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No.l2 / 7 / ?O2O - \PP 2 / 2 \8

Governmenl of Punj8b

Department ot Personnel

(Personnel Policy-2 Branch)

Daled, Chandigarhr 25'05' ?O2O

To

All Heads ol Departmenls,

Regiskar, Punjab & Haryana High Coun,

Commissioners of Divisions

District aod Sessions Judges and

All Deputy Commissioners in the State.

Subject:- Guldelines foa sale operatign ot Governmenl office

establishments In lhe State ot Punlab during COVID-19 pandemlc.

In reference lo the Department of Home lener No.SS/ACSR/2O2O/ \24, dated l7-O5-

2O2O and in contnualion of eartier instruclions from Depadment of Personnel dated OI+,OS-2020, it is

reilerated thal Punjab Governmenl otfices in non essential sewices departments will continue lo wofk

'{ith minimum staff. The maximum slaff strength p€rmitted to attend the omce at any time in these

depanments is 502.

2. Where 5OZ staff is to attend the oflice. the total stalf wilt be divided into two batches. The

Head ol the Depaftrnent will be responsible lo ensure lhal onty one batch of emptoyees is attending the

ofllce duting one week and other balch during next week so as to ensure that lhere is no inler-mixing of

two batches,

3. The offices requking less than 5OZ employees to atend lhe ollice will also ensure batch-

wise atlendance.

Kafan Avtar Singh

Chiel Secretary to covt ot puniab.

A Copy is forwarded to all the Speciat,/Additional Chief Secretaries/ Financial

Commissioners/Principal Secrelaries and Secrelaries lo the Government of punjab lor inlormation snd

necessary acton.

.-.-t ^ "',6 -{iir' f t u.t- u

All rhe Spoclal/Additionat Chtol Secretorlcs/

Financlal Commissioners/Princlpol Sectctaries and Sucrctories to th0 Governrnont of

To
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Puniab for informalion ond necessary aclion.

l.D No.I2,/O7,/aO?O-UPP2/249 Dated, Chandioarhr 2 5'O5'2O2O

Ehdst No. f?/7,/2O?O-!PPz/250-251 Oatcd, Chandigarh:?5-05-2o20

A copy ls lorwaded lo the lollowin0 for inlormalion and necessary action:-

L Director, inlormolion and Public Relation Depa(mcnt, Punjab. Chandioarh to 0ive vide

p!blicity to lhcse inslruclions throu0h print ond olhcr Eleclronic lvlcdia lor informalion

ond awareness ol generol public.

e. Dircclor. tleallh ond Family Welhro. Puniab, Chnndioarh.

,='*;;ji*q,.'"
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To

4znfdo\\\.\
/f/ IffiY \E\lll llr-iil lll
$t\ lqes|t /s,

\Q"--"*6F-

GOVERNMBNT OT PUNJAI}
DEPARTMENT OF PDRSONNEL

(PP.2 BRANCH)

Dated, Chandigarh: 04-05'2020

All Heads of Departnrents,
Registrar, Punjab & Haryana High Court,
Commissioners of Divisions.
District and Session Judges and
All Deputy Commissioners in the Stale

Subjcct: Guidctincs for slfc opcr0lion of Govcrnmcnt officc establishmcn's in thc

Statc of Punjab during COVID-19 pandemic

itl***at+*l*

Kindly refer to the subject cited above'

2. As you are aware' Corona virus Disease 2019 (COVID -19) is a contagious

diseasecausedbyanovelCoronavirus(SARS.CoV-2),transmittedinmostinstancesihlough

respiratorydropletsandcontaminatedsurfaces/objects.Thoughthevirussurvivesondifferent

surfaccs for a varied period of time, it gets easi0y inactivated by chemical disinfectants' Further,

personal hygienc and change in social behaviours according to the new paradigm can contain the

spread ofcontagion. It is therefore irnperative to oay down the set ofprolocol to be adhered to by

allconcemedsoastoaIlowsafeoperationofGovemmentofficeestablishmentsduringcoVlD.

