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What are the guidelines and provisions on traveling to office daily?
It is likely that some employees will have to change their normal commuting practice.
Using mass transit may not be an option or may be considered too risky. Everyone should
take steps now to identify all potential options for a safe commute such as using a
personal vehicle. Pooling vehicles is not advisable and make sure to follow safety guideline
while traveling. Office transport will be provided depending upon the location.

Frequently Asked Questions

Can work from home be extended?
We expect all employees to report to work at our business location unless there is a
legitimate reason for continued telework such as employees with pre-existing medical
condition or a compromised immune system or caregiving responsibilities that prevents
the employee from returning to the workplace temporarily. In these cases, employees
should approach their manager for further guidance. Connect with your HRBP to know
more.



What are the measures taken in terms office sanitization and 
redesigning office spaces to ensure social distancing?
Common office areas and frequently touched surfaces are being cleaned regularly.
Housekeeping staff are advised to clean and disinfect personal workspaces throughout the
workday. Employees are also encouraged to support the regular cleaning of the
workplace.
Workspace layouts and seating arrangements are revised to follow social distancing
norms. It is advisable to all the employees to use their space, phone and tools of trade and
strictly avoid using other employees’ possessions. Meetings having more than four people
should be avoided and this number is dependent on the size of the meeting rooms which
will be labelled with their maximum capacity.

Frequently Asked Questions, cont.

What will be the strength of employees returning to office and what
are the arrangements for different shifts?
We are considering return of all the employees to work at our business locations as per
their health condition and office capacities. Business hours maybe modified to allow for
staggered work shifts to reduce the number of people in the building at one time.



How will positive cases of COVID -19 be handled in the workplace?
Despite all precautionary measures, there is always a risk of workplace exposure to
communicable diseases. Should an employee contract COVID-19 and expose others in
our workplace, we will immediately inform all employees of the possible exposure.
Employees who have been potentially exposed will be sent home and asked to telework
for 14 days. A thorough cleaning of the workspace used by the infected individual will be
conducted after the area has been closed for at least 24 hours.

Frequently Asked Questions, cont.

What should I do if I feel sick or already have a medical condition?
Employees who feel ill should notify their manager per the company policy and not report
to work. If you are already at work and begin feeling sick, you should notify your location’s
ERT and go to isolation area. You will be further instructed by ERT.



What are the guidelines for global movement of employees?
International Travel is not to occur until further notice. In case of domestic travel, regional
protocols and all the safety protocols must be followed. Prior approval for any work travel
except to/from the office/factory/laboratory/warehouse is mandatory. Discussion with
Regional Head or Functional Head before such travel is a mandate.

What are the guidelines and support for the movement of field 
employees? 
Field workers are advised to ensure the acceptance of meeting invite before visiting
customer premises. They are advised to use safety equipments and follow social
distancing guidelines durinag their travel and visit. Use of digital methods for payments,
invoices and receipts is preferred over physical mode to avoid direct contact. All the
distributor meetings and conventions should be conducted electronically. Prior discussion
with managers before field visits is mandatory and PPE supplies will be provided by the
company.

Frequently Asked Questions, cont.



Do I have to wear a mask and gloves at work? Will it be provided by
the company?
Yes employees will have to wear a mask at work. If masks are mandated by law and you
have a medical condition that restricts you from wearing one, please speak with your HR
representative

What are the medical facilities and testing procedures that will be
available in the premises for employees?
All employees and visitors entering our buildings will be screened for COVID-19 symptoms
and possible exposure. Familiarize them with the employee response team in your
location details of which should be made available on notice boards, near the lift and
entrance. Every office is equipped with isolation areas. If you are not well, immediately
inform ERT and move to the isolation area and/or rush to your doctor.

Frequently Asked Questions, cont.



Changes You May See at Work
In the months to come, we will continually be monitoring the pandemic circumstances and will consider 
implementing technology to keep our workplace safe going forward. Some of the changes you may experience at 
any of our worksites include: 

Social distancing Hand Sanitizer all 
over the building

Gloves available

Smartphone apps for 
e-pass

Body temperature 
scanning devices



Think the right way, act the right way, 
lead the best possible way.


