RIL Info Pack on COVID-19
Part 1

Contents
Message from Chairman

5

COVID-19 Guidelines for all RIL Employees

6

Health advisory on Novel Coronavirus

27

Important Information about COVID-19

30

Travel Advisory regarding COVID-19

31

All You Need to Know about the Coronavirus

32

How to Stay Safe: Do’s and Don’ts regarding COVID-19

53

11 Steps to Avoid COVID-19

54

Know the Right Facts to Stay Safe

55

5 Easy Steps for Hand Hygiene

56

Advisory regarding Commute to Reliance Corporate Park

57

RCP Cafeteria Services - Interim Guidelines

58

Advisory on General Commute for All RIL Employees

59

Advisory for Commuting to RCP and Other Mumbai Locations

60

Advisory regarding Work from Home and Work from Office
for RIL Employees

61

Guidelines to Enable Working from Home

62

Click on the links above to go to the page.

Useful tips and JioHealth Hub app to extend
safety measures at home

96

Coping with Stress

97

Guidance Resources for Coping with Stressful Situations

98

Message from Ashwani Prashara: PM Calls Upon Nation to
Rise Together in Solidarity

103

Employee Self-Declaration Survey for COVID-19 Safety

104

Email - Message from Ashwani Prashara regarding salary
for the month of March 2020

105

RIL further steps up support to India’s fight against COVID-19

106

Message from the Chairman: Take the COVID-19
Symptoms Checker Everyday

107

Steps to take the Daily COVID-19 Symptoms Checker

108

Update on Advisory regarding Work from Home for
RIL Employees

109

RIL’s Multipronged approach to fight COVID-19

110

Message from the Chairman: The Reliance Family Stands
in Solidarity with India

111

How to deal with challenges in our new work arrangements

112

Shubh and Labh: Agile Ways of Working from Home

113

Let's appreciate and support our frontline warriors

114

IRM Advisory - Protect against Covid-19 Phishing Scam

115

Shubh and Labh: Help Us, Help You

116

Update on Advisory regarding Work From Home
for RIL Employees

117

Click on the links above to go to the page.

Reliance Foundation Launches World's Largest Meal Service
Initiative for Marginalized Families

118

Precautions to adopt to remain protected and safe

119

Cyber Security Practices to be followed during Work From Home

120

Important Communication from Hital Meswani

121

Update on Advisory regarding Work from Home
for RIL Employees

122

Running Errands Safely - Only when necessary

123

Keep your Home COVID-Free

124

Recognize these symptoms of COVID-19 to act fast and early!

125

How to be a caregiver to vulnerable members at home

126

Precautions for persons with chronic health conditions

127

Guidance Resources for Taking Care of Vulnerable
Populations at Home

128

All you need to know about face masks

130

Guidelines for Unavoidable Travel during
the COVID-19 Pandemic

132

The Wellness Yoga Series - Power poses
(tapping into the body wisdom)

153

Be a COVID Warrior - Plasma donation drive
at Sir H.N. Reliance Foundation Hospital

154

Click on the links above to go to the page.

Reliance Industries Limited
Guidelines for Employees – Covid-19
Applies to

Across India

Issue/ Release Date

12th March 2020

Unique Identifier

DR-2020-03-002

Guidelines for all RIL Employees – Covid-19

1

Reliance Industries Limited issues this document which lays out a set of guidelines
for dealing with the spread of COVID-19.
The guidelines are structured as per the following sections:
Preface
1. Guidelines for Personal Hygiene for Employees and Families
2. Guidelines in case of suspected cases or potential infection
3. Guidelines for Self-declaration/ Reporting
4. Guidelines for Isolation and Treatment
5. Guidelines for Human Resource Management
6. Guidelines for Facilities Sanitation
7. Dedicated Task Force
Annexure 1: Glossary of key terms
Annexure 2: COVID-19 Communications Issued to all RIL Employees
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Preface
In light of the evolving Coronavirus situation, governments, public health authorities
and businesses around the world are taking critical measures to contain the spread
of COVID-19.
Easy preventative measures must be taken to ensure that we keep ourselves, our
families, and our communities safe.
The novel coronavirus (nCoV) belongs to a family of viruses known as the
Coronaviruses. The symptoms of the novel coronavirus (nCoV) are similar to that of
regular flu or pneumonia. Typical symptoms include fever, runny nose, sore throat,
cough and shortness of breath.
Based on current understanding, the symptoms of COVID-19 are known to be mild
and the disease is easily preventable if we maintain good hygiene practices.
Elderly persons and those with pre-existing medical conditions such as asthma,
diabetes, chronic lung disease, heart disease, and people with compromised
immune systems, are likely to have severe symptoms if infected by the coronavirus,
requiring emergency medical care.
At Reliance, we have already initiated protocols of hygiene and sanitation in
alignment with global guidelines on disease prevention and control to prevent
contamination and to cope with adverse situations, should they arise.
These measures have been rolled out across all Reliance businesses,
manufacturing sites, offices, research and development facilities, consumer-facing
locations, townships and schools, on an expedited basis across the country.
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1. Guidelines for Personal Hygiene for Employees and Family Members
1.1.

Do’s and Don’ts
Do’s

Wash your hands thoroughly for at least 20
seconds every three hours with soap and
water.
Use an alcohol-based hand sanitizer when
you don’t have immediate access to soap
and water.
Keep a distance of at least 1 metre from
people who show flu-like symptoms.
Cover your mouth and nose with disposable
tissues when you sneeze or cough.
Dispose the tissues immediately into a bin
after use.
Eat only well-cooked meat, egg, or
vegetables. Boil milk before drinking.
Conduct
meetings
over
videoor
teleconference as much as possible.
Check local government travel advisories for
up-to-date information about affected areas.
Ensure proper sleep and nutrition to keep
your immunity levels high.

1.2.

Don’ts
Avoid shaking hands.

Avoid touching your mouth, nose and eyes.

Avoid close contact with persons who have
flu-like symptoms.
Avoid crowded places and congregations

Avoid contact with farm animals, wild
animals, wet markets, and open meat shops.
Avoid any international or domestic travel.
Do not travel to affected areas.

11 Steps to Avoid Getting COVID-19
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1.3.

5 Simple Steps to Practise Hand Hygiene:
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1.4.

COVID-19 Facts and Myth-Busters
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2. Guidelines in case of Suspected Cases or Potential Infection
2.1.

Monitor your health for appearance of symptoms like fever, cough, runny
nose, and/or breathing difficulty.

2.2.

If you develop any of these symptoms, please seek immediate medical
attention and inform your HR Business Partner.

2.3.

Visit the nearest Government health facility for a confirmation test.

2.4.

Practise self-isolation. Isolate in a separate and well-ventilated room.

2.5.

Avoid common areas frequented by other members of the family.

2.6.

Avoid close contact with others. Always maintain at-least two metres distance.

2.7.

Avoid frequent touching of face and avoid shaking hands.

2.8.

Wash hands thoroughly and frequently with soap and water for at least 20
seconds.

2.9.

In case of non-availability of soap and water, commercially available alcoholbased hand sanitizers can be used.

2.10. Take plenty of fluids and follow cough etiquettes – cover your mouth and nose
with a disposable tissue when coughing or sneezing; in case a disposable
tissue is not available, cough/ sneeze onto your upper arm or shoulder;
coughing/ sneezing directly onto hands should not be done.
2.11. Turn away from others when coughing or sneezing.
2.12. Dispose off used tissues immediately in a closed dust-bin.
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3. Guidelines for Self-declaration/ Reporting
To keep our employees, families and the community safe from Covid-19 infected
person, a self-declaration is to be submitted by people travelling from any county or
city on arrival to our premises.

SELF REPORTING/ DECLARATION FORM

COVID-19

You are requested to furnish the information to safeguard your own health,
families and communities.
Name as per Passport / Aadhar records: ____________
EC No _________________
Plant/ Office _____________________
Mobile No ____________________ Email ID _______
In case arrived from abroad, please give Passport No:
_______________________________
Mode of travel (Air/ Train/ Road ) : _______________
Please mention Flight/ Train No: _____________
Date of Travel _____________ Arrival Time __________
Arrived from _____________ Arrived At ________________

Full Residential Address:
_____________________________________________________________
____________________________________________
Details of countries / Cities travelled in last 14 days :
___________________________
___________________________
Mode of your travel to work everyday: _______________________________
Are you suffering from any of the following symptoms :
1.Fever
2.Cough
3.Respiratory distress
4.Any other symptoms

Yes / No
Yes / No
Yes / No
______________________________________

---------------------------------------------------------------------------------------------------------Note : This is based on the guidelines of the Government of India, Ministry of Health.
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4. Guidelines for Isolation and Treatment
4.1.

Isolation and holding areas

1

All patients screened positive or suspected of Covid-19 is to be isolated in an
appropriate facility to prevent the spread of the infection.

2

Patients should be housed in single rooms, whenever possible, in designated
isolation facilities identified site-wise.

3

There should be a changing room area and a separate nursing station.

4

Adequate personal protective equipment (PPE) should be available to
staff/nurses/security personnel in the changing room with waste disposal bins
to collect used PPEs.

5

Keep the patient’s personal belongings to a minimum. Keep water pitchers
and cups, tissue wipes, and all items necessary for attending to personal
hygiene within the patient’s reach.

6

Non-critical patient-care equipment (e.g., stethoscope, thermometer, blood
pressure cuff, and sphygmomanometer) should be dedicated to the patient, if
possible.

7

Any patient-care equipment that is required for use by other patients should
be thoroughly cleaned and disinfected before use.

8

If room is air-conditioned, ensure 12 air changes/ hour and filtering of exhaust
air. A negative pressure in isolation rooms is desirable for patients requiring
aerosolization procedures (intubation, suction nebulisation). These rooms
may have standalone air-conditioning. These areas should not be a part of the
central air-conditioning. If air-conditioning is not available negative pressure
could also be created through putting up 3-4 exhaust fans driving air out of the
room.

9

The principle of natural ventilation is to allow and enhance the flow of outdoor
air by natural forces such as wind and thermal buoyancy forces from one
opening to another to achieve the desirable air change per hour.

10

Avoid sharing of equipment. Any reusable equipment must be appropriately
disinfected between patients before and after use.

11

Ensure regular cleaning and proper disinfection of common areas, and
adequate hand hygiene by patients, visitors and caregivers.

Guidelines for all RIL Employees – Covid-19

9

12

Visitors to the isolation facility should be restricted. For unavoidable entries,
they should use PPE according to the hospital guidance, and should be
instructed on its proper use and in hand hygiene practices prior to entry into
the isolation room/area.

13

Doctors, nurses and paramedics posted to isolation facility need to be
dedicated and not allowed to work in other patient-care areas.

14

Consider having designated portable X-ray equipment.

15

Corridors with frequent patient transport should be well-ventilated.

16

All health staff involved in patient care should be well trained in the use of
PPE.

17

A telephone or other method of communication should be set up in the
isolation room/area to enable patients or family members/visitors to
communicate with nurses.

18

Clinical triage includes early recognition and immediate placement of patients
in separate area from other patients (source control). Minimize the waiting
time at triage station.

19

A self-declaration form should be filled up for all suspected cases reporting to
the hospital. All individuals, including family members, visitors and HCWs
should apply standard, contact and droplet precautions.

4.2.

Treatment

1

Treatment at a hospital or patient-care facility is essential in case of severe
symptoms.

2

Treatment can be done at home in case of mild symptoms.

3

All other standards of care, monitoring, and infection-control protocols as
applicable to a critical-care situation should be followed.

Guidelines for all RIL Employees – Covid-19

10

5. Guidelines for Human Resource Management
5.1.

Communication

1

Educate all employees on the latest available information about COVID-19.

2

Circulate all COVID-19 communication and advisories issued by RIL to
relevant groups, teams, businesses, functions, sites, and office locations
using physical posters, intranet portals, emailers, direct messages, SMS’s,
etc.

3

Inform employees about prevention protocols and the need for infection
control measures that have been put in place across the company.

4

Educate all employees about maintaining compliance with hygiene, sanition,
and travel advisories.

5

Educate all employees of mitigation measures, such as self-quarantine and
isolation protocols.

6

Educate relevant employees about the different types of thermometers, such
as oral and ear thermometer, non-contact infrared thermometers, and the
proper ways of using them at all screening points.

5.2.

Internal/ External Meetings and Conferences

1

Avoid attending conferences, exhibitions, or events overseas or in India.
Exception approval can only be provided by EC or Group Level Leadership.

2

Avoid any in-person or face-to-face meetings as much as possible and use
video- or tele-conferencing facilities for all meetings. In case a meeting is
unavoidable, alcohol-based sanitizer usage is a must before entry to a
meeting room.

3

No external training / learning / talks to be conducted at any office location –
either at RCP or at the Sites. Avoid large group meetings in any case.

5.3.

Domestic and International Travel

1

Employees are required to inform their HR Business Partner about travel
details in the last 14 days, including the travel details of their family members.

2

Employees are required to refrain from travelling to international destinations
until further notice. Travel advisories issued by the Governtment of India must
be monitored on a daily basis for any changes to this advisory.

3

Any employee or family member with a recent travel history to highly impacted
countries, including China, Hong Kong, Singapore, Thailand, Japan, and other
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regions listed on the Government of India travel advisory circulars, is required
to immediately self-quarantine for 14 days upon arrival to India.
4

Employees in self-quarantine are required to inform their Manager and HR
Business Partner.

5

Keep the HR Business Partner informed in case symptoms develop or
employee or family is tested positive for COVID-19.

6

Avoid inviting vendors/contractors from affected countries to visit you unless it
is absolutely essential. Consider whether the vendor/contractor has been to
an affected area in the last 14 days. If so, postpone the meeting to at least 14
days after their return from the affected area.

7

Always carry and use an alcohol-based hand sanitizer while on the go. Avoid
close contact with other passengers or the driver in the vehicle.

5.4.

