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No.12/7/2020-4PP2/248
Governmeni of Punjab
Depariment of Personnel

{Personnel Policy-2 Branch}

Dated, Chandigarh: 25-05-2020

To

All Heads of Depariments,

Registrar, Punjab & Haryana High Court,
Commissioners of Divisions,

District and Sessions Judges and

All Deputy Commissioners in the State.

Subject:-  Guidelines for  safe operation of Government office
establishments in  the State of Punjab during COVID-19 pandemic.

sever
In reference to the Department of Home letter No.SS/ACSH/2020/ L24, dated 17-05-
2020 and in continuation of earlier instructions from Department of Personnel dated QL-05-2020, it is
reiterated that Punjab Governmenl offices in non essenlial services depantments will continue 1o work
with minimum staff, The maximum staff strength permitted 1o aitend the office at any time in these
departments is 50%.
2. Where 50 % staff is to atlend the office, the loial staff will be divided into two batches. The
Head of the Depariment will be responsible 10 ensure thal only one batch of employees is atiending the
office duting one week and other batch during next week so as lo ensure thal there is no infer-mixing of
two batches.
3. The offices requiring less than 50% employees to attend the office will also ensure balch-
wise altendance.

Karan Aviar Singh
Chief  Secretary 1o Govt of Punjab.

A Copy is forwarded to all the Special/Additional Chief Secretaries/ Financial
Commissioners/Principal Secretaries and Secretaries lo the Government of Punjab for information and

necessary action.

b0 PR
Shel fﬁ-f‘ﬁ" C‘/Jﬂ')“"
Supecrintendent l‘f/

To
All the Special / Additional Chiel Secretalles/

Financial Commissloners/ Principal Secietaries and Secretaries to the Government of
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Punjab for informalion and necessary action.

[.D No.12/07/2020-4PP2/249 Dated, Chandigarh:25-05-2020
Endst No. 12/7/2020-4PP2/250-251 Dated, Chandigarh:25-05-2020

A copy Is forwarded to the following for informalion and necessary aclion:-

1. Direclor, information and Public Relation Depastment, Punjob, Chandigarh to give vide
publicity 1o these inshuclions through print and olher Electronic Media for information
and awareness of general public.

2. Director. Heallh and Family Wellare, Punjab, Chandigarh. S
C--R_n lya ('!"7 Y-
pu—

———— 020
Superintendent 25 [y ];
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GOVERNMENT OF PUNJAD
DEPARTMENT OF PERSONNEL
(PP-2 BRANCH)

Dated, Chandigarh: 04-05-2020

To

All Heads of Departments,

Registrar, Punjab & Haryana High Court,
Commissioners of Divisions,

District and Session Judges and

All Deputy Commissioners in the State

Subject: Guidelines for safe operation of Government office establishments in the
Statc of Punjab during COVID-19 pandemic

kkkkkEERERH

Kindly refer to the subject cited above.
2, As you are aware, Corona virus Disease 2019 (COVID -19) is a contagious
disease caused by a novel Corona virus (SARS-CoV-2), transmitted in most instances through
respiratory droplet sand contaminated surfaces/objects. Though the virus survives on different
surfaces for a varied period of time, it gets easily inactivated by chemical disinfectants. Further,
personal hygienc and change in social behaviours according to the new paradigm can contain the
spread of contagion. It is therefore imperative to lay down the set of protocol to be adhered to by
all concerned so as to allow safe operation of Government office establishments during COVID-

19 pandemic.

