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Confirmation Letter to Students 

Sent on email with link to SOPs 

 

 

 

 

 

 

 

 

 



Dear .., 

We are pleased to give you a Confirmation No   for the 10 Day 

Course Vipassana Meditation course starting on 26th August 2020 at 

Dhamma Khetta and ends on 6th September 2020 at 6:30 a.m. 

Please click here for the Declaration/Waiver which you will 

have to send us within two days of the receipt of the confirmation. 

Also bring the print out of the Declaration/Waiver duly signed for 

our records. 

Please review the Things to Bring and Requirement and 

Precautions to be taken during the course 

We have been inundated with applications for this course despite 

the limited seats. Therefore, if in case, you are unable to attend the 

course, please inform us about the same immediately. 

If you would like to cancel your course application, you can either 

do so by logging in with the details provided below – 

Send an SMS - Cancel to 9293792937 from your registered mobile 

number(      )Please note the following: 

Please carry a photo identity document like Pan card, Passport, 

Adhar card, etc at the time of registration. 

If you need directions to Dhamma Khetta, please vist 

http://www.khetta.dhamma.org/contact.html 

Note:  Due to Covid19 situation you are asked to bring your own mouth 

masks, hand soap and two sets of white cloth to spread on your 

meditation seat and meditation blanket. In the meditation and dining 

halls the windows will be open most of the time to allow a good 

ventilation, therefore it is advisable to bring sufficient warm clothing and 

shawls for meditation. You need to wear a mouth mask if you travel by 

public transport. All participants should wear a mouth mask when arriving 

at the centre. 

http://www.khetta.dhamma.org/contact.html


 For the foreseeable future, during the pandemic, we are requiring 

all students and servers who are coming to the center to travel via 

private transportation (e.g. their own car, or a ride from a member 

of their household). We realize the challenge this may cause for 

some, however we feel it a necessary precaution to keep the 

Center and those coming to it safe. 

 Anyone exhibiting symptoms of COVID-19 during the course will be asked to 

return home. Prior to the course beginning, travel plans need to be in place 

for this eventuality 

What to Bring during COVID 

1. Your own bed sheet(s), blanket/dohar/quilt, pillow case(s), 

shawl/Stoll, Towel, Napkin(s), personal toiletries, washing soap, 

Hand soap, etc. 

2. Get multiple personal handkerchief 

3. Get multiple Face Masks 

4. Enough clothes for the whole course as no laundry service will 

be available 

5. Water bottle. 

6. Personal alarm clock 

7. Personal Sanitizer bottle if required. In all the common areas, foot 

operated sanitizers will be available. 

8. We recommend you to bring your own Vaporiser/Steamer 

9. If you prefer your personal Face Shield 

10. Personal medicines 

11. Torch/Flash light 

12. Lock 

13. If any medical condition, get a Doctor’s certificate even if you 

have common cold. 

14. Umbrella/Raincoat 

15. We will not be providing transportation. So make the necessary 

arrangements 

 Arogya Setu should be downloaded on the student’s mobile 

phone before entering the centre. 

 I will follow the eight precepts and will not need any flexibility. 

Those who cannot follow eight Precepts should wait for regular 

courses to start. 

 Person dropping the students at Dhamma Khetta, will not be 

allowed to enter the centre. 

 No visitors/friends/family members will be allowed to meet the 

student on the Metta day. 



Please note that you will be requested to deposit following items with 

management during the course. We will return you the same on the last 

day of the course – 

 Mobile phones, Laptops, or other personal electronic devices 

 Reading/writing material, musical instruments 

 Personal food items, tobacco in any form, non-prescribed drugs 

 Scented toiletries or perfumes, religious or spiritual objects 

 Jewelry or other unnecessary valuables 

CLOTHING: Must observe the rule for modest dress as outlined in the 

Code of Discipline. We request both men and women to refrain from 

wearing shorts, sleeveless tops and transparent, tight or revealing clothes 

during the course. Also, please do not bring perfumes or scented shaving 

lotions to the course, as its use may disturb other fellow students during 

group meditation. 