New joinees/ Interns

1

New Joinees should be welcomed by the senior Talent Management Leaders/
HRBPs. The new joinees should undergo a screening at the medical facility at
the site/ office upon their arrival.

2

Any new Interns joining date to be deferred until further notice or approvals
from CHRO and EC.

3

Maintain constant and timely communication with new Interns and/or their
Institution to share developing situations.
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6. Guidelines for Facilities Sanitation
6.1.

Physical checks must be conducted at all entry points of the sites and key
buildings/ locations.

6.2.

Screening must be include a temperature scan using non-contact infrared
thermometer. In cases where this is not possible, check all entry persons for
visible symptoms of COVID-19.

6.3.

Surfaces to be cleaned at regular intervals (SOPs to be issued for each
location and shared with Corporate Security and Corporate Services teams to
maintain compliance).

6.4.

Highly used areas with possibility of being affected such as door knobs, lift
buttons, staircase railings and floors to be wiped with approved disinfectants
once every two hours daily.

6.5.

All dust-bins and waste bins to be cleaned every two hours daily.

6.6.

Since lift buttons are a significant potential hazard, lift button cleaning to be
carried out every two hours daily.

6.7.

Escalators or stairs to be used for buildings less than or equal to 3 floors.
Advisory for taller buildings to use the back of the hand/ knuckle or cloth to
press the lift button.

6.8.

Keep all inside building module doors (non peripheral) open (not just access
but physical doors, so that no touch to access is required).

6.9.

Biometric (fingerprint scanning) attendance to be suspended across the
company.

6.10. All canteen staff to use sanitizers and caps before entering the kitchen and
service area. Hand sanitizer usage is a must before entering canteen and
kitchen area.
6.11. Mandatory temperature scan for all personnel entering premises. For any
anomalies observed, the person should be directed to site medical center and
subsequently to identified quarantine area, if found with anomalous
temperature
6.12. Misting of disinfectant on campus vehicle i.e. buses, pool cars, golf-carts,
cycles and vehicles in parking areas.
6.13. HVAC ducts and filters to be cleaned and disinfected once a week.
6.14. Special gear for all security personnel and site medical staff (hospital and
Quarantine areas)
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6.15. Training of all ground personnel i.e. security staff, drivers, and medical staff
on SOPs to manage potential risks and additional daily tasks.
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7. Dedicated Task Force
7.1.

Task force

1

A short-term Task Force is proposed to be set-up at Enterprise Level and at
Business level under the guidance of the Leadership team.

2

3

The Task Force will comprise of:
•

PMO team

•

Medical lead

•

HR lead

•

Corporate Services lead

•

Corporate Security lead

The Task Force shall ensure implementation and execution of the advisory
and guidelines at each business location through their respective location/
plant site/ offices.

7.2.

Key responsibilities of the PMO

1

Actively monitor and update the leadership team about the outbreak situation
and its possible impact on our businesses

2

Continuously check WHO, government websites, other reliable external
sources and global best practices for updates and advisories

3

Recommend necessary changes in people and business operation policies,
and obtain leadership approval for implementation

4

To issue advisories and guidelines to businesses/ employees for infection
control, preventive procedures, personal hygiene, and dealing with
emergency situations
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Annexure 1: Glossary of Key Terms
S.No. Term
1.
Coronavirus (also
known as “novel
Coronavirus”)

Meaning
Coronaviruses (CoV) are a large family of viruses that
cause illnesses ranging from the common cold to more
severe diseases such as MERS and SARS.
A novel coronavirus (nCoV) is a new strain that has not
been previously found in humans.

2

Covid-19

The disease caused by nCoV is called COVID-19.
The name provided by the World Health Organization
stands for “coronavirus disease 2019,” referring to the year
the virus was first detected.

3

Pandemic

A pandemic is a worldwide spread of a disease. This is a
higher order of magnitude than an epidemic.
On March 11, the WHO declared the novel coronavirus a
pandemic.

4

Quarantine

Quarantine of persons is the restriction of activities or
separation of persons who are not ill, but who may been
exposed to an infectious agent or disease, with the
objective of monitoring symptoms and early detection of
cases.
Quarantine is different from isolation, which is the
separation of ill or infected persons from others, so as to
prevent the spread of infection or contamination to the rest
of the population.
According to the WHO, quarantine should be implemented
as part of a comprehensive package of public health
response and containment measures and, as per Article 3
of the International Health Regulations (2005), be fully
respectful of the dignity, human rights, and fundamental
freedoms of persons.

5

Self-quarantine

A period of 14 days of self-imposed isolation and
separation into a holiding facility or medical faclity to
prevent the spread of disease to the population.
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The period of self-quarantine should ideally begin
immediately on day of return from an affected area or
exposure to agent.
During this period, temperature should be measured two
times a day (fever - 100.4°F/38°C or higher) and symptoms
should be monitored.

6

Isolation/Hold
Facility

Anyone in self-quarantine is advised to stay in their own
room, apartment, or house. They should use a separate
bathroom (if possible), avoid sharing towels, dishes and
other items. People in self quarantine should also refrain
from engaging in activities outside of their home, including
work, school, and social gatherings. Public transportation
and/or ride-sharing services should also be avoided.
Practice personal and respiratory hygiene at all times.
Any employee or person screened positive or suspected for
COVID-19 is to be isolated in an appropriate medical
facility to prevent the spread of the infection.
Isolation is the separation of ill or infected persons from
others, so as to prevent the spread of infection or
contamination at isolation facility.
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Annexure 2: COVID-19 Communications issued to all RIL Employees
5 Easy Steps to Practise Hand Hygiene
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Do’s & Don’ts: How to Stay Safe
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11 Steps to Avoid getting COVID-19
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Coronavirus Myth-Busters and Facts
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NOVEL CORONAVIRUS (2019-nCoV) ADVISORY
The Novel Coronavirus (2019-nCoV) is a new strain that has not been previously identified in humans.
Coronaviruses are a large family of viruses. Some cause illness in people; numerous other coronaviruses
circulate among animals, including camels, cats, and bats. Rarely, animal coronaviruses can evolve and infect
people and then spread between people such as has been seen with Middle Eastern Respiratory Syndrome
Coronavirus (MERS) and Severe Acute Respiratory Syndrome Coronavirus (SARS).

Symptoms
•

Incubation Period: Symptoms may appear in 2- 14 days after exposure.

•

Patients have reportedly had mild to severe respiratory illness with symptoms of:
o

Fever

o

Cough

o

Congestion of nose and throat

o

Shortness of breath

o

In advanced cases, patient can have complications of severe Pneumonia or lead to death.

Spread of Infection
•

Coming in contact with people who have travelled to or from Wuhan, China as they may be exposed
to virus.

•

Person – to – Person spread is occurring by coughing, sneezing, close personal contact (touching or
shaking hands), or touching an infected object or surface

Laboratory test
A diagnosis of Coronavirus can be confirmed by laboratory testing using RT PCR test.

Prevention
Reduce your risk of coronavirus infection:
•

Clean hands with soap and water or alcohol-based hand rub

•

Cover nose and mouth when coughing and sneezing with tissue or flexed elbow

•

Avoid close contact with anyone with cold or flu-like symptoms

•

Thoroughly cook meat and eggs

•

Avoid unprotected contact with live or farm animals

Treatment and Vaccination
•

Supportive care to relieve symptoms and control complications

•

Currently, there is no vaccination available.

Travel Advice
•

Travellers going to China: It is recommended to refrain from all Non – Essential travel to China

•

Recently returned travellers from China
If you were in China in the last 14 days and feel sick with fever, cough, or difficulty breathing, you
should:
o

Seek medical care right away.

o

Avoid contact with others.

o

Do not travel while sick.

o

Cover your mouth and nose with a tissue or your sleeve (not your hands) when coughing or
sneezing.

o

Frequently clean hands by using alcohol-based hand rub or soap and water

N.B. If any of the symptoms develop or for any query and further information, please contact location
Medical centre doctor / family doctor.
With Regards
Dr. R. Rajesh
Group Chief Medical Officer

References:
This advisory is based on guidelines from
- Minister of Health and Family Welfare, Government of India,
- World Health Organization (WHO)
- Centers for Disease Control and Prevention (CDC)

All you need to know about

THE CORONAVIRUS
(COVID-ɨɰ)

What is Coronavirus?

Coronaviruses (CoV) are a large family of viruses that cause illnesses
ranging from the common cold to more severe diseases such as
MERS and SARS. A novel coronavirus (nCoV) is a new strain that
has not been previously found in humans.

The disease caused by 6$56&R9is called COVID-ɨɰ.

What are the symptoms?
Fever

Cough &
shortness
of breath

breathing
difficulties

Common signs of infection includeWLUHGQHVVORVVRIWDVWHDQG
VPHOOPXVFOHDFKHVVRUHWKURDWKHDGDFKHFKLOOVDQGFKHVWSDLQ
/HVVFRPPRQV\PSWRPVVXFKDVQDXVHDYRPLWLQJDQGGLDUUKRHD
PD\DOVRRFFXU In more severe cases, infection can cause
pneumonia, severe acute respiratory syndrome, kidney failure
and can even be fatal.

How long does it take for
symptoms to show?

The incubation period ranges
from -14 days, most commonly
around five days.

The Coronavirus
only when droplets that have the virus...
...enters your nose, mouth,
or eyes though personto-person contact...

...or through contact with
objects and public surfaces that
have droplets with the virus.

How to

AVOID

getting infected by
COVID-ɨɰ

If you see someone coughing,
sneezing or visibly sick

ɨ. Keep your Distance
Maintain at least  metre ( feet) of distance
between yourself and anyone who is coughing or
sneezing.$OZD\VZHDUDPDVNZKHQRXWGRRUV

ɩ. Practice respiratory hygiene

1. Cover your mouth when you cough
2. Use disposable tissues or a
handkerchief when you sneeze.
3. Ensure that you discard tissues into
a bin immediately
4. Always wear a mask when outdoors.

ɪ. Avoid any international or
domestic travel

1. Do not travel to affected areas.
2. Do not come to work if you develop any of
the symptoms of the illness.
3. Avoid any international or domestic travel
unless absolutely necessary. Use video- or
teleconferencing facilities instead.

ɫ. Avoid crowds and congregations

People who are
infected may show
no symptoms but
are still infectious

Avoid close contact with persons
who have flu-like symptoms.

Sometimes a sick person’s saliva
can get on other things:
Door
Knobs
Their
Hands

Pens and
Mouse
Cups

Digital
Devices

Lift
Buttons

Tissue

Stair
Bannisters

If you touch any of these things by
accident, and then touch your face...
...or your loved
one’s face, you
might also fall sick.

ɬ. Avoid touching your mouth,
nose and eyes.

Viruses may persist on objects for
a few hours or up to several days,

and the only effective way to get rid of them
is to IUHTXHQWO\GLVLQIHFWVXUIDFHV

Follow these

PRECAUTIONS

ɨ

Wash your hands thoroughly for at least
20 seconds every three hours with soap and water.
Not sure if you touched a contaminated surface?
Wash your hands at least every three hours.

Elbow

Wash the back
of your hands

Between the fingers
Under the nails

Use an
alcohol-based
hand sanitizer
ZLWK
DOFRKRO when
you don’t have
immediate
access to soap
and water.

For 20 seconds

ɩ

Avoid coming into contact with people who
are sick or sharing their personal items, food,
utensils, cups & towels

Use your own towels

Do not touch your eye,
ears and nose

ɪ

Avoid contact with live animals and
consumption of raw/undercooked meat. Avoid
travel to farms, live animal markets or where
animals are slaughtered.
:DVK\RXUKDQGVZLWKVRDSDQG
ZDWHUEHIRUHKDQGOLQJPHDWIUXLWV
DQGYHJHWDEOHV
:DVKIUXLWVDQGYHJHWDEOHV
WKRURXJKO\LQFOHDQZDWHU
&OHDQWKHVXUIDFHVRIDQ\SODVWLF
SDFNHGIRRGLWHPVZLWKD
GLVLQIHFWDQWZHWZLSH
Eat only well-cooked meat, egg,
or vegetables. Boil milk before
drinking.

ɫ

Ensure proper sleep and nutrition to keep your
immunity levels high

AND FINALLY,

ɬ

seek medical attention
immediately if you are sick.

Stay safe!

Use an alcohol-based hand
sanitizer with 60% alcohol when
you don’t have immediate access
to soap and water.
2M

Always wear a mask when
outdoors.

Cover your mouth and nose with
disposable tissues when you
sneeze or cough. Dispose the
tissues immediately into a closed
bin after use.

Avoid stepping outdoors unless
absolutely necessary

Do not travel to affected areas

Ministry of Health and Family Welfare, Government of India
Indian Council of Medical Research
National Centre for Disease Control, Government of India

The World Health Organisation
The US Centers for Disease Control and Prevention
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Keep your Distance
 Maintain at least 2 metre
(6 feet) of distance between
yourself and anyone who is
coughing or sneezing.

2

Steps to avoid getting
infected by COVID-19

Practice respiratory hygiene
 Cover your mouth when
you cough or sneeze.

3

 Do not travel to affected areas.

 Use disposable tissues
to cover your mouth.

 Do not come to work
if you develop any of
the symptoms of
the illness.

 Ensure that you
discard tissues into
a bin immediately.

 Use video- or
teleconferencing
facilities instead.

 Always wear a
mask when outdoors.

4

Avoid crowds and
congregations

5

 People who are infected may
show no symptoms but are still
infectious.

Viruses may persist on
objects for a few hours or
upto several days

8

Ensure proper sleep and
nutrition to keep your
immunity levels high

Avoid coming into contact with
people who are sick or sharing
their personal items
 Avoid sharing food, utensils,
cups etc.
 Use your own towels.

11

Seek medical attention
immediately if you are sick

Wash your hands thoroughly for at
least 20 seconds every three hours
with soap and water or use an
alcohol-based hand sanitiser.
 Not sure if you touched a contaminated
surface? Wash your hands at least every
three hours.

