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1.1 Background 

1.1.1 The rapidly evolving threat around the COVID-19 virus, commonly referred to as 

coronavirus, has been declared as pandemic by WHO, is impacting the business and 

investor community across the world. The global and interconnected nature of 

today’s business environment poses serious risk of disruption of global supply chains 

that can result in significant loss of revenue and adversely impact global economies. 

1.1.2 The impact on the global economy may increase depending on the extent of 

geographic spread of the virus. However, the pandemic has already negatively 

impacted the global economy as a whole and Electronics City in particular. 

1.2 Purpose of the document:  

1.2.1 This document outlines the Standard Operating Procedures for ELCITA and 

companies which need to work for essential service during the spread of coronavirus 

and to resume back when the virus is on the decline.  

1.2.2 This addresses the issues that can affect the Electronics City Township in our fight 

against COVID-19. While companies can address the issues within their premises, 

with or without support from ELCITA, effect on the Township needs to be managed 

by ELCITA and companies together. 

1.2.3 As COVID-19 has been declared as pandemic, measures will be advised by GoI and 

GoK as it affects whole of the country. 

1.2.4 ELCITA being a local body, has the responsibility to support Govt in implementing 

strategic decisions and take care of requirements of companies in the stressful 

times. 

1.2.5 The pandemic is changing course on daily basis and that requires this document to 

align itself to the changes and speedy implementation of decisions. Hence this 

document needs to be updated as and when more information is available and 

based on further directions from Government Authorities. 

1.3 Persons at Increased-Risk  

1.3.1 ELCITA / Company employees who may be at increased risk of exposure during a 

pandemic include those that have frequent, close contact with known or suspected 

sources of virus. Depending on specific tasks and conditions of potential exposure, the 

increase in risk may range from moderate to severe. Examples of employees who may 

be at increased risk include the following:  

1.3.1.1 Persons who are called upon to provide medical care to patients known or suspected of 

being infected with pandemic virus.  

1.3.1.2 Persons who are required to work on mission critical processes and essential services. 

1.3.1.3 Persons who provide transportation services to potentially infected individuals.  

1.3.1.4 Persons providing custodial or maintenance services in rooms occupied by individuals 

known or suspected of being infected.  

1.3.1.5 Persons  with frequent and close contact with the general population.  

 

 



 

 

Administrative and work practice controls, personal protective equipment (PPE) are 
essential to minimizing potential exposures for employees who are at increased risk. 

 
 

1.4 Administrative and work practice controls 

1.4.1 Committee 
A high-level Committee has been formed with members from ELCITA, companies, police 

and CISF to review administrative and Work Practice Controls to monitor situation so as 

to render timely advise and help the industry & community. 

The Committee : 

1. Lt Col Sivakumar – Task force leader 
2. Mr Seetharam – member 
3. Mr Raj Narayan - member 
4. Mr Bhawesh – member 
5. Mr Raghunandan – member 
6. Mr Haridas – member 
7. Mr Sriram Kumar-Member 
8. Ms Rama – member 
9. Mr Devendra Kumar AC, CISF-Member 
10. Mr Kishore Kumar PI, Ecity Police - in support  
11. Mr Umamahesh PI, Ecity traffic Police- in support 
12. Mr BH Nagaraju, DFO Ecity- in support 
13. Lt Col Ravindra  and Ms Mamatha will support the task force. 

1.4.2 The committee will review and monitor the situation on a day to day basis and advise 

the industry on measures required to be adopted from time to time. Further, it will 

disseminate media bulletins by Health Department for information of Companies (All 

Manufacturing, IT/ITES/BT companies and establishments). 

1.4.3 Committee will prepare and review Standard Operating Protocol that is required to be 

followed by Companies (All Manufacturing, IT companies & IT Parks). 

1.5 Definitions 

1.5.1 Suspect cases 

1.5.1.1 An employee with acute respiratory illness {fever and at least one sign/symptom of 

respiratory disease (e.g., cough, shortness of breath)}, AND a history of travel to or 

residence in a country/area affected by COVID Disease during the 14 days prior to symptom 

onset; OR 

1.5.1.2 An employee with any acute respiratory illness AND  having been  in contact with a 

confirmed  COVID-19 case in the last 14 days prior to onset of symptoms; OR 

1.5.1.3 A patient with severe acute respiratory infection {fever and at least one sign/symptom of 

respiratory disease (e.g., cough, shortness breath)} AND requiring hospitalization.  

