FICCI

Guide for Organisations
to follow under

COVID-19 Pandemic




“Addressing the humanitarian

challenge should be our priority
at all work sites”

(Note: This 'Guide has been compiled by Federation of Indian Chambers of Commerce and Industry
(FICCI) from best practices adopted by corporates across the globe and are intended to help reduce the
impact of COVID-19 outbreak in the country on businesses. Employers and workers may use this planning
guidance to help prepare their workplaces for prevention of infection as well as for enhancing their
productivity through workplace flexibility and workforce preparedness.)

COVID-19, already a pandemic, is spreading rapidly taking the world by surprise, causing a great deal of
uncertainty for the next phase of the disease as well as for the global economy. Epidemiologists suggest
that the virus is highly transmissible and can cause nationally incapacitating epidemics once transmission
within the community is established. It has been analysed that the below three scenarios could emerge in
the coming weeks:

Three scenarios for how COVID-19 could evolve
Potential scenarios as of March 9, 2020

What you have
to believe

How the
scenario could
evolve

Quick recovery

Global slowdown

bal pandemic and r ion

Public health response similarly
effective as with China
Virus is seasonal

Fatality ratio similar to that of the flu (or
an existing therapy proves effective)

Socioeconomic reaction is localized
Strong public reaction, initial drop in
demand, but peak comes quickly
Working populations change some
daily habits but resume ec. activity

Less effective public-health
response than China

Virus is seasonal

Fatality ratio is higher than or near
that of the flu, dependent on public
health response

Impact largely localized in Europe and
US; some spread in other
transmission complexes in Africa,
India, with more generalized reactions
Greater shift in daily behaviors

Less effective public-health
response than China

Virus is not seasonal so
transmissibility does not decline with
northern hemisphere spring; case
resurgence observed in China
Fatality ratio is higher than that of the
flu, because of disease characteristics
or insufficient health system response
Continued case growth count through
Q2 and Q3

Reaction is generalized

China recovery is largely complete,
inc. Hubei by early Q2

Relatively fast rebound after initial
acute drop in consumer demand

US, Europe economic slowdown until
the end of Q1

Varied impact in other economies
(Middle East, rest of Asia, Africa,
LatAm) — slowdown in Middle East until
Q2; some disruption in Africa, LatAm

China recovery is largely complete,
incl. Hubei by early Q2

US, Europe sees economic slowdown
until mid-Q2; other regions see varied
impact (rest of Asia, Middle East more
impacted; LatAm, Africa more insulated)
Certain sectors (e.g., aviation,
hospitality) deeply hit — missing the
summer season

Other sectors (e.g., CPG) experience
acute initial drop, recover at end-Q2

China recovery increases
transmission and potential
resurgence in cases; complete by Q4
2020

US, Europe see generalized reaction
Global recession — economic
slowdown across all regions
Consumer confidence does not
recover until end Q3 or beyond

Source: Expert interviews, team analysis
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Further, the pandemic will impact all types of industries and organisations around the globe. In India too,
with the increasing rate of infections, itis expected that all sectors would experience some impact.




All sectors are impacted, with several seeing severe consequences
Preliminary views based on base case — Subject to change as the COVID-19 outbreak evolves
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Tourism and
hospitality

Estimated
degree of
impact, in terms
of duration

Estimated
global restart
(Global
slowdown
scenario)

Severe ripple effects
(e.g., closures in Paris,
tourism down 50% in
Vietnam, despite lack
of local transmission)

Delayed recovery until
winter season, when
disease might surge
again

Potential of more
localized impact,
containing negative
demand hit

//%
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Aviation / airlines

Sustained
headwinds, with global
travel acutely
impacted; summer
season missed —
forward bookings for
Mar-April down
significantly; reports of
over 40% in certain
airlines

Pace of recovery faster
for domestic travel
(~2 quarters); slower
pace of recovery for
long-haul and/or
international travel
(up to ~3-4 quarters)
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Oil and gas
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Oil price decline
driven by both
longer-term
demand impact
and short-term
supply overhang

Rebound expected
with resumption of

consumer demand,

but long-term
impact likely if
situation persists
and depresses
prices beyond a
year

Automotive

Late Q2/Q3

Existing
vulnerabilities (e.g.,
trade tensions,
declining sales)
amplified by acute
decline in Chinese
demand, continued
supply chain and
production disruption
(in China, rest of Asia,
now EU)

Headwinds to persist
into Q3 given tight
inventories (<6
weeks), supply chain

complexity (therefore,

minimal ability to shift)

=

Consumer products

_

Consumer
electronics,
semi-conductors

Overall moderate
decline in private
consumption and
exports of services

Demand for certain
product segments
(e.g., food, produce)
resilient; significant
online growth (though
hampered by labor
shortage)

Potential of localized
impact, containing
negative demand hit

Market structure
shifts accelerated
(e.g., strategic moves
to diversify supply
chain)

