-being of all stakeholders.

Stay Safe,

Jayant Davar
Co-Chairman & Managing Director
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Emergency Response Team
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• Set up of Emergency Response Team (ERT)

• ERT is a cross functional team lead by CHRO with members in  
the following areas:
• Employee access and control

• Sanitization and Disinfection

• Specifications and SOPs

• PPE and Material Procurement

• Communication and Training

• Suppliers Preparedness

• ERT should meet once daily to discuss and update the situation.

• WhatsApp groups of contractual associates are formed to know  
about their well being and whereabout.



Emergency Response Team & Task

Unit Head
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Guidelines for preliminary work before  
reopening of plant
• Disinfection and Deep cleaning of plant

3 days prior to reopening. It will include
cleaning of offices, canteens, restrooms,
plants, derusting of machinery, cleaning
of tools and maintenance of ETP / STP
plants and coolants.

• Disinfection of plants, offices, canteens,
restrooms and company vehicles, one
day prior to reopening.

• Area which is not in use inside the plant
should be barricaded and not to be
disinfected.

• Same sanitization and disinfection rules
to be implemented for Tier II / Tier III
suppliers, vendors and outsourced
caterers.
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Guidelines for preliminary work before  
reopening of plant
• Format for Undertaking (Annexure I) to be

sent to staff and company associates on
mail/WhatsApp, which needs to be submitted
to the security personnel at the gates before
entering the plants/offices.

• Contractor/Contractor's Supervisor shall also
ask for self declaration from Contractual
Associates, which also needs to be submitted
to the security personnel at the gates before
entering the plants/offices.

• HR & CPD to ensure availability of requisite
number of thermal screening guns for  
plants/offices.

(Annexure 1 Refer page no. 10)
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Annexure - 1

Guidelines for  

preliminary work  

before
reopening of
plant
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Guidelines for preliminary work before  
reopening of plant
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• Strategies to be made for phased reopening
after lockdown.

• Accordingly, plans to be made for white
collared employees to work from office or
from home on rotational basis and for blue
collared employees to work at plants on
rotational basis.

• As per govt. directive, all employees need
to install the Aarogya Setu app otherwise
they will not be allowed to enter their
workplace.

• War Room to be made in each plant/office
to help employees in case of any health
related issues.
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Guidelines for preliminary work before  
reopening of plant
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• To follow social distancing, marking of
space to be done in parking area,
security gate, shop floor, office area,
canteen area, in and around wash room
area.

• Display of STL Policy on COVID-19,Do's
and Don’ts, Helpline and Emergency
Contact Numbers on all the Notice
Boards, Security gates and canteens.
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Guidelines for preliminary work before  
reopening of plant
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• HR,CMD and CPD Team to ensure that
Plant Sanitization Kits are available on or
before 15th April, 2020.

• As per govt. directive, two sets of triple
layered cotton masks for all employees,
company associates and contractual
associates.

• N95 masks, PP suits and Rubber gloves for
security personnel, drivers, housekeeping
staff carrying out disinfection and canteen
staff should be available at all plants /
offices.

• HR & CPD to ensure adequate availability
of soaps, disinfectant, sanitizers and spray
bottles at plants/offices.
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Guidelines for preliminary work before  
reopening of plant
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• As Gram Panchayats are not allowing
any migrant workers to return to their
rented accommodations in their
villages, it is advised to rent a place
outside the village which the
Panchayat is providing for
Quarantining them for a period of 14
days.
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Inventory of PreventivePPEs
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Disinfection Frequency Guidelines As per Ministry of Health and Family Welfare

S.No. Cleaning area Particulars Chemicals to be used
Minimum Cleaning  

frequency

1 Office and plant area

entrance lobbies, corridors and staircases, escalators,

elevators, security guard booths, staff rooms,

meeting rooms, cafeteria etc.
1% sodium hypochlorite Once a day

2

Plant machineries

All machineries, equipments, safety equipments, etc. 1% sodium hypochlorite Twice a day or more