 Accidently
touching these things,
and then touching
your face may make
you fall sick.

 The only effective way
to get rid of them is
to frequently
disinfect surfaces.

10

6

 Sometimes a sick person’s saliva
can get on other things: Door
Knobs, Pens and Mouse, Digital
Devices, Cups etc.

 Avoid close
contact with
persons
who have flu-like
symptoms.

7

Avoid touching your mouth,
nose and eyes

Avoid any international or domestic
travel unless absolutely necessary

Elbow

9

Avoid consumption of
raw/undercooked meat. Avoid
travel to farms, live animal
markets or where animals are
slaughtered
 Wash your hands with soap
and water before handling meat,
fruits and vegetables.
 Wash fruits and vegetables
thoroughly in clean water.
 Clean the surfaces of any
plastic packed food items with a
disinfectant wet-wipe.
 Eat only well-cooked meat,
egg, or vegetables. Boil milk
before drinking.

Stay safe,
everyone!

Know the Right Facts to Stay Safe
Avoid some common misconceptions about the coronavirus and protect your loved ones
Exposure to sun or warm/hot
temperatures does not prevent or cure
COVID-19.

Taking a hot bath does not prevent
COVID-19

The new coronavirus CANNOT be
transmitted through mosquitoes or
house flies.

The new coronavirus is unlikely to be
transmitted through goods manufactured
in COVID-19 affected countries.
Use a disinfectant to clean the surfaces of any
packages you receive.

Spraying alcohol, chlorine, or any
disinfectants over your body will not
protect you from COVID-19 and can
be harmful.

Vaccines against pneumonia will not
protect you against the new coronavirus

Always wear a mask when outdoors.
If you are healthy, wear a cloth mask at all
times outdoors. Read CDC guidelines on
cloth masks for more.
Only those with symptoms and those who are
caregivers and non-medical first responders should
wear surgical masks. Healthcare workers and medical first
responders should wear N95 respirators.

Thermal scanners can only effectively
detect people with fever from COVID-19.
However, scanners cannot detect people
who are infected but don’t yet have fever.

Hand dryers are NOT effective
in killing the new coronavirus.

There are currently no drugs licensed
to treat or prevent COVID-19.

UV lamps should not be used to
sterilize hands or other areas of skin

However, vaccination against respiratory illnesses is
highly recommended to protect your health.

People of all ages can be infected
by COVID-19
There is no evidence that eating certain
food items can specifically prevent
COVID-19.

Sources: WHO https://www.who.int/ and CDC www.cdc.gov

Older people, and people with pre-existing medical
conditions (such as asthma, diabetes, heart disease)
are more vulnerable.

Updated on June 4, 2020

How to Practise Hand Hygiene:

5 EASY STEPS

1

Wash your hands frequently and
thoroughly with soap and water

2

Ensure that you wash your hands
for at least 20 seconds

3

Wash all areas of your hands
including fingers, palms, back
of the hands and wrists, up to
your elbows

4

Dry hands with your own towel,
or with disposable tissues

Fingers
Back

Use your own towel
Elbow

5

disposable tissues

Use an alcohol-based hand sanitizer
with at least 60% alcohol, if you
don't have immediate access to soap
and water

Visit www.who.int
for more resources

#COVID19 #Coronavirus #2019nCoV

Advisory regarding Commute to Reliance Corporate Park
Dear Colleague
Your health and wellbeing, as well as that of your loved ones, continue to be paramount to us and are at the
forefront of all the measures we are implementing in light of the global COVID-19 situation.
All our advisories to you continue to emphasize the critical importance for each one of us to practise the
protocols of social distancing and personal hygiene.
Towards this end, it has now become imperative that we avoid all modes of mass public transport, such
as buses and trains, until further notice.
Effective immediately, the following measures are applicable to all employees, visitors, vendors, and guests
travelling to the RCP campus. Please consider these measures as intended for your own safety and that of the
communities in which you live and work:

• All bus services to, from and within the campus are suspended until further notice.
• Please use a radio-cab, taxi, or use your own private vehicle or car-pool to commute to office.
• When in transit, avoid close contact with other passengers or the driver. If you choose to car-pool, be

mindful of having adequate space between yourself and the other passenger. Please avoid carpooling if you
notice someone exhibiting flu-like symptoms in the car.

• Upon arrival to Reliance Corporate Park, you may be asked to self-declare your mode of arrival to the campus.
• You are strongly advised to not use any mass public mode of transport, i.e., buses or trains.
• For those of you with chauffeurs, you are advised to constantly educate them about practising good personal
and respiratory hygiene at all times.

• Carry and use an alcohol-based hand sanitizer while on the go.
We are confident that you will understand and appreciate the need for these measures and look forward to your
full cooperation and patience with this.
Reach out to your HR Business Partner if you have any queries or concerns and they will do everything they can
to help you at the earliest.
Let’s stay safe and stay healthy. In true Reliance spirit – together, we can and we will!
Regards,
Team Corporate Services

RCP Cafeteria Services - Interim Guidelines
Dear Colleague
As we continue to monitor the evolving situation around COVID-19, we have a collective responsibility to adapt
quickly and act swiftly to keep ourselves, our workplaces, and our communities safe and protected. We seek your
full cooperation as we implement the following measures, effective immediately, across the RCP campus:
Avoid congregating in crowds in hallways, cafeterias, or meeting rooms. Maintain social distance of at least
1 metre from others.

Cafeteria Services Guidelines
1. Outside food delivery service providers or food parcels will not be permitted into the RCP campus.
2. It is advisable that you bring your own food from home to avoid any inconvenience.
3. Cafeterias in RCP will serve meals at the following revised times until further notice:

• Lunch: 12:30 hrs to 15:30 hrs
• Snacks: 16:30 hrs to 18:30 hrs

4. We expect you to self-regulate the cafeteria timings for your meals to ensure that crowding is minimized. If
you find the cafeteria fully occupied, do not wait at the doors or along the aisles. Kindly return at a later
time. Keeping your distance from others is a necessary step in containing the spread of this virus.

Table Etiquettes

• You will notice that the cafeterias will have staggered placement of tables and chairs. This is to maximize
social distance between you and your colleagues and to reduce crowding.

• For added safety, we have placed chairs in theatre-style seating, so that you do not sit directly across
from anyone.

• Please be mindful of your colleagues who may be waiting to have their meals at the table. Take no longer
than you need.

• All other protocols of personal hygiene and social distancing continue to apply. We trust that you are already

informed about these protocols provided in the ‘COVID-19 Info Pack’ available on ESS and R-Connect portals.

Remember, these measures will be effective in preventing the spread of the coronavirus only if we have your
full cooperation.
Thank you for your continued trust and patience as we collectively work together to overcome this challenge.
As always, we wish that you and your family stay safe and healthy.
Regards,
Team Corporate Services

Advisory for Commuting to RCP and Other Mumbai Locations
Dear Colleague,
We are taking every effort to ensure that all our office locations meet the strictest standards of hygiene and
sanitation so that you continue to be safe and protected while at work.
To ensure business continuity, some of you have been specifically asked to continue to work from RCP or other
offices in Mumbai. We understand that your business-critical role warrants you to be physically present at the
workplace and we fully recognize the commitment and the Ownership Mindset this entails.
You can trust that we have implemented all measures of safety and hygiene at the workplace to keep you safe
and protected, including our entire emergency response infrastructure at readiness state, should the need arise.
Here is how you can support our efforts to keep everyone safe: Comply with the prohibition against
using any mode of mass public transport, such as public buses or trains.
Further, we advise you to not use any private buses as well, since this compromises the norms of social
distancing which are necessary to keep you safe from potential exposure to the virus.
You are requested to only use any of the following modes of transport:
1. Self-driven, private vehicle.
2. Chauffeur-driven, owned vehicle; encourage your chauffeur to practice good personal and respiratory
hygiene at all times.
3. Car-pool with your colleagues; if you choose to car-pool, be mindful of having adequate space between your
self and another passenger; avoid carpooling if you notice someone exhibiting flu-like symptoms in the car.
4. Radio-cabs, taxis, or autorickshaws.
You may claim reimbursements for your travel expenses by following normal reimbursement claims procedures.
Again, you are prohibited from using any mass public mode of transport such as trains and buses.
Any non-compliance to this advisory may result in the RIL Security team being compelled to decline your entry
into the campus. We strongly discourage the use of private buses as well.
Finally, you are required to adhere to all social distancing precautions and hygiene protocols even as you take
any of the above non-prohibited modes of private transport.
We ask that you extend your patience and full cooperation with us. In true Reliance spirit, together, we can,
and we will tide over this challenging period in our fight against COVID-19.
Let’s stay safe and stay healthy!
Regards,
Team Corporate Services

Advisory regarding Work from Home and Work from Office
for RIL employees of RCP and Other Mumbai Locations
Dear Colleague,
As the coronavirus situation continues to evolve, we are working round-the-clock to implement every measure
that enhances your own safety and that of your colleagues and loved ones.
To this end, we are now migrating to an agile Work from Home (WFH) environment effective start of
working hours on Wednesday, March 18 until March 31.
We encourage everyone to work from home. In case the nature of your work is such that it cannot be performed
from home then you may be required to come to office. In addition, we will maintain minimum strength at the
workplace to ensure business continuity. You will receive a separate guidance on working from office from your
business/function head or HRBP. (A separate advisory will be issued for our colleagues at HN
Reliance Foundation Hospital, who are at the forefront of the coronavirus mitigation strategy.)
As we migrate to the WFH mode, we may encounter unique challenges. We need to be patient for systems and
working cadence to stabilize. I urge you to fully embrace digital and smart-working technologies. Also, extend
greater understanding towards your team mates as we adapt to this agile way of working.

• You may retrieve your laptop, charger, or any other work essentials on or before Wednesday, March 18,
and commence working from home immediately thereafter.

• Normal working hours apply at home. Try to ensure that your workspace is private and as quiet as possible.
• In case you face IT or connectivity issues, be patient and attempt to reconnect. The attached document has IT
helpdesk information and contacts. Keep this document handy for quick reference.

• Utilize all productivity and digital tools at your disposal to maximize productivity. Communicate with
your team members and managers more frequently than you do normally.

• Stay connected over Outlook, MS Teams, and enterprise platforms. Visit the ESS or R-Connect
portals for regular updates and communication.

Refer to the attached Guidelines on WFH, IT Connectivity, and Medical Support
For those of you who are required to be physically present in office, we understand your business-critical role warrants
this commitment and we fully recognize the Ownership Mindset this entails.
Be assured that your safety at the workplace is our highest priority. All standards of sanitation and hygiene have
already been implemented, including our entire Emergency Response infrastructure in ready-state.
We are all in this unprecedented situation together as one Reliance family. We trust that our values of One Team and
Ownership Mindset drive every judgement you make in the best interest of everyone around you.
Let us support each other, stay calm, and tide over this challenge together.
Regards,
Hital R. Meswani
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Introduction
At Reliance, change is constant. Our DNA of adaptability makes us an agile,
entrepreneurial organization that is always braced for change.
As we move towards becoming a platforms-driven organization, we continue to focus
on the timeless principle of keeping people at the centre of all our operations.
The Guidelines to Enable Working from Home are meant to enable business
continuity during exigencies or situations when working from office is not a viable
option.
The guidelines outline the environment and tools required to transition smoothly from
offices to homes and to collaborate remotely with your teams.
With these capabilities in place, we can set new benchmarks for productivity and
efficiency through digital enablement.
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1. Overall Guiding Principles to Enable Working from Home (WFH)
1.1 General
1.1.1 Try to enhance a seamless working environment for yourself and your
teammates.
1.1.2 Try to ensure that your workspace is private and quiet. There may be
interruptions or background noise from household members. Try and accommodate
for this.
1.1.3 Communicate with your team members and managers more frequently than
you do normally.
1.1.4 Stay connected over Outlook, Microsoft Teams, and enterprise platforms.
1.1.5 Watch out for signs of silo behaviours – use virtual collaboration tools to create
a sense of bonding.
1.1.6 If you face IT or connectivity issues, be patient and try reconnecting. You can
contact the GetIT team if issues persist.
1.1.7 Utilise all productivity and digital tools at your disposal to maximize productivity
1.1.8 Utilise resources from R-University and LinkedIn Learning to enhance
productivity while working from home. Click here to view recommended learning
resources for agile working.
1.1.9 Visit the ESS or R-Connect portals for regular updates and communication.
1.2 For Managers:
1.2.1 Prepare your team for the office-to-home switch
1.2.2 Provide best practices for virtual meeting, trainings, tools, and IT support for
troubleshooting. You can refer your teammates to R-University/LinkedIn Learning
learning modules for productivity and efficiency.
1.2.3 Set up and define clear working norms for virtual agile teams
1.2.4 Provide support for employees stranded away from home
1.2.5 Identify and support critical roles
1.2.6 Train your people on digital readiness
1.2.7 Ensure that your full team attends key meetings virtually
1.2.8 Create accountability with clear allocation of work
1.2.9 Plan work allocation to force deeper cross-squad collaboration
1.3 Emergency Contacts
• RIL Doctor helpline number for COVID-19 related advice: 9321448844
• REFERS: 18001039009 | 022 7967 4477 | 022 4477 4477
• Sir HN Reliance Foundation Hospital COVID-19 helpline: 18008901111
• GetIT: 022 7967 4357 | 022 4477 4357 or email getit@ril.com
• Corporate Services Helpline Number: 022 4477 5000
• COVID-19 Symptoms Checker Support: Symptomcheckerhelpdesk@ril.com
• For video consultation with doctors, download the JioHealthHub app
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2. Work from Home - Enablers

