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Preface  
 

In the month of December 2019, China informed the WHO about a cluster of cases of 
pneumonia of an unknown cause in Wuhan City in Hubei province. Later on  WHO issued a 
statement saying Chinese researchers have made “preliminary determination” of the virus as a novel 
corona virus. Since then, many deaths have been reported due to COVID-19 across the world till 
March,2020.  Over the world, Lakhs of cases have been reported from more than 180 countries  
including India. Lockdowns, curfews, massive airport screenings, quarantines, and social distancing 
have become the norm across the globe to combat the deadly disease.  

Hence, in such critical times, access to authentic information is of paramount importance. 

Humanity is confronting an unknown and threatening disease which is often severe and fatal. 
Therefore ,for  safety  of our staff , students and other stake holders, we feel it necessary to compile 
the most relevant information about the disease, preventive measures in the form of hand book as a 
ready reckoner, which will help the concern as a handy guide to good health practices as well as in 
fighting misinformation.This handbook aims to improve the understanding of the disease among the 
students as well as people in relevant professions and to provide a guidance on personal preventive 
measures to reduce the transmission risks.  

 To outline the guidelines and standard operating procedures the committee comprising of 
Dr. Reena Laharia (Convener), Dr Suruchi Kadu, Dr Mrunal Mahajan and Ms Neha Tawani as its 
members has been constituted. The committee accessed authentic information for the said hand 
book. I appreciate the efforts taken by committee within a very short span of time to articulate this 
handbook. The handbook consists of various protocols for students, staff, laboratory,the departments 
and for whole College premises. It also includes overview of the corona viruses, transmission of 
viruses, COVID-19, detection, diagnosis including personal precautions and  precautions in public 
places. It addresses the concerns of the public on COVID-19. If we are united in the face of 
adversities and execute epidemic prevention measures based on scientific evidence, we will 
undoubtedly win this battle. 
 

In the compilation of the handbook, the committee has referred relevant published 
literature and official reports. We sincerely apologize for the absence of citation trails or 
references. I hope that this handbook will be useful to all stake holders of the college and 
will help everyone to be safe and free from getting infected of disease due to corona virus. 
 
 

Date: 14/07/2020                                                                                Dr Deepak Dhote 
                                                                                                                   Principal 
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ESSENTIAL COMMON PRACTICE WITHIN THE CAMPUS 

(It is mandatory to read all instructions /rules and strictly to follow them) 
 

Essential Common Practice to be followed all over while in the campus. 

1. Thermal sensor should be use to check the forehead temperature. 

2. Sanitizing hands at the entrance of college should be strictly followed.  

3. He / she should ensure using hand sanitizer before writing in the visitors' Book,  

4. Compulsorily wear mask within the campus, right from entry. 

5. Compulsorily bring your own water bottle. 

6. Compulsorily bring your own sanitizer bottle. 

7. Frequent washing of hands with soap or sanitizer. 

8. Maintain social-distancing measures all the time.  

9. Ask permission before entering any of the department including office. 

10. A sticker of College ID should be stitched to your college uniform shirt or dressed 

should be clearly visible or scanned. 

11. Strictly use hand sanitizer before and after touching or using anything (always). 

12. No to bring wear extra accessories like watches and other non essential things.  

13. Strictly follow basic respiratory etiquettes like covering your mouth while sneezing 

and coughing. 

14.  Maintain good personal hygiene. 

15. Don’t touch your face or nose frequently. 

16. Avoid close contact with anyone during talking and working. 

17. Wipe down your space and don't let others use your desk. 

18. Throw used tissues/wipes/mask immediately into the closed bin after use. 

19. Avoid communal eating opportunities 

20. See a doctor if you feel unwell. 
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21. Open and larger areas including Library /Hostels/ Departments/Classrooms/ and 

laboratories / laboratories or any exercise or recreational equipment: Disinfect with 

disinfectants on daily basis before commencement of work and in between lunch. 

22. Display of instructionsand rules at every place of the institution at proper places. Use 

of pictorial instructions should be encouraged. Display of posters and instructions in 

English and Local language. 

23. Floor markings a outside and inside at a distance of 1m all over working area, right 

from the entrance or were ever necessary, also outside the collection window and in 

front of sanitizer dispencer etc. 

24. Windows of all the offices/departments/classroom and laboratories should always be 

kept open. 

25. Student and employees should try to sit on same chair or bench as far as possible to 

minimize the risk  

26. Keeping1meter distance all the time while seating, talking and walking. 

27. Every body should have an Arogya Setu app downloaded in his or her mobile. 

 

 
 
 
 

 
 
 
 
 
 
 
 
 

I pledge, that being a responsible citizen of India,will obey all the Government's Laws and 

rules implemented to fight against corona virus (Covid-19). 

I will maintain social distancing and wear mask to do well. 