With Regards, 

Registrar 

Dhamma Khetta 

Dhamma Khetta - Vipassana Meditation Centre 

 

 

 

 

 

 

 

 

 

 

 

 



 

COVID 19 Liability Release Waivers 

I declare as follows: 

1. I am under the age of 65 years 

2. For females. I am not pregnant. 

3. Since last 30 days, no one in my family including me has 

been infected/suffered from COVID 19. 

4. I have not, nor any member(s) of my household, travelled by 

sea or by air, internationally within the past 30 days. 

5. I am not having fever, cough, cold or any influenza like 

symptoms since last ten days 

6. I am not suffering from Cardiac or Respiratory diseases e.g. 

Asthama. 

7. I am having Diabetes/Hypertension, and according to my 

doctor, it is under control with my regular medication and 

that I am fit to sit for entire duration of Vipassana meditation 

course. 

8. I am not suffering from Cancer or Arthritis and I am not 

taking any medicines and Steroids for the same. 

9. During examination while arriving at the centre, if I have any 

symptoms as mentioned in point no. 5, I am aware that I will 

not be able to attend the course. 

10. I agree to abide by all the guidelines provided by the 

Government to Dhamma Khetta Meditation Centre. 

 

Following the pronouncements above I hereby declare the 

following: 

 I am taking the course out of my free will. I will be solely 

responsible for my health and safety. 

 I along with my family agree to indemnify, Dhamma Khetta 

Meditation Centre, Hyderabad, its Trustees, Board, Officers, 

Affiliates, Employees, Teachers, Servers from and against any and 

all costs, expenses, damages, lawsuits, and/or liabilities or claims 

arising whether directly or indirectly from or related to any and all 

claims made by or against any of the released party due to injury, 

loss, or death. 

By signing below I acknowledge that I have read the foregoing 



liability release waiver and understand its contents; that I am at least 21 

years old and fully competent to give my consent; that I have been 

sufficiently informed of the risks involved and give my voluntary consent in 

signing it as my own free act and deed; that I give voluntary consent in 

signing this Liability Release Waiver as my own free act and deed with full 

intention to be bound by the same, and free from any inducement or 

representation. 

The trust holds complete rights to enforce removal of students, 

anytime during the course, as they may deem necessary. I will co operate 

with them. 

Full Name: 

Phone No.: 

Emergency Contact Name: Emergency Contact No.: 

 

Signature 

 

Date signed:  

 

 

 

 

 

 

 

 



 

 

 

 

 

 

For Students 

Standard Operating Process



SOP for Students Joining a Course in Dhamma Khetta 

What to Bring 

1. Your own bedsheet/s, blanket/dohar/quilt, pillow case/s, 

shawl/Stoll, Towel, Napkin/s, personal toiletries, washing soap, 

Hand soap, etc. 

2. Masks, get multiple. 

3. Enough clothes for the whole course as there will be no laundry 

service available 

4. Water bottle. 

5. Personal alarm clock 

6. Personal Sanitizer bottle if required. In all the common areas, 

foot operated sanitizers will be available. 

7. Personal medicines 

8. Torch/Flash light 

9. Lock 

10. Bring your own pen to fill out the form to avoid contacts 

11. If any medical condition, get a Doctor’s certificate even if you 

have common cold. 

12. Umbrella/Raincoat 

13. We will not be providing transportation. So make the necessary 

arrangements 

 

 Arogya Setu should be downloaded on the student’s mobile 

phone before entering the centre. 

 I will follow the eight precepts and will not need any flexibility. 

Those who cannot follow eight Precepts should wait for regular 
courses to start. 

 Person dropping the students at Dhamma Khetta, will not be 

allowed to enter the centre. 

 No visitors/friends/family members will be allowed to meet the 

student on the Metta day 

Requirement and Precautions to be taken during the course 

1. Temperature will be checked at the time of entry and before start 

of the course. 

2. Temperature will also be measured every day during lunch time 

before entering the dining hall. 