1.5.1.4 A case where testing for COVID-19 is inconclusive. 

 



 

1.5.2 Confirmed COVID 19 Case 

1.5.2.1 A person with laboratory confirmation of COVID-19 infection, irrespective of clinical 

signs and symptoms. 

1.5.3 Definition of Contact 

1.5.3.1 A contact is a person who is involved in any of the following: 

a. Providing direct care without proper personal protective equipment (PPE) for COVID-19 

patients. 

b. Staying in the same close environment of a COVID-19 patient (including workplace, 

classroom, household, gatherings). 

c. Traveling together in close proximity (less than 1 m) with a symptomatic person who 

later tested positive for COVID-19. 

1.5.4 Definition of establishment:  

1.5.4.1 All companies in electronics city are referred to as establishment. 

1.6 General Preventive Measures 
Simple ways to prevent the spread of COVID-19 at the workplace are given in the 

subsequent paragraphs. Employers should insist that all employees adopt the measures 
with immediate effect, even if COVID-19 has not arrived in the communities where they 

operate. This will reduce lost working days due to illness, and stop/slow the spread of 
COVID-19. 

 

1.6.1 Make sure your workplaces are clean and hygienic 

1.6.1.1 Personal hygiene of employees and regular contact surfaces (e.g. desks and tables) and 

objects (e.g. telephones, keyboards) are required to be wiped with disinfectant 

regularly - as contamination on surfaces touched by infected people is one of the main 

ways that COVID-19 spreads. Method to be adopted for decontamination is give at 

Annexure-1. 

1.6.1.2 Bio-Metric Access: Bio-Metric access should be disabled to prevent finger to finger 

spread of disease and in lieu use proximity card feature in the system. 

1.6.1.3 Promote regular and thorough hand-washing by employees. 

1.6.1.4 Place sanitizing hand rub dispensers in prominent places around the workplace. Make 

sure these dispensers are regularly refilled. 

1.6.1.5 Adopt effective communication measures such as guidance from occupational health 

and safety officers, briefings at meetings and information on the intranet to promote 

hand-washing. 

1.6.1.6 Screen all Visitors for Covid-19 Symptoms: 

a. Discourage visit of outsiders to the premises. As far as possible adopt video 

conferences / voice calls for interactions. If unavoidable, only then visitors are to be 

entertained. All  visitors are to be screened for Covid-19 symptoms and ask them to 
reschedule the meeting if they exhibit any of the symptoms. 

b. Create a barrier between employees workspace and visitors. 
c. Make sure that staff, contractors and customers have access to places where they 

can wash their hands with soap and water. 

d. Ask employees to maintain safe distance from all co-workers / visitors (minimum of 



1 metre)  while interacting with them. 
e. Sanitize lobby, security and visitors waiting area regularly. 

1.6.1.7 Meetings & Gatherings 

To the extent possible, discourage large gatherings which involves close proximity of 
persons and encourage use of technology for meetings. They can resort to e-meetings. 

1.6.1.8 Awareness Posters 

Display posters shared by Committee on COVID-19 in all common areas like Lifts, 
Cafeteria etc. 

1.6.1.9 Employee Advisory 

               Employees be advised to take all necessary precautionary / preventive measures if they    
               travel out of Bangalore or have visitors to their home from outside Bangalore.  

 
 

1.7 Scenarios to be dealt with Covid-19 by Companies/establishments 
 

The following 3 scenarios have been identified to help companies follow standard operating 

procedure, in the event of a suspected Covid-19 case 

a. Scenario-I : An Employee found to be having symptoms (Fever, Cough, Shortage of 

breath) at work place. Refer Annexure 2 

b. Scenario-II : An Employee tested positive for Covid-19 virus when at home and 

healthcare has taken charge  

c. Scenario-III: An Employee returning from abroad (Business or Personal travel) Refer 

Annexure 3 



1.7.1 Scenario I  

Employee falls ill at the workplace and is exhibiting symptoms of COVID 19, the 

company should take the following steps: 

1.7.1.1 A person with suspected infection is to be kept in the same premises, in the same location, 

with instructions to not move. The individual is to be provided with a mask. ELCITA and 

member organisations to arrange for procurement and stock up of required quantities of 

masks. 