I will restrict all my movements and physical interactions with the community around me. 

I pledge to wash my hands repeatedly with soap or to sanitize them. 

I pledge not to spread any myth, about coronavirus. 

I will also encourage others to follow the personal hygiene and  

will create awareness about it. 

I will care about everyone and will focus only on the wellbeing of my society 

I shall act responsibly in fulfilling my dutyand inspire others also to do so. 

I will go out of the house if necessary or in emergency.and when not well will,Stay at home 

and Save lives 
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INTRODUCTION TO COVID-19 

What is corona virus? 

Coronaviruses are a large family of viruses which may cause illness in animals or 

humans.  In humans, several coronaviruses are known to cause respiratory infections 

ranging from the common cold to more severe diseases such as Middle East Respiratory 

Syndrome (MERS) and Severe Acute Respiratory Syndrome (SARS). The most recently 

discovered coronavirus causes coronavirus disease COVID-19. This new virus and disease 

were unknown before the outbreak began in Wuhan, China, in December 2019. COVID-19 

is now a pandemic affecting many countries globally 

What is COVID-19? 

 SARS-CoV-2, the causative agent of COVID-19, is a coronavirus. It is transmitted 

through large respiratory droplets and direct contact; other modes of transmission (i.e. 

airborne and faeco-oral) have also been proposed. The average incubation period is 

estimated at 5 to 6 days, ranging from 0 to 14 days . There is currently no specific treatment 

or vaccine against COVID-19. Here the Co- stands for Corona, Vi-for Virus and Di –for 

Disease. 

What are the symptoms of Covid-19? 

The most common symptoms of COVID-19 are fever, dry cough, and tiredness. 

Other symptoms that are less common and may affect some patients include aches and 

pains, nasal congestion, headache, conjunctivitis, sore throat, diarrhea, loss of taste or smell 

or a rash on skin or discoloration of fingers or toes. These symptoms are usually mild and 

begin gradually. Some people become infected but only have very mild symptoms.  Older 

people, and those with underlying medical problems like high blood pressure, heart and 

lung problems, diabetes, or cancer, are at higher risk of developing serious illness.  

However, anyone can catch COVID-19 and become seriously ill.  People of all ages who 

experience fever and/or  cough associated with difficulty breathing/shortness of breath, 

chest pain/pressure, or loss of speech or movement should seek medical attention 

immediately 

What are preventive Measures? 

The best way to prevent and slow down transmission is be well informed about the 

COVID-19 virus, the disease it causes and how it spreads. Protect yourself and others from 

infection by washing your hands or using an alcohol based rub frequently and not touching 

your face. Seek medical help.  When you attend the health facility wear a mask if possible, 

keep at least 1 metre distance from other people and do not touch surfaces with your hands. 

If it is a child who is sick help the child stick to this advice. 

How doesCovid-19 spreads?  

The COVID-19 virus spreads primarily through droplets of saliva or discharge from 

the nose when an infected person coughs or sneezes, so it’s important that you also practice 

respiratory etiquette (for example, by coughing into a flexed elbow). 

Treatments:  

At this time, there are no specific vaccines or treatments for COVID-19. However, 

there are many ongoing clinical trials evaluating potential treatments. 

Purpose of preparation SOP for college: 

 To lay down standard protocol for prevention from COVID -19 in the premises of college 

 To spread awareness among the students and staff of college. 

 To help everyone in college to identify the symptoms of this pandemic disease (if any). 
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GENERAL AND PERSONAL HYGIENE INSTRUCTIONS 
(Students, Employee and Others) 
 

People who are feeling unwell should stay at home as a precautionary 
measure to minimize the risk of transmission of COVID-19 
 
Student and Staff working in college need to be aware of the symptoms of 

COVID-19. 

 

Good general hygienic practices include:  

Practice good public hygiene habits. These are simple, everyday steps that everyone can 

take to improve our hygiene standards. 

• Wearing Masks:Everybodymust wear a mask when outsides their homes. 

• Proper hand hygiene – washing with soap and water for at least 20 seconds 

• Frequent use of alcohol-based hand sanitizers. 

• Good respiratory hygiene (cover mouth and nose when coughing or sneezing; dispose of 

tissues and wash hands); 

•  Frequent cleaning/disinfection of work surfaces and touch points such as door handles. 

• Avoiding close contact with anyone showing symptoms of respiratory illness such as 

coughing and sneezing. 
 

Personal Hygiene:  

Employee and Students working within the premises should be reminded to: 

1. Wear a mask. 

2. Cover their mouths with tissue paper when coughing or sneezing, and dispose of the 

soiled tissue paper in the rubbish bin immediately. Wash hands thoroughly with soap and 

water. 

3. Practise good personal hygiene (e.g. wash hands with soap and water before and after 

meals, after handling refuse or other dirty items, and after visiting the toilet). 

