A PANJAB UNIVERSITY, CHANDIGARH

" he Panjab University Act VII of 1947-enacted by the Govt. of India)
{Estted. under the Panja ) Ay R
Dated :2’.!1- 2020
CIRCULAR

The Vice-Chancellor, in anticipation of approval of the Syndicate, has
allowed to adopt the following guidelines in toto issued by Deptt.of Personnel
(PP-2 Branch),Govt. of Punjab dated 4.5.2020 and Deptt.of Personnel,
Chandigarh Administration dated 1.10.2020 for considering the cases of
employees D_f_ the University:-

Sr. " Guidelines issued by the Subject matter |
No. 3
1. Deptt. of Personnel Guidelines for safe operation of
(PP-2 Branch), Government of Punjab Government office establishments
Vide 1.D. No. 12/07/2020-4PP2/224 in the state of Punjab during
| dated4.5.2020  (Annexure-I) | Covid-19 pandemic. -
2. | Deptt. of Personnel, Clarification regarding Quarantine
Chandigarh Administration Leave during Covid-19 epidemic. ‘
Vide No.28/65-IH(7)-2020/10647 dated
1.10.2020 (Annexure-II)

Further,it has been allowed that the latest guidelines of Covid-19
pandemic (if any) issued in future by the Personnel Department, Govt. of
Punjab/UT Administration/Govt. of India, be followed for the employees of
the University.

This is in supersession to the Circular issued vide No. 11711-13/Estt.
dated 01.10.2020.

However, in future, if any employee remain quarantine, the Head of
Department concerned may consider the case at their own, as per adopted
guidelines as stated above.

This is for information of all concerned. A/,, .

DA: as above Assistant Registrar (Estt.)
Issued to:

\,1./Ar| the Heads of Teaching & Non-Teaching Departments/Branches/
Offices, PU Chandigarh and its Constituent Colleges/Regional Centres/
Extension Library, Ludhiana (to be circulated via official email IDs
through the Director, Computer Centre).

2. D.R. (General) - alongwith relevant file.,

B ACLA
4. 0.5.A.(Salary)
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GOVERNMENT OF PUNJAB Hnﬂfﬁ“ﬂ "I
DEPARTMENT OF PERSONNEL
(PP-2 BRANCH)

Dated, Chandigarh: 04-05-2020
To

All Heads of Departments,

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

District and Session Judges and

All Deputy Commissioners in the State

Suhject: Guidelines for sufe operation of Government office establishments in the
State of Punjab during COVID-19 pandemic

e EEFHAEET &

Kindly refer to the subject cited above.
2, As you are aware, Corona virus Disease 2019 (COVID -19) is a conlagious
disease caused by a novel Corona virus (SARS-CoV-2), transmilted 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 -:on-mgiﬂn. It is therefore imperative to fay 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.

1. General Recommendations:

i The sitting arrangement in lhe offices shall be made while ensuring a minimum
distance of two (2) melres between the employees.

ii. Employecs attending the office in person may be allowed flexible timings of
reporting for duty, flexible liming of leaving the office, flexible timings for lunch
and tea breaks, so us [0 ensure that crowding in the offices do not take place and
social distance norms 4re maintained.

iii. " The Head of Office shall maintain a complete and proper record of all employees
attending the office on any particular day.

v, Use of physical files and communication through physical letters/ notices’
memes/ orders should be avoided.

v, The office work, to the exten possible, should be done through e-office. ufficial

emails, telephones, SMS, Whats App, PBGRAM and other electronic mediums.
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3.

ia

All olficial meetings, to the exten passible, should be conducted through video
conlferencing,

vi.

vil.  However, where meeting through video conferencing is not possible. nol more

than cight (8) employees should attend my meeting physically, While seating
employees for such meeting, o minimum distance of two (2) meters should be
mainkuined belween any lwo employees allending the meeting.

Use of Biometric Attendance System (BAS) should be temporarily suspended.
Each Departments shall appoint Nodal Officers, who shall regularly monitor the

health of the employees attending the offiee and shall submil hisfher report 1o the
Head of Office,

Vil

Office Facilities:

Thermal scanners should be installed ot the entry gale of the office premises (o
screen the employees and other visitors suffering from high fever (the normal
human body temperature is 97,7 to 99.5-degree Fahrenheit or 36.5 1o 37.5-degree
centigrade),

Employces detected with high fever or other COVID-19 symptoms in the office

premises, should be wemporarily isolated and immediate medical advice should be
sought,

iii. Hand sanitizing stations should be installed at all sirategic locations within oifice
premises, particularly at the entrance and near high contaet surfaces,
Alcohol-based sanitizer (minimum 70% ethy! aleohol viv) be mounted at the

entrance wall of the office for the stafl o sanitize their hands before entering the
Premiscs.

