Safety
guidelines
for the Workplace
As per the rules outlined by
the Ministry of Home Affairs,
Government of India

Message
for all branches
Hello,
Times are uncertain and we hope you and your
family are healthy and staying safe. While it
is good news that the lockdown is gradually
easing and work can begin again; but we must
be careful and not get complacent.
This document contains Paharpur’s strategy to
ensure safety in the workplace and is as per
the Home Ministry’s guidelines. We urge you to
do your part – to keep yourself and your
co-workers safe.
To you and your families, we wish nothing but
good health.
Paharpur Corporate Communications
& Human Resources

Care for yourself.
Care for others.
Always stay
protected from
COVID-19.

How COVID-19 spreads

Your safety
is in your
hands
• 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 or
telephones.

• People could catch
the virus by
touching infected
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
droplets coughed
out or exhaled by
them. In other
words, COVID-19
spreads in a similar
way to ﬂu.

• Most persons
infected with
COVID-19 experience
mild symptoms and
recover. However,
some go on to
experience more
serious illness and
may require
hospital care.

• Risk of serious
illness rises with
age: people over 40
seem to be more
vulnerable than
those under 40.
People with
weakened immune
systems and people
with conditions such

as diabetes, heart
and lung disease
are also more
vulnerable to
serious illness.

What are the guidelines

The rules of dis-engagement

Workplace
guidelines
in the post-lockdown scenario

The following
guidelines have been
issued by the
Ministry of Home
Affairs, Govt of India.
Following them is of
utmost importance;
Paharpur urges all
its employees to
help us maintain
them.

• Wearing of face
cover is compulsory
in all workplaces—
and adequate stock
of such face covers
shall be made
available.

• All persons in
charge of
workplaces shall
ensure social
distancing as per the
guidelines issued by
Ministry of Health
and Family Welfare,
both within the
workplaces and in
company transport.

• Social distancing at
workplaces shall be
ensured through
adequate gaps
between shifts,
staggering the lunch
breaks of staff, etc.

• Provision for
thermal scanning,
hand wash and
sanitizer preferably
with touch free
mechanism will be
made at all entry
and exit points and

common areas. In
addition, sufficient
quantities of
handwash and
sanitizer shall be
made available in
the workplaces.

What are the guidelines

• Frequent sanitization
of entire workplace,
common facilities and
all points which come
into human contact
e.g. door handles etc.,
shall be ensured,
including between
shifts.

• Persons above 65
years of age, persons
with co-morbidities,
pregnant women and
children below the
age of 10 years shall
stay at home, except
for meeting essential

requirements and
for health purposes.

• Use of Arogya Setu
app shall be made
mandatory for all
employees, both
private and public. It
shall be the
responsibility of the
head of the respective
organizations to
ensure 100%
coverage of this app
among the
employees.

• Large physical
meetings to be
avoided.

showing any
symptom of
COVID-19 should be
immediately sent for
a check-up to such
facilities. Quarantine
areas should be
earmarked for
isolating employees
showing symptoms
until they are safely
moved to the
medical facilities.

• Arrangements for
transport facilities
shall be ensured
with social
distancing,
wherever personal/
public transport is
not feasible.

• Intensive
communication and
training on good
hygiene practices
shall be taken

• Hospitals/clinics in
the nearby areas,
which are authorized
to treat COVID-19
patients, should be
identiﬁed and list
should be available at
workplace all the
times. Employees

Easy steps to
take in your office
to ensure safety*
We are happy to announce that the Head Office in
Kolkata, India, is working smoothly and is taking all
possible measures to ensure safety and hygiene.

Sanitize body & bags before
entry into the workplace

Thermal scanning before entry
into the workplace is a must

*All branch offices are requested to follow these guidelines in letter and spirit.

In the workspace
it is important to
• Maintain social distancing
while wearing masks
• Sanitize surfaces at regular
intervals (every 20 mins)

Contactless handwash, avoiding use of frequently
touched surfaces is the best practice

There should be safe spots to wash hands
& face outside office quarters

Safety is the
way to work
Even at 30% capacity, the Head Office
has over 100 people working every day.
The buses organised for them are
sanitized completely every day to ensure
their safety and well-being.