4. Practise good toilet habits (e.g. flush toilets after use).  

5. Use gloves mask while carrying out cleaning work and when handling waste. 

6. Refrain from touching their exposed body parts such as eyes, nose, face, and arms with 

soiled gloves or unwashed hands. 

7. Monitor their temperatures regularly.  

8. Report to their supervisors, see a doctor and stay away from fellow colleagues if they are 

unwell.  

We seek your cooperation in implementing the above practices 
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PREVENTIVE PROTOCOL FOR SECURITY AT ENTRANCE  
 
Following preventive protocol should be followed by the Security Section/ 
Department: 

 
1. After opening the main door/ gate of the institute, by security person will reach out 

for hand sanitizer/ thoroughly washing his hands with soap under running water for 

at least 20 seconds. 

2. Spray disinfectant provided by the department/ college/ institute on the keys hung on 

the key-board and security cabins/rooms. 

3. After wearing the face masks and hand-gloves, he will proceed to unlock/ Open the 

remaining internal doors/ gates. 

4. He will also spray the disinfectant on the doors before opening and unlocking 

internal doors/ gates. 

5. Once all doors/ internal gates opened/ unlocked, he will again use the sanitizer 

thoroughly wash his hands with soap under running water for at least 20 seconds. 

6. He will also spray the disinfectant on the hooks/ ropes used for barriers managed by 

him. 

7. First contact at the gate, Initiate inspection by trained personnel for identifying 

employees with symptoms. 

8. He will maintain the register to keep record who visited the college and to whom 

he/her is going to meet. 

9. He will also make sure, before the visitor(s) writing in the visitors' Book, uses the 

hand sanitizer kept handy there. 

10. He will also maintain a reasonable distance of about 3 to 4 feet from such visitor(s) to 

ensure his own safety. 

11. Even otherwise also, he will keep using sanitizer after every 3 to 4 hours while being 

on duty. 

12. Everyone should go through Sanitizing Chamber also Sanitizer tub can be kept,to 

sanitize the shoes of a student or Staff, in order to avoid contamination within the 

campus. 

13. Sanitization chamber should be separate for staff and students 

14.  Thermal sensor should be use to check the forehead temperature. 

15. He will also ensure during his duty hours that he does not touch any item/ goods/ 

furniture/ vehicles. etc. that has not been disinfected by using spray provided to him. 

16. Proper telecommunication/external communication lines and rules (both to receive 

and provide information from the Principals office, this service can also be used to 

coordinate the arrival of persons or any problem at the gate . 

17. The entry is  restricted for two wheelers, cars, Auto rickshaw, Buses, etc., 

18. Parents should Pick up and drop drop their child (students) outside the gate. The 

parents should not allow to cross the gate during pickup and drop of their child. 

19. If entry is given to staff vehicle / in emergency, then the vehicle should be thoroughly 

disinfected , from inside and outside(including its wheel). 

20. The employee or students should not be permitted again after leaving the campus. 

21.  One has to get the permission from the head of the institute during his second visit 

following strict rules. 

22. One should not be allowed if showing Symptoms like covid -19 or if sneezing, 

coughing or feeling fever.  

23. History of visitor should be maintained by filling a form having tavelling and health 

details. (including travelling history/foreign trip/ not suffering from sneezing, 

coughing, fever) and submitting it to the security maintaining the register , following 

hygienic rules. 

24. Security will follow the standard laid down protocol before entertaining the 

visitors/guests by making them to use the sanitizer before they enter their details in 

the visitors' book. 
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GENERAL INSTRUCTIONS  

 The visitor should fix appointment to visit the campus. 

 There should be fix timing for visitors to visit the college to avoid overcrowding. 

 Display posters in English and Local language at entrance and on large scale across 

the organization is mandatory. 

 Use of pictorial instructions should be encouraged including Signs and information 

displays at the entrance and in waiting rooms. 

 
 
 

 
 

PREVENTIVE PROTOCOL FOR RECEPTION 
 
Following preventive protocol will be followed by the staff maintaining the Reception: 
 

1. Receptionist will invariably use the protective gears like face mask, gloves,sanitizer 

etc. 

2. Entire reception area/ room/ hall including the furniture/ equipment/ other items 

herein will be extensively fumigated and sanitized at the start of the day by spraying 

the disinfectant. 

3. As far as possible guests/ visitors should have pre-fixed appointments to meet the 

authorities.  

4. Human body non-contact thermal scanner will be used here again for every visitor. 

5. As far as possible all visitors/ guests approaching the Reception should walk 

through Full-Body Sanitizer compartment put up by the gate of college/institute. 

6. Receptionist will follow the standard laid down protocol before entertaining the 

visitors/guests by making them to use the sanitizer before they enter their details in 

the visitors' book. 