3 Switches of machineries, machine handles, valves etc. 70% alcohol Frequently

4 High contact surfaces

elevator buttons, handrails / handles and call buttons,

escalator handrails, public counters, intercom systems,

equipment like telephone,

printers/scanners, and other office machines

1% sodium hypochlorite Twice a day

5 For metallic surfaces door handles, security locks, keys etc. 70% alcohol Frequently

6 Common area Toilet pot/ commode, Toilet floor, Sink, 1% sodium hypochlorite Once a day
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Schedule for frequency of disinfection page 1
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Schedule for frequency of disinfection page 2
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Audit Card for Deep Cleaning
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Social Distancing Protocol

21
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Precautionary measures

22

• Sanitize your hands with alcohol based
sanitizer.

• Wear triple layered cotton face mask.

• Sanitize any parts of your car/bike that
you touch with sanitizer.

• Maintain social distancing.

• Avoid touching hand rails / handle of  
company vehicle.

with fellow• Avoid physical contact  
passengers.

• Avoid touching your face.
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Guidelines for transportation of  
employees
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• Temperature checking for
employees/associates using company
transport should be done before
boarding the vehicle. If the
temperature is above 100.4°F, the
concerned employee should not be
allowed to board the vehicle.

there should be  
distance between

• In parking area,  
minimum 4 ft  
vehicles.

• Employees are requested to park their
vehicles one by one. They are advised
to get out of the vehicle once the
other person has left the parking area.

Created by SANDHAR Emergency Response Team



Transport Sanitation Check List
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Guidelines to be followed at Main Gate

• Employee should stand in queue while entering the Plant premises
and maintain a minimum distance of 1 meter.

• One HR person and Contractor’s supervisor to be present at the gate
during beginning and end of all shifts.

• Security guard to check body temperature of each employee with
thermal gun. In case the temperature is above 37 °C or the employee
is suffering from cough, cold and breathlessness, the employee will
not be allowed to enter the premises and sent back home.

• HR person and contractor’s supervisor present at the gate should take
care of that person’s quarantine and medical tests.

25
Created by SANDHAR Emergency Response Team



Guidelines to be followed at Main Gate
• All employees should submit undertaking

(refer page 10) to the security guard, duly
signed by them with reference to Covid-
19. If it is found that the declaration by
the employee is not correct, strict
disciplinary action will be taken, including
termination of his / her services.

• Security Guards to pour / spray sanitizer
on hands of the employees at the entry
gate.

• Biometric machines will remain sealed till
further instructions. Hence, the Security
guards will mark the attendance of the
employees themselves in the register.

• Fumigation of all incoming and outgoing
vehicles and materials to be done.

26
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Guidelines to be followed at Main Gate
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• Employees' clothing should be disinfected
with 1 % Sodium Hypochlorite solution
while entering the plant/office premises.

• Employees need to wear triple layered
cotton face masks at all times.

• Spitting anywhere inside the Plant/office
premises is completely prohibited.



Guidelines to be followed during lunch and tea time
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• Canteen re-opened from 1st June, 2020 with menu
changed to Rice / Roti / Dal / Rajma / Chana / and
Papad keeping in mind Covid-19. Vegetables /
Salad / Raita will not be served.

• Earlier from 25th May 2020 to 31st May, 2020
Canteen Facility at all units as well as Corporate
Office were kept non operational.

• Employees should maintain hygiene and wash
their hands with soap.

• Employees / Associates to be encouraged to bring
home cooked food. They should not share food
with each other.

• Lunch and tea time to be staggered to avoid
crowding and maintain social distancing.

• Employees who have been allocated Cabins,
should eat their food in their Cabins.



Guidelines to be followed during lunch and tea time

Created by SANDHAR Emergency Response Team 29

• At workstations, every alternate person should
have their lunch/tea at the canteen and the
remaining persons should have their lunch/tea at
their respective workstations.

• Curd, raita, salad and cut fruits should be
avoided

• All the Utensils to be washed with hot water and
soap.