I. General Recommendations:

The sitting arrangement in the offices shall be made while ensuring a minimum

distance of two (2) metres between the employees.
Employees attending the 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 to ensure that crowding in the offices do not take place and

social distance norms are¢ maintained.
iii. The Head of Office shall maintain a complete and proper record of all employees
attending the office on any particular day.

iv. Use of physical files and communication through physical letters/ notices/

memos/ orders should be avoided.
V. The office work, to the extent possible, should be done through e-office, official

emails, telephones, SMS, Whats App, PBGRAM and other electronic mediums,

oSCAlNea wiun LuarmdCi



Vi, All official meetings, to the extent possible, should be conducted through video
conferencing.
vii. However, where meeting through video conferencing is not possible, not more

than eight (8) employees should attend any meeting physically. While scating
employees for such mecting, a minimum distance of two (2) meters should be
maintained between any two employees attending the meeting.
viit. Use of Biometric Attendance System (BAé) should be tcmporarily suspended.
iX.  Each Departments shall appoint Nodal Officers, who shall regularly monitor the
health of the employees attending the office and shall submit his/her report to the
Head of Office,

2, Office Facilitics;

i. Thermal scanners should be instafled at the entry gate of the office premises to
screen the employees and other visitors suffering from high fever (the normal
human body temperature is 97.7 to 99.5-degree Fahrenhcit or 36.5 to 37.5-degree
centigrade).

ii. Employees detected with high fever or other COVID-19 symptoms in the office
premises, should be temporarily isolated and immediate medical advice should be
sought.

iif. Hand sanitizing stations should be installed at all strategic locations within office
premises, particularly at the entrance and near high contact surfaces.

iv, Alcohol-based sanitizer {minimum 70% ethyl alcohol v/v) be mounted at the
entrance wall of the office for the staff to sanitize their hands before entering the
premises. ‘

v. In case of multi-storied offices, where the elevators (commonly called lifis) are 10
be used, sanitizers shall be mounted near the entry door of the elevator at each and
every floor. In case of self-driven lifis, the sanitizer should also be made available
inside the lifts. Everyone should be advised to apply the sanitizer on their hands
immediately after pressing the clevator’s butions and before touching any other
surface/ body parts.

Vi, Air Conditioning: The Air-conditioning systems penerally work on the principle
of re-circulating the air inside the room. In the current COVID-19 siwation,
Government has issued guidelines vide No. 3129 (R) - 3136 (R) dated 24th April,

2020 (Annexure-1), which shall apply in all Government oftice establishments.

3. Office Hvgiene:

i Indoor Arcas: Indoor areas including office spaces and conference rooms should be
cleaned every cvening alfler office hours, or earty in the morning before the rooms are
occupied,

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

clevators, security puard booths, office rooms, meeting rooms, cafeteria

Scdannea witn U



should be

. % sodium h i
. , - ochlo
Cquivalent dlsmfeclanls commercially P e or

available jn (he market,

If the contacy surface js visibly dirty, i

‘ B L should be cleaned with soap
Pror to disinfecijon, Start clean

and water
dirtier areas,

a8 and proceed towards

High contact surfaces such ag clevator buttons, handrails/ h‘andlcs and call

buttons, clectrical swilches, eseafator handrails,

public counters, intercom
Systems, cquipment

like telephone, printers/scanners,

and other office
machines should be cleaned twice daily by mopping with

a linen/absorbable

ed arcas like tablc
tops, chair handles, pens, diary files, keyboards, mouse, mouse pad, tea/colfee

dispensing machines elc. should specially be cleaned.

cloth soaked in 1% sodjum hypochlorite. Frequently touch

Metal surfaces like door handles, security locks, keys, etc. should be wiped

using disinfectants with 70% alcohol, in case use ol bleach is not suitable,

Spray all mirrors and glass windows with n dilute mixture of detergent and
warm water, and wipe with dry cloth,

The cleaner should wear disposable rubber boots,

gloves (heavy duty), and a
cloth mask,

g. Care

fully clean the equipment used for cleaning at the end of the cleaning
process.

Protective gear used during sanitation process should be discarded at the end
of cleaning process,

Outdoor arcas: Quidoor Arcas have less risk than indoor arcas duc 1o air currents

and exposure (o sunlight, Cleahing and disinfection efforts of outside areas should be

targeted to frequently touched/contaminated surfaces as already detailed above,

iil.  Office/Public toilets: All the arcas of the toilet such as the sinks, commode, taps cte,

- should be thoroughly cleancd/scrubbed using soap and water and then wiptd with

al disinfectants available in
the market (like Hydrogen Peroxide and bleaching powdcr). Other arcas of the

toilets should be cleaned as has been explained in Para (ii) above,

1% sodium hypochlorite solution or cquivalent commerei

3. Adequale quantity of liquid soaps should be available at all times in the
toilets,

b.  Sanitary workers must use separate scl of cleaning equipment for toilets
(mops, nylon serubber), one set for sink and another sel for commode,

c.

