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To 7 e

Al the Main Institutes & Offices under CSB/Central Office

Sub ~ Preventive measures to be taken to contain the spread of Novel
Coronavirus (COVID-19) — Attendance regarding.

kK

Please find enclosed herewith Office Memorandum Nos.F No.11013/9/2014-
Estt Alll and F.No.11011/01/2011-Ad.i(2404) dated 5" June, 2020 issued by the
DoPT. Govt of India and the Department of Administrative Reforms and Public

Grievances. which are self explanatory for compliance.

Yours faithfully,

B'ww
-
(Juli obias)

Joint Director (Admn )
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F.No.11013/9/2014-Estt. A.lll
Government of India
Ministry of Personnel, Public Grievances and Pensions
(Department of Personnel and Training)

KERRK

@,\ North Block, New Delhi
m : g 3 Dated the £7 " June, 2020
0\
OFFICE MEMORANDUM

Subject: Preventive measures to be taken to contain the spread of Novel
Coronavirus(COVID-19) — Attendance regarding.

The undersigned is directed to refer to OM of even number dated the 17*
March, 2020, 18t May, 2020 and 19" May, 2020 whereby advisory for well-being of
Government employees and attendance in Government offices with staggered timings
were issued by Department of Personnel & Training (DoPT).

2. Kind attention is also drawn to Ministry of Home Affairs’ Order dated 30.05.2020
whereby ‘Additional Directives for Work Places’ have been prescribed. Further, the
Ministry of Health & Family Welfare (MoH&FW) on 41" June, 2020 has issued Standard
Operating Procedure on preventive measures to contain spread of COVID-19 in
workplace settings (copy enclosed).

3. It is emphasized that strict adherence to the practices of social distancing norms
and health & hygiene practices, as enunciated in these guidelines, is of paramount
importance and the Government servants as responsible employees should abide by
these practices so that the Government offices function in the most efficient manner in
the given situation. All the Ministries/Departments/offices as well as the Central
Government employees are, therefore, directed to ensure strict compliance of

instructions issued by DoPT as well as MHA and MoH&FW.
W@
(Um Kumar Bhatfa)

Deputy Secretary to the Govt. of India

Ta,
1. All the Ministries/Departments, Government of India
2. PMOQO/Cabinet Secretariat
3. PS to Hon'ble MOS(PP)
4. PSO to Secretary(Personnel) For Inf .
5. Sr. Tech. Dir., NIC, DoP&T BERaanan



F.No.C-11011/01/2011-Ad.1 (2404)
Government of India
Ministry of Personnel, Public Grievances & Pensicns
Department of Administrative Reforms and Public Grievances
5" Floor, Sardar Patel Bhawan,
Parliament Street, New Delhi 110001
Dated. the 5 June, 2020

- IMPORTANT CIRCULAR

The number of COVID-19 positive cases are going up rapidly. Many Officials
in various Central Government Ministries/Departments have been tested COVID-19
positive. Some have lost thetr life to this pandemic. Therefore, it is the duty of every
officer to protect themselves and each other and help prevent further spread of the
disease. All officers in DARPG are advised to follow the following protocol to contain
the spread of disease in the office:

1 Only asymptomatic staff shall be allowed. Anyone with a mild cold/ cough or
fever needs to stay at home.

2. Officers/ staff residing in containment zone shall not come to office and work
from home till containment zone is de-notified

3. Not more than 20 staff/ Officers shall be attending office in a day. Roster will
be reworked accordingly. Remaining staff will continue to work from Home.

4. Under Secretaries/ Deputy Secretaries if sharing cabin, then they will come
alternate day to enforce social distancing.

5. The Section shall not have more than two officials at a time. Staggering
office hours shall be followed to ensure not more than 20 staff in any given
time in the office. As far as possible windows may be kept open to ensure
proper ventilation in halls

6. Face mask and face shield have to be worn at all times inside the office
premises. Disciplinary action will be taken if it is found that protocol for mask
is not followed in the office.
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Used masks and gloves shall be discarded carefully in yellow colour bio
medical waste bin only. Strict action will be taken on throwing gloves or masks
in open or in normal waste bins. General Section will inform housekeeping
about norms for disposal of such waste.

8. Face to face meetings/discussions/interactions be avoided as far as possible.
Officers/ Staff will use intercom/ phoéne / VC for interactions.

9. VCs may be attended from the respective rooms of the officers. VC in Board
room may be avoided as far as possible. General Section will provide
necessary equipment to the officers so that they can join web-room from their
respective computers.

10.Handwashing in every half an hour is a must to prevent spread of
infection. Hand sanitizing dispensers shall be installed at prominent places in
corridors.

11.Frequently touched places such as electric switches, door knobs, elevator
buttons. hand rails, washroom fixtures etc shall be cleaned in every one hour
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