In case of mulli-storied offices, where the elevators (commonly called lifts) arc 10
be used, samtizers shall be mounted near the entry door of the elevator at ench and

every fMloor. In case of self-driven lifis, the sanitizer should also be made available
inside the lills. Everyene should be advised ta apply the sanitizer on their hands
immediately aller pressing the elevalor’s bullons and belore touching any other
surfuce! body parls,

vi, Air Conditioning: The Air-conditioning systems generally work on the principle

of re-circulaling the air inside the room, In the curent COVID-19 siwwumion,

Guvernment has issued guidelines vide No, 3129 (R) - 3136 (R) daed 24th April,

2020 (Annexare-1), which shull upply in all Government ofTice estublishments,

Office Hypiene;
1 Indoor Areas: Indoor areus including ollice spaces e conlerence rooms showld be

cleaned every evening wlier olfice hours, or cirly in the morning belore the rooms are
occupied,

a, Al indoor sreas such as cotranee ubibivs, comidors and staircases, escalators,

o lgaer : s 1 Py Il E % E
clevinors, secunty guard buoths, ollice woms, mesting rooms, cafbleria
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., IR el weter
Starl clcaminy_

from eleaner s and proceegd lwarys

dintier areps,
High contag Surfaces such gy gloy

ator bullops,
buttong, ole

handsails! undles unel eall
clricnl swilches, eseql

aor heaseleails,
AVslems, LOUIpem

like twlephane,
machines should be cleane

cloth soaked in

public counters, intercom
|11'inlu|'e<.fsuurmur5. i other offive
by mopping with 4 linen/ubsorbable
1% sodium hypachlorile. I'requently louched
tops, ehair handles, pens, diary

d twice daily

areny like table
liles, keyboards, mouse, mouse pad, lealeolloe

nes ete. should specially be eleaned,
Metul surfaces like door haelle

dispensing machi

5. securily locks, keys, ele, should he wiped
using disinfeelants with 70% aleahal, in cose

use ol bleach is not suilable,

spray all mirrors and glass windows with o dilune mixture of delergent and

warm water, and wipe with dry cloth,

The cheaner should wear disposable rubber boots, gloves (heavy duty), and g

cloth mask.

L. Carclully clean the equipment used for cleaning al the end of the cleaning
Process,

Protective gear used during sanilation process should be discarded ot the end
ol cleaning pracess.

Ouidoor arens: Ouidoor Areae have less

risk than indeor areas due W uir currenls
and

wxpostre Lo sunlight. Cleaning and disinfeclion elTons of utside

argas should be
targeied 1o Irequently wuchedfeon

aminated surfnees as alread y detailed above,
Olfiee/Tublie toilets: All the areps af the loiler sugh as the sinks, commuode, 1aps vig,

should be thoroughly cleaned/serbhed USINE soap ond water and then wiped wilh
" 1% sodium bypochlorite solulion or equivalent commereial disinfeeinnts ovailuble in
the market {like Hydrogen Peroxide and blenching powder). Other yreqs ol the

tilets should be cleaned as has been explained in Para (i) wbove.

4 Adeguate quantity of liguid soaps should b nvatluble wt ol times in (e
toilets,

bo Sanilary workers must pse sepirite st of cleaning e

(mops, nylan serubber), e sel (o sink il

e They shouly

e Lor twilers
anthwer sel fop COmp,

always wear disposable Protective ploves wiile ¢le
i

g ikl

Al public cantecns in ofliee establishients Should remmin elose:

W ver Uere e Mneies i Ui ol e

S lotlowing should by ensuned:
I

B sluoled e elinned Ik wtl i s s I bwenn wxplained
abieyvg

i Special care needs 1o be gaken while eleining the slbs and the sioks, i
any. with soap/deterpent i Wiler,
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V.
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Employees «
: (S Lk .
) Tl whgmns!y olluw the repanting time as well

seribed by twe Hend of Offiee.
Employees shoul (Tl

olhwr,

Employees should nol roam unneeessarily in the office and should work only
from their allotled space,

i s s Lhe lime fo
lL-'I"q.‘L 1.!1.1.} ol ey oy [

indulge in any handshakes or hugs 1w greev/see-off each

There should be no gatbering of employees anywhere in the public space, like
corridors, parking lots, ele.