| 9 pandemic.

l. GencralRccommcndationsl

i. 'fhe sitting arangement in the offices shall be nnade while ensuring a minimum

distance of two (2) metres between the employees'

ii. Employecs attending rhe office in person may be allowed flexible timings of

reporting for duty, flexible timing of leaving the office' flexible timings for lunch

and tea breaks, so as lo ensure that crowdinS in the offices do not take place and

social distance norms ate maihtained'

iii' The Head of Ollice shall maintain a complete arrd proper record of all cmployees

attending llte ofllse on any particular day'

iv. Use of physical files and comntunicalion throrrgh physical letlcrV noticeV

memos/ orders should be avoidcd'

v. The officc rvork. to tle ext€nr possiblc, should be done lhrouglt e-office' ofTicial

cmails. telephones, SMS' Whats App' I'BGRAM and other electronic nediums'

JCaItIte(] wt LIt L,atltDci



tlt.

\1, All ofliciai meetings. to thc extcnt possible, should bc conductod through video

conlerencing.

Ho\ever, rvlrere mceting tluough vitlco conferencing is not possible, not more

lhan eight (8) employces slrould attend any mccting physically. While seating

entplo;'ees for such mccting, n minimum distancc of two (2) mcters should bc

maintained between ony trvo employees altcnding tho meeting.

Usc of Biometric Artendance Systcm (BaS) should be tcmporarily suspended.

Dach Departnents shall appoint Nodal O{Iiccrs, who shall regularly monilor the

hcalth of thc cntployces oltcnding thc olTicc and shall submit his/h* repott to the

Head of Office.

Officc Flcilitics:

i. Thermal scanners should bc installed at the entry gatc af the ollice premises lo

screcn the enrployees and other visitors suffering from high fevcr (the normal

human body temperature is 97.7 to 99.5-degree Fahrenheit or 36.5 to 37.5-degree

cenligrade).

ii. Employees detected with high fever or other COVID-I9 symploms in the ollice

premises, should be temporadly isolated and immediate medical advice should be

sought.

iii. Hand sanirizing stotions should bc installcd at all stratijgic locations wilhin ollice

premises, particularly at the entrance Bnd near high contact surfaces.

ir,. Alcohol-based sanitizcr (minimum 70% ethyl alcohol vlv) be nrounted at the

cntrance wall of the oflice lor the staff to sanilize their hands befor€ entering the

prcmises.

v. In case of multi-storied oIlices, rvhere the elevators (conmonly called lifls) are to

be used, sanitizers shall be mounted near the entry door ofthe elevator at each and

every floor. ln case ofself-driven lifts, the sanitizer should also be madc available

insidc the lifts. Everyone should be adviscd to apply the sanitizer on their hands

immediately after prcssing the clevalor's buttons and before touching any other

surl'ace/ body pans.

vi. Air Conrlitioning: The Air-conditioning systetns genqrally work on the principlc

of rc-circulating rhc air insidc thc roon. In thc cuncnt COVID-I9 situation.

Covcrnnrenr has issued guidelincs vidc No. I129 (R) - 3l j6 (R) datcd 24th April,
2020 (Anncrurc-I), rvhich shrll apply in nll Govcrnnrcnt ot'lice csl0blishmcnts.

Officc llvpicnc:

i' lndoor Arcnsl lndoor areas including office spaccs nnd conlerence roonrs should be

cleaned cvery cvcning alicr ollicc hours, or early in thc nrorning beforc lhe rooms are

occupicd,

a. All indoor arcls suclr as cntrnnce lobbies, corridors and staircasgs. cscalators.

clcvators. sccurity gunrd booths, oflicu roonrs, mcr:ting rooms, cafeteria

vul.

lx.

3.