7. Reception desk/ counter will be sanitized every 3 to 4 hours by spraying the 

disinfectant. 

8. Sofa chairs/ other furniture used in the reception area/ hall/ room will also be 

sanitized on the same frequency. 

9. Other staff assisting the receptionist will also adhere to strict preventive protocol - 

Wearing face masks, frequently using sanitizer, maintaining social distance 

procedure. 
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PREVENTIVE PROTOCOL FOR PRINCIPAL OFFICE 
 
Following preventive protocol will be followed by the Principal and other staff or 
person visiting Principal's cabin. 
 

1. The Principals cabin should be disinfectant twice a day - start of the day and during 

lunch breaks regularly. 

2. All the furniture & fixture, equipment, common touch points (door handles, light/ 

fan/ AC switches) etc. should be extensively disinfected. 

3. He will also use the face masks during their stay in the campus. 

4. Nobody without wearing face mask will enter his cabins. 

5. A bottle of hand sanitizer (foot operated) should be kept handy in the cabins or at 

gate entrance to be used before entry. 

6. No. of chairs to be reduced and kept at one meter distance using  floor markings. 

7. Mostly one person at a time should be allowed . 

8. 1 m distance rule to be followed all the time. 

9. Meetings if arranged should be up to maximum 30 min. 

10. During the regular meetings, if any, safe distancing norms (maintaining a distance of 

3 to 4 feet from each other) will be strictly followed. 

11. Board rooms - furniture, equipment etc. will be sanitized with disinfectants before 

and after all such meetings.  

12.  As far as possible, official work will be carried out in e-mode manner - by using 

email, telephones, internet etc. 

13. Unless really necessary, regular meetings will continue to be in distance mode. 

14. Meeting with outsiders/ visitors will be strictly restricted and this will be permitted 

only on prior appointment where there is utmost such necessity. 

15. Ventilation Systems Checked frequently. 

16. Flex of precautionary Instructions and rules for covid-19, should be displayed at the 

entrance only. 

PREVENTIVE PROTOCOL FOR HOD’s AND  

FACULTY MEMBERS OF THE DEPARTMENTS 

Following preventive protocol will be followed for Departments: 

1. Before commencement of the day entire department/ furniture/ counters/ equipment 

like desk top computers/ printers/ telephone sets etc. should be fumigate with 

disinfectant spray twice a day - start of the day and during lunch breaks regularly. 

2. All staff will invariably use face masks. 

3. Social distancing should be strictly followed. 

4. The leg operated sanitizer should be keep at the entrance of each department for the 

use of a person entering in a department. 

5. Good personal hygiene should be observed. 

6. Frequent washing of hands with soap or sanitizer. 

7. Single person should be allotted for operating a particular computer/machine. 

8. One person-one chair/table should be adapted with labels of their name (staff) and 

visitors separately.  

9. Touching to each other’s computers, table or documents, etc should be strictly 

avoided. 

10. Ensure sanitization of files and computers before using them 

11. Always use disinfectant spray before touching any file, etc. 

12. Visitors in the department like students/ their parents/ representatives will be 

entertained only during pre-declared/ fixed timings. 

13. Visitors not be allowed in staff rooms. 

14. No crowding of students, staff etc. will be allowed in department. 

15. Students should clear their doubts when in classroom/laboratory only. 
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16. Exchange of notes should be done by using google classroom and whatsup to 

maintain social distancing. 

17. Seating arrangement be like back to back chairs or one after the other at 1M 

distance should be maintained. 

18. Clean and disinfect maintain all ventilating and air-conditioning systems regularly 

in particularly for small and confined areas such as tissue culture area and lifts. 

19. They should strictly follow 1m distance rule even in department, as well as 

maintain the discipline while moving in / out of the department. 

PREVENTIVE PROTOCOL FOR ADMINISTRATIVE MAIN OFFICE STAFF 
 

Following preventive protocol will be followed by the staff in the main office account/ 

account section/ similar support offices. 
 

1. Before commencement of the day entire office area/ furniture/ counters/ equipment 

like desk top computers/ printers/ telephone sets etc. should be fumigate with 

disinfectant twice regularly. 

2. All staff in the office will invariably use face masks. 

3. Social distancing (1m distance) should be strictly followed even while talking. 

4. Observe good personal hygiene. 

5. Frequent washing of hands with soap or sanitizer. 

6. Face recognition should be adapted for biometric entry of an employee and 1m 

distance should be maintained near the machine. 

7. Single person should be allotted for operating photocopy machine. 

8. Touching to each other’s computers, table or documents, etc should be strictly 

avoided. 

9. One person-one chair concept should be implemented. Avoid switching of chair. 

10. Always use disinfectant spray or sanitizer before touching any file, etc. 

11. Visitors in the office like students/ their parents/ representatives will be entertained 

only during pre-declared/ fixed timings. 