2.1 Tips for Employees on WFH
2.1.1 Setting up Home Office – Quiet environment with minimal
distractions, dependable broadband connection, well-ventilated room,
etc.
2.1.2 Manage productivity when working in remote teams
2.1.2.1 Managing Time
2.1.2.2 Avoiding distractions
2.1.2.3 Planning
2.1.3 Connecting Virtually
2.1.3.1 Virtual meetings
2.1.3.2 Use of technology
2.1.3.3 Virtual meeting etiquettes
2.1.3.4 Virtual team work/Collaboration
2.1.3.5 Mindset change
2.1.4 Alignment and Communication of deliverables
2.1.4.1 Sharing of Objectives
2.1.4.2 Listing out deliverables
2.1.4.3 Managing Stakeholders through regular communication
2.1.5 Virtual reviews
2.1.5.1 Managing teams virtually
2.1.5.2 Providing feedback
2.1.6 Troubleshooting for any technology related issues
2.1.6.1 Connect with Ownership Mindset
2.1.6.2 Connect with IRM clauses on Confidentiality and Data Privacy
2.2 IT Setup and Tools
Refer to FAQs: IT and Enterprise Set Up at Home
2.2.1 Mandatory to have on your laptop:
2.2.1.1 Secure Connection: Cisco VPN Client
2.2.1.2 Email platform: Outlook 365
2.2.1.3 Collaboration platform: Microsoft Teams (click to learn more
about how to get started with Microsoft Teams), JioMeet
2.2.1.4 RIL Portals & Business Applications – ESS, SAP, RUniversity, Workboard (for those who already have usage rights)
2.2.1.5 Access to the shared drives you use for BAU
2.2.2 Mandatory to have on your mobile phone:
Reliance - Internal
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2.2.2.1
2.2.2.2
2.2.2.3

Email platform: Outlook 365 (Intune Company Portal,
Authenticator, Intune Secure Browser – all in a package)
Collaboration platform: Microsoft Teams, JioMeet
RIL Portals and Business Applications – ESS, SAP, RUniversity, Workboard, EmpXP app

2.2.3 Some actions:
2.2.3.1 Select a new password if your password is due to expire in the
next 15 days. This is because password changes can
sometimes be made only with a LAN connection.
2.2.3.2 Keep the GetIT No. for IT Support and applications support
handy. The number is 022 44774357/ 79674357
2.2.3.3 Have the GetIT support team resolve any current hardware
related issues, and run a hardware health check
2.2.4 Other apps for informal communication – not for sharing any
formal data, files or information:
2.2.4.1 Jio Chat
2.2.4.2 WhatsApp
2.3 People Manager Expectations
2.3.1 Trust the team members
2.3.2 Clearly communicate the expectations
2.3.3 Hold team members accountable for deliverables
2.3.4 Responsible to report to Medical Services and take call for
quarantine/isolation depending on symptoms and travel history
2.3.5 Have team conversations on Microsoft Teams to ensure every
member is walked through the advisory
2.3.6 Mandate carrying Laptop and charger at home
2.3.7 Work towards reduced footfall in office
2.3.8 Ensure all WFH basics are in place:
2.3.8.1 Broadband connectivity
2.3.8.2 Email on mobiles
2.3.8.3 Laptop Access
2.3.8.4 Cisco VPN
2.3.8.5 Microsoft Teams chat app
2.3.9 Encourage everyone to be online on Microsoft Teams
2.3.10 Avoid large meetings
2.3.11 Keep the team spirit up
2.3.12 Refrain from spreading panic
2.3.13 See learning resources for more help
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3. FAQS: Working from Office
3.1 How do I know whether I should work from home or office?
Your business or function heads will communicate the same with you. Consult your
Line Manager and HR Business Partner for clarity.

3.2 How will working from home affect business?
Please note that our Business operations will continue at all locations. For business
continuity, Business and Functional Heads will determine which minimum staff needs
to operate from office and the specifics on the same.
Other employees are expected to work from home.

3.3 If I am required to come to work, what should I bear in mind while
commuting?
You are prohibited from using any mode of mass public transport, such as
buses or trains, until further notice.
Private buses are also prohibited, since this violates basic norms of social distancing
which are absolutely necessary to keep yourself away from potential exposure to the
virus.
This needs to be strictly complied with.
You are encouraged to use only one of the following means:
-

Self-drive in your vehicle
Chauffeur driven own vehicle
Car pool with your colleagues
Radio cabs, taxis, and autorickshaws

3.4 It is not financially viable for me to take personal transport or radio cabs to
and from office. What should I do?
We understand that radio cabs/taxis/autos are not a financially viable option to many
of our employees. Your safety is of paramount importance to us and these measures
are in place to prioritise your safety and health. We are doing everything we can to
ensure that you are able to continue working.
If you use any of the modes of transport mentioned in 3.3, you may receive
reimbursements. Please get in touch with your Business Leaders/Team Leads/HRBP
for any concerns.

3.5 What arrangements has Reliance made to ensure my safety at work?
Reliance has established extensive protocols and mandatory practices to assure the
safety and well-being of our employees across all our businesses, manufacturing sites,
Reliance - Internal
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offices, research and development facilities, consumer-facing locations, townships,
and schools across the country.
These include:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.

17.
18.

19.
20.
21.

Issuing frequent, accurate, and up-to-date information on COVID-19 and safety
measures to be adopted
Issued advisories on cafeteria movement, hygiene and sanitation
Providing the REFERS 24x7 emergency helpline for Reliance employees and
families globally
Frequent disinfection and sterilisation actions have been enhanced across
offices/plants/medical facilities
Regular cleaning and disinfection of HVAC ducts and filters
Physical checks at entry points of the sites and key buildings/locations
Mandatory temperature scan for all personnel entering premises
Providing alcohol-based hand sanitizers at all locations
Providing special gear and masks for all security personnel and site medical
staff
No external training / learning / talks to be conducted at any office location
Avoiding all visitors/vendors
Advising employees to avoid trips to affected countries and regions
Minimising large group meetings
Providing alternate facilities for meetings, such as tele- or video-conferencing
Training of all ground personnel i.e. security staff, drivers, and medical staff on
SOPs to manage potential risks and additional daily tasks
Setting up a dedicated task force (COVID-19 War Room) at Enterprise Level
and Business level under the guidance of the Leadership team to deal with
exigencies
Jio HealthHub app for employees and family members to book free videobased consultation with RIL doctors. Click here for more.
AI-based self-diagnostic “Daily COVID-19 Symptoms Checker” enabled for all
employees and their family members. Emergency response protocols are
triggered automatically in case anyone’s symptoms show high risk of COVID-19.
Click here for more.
On-ground status across the organization is monitored by the HR and the
Medical team on a daily basis.
Guidance resources on coping with stressful situations for employee wellbeing.
Click here for more.
Closely monitoring updates from the World Health Organization and the
Government of India

3.6 What precautions should I follow while at work?
1. Practise social distancing – maintain a distance of at least 1 metre or 3 feet
from others
2. Wash your hands frequently and thoroughly with soap and water for at least
20 seconds
Reliance - Internal
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3.
4.
5.
6.
7.

Always carry and use an alcohol-based hand sanitizer when on the go
Avoid meetings in large groups
Use video-or-tele conferencing
Practise personal and respiratory hygiene always
Read and follow the guidelines mentioned in the ‘RIL Info Pack regarding
COVID-19’
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4. FAQs: Working from Home
4.1 How do I create an environment conducive to working from home?
1. Select a spot that can be your office at home. Set it up with the basics you need:
your phone, laptop, reference books and material, stationery, steady internet
connectivity and a comfortable chair.
2. Let your family know that this will be your designated working space.
3. Follow a routine. Prepare for your day like you would if you were physically
coming into work.
4. Communicate this plan to your manager and team, so that they can plan
accordingly.
5. Some of you may be trying Work from Home personally and together as a team
for the first time. Communicate more than you may have otherwise, to ensure a
seamless working experience.
6. If necessary, set up daily check-ins to get updates whenever needed to
understand progress and ask for help.
7. Select virtual meeting and collaboration tools by coordinating with your team and
with IT.
4.2 What will be my role as a manager?
As a manager, you are expected to anchor your team and ensure that they are aligned
with each other and work together on ongoing projects/ tasks.
You can coordinate with your Line Manager and HRBP to address queries from your
team.
Kindly go through “People Manager Expectations” for an overview of expectations. For
learning resources, see 4.3.

4.3 What learning resources can help me with agile working methods?
R-University, RIL’s learning portal, has a list of resources to enable you to work
effectively from home. Click on the course titles to begin learning:

1. Working Remotely
Learn how to Work remotely and remain connected to your
organization, create a productive work environment at
home, and deal with common challenges faced.

2. How to Use Microsoft Teams
Microsoft Teams is the hub for teamwork, collaboration and
communication at Reliance. Visit this link to understand how
to simplify and amplify getting work done.
Reliance - Internal
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Also see “Unified Communications” for a comprehensive overview of Microsoft Teams
features.

3. Time Management: Working from Home
Working from home is demanding on your time and
attention. It can be tricky to stay productive and connected
with your stakeholders. This course guides you on how to
overcome these common challenges.

4. Leading at a Distance
For managers and leaders, spearheading remote teams by
making the jump from in-person to virtual leadership can be
challenging. In this course, learn how to lead effectively from
a distance.

5. Managing Virtual Teams
Managing work effectively while working from home is a
balancing act. In this course, you will learn how to get the
most out of your teams by remotely boosting productivity,
engagement, growth, and building trust.

You can access these courses via R-University or LinkedIn Learning, or get in
touch with your L&D academy for help.
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5. FAQs: Medical Services and related queries

5.1 What health precautions must I take when working from home?
1. Regularly wash your hands with soap and water for at least 20 seconds
2. Use an alcohol-based hand sanitizer when you do not have immediate access
to soap and water
3. Practise personal and respiratory hygiene always.
4. Respiratory hygiene – always cover your mouth with a handkerchief or tissue
when coughing or sneezing. Dispose tissues into a close bin after use.
5. Maintain at least 1 metre (3 feet) distance between yourself and anyone who is
coughing or sneezing.
5.2 What emergency provisions do I need while working from home?
1. If you need to buy provisions such as groceries, medical supplies and
toiletries, designate a member of your household to buy these provisions
2. Avoid home-deliveries as far as possible. If this is unavoidable, you can clean
the surfaces of any packages received with alcohol wipes
3. Create an emergency kit that includes the following:
3.1 First Aid Kit with thermometers, prescription medicines, and fever
medication
3.2 Alcohol-based hand sanitizers with at least 60% alcohol
3.3 Essential supplies for household members, including baby supplies,
pet supplies
3.4 Toiletries including soaps, toothbrushes, toothpastes, toilet paper,
sanitary and feminine hygiene products, shampoos, etc.
3.5 Crockery and cutlery. If reusable, ensure that they are properly and
thoroughly cleaned.
3.6 Disinfectants such as bleach
3.7 Non-perishable food items
3.8 Bottled water – 3-4 litres per person per day
3.9 Copies of all important documents
4. While putting together this emergency kit, avoid hoarding supplies.
5. Ensure that each member uses their own provisions.
6. Practise social distancing – a minimum of 1 metre (3 feet) distance from
others.
7. Avoid receiving guests or visitors as far as possible.

5.3 What if I or a member of my household is exposed to the coronavirus?
If you or a member of your household is exposed to the coronavirus, you should
immediately initiate quarantine protocols.
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Quarantining involves the restriction of activities or separation of persons who are not
ill but may have been exposed to an infectious agent, affected region, or disease.
Quarantining differs from isolation, which is the separation of ill or infected persons
from others.
The objective of a quarantine is to monitor a person closely and help detect cases
early at the onset of any symptoms, so that medical attention can be provided
immediately.
5.3.1 Effective steps to self-quarantine:
1. If you have recently returned from abroad or an affected area, stay home for
14 days from the day of your return.
2. Check your temperature twice a day and watch for symptoms such as fever of
100.4°F/ 38°C or higher, cough, runny nose, shortness of breath, etc.
3. If you develop any of these symptoms, please seek immediate medical
attention and inform your HR Business Partner.
4. Stay in a well-ventilated single room, preferably with an attached or separate
bathroom.
5. Wash hands often and thoroughly with soap and water.
6. Use an alcohol-based hand sanitizer if you do not have access to soap and
water.
7. Wear a surgical mask at all times. Use a new mask every 6-8 hours. Do not
reuse disposable masks.
8. Dispose used masks in a closed bin.
9. Do not invite visitors or guests to your home.
10. Avoid stepping out of the house.
11. Avoid social and religious gatherings.
5.3.2 What to bear in mind when interacting with other household members:
1. If another member must stay in the same room, maintain a distance of more
than 1 metre from them.
2. Restrict your movement within the house.
3. Stay away from elderly persons, pregnant women, children, and persons with
pre-existing medical conditions.
4. Avoid sharing household items such as dishes, drinking glasses, cups,
utensils, towels, bedding, etc. with others at home.
5.3.3 Instructions for caregivers of the person being quarantined
1. Only an assigned caregiver should take care of the quarantined person.
2. The assigned caregiver should avoid close contact with the quarantined
person.
3. Use disposable gloves and disposable masks when cleaning surfaces or
handling soiled linen.
Reliance - Internal
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4. Wash hands with soap and water after removing gloves.
5.3.4 Steps for Isolation
1. If the quarantined person becomes symptomatic, all close contacts will be
home quarantined for 14 days. This will be followed by an additional
quarantine of 14 days or until the lab testing reports of these persons are
negative.
2. Call REFERS on 18001039009 | 022 7967 4477 | 022 4477 4477 for
nationwide emergency medical response. You can also call an RIL
doctor on 93214 48844.
5.3.4.1 Isolation and holding areas
1. All patients screened positive or suspected of COVID-19 are to be isolated
in an appropriate facility to prevent the spread of the infection.
2. Patients should be housed in single rooms, whenever possible, in
designated isolation facilities identified site-wise.
3. There should be a changing room area and a separate nursing station.
4. Adequate personal protective equipment (PPE) should be available to
staff/nurses/security personnel in the changing room with waste disposal
bins to collect used PPEs.
5. Keep the patient’s personal belongings to a minimum. Keep water pitchers
and cups, tissue wipes, and all items necessary for attending to personal
hygiene within the patient’s reach.
6. Non-critical patient-care equipment (e.g., stethoscope, thermometer, blood
pressure cuff, and sphygmomanometer) should be dedicated to the
patient, if possible.
7. Any patient-care equipment that is required for use by other patients
should be thoroughly cleaned and disinfected before use.
8. If room is air-conditioned, ensure 12 air changes/ hour and filtering of
exhaust air. A negative pressure in isolation rooms is desirable for patients
requiring aerosolization procedures (intubation, suction nebulisation).
These rooms may have standalone air-conditioning. These areas should
not be a part of the central air-conditioning. If air-conditioning is not
available negative pressure could also be created through putting up 3-4
exhaust fans driving air out of the room.
9. The principle of natural ventilation is to allow and enhance the flow of
outdoor air by natural forces such as wind and thermal buoyancy forces
from one opening to another to achieve the desirable air change per hour.
10. Avoid sharing of equipment. Any reusable equipment must be
appropriately disinfected between patients before and after use.
11. Ensure regular cleaning and proper disinfection of common areas, and
adequate hand hygiene by patients, visitors and caregivers.
12. Visitors to the isolation facility should be restricted. For unavoidable
entries, they should use PPE according to the hospital guidance, and
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should be Guidelines for all RIL Employees – COVID-19 10 instructed on
its proper use and in hand hygiene practices prior to entry into the isolation
room/area.
13. Doctors, nurses and paramedics posted to isolation facility need to be
dedicated and not allowed to work in other patient-care areas.
14. Consider having designated portable X-ray equipment.
15. Corridors with frequent patient transport should be well-ventilated.
16. All health staff involved in patient care should be well trained in the use of
PPE.
17. A telephone or other method of communication should be set up in the
isolation room/area to enable patients or family members/visitors to
communicate with nurses.
18. Clinical triage includes early recognition and immediate placement of
patients in separate area from other patients (source control). Minimize the
waiting time at triage station.
19. A self-declaration form should be filled up for all suspected cases reporting
to the hospital. All individuals, including family members, visitors and
HCWs should apply standard, contact and droplet precautions.
5.3.4.2 Treatment
1. Treatment at a hospital or patient-care facility is essential in case of severe
symptoms.
2. Treatment can be done at home in case of mild symptoms.
3. All other standards of care, monitoring, and infection-control protocols as
applicable to a critical-care situation should be followed