DCaItlteo wil.Il



shoukl bc

ffi i..l-:ki'llT::- .:rl' r % sodium hvpochrorire or
h ;il. :::::::tanrs 

comme,cia,rv ;;il.,:;,.,#If the contact surtacc is visiuty,ti'""' 
ovqrra0le In lhc lnnrkct.

prror to disinfcctio' sr.,r ^r^- .rly' 
it should b0 cleancd with soap rnu watcrprior to disinfcctio,r. sun ct.ani,,l r*--'".uu 

os cleancd with soap rncl watcr

dirtier arcas. 
,,.. -.-aurrtg lronr clcancf trcas and proccccl lowards

c. High contact surlaccs such as cl,
burtons, clcctricor ,*,"n.r."ar.rt"tt"r 

burtons, handrairs/ handrcs lnrr carl

systems, cquipmc*,,* 
"*onll.' 'il1ll,)ilff 

.ljl,.li;,i'li:,1

machines should bc cleancd trvicc doily by rnoppiug wirh a lincn/absorboblc
cloth soaked in l% sodium hypoehrorite. Frequcn(ry rou.h.,t urcu, lik" tour"
tops' chair handrcs, pens, diary filcs, keyboards, nrousc, mousc pad, rcry'corTcc
disE:nsing machincs etc. should spccially bc cleancd.
Metal surlaccs likc door handlcs, sccurity locks, kcys, etc. should bc wincd
usiDg disinl'ectants with ?0% alcohol. in casc usc ofblcach is nol suirablu.
Spray all mirrors and glass windorvs with n dilutc nixture of delcrgcnt and
$,arm watcr, and wipe with dry cloth,

The cleancr should uear disposablc rubber boots, glovcs (hcavy dlty), and a
cloth mrsk,

carefully crean the cquipmcnt used for cleaning ot rhc cnd of thc creanin,r
proccss.

|L

h. Protectivc gear used during sanitation process shourd bc discardcd at the cnd
ofcleaning proccss,

Ouldoor trcxs; Outdoor Arcas havc lcss risk than indoor orcas cluc to ntr currents
and exposurc lo sunlight. Cloaning and disinfecdon ellorls ol.outsidc arcas shoulti bc
rargeted to frequcntly louched/conlaminatcd surfaccs as arready dcraircd aoovc.
Officc/Public toilcts: All the arcas ol.thc toilet such as thc sinks, conlmodc, t0ps ctc.
should bc rhoroughly clcancd/scrubbctl using soap und walcr and then rvipctl with
l% sodiunr hypochlorite solution or cquivnlcnr conrmcrcial disinfcctnuts 

'vnir0brc 
in

ths markct (like Hydrogcn pcroxidc anrl blcaching powdcr). Othcr arcas of thc
toilcts should bc clcaned as has bccn cxplaincd in para (ii) nbovc.
a. Adcquare quantiry of liquid soaps should bc availnble nt nll rimcs in thu

loilcls,

b. Sanitary workc$ must uso sopflratc scl ol, clcaning cquipmcnt lbr loilcts
(mops, nylon scrubbcr), onc sct lbr sink and anolhur sct lbr cornmoue.

c. -l'hcy 
should alrr.ays wcar disposablc prolcctivc glovcs whilc clcming n roilcr.

l'xntrv/ Crnlccni

a, All public cantccns itr oflicc cst blishnrcnts shorrltl rcm[in closed.b. Whcrcvcr thcrc are lrantrics in lhc oll.iccs. lbllorving should bc cnsurctl:
i. lt should bc clconctl likc othcr indoor ureus os hus bcun cxnluincd

rbovc,

ii. Spccial carc necds (o bc takcn whilc clcaning tlrc slsbs flnd thc silks, il.
any. witll soitp/detcrgent nd wfllsf.L-

tv.