3. Luggage and shoes will be sanitized before entering the premises 

4. All the rooms, Dhamma Hall, etc. will be sanitized before the 

course starts. 

5. Dining area and the common washrooms will be sanitized daily. 

6. Maintain social distancing of at least 6 feet at all times. 



7. Be patient. Never over crowd near the Dhamma Hall, Pagoda, 

common washrooms and dining hall. 

8. Wash hands frequently and for 20 Seconds. 

9. Foot operated sanitizer will be available near all the common 

areas like Dhamma Hall, Dining Hall, Pagoda etc. 

10. Do not share items 

11. Even when occasional coughing or sneezing, use handkerchief or 

inside of your upper elbow. Never use your palms. 

12. If a student is found coughing or sneezing or has temperature, 

the student will be asked to leave the course and go home. 

13. Once you use any extra cushions, keep it with you till the end of 

the course. Do not exchange cushions. Same applies for any 

items taken from the centre. 

14. Student will be assigned a seat with their room number in the 

dining area. The same seat has to be used for the entire course. 

15. Student will be given their own set of utensils which they will 

wash and use it for the entire course. 

16. Student will be served unlimited food, but no self-service. 

17. Use your own glass or bottle to drink water. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

For Course 

Dhamma Servers 

Standard Operating Process 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



SOP’s for the Dhamma Servers during the course at Dhamma 

Khetta At the time of Entry of the Students 

1. Dhamma servers should be wearing masks and Face shield when 

facing students 

2. Check the temperature of the students 

3. Make sure the student is wearing mask 

4. Wear hand gloves while sanitizing the luggage of the student 

5. Guide them to the respective registration area 

 

Registration 

1. Sanitizer stand and bottle should be kept outside Registration 

area. 

2. Tables and chairs should be arranged in such a way that the 

social distancing of at least 6 Feet is maintained. 

3. Each student should be given a separate pen to fill out the 

forms. 

4. All Dhamma servers should be wearing masks at all times when 

in Registration hall 

5. After confirming the name, the student should be guided for 

room allotment where the details will be discussed and room will 

be allotted. 

6. A student has to sign a declaration form if he/she has not 

brought the same with them. 

7. A server should be always available to go over any concerns if 

the student may have regarding COVID preparedness. 

8. Dhamma server sitting at the essentials counter or valuable 

counter should make sure that distance of six feet is maintained 

between the student and server. Immediately use the sanitizer 

after touching cash. 

9. Dhamma server at the essential/valuable/mobile counter should 

be wearing masks, face shield and hand gloves. 

10. Dhamma server should not touch their face while collecting the 

valuables, mobiles, etc. 

11. A dedicated server with fresh pair of gloves will only be serving 

tea and biscuits. 

12. Do not insist on selling sanitizer bottles. Inform the students we 

have sanitizer bottles everywhere in the common areas. If they 

still want to buy, they can do so for their peace of mind. 

13. Student should be guided to their respective rooms if they are 

new to the center. 



14. Inform them about the evening snack/dinner and pre-talk 

timings. 

At the time of Pre-talk 

1. Foot operated sanitizer should be available at the entrance of the 

pre-talk area 

2. Chairs should be arranged to maintain social distancing of 6 feet. 

3. Since the chairs will not be used till the end of the course. 

4. Female pre-talk will happen in dining hall. Those chairs will 

need to be sanitized after Pre-talk. 

5. After the pre-talk, when done with stacking of the chairs in their 

place, wash the hands for 20 seconds. 

6. Guide the students to Dhamma Hall. 

 

Dhamma Hall 

1. Make sure there is a foot operated sanitizer outside Dhamma hall 

. Also make sure there is no overcrowding in this area. 

2. Cushions should be place with the instructions of the teacher and 

management six feet apart. 

3. Opening and closing of the door of the Dhamma hall should be 

done by one of the Dhamma server only. Sanitize your hands 

before entering Dhamma hall. 