5.4 Can I receive visitors while working from home?
Avoid receiving guests or visitors as far as possible. If you do, we trust that you will be
prudent in receiving guests at your home. Avoid public visits in the best interest of your
and your family’s health.

5.5 How can I use JioHealthHub to book an appointment with a doctor?
Should a medical concern arise for you or anyone in your family while at home, we
have enabled a fully virtual OPD on the JioHealthHub app – on which you can book
an absolutely free video consultation with a doctor.
Download the app for iOS or Android.
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Steps to Video Consult on JioHealthHub
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5.6 How can I and my family members use the Daily COVID-19 Symptoms
Checker to monitor our health?
You and your family members can monitor your health on a daily basis by using the
Daily COVID-19 Symptoms Checker.
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Step 1: From your laptop or desktop, visit the ESS, R-Connect, or EmpXP portal using
the Google Chrome Browser (do not use Internet Explorer to avoid technical
issues).
If you have the EmpXP mobile app on your device, you can use it to take the
Symptoms Checker directly.

Step 2: You can access the Daily COVID-19 Symptoms Checker anytime, every
day, by clicking this banner on ESS or R-Connect portals.

Step 3: Fill out the form for yourself and all listed family members. Hit “Done” for the
results and follow the on-screen recommendations.

Step 4: Make this a daily habit to ensure timely medical attention if you or your family
members need it.

Technical Helpdesk
For any technical queries, please contact the COVID-19 App Helpdesk at
SymptomCheckerHelpdesk@ril.com
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5.7 I am experiencing stress/anxiety. How can I cope?
The first thing to do is to stay calm and remind ourselves that we are all in this
together.
While it is natural to experience some levels of stress, if we or someone we know is
prone to heightened levels of anxiety and emotional stress, we can take proactive
measures to mitigate such a possibility.
Here are some ways to cope with stress:
1. Stay alert, not anxious: Being practical in our approach to risk-mitigation may
help ease anxiety. Take steps to minimize the chances of exposure to the virus
by avoiding crowded or public places; maintaining social distance even at
home; washing hands every 3 to 4 hours; avoiding touching our face; and
sanitizing items we use frequently.
2. Be factual: Staying grounded in facts is necessary in these times. This helps
us make informed and confident decisions and reduces uncertainties. Obtain
and share information only from reliable sources, such as from RIL ESS or RConnect portals, or from the WHO and the Government of India websites.
Consider limiting exposure to news coverage of unfolding events, including on
social media.
3. Keep social distance, not emotional distance: Restricting our movements is
a necessary measure in the current scenario. We can use virtual modes of
communication to stay in touch with our colleagues, friends, and family during
this stressful time. Indeed, it is better to overcommunicate with loved ones.
Human connection is essential for our mental health, and talking to the ones
we love can keep us stay calm and assured.
4. Maintain a routine but take breaks: If working from home, some of us may
require time to adjust to the new arrangement. Setting regular working hours at
home can help set a routine in place. Use collaboration tools such as Microsoft
Teams and other enterprise and social platforms to schedule meetings with
colleagues and remain connected. Remember to schedule timely breaks as
well to unwind.
5. Do not ignore physical health: In crises situations, we often ignore our
physical health and our need for self-care. We should remind ourselves that a
healthy body is one less thing to worry about. Let us ensure that we set aside
some time to exercise regularly, eat well-balanced meals, and get adequate
sleep. These steps will go a long way in improving our mood, boosting our
immunity, and helping us cope with stress effectively.
6. Express social solidarity: Remember that we are not alone; people around
the world are going through this unprecedented situation. Additionally, there are
hundreds of thousands of people working relentlessly at the frontlines of the
global COVID-19 crisis to save lives at great risk to themselves and their loved
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ones. By expressing solidarity with and gratitude to them, we can nurture a
sense of benevolence and connection with others and calmness in our minds.
7. Practise mindfulness meditation: It is well-known that meditation helps calm
the mind and refocus our thoughts. The steps to practising mindfulness
meditation involves settling into a comfortable place and posture; taking slow
and deep breaths; and actively directing our awareness to every single part of
our body gradually. Doing this for only 10 minutes every day can help us reduce
anxiety and achieve emotional balance.
8. Seek professional help: It is advisable to seek professional help if our
emotions get too intense or overwhelming. In case of a medical concern, we
can book a free video consultation with a doctor through the fully virtual OPD
on the JioHealthHub app. We have professionals on-call ready to help us
overcome any emergency.
We have compiled a more detailed document with helpful tips, guidance, and
resources for coping with stress, which may prove useful to you and your loved ones.

Read the Guidance Resources for Coping with Stressful Situations
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6. FAQs: IT and Enterprise Set Up at Home
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6.1. How do I use Microsoft Teams for remote collaboration?
Use Microsoft Teams and Citrix for productivity and collaboration
Microsoft Teams will help you:
1. Share screens and files
2. Conduct audio and video conferences with other colleagues and external
users.
3. Microsoft Teams is available for laptops, mobile phones and tablets.
For a comprehensive overview on how to use Microsoft Teams and its features,
please see “Unified Communications”.
You can directly launch Microsoft Teams from your device, if downloaded on your
device.
Alternatively, go to https://portal.office.com to access Microsoft Teams.

6.2. What do I need in place for IT connectivity?
6.2.1 For employees with company laptop and internet connectivity at home
You are already set up for working from home through eVPN (Cisco Anywhere) and
no further actions are required. Seamless access from home is already available.
Reliance - Internal
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6.2.2 For employees with only company desktop but personal desktop/laptop at
home with internet connectivity
6.2.2.1

6.2.2.2

Download and configure the CITRIX receiver client software from the
Internet if you have not already done so. The detailed guidelines for the
setup and configuration of the Citrix Virtual desktops attached to this
email. To download the CITRIX receiver software, click here.
You are also enabled to be setup on Office 365 to collaborate on voice
and video. Logon to https://www.office.com/ using your RIL email address
and password.

6.2.3 For Consultants and Contractors with their company or own laptops and
Microsoft Office 365
6.2.3.1

6.2.3.2

We are setting up Teams Federation with key vendors and consultants to
enable video, voice and exchange interchange to enable these consultants
and contractors to collaborate via Office365.
After this, follow the process highlighted in 6.2.2 above.

6.2.4 Consultants and Contractors without personal/company laptops and
or Microsoft Office 365
6.2.4.1
6.2.4.2

We will be requesting the contractor company to issue staff with a laptop to
work from home.
Once a laptop is issued, follow the process highlighted in 6.2.2 above.

6.3 How do I set up Citrix?
My Workspace Citrix is accessible from any system and from anywhere. The user
must fulfil the following basic requirements:
1. RIL domain ID is required for user authentication.
2. RIL Pass app needs to be installed on user mobile for two-factor
authentication to access My Workspace over the internet along with RIL
Domain ID.
3. RIL Pass access will be provided on following manager and L1 approval as
part of the process.
4. Citrix session can run on minimal bandwidth of 200kbps over the internet. It is
suggested to have good internet speed.
5. User must have Citrix Receiver/Workspace installed on their system for
accessing Citrix Environment. User may require admin rights for installation.
6.3.1 Citrix Receiver Version: 4.9.6001 or later.
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To download, click here
1. This version of Citrix Receiver for Windows requires a minimum of 500 MB
free disk space and 1 GB RAM.
2. .NET Framework minimum requirements
3. Self-Service plug-in requires NET 3.5 Service Pack 1. It allows you to
subscribe to and launch the apps and desktops from the Receiver user
interface or command line.
6.3.2 WorkSpace App Version: 1904.1 or Later.
To download, click here
1. This version of Citrix Workspace app requires a minimum of 1 GB RAM.
2. .NET Framework minimum requirements
3. Self-Service plug-in requires NET 4.6.2. It allows you to subscribe to and
launch the apps and desktops from the Workspace for Windows user
interface or command line.
4. Microsoft Visual C++ Redistributable 14.16.27012.6 or later.
5. My Workspace Citrix can be accessible from any system with Citrix Receiver
on it

6.3.3 Steps for Setting Up Citrix:
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6.4. How do I set up eVPN?
6.4.1 Pre-requisites for eVPN Service
6.4.1.1 Cisco Anyconnect Client is preinstalled in all Official Laptops (in case
client is not available on user’s official laptop, contact GETIT)
6.4.1.2 User Laptop should be part of IN domain (RIL Official laptop)
6.4.1.3 User certificate should be installed on Official Laptop. 3.1 To verify:
Open 'Internet Explorer' browser. Click on Tools > Internet options > Content
> Certificates > Personal tab > (Issued By) RILSUBCA02.
6.4.1.4 User should have direct Internet connectivity to access evpn.ril.com

6.4.2 Users Laptop in which Cisco Anyconnect Client Preinstalled
Below are steps to connect eVPN service from Official Laptops with Preinstalled
client
6.4.2.1 Start – All Programs – Cisco – Cisco Anyconnect Secure Mobility
Client
6.4.2.2 Type evpn.ril.com in window and click Connect

6.4.2.3 Enter Domain ID in Username window, Domain Password in
Password window and Click OK
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6.4.2.4 User can verify VPN status by checking Cisco Anyconnect VPN icon
in taskbar

6.4.2.5 To disconnect VPN, user has to click on icon in taskbar and click on
Disconnect button.
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6.5. What do I do if I have any queries or concerns?
A separate IT Help desk has also been setup to support end users and resolve any
connectivity and user access issues where required.
Where further support is necessary please contact GetIT on +91 22 7967 4357 or
+91 22 4477 4357, email (getit@ril.com), or the GETIT portal https://getit.ril.com/index.aspx.

6.6. How do I adhere to the Internal Risk Management (IRM) guidelines while
working from home?
6.6.1 We will expect special care and attention from you during such an
unprecedented situation.
6.6.2 Since you will be working from home, we expect you to be mindful of the
confidential content/ tasks that you will be working on.
6.6.3 Only use RIL’s official platforms such as Microsoft Teams and Microsoft
Outlook to communicate.
6.6.4 Avoid using any third-party text/video communication apps for sensitive
information.
6.6.5 You can use JioMeet for seamless video communication between your teams.
6.6.6 Please read the IT policies on ESS for further information.
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Dear Colleague
While we take every effort to ensure that you are safe and protected al the workplace, here are a few easy
measures we recommend that you implement at home to ensure your own safety and that of your ramify
members.
Maintain social distancing protocols even at home:
1. Avoid receiving guests or visitors at home. as far a.s possible.
2. Avoid social gatherings at home or elsewhere.
3. Minimize the need for home-deliveries. For added safety, use alcohol wipes to sanitize the
surfaces of any packages received.
First-Aid Kit and Emergency Supplies:
1

� 1. Ensure you have ail the necessary supplies in your first-aid kit, Include prescript on medications or
all family members as well.
� 2. Have alcohol-based hand sanitizers with at least 60% alcohol.
3. Stocil up on essential suppltes such as non-peri shable food items, toiletries, baby supplles, and
pet suppl ies,
,
Personal Hygiene and Sanitation:

J 1l0
•

1. Wash your hands frequently w ith soap and water for at least 2 0 seconds.
2. Use an alcohol-based hand sanllizer when you do not have access to soap and water.
3. Always cover your nose and mouth with a handkerchief or a disposable tissue when coughing or
sneezing.
4. Dispose tissues into a closed bin after use.

JioHealthHub:
Over and above these precautionary measures, should a medical concern arise for you or for
anyone in your famil y while at home, we have enabled a fully virtual OPD on the JioHealthHub app
- on which you can book an absolutely free video consultation with a doctor.
'

'

.