Dcanneo wtut udmsci



fllc ulcDsils rh,",r.,,
rund rvnrl1; *u*a""t' 

o' propcrly 
clganc4 with dish rrirsh barvriquids

'rt..., ,ru urcnsils shotrld nol bc shnrcd 0nr

ili[ff i::',:i'"'.-il;;;;::il::ii'liJnJil;*,i.,.,,,,,n.
ltJil,,T;;i;1;,t,*"'o'cs shoutd b*vnshc{ wirtr tuk*varm *arcr hforc

\,i,

Socinl rrnd P(rsonll llohlr,lour nonlrr:
i t:...-,'' '.,,rt,royccs should rcligi11s5r.. ,r.,,

r,-.i,.. .,- ro ow lhc rcporting,-."-,, ,v,,uw rnc fltporltng lilnc as wcll as thc timu tolcll\'c lhc ol'licc us prcscribcrl by tlc llcnd of Oilicc.

t,

IL

lirnployccs shotrltl not indulgc in nny handshlkcs or hugs to grcct/scc.off sach
ollrcr.

lirnployccs shoukl not roam unncccssarily in thc ollicc and should work only
fronl thcir llo[cd spacc.

'l'hcrc shotrld be no gathering of cmptoyccs anywhcrc in thc public spacc, likc
corridors, parking lots, clc.

Whccvcr qucuing is rcquircd, cmployccs should srand by maintaining a

nrininrunr scparnlion of (wo (2) mctrcs.

lirnployccs should usc intercoms/electronic mcdia for intcrpersonal

conlmuntc0tron.

linployccs should avoid unncccssarily tor.rching thc surfaccs. equipment etc.

limployccs should rcfrain lrom touching [ace, mouth, nose and eyes sith his

hands.

lirnployecs should not spil only in the washbasin of the toilets, and thcn rinse it

with \r"tcr.

llrnplo;'ecs should wcar clolh masks at all times rvhilc outside their homes. The

nrasks should bc worn such that it snuggly covcrs the nosc as well 0s thc mouth.

'lhs cloth nrask should bc washed with soap flnd wotcr daily allcr usc.

lirnployccs should avoid wcoring loose cloths, like sarccs. stoles etc., ryhich can

slvccD thc lloor or can lhll off.

Iilrployccs are ndviscd to woar long slcevcd tltick clothes while nttending oflicc.

Onc cnn rvear honrc.slitched long covcralls whilc conrnruting to ollice and back.

l:rnployccs arc adviscd lo disconlinuc lhc usc of leather purse and handbags. Thcy

cfln carry a vcry snrall bag. il'absolutcly neccssary and disinfcct it on rcturo to

thcir honrc. Altcrnativcly, employecs may carry thcir pcrsonal things in 0 cotton

bag, which should bc uashed doily.

Iinrployccs should ovoid wcaring rwlches, rings or any jervcllery whilc coning to

o flicc.

linrployccs arc adviscd to wc0r closcd bcllicV shocs rathcr than opcn toe sandals

or slippr:rs.

liml>loyccs arc ndviscd to kecp thc nails short.

yi,

vii.

viii.

ix.

li,

xt.

x .

xlt r,

rtv.

xv.

)i \,t.
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I
I.

xyii. Each cnrploycc shouk

thcir orficc spacc, a, ;iffifi:ttn 
and closc their ofiice' as wcll as clcan

xviii. Iirnployccs should san

lbasiblc anti availablc, 
sh thcir hands u'il[ soap and rvalcr' t'hichcver is

*,ash at lcasl oncc i,,,, 

noo,,.nt,o,t ol'srnitizcr as lrcqucntly as possiblc ald hand

a. limployces ,,,uuo-"ot'tt 

tt tttotmcnrJcd' as per thc lbllowing protocol:
uld rvash thcir hands rvith soap for at tcasl 40 scconds by

nppll,ing soap gcntly on rhc pnlrn and back of rhc band inclutlirrg w,cb
spaccs bctwcen thc lingcrs.

b. Usc n nrininrurn of 3ml ol thc saflitiz_cr (apprcxjmately 2 pushcs of
sanirizcr dispcnscr) on DRy IJANDS for at. least J0 scconds for good
hygicnic hand disirrlcction,

xix. Enplo),ccs {dviscd to th

of thcir rabrcs, hancrcs il:;:: ;.:'ffi:ff: H:ilj H:"r#.
il:'il::i::'''lesktop' 

kevboartls' ntouse' ntousc pad. ctc. rvirrr a disinrccring

x^". Dmployces should nor shlxxi. Emproyeesshourdk..r*:',,T",,lT:*,," ff:[*,T,,};:,"j:; r,,,surfacc.