12. No crowding of students, staff etc. will be allowed in the office. 

13. No student/ their parent/ representative without wearing face mask will be permitted 

to enter the office. 

14. Before entering the office, they will invariable use the hand sanitizer kept at the 

entrance of the office. 
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15. Most of the queries/ issues related to the students/ other staff will be addressed 

through e-mode i.e. by using telephone calls/emails/ sms etc., thus reducing their 

physical visit to the office. 

16. All departments/ colleges/ institutes will promote e-payment methods for students to 

pay their tuition fee/ other dues/exam form fee etc. 

17. Employee /Student once left the college will be not allowed to enter in the college 

again without getting permission from the Principal. (by calling to head of institute). 

18. A responsible person (nonteaching Staff) should be made incharge of and to keep custody of 

key supplies (e.g.  cleaning and disinfection material, alcohol solution, etc.) to avoid misuse, 

overuse or theft. Extra stock in the office : Storage facilities for additional stock have to be 

identified 

19. Appropriate products for the cleaning and disinfection of the surfaces, equipment 

likes prayer, foot operated Hand wash/Sanitizer, PPE and waste management, should 

be always available at store counter of the office. Office should ensure additional stock and 

uninterrupted supplies. 

20. A procurement procedure to calculate the expected needs (e.g. hand and respiratory hygiene, 

PPE, mask and other key supplies) and to acquire the necessary materials and supplies for 

each department through the office in place and on a short notice should be installed. 

21. All documents related to instruction procedures should be easily available and centrally 

accessible. 

22. Office  staff should be trained/developed, in particular for: to follow rules of Hand and 

respiratory hygiene , use of  PPE during cleaning etc. 

23. Display of signs of all instructions and rules at proper places should be mendatory . 

PREVENTIVE PROTOCOL FOR LABORATORIES. 
Following preventive protocol will be followed for Laboratories: 
 

1. Care must be taken while spraying disinfectant on electronics, chemicals and 
burners. Moisture should not enter in any electronic device. Disinfectant should not 
react with any chemical and while fumigating, all burners/gas should remain off, if 
not so, it can catch fire. 

2. Observe good personal hygiene. 

3. Frequent washing of hands with soap or sanitizer. 

4. Social distancing should be strictly followed. 

5. Use of mask is compulsory 

6. Number of stools/ chairs should be reduced . 

7. Use of wall mount or foot operated sanitizer to sanitize the hands before entering 
the lab should be followed strictly. 

8. Students to be divided into group of 5/(any) and only one will volunteer to perform 
experiment. This will minimize surface touching. Same student will later sanitize 
the things used with a spray. 

9. Others can guide and make notes at same time.  

10. In case of more number of students in one batch, that batch will be again divided 
into a sub-batch and practical time will be 1:30 h for each batch. The practical 
working and pre-lab preparation/writing can go alternately with the sub batches. 

11. Care should be taken while moving or touching any surface. 

12. Avoid touching to door handles, knobs, elevator rest, desk, etc. 

13. Students should bring their own hand sanitizer and use it whenever required. 

14. No crowding of students will be allowed in the laboratory. 

15. Students should clear their doubts when in classroom/laboratory only. 

16. Exchange of notes should be done by using google classroom and whats up to 
maintain social distancing. 

17. They should strictly follow 1m distance rule in laboratory, as well as maintain the 
discipline while moving out of the laboratory. 

For record checking and submission, students will be given prior date and timing by 
the teacher, to which you should abide. Falling this will lead to strict action. 
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PREVENTIVE PROTOCOL FOR CLASSROOM 

Following preventive protocol will be followed for classrooms: 
 

1. Classrooms will be subject to extensive fumigation/ disinfectant spray, twice a day - 

start of the day and during lunch breaks regularly. 

2. All the students of the college should be subjected to non-contact thermal scanner 

and should have gone through sanitization chamber at the entrance of the college 

campus. 

3. Students will be scanned for their entry in the campus (Id card) and are not allowed 

to re-visit the college campus once he/she leaves the campus for that day. 

4. While walking up (keep left) and down (Keep right) stairs students are expected to 

follow 1 m distance and should avoid crossing the white line marking made on stairs 

used as divider. 

5. Crowding in the corridor, ground, open space, classrooms, etc is strictly prohibited. 

6. All the students of the college will invariably use face masks. 

7. Social distancing should be strictly followed. 

8. Observe good personal hygiene. Frequent washing of hands with soap or sanitizer. 

9. Students should bring their own water bottle. 

10. Students should avoid communal eating opportunities 

11. Always use disinfectant spray before touching any book, bag, documents, etc. 

12. No crowding of students will be allowed in the office. 

13. Students should make use of the wall mounted or foot operated sanitizer before entering the  

class. 

