
Oil and Natural Gas Corporation Limited 
Office of GGM-HRO 

Quadrant 1, 4th floor, 
NBP Green Heights, 

Plot No. C-69, Bandra-Kurla Complex,  
Bandra(East), Mumbai-400051 

Ref.No. WOU/RO/Vaccination/2021/3                                          Date: 11.05.2021 

 

Sub:  Covid-19 Vaccination for ONGC Employees, WOU, Mumbai 
 
 

1. A vaccination camp is being organized by ONGC-Mumbai, in association with Apollo 

Hospital Navi Mumbai, at NBP Green Heights from 13th May, 2021 (Tentative) onwards.  
 

Venue: Ground Floor, NBP Green Heights. 
 

2. Employees and their dependents can avail this facility.  
 

3. All Employees of WOU, Mumbai who wish to avail the facility are requested to enter 

the details in a Google form created for this purpose. 
 

CLICK HERE TO REGISTER (Google Form) 
 

 

4. In order to avoid crowding at the vaccination area, beneficiaries will be informed 

about the Date and Time of reporting for vaccination through Email and are advised 

to adhere to the timings. 
 

5. Steps to be followed for vaccination at ONGC premises including details regarding 

Verification and Scheduling Desk, Waiting Area, Vaccination Booths and Observation 

Area is placed at Annexure I. 
 

6. Assessment form is attached at Annexure-II. Hard copy of this form may be got filled-

in and submitted at the Registration Desk. 
 

7. Eligible beneficiaries as per Govt. guidelines need to register themselves on CoWin or 

Arogya setu App by entering contact number and Aadhar card details. It is mandatory 

to carry a copy of Aadhar Card for verification. 
 

8. Considering the limitations in administering of vaccination in office premises, support 

of all employees of WOU, Mumbai is solicited by honouring the scheduled timing and 

ensuring no cancellations. This will ensure successful vaccination drive. 
 

Looking forward to support of all employees of WOU, Mumbai to make this vaccination 

drive successful while following Covid Appropriate Behaviour. 

 
(Sunil Singh) 

GGM-HRO 

Encl: As above 

Distribution: 

1. All Employees of WOU, Mumbai through Intranet 

https://docs.google.com/forms/d/e/1FAIpQLSfdYY7XhLeKbdZgCkbB8h4Tm3_-RpOblOp6iXnEAcBRzYWYoA/viewform


Annexure-I 

Steps to be followed for getting vaccinated 

 
 

1. Vaccination Area Layout at NBP Green Heights: 

a. Assembling Area/ Waiting Area- Ground floor (North side spill over area) 

b. Verification & Vaccination Scheduling Desk- Ground floor (North side spill over 

area) 

c. Vaccination Booths- Four vaccination booths have been installed at Ground 

floor (South side spill over area) 

d. Observation Area- Ground floor (near entrance) 
 

2. Registration (online) 

a. For registration, kindly fill and submit Google form  

https://forms.gle/wwZbAQkPEecTip5i8 

b. Form seeks details like name, age, CPF, status( active employee, dependent of 

active), vaccination details 1st/2nd date of earlier vaccination, reference id 

(generated by registration on COWIN website) 
 

3. Based on the data collated through google forms, schedule of vaccination will be 

communicated on given Email-id by hosp_romum@ongc.co.in 
 

4. It is advisable that beneficiaries go through the FAQs prior to arriving at vaccination 

site: 

a. https://www.cowin.gov.in/faq 

b. https://www.mohfw.gov.in/covid_vaccination/vaccination/faqs.html 
 

5. List of beneficiaries as per scheduled timing, will be shared with Security in order to 

ensure that entry of only such beneficiaries be ensured who are scheduled for 

vaccination. 
 

6. At Vaccination Centre: 

a. Arrive only as per your allotted schedule 

b. Documents to be brought along for vaccination: 

i. Filled-in assessment form ( at Annexure-II) 

ii. Aadhar Card 

iii. In case of 2nd Vaccination, bring certificate of 1st dose of vaccination 

c. Follow Covid appropriate behaviours at all times 

d. For vehicle parking, directions from Security staff is to be followed.  

e. Movement at vaccination premises: 

i. Move to ONGC verification desk (Ground floor North side spill over area) 

for verifying your details 

ii. Move to Apollo vaccination scheduling desk post verification by ONGC 

team 

iii. After step ii, beneficiary will be required to be seated in queue waiting 

for their vaccination call 

iv. Vaccination will be administered at one of the four booths set up by 

Apollo team 

v. Post vaccination move to Observation Area for 30 minutes observation 
 

https://forms.gle/wwZbAQkPEecTip5i8
https://www.cowin.gov.in/faq
https://www.mohfw.gov.in/covid_vaccination/vaccination/faqs.html


7. Post observation, move out of the premises to avoid crowding. 
 

8. The certificate for the vaccination dose can be downloaded through CoWin or Arogya 

Setu app through registered contact number. 

 

General Instructions: 

1. All the beneficiaries are requested to register immediately as the Google form shall not 

be available after requisite number of beneficiaries have registered. 

2. While scheduling, preference would be given to offshore/field-duty employees. 

Thereafter employees will be scheduled on the basis of their timing of registering Google 

form. 

3. All are requested to reach the vaccination site as per the assigned schedule.  

4. In case you are reaching the vaccination centre by driving on your own, it is advised that 

you may be accompanied with a person who could drive you back. 

5. Ambulance and medical team are available at the venue for any assistance during 

vaccination period. 

 



Follow the following steps for vaccination 

 

 

 

 

 

 

1. Registration through 
google form 

https://forms.gle/wwZbAQ
kPEecTip5i8 & Go through 

FAQs on vacination

2. Schedule for vaccination 
shall be conveyed on your 

Email id as per Google form.

3. Fill the assessment form 
and bring along the Aadhar 
Card at NBP Green Heights 

as per communicated 
schedule

4. Reach NBP Green 
Heights, 15 minutes prior to 

your scheduled time. 

5. Security at Gate will see 
your credentials and 

appointment schedule. Park 
as per instructions by 
Security personnel.

6. Move to ONGC Help desk 
at Ground Floor (North 

Side). Verify your details, 
assessment form and 

collect token number for 
vaccination

7. Move to Apollo 
vaccination scheduling desk 

at Ground Floor ( North 
Side) to submit Assessment 
form, & show Aadhar card 

8. Adhere to COVID 
appropriate behavior at all 
times. Wait for your turn as 

per token number.

9. Move to Ground floor 
(South Side), for vaccination 

at the allotted booth.

10. Post vaccination, wait in 
the observation area at 

Ground floor Atrium (near 
entrance). In case of any 

issue, contact medical team 
immediately.

11. Drive out of the building 
after waiting half an hour at 

observation area.

12. Download certificate for 
the vaccination dose on 
CoWin or Arogya Setu 
portal. Updated your 
vaccination details on 

WEBICE.

Stay Safe and follow Covid Appropriate Behavior at all times



Annexure-II 

Assessment form (Duly filled form to be brought at vaccination center) 

 



 
 