Downstream impact
due to supply chain
challenges in China,
rest of Asia (esp. South
Korea), causing delays
in 5G, product
development

Pace of recovery to
differ by sub-sector
(e.g., semiconductor
likely faster)

Source: IHS Market; McKinsey Global Institute Analysis; Subject matter experts; Press reports
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In order to minimize the impact on our businesses, workers, customers, and the public, we would need to
planand actnow. Some of the situations that we would need to tackle are:
® Absenteeism: resulting from people avoiding work in the fear of being exposed to the virus, people
falling sick or needed to take care of someone who is sick

® Change in patterns of commerce: While demand for certain products and services to help deal
with the outbreak would go up, consumption of other items or services may reduce as people
attemptto change behavior to avoid acquiring the infection

e Interrupted supply/delivery: Disruptions in supply chain and distribution are likely, especially in

case of inputs sourced from geographies that have been impacted by the outbreak

Hence, it is crucial that we have our response strategies in place. Organisations would need to keep the
workplaces prepared for infection prevention and control as well as ensure the health and safety of our
employees. This needs thoughtful, people-first approach.
The organisations and employers may like to consider the following while planning for their response to the

pandemic:

Infectious Disease Preparedness and Response Plan for Businesses

® Develop a plan considering and addressing specific level of risk associated with the worksites and job-

tasks that workers perform at sites, with minimal impact on productivity orengagement

® Prepare and test Contingency and Business Continuity plans to address social distancing
requirements, potential absenteeism, interrupted supply/delivery, change in demand of

products/services




Prepare temporary succession plans for key executive positions and critical roles in the business

Define your communication strategy- communicate with employees frequently and with the right
specificity

Analyse if there is any high-risk work or any paper-based processes or processes that cannot be
easily moved online and need a separate work plan

Infection Prevention at Workplace

Educate employees about COVID-19 symptoms and prevention and when to get tested for the disease
(Referto the Gol information on when to get tested- Annexure A)

Create awareness and train employees on essential personal and respiratory hygiene, through
graphic posters, videos and e-learning modules (Refer the FICCI handout for COVID-19 infection
prevention and control- Annexure-1 and Gol's Corona Do's and Don't's- Annexure-2)

Promote regular and thorough hand-washing by employees, contractors and customers. Place
sanitising hand rub dispensers (alcohol-based) in prominent places around the workplace and ensure
adequate hygiene supplies are available for everyone

Step-up housekeeping services, including routine cleaning and disinfecting of surfaces,
equipment, and other elements of the work environment

Identify and designate an area within the workplace to act as an isolation room in case someone is
found infected at the site. Also develop protocols to isolate a potentially infected individual and
train select staff to follow these protocols (Refer to the National and State Helpline numbers for
reporting any symptoms of COVID-19- Annexure-3)

Encourage employees to inform and stay at home if sick or if they are a caregiver to someone
suffering from a respiratory infection (Refer Gol's guidelines for home quarantine- Annexure-4)

Provide masks to frontline employees dealing with large number of people and train them to not
touch their mouth, eyes and nose without washing their hands (Refer to the Gol Guidelines on use of
masks by public- Annexure-5)

Adopt a screening checklist for all the employees (one-time), customers and visitors at the entry point of
the organisation (Referthe FICCI Checklist for Screening- Annexure-6)

Install high-efficiency air filters and increase ventilation rates in the work environment

Workforce Flexibilities and Protection

Encourage social distancing by providing flexible worksites (e.g., telecommuting-working from home)
and flexible work hours (e.g., staggered shifts)

For work that cannot be made remote, evaluate what safeguards can be putin place, such as revised
cleaning protocols or personal protective equipment

Limit local, domestic and international travel requirements for employees and discontinue non-




essential travel to locations with ongoing COVID-19 outbreaks. Employers should actively monitor the
latest travel guidelines from the Government of India (Refer to the Gol's Consolidated Travel Advisory
for COVID-19- Annexure-7)

® Use videoconferencing for meetings when possible; when not possible, hold meetings in well-
ventilated spaces. Consider postponing large meetings or gatherings (Refer Gol advisory for mass
gatherings- Annexure-8)

® Work with the insurance companies providing employee health benefits and health agencies to
provide information about medical care for the outbreak

® Planforcontingentfinancial support and protection that the company or employees may require

Essentials for Working Remotely

In a pandemic, remote work cannot be considered a privilege but a standard operating mode for the
businesses. Hence, itis important to establish that there is a difference between being at home during work
hours, and working remotely in a way that maintains (or enhances) business operations. The employers
can take below steps to ensure that working remotely does not reduce their productivity:
® Develop aremote-working policy for your organisation with clear communication channels
® Develop clear protocols and obligations for employees who are at risk, who are not atrisk but are
working remotely as well as for all employees to return to work when situation is safe
® Create a short-term as well as long-term plan for working remotely, in case the situation of
pandemicis prolonged
@ Establish a cross-functional team to develop a coordinated response effort and to help guide the
employees on their work plan. The cross-functional team should be trained and empowered to plan
and oversee the work being undertaken remotely