...

•

•

•

•

Finally. we request you to keep the following RIL helpline numbers handy for any assistance or emergencies:
• REFERS: 18001039009.
• GetlT: +91 22 7967 4357 or +91 22 44TT 4357 or email to gl!.fil@ril,com.
• Corporate Services: +91 22 4477 5000.
For any other information or guidelines, read lhe various COVID-19 related communications published on ESS
and R-Connect portals.
We wish you and your family the best of health always. Stay safe and stay healthy.
Regards
Team R-Swasthya

Guidance Resources
for Coping with Stressful Situations
Introduction
The global coronavirus pandemic may be causing many people to experience
emotional stress.
Whether you are concerned for your own physical health and that of your loved ones or
worried about the economic impact of this global situation on your life, it is important
for you to also care about this situation’s impact on mental health.
Managing anxiety in these times is key to ensuring that you make the best decisions for
yourself and your loved ones in moments of crisis.

Keep things in perspective
Keeping things in perspective can help alleviate some
of the fears arising from feeling that you are facing an
unprecedented situation alone.
COVID-19 is a global pandemic. People around the
world are facing an unprecedented scenario. Therefore,
it is important to stay connected and engaged with
health professionals, friends, and professional networks
to stay abreast of developments and expectations.

The most important thing
to remember is that you
are not alone.
We are all in this together.

For instance, knowing that COVID-19 can be easily prevented by following all the
protocols of social distancing and personal hygiene may help you manage your
anxiety better.
Imagine yourself looking down upon yourself from a birds-eye view. Often, we lose our
sense of perspective and feel alone and lost in the trees when we are in a crisis situation. Gaining a sense of perspective will help you step back, appreciate the multiplicity
of possibilities, and gain some semblance of calm.
Remember that this is a phase and this, too, will pass. The more you empower yourself
with facts and accurate information, and the more others around you do the same, the
quicker it will be to tide over these tough times together.

RIL Helpline Numbers: REFERS: 1-800-103-9009 | Corporate Services: 02244775000 |
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Stay Connected
While it is absolutely necessary to maintain social and physical distance from others,
even if they are not exhibiting flu-like symptoms, you may find it difficult to adhere to
this norm when it comes to your family or loved ones.
You may find this experience to be emotionally challenging. However, here are some
alternatives that may still maintain emotional connect while maintaining social distance:
1) Over-communicate with your loved ones, family, and friends.
2) Make communication fun. Try different methods of communicating: for example,
decide to learn and communicate in sign-language with each other.
3) Stay connected virtually. Try scheduling lunches or coffee breaks together.
4) Organize fun virtual activities together. For instance, try out multiplayer online games,
or try watching movies virtually together.

Watch Out for Signs of Stress
Watch out for any extreme swings in mood and behaviour.
This could include:
• Changes in energy levels
• Signs of irritability or anger;
• Difficulty in sleeping or concentrating;
• Inability to enjoy activities one normally enjoys;
• Worsening of chronic health problems;
• Loss of appetite or over-eating
Signs of stress may also include having trouble thinking clearly and concentrating,
having difficulty making decisions, confusion, and trouble remembering things.
Source: SAMHSA and CDC.

Acknowledge How You Feel
Identify your emotions clearly. Don’t fight them. This will help you move forward.
Identify specific causes or triggers for stress and deal with them systematically.
Try out journaling, writing your feelings down, or talk to someone you trust. Journaling
or talking to someone will help you delve deeper and understand why you feel how you
feel. Find creative ways to express yourself – perhaps through writing poems or drawing,
painting, or singing.
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Balance Emotions with Logic
Everyone reacts differently to stressful situations.
While it is normal to experience intense feelings in crisis
situations, trying to get the facts and understanding
the actual risks can help you feel less stressed.
Letting your emotions cloud your thoughts may prove
to be unhelpful, even counterproductive to your goals.
Take a hard look at the facts available to you. Try to argue
the opposite with yourself. Or, engage with a friend or
family member by playing devil’s advocate. When you
catch yourself thinking, “I can’t deal with this,” argue
the opposite. Bring up evidence and situations from
the past when you or someone you know may have
gone through equally or more challenging situations
and had come out of it.

Fact Check
Get your information only from
reliable sources, such as:
• Ministry of Health and Family
Welfare – Government of India
• Reliance ESS or R-Connect portals
• The World Health Organisation
website
• Centres for Disease Control and
Prevention website

The goal of arguing with yourself is not to convince yourself about an untruth, but to bring
to your awareness the huge range of possibilities for your consideration. It may help you
realize that catastrophic outcomes are not the only outcomes of a crisis situation.

Decide to Take Charge
Focus on the things you can control—even if they may be small things, like making your
bed every morning after you wake up.
Gaining a continuous sense of control over your immediate environment can help you
gain control over your thoughts and emotions.
View anxiety and stress as an outcome of external forces, not internal factors originating
from your mind. For example, instead of saying, “I am feeling anxious,” say, “this news
item is trying to make me anxious.”

Pro Tip
“Helping others cope with their stress can also help
you cope with yours.”
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Meditate
Dedicate at least 10 minutes a day to focus on breathing and bringing awareness to your
body. This helps calm the mind, let go of negative thoughts, and refocus your mind on
important things.

Treat Your Body Well
Physical health plays an important role in reducing stress. Ensure that you get enough
sleep, eat your meals on time, and drink plenty of fluids. Eat nutritious, balanced meals
and pay attention to your portion intake.
Remember to exercise regularly for at least 30 minutes every day at home. Enlist the
effort of a friend or family member to remind you to exercise, if you think you may slip.

Pro Tip: Yoga
A few minutes of meditation or physical exercise
can help relieve stress.
Watch these short videos on R-Tube on how to practise yoga:
Link can be accessed through RIL network/VPN)

URL: https://rtube.ril.com/video.
aspx?fileid=2986

URL: https://rtube.ril.com/frmViewVideo.
aspx?fileid=2829

URL: https://rtube.ril.com/video.
aspx?fileid=2979
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Know When to Get Help
You may experience serious distress when dealing with an unprecedented situation or
crisis, even if you are at little or no risk of being directly impacted by it. If you or someone
you know shows signs of stress, for several days or weeks, get help early.
You can speak to a trusted colleague, a doctor, a family member, or a close friend. If you
require professional help, seek it immediately.
RIL’s REFERS is available 24x7 for emergencies at 18001039009.
If you do not have an emergency, but you need medical advice, book a virtual OPD
appointment using the Jio HealthHub app by following these steps:
1. Download the app for iOS or Android
2. Enter your mobile number registered in ESS
3. Enter the OTP to validate your number
4. Set a PIN
5. Click on “Consult with RIL Doctors Online”
6. Select a doctor from the list of doctors.
7. Select an available slot
8. Add details about the patient and confirm.
9. You will receive a notification about your appointment.

Important Contacts
Keep these important numbers handy:
• For emergencies, call REFERS at 18001039009
• For IT Assistance: call GetIT at 02244774357/02279674357 or email at getit@ril.com
• Call RIL Corporate Services at 02244775000
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STEPS TO TAKE THE DAILY COVID-19 SYMPTOMS CHECKER

RIL Info Pack on COVID-19

You and your family members can monitor your health on a daily basis by
visiting the ESS or R-Connect portals (use Google Chrome browser, not Internet
Explorer), or through the EmpXP mobile app.

Contents
Step 1: From your laptop or desktop, visit the
Message from Chairman

ESS, R-Connect, or EmpXP portal using the Google
Chrome Browser (do not use Internet Explorer to avoid
3
technical issues).

If you
have the EmpXP-Mobile app on your device, you
4
COVID-19 Guidelines for all RIL
Employees
can use it to take the Symptoms Checker directly.

Important Information about COVID-19
Step 2: You can access the ‘Daily
Symptoms
Checker’
anytime,
TravelCOVID-19
Advisory
regarding
COVID-19
All

Technical Helpdesk

everyday, by clicking this banner on ESS
or Need
R-Connect
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April 19, 2020

My dear members of the Reliance Family,
I hope each one of you and your families are safe and healthy.
COVID-19 is an unprecedented pandemic for the world, for India and for humanity. These are difficult times, and you may be
feeling anxious, but please remember that you are not alone.
For Mukesh and me, it is a top priority to ensure that each one of you, and your loved ones in your families,
are safe, protected, and COVID-free.
As India enters this extended period of lockdown, our hearts go out to all our fellow citizens who depend on daily wages for
their survival.
They, too, are members of our collective Indian family — our own Bharat Parivar.
This is why, at Reliance Foundation, we have launched Mission Anna Seva – our pledge to feed needy Indians. In our culture,
Anna Daan is Maha Daan. The Upanishads teach us that ‘food itself is Brahma’.
Through Mission Anna Seva, we will provide over 3 crore meals to marginalised communities and frontline workers
across the nation.
Mission Anna Seva will be the largest meal distribution programme ever undertaken by a corporate foundation
anywhere in the world. The beneficiaries of this programme include daily wage earners, slum dwellers, urban service
providers, factory workers, and residents of old-age homes and orphanages.
Further, I am pleased to share with you that, in partnership with the BMC, Reliance has set up India’s first 100-bed exclusive
COVID-19 Hospital in Mumbai in just two weeks - a national record. We are now expanding this facility to a capacity of
250 beds.
We will produce one lakh masks and hundred thousand PPEs (Personal Protective Equipment) daily for health-workers
and caregivers across India.
Reliance is also providing free fuel to emergency vehicles to help ensure COVID-19 patients quickly get the medical
care they require.
In this hour of need, our colleagues at Reliance Retail are working overtime to provide essential supplies every day to millions
of Indians through our stores and home deliveries across over 200 cities.
Our colleagues in Jio are providing uninterrupted and most reliable digital connectivity to over 40 crore individuals and
thousands of organisations, through its work-from-home, study-from-home, and healthcare-from-home solutions.
Reliance Life Sciences has enhanced India’s COVID-19 testing capabilities by developing its own confirmatory tests and is in
the process of expanding this testing capacity for India even further.
Reliance Foundation has donated Rs 535 crores to various relief funds, including the PM CARES fund.
Mukesh and I salute the indomitable spirit and service-mindedness of all of you in our Reliance Family.
You have stood together as one. You are the beating heart of the RIL institution.
A special mention and gratitude to all our doctors, nurses, medical personnel, and staff of Sir H. N. Reliance
Foundation Hospital; our scientists and researchers at Reliance Life Sciences; our colleagues at Reliance Retail in the
back-end and front-end; and the entire team at Jio.
All of you have made us PROUD! You are the true heroes and warriors in this battle against COVID-19.
To catch a glimpse of the tireless efforts of everyone at Reliance Foundation and the larger Reliance Family, we have put together
this short video while remaining in our home.

Click here to watch the video
Whenever India is faced with adversity, our people have always overcome it with unity and determination. Our response to this
crisis will be no different. Together, we will win!
Corona Haarega, India Jeetega.
Stay safe, stay happy.
God bless.
Jai Hind!
Nita M Ambani

April 29, 2020

Dear Colleague,
The COVID-19 pandemic has posed unprecedented challenges for India and the world. All societies, industries
and businesses are impacted, and Reliance is no exception.
Amidst this crisis, safety and well-being of all our employees and their family members continues to be our
topmost priority. Our support system has been working tirelessly to ensure adequate availability of medical and
health services including a 24/7 emergency response machinery for the entire Reliance Family.
Reliance is no stranger to facing adversities and even in the current situation we have ensured that all our
manufacturing sites continue to run at near capacity levels and our supply chains are re-engineered for business
continuity. This is indeed a commendable achievement. Your contribution is greatly appreciated.
The Hydrocarbons business has been adversely impacted due to reduction in demand for refined products and
petrochemicals. This has of course put pressure on our Hydrocarbons business necessitating optimisation and
cost reduction across all fronts. The situation demands that we maintain razor sharp focus on operating costs and
fixed costs and all of us need to contribute to make this happen.
This challenging time has necessitated us to take some proactive decisions on our people costs as well.
As initial set of measures, effective April 1, 2020,
1. Our Chairman has agreed to forgo his entire compensation.
2. Our Board of Directors including Executive Directors, EC members and Senior Leaders will forgo 30 - 50
percent of their compensation.
3. Our large pool of employees across Hydrocarbons with compensation less than Rs. 15 lacs per annum will have
No Reduction in compensation.
4. Our employees in Hydrocarbons with compensation in excess of Rs. 15 lacs per annum will have a 10 percent
reduction in Fixed Pay.
Annual Cash Bonus and Performance Linked Incentives normally paid in the first quarter stand deferred.
We will closely monitor the economic and business environment, re-evaluate our response to the situation on a
continuous basis and strive to improve the earning capacity of our business. The lock down period has also
provided us with several opportunities to reorganise ourselves and digitalise our business processes to generate
significant improvements in our productivity, efficiency and costs. Together we will embrace these opportunities
and work towards restoring our compensation levels to normalcy.
I firmly believe that our various initiatives on all fronts will help us strengthen our organization to become more
resilient in coping with business uncertainties in a volatile and uncertain world. They will help us navigate
through these challenging times with agility and emerge as industry leaders and as accretors of top talent.
I am truly humbled by all your hard work, commitment and passion for Reliance. I am certain that Your
ownership mindset will help us convert this adversity into an opportunity. I am optimistic that together we will
succeed in pursuit of all our endeavours and come out stronger by winning this battle against the pandemic. I
look forward to your unstinted support and contribution towards a brighter future.
I pray for your and your family’s well-being.
Stay safe and stay healthy!
Regards,
Hital R. Meswani

Running Errands Safely
Only when necessary

Staying home saves lives in coronavirus times

1

If you have to step out

•Ask yourself, is it really necessary to step out. Can you
avoid it? Is there an online alternative to your requirement?
•Always wear a face cloth cover, triple layer mask, N95
mask, or surgical nose-mask.
•Wear dedicated plastic slippers or plastic footwear that
you keep next to your door.
•Do not touch anything outside your home. Use your
non-dominant hand (for most people, your left-hand) to
touch objects outside.