• Spitting anywhere inside and outside the
Plant/office premise is completely prohibited.



Guidelines for offices
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• Sanitize entire office area with 1%
sodium hypochlorite solution.

• Sanitize switch boards and door knobs
in office area with 70 % ethyl alcohol
solution. Sanitization should be carried
out before commencement of work on
a daily basis.

• Departmental and Shop floor Managers
must share these guidelines before
commencement of operation on a daily
basis.

• As lifts are high risk zone, people
should avoid using lifts and use stairs.



Guidelines for offices
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distance• Maintain at least 1 meter
between two desks.

• Avoid speaking directly to each other in
office / plant. Use intercom or mobile
instead.

• Employees should avoid physical
contact with each other.

• Movement should be restricted from
one department to other.

• Avoid touching railings.

• House keeping staff should pour
alcohol based sanitizer on employees'
hands, at regular intervals.



Guidelines for offices

Created by SANDHAR Emergency Response Team 32

• Employees should wear triple layered  
cotton mask at work place.

• Warm Drinking water will be served at  
work place.

fresh air rather than internal
• Air Conditioner settings should be on

air
circulation.

• Cleaning of Air Conditioner filters to be  
done on weekly basis.



Guidelines for offices
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• Movement of physical documents like files
and papers to be avoided within
departments and instead e-approvals to
be followed for next 3 months.

• Employees should use Zoom Meetings /
Skype / video conferencing / Tele
conferencing. Meetings in person should
be avoided.

• Employees should bring their own water
bottles.

• Spitting anywhere inside the Office  
premise is completely prohibited.



Guidelines for shop floor
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• Shop floor and machines should be sanitized
with 1% sodium hypochlorite solution.

• Shop floor sanitization should be carried out
every day before commencement of work,
during Lunch time and after closing of shift.

• Shift timing should be reduced by half an
hour and not to be overlapped. If one shift
ends at 7 pm then the next shift should start
at 7.30 pm. 30 minutes to be used for deep
cleaning of the shop floor.

• To ensure social distancing, work should be
staggered to all three shifts as per load.

• Switch boards and electrical panels should be
sanitized at shop floor with 70 % ethyl
alcohol solution sprayed on a tissue. Before
doing this it is to be ensured that electricity
is switched off.



Guidelines for shop floor
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• Engineering department to look at re-designing of Lines / layout
to ensure multi machines operations by minimum number of
work-force

• 1 meter distance to be maintained between people at shop floor.

• Plastic curtain to be placed in between two work stations, if 1  
meter distance maintaining is not possible.

• Avoid speaking directly to each other at shop floor. Instead, use  
intercom or mobile for communication.

• Employee should avoid physical contact with each other.

• Movement should be restricted from one department to other or  
from one shop floor to other.

• Avoid touching railings.



Guidelines for shop floor
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• Locker Rooms to be Dis-functional
till further notice.

• Housekeeping staff shall pour sanitizer having
70% alcohol on employees' hands, as and
when required.

• Employees to wear triple layered cotton face
mask at all times.

• People who work near fire / furnace should
wash their hands with soap and water after
entering the premise.

• Face Shield has been provided to Associates to
have additional precaution, as social distancing
is not possible in assembly area.

• Spitting anywhere inside the Plant premise is
completely prohibited.



Leaving for Home
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• Thermal screening to be done before leaving the plant.

• Hands to be sanitized and clothes to be disinfected with 1%  
Sodium Hypochlorite solution while leaving.

• Car door handle, steering and keys to be sanitized.

• At home one should avoid touching door knob, handle etc.

• Immediately after reaching home, person should change clothes
and wash it in hot water and Dettol and take a shower before
mingling with other family members.

• Mask to be washed with hot water and then kept for drying. Used
mask should not be kept anywhere without washing.

• Person should brief their family members as well to take all
precautions related to Covid-19.



