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Preventive measures to be taken to contain the
spread of Novel Coronavirus (COVID-19)

The preventive measures to contain spread of COVID-19 prescribed by the Ministry
of Health & Family Welfare are given below for information of all employees.

a. Use of face covers/masks to be mandatory

b.  Practice frequent hand washing with soap (for at least 40-60 seconds) even when
hands are not visibly dirty. Use of alcohol-based hand sanitizers (for at least 20
seconds) can be made wherever feasible.

c. Respiratory etiquettes to be strictly followed. This involves strict practice of covering
one’s mouth and nose while coughing/sneezing with a tissue/handkerchief/flexed
elbow and disposing off used tissues properly.

c.  Self-monitoring of health by all and reporting any illness at the earliest to the
immediate supervisory officer.

d.  Spitting shall be strictly prohibited.

e. Any officer and staff residing in containment zone should inform the same to
supervisory officer and not attend the office till containment zone is denotified. Such
staff should be permitted to work from home and it will not be counted as leave
period.

f. Advise all employees who are at higher risk i.e., older employees, pregnant
employees and employees who have underlying medical conditions, to take extra
precautions.

g. All Officers and staff / visitors to be allowed entry only if using face cover/masks. The
face cover / mask has to be worn at all times inside the office premises.

h.  Proper cleaning and frequent sanitization of the work place, particularly of the
frequently touched surfaces must be ensured.

I Effective and frequent sanitation within the premises shall be maintained with
particular focus on lavatories, drinking and hand washing station/areas.

j- Cleaning and regular disinfection (using 1% sodium hypochlorite) of frequently
touched surfaces (door knobs, elevator buttons, hand rails, benches, washroom
fixtures, etc.) shall be done in office premises and in common areas.

k.  Proper disposal of face covers / masks / gloves left over by visitors and/or employees
shall be ensured.

l. In the cafeteria/canteen/dining halls:

i. Adequate crowd and queue management to be ensured to ensure
social distancing norms.

. Staff / Waiters to wear mask and hand gloves and take other required
precautionary measures.

lii.  The seating arrangement to ensure a distance of at least 1 meter
between patrons as far as feasible.

iv. In the kitchen, the staff to follow social distancing norms.

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.
Therefore, all the employees are directed to ensure strict compliance of the instructions.
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