,*::: office pranrs shourd bc kepr outside in rhe open spacc and not insidc lhe roorns,..,..xiii. Employecs are advised lo
and should ,ok. r,uiN o|. *. 

o d using lhe elevator (lilis), to the extcrt possible,

or.railing. 
mps' Thcy should climb in the middlc, arvay from rrall

x)ir,. lJmployees should sanit

touching their runch puau't" 

tno wash their hands as explnincd above. bcforc

xxvi. Employee shall no, ,,no,"tt 

ut *"" us any olher edible itenrs.

masala erc., in rhe ofli., fr:. 
"0"* tobacco'based producls' such as gutka' pan

xxvii. l|l casc ofa cougly'sncczc

rnouth. T,c huncikcrc,r,.r., 
"rO,or.. .,rorld use rheir handkerchicf to cover their

,nanner lhat rhe surlhcc o 

so used, should thcn bc stored in their pocket/purse in a

nol ror.rch lheir orhcr f,,h. 
Irnat.r.t i.t .xposed to the cough/snecze should

handkerchicl *or. r,r"rll']ll'jl,l 
ln casc an cmplovee is nor slrvilg

casc, urc cDrproycc ,nor,,'u 

tou''utn"tte inlo ftc flcxed/ bent elbow. In cirhsr

cxposud ro couglvsncaa" *' 
ttt"uto'"'t rvash his/hcr han<t and olhc'r surfaces

xxviii. ,r rr*""" ,ri.*r'''Z" 
with soap in the nranner prcscribcd abovl:.

rssprratory criquette,s o,mu 

o 
'n""ting/"onlb'tncg/oflice room' $'i'hout 

'bllolvingsk, fhc arens arounal their scnt sfiould ba vacated and

xxlv. [nrployccsshould

office.

cleaflcd with loZ sodiunr hypochloritc.

#;;. Tff ffi jT::j":l::: j:::::r 
lfrcsrrmenr 

and,\",er bo,,,es

;fi;::: ;ff ;:':":::: ::r :.:,i. .r sharing,r,cnsi,s rvi,,,
should also avoicl u,ashing lhcir lunch boxes and yr,ssels in

tr an cmployee is suffcring from lbver or othcr COVID-I9 like symptoms(co!lgvsncczirg/dimculty 
in brcsthirg), thc cnrplo),ec should volt,ntrrjly inrbrrl

JCa Sci



tt*\' ll\'$d \rl'(Xli$ \r sr\ \t h.rnr,.,, rur,.l slrrrtlJ nlstr :it\ ur,.rlitrrl rnhL.r., tottilll\'lt \L\i\li+ r.D.l tn*hrl.nt rrt t\\.ll)-lrl.
ltNllo)$\ \\'h\N pluN rrf rtsirkntt ulls in ttR. t.urtriru[{ll lr tlnl.lcr .rrrru,
sh$l[ nN t\'\'\l\t\{ t\\ *trtNl r\t}iN. but lhr.\ sh(r\ll{ intirrrn t[c lklrl olo[itc
tirrrhl irh.

lltlplqr'.-s sh'.,ttLl not inilulgr. irr So\rip rtnt.,trN \\itlt $'$r,rxl lr\ ( ()\'ll).1\l
\\irhut \\.ri\in\ rhr tlrr\
lilth (i\lrq'p11;11 r\llplqN sh$ll rltrlllixrrl .\0\r,-\ ,\PP" .|t\i*l$l\l t,! thc

(iQ\nltn\\rl of l\rnirh ti)r thc con\I. rinrr'\t nur.l $uthr'utir. irrlbrnrutitrrr \ith
r.-StlNls ttt COVII)- l{t.