Isolation Protocol
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Procedure

1.Once the suspected infected employee arrives in the Isolation
Room, immediately provide them with a mask and nitrile gloves.
Explain to them that it is to help protect other employees and
prevent the spread of a potential virus.

2.The Isolation Coordinator must complete a Suspected COVID-19
Case Form and call the local health authority or medical officer to
seek advice regarding transportation and location.

3.The Isolation Coordinator and any others attending the suspected
infected person should also wear a protective mask and nitrile
(surgical) gloves while working with the suspected infected person.

4.The Isolation Coordinator should direct the ill employee to leave
work and go home or to the nearest health center as advised by
the local health authority.



Isolation Protocol
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• Public transportation should not be used.

• If the infected person is well enough to drive their own vehicle,
ask them to use it.

• If the ERT team is to transport the person in another vehicle,
ensure that the infected person always keeps the mask on their
face and wears a pair of nitrile gloves.

• The driver must wear a mask, gloves and PP suit while making
the journey and keep them on for the return journey for proper
disposal.

• Once the vehicle has returned to the site, ensure that it is
cleaned and all surfaces, seats, dashboards, door handles
seatbelts etc. have been washed down with a disinfectant
solution. All persons cleaning the vehicle must wear a mask and
gloves while doing so.



Isolation Protocol
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5. The Isolation Coordinator, in coordination with Human
Resources (HR) must:

•Identify persons who may have been in contact with the
suspected infected employee. Unless required by the local health
authority, the name of the infected employee should not be
provided.

•Advise employees who may have been in contact with the  
suspected infected employee, to carry out a self-screening check  
every morning, and based on the results, contact the HR  
department.

•Advise employees to contact a physician to obtain medical
clearance to return to work.

6. Ensure that both the isolation area and suspected employee’s
work station or office is thoroughly cleaned and disinfected, in
addition to all other common surfaces recently touched by the
infected employee.



Isolation Protocol

• All persons carrying out this cleaning must wear disposable nitrile
(surgical type) gloves, and all support persons’ PPE should be
appropriately discarded prior to resuming normal work.

• Location

• Where possible, the isolation room should be an exterior room
(building or tent structure). If not, then an enclosed area away from
the general population can be used. In plant it can be near the main
gate.
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Home Quarantine Protocol
• A person who had been in contact with an infected

Covid 19 positive person or a contaminated
environment and is therefore at a higher risk of
developing disease should get himself / herself tested
and home quarantine for 7 days.

• If one person in whole family is under home quarantine,
he / she should isolate himself / herself from other
members of the family. And in case if there are two or
more people tested positive in a family they should
isolate themselves from each other strictly following the
guidelines by WHO / MHA.

• The symptom may develop within a 14‐day period
before the onset of illness in the case of home
quarantine .
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Home Quarantine Protocol
• During Home quarantine follow some home remedies like :

• Drink Kadha (morning), Kadha recepe – TakeTulsi 5 to 6 leaves, black pepper (Kali
mirch), little cloves (laung), ginger (adrak), a little bit of turmeric, cinnamon stick or
powder. Mix and boil them in water.

• 1 tablespoon chavanprash a day

• Gooseberry (Amla) juice – Twice a day

• Gargle and steam twice or thrice ( Even if you don’t have a clod or cough)

• Avoid cold water and air conditioner (warm water is preffered)

• Eat veggies and fruits (preferably citrus fruits)

• Drink Haldi milk before going to sleep every night

• Eat food that is either hot or warm. Don’t eat cooked food which is cold.

• Take sunshine for 15 minutes everyday

• Diet and Positive mind-set is very important during home quarantine

• Sanitize your place every day
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Sample Covid-19 Case Form
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Guidelines by Ministry of Health and 
Family Welfare 

• Guidelines on preventive measures to contain spread of COVID-19 in 
workplace settings, by Government of India, Ministry of Health & 
Family Welfare, Directorate General of Health Services (EMR 
Division) notification dated 18th May, 2020.