They should always wear disposable protective glove
Pantry/ Canteen:
a

b.

s while cleaning a oiler,
iv.
All public canteens in office establishments should remain closed.
Wherever there are Pantries

in the offices, foilowing should be ensured:
i.

It should be cleancd like other indoor are

s as has been expluined
above,

Special care needs to be taken while cleaning the slabs and the sinks, i
any. with sonp/delergent and water.
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rsonal Behavioy, norms:

Employees
: ¢es sho digionelv 1
uld religiously follow the reporting time as well as the time to

.. scribed by the Head of Olfiee,
Employees should not indulge in an
other,

leave the office y pre
y handshakes or hugs o greet/see-off each

ii. Employees s T
ployees should not roamn umceessarily in the office and should work only

from their allolted space,
There should be no gathering of cmployces anywhere in the public space, like
corridors, parking lols, efc.
v, Wherever queuing is required, employces should stand by maintaining a
minimum separation of two (2) metres,
Vi, Lmployees  should use intercoms/electronic  media  for  interpersonal
conununicalion,
vii, Employees should avoid unnecessarily touching the surfaces, equipment etc.
viii. Employces should refrain from touching face, mouth, nose and eyes with his
hands,
ix. Employees should not spit only in the washbasin of the toilets, and then rinse it
with water,
X. Employees should wear cloth masks at all times whilc outside their homes. The
masks should be worn such that it snuggly covers the nose as well as the mouth.
‘The cloth mask should be washed with soap and water daily aller use,
Xi. Employces should avoid wearing loose cloths, like sarces, stoles ete., which can
sweep the floor or can fail off,
xii. Employees are advised 1o wear long sleeved thick clothes while atending office,

One can wear home-stitehed long coveralls while commuting to office and back.

xiii. Limployees are advised o discontinue the use of leather purse and handbags. They
can carry a very small bag, il’ absolutely necessary and disinfect it on return to
their home. Allernatively, employecs may carry their personal things in a cotton
bag. which should be washed daity.

Niv. Employees should avoid wearing watches, rings or any jewellery while coming to
office. |

xv, IEmployces are advised to wear closed bellies/ shoes rather than open toe sandals
or slippers.

xvi, Employces are advised to keep the nails short.

Scannea witn uaimsc;



xvil,

xviil.

XN,

NXIL
XXii,

Nxiii,

XX}V,

NNV,

XXvi,

XXvii,

XXviji,

XXix.

Cach tmployee shoujd themselves open and close their office, as well as clean
their office SPace, as far as possible,

Employees shoulg sanitize or wash their hands wilh soap and water, whichever s
[easible and available, Applicalion of sunitizer ag frequently as possible and hand
wash at least once in two-hours js fecommended, as per the following protocol:

a, Employees should wash their hands wiih soap for at least 40 scconds by
applying soap gently on the palm and back of the hand including web
Spaces between the fingers,

b. Use a minimum of 3ml of the sanitizer (approximately 2 pushes of
sanitizer dispenser) on DRY HANDS for al least 30 scconds for good
hygienic hand disinfection,

Employces advised 1o themselves clean their work area, including the top surface

of their tables, handles of chairs, door handles, electric switches, office phones,

pens, diaries, files, desktop, keyboards, mouse, mouse pad. etc. with a disinfecting
wipe prior to use.

Employees should not share pens, pencils, mobile phones, cic. with others,

Employees should keep their mobile phones in their pockets and not on any hard

surface,

Office plants should be kept ouiside in the Open space and not inside the rooms,

Employees are advised o avoid using the elevator {lifts), to the extent possible,

and should take stajrs or ramps, They should climb in the middle, away from waj]

or railing,

Employees should cairy their own Junch Packets/ refreshment and waler bottles

from home, They should avoid using office utensils or sharing utensils wiy

others. Employees should also avoig washing their lunch boxes and vessels in
office.