\\\i.

rrrii.

).

Dntcd, Chrnrligrrrh
03-05-2020

l)tttr'tirrn of CO\.II)-19 Crrss:

i. hr tu-* w cnrplorr.- is dirqtrrossJ nithC0VlD.l[ sntl such rur c[rpto]cc h$s

$(r'udr,rl trllir,\. thr'tk'ird oloNr...^ shsll inrurrtiltclf inlirrnr thc lk'lplhrc Ntt. ltN

or thr. St{tc Cqrtr$l Room No. 0l ?l?0:00?.li 0$8?1090010, Sirhs d{rils xt$ui

tlrr'cnrplol.-c imd th!'Nntinls hc.'sll!'mittht hutr'hld duriug thcir xttc[dsncc in

th'-. otlict,

ii. Onl' ncld nol piuric it trsa r c$llt'itsu('. $ith \ rom xn r'tuplo1"r..r' ltsd l corlrrt

\\ithin th!. o[it... is diqnosrrl \ith COVID-19. Onc should rr-.pon lo lh!'l|r'lplhlc

No. l0l or Sr*te Crnltrol Roonr No. 0l7l-19:007J/0SS?10900)t). giring dctrils

Ind thc c\xct niltuN of txpr.rsurr.. so irs to assist thr'lti,$th uuthoriti!.s lo undtndic

lirrthcr nr'cr:ssrry rctiuns.

iliscclhneous:

i. llr'cryonr' is cncourirgc'd to tnli!. pNprr dietto boost thrir hl\trutlit). k(.cD

th!.rnsch'!.s fl\rih!- itnd updntcd t'itlr thc ruNrt inlbmution tl dl tinrcs. llrld

indulgr.. in slt'c socirl nnd pcrsonsl behuiour {rt sll thnts,

ii. Iinrplolcrs lto cmnor &llcnd ollice rs thr.y hwe tustcd positirc lbr COYID-I9

or beclusc rhcir pllcc ol rtsidelrcr. his comc itr contitittlnctrt or butlrr eonc. shsll

bc gruur*l Qulraurinr. lclvc lor I nuNiuruul prriorJ o[ J0 tlqs h tr.nus of thr

prolisions oI thc Civil Sr.n,icc Rul','s. lf lbr r.*sons br.youd their comrul, sn

cnrplolcc is still unlblc tu rttcnd thc ol'licc nicr 30 drr;-s of euurrutinc l!.s\t.
hc/shc sh$ll bc gnnt,,rl ordilirq' lclrlr...

Knrnn Auur Slngh,
Chit'f Sccrctnrl, Punjnb

_ A Copy is fontarded to irll thc Spccial/Addirionnl Chicl Sccrcrrries/
Financial Conrnrissiouers/Principrl Sccr.etar.ius aud Sccretu.ics to llru Govur.nrncnr
of Punjab for inlornration and ncccsslry rction. A

unn\S-"\NtY pcrsonncl
't'o

All tht' Speci;rl/Ad(litionrl ChicI Scc[r\irrics/

DGaItne(l wl Sci
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. Financial Commissioners/principal
Government of, punjab for information

roNo. 12107 12020'4PP2/ ;1 4
Endst. No. 12107 12020-4PP2/ e e t - e A. 6

Media for the information and awareness of general public,
?t Director, Health and Family Welfare, Puniab, Chandigarh.

Secretaries and Secretaries to the
and necessary action,

Dated, Chandigarh: 04.05.202.0
Dated, Chandigarh: 04,05.2020

Unde 'a'rlPersonnel

A copy is forwarded to the following for information and necessary action:-
i) Director, Information and public Relation Department, punjab, chandigarh to

give vide publicity to these instructions through Print and other Electronic
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