1. Background 

• Offices and other workplaces are relatively close setting, with shared 
spaces like (corridors, elevators & stairs, parking places, cafeteria, 
meeting rooms and conference halls etc.) and thus COVID-19 
infection can spread relatively fast among officials, staffs and visitors.  
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Guidelines by Ministry of Health and Family 
Welfare 

• Thus there is a need to prevent importation of infection in workplace 
settings and to respond in a timely and effective manner in case 
suspect case of COVID-19 is detected in these settings, so as to limit 
the spread of infection. 

2. Scope 

• This document outlines the preventive and response measures to be 
observed to contain the spread of COVID-19 in workplace settings. 
The document is divided into the following subsections  

• basic preventive measures to be followed at all times  

• measures specific to offices  

• measures to be taken on occurrence of case(s)  

• disinfection procedures to be implemented in case of occurrence of 
suspect/confirmed case. 
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Guidelines by Ministry of Health and Family 
Welfare 

• 3. Basic preventive measures 

• The basic preventive measures include simple public health 
measures that are to be followed to reduce the risk of infection with 
COVID-19. These measures need to be observed by all (employees 
and visitors) at all times. These include: 

• Physical distancing of at least one meter to be followed at all times. 

• Use of face covers/masks to be mandatory. 

• Practice frequent hand washing (for at least 40-60 seconds) even 
when hands are not visibly dirty and use of alcohol based hand 
sanitizers (for at least 20 seconds). 
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Guidelines by Ministry of Health and Family 
Welfare 

• Respiratory etiquettes to be strictly followed. This involves strict 
practice of covering one’s mouth and nose while coughing / 
sneezing with a tissue/handkerchief/flexed elbow and disposing off 
used tissues properly. 

• Self-monitoring of health by all and reporting any illness at the 
earliest 

4. Preventive measures for offices: 

Guidelines with respect to preventive measures specific to offices 
have been issued by DoPT. These guidelines are available at: 

https://www.mohfw.gov.in/pdf/PreventivemeasuresDOPT.pdf.
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Guidelines by Ministry of Health and Family 
Welfare 

• Any staff reportedly suffering from flu-like illness should not attend 
office and seek medical advice from local health authorities [e.g. 
CGHS wellness center, medical attendance under CS (MA) etc.]. 
Such persons, if diagnosed as a suspect/confirmed case of COVID-
19 should immediately inform the office authorities.  

• Any staff requesting home quarantine based on the containment 
zone activities in their residential areas should be permitted to work 
from home.  

• DoPT guidelines with respect to organizing meetings, coordinating 
visitors shall be scrupulously followed. 
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Guidelines by Ministry of Health and Family 
Welfare 

5. Measures to be taken on occurrence of case(s): 

Despite taking the above measures, the occurrence of cases among 
the employees working in the office cannot be ruled out. The 
following measures will be taken in such circumstances:

5.1. When one or few person(s) who share a room/close office 
space is/are found to be suffering from symptoms suggestive of 
COVID-19: 

5.1.1.Place the ill person in a room or area where they are isolated 
from others at the workplace. Provide a mask/face cover till such time 
he/she is examined by a doctor. 

5.1.2. Report to concerned central/state health authorities. Helpline 
1075 will be immediately informed. 
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Guidelines by Ministry of Health and Family 
Welfare 

5.1.3. A risk assessment will be undertaken by the designated public health 
authority (district RRT/treating physician) and accordingly further advice 
shall be made regarding management of case, his/her contacts and  need 
for disinfection. 

5.1.4. The suspect case if reporting very mild / mild symptoms on 
assessment by the health authorities would be placed under home 
isolation, subject to fulfilment of criteria laid down in MoHFW guidelines 
(available at: 
https://www.mohfw.gov.in/pdf/RevisedguidelinesforHomeIsolationofverym
ild presymptomaticCOVID19cases10May2020.pdf) 

5.1.5. Suspect case, if assessed by health authorities as moderate to 
severe, he/she will follow guidelines at:

https://www.mohfw.gov.in/pdf/FinalGuidanceonMangaementofCovidcases
ver sion2.pdf. 
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Guidelines by Ministry of Health and Family 
Welfare 

5.1.6. The rapid response team of the concerned district shall be 
requisitioned and will undertake the listing of contacts.  