Employees should sanitize and wash their hands as explained above, before

louching their Junch packets as wel] as any other edible jtems,

Employee shali not smoke or chew tobacco-based products, such ag guika, pan
masala elc., in the office Space,

inouth, The handkerchicr, so used, should then be stored in thejr pocket/purse in a
manner that the surface of the handkerchief exposed 1o the cough/sneeze should
nol touch their oihey belongings. In case an employee is no carrying
handkerchier, he/she should couglv/sneeze into the llexeds benf elbow. In cither

case, the employee showld immediately wash histher hand and other surfices
CXposed 1o cough/sneeze with soap in the manner prescribed above,

If someone has coughed in 5 meeting/conference/office room, without following
fespiratory cliquettes or mask, the areas around their seat should be vacated and

cleancd with 19 sediunm hypochloriie. _
If an employee s suffering from fever or other COVID-]9 like symploms

. ity inform
(conghVsncezing/difficulty in breathing), the employee should voluntasity i



the Hoad of Oee wud <
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NXX. Bmplovess, w e of pesi alls i

PloYees, whose place of residenve Bills in the Containment or Buller sone,
shall not l’\ expaevtad o

arterd offiee, but they shoauld infrm e Head of Oltice
forthwith,
SR Faplovees should vt indutge i gossiprumoms with egard 1 OV
withowt veritving the facts,
XN, Baeh Goversment emplover shall dowidoad “COVA AP developed ty the

Govermant of Pungab for the corect. timely and authentic infornution with
regands W COVID-19, '

e

Detection of COVIR-19 Cases:

i In case an cmplovee is diagnosed wWithCOVID-19, and such an emiployee has
artended office, the Head of Office shall immediately inform the Helplive No. 14
or the State Control Room No. 017229200744 08872090029, giving detils abowt
the employee and the contacts heshe might huave had during their atendance in
the oftice.

it. One nead not panic in case a colleague. with whom an employee had a contact

within the office, is diagnosed with COVID-1Y. One should report 10 the Helpline

No. M or Swte Contral Room No., 0172-2920074/08872090029, piving details

and the exact nature of exposure, 30 as W assistihe health authorities o underiake
farther necessary actions.

6. Alisceliancous:

Evervone is encouraged to take proper diclto boost their immunity, keep
themselves aware and updated with the correet information at all times, and
indulge in sate social and personal behaviour at all imes.

ii. Employees who cannot attend oflice as they have tested positive for COVID-19
ar because their place of residence has come in contaimment or butler zone. shall
be granted Quarantine feave for o maximum period ol 30 days in erms of the
provisions of the Civil Service Rules. It lor reasons beyond their conrol, un
eoployee is still unable to attend the office afier 30 duys of Quacantine leave,
hefshe shall be granted ordinary leave,

Dated, Chandigarh

: Karan Avtar Singh,
03-05-2020 Chief Sceeretary, Punjab

A Copy is forwarded to all the Special/Additional Chief Secretaries/
Financial Commissioners/ Principal Secretaries and Secretavies to the Government
of Punjab for information and necessary action.

UnddrSsecretary Persanncl
To

All the Special/Additional Chief Secretaries/ ‘
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Financial Commissioners/Princi i
: pal Secretaries and Secretaries t th
Government of Punjab for information and necessary action. S
| pNo.12/07/2020-4PP2/ 244

. Dated, Chandigarh: 04.05.2020
gndst. No. 12/07/2020-4PP2/ 995 _ 9 4 £ Dated, Chandigarh: 04.05.2020

A copy is forwarded to the f°“°Wing}'0

information and necessary action:-
1) Director, Information and Public Relation Department, Punjab, Chandigarh to
give vide publicity to these instructions through Print and other Electronic
Media for the information and awareness of general public.
2)

Director, Health and Family Welfare, Punjab, Chandigarh.

Unde retary Personnel
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