14. A CR of the class should look into proper hygiene practices followed by others and 

bring in notice if anything required.  

15. Avoid touching to door handles, knobs, elevator rest, desk, etc. minimize surface 

touching 

16. Students should bring their own hand sanitizer and use it whenever required. 

17. Sanitizer should be used, before sharing or touching any thing in class. 

18. Sitting arrangements in the classrooms should be made at 1.5 to 2m distance 

marking, one behind the other with marked disable (X) and enable (√) benches to 

avoid overcrowding while sitting and moving within the class. 

19. One student at one bench. Students should keep their bag on their lab during 

attending classes to minimize the risk. Lunch breaks should be staggered to avoid 

crowding. 

20. Classes should be divided into two batches for different subject teaching at one time, 

wherever possible and if not large area like auditorium can be used for big batches, 

with proper planning as given in a timetable designed to avoid overcrowding. 

21. Teachers should change the classes not students to avoid noise and crowd. 

22. The new timetable to accommodate date all students and their classes in half batches 

should be designed.  

23. Students should try to sit on the same bench everyday to monitor his/her risk. 

24. Students' support in enforcing preventive protocol, inside and outside the classrooms 

is desired. 

25. They should strictly follow 1m distance rule in classrooms, as well as maintain the 

discipline while moving in / out of the classrooms. 

26. Students should clear their doubts when in classroom/laboratory only. 

27. Exchange of notes should be done by using googleclassroom and whatsup to 

maintain social distancing. 

28. Use of surface disinfectant spray/ sanitization before and after every two periods. 

29. An internal communication plan should be established with clear communication 

lines to allow rapid communication from Principals desk with all  employee  and 

students in classrooms and other areas. 

30. Display of signs of all instructions and rules at proper places should be mendatory. 
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PREVENTIVE PROTOCOL FOR COMPUTER CENTERS/ LABS / WORKSHOPS 
 

Following preventive protocol to be followed in Computer Centers/ Labs / Workshops: 

1. All Computer Centers/ Laboratories (Labs) Workshops will be thoroughly 

disinfected i.e. entrance doors, windows, computer platforms, equipment, machines, 

other furniture & fixture, teaching aids, including the UPS and Networking areas/ 

switches/ control panels etc. before commencement of the day and during lunch 

breaks. 

2. All students and staff entering such areas will invariably use face masks, hand 

sanitizer and follow social distancing protocol.  

3. Computer lab must contain hand sanitizer at the entrance . 

4. Before touching a computer or any part, a student must sanitize his/her hands. 

5. All the surfaces of keyboard, mouse, screen, etc must be wiped off with an approved 

disinfectant. This can be done with paper towels, wipes, cloths, etc. while taking 

care that the electronic device should not be remained damp. Air drying is must to 

ensure moisture does not enter into any opening. 

6. Care must be taken to switch off all external power sources while spraying. 

7. Do not use aerosol spray, bleach or abrasive cleaners and never spray it directly onto any 

device. 

8. Throw used tissues/wipes/mask immediately into the closed bin after use. 

9. Single student should be assigned a particular computer and practical to be performed in 

groups. 

10. Students to be divided into group to maintain 1m distance. 

11. Student should sanitize the things before and after its used, with a spray and also 

minimize surface touching 

12.  Others batches can guided to make notes at same time in different classroom to 

avoid overcrowding.  

13. In case of more number of students in one batch, that batch will be again divided 

into a sub-batch and practical time will be 1:30 h for each batch. The practical 

working and pre-lab preparation/writing can go alternately with the sub batches. 

14. The seating arrangement of students is made on alternate computers. Set of say even 

numbered computers for batch ‘A’ and set of odd numbered computers for batch 

‘B’. This will reduce surface touching and distancing will be maintained. 

15. Care should be taken while touching any surface. 

16. Avoid touching to door handles, knobs, elevator rest, desk, etc. 

17. Shoes should be strictly kept outside. 

18. Students should bring their own hand sanitizer and use it whenever required. 

19. No crowding of students to be allowed in the Lab. 

20. For record checking and submission, students will be given prior date and timing by 

the teacher, to which they should abide. Falling this will lead to strict action. 

21. Computer labs should have adequate ventilation provision to ensure free flow of fresh air, if 

AC provision is not there and at no point there should be suffocating environment inside 

these areas.  

22. Students should be allowed to use such facilities only in small batches and no crowding will 

be permitted. 

23. In-charge of the computer/ lab will also strictly ensure proper discipline amongst 

students by not allowing them to lean on each other/ closely physically interacting 

with each other. 

24. They should strictly follow 1m distance rule in lab, as well as maintain the discipline 

while moving in / out of the lab. 
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PREVENTIVE PROTOCOL FOR LIBRARY 

Following preventive protocol will be followed in the library/ reading rooms: 

1. Entire library and library and reading room areas will be thoroughly disinfected viz. 

entrance windows, book-racks, other furniture & fixture, learning aids/ equipment 

etc. before commencement of the day and also during lunchbreak. 