1.7.1.2 Move co-workers and colleagues away from the suspect or to another room in the same 

premises, with no contact with rest of employees of the company. 

1.7.1.3 Inform ELCITA control Room (Phone numbers are given at paragraph 1.7.3.1) and follow 

instructions.  

1.7.1.4 Control Room will contact the doctor on duty within Electronics City /  

1.7.1.5 ELCITA to provide guidance till government agency takes control. All suspected contacts to 

be evacuated as per GOI protocol. 

1.7.1.6 If the medical person confirms that the individual is suspected to have contracted COVID 

19, then all co-workers / persons who could have come in contact are sent on home 

quarantine. 

1.7.1.7 Carry out sanitisation of common touch points & surfaces in the building like elevator 

buttons, door handles, stair case rails & other common areas like reception, cafeteria, 

restrooms/ conveniences. 

1.7.2 Scenario II   

An Employee tested positive for Covid-19 virus when at home and Govt/healthcare has 

taken charge. Follow instructions by Govt authority. 
 

1.7.3 Process to be followed by the ELCITA Control Room 
ELCITA control room with dedicated phone lines will be used for resolution of suspected 

Covid19 cases, from the existing security office. The control room would be manned by an 

Assistant Security Officer. The individual would be responsible for attending to all queries 

pertaining to actions to be taken in case of any employee in a company in Electronics city is 

suspected with symptoms of COVID 19. Following actions are to be ensured by the control 

Room in charge. 



1.7.3.1 The Control Room will be monitored 24/7. 

1.7.3.2 A dedicated incoming call only line should be functional at all times. Under no 

circumstances will the number be kept busy for extended periods of time. 

1.7.3.3 In case a call is received when Control Room number was engaged, the in charge will call 

back on the number. 

1.7.3.4 A logbook will be maintained given the details of calls received, queries made and replies 

given thereof.  

1.7.3.5 Individual on duty should be thoroughly briefed on the actions / assistance expected of the 

Control Room with regards to the COVID-19 situation. In-charge will immediately inform 

CSO. 

1.7.3.6 Action by Company when an employee is suspected to be infected with COVID-19, while on 

premises:  

a. Company representative calls ELCITA control room and updates the control room In-
charge on the situation.  

b. ELCITA I/C ensures that doctor on duty in Electronics city visits the premises and 
investigates the suspected case.  

I. In case doctor clears that it is not Covid19, control room in-charge can record the 
same and close the case. Company will continue with normal operations. 

II. If the doctor confirms that the individual is suspected to be affected by Covid19, 
Control room I/C calls 104 and informs medical authorities/ CSO ELCITA/ Police, 
CISF so that they can take appropriate action. A situation report is to be made and 
circulated to all concerned. 

c. Police / CISF to barricade the entrances or exits the company premises. 
d. Civil Administration / Medical Authorities will follow their protocol to take the suspected 

case to hospital and advise on the process for colleagues’ safety. 
e. Communicate to all other tenants in the building/neighbouring buildings on the 

measures taken to sanitize and request them to follow guidelines for cleanliness. 

f. Carry out disinfection of the entire premises including surrounding area, under the aegis 

of ELCITA / civic administration / company concerned. 

1.7.3.7 Only after thorough cleaning/ disinfection / fumigation of the premises, will work resume. 

1.7.3.8 In the event of  where the employee had worked in the premises during the preceding three 

days, then disinfection / fumigation of the premises is required to be done and the co-

workers will be quarantined/ given Work From home. 

1.7.3.9 Control Room I/C should be in possession of the emergency contact numbers of Hospitals 

authorized to deal with COVID patients/ COVID testing centres /  Government agencies 

such as DM / Police. 