2

Use of Public Elevators or Stairs

•Do not touch staircase railing.
•Use your non-dominant hand if you need to grab or hold
onto something. Sanitize your hands soon after or wash
them for 20 seconds when you get home.
•Press elevator buttons with knuckles or elbows. Again,
use your non-dominant hand.

3

When Outdoors

•Maintain a social distance of at least 6 feet from any
person.
•Carry a hand-sanitizer (containing 70% alcohol).
•Carry your own plastic basket, bag, or bucket
from home to place the purchases in. If carrying your
purchases in hand, hold them slightly away from your
body when carrying.
•Try to reduce the number of times you may need to visit
the market, preferably to less than once in two weeks.

4

When making a purchase

•Pay with digital modes. Use UPI methods, netbanking,
or e-wallets. You may ask for card-tapping machines. Sanitize
your card after use.
•If you need to use cash, then avoid having to accept
change in return. Purchase for a whole amount value and
pay the exact amount.
•If you must accept currency in exchange, then keep them
in your hand until you reach home.
•If withdrawing cash at an ATM, first sanitize the keypad
of the ATM with the hand sanitizer before typing. Then
sanitize your card after use.
•Ask a household member to use a cloth iron to iron the

paper currency on both sides. Or, leave the paper
currencies aside for at least 72 hours before handling
them again.
•Disinfect coins with alcohol-based sanitizer or simple
soap and water.

5

When Returning Home

•Leave shoes outside your house. Or, leave them near
the door inside at a designated spot.
•Drop your keys, wallet, etc. at a designated spot near
the door. Do not let it come in contact with other
surfaces. Use a disinfectant wipe or hand-sanitizer to
clean them.
•Drop your used clothes for washing before you touch
anyone or any other surface. Wash your cloths with
detergent and warm water.
•Take a shower and get into a clean set of clothes.

6

Disinfecting Groceries & Food

•Wash your hands thoroughly with soap and
water before handling fruits and vegetables.
•Wash fruits and vegetables thoroughly with
clean water.
•Do the same for plastic packed items or tetra
packs. For added safety, you can use an
alcohol-based wipe to clean the surfaces.
•Avoid purchasing unpackaged dairy products from
a market.
•If you buy milk from a milk-man, ensure ample social
distance while buying. Boil the milk immediately
after purchase. Wash your hands before touching
other surfaces.
•Avoid eating uncooked foods, such as raw
vegetables or cold salads.
•Unpackaged food that cannot be washed must be
stored at a dedicated place for at least 72 hours
before consumption.
Quarantine duration for packaged materials
Surface

Duration

Surface

Duration

Aluminium

2-8 hours

Paper

Wood

4 days

Ceramic

5 days

Plastic

2-5 days

Steel

2-28 days

Metal

5 days

Glass

4-5 days

3 hrs-5 days

Sources: Centre for Disease Control (USA); WebMD Medical Reference Reviewed in May 2020.
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Keep your Home COVID-Free
Here are easy ways to ensure that your house remains a safe COVID-free zone at all times.
Hygiene & Safety Measures at Home

Regarding Visitors

Increase ventilation by opening windows
occasionally to let the air circulate.

If you have service person or house-help
visiting your home, make sure they do not
have any flu-like symptoms.

Disinfect all high-touch items every day,
especially if you have received a guest or
if anyone in your household has returned
home from outside.

Check to see if they have a fever with a
non-contact digital /infrared thermometer.

Mop the floor daily in the morning with
2% detergent solution or 0.2% Lizol
solution or Dettol/Savlon 3% solution.
 isinfect the main door handle and
D
doorbell with alcohol-based sanitizer.
Monitor the health of everyone in your
household with the Daily COVID-19
Symptom Checker, and also monitor your
chauffeur, staff, or house-help’s health.
Avoid hosting guests or visitors. Do not
receive visitors from amber or red zones.
Avoid gatherings in your house as well as
anywhere outside.

Safe Home Deliveries
Ensure social distancing when receiving
home deliveries. For added safety, use
alcohol wipes to sanitize the surfaces of
any packages received.
For any packages ordered online, dispose
the packaging material immediately.
Alternatively, you can wait 72 hours or a
few days before opening packages.

Request that they wash their hands as
soon as they enter your home.
Request that they do not touch any
surface unless required for their work.
Sanitize the areas of the house after they
work is complete and they leave.

Personal and Family Safety
Wash your hands frequently with soap
and water for at least 20 seconds.
Always cover your nose and mouth with a
handkerchief or a disposable tissue when
coughing or sneezing. Dispose tissues into
a closed bin after use.

First-Aid Kit & Emergency Supplies
Ensure you have all the necessary supplies
in your first-aid kit. Include prescription
medications of all family members, as well.
Have alcohol-based hand sanitizers with
at least 70% alcohol.
Stock up on essential supplies such as
non-perishable food items, toiletries, baby
supplies, and pet supplies.

Get Virtual Medical Care
Over and above these precautionary measures, should a medical concern arise
for you or for anyone in your family while at home, we have enabled a fully
virtual OPD on the JioHealthHub app – on which you can book an absolutely
free video consultation with a doctor.
Sources: Centre for Disease Control (USA); WebMD Medical Reference Reviewed in May 2020. For more details, visit www.cdc.gov.
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#CoronaHaaregaIndiaJeetega

Signs and Symptoms of COVID-19
Know First to Act Fast
Recognize these symptoms of COVID-19 to ensure early start of treatment and care. The
pre-symptomatic stage, when no symptoms appear, may range from 2 to 14 days after exposure
to the coronavirus. It is also possible that you may have the coronavirus and remain asymptomatic.

Common signs and symptoms

Fever

≥ 38 °C or 100.4°F

Muscle aches

Cough

Tiredness

Sore throat

Shortness of
breath

Headache

Chills

Loss of taste
or smell

Chest pain

Other less common symptoms such as nausea, vomiting, diarrhoea and “pink eye” may also occur. The
severity of COVID-19 symptoms can range from very mild to severe. People who are older or who have
pre-existing medical conditions, such as heart disease, lung disease, diabetes, obesity, kidney or liver
disease, or who have compromised immune systems, are at higher risk of severe illness.
Updated: July 1, 2020

Take the Daily COVID-19 Symptoms Checker
to monitor your health status everyday

JioHealthHub – Get virtual care with our doctors
on JioHealthHub if any of these symptoms appear.

Contact REFERS emergency response if your symptoms become severe or you experience
any of the following: Trouble breathing Persistent chest pain or pressure
Confusion or deliriumBlue lips or face

REFERS Contact Numbers: 022-7967 4477 | 18001039009
Download JioHealthHub

Guidance Resources for Taking Care
of Vulnerable Populations at Home

Persons above age 60
(Source: WHO)*

Children
below age 10

Immunocompromised persons

Pregnant women

People with chronic
illnesses

Persons with developmental
and behavioural challenges

Persons with disabilities

*However, all age groups are at risk and are advised to take heightened precautions.

Guidance for vulnerable populations
•Stay indoors as far as possible.
•Avoid contact with visitors.

•Meditate regularly. If you exercise, consult
your doctor prior to this.
•Eat nutritious food and stay hydrated.

•Follow all hand hygiene protocols and
wash hands frequently.

•Stay emotionally connected with
loved ones.

•Regularly disinfect frequently-used
objects and surroundings.

•For any mental or emotional stress,
contact a counsellor or therapist.

Guidance for caregivers of vulnerable populations

36

38

•Ensure that you remain healthy. Do not
expose yourself to unnecessary risks.

•Help those under your care remain
connected with loved ones.

•Monitor the health of those under your care
closely. Do not delay getting emergency care
for underlying conditions.

•Assist those under your care whenever
they need it.

•Ensure that those under your care receive
the necessary medical care in a timely
manner.
•Stock up prescription and non-prescription
medicines for at least two weeks.

•Use JioHealthHub to continue with any
regular check-ups with doctors
•Keep bathroom floors dry and switch on
night lamps to prevent falls.
•Get adequate rest to remain healthy.
•Create a contact list of backup caregivers.

Guidance Resources for Taking Care
of Vulnerable Populations at Home

Additional guidance for caregivers of those with disabilities
or developmental and behavioural challenges
•Check with organizations that support people
with developmental and behavioural disorders for
communication tools and other resources related
to COVID-19. For more guidance, visit “Caring for
People with Disabilities” and “Guidance for Direct
Service Providers, Caregivers, Parents, and People
with Developmental and Behavioural Disorders”
on the CDC website.

•Be mindful of their extra needs in
following the necessary safety and hygiene
measures, such as helping with wearing a
mask or face coverings.
•Consider if cleaning and disinfecting
surfaces may affect those with sensory or
respiratory issues.

Additional Resources
To Dos
1. Take the Daily COVID-19 Symptoms Checker on ESS, R-Connect and EmpXP
2. Read the Reliance COVID-19 Info Pack and related documents on ESS and R-Connect

Online Deliveries:
1. NetMeds: https://www.netmeds.com/
2. JioMart: https://www.jiomart.com/
3. Jio devices and sim services:
https://www.jio.com/en-in/jio-home-delivery-book-appointment.html

Support
REFERS for emergencies and threats to physical safety:

1800-103-9009 | 022-7967-4477 or 022-4477-4477

References:
1. Ministry of Health and Family Welfare, Government of India

JioHealthHub: http://get.jiohh.com/

4. M
 inistry of Social Justice and Empowerment, Government of India

2. National Centre for Disease Control, Government of India

5. US Centers for Disease Control and Prevention

3. Department of Geriatric Medicine, AIIMS

6. The World Health Organisation

All About Face Masks
to Protect Against COVID-19
Always remember
Do not share your mask
with others.



Your mask protects
others and their mask
protects you.

Do not touch the surfaces
of masks.



Cover your entire mouth
and nose with a mask.



Do not wear masks that are
defective, unclean, or damp.



Avoid touching
or adjusting your
mask once it is
on your face.

Masks need to be
carefully disposed
in line with
medical guidelines.



Choose your mask



How to make a home-made mask

Cloth coverings or home-made masks:
Use face cloth coverings if you have no
COVID-19 symptoms and you are not a
healthcare worker.



100%
cotton fabric

Cloth coverings are not suitable for:
Children under age 2.
Anyone coughing, sneezing, with cold,
or showing flu-like symptoms.
Anyone having trouble breathing.
Anyone unconscious or incapacitated.
Anyone unable to remove the mask
without assistance.


Three-layer surgical mask:
If you have COVID-19 symptoms.
If you are caring for COVID-19
positive persons.
If you are a non-medical first responder.
If you are above age 60*.
If you have co-morbidities/are
immunocompromised.
If you are pregnant.
Change every 6-8 hours.


N95 respirator:
For healthcare workers and medical first
responders. N95 respirators are not recommended for the general public.

Cut any large cotton fabric into strips of
9 x 7 inches (for adults) or 7 x 5 inches
(for children). Each mask will require
four strips.



Use a rubber band on each end of the strip
to secure them snugly behind your ear.



You can also sew cloth strings to each end
of the strip instead of using rubber bands.



For step-by-step guidance on making
home-made masks, visit the MoHFW or
CDC websites.


*According to WHO. However, all age groups are advised to follow highest levels of safety and caution.

www.ril.com/OurCompany/ResponsetoCOVID-19.aspx
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All About Face Masks
to Protect Against COVID-19
How to wear a mask

How to remove a mask

Do not handle masks without sanitizing
your hands.

Remove using the loops or strings of
a mask.

Always handle your mask by its strings
or loops.

Pull the mask away from your face.

The mask should cover the nose, mouth
and chin.

Never pull a mask off your face by
handling the surfaces.

Do not leave your mask hanging
around your chin or neck.

Do not leave used masks lying around.

When outdoors
Always wear a mask.

Do not touch your face or
mask unless necessary.

Continue wearing masks in
closed public spaces, especially
around groups of people.

Keep your mask clean
You can disinfect and reuse cloth masks.



Have spare cloth masks to use when used
ones are in the wash.



Wash your cloth mask using detergent or a
bleach solution and water.

Do not conduct rigorous outdoor activities
with a mask on. It may lead to breathing
difficulties and frequent touching of the mask.
Exercise indoors at home, instead.

How to dispose a mask
Disinfect your used mask before disposing it.
Use household detergents, bleach solution, or
1% sodium hypochlorite solution to disinfect
your mask.





You can also machine wash your cloth mask.



Once washed, ensure that your cloth mask is
dry before reusing it.



If your mask gets damp, change it immediately.



Never reuse surgical masks, N-95 respirators,
or any other single-use masks.



Dispose your used mask in a closed bin.



If you are in a healthcare setting, dispose
your mask in specially marked bio-medical
waste bins.



Do not touch anything else until you wash or
sanitise your hands.



Sources: 1. Ministry of Health and Family Welfare, Government of India 2. National Centre for Disease Control, Government
of India 3. The US Centers for Disease Control and Prevention
www.ril.com/OurCompany/ResponsetoCOVID-19.aspx
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Guidelines for
Unavoidable Travel
during the COVID-19 Pandemic

1

CAUTION!

Travel can put you and others at risk for COVID-19.
Travel only if unavoidable or if it will help you move to a safer location.

2
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General guidelines for all modes of travel
•F
 ollow all Central and State government guidelines regarding
travel and quarantine protocols.
•F
 ind out if there are restrictions on movement and timings
issued by local governments along your ground route or at your
destination, such as mandatory self-quarantines upon arrival.
While staying home remains the safest way to prevent
COVID-19, it is difficult to be separated from family, friends,
and loved ones for extended periods of time. Try to connect with
them more frequently using video chats or phone calls.
However, if you must travel, the following are a few safety tips
and guidelines that may help you stay protected.
• Inform your Line Manager and HRBP about your travel plans.
•C
 ontinue updating the daily COVID-19 Symptoms Checker
throughout the duration of your travels.
•Carry an e-copy of this document and other relevant safety
advisories from the COVID-19 Info Pack issued by Reliance.
•C
 reate a checklist of safety items to carry:
 Several clean face masks to last you over the journey.
 Two or more alcohol-based hand-sanitizers.
 Two or more packets of disinfectant wet-wipes.
 Disposable plastic toilet seat covers, if required.
 Your own linen or blanket, if required.
 A set of clean clothes to change into just after you complete
your journey.
 Any papers and self-declaration forms needed for inter-state travel.