2. Library staff will always and necessarily use the face masks during their duty hours. 

3. Hand sanitizer should be kept at the entrance of the library/ reading room area to be 

used by the students and visitors in the library. 

4. All students entering the library/ reading rooms areas should compulsorily use hand 

sanitizer before reaching to books-rack area. 

5. Seating arrangements will be made in such a manner to ensure 2 to 3 feet distance 

from other student(s) as social distancing protocol. 

6. Students should strictly avoid keeping things like mobile /purse etc on any counter 

of the library. 

7. Librarian will ensure no over-crowding of students at one place or counter. 

8. The students should allow visiting the Library/Reading room at alternate days (fixed 

days) as virus is remain alive on paper or books only for 24Hours to minimize the 

risk of infection. 

9. The separate selves should be used for books to be issue and books that are returned 

for more safety of staff and students, touching the metallic surface should be 

avoided. 

(books will be  left untouched for 24hour period before handling them to issue to 

new students). 

10. The issuing counter and the returning counter should be maintained separately to 

avoid crowd at the counter. 

11. On the other days the library staff should maintain the e-book counter made 

available to the students through digital /ICT use.  

12. The books can be scanned  with the scanner to convert the physical books into 

images or e-books. 

13. Only 15 students will enter the library to avoid the overcrowding at one time. 

14. To avoid the short circuit due to high intensity, a fixed timings can be used to put on 

the bulb like during morning before students enter the area and after lunch break. 

15. At a time only 10-15 students should be given permission to go inside the library for 

30 mins, after 35mins next 10-15 students should allow in the library to maintain the 

social distance and overcrowding. 

16. The automatic soap dispenser along with hand drier , should be mounted on wall 

near the lavatories of library. 

17. Alcohol or sanitizer dispenser should be installed where ever necessary all over the 

library. 
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INSTRUCTION MANUAL FOR CANTEEN/ TEA ROOM /STAFF ROOM 

(Canteen should not be opened for atleast a year) 

Staff canteens/workplace canteens in essential frontline services, such as food 

processing and food retailing, need to remain open where there are no practical alternatives 

for staff to obtain food. High standards of the public health measures for handwashing and 

respiratory etiquette need to be maintained is work canteens.  

1. Food businesses need to introduce a high level of security and staff management to 

maintain a disease-free working environment. 

2. Staff working in food premises should be provided with written instructions and 

training on how to prevent the spread of COVID-19. 

3. Space out workstations so that workers are not facing one another. organise staff 

into working groups or teams to facilitate reduced interaction between groups 

4. Staff who are unwell or have symptoms of COVID-19 should not be at work and 

should be informed about how to contact medical professionals. In some cases, 

infected people may be asymptomatic or pre-symptomatic and may not display any 

signs or symptoms of disease or may present with mild symptoms that are easily 

overlooked so , practice personal hygiene and appropriately use of gloves and mask. 

5. Check the premises daily and remove all potential vector breeding sites.  

Look out for signs of pest infestation such as rat droppings or burrows and 

cockroach droppings.  

Maintaining physical distancing in Canteen food premises: 

Practical measures that may be used are as follows: 

1. The tables and chairs in the school canteen also be subject to extensive fumigation/ 

disinfectant spray, twice a day - start of the day and during lunch breaks regularly. 

2. Regulating the numbers of customers who enter the canteen to avoid overcrowding. 

3. Placing signs at entry points to request customers not to enter the shop if they are 

unwell or have COVID19 symptoms; 

4. Managing queue control consistent with physical distancing . 

5. Providing hand sanitizers, spray disinfectants, and disposable paper towels at 

canteen entry points. 

6. Using floor markings inside the canteen  area to facilitate obedience with the 

physical distancing, particularly in the most crowded areas, such as serving 

counters. 

7. Avoid gathering or lingering at the dining areas, when queuing at stalls or waiting 

for takeaway orders, visitors should maintain at 1 metre separation from anyother 

person by following floor queue markings in front of counter. 

8. Making regular announcements to remind customers to follow physical distancing 

advice and clean their hands regularly. 

9.  Introducing plexiglass barriers at tills and counters as an additional level of 

protection for staff. 

10.  Encouraging the use of contactless payments. 

Food Hygiene: 

1. Ensure all food products are obtained from licensed or safe food sources.  Do not 

keep personal belongings in food preparation areas. A separate lockers should be 

provided for storage of staff’s personal belongings for the working staff.  

2. Use separate chopping boards, knives and other instruments for raw and cooked 

foods to prevent cross contamination. 