Wherever queuing is required. employees should siand by maintaining 2
minimum separation of twe (2) melres,

Fmployees  should  use interpersonal

inercomsfelecironic  medln  for

communicatian,,

Employees should avold unnecessarily louching the surlaees, cguipment ele.
Employees should refrain [rom touching face. mouth, nose and eyes with his
[rands,

Employees should not spit only in the washbasin of the toilels, and then rinse it
with waler.,

Employees should wear eloth masks al all times while outside their homes. The
masks should be worn such that it snuggly covers the nose as well as the mouth,
I'he cloth mask should be washed with soap and water dnily afler use,

limployees should avoid weoring loose cloths, like sarees, stoles ete., which can
sweep the Noor or can full off,

Limployees nre advised Lo wear long sleeved thick elothes while atiending office.
One ean wear home-stitehed long coveralls while commuting to office and buek.
‘mployees are advised (o discontinue the vse of leather purse and handbags. They
can carry # very small bag, il absoluiely necessary and disinfect it on relurn o
their home, Allematively, employees may carry their personal things in a cotton
bag, which shoull be washed daily.

fmployees should pvoid wearing walches, rings or any jewellery while coming 1o
olficy,

Emplovees are sdvised (o wear elosed bellies/ shoes rather than open toe sandals
ai slippers,

lplevees are advised 1o keep the pails short,

Scannea witn wamsci
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mselves open and elose their office. as well as clean
their affice SPRCC, as [ar as possible.

Xvii Each employee should the

! e Employees shoylg sanilize ar wash their hands with soap and water. whichever is

feasible ang walable. Application of sanitizer as [requenily as possible and hand

Wash at least once iy two-hours is cecommended. as per the following protocol:

i, lEmplovees shoug witsh their hands witly soap for ul least 0 seconds by
Wplying soap gently on the palm and back of the hand meluding web
spaces between the fin pers,

b, Use a minimum of 3m! of the sanilizer (approximately 2 pushes of

sunitizer dispenser) on DRY HANDS for at Jeast 30 scconds for good
hygienic hand disinfeetion,

Xix, Employees advised 1 themselves clean their work area, including the tep surface

of their 1ables, handles of chairs, door handlcs, eleciric switches, ofTice phoncs,
Pens, diaries. files. deskiop. keyboards, mouse, mouse pacd. ete. with a disinfeeting

wipe prior 1o use.
X, Lmployees should not share pens. pencils, mobile phones, cle. with others.

KX l:mployees should keep their mobife phencs in their pockets and not on uny hard
surlaee,
Kxii, Olfice plants should be Kept outside in the open space and not inside the rooms.
sxiii, Emplayees are advised 1o avoid using the elevator (lifis). 10 the exten: passible,

and should 1ake stairs or ram ps. They should elimb in 1l middle. away rom wal|

or nailing,

KXy, Employees should carry their own lungh packels/ welreshment ang water hotles

from home They should avwid using oflice utensils or sharing ulensils with

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

KXy Employvees should sanflize and wasl heir hends ps ex laincd abowve, bifure
il p

teuching their lunc prckets ns well as any other edible jtloms,

X, Emplovee shall no smoke or chew iobacco-based produets, such as sutka, pan

masala vie.. in the offjce space.

KEvii, In case ol g couglsncere, employes should use thejr handke

rchicf to cover heir
mauth, The handkerchief. gg used, should the

n be stored in their Pocket/purse in o

handkerchier exposed o the coughisneeze should
net twuch heir orher belengings.

manner hat the syrfnee of the
In case an employee is po carrying
bandkerchicl, hefshe should eough/snceze inte the Nexed! pen elbow. [y either
vase, the employee shouly immediaely washy hisfher hand ang other surfices
exposed W conph/sneese with S04p i

e manner prescribed aboye,

XKW, IT stmcone has coughed in » meeringicon

enceiotlice room, withou [oflowing
ruespicatory clifuenies or mask, the wreas arownd ieic sem should be vacated and
eleaned with 1% sodium bypochlorite
. k. L - a " . : g like :,.mpwm‘.:
KxIy I an conployee i sulfering from Jever or wther COVIG-19 (i ]

- jmliren
. o - i oty i
(eonghisnecaing/dilliculty in sreationg b, (e emplayes shoyfd veluma
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S S W home, and dould b sk madival whvee tor
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Emplovees, whos e of residence Bl e Contabnmient o Bntiee sone,
shall et b expoctad W atend wilice, T they should infor e Head of Ofice
torthmithy,

Frplovees should e indlge i s e with regand o COVID
withowt veritving the Bets.
R L —_— erphoiee shall dewadead “UCON S AP developad by the