1.7.3.10 Dedicated control room Number for COVID -19 are: 

a. 080-4660 2244 (Airtel) 
b. 080-2852 2888 (BSNL)  

1.7.3.11 In case the situation warrants the escalation matrix would be as under: 

a. CSO. Mob No 9980080986 
b. COO. Mob No 8217686736 
c. CEO. Mob No 9845070260 

 

 



1.7.4 Companies working with minimum essential staff 
a. No public transport should be used. 

b. All guidelines for hygiene to be followed strictly. 

c. As getting caterers to supply small number of lunches, ELCITA can help in distributing 

cooked food to smaller companies. 

d. Companies can approach ELCITA for any critical transport requirement. 

e. ELCITA will support companies to get permission for critical staff to work.  

f. Companies need to cooperate with ELCITA in adhering to rules so that ELCITA can take 

up genuine cases with Govt. 

1.7.5 When companies resume partial or full working based on Govt advice 

1.7.5.1 Companies to ensure following after resuming work: 

a. At-least one day of thorough cleaning of the premises is essential before the employees 

return to work. 

b. The practice of hygiene, regular sanitisation of common touch points and areas to 

continue. 

c. If the employees have travelled from different parts of India or abroad, additional 

precaution of quarantine and close watch are required. 

d. The practice of checking for any symptoms should continue along with ID checks. 

e. Distance between employees while working, having lunch, traveling and visiting 

customers have to be adhered. 

f. Customers who visit the companies in Electronics city have to be screened 

1.7.6 Self-Isolation Rules 
a. Live in a separate room for the entire isolation period. 
b. DO not share vessels, towels, bedsheets, toiletries, washroom facilities, phones, other 

devices etc with others in the family. 
c. All utensils used by quarantined persons to be sanitised every time it is used. 

d. Follow personal hygiene rules like holding a tissue to mouth when coughing / sneezing. 

e. Family members to wear disposable gloves when serving food to affected person in self-

isolation. 

f. Avoid visiting public places like entertainment hubs, restaurants, shopping malls, market 

places etc. 

1.7.7 Volunteers 
a. A large number of volunteers would be required to provide support in the time of a 

crisis. The services of volunteers could be optimally harnessed by ELCITA, being the 

central coordinating agency. 

b.  Volunteers support utilised for: 

I.  distribution of meals and supplies to the needy. Supporting the CISF and Police in 

barricading and for any other task that could  

 

 

  



1.8 List of hospitals approved by Health Dept 

1.8.1 Bangalore Medical College & Research Institute, Bangalore . 

1.8.2 National Institute of Virology Field Unit Bangalore. 

1.8.3 Bangalore Medical College & Research Institute, Bangalore. 

1.8.4 SRL Limited, Bangalore Reference lab, Next to Jal Bhavan, Bannerghatta Road, Bangalore. 

1.8.5 SRL Limited, Fortis Hospital Limited, 14, Cunningham Road, Bangalore. 

1.8.6 SRL Limited, Fortis Hospitals Limited, 154/9, Bannerghatta Road, Opp. IIM, Bangalore. 

1.8.7 SRL Ltd, Fortis Hospital, #23,Gurukrupa Layout ,800 feet road, Nagarbhavi, Bangalore 

1.8.8 SRL Diagnostics Private Limited for its facilities at 51, Chintal Plaza, 10th Main Road, 33rd 

Cross, IV Block, Jayanagar, Bangalore. 

1.8.9 NEUBERG ANAND Lab, Shivaji Nagar, Bangalore. 

1.8.10 RV Metropolis Main Lab, 76/10, 15th Cross. 4th Main. Malleswaram, Bengaluru (Will be 

ready by 1 April 2020). 

1.8.11 Command Hospital, Bengaluru. 

 

1.9 Personal Protective Equipment (PPE) 
In some cases, administrative controls alone may not be adequate to minimize potential exposures. 
PPE provides another layer of protection by forming a physical barrier between an individual and the 
potential source of infection. However, PPE is a supplement to and not a substitute for good hygiene 
practices and other controls. For PPE to be effective it must be:  

1.9.1 Properly fitted to the employee.  

1.9.2 Conscientiously and properly worn.  

1.9.3 Regularly maintained.  

1.9.4 Properly removed and disposed to avoid contamination to self, others, or environment.  

1.9.5 PPE should be doffed in the following sequence: gloves, goggles or face shield, gown, and 

mask or respirator. 

1.9.6 Hand washing after removal of PPE is critical.  

(Annexure 1 may be referred to) 

  



COVID-19: Guidelines on disinfection of common public places including offices 

(As issued by Ministry of Health and Family Welfare, Government of India) 

 

 

 

Scope: This document aims to provide interim guidance about the environmental cleaning 
/decontamination of common public places including offices in areas reporting COVID-19. 