4. If a student takes any extra cushions, do not store it in the back. 

The student should keep the cushions till the end of the course. 

Do not reuse for other student. 

5. Maintain six foot distance when communicating with the teacher 

or advised otherwise (use pen and paper). 

6. For 9-00 pm Q & A, all the students who have questions, needs 

to remain seated until server clearly indicates who can come 

forward. 

7. Places for the evening discourses in other languages should also 

maintain 6 feet distance and remain the same for the entire 

course. 

8. If a student is found coughing or sneezing or looks weak or 

fatigued, inform the teacher immediately. 

9. Course managers will make sure to start the exhaust fans during 

breaks. 

 

10. While emptying the dustbin, make sure you are wearing hand 

gloves. 

 



Pagoda 

1. Make sure there is a foot operated sanitizer outside Pagoda. 

2. Make sure there is no crowding in this area. 

3. If a student takes any extra cushions, do not store it in storage 

area. The student should keep the cushions till the end of the 

course. Do not reuse for other student. 

4. Sanitize door handles everyday 

5. Buckets should be kept outside for umbrellas 

 

Dining Hall 

1. Exact number of chairs should be kept in the dining hall. All 

extra chairs should be removed. 

2. At least four Dhamma servers need to be present during meal 

hours. 

3. Should will be coming in batches as per the time slot given to 

avoid overcrowding. Student should stand at six feet distance in 

the marked area. 

4. Students will only enter when called to enter the Dining Hall. 

5. Food should always be covered as far as possible. 

6. Student should wash/disinfect their hands before entering the 

dining hall. 

7. Make sure students are sitting in their assigned spot. Spots will 

be marked with their room number. 

8. Since there will be no self-service, Dhamma servers will be 

serving the food without eye contact. 

9. Do not observe how much food a student is asking. Just give as 

asked by the students. 

10. One Dhamma Server will be standing in the dish washing area to 

avoid confusion and overcrowding. 

11. Flow of the students should be managed well . 

12. Make sure the soap containers are always filled. 

13. No spitting in the common sinks. 

14. Always wear the gloves to disinfect all the tables and chairs after 

every meal. 

15. Servers should be present in the dining till the students are 

eating maintain 6 feet social distancing. 

 

Course Office 

Only one person has to be present in the course office to maintain social 

distancing. 

 



Walking Area 

1. Dhamma server need to be vigilant to see that social distancing 

is maintained. If you find overcrowding, with folded hand request 

to avoid. 

2. Make sure there are no chairs in walking area to avoid 

sharing/taking turns 
Donations 

1. Maintain safe distancing of 6 feet. 

2. Sanitize the card terminal after every use. 

3. No sharing of objects like pens or disinfect after every use. 

4. While handling cash, please make sure you are wearing gloves 

and do not touch your face. Immediately after the transaction, 

sanitize your hands. 

NO BOOK SALE Book Vendor 

1. He should take care to avoid overcrowding. 

2. He should use sanitizer after handling cash and avoid touching 

his face. 

3. No physical contact. 

Metta Day and Last day 

1. All the objects like alarm clock, etc. collected from the students 

must be disinfected. 

2. When collecting extra blankets given to the students, Dhamma 

server should wear hand gloves and take the blankets etc, 

straight for washing. 

3. Dhamma server will have to be extra vigilant on Metta day. No 

handshakes or hugging allowed 

4. Make sure students are wearing masks at all times. 

5. Make sure social distancing is maintained at all times. 

6. In the dining hall, same protocol will be followed. While eating, 

washing of the dishes etc. Request with folded hands. 

7. We will not be providing transportation 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

For Centre Staff & Long Term Servers 

Standard Operating Process 



SOP for Khetta Staff and Long Term Servers 

Security 

1. Wear a mask when interacting with the visitors. 

2. During course time, when there are more students at a time, 

wear face shield along with the mask. 

3. No visitor/student should be allowed inside without mask 

4. Temperature should be measured for all entering the premises 

5. Security has to make sure that the visitor has sanitized his/her 

hands before leaving the security cabin 

6. Social distance should be maintained even if two or more people 

have come together. 