Lonerment o Puiab tor the comeel, timely and avthentie intommation with

corEands o CON L,

Detection of COVIN-1Y Cases:

i

I case un emplovee is diagnosed withCOVID-19, and such oo employee has

attendad ollive, the Head of Office shall immediately inform the Helpline No. 114

IR

———-_.__-_-_-_'__
ot the State Control Room No. 01722920074 08872090020, wiving detmls atwan

—

e
e emplovee wrd the vontacts e she might have had during their avendanee in
e T —al
the oilice,

One teed not panic in case a calleague, with whom an enaplovee had @ comae

m—

within the oflice. is diagnosed with COVID-19. One should report w the Helpline

Moo 104 or Srne Comrol Boow Na, 0172292007 408% 72090009,

A
giving details
- — |
st the exact nature o exposure. s0 45 10 assist e health authorities to undertake
further necessary actions,

Miscellancous:

Everyone s encouraged 1o toke proper dieuo boost their immumity, keep
themselves aware and updated with the correet information . all tinnes, o

indulge in sate social and personal behaviour st all times.

Employees who cannot atwend ollice as they have tested positive for COVID-19
L

or because their place of residence has come in comainment or buller zone. shal)

be granted Quaramtine leave for o maximum period ol 30 davs i wms ol the

provisions of the Civil Serviee Rules, 11 for rensons bevond their control, an
e

eiployee 15 sull unable o awend the oflice alter 30 dovs of Quaranting leave,
heshe ghall be uented ordinary leave.

Dated, Chandigarh

03-05-2020

Karun Avtar Singh,
Chief Seeretary, Punjab

A Copy is forwarded Lo all the Special/Additional Chiel Seeretaries/

Financial Commissioners/Prinelpal Seeretaries and Seeretaries to the Government
of Punjab for information and necessary aclion.

To

UndePBecretary Personnel

Al the Spectal/ Additional Chief Secrotaries/

Scdrineud wi
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1 Gmrern:;: Cmnmlss_.mnmsjPrmctpa] Secretaries and Secretaries to the
ent of Punjab for information and necessary action.

e I2(AT/ 120 PP/ RA4 Dated, Chandigarh: 04.05.2020

gndst No. 12/07/2020-4PP2/ 996 9.9 ¢ Dated, Chandigarh: 04.05.2020
A\ copy is forwarded to the following for information and necessary action:-

Director, Information and Public Relation Department, Punjab, Chandigarh to

sive 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.

1)

Unde retar Personnel



(o No. 28/65-1H(7)-2020/ Ff'f"if {
A Eh““ﬂiﬂarh Administration

Department of Personnel ’
.I ¢ handigarh dated the | 1D 20 7
T -

All the Administrative Secretaries/ AM yve .E
e Heads of Departments/ Offlces) “

. Boards/ Corporationg
Chandigarh Administration

Subject: Clarification regarding Quarantine Leave during COVID-19 epidemic

LT

Sir/Madam

I am directed to address you on the subject noted above and to state that
several references/queries have been received from varlous departments regarding
quarantine leave to the employees who have tested positive for COVID-19 or guarantined

as per directions of the Government, The matter has been considered and following has
been decided by this Administration:-

a) Employees who have tested positive for COVID-19 or their place of
residence have come in contalnment or buffer zone and cannot attend
office, shall be granted Quarantine leave for a maximum period of 30 days
in terms of the provisions of the Punjab Civil Services Rules. If for reasons |
beyond their control, an employee is still unable to attend the_office after 30 %
days . qt_Qua;l-nt_I__m leave, he/she shall be granted ordinary leave, s

b Employees whose family have been tested positive for COVID-19 and who
; mnﬁ:{y attend office, shall be granted Quarantine leave in terms of the

Appendix-17 under heading Quarantine Leave of the Punjab C.S.R. Volume- E
1, Part-2. }

c) The mﬁtrﬁiﬁual;‘ outsourced staffy dally wage/work mameﬂmiﬁm
etc. shall also be Pai'd 5&'3!‘?}'50%!““@ fee/ hgﬂumﬂum.w‘!hg“t -any
deduction for their absence from work due to reasons mentioned. in'{a) &
{b) abave: ~ ¢ 5 Sl

2 You are advised to regulate the period of absence of offi ul’ﬁ:hls
= working under your control strictly as per above clarifications and un necessary references

to Department of Personnel on the klihfﬂd ma‘y‘ be avoided.

Yours faithfully

Eupiﬂnfenﬂeﬁt’ Pars_onnﬁl B
for Acviser to the Administrater
dnion Territory, Chandigarh™ - .
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