 

Coronavirus Disease 2019 (COVID -19) is an acute respiratory disease caused by a novel 

Coronavirus (SARS-CoV-2), transmitted in most instances through respiratory droplets, 

direct contact with cases and also through contaminated surfaces/objects. Though the virus 

survives on environmental surfaces for varied period of time, it gets easily inactivated by 

chemical disinfectants. 

 

In view of the above, the following guidelines are to be followed, especially in areas 

reporting COVID-19. For ease of implementation the guideline divided these areas into (i) 

indoor areas, (ii) outdoor areas and (iii) public toilets. 

 

1. Indoor areas including office spaces 

 

Office spaces, including conference rooms should be cleaned every evening after office 

hours or early in the morning before the rooms are occupied. If contact surface is visibly 

dirty, it should be cleaned with soap and water prior to disinfection. Prior to cleaning, the 

worker should wear disposable rubber boots, gloves (heavy duty), and a triple layer mask. 

 

 Start cleaning from cleaner areas and proceed towards dirtier areas.  

 All indoor areas such as entrance lobbies, corridors and staircases, escalators, elevators, 

security guard booths, office rooms, meeting rooms, cafeteria should be mopped with a 

disinfectant with 1% sodium hypochlorite or phenolic disinfectants. The guidelines for 

preparing fresh 1% sodium hypochlorite solution is at Appendix I  

 High contact surfaces such elevator buttons, handrails / handles and call buttons, 

escalator handrails, public counters, intercom systems, equipment like telephone, 

printers/scanners, and other office machines should be cleaned twice daily by mopping 

with a linen/absorbable cloth soaked in 1% sodium hypochlorite.Frequently touched 

areas like table tops, chair handles, pens, diary files, keyboards, mouse, mouse pad, 

tea/coffee dispensing machines etc. should specially be cleaned.  

ANNEXURE 1 



 For metallic surfaces like door handles, security locks, keys etc. 70% alcohol can be used 
to wipe down surfaces where the use of bleach is not suitable.  

 Hand sanitizing stations should be installed in office premises (especially at the entry) 
and near high contact surfaces.  

 In a meeting/conference/office room, if someone is coughing, without following 
respiratory etiquettes or mask, the areas around his/her seat should be vacated and 
cleaned with 1% sodium hypochlorite.  

 Carefully clean the equipment used in cleaning at the end of the cleaning process.  

 Remove PPE, discard in a disposable PPE in yellow disposable bag and wash hands with 

soap and water.  

In addition, all employees should consider cleaning the work area in front of them with a 

disinfecting wipe prior to use and sit one seat further away from others, if possible  

2. Outdoor areas 

 

Outdoor areas have less risk then indoor areas due to air currents and exposure to 

sunlight. These include bus stops, railway platforms, parks, roads, etc. Cleaning and 

disinfection efforts should be targeted to frequently touched/contaminated surfaces as 

already detailed above. 

 

3. Public toilets 
 

Sanitary workers must use separate set of cleaning equipment for toilets (mops, nylon 

scrubber) and separate set for sink and commode). They should always wear disposable 

protective gloves while cleaning a toilet. 

 

Areas Agents / Toilet cleaner 
 

Procedure 
 

 
 

 Sodium hypochlorite 1%/ • Inside of toilet pot/commode: 
 

Toilet pot/ detergent 
  •   Scrub with the recommended agents and the long 

 

   
handle angular brush. 

 

commode Soap powder / long handle 
 

 

• Outside: clean with recommended agents; use a 
 

 
angular brush 

 
 

   
scrubber. 

 

     
 

    
 

Lid/ Nylon  scrubber  and  soap • Wet and scrub with soap powder and the nylon scrubber 
 

commode powder/detergent   inside and outside. 
 