7. Security has to make sure that visitor entering the office has to 

remove his/her shoes/sandals outside the door before entering 

the office. 

Office Staff 

1. Office staff has to maintain social distancing at all times 

2. Wash or Sanitize your hand periodically 

3. While coughing if the mask is not worn, use the upper elbow to 

cover your mouth. 

4. Get all the furniture disinfected by housekeeping staff everyday 

using the disinfectants (0.1% Hypochlorite solution). 

5. Try to restrict the visitors/vendors/students outside the office 

area. Communicate through the accounts window. 

6. Try to handle minimum cash received from outsiders. If received, 

wash your hands or use sanitizer immediately. 

Dealing with Visitors/Vendors by the office staff 

1. Visitors/vendors have to sanitize their hands before entering the 

office. 

2. Visitor should be wearing mask at all times when in the premises. 

3. As far as possible, try to communicate through the accounts 

window and ask the purpose of their visit. 

4. After handling cash or any paperwork, please sanitize your 

hands. 

Kitchen Staff 

1. Maintain social distancing. Physical contact has to be totally 

avoided. 

2. Wash your hands for 20 seconds before entering the kitchen 



3. After using the washroom, wash your hands for 20 seconds and 

also use the sanitizer before entering the kitchen. 

4. While scrubbing your hands with soap, make sure the tap is 

close. 

5. Use your personal towel to dry your hands. 

6. No vendors should be allowed in the kitchen 

7. Even the office staff and Dhamma servers should restrict their 

visit in the kitchen. 

8. While cutting vegetables and fruits, wearing of masks is must. 

9. Do not touch your face after cutting vegetable and fruits. 

Immediately wash your hands after cutting. 

10. When going in the dining area to deliver food or taking back the 

leftover food and the vessels, were masks and face shield. 

Kitchen Cleaning Crew 

1. Wear gloves while cleaning the utensils. 

2. make sure the glasses and the spoons are cleaned properly. 

3. While coughing, make sure you have covered your mouth with 

your upper elbow. 

4. Use your personal towel to dry your hands. 

5. On the last day, wear gloves and take the students utensils from 

the dining area 

Dealing with Vendors by the Kitchen staff 

1. Where masks when dealing with vendors 

2. Ideally, only one person deals with the vendors 

3. Maintain social distancing throughout, even while taking weight. 

4. Wash hands for 20 seconds after taking weight 

Housekeeping 

1. Wear Gloves while performing all the services. 

2. Wear mask and face shield while performing any housekeeping 

duties. 

3. Wear chappals all the time while cleaning the passages and 

rooms. 

4. Sanitize all the railings and the tables and chairs using sanitizers 

(0.1% Hypochlorite solution).  In general, sanitize all the door 

handles every day. 

5. Use little extra phenyl while moping. 

6. While coughing, make sure you have covered your mouth with 

your upper elbow. 



7. Do not touch your face with your hands. 

8. When washing your hands for 20 seconds, make sure the tap is 

closed. 

9. Use your personal towel to dry your hands. 

10. There should be no napkins kept in common areas. 

11. While cleaning the dustbins, make sure you are wearing hand 

gloves. 

12. Remove all the napkins from common areas, like Dining Hall, AT 

Dining Hall etc. 

Cleaning Common Toilets:- 

1. Extra care should be taken to disinfect the taps, flush tank knob 

and the wash basin at least twice a day. 

2. While cleaning the dustbins, make sure you are wearing hand 

gloves. 

Cleaning Rooms:- 

1. Wear gloves, mask and face shield at all times while cleaning the 

rooms. 

2. Wear shoes/chappals all the time while cleaning the rooms and 

bathrooms. 

3. Try to generate more soap foam and clean it. 

4. Use disinfectants (0.1% Hypochlorite solution) after cleaning the 

bathroom and rooms. Use disinfectant especially on all the 

handles, flush tank knob, taps, tumbler, Jet spray, A/C remote, 

Table, switches, etc. 