5.1.7. The necessary actions for contact tracing and disinfection of 
work place will start once the report of the patient is received as 
positive. The report will be expedited for this purpose. 

5.2. If there are large numbers of contacts from a pre-
symptomatic/asymptomatic case, there could be a possibility of a 
cluster emerging in workplace setting. Due to the close environment 
in workplace settings this could even be a large cluster (>15 cases). 
The essential principles of risk assessment, isolation, and quarantine 
of contacts, case referral and management will remain the same. 
However, the scale of arrangements will be higher. 
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Guidelines by Ministry of Health and Family 
Welfare 

5.3. Management of contacts:  

• The contacts will be categorised into high and low risk contacts by 
the District RRT as detailed in the Annexure i.  

• The high risk exposure contacts shall be quarantined for 14 days. 
They will follow the guidelines on home quarantine (available on: 
https://www.mohfw.gov.in/pdf/Guidelinesforhomequarantine.pdf).  

• These persons shall undergo testing as per ICMR protocol (available 
at: https://www.mohfw.gov.in/pdf/Revisedtestingguidelines.pdf ).

• The low risk exposure contacts shall continue to work and closely 
monitor their health for next 14 days. 
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Guidelines by Ministry of Health and Family 
Welfare 

6. Closure of workplace 

• If there are one or two cases reported, the disinfection procedure 
will be limited to places/areas visited by the patient in past 48 hrs. 
There is no need to close the entire office building/halt work in 
other areas of the office and work can be resumed after disinfection 
as per laid down protocol (see para 7).  

• However, if there is a larger outbreak, the entire building will have to 
be closed for 48 hours after thorough disinfection. All the staff will 
work from home, till the building is adequately disinfected and is 
declared fit for re-occupation. 
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Guidelines by Ministry of Health and Family 
Welfare 

7. Disinfection Procedures in Offices 

• Detailed guidelines on the disinfection procedures in offices have 
already been issued by the MOHFW and are available on: 
https://www.mohfw.gov.in/pdf/Guidelinesondisinfectionofcommon
publicplacesincludingoffi ces.pdf.

Risk profiling of contacts  

• Contacts are persons who have been exposed to a confirmed case 
anytime between 2 days prior to onset of symptoms (in the positive 
case) and the date of isolation (or maximum 14 days after the 
symptom onset in the case).  
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Guidelines by Ministry of Health and Family 
Welfare 

High-risk contact

• Touched body fluids of the patient (respiratory tract secretions, blood, 
vomit, saliva, urine, faeces; e.g. being coughed on, touching used paper 
tissues with a bare hand) 

• Had direct physical contact with the body of the patient including 
physical examination without PPE 

• Touched or cleaned the linens, clothes, or dishes of the patient. 

• Lives in the same household as the patient. 

• Anyone in close proximity (within 1 meter) of the confirmed case without 
precautions. 

• Passengers in close proximity (within 1 meter) in a conveyance with a 
symptomatic person who later tested positive for COVID-19 for more 
than 6 hours. 
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Guidelines by Ministry of Health and Family 
Welfare 

Low-risk contact

• Shared the same space (worked in same room/similar) but not 
having a high-risk exposure to confirmed case of COVID-19. 

• Travelled in same environment (bus/train/flight/any mode of 
transit) but not having a high-risk exposure. 
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Guidelines by 
Ministry of Health 
and Family Welfare 

Figure 1: Management of the case(s) and contacts  
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Guidelines by 
Ministry of Health 
and Family Welfare 

Fig-2: Disinfection of workplace  
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District Administration, Gurugram notices

Dated 04th July, 2020 on Wearing Mask
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District Administration, Gurugram notices

Dated 31st July, 2020 on Intensive Sampling of Workforce
• Sufficient number of Teams for conducting screening & sampling of manpower

for the industries covered in the scheduled areas shall be deployed by the Civil
Surgeon, Gurugram. All the staff on duty shall be provided with personal
protective equipment and other required devices.