•T
 he Aarogya Setu app is not mandatory across all cities in India,
but you may wish to download the app and update your details,
depending on local government or mode of travel requirements.
• Do not travel if you have tested positive for COVID-19.
•D
 o not travel if you are exhibiting flu-like symptoms. Seek
medical attention instead.
• Vulnerable

persons such as the elderly, pregnant women,
and passengers with ailments are advised not to travel, unless
absolutely necessary.
• Wear a face mask at all times throughout your journey.
•A
 lways follow respiratory and personal hygiene, such as washing
your hands frequently.
•A
 void touching public surfaces as much as possible unless
necessary.
•D
 o not touch your face or mask without sanitizing your hands
first.
•B
 e alert and take all necessary precautions to prevent risk of
infection.
•G
 o contactless where possible – with tickets, boarding passes,
payments, etc.
• I f not on leave and if healthy, ensure that you are available to
work and can remain productive at your destination.
4

Air Travel
Travel Safety
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Air Travel Safety Guidelines

for unavoidable mission critical travel
1. Before Purchasing Tickets

2. Before leaving your Home

1. Familiarise yourself with the government guidelines on air
travel, along with the specific guidelines of your destination
state. For example, travellers to Karnataka are required to
apply for an e-Pass via the Seva Sindhu portal.
 Links to government websites are available at the end of this
SOP document.

1. Do a web check-in from your home.

2. You may be advised to download the Aarogya Setu app. It
is not mandatory across all cities. However, it is advisable to
check relevant city/state regulations before travel.

4. Create a checklist of protective gear and guidelines around wearing
those as specified by civil aviation authorities.

3. Consider any mandatory Institutional or Home Quarantine
periods that may be required by your arrival destination
while planning your travel.

2. If an e-boarding pass option is available, download that to
your phone.
3. Consider baggage limitations. Only one check-in bag and one
cabin bag are allowed.

5. Ensure that any necessary baggage identification, such as baggage
tags, identification numbers, or PNR numbers along with your
name are displayed on your luggage.
6. Carry your identity card and all other documents and e-documents
necessary for travel.
7. P
 ack enough face masks and carry enough alcohol-based hand
sanitizers to last you for the entire trip (up to 350 ml).

6

Air Travel Safety Guidelines

for unavoidable mission critical travel
3. Commute to and from the Airport

1. Plan to arrive at the airport at least 2 hours prior to your
flight’s time of departure.
2. Use private vehicles or taxis to travel to and from the
airport. Avoid public transport.
3. If using a taxi, use only those that are authorized by
government guidelines.

4. At the Airport Terminal

1. Arrive at the thermal screening facility near the Entry gate.
2. You will be scanned for your body temperature before being
allowed to enter the airport.
3. You will be asked to declare your health status through the
Aarogya Setu app or a self-declaration form or a COVID-19
status certification.

4. Avoid car-pooling or ride-sharing for your own safety.

4.Produce your ID card and any other necessary documents at the
Entry gate.

5. If you choose to carpool, maintain adequate distance from
other co-passengers. Avoid pooling with more than 2 other
passengers and the driver.

5. In some airports, your bags may be sprayed with disinfectants at
this stage.

6. Sanitize your hands once you leave the vehicle.

6. Avoid using baggage trolleys. In some airports, trolley services
have been discontinued.
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Air Travel Safety Guidelines

for unavoidable mission critical travel
5. Inside the Airport

1. Remain attentive towards any communication on health and
safety measures, dos and don’ts, etc.
2. Always strictly follow all hygiene and social distancing
measures.
3. Comply with any markings on the floor or retractable barriers
that enforce social distancing.
4. When not specified, always maintain a distance of at least 2
metres or 6 feet from others for added safety.
5. At washrooms, food courts and retail outlets, avoid joining
long queues. Avoid visiting these areas unless necessary.
6. Where possible, look for alternative washrooms and food
courts that may be a little farther away.
7. W
 ash your hands with soap and water for 20 seconds after
using the washroom or before eating anything.
8. Look out for sanitizers at the airport. Use them, if you need to.
9. Do not occupy chairs marked as “not for use”.
10. A
 ny bio-hazardous waste, such as masks, gloves, and tissues
should be disposed only in yellow bio-hazard collection bins
placed around various locations in the airport.

6. At Check-in and Baggage Drop

1. You are required to complete check-in and baggage drop at least
60 minutes prior to departure.
2. Avoid using baggage trolleys.
3. On reaching the baggage drop counter, you will be asked for
your PNR number and/or boarding pass.
4. You may be required to submit a self-declaration form which
will cover all passengers included in the PNR, or present your
COVID-19 status certification.
5. If you do not already have a boarding pass, the airlines may issue
this only after you submit the above forms.
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Air Travel Safety Guidelines

for unavoidable mission critical travel
7. Proceeding to Security

8. At the Boarding Gate

1. Follow all directions as announced by airport authorities.

1. Be attentive towards any actions to be taken before you board
the flight.

2. Cooperate with airport security staff at all times.

2. You may want to use the washroom before boarding the flight
to limit your visits to the lavatory on the flight.

3. Following screening protocols and proceed to the security
hold area.

3. Sanitize your hands before proceeding to the gate to scan your
boarding pass.
4. Ensure that you are able to produce your identity card easily.
5. You will be asked to scan your boarding pass yourself.
6. Collect your safety kit comprising a three-layered surgical mask
and a hand sanitizer near the boarding gate.
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Air Travel Safety Guidelines

for unavoidable mission critical travel
9. On the Flight

1. Continue following all personal, respiratory and safety
measures.

10. At Arrivals and Baggage collection

1. Follow crew instructions for disembarking.
2. Strictly maintain social distancing.

2. Minimise your use of lavatories.
3. Only one person may accompany elderly passengers or
children to the lavatory.

3. Do not stand in the aisles waiting for the aircraft doors to open.
Stay seated until you see passengers ahead of you disembarking.
4. Do not queue in the aisles of aircraft, at aerobridges, jet ladders,
ramps, or coaches.

4. Avoid walking along the aisles unnecessarily.
5. Services such as inflight meals, magazines and newspapers
will not be available.
6. You may not be permitted to eat on the flight.
7. I f you experience fatigue or respiratory distress, notify airline
crew immediately.

5. Be patient if there is a delay. These are extraordinary circumstances
of flight operations.
6. Avoid using trolleys. Some airports have discontinued trolley service.
7. Proceed to the baggage carousels to collect checked-in luggage.
8. Remain in the transit area if you are a transit passenger.
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for unavoidable mission critical travel
11. Exit from the Airport

1. Continue to use only authorized modes of transport. Follow
the commute guidelines mentioned above.

2. Follow any additional health and safety protocols as specified
by the destination government guidelines.

11

Ground Transport Safety | Railways
Click on each step to go to detailed SOPs

1

Before
Purchasing Tickets

2

Before leaving
your Home

3

Commute to and
from the station

4

At the station

5

6

On the train

Arrival at
destination
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1. Before Purchasing Tickets

1. Follow local/destination government
guidelines. For example, travellers to Karnataka
are required to apply for an e-Pass via the Seva
Sindhu portal.
● A link to operating trains with arrival and
departure timings and state-wise advisories is
available at the end of this document.
2. Consider any mandatory Institutional or Home
Quarantine periods that may be required by
your arrival destination while planning the
dates of your travel.
3. Check railways guidelines before planning your
journey for updates.

2. Before leaving your Home

1. Book your tickets on irctc.co.in or through the IRCTC mobile app. online.
According to railway guidelines, you may not be permitted to buy tickets at the
station. The railways are currently not issuing unreserved, tatkal, or premium
booking on operating trains.
2. You can book tickets within:
a. the advance reservation period of up to 30 days prior to travel
b. between the first and second charts (4 hours and 2 hours prior to departure)
3. Check your travel status, including that of your co-travellers. According to railways
guidelines, waitlisted passengers may not be allowed to travel.
4. Download the Aarogya Setu app. Update your details accordingly.
5. Consider baggage limitations and pack accordingly.
6. Carry your identity card and all other documents and e-documents necessary
for travel.
7. Create a checklist of safety items to carry:
a. Several clean face masks to last you over the journey.
b. Two or more alcohol-based hand-sanitizers.
c. Two or more packets of disinfectant wet-wipes.
d. Your own linen or blanket.
e. A set of clean clothes to change into just after you complete your journey.
8. Carry your own packaged drinking water and food.
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3. Commute to and from the station

1. If travelling by rail, arrive at the station at least 90 minutes
before the train’s departure time.

4. At the station

1. You will be screened before being allowed to travel.
2. Keep your ID card and any other necessary documents handy.

2. Use private vehicles or taxis to travel to and from the station.
Avoid public transport.

3. You may be asked to declare your health status at this point.

3. Avoid car-pooling or ride-sharing for your own safety.

4. Always strictly follow all hygiene and social distancing measures.

4. If travelling with another passenger, maintain adequate
distance in the vehicle and ensure all occupants are
wearing masks.

5. Avoid joining crowded areas and queues.

5. Avoid sharing a ride with more than 2 other passengers
and the driver.
6. Sanitize your hands once you leave the vehicle.

6. Always maintain a distance of at least 2 metres or 6 feet from
others.
7. W
 ash your hands with soap and water for 20 seconds or use
your sanitizer after using the washroom, touching any common
surfaces, and before and after eating anything.
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5. On the train

1. Continue following all personal, respiratory and
safety measures.
2. Frequently wash or sanitize your hands.
3. Minimize the need for using onboard lavatories.

6. Arrival at destination

1. Allow others to disembark first to minimize crowding at the exit.
2. Follow the commute guidelines mentioned above.
3. Follow any additional health and safety protocols as specified by
the destination government guidelines.

4. Catering services are restricted to only a few train services.
5. If you develop any COVID-related symptoms during
the journey, notify the Railways authorities immediately
onboard or at the next station. Also, contact REFERS
for advice.
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1. Before leaving home

1. Go through the checklist of items to carry:
 Enough

cleans masks, sanitisers, soaps, disposable toilet
seat covers, disinfectant wipes, food, and packaged drinking
water.

 Important

documents, including any papers and selfdeclaration forms needed for inter-state travel.

 Cash,

in case digital modes of payment are unavailable.

2. Consider wearing layers of clothing, so that you can easily
remove the outer layer of clothes when your trip is over.
3. Consider any mandatory Institutional or Home Quarantine
periods that may be required by your arrival destination
while planning your travel.

2. In your vehicle

1. When you enter or leave your vehicle, sanitize your personal
spaces, including the steering wheel and the seats; and then
sanitize your hands.
2. Drive your own vehicle as far as possible.
3. If chauffeur driven, sit in the back seat. Ensure that your
chauffeur is symptom-free. Chauffeurs must not travel if they
report any symptoms.
4. If travelling with others, leave seats empty to ensure adequate
distance between all occupants of the vehicle.
5. Roll down the windows periodically, if possible.
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3. Stopping for breaks

1. Be alert at high-contact points throughout your journey,
such as toll checks, fuelling stations, shops, or public
rest areas.
2. Carry your own food to avoid stopping at restaurants. If
you must stop, opt for takeaway.

4. Arrival at destination

1. Remove the outer layer of your clothes and stow away in a
separate bag.
2. Follow any additional health and safety protocols as specified by the
destination government guidelines.

3. Avoid joining queues or touching public surfaces.
4. Wash your hands with soap and water after using the
washroom.
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1. Before leaving home

1. Go through the checklist of items to carry:
 Enough

cleans masks, sanitisers, soaps, disposable toilet seat
covers, disinfectant wipes, food, and packaged drinking water.
 Important

documents, including any papers and selfdeclaration forms needed for inter-state travel.
 Cash,

in case digital modes of payment are unavailable

2. Consider wearing layers of clothing, so that you can easily
remove the outer layer of clothes when your trip is over.

2. Onboard the bus

1. Wait your turn to board/alight while maintaining adequate
social distance.
2. Occupy alternate seats to ensure adequate distance between
you and another passenger.
3. Avoid touching common surfaces frequently.
4. Sanitize your hands and immediate surrounding with a wet
wipe or sanitizer.

3. Consider any mandatory Institutional or Home Quarantine
periods that may be required by your arrival destination while
planning your travel.
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3. Stopping for breaks

1. Be alert at high-contact points throughout your journey,
such as toll checks, fuelling stations, shops, or public
rest areas.
2. Carry your own food to avoid stopping at restaurants.
If you must stop, opt for takeaway.
3. Avoid joining queues or touching public surfaces.
4. Wash your hands with soap and water after using
the washroom.

4. Arrival at destination

1. Remove the outer layer of your clothes and stow away in
a separate bag.
2. Follow any additional health and safety protocols as specified by
the destination government guidelines.

Additional Resources
As guidelines are frequently updated, visit government websites
before planning any travel.

1. Ministry of Civil Aviation https://www.civilaviation.gov.in/
1. Ministry of Health and Family Welfare https://www.mohfw.gov.in/
2. Government of India directory: http://goidirectory.gov.in/index.php
3. Operating trains with arrival and departure timings and state-wise travel advisories:
http://contents.irctc.co.in/en/stateWiseAdvisory.html
4. Guidelines for train services: https://pib.gov.in/PressReleasePage.aspx?PRID=1625585
5. RIL Info Pack on COVID-19, available on ESS and R-Connect
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https://www.ril.com/ResponsetoCOVID-19.aspx

#CoronahaaregaIndiaJeetega
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