5. A dedicated person should be assigned just to disinfect the 

rooms. 

Do’s and Don’ts 
 

Do’s:- 

1. Maintain 6 feet social distancing 

2. Wash hands frequently for 20 seconds with soap 

3. Use sanitizer frequently 

4. Use handkerchief while coughing or sneezing. When sneezing or 
coughing, use your inside of your upper elbow and not to use 

palms. 

5. Check your temperature and use the pulse Oxymeter regularly. If 

any abnormality found or the symptoms of coughing, sneezing, 

fever, sore throat, shortness of breath, no sense of smell and 

taste are seen, please contact the doctor immediately and 
remain in isolation. 

6. Change the masks every few hours and gloves after finishing 

your duty. 



Do Not:- 

1. Shake hands 

2. Touch your eyes, nose and mouth 

3. Sneeze in your palms 

4. SPIT in public 

5. Use the glass for drinking which are kept outside in common 

areas. All the glasses need to be remove. 

6. Share personal items. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

Pre-course Talk 

Standard Operating Process 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Specific Instructions/Information during Pre talk 

1. Temperature of the students will be measured daily during 

lunchtime. Please cooperate. 
2. Maintain social distancing i.e. 6 feet at all times. 
3. Tables, all the door handles, common washrooms etc. will be 

sanitized daily. 
4. All our common area taps are foot operated except dish washing 

taps. 
5. Please wash your hands for 20 seconds frequently. 
6. While coughing or sneezing please use handkerchief or inside of 

the upper arm. 
7. Since you have your own room with bathroom, try to avoid using 

common washrooms, unless in emergency. 
8. If any abnormality found or the symptoms of coughing, 

sneezing, fever, sore throat, shortness of breath, no sense of 

smell and taste are seen, he or she will be asked to leave the 

course and go home. 
9. Depending on the state of the student “the emergency contact or 

a family member may be contacted and asked to pick up the 

student”. 
10. If you have concern of any other student coughing or sneezing, 

please talk to the teacher. 
11. Foot operated hand sanitizer are placed on all floors and outside 

common areas like dining hall, Dhamma Hall, Pagoda, etc. 

Please use them frequently or as and when needed. 
12. Every student will be assigned a seat with their room no. in the 

dining area. Please do not sit in any other place. 
13. Students will be coming in batches as per the time slot 

given to avoid overcrowding. 
14. Every student will be given a set of utensils which they have to 

wash it and keep in their assigned place. If they need anything 

extra, please ask the dining hall supervisor. 
15. Please do not overcrowd near dining hall or Dhamma hall. Wait 

in the marked area outside dining hall to maintain social 

distancing. Cooperate and follow the instructions of Dhamma 

server. 
16. Dhamma servers will be serving unlimited food in the dining hall. 

No self-service. 
17. No spitting in the common sinks. 
18. Please do not use others glasses for drinking water. Use your 

own glass or water bottle. 



19. Separate interview room with the teacher for male and female. 
20. Avoid touching handrails etc. 
21. Enough stock of bathroom supply has been provided in your 

rooms. If you still need it, as usual contact the office. 
22. Walking area can be slippery. So please be careful. 
23. To avoid sharing of space, students should avoid sitting on the 

chair in walking area. Not even on the walls or rocks. 
24. In the Dhamma Hall, always sit in your own cushion. If 

you have taken any extra cushions, please keep it with 

you till the end of the course. Same applies to any extra 

bed sheet taken from the centre. 
25. Students should make sure to air/ventilate their own room by 

keeping glass window open and the fly screen shut. 
26. A cloth is placed near your cushion in the Dhamma Hall. You 

need to take this along when meeting your Assistant Teacher. 
27. Maintain distance and preferably have a shield on. Mask is a 

must when meeting AT. 
28. If you need to cough, sneeze or such action, either do so in your 

handkerchief or against your upper arm. Else step out and 

sanitise hands immediately if coughed /sneezed in palms of 

hand. 