• Intensive testing / sampling shall be carried out, as per the ICMR guidelines,
there shall be mandatory testing exercise for ten percent randomly chosen
manpower by 15th August, 2020 and thereafter five percent randomly chosen
manpower every month.

• The industrial management shall be free to choose between RTPCR or Rapid
Antigen based testing method. However, Rapid Antigen testing shall be carried
out ONLY under Health department supervision to ensure that testing protocols
are not compromised, thus kits will have to be procured and handed over to
Health department / UPHC Manesar for the testing exercise.

• Deputy Labour Commissioner II Gurugram tie-up with HSHDC & UPHC Manesar
and shall convene regular guidance session for smooth conduct of the exercise
and shall submit a compliance and progress report in this regard every fortnight.
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District Administration, Gurugram notices

Dated 21st August, 2020 on Weekend restrictions
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Set up of SANDHAR Helpline for Covid-19 

• SANDHAR Helpline team has been created on 31st May
2020 for undertaking following activities:
• Sharing of Covid 19 dashboard on daily basis with SMT

which includes data about SANDHAR family like; number of
Covid 19 test conducted till date, number of positive cases,
number of negative cases, number of test results awaited,
number of members hospitalized, number of members home
quarantined and number of cases recovered.

• CHRO interacting with SANDHAR employees who have
tested positive for Covid 19

• Ladies in the SANDHAR Helpline team speaking on daily
basis to family members (wives) of SANDHAR employees
who have tested positive.

• SANDHAR Helpline team in constant touch with all
employees who have tested positive for Covid 19 on daily
basis to boost their morale.
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Guidelines for Visitors
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• Visitor should avoid visiting in person.

• Discussions to be held through Zoom,
Skype or telephone.

• In case it is necessary to visit in person,
then a self-declaration shall be
submitted by the Visitor at the Security
Gate.

• All the precautionary measures to be
taken by the Security Guard for visitor
similar to the ones followed in case of  
employees ,like thermal screening etc.

• No visitor card to be given.

• Spitting anywhere inside the Plant  
premise is completely prohibited.

(Annexure 2 Refer page 45)



Annexure - 2

Guidelines 
for Visitors
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Guidelines for Incoming Parts /  
Materials
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• PPE such as gloves and mask should be  
worn while handling incoming parts /  
materials.

• Disinfection of surfaces with a 1%  
sodium hypochlorite solution made  
fresh daily.

• Fumigation to be done for shipments  
received.



Guidelines for Dispatch
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• Disinfection of outward material as  
per the instructions received from  
respective customers to be done.

• Fumigation of consignment before  
leaving the plant to be done.



Check sheet for plant utilities
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Check sheet for plant utilities – Electrical
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Check sheet for plant utilities
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Check sheet for LPG LOT
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Check sheet for Safety System
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Check sheet for ETP/STP/RO/DM
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Check sheet for Solar Power  Generation

Created by SANDHAR Emergency Response Team 74



Sandhar Plant Safety Work Permit  
Adherence
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Following work permits should be strictly adhered:

• Hot work permit

• Confined space work permit

• Excavation work permit

• Height Work permit

• General work permit



Emergency contact Numbers
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Emergency contact Numbers
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Emergency contact Numbers
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Emergency contact Numbers
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Emergency contact Numbers
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Emergency contact Numbers



Do’s and  
Don’ts for  
Family  
Members
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• All the family members should stay at home and be safe

• Only one person should go to bring essential material from  
outside wearing a cotton face mask.

• Maintain social distance when outside.

• After returning to home change your clothes and wash them and
the mask in hot water. Wash your hands and face before
mingling with other family members.

• Wash the packets and vegetables with hot water.

• Avoid eating raw vegetables.

Do’s and Don’ts for Family Members
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