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Scenarios
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Scenario 1 – Flu/ Common Cold Symptoms in Office

Scenario 2 – Flu/ Common Cold Symptoms While Working from 
Home
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Flu/ Common Cold Symptoms in Office (For all employees)
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Symptoms 
identified 

by 
colleague/ 

Self  

Isolate 
immediately 
– Isolation 
Room at 

respective 
offices

Seek medical 
advice from 

Chief Medical 
Officer ACL 

Arrange 
ambulance, speak 
to District Nodal 
Officer and move 
to nearest COVID 

Care/ Health 
Centre as advised

Is there 
reasonable 
doubt that 
this can be 
a COVID 

case

Yes

No

Provide medical advice, 
arrange for individual to go 

home and work from home till 
absolutely fine. Monitor 

throughout

Scenario

1

Dr Prakash Pokharna-
9764440298

• National Helpline – 1075
• Helpline for  Maharashtra –

020-26127394
• BMC help line-022-47085085

Inform: Emergency 
Team 

• Rajesh Ambokar (Admin) 
– 9619100000 

• Salil Palwankar (HR) –
9820389098

• Khusboo Jaiswal (H&S) –
8879338984

1. Government COVID National Helpline Number – 1075
2. Keep yourself updated on COVID cases around you 
and on latest government guidelines through Aarogya
Setu

Standby numbers for information
• Col Navneet Ghai 9930800974
• Col Deepak Bakshi – 7718808416
• Ashutosh Sharma –(HR) - 9769001892 



© 2020 CompanyINTERNAL USE ONLY

Flu/ Common Cold Symptoms in Office (Support Actions)
Scenario

1
Admin to establish Frequency of monitoring at 
COVID Care/ Health Centre and contact person 
therein (Chief Medical Officer to Monitor)

Spread Control ActionsIndividual support actions Business Continuity  Actions
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Call Received Action as per work 
flow in Scenario 1

Report Case (Call and mail details to 
Corporate H&S Head)

HR to get in touch 
with his/ her family 
for needful support

HR/ Admin starts to trace his/ 
her potential contacts in last 14 
days (through phone, talk to 
individual, family and 
colleagues) Rapid response 
Team

1. 14 days self quarantine for all identified contacts with advice 
to inform in case any symptom seen
2. Immediate stoppage of work at office and all personnel not 
exposed advised to work from home till further instructions
3. Disinfect all identified areas in the building

1. HR to extend full support to 
those advised self quarantine and 
COVID Action Team to provide 
requisite guidance
2. Admin to talk to Distt Nodal 
officer, inform action taken and firm 
in next steps

HOD to Identify his/ her role 
specific needs for business 
continuity and appoint next 
person  in charge

1. Establish a daily contact rhythm with those 
affected and monitor closely
2. Actions as advised by Distt Nodal Officer

C
on

tin
ue

 in
fo

rm
at

io
n 

to
 B

R
T

Head Admin to disinfect and restart office with 
due permission from local authorities. 
Establish messaging protocols to all those 
required to attend office when it opens
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Flu/ Common Cold Symptoms While Working from Home
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Flu/ 
Common 

Cold 
Symptoms

Isolate/ 
social 

distancing 
from other 

members of 
the house

Seek 
medical 
advice 

(Personal 
doctor/ 

physician)

Inform HR/ Admin/ 
H&S and move to 
nearest COVID 

Care/ Health 
Centre for further 

handling

Medical 
advice 

confirmed

Yes

No

Adhere to advice provided by 
Chief Medical Officer ACL

Scenario

2

Doctor 
advises 
further 

course of 
action to test 
for COVID

Continue treatment as 
advised

No

Yes

Inform Chief 
Medical 

Officer ACL 
and confirm 

medical 
advice

• Rajesh Ambokar (Admin) – 9619100000 
• Salil Palwankar (HR) – 9820389098
• Khusboo Jaiswal (H&S) – 8879338984

Dr.Prakash Pokharna -
9764440298

1. Government COVID National Helpline Number – 1075
2. Keep yourself updated on COVID cases around you 
and on latest government guidelines through Aarogya
Setu

Standby telephone numbers
• Col Navneet Ghai -9930800974
• Col Deepak Bakshi – 7718808416
• Ashutosh Sharma- 9769001892 
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Flu/ Common Cold Symptoms While Working from Home (Support Actions)

Scenario

2
Call Received Action as per work flow 

in Scenario 2

Report Case (Call and mail details to 
Corporate H&S Head)

Admin to establish Frequency of monitoring at 
COVID Care/ Health Centre and contact person 
therein (Chief Medical Officer to monitor)

HR to get in touch with 
his/ her family for 
needful support

1. HR/ Admin starts to trace his/ her potential contacts in last 
14 days if the person has attended office during that period
2. HR/ Admin to extend full support to actions as advised by 
Distt Nodal officer

HOD to Identify his/ her role 
specific needs for business 
continuity and appoint next 
person  in charge

1. Establish a daily contact rhythm with those 
affected and monitor closely
2. Continue actions as advised by Distt Nodal Officer 
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Spread Control ActionsIndividual support actions Business Continuity  Actions
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