    •   Wipe with 1% Sodium Hypochlorite 
 

 1% Sodium Hypochlorite   
 

    
 



Areas Agents / Toilet cleaner 
 

Procedure 
 

 
 

Toilet floor Soap powder /detergent and • Scrub floor with soap powder and the scrubbing brush 
 

 scrubbing brush/ nylon • Wash with water 
 

 broom   • Use sodium hypochlorite1% dilution 
 

 1% Sodium Hypochlorite   
 

    
 

Sink Soap powder / detergent and • Scrub with the nylon scrubber. 
 

 nylon scrubber  • Wipe with 1% sodium hypochlorite 
 

 1% Sodium Hypochlorite   
 

     
 

Showers Warm waterDetergent • Thoroughly scrub the floors/tiles with warm water and 
 

area  /  Taps powder Nylon Scrubber 1%  detergent 
 

and fittings Sodium  Hypochlorite/ 70% • Wipe  over  taps  and  fittings  with  a  damp  cloth  and 
 

 alcohol    detergent. 
 

    •   Care should be taken to clean the underside of taps and 
 

     fittings. 
 

    •   Wipe with 1% sodium hypochlorite/ 70% alcohol 
 

     
 

Soap Detergent and water  • Should be cleaned daily with detergent and water and 
 

dispensers     dried. 
 

      
 

 

 70% Alcohol can be used to wipe down surfaces where the use of bleach is not suitable, e.g. 
metal. (Chloroxylenol (4.5-5.5%)/ Benzalkonium Chloride or any other disinfectants found to be 
effective against coronavirus may be used as per manufacturer’s instructions)  

 Always use freshly prepared 1% sodium hypochlorite. 
 

 Do not use disinfectants spray on potentially highly contaminated areas (such as toilet bowl 

or surrounding surfaces) as it may create splashes which can further spread the virus. 

 To prevent cross contamination, discard cleaning material made of cloth (mop and wiping 

cloth) in appropriate bags after cleaning and disinfecting. Wear new pair of gloves and 

fasten the bag. 

 Disinfect all cleaning equipment after use and before using in other area 

 Disinfect buckets by soaking in bleach solution or rinse in hot water 

 Personal Protective Equipment (PPE): Wear appropriate PPE which would include the 

following while carrying out cleaning and disinfection work. 

 Wear disposable rubber boots, gloves (heavy duty), and a triple layer mask 

 Gloves should be removed and discarded damaged, and a new pair worn. 

 All disposable PPE should be removed and discarded after cleaning activities are completed. 

 Hands should be washed with soap and water immediately after each piece of PPE is 

removed, following completion of cleaning. (Refer to Appendix II: Steps of Hand Hygiene) 

Masks are effective if worn according to instructions and properly fitted. Masks should be discarded 

and changed if they become physically damaged or soaked. (Appendix-III: Guidelines for use of 

mask) 



  Appendix-I 

Guidelines for Preparation of 1% sodium hypochlorite solution 
   

Product Available chlorine 1percent 
   

Sodium hypochlorite – liquid bleach 3.5% 1 part bleach to 2.5 parts water 
   

Sodium hypochlorite – liquid 5% 1 part bleach to 4 parts water 
   

NaDCC (sodium dichloro- 60% 17 grams to 1 litre water 

isocyanurate) powder   
   

NaDCC (1.5 g/ tablet) – tablets 60% 11 tablets to 1 litre water 
   

Chloramine – powder 25% 80 g to 1 litre water 
   

Bleaching powder 70% 7g g to 1 litre water 
   

Any other As per manufacturer’s Instructions 
   



Appendix II 

Steps of Hand Hygiene 
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Appendix III 

Guidelines for use of mask 

 

The correct procedure of wearing triple layer surgical mask 

 

1. Perform hand hygiene  

2. Unfold the pleats; make sure that they are facing down.  

3. Place over nose, mouth and chin.  

4. Fit flexible nose piece over nose bridge.  

5. Secure with tie strings (upper string to be tied on top of head above the ears –lower string at the 

back of the neck.)  

6. Ensure there are no gaps on either side of the mask, adjust to fit.  

7. Do not let the mask hanging from the neck.  

8. Change the mask after six hours or as soon as they become wet.  

9. Disposable masks are never to be reused and should be disposed off.  

10. While removing the mask great care must be taken not to touch the potentially infected outer 

surface of the mask  

11. To remove mask first untie the string below and then the string above and handle the mask using 

the upper strings.  

12. Disposal of used masks: Used mask should be considered as potentially infected medical waste. 

Discard the mask in a closed bin immediately after use. 
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ANNEXURE 2 
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ANNEXURE 3 
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