COVID-19 Response Workstreams

Define, align leaders on potential scenarios
Create ‘single source of truth’ about the headwinds
Run table-top exercises for tough decisions
Provide clear policies and guidelines

Ensure transparent two-way communications

Integrate via Nerve
Center

Protect & Give

Purpose Monitor issues on near real-time basis, with rapid response

Cross-

functional
COVID-19 S_tress-'test
Response Financials

Team

Stabilize Supply
Chain

Engage Customers

Track adherence to policies

Support global response efforts

Run financial stress test for all scenarios

Define trigger-based portfolio of actions

Update demand forecasts

Map exposure to suppliers (Tiers 1, 2, 3), estimate impact
Support supplier stability and operational re-starts

Act on part rationing, inventory, logistics

Drive greater supply chain risk management in the medium term
Ensure customer transparency (B2B context)

Define plan for priority growth segments

Refresh customer loyalty programs, incentive plans
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Educate employees on having a dedicated working area, maintaining regular communication with
their managers as well as following personal and respiratory hygiene for their home-offices

Provide essential equipment for your employees to be able to work effectively from home

Create a platform for employees to access up-to-date information on the outbreak, preventive
practices and travel advisories. Consider a dedicated hotline for inquiries from employees

A combination of technologies- (e.g., remote access, cyber), practices and policies, safeguards,
and training- should be utilized to support a wide remote-work deployment

Some apps to make remote working easier:

%  Slack- most commonly used for messaging, voice and video calls, sharing and editing
documents https://slack.com/intl/en-in/

% Basecamp3- project management app has message boards, to-do lists, schedules, docs, file
storage, real-time group chat, and automatic check-in questions https://basecamp.com/via

& Zoom- allows screen-sharing and cross-platform instant messaging https://zoom.us/
& Harvest- track time and log expenses as well as manage invoices https://www.getharvest.com/

% Doodle- create polls, invite others to participate in them and get their feedback
https://doodle.com/en_GB/calendar-app

%

Noisli- drowns out noises and helps you to concentrate https://www.noisli.com/

% G-Suite apps- Google's apps like Docs, Hangout and Drive for coordinating work and sharing
files https://gsuite.google.com/intl/en_in/

%  Microsoft Teams- for sharing documents, text and video chats with colleagues and access to
Office 365 https://teams.microsoft.com/downloads

Safety Plan for Essential Business Travel

In case any employee needs to undertake an essential travel for business or personal reasons, the
employer may assistin the following manner:

All persons travelling should be briefed by a qualified healthcare professional on the precautions
needed including regular hand-washing

Employees who have returned from recent travel to affected region should monitor themselves for
symptoms for 14 days and take their temperature twice a day

If they develop even a mild cough or low-grade fever (i.e. a temperature of 37.3 C or more), they should
stay at home and self-isolate. This means avoiding close contact (one meter or nearer) with other
people, including family members, and inform the employer as well as a nearby healthcare
provider







Coronavirus COVID - 19: Facts and Insights

www.mckinsey.com/~/media/McKinsey/Business%20Functions/
Risk/Our%20Insights/COVID%2019%20Implications%20for%20
business/COVID%2019%20March%209/COVID-19-Facts-and-
Insights-March-9-2020-v2.ashx

Lead Your Business Through the Coronavirus Crisis
https://hbr.org/2020/02/lead-your-business-through-the-coronavirus-
crisis
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Annexure 11:
Gol Advisory for Social Distancing

Facts and Insi




Ministry of Health & Family Welfare
Government of India

NOVELC RONAVIRUS
(COVID-19)

—— Protect yourself and others! —

® You are not required to get tested for COVID-19 if you do not have any symptoms (Cough,
fever or difficulty in breathing)

® |f you have any of the above symptoms and have travelled to any of the COVID-19 affected :
countries including ltaly, Iran, Republic of Korea, France, Spain, Germany, UAE etc or you are a
contact of a laboratory confirmed positive case immediately call the State Helpline Number or
Ministry of Health & Family Welfare, Government of India's 24x7 helpline 011-2397 8046

® The helpline service will note down your contact details and contact you with the testing
protocols of COVID-19

® |f you qualify as a case for testing as per the protocol, you will be tested at a Government
approved lab only.

U U NN NN NN NSNS NN NN NSNS NS EEEEEEEEEEEEE,

® List of Government approved labs is available at https://www.icmr.nic.in/

® Currently, no private hospital/private laboratory is authorized to test for COVID-19

0261/£200/€ 1/201L L1 dAdP

Together we can fight Coronavirus

For further information call Ministry of Health & Family Welfare, Government of India s 24X7 control room number

+91-11-23978046 oremailat ncov2019@gmail.com























