3. Disposable gloves should not be used in the food work environment as a 

substitute for handwashing. 
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4. Wearing disposable gloves can give a false sense of security and may result in 

staff not washing hands as frequently as required. 

5. Handwashing is a greater protective barrier to infection than wearing disposable 

gloves.  

6. Gloves may be used by food workers but must be changed frequently and hands 

must be washed between glove changes and when gloves are removed. Always  

Use clean disposable gloves when handling food. 

7. Cover food properly to prevent contamination. 

8. Store raw food and cooked/ready-to-eat food separately. 

9. Ensure no stray animals or birds on site. 

Food businesses need to ensure that adequate sanitary facilities are provided and 

ensure that food workers thoroughly and frequently wash their hands. Normal soap and 

warm running water is adequate for handwashing. Hand sanitizers can be used as an 

additional measure but should not replace handwashing.  

Operational standards Student / employee and canteens Staff should include:  

1. Maintaining a physical distance of at least 1 metre between an individual and other 

workers, including in seating arrangements. 

2. Staggering staff work and break times to reduce staff numbers in a canteen at any 

one time;  

3. Restricting non-essential physical contact as much as possible; 

4. Visible notices for staff promoting hand hygiene and physical distancing; 

5. Cleaning and disinfection procedures for equipment, premises, contact surfaces/ 

high touch points, e.g. counter tops/tongs/service utensils/open self-service 

displays/door handles. 

INSTRUCTION MANUAL FORCOMMON ROOM 

/LAVORATORIES/HOUSEKEEPING / REFUSE MANAGEMENT 

Common Room /Laboratories: 

1. Disinfect frequently touched areas such as water taps, door/towel/cistern handles, seats 

and cover flaps, wash basins, door knobs, buttons and switches with disinfectant regularly. 

2. Curtains should not be used at common places to avoid risk. 

3. Use without touch foot dispencers for sanitizers or soap as well as wall mounted 

automatic hand drier must be used. 

4. Provide adequate supply of toilet paper, paper towels (if provided) or hand dryers to cut 

the cost of paper towels and liquid soap at all times. 

5. Remember to bin your litter properly. 

6. Ensure toilet-flushing apparatus is functioning at all times. 

7. Ensure all sanitary pipes and fittings are in good working condition. 

8. Strictly use hand sanitizer before and after touching or using anything (always). 

INSTRUCTION MANUAL HOUSEKEEPING / REFUSE MANAGEMENT : 

Housekeeping / Refuse Management : 

1. Assign a team of staff to carry out cleaning and housekeeping daily. 

2. Disinfect frequently touched areas such as handrails, lift buttons, door knobs/handles, 

letter boxes, notice boards, digital displays, touch screen panels and tables and chairs in the 

common areas and including office with disinfectant regularly. 

3.Use hand sanitizer/soap before and after touching or using anything (always). 

4. If hands are visibly dirty, always wash hands with soap and water.  

5. Ensure refuse bins are covered at all times and cleared daily. Tie refuse contained in 

plastic bags properly before disposal at the bin centre. 

6. Clean up any refuse spillage immediately. 

7. Wash and disinfect all refuse bins, bin chambers and bin centres whenever necessary. 
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Cleaning staff are encouraged and trained to:  

1. Soak cleaning cloths in household bleach at the proper concentration according to 

manufacturer's instructions and wash the cloth after use or before reuse. 

2.Use hand sanitizer/soap before and after touching or using anything (always). 

3. Clean and disinfect all cleaning equipment immediately after use. Or optional engage 

licensed waste contractors to remove refuse daily. 

Personal Protective Equipment (PPE) and Hand Hygiene: 

The risk of exposure to cleaning staff is inherently low. Cleaning staff should wear 

disposable gloves and PPE for all tasks in the cleaning process, including handling 

trash.  

1. Gloves and PPE should be compatible with the disinfectant products being used. 

2. Additional PPE might be required based on the cleaning/disinfectant products being 

used and whether there is a risk of splash. 

3. Gloves and PPE should be removed carefully to avoid contamination of the wearer 

and the surrounding area. Be sure to clean hands after removing gloves. 

4. If PPE are not available, coveralls, aprons or work uniforms can be worn during 

cleaning and disinfecting.  

5. Reusable (washable) clothing should be laundered afterwards. Clean hands after 

handling dirty laundry. 

6. Cleaning staff should immediately report breaches in PPE such as a tear in gloves or 

any other potential exposures to their supervisor. 

7. Cleaning staff and others should clean hands often, including immediately after 

removing gloves and after contact with an ill person, by washing hands with soap 

and water for 20 seconds. If soap and water are not available and hands are not 

visibly dirty, an alcohol-based hand sanitizer that contains at least 60% alcohol may 

be used. However,if hands are visibly dirty, always wash hands with soap and 

water.  

8.  Follow normal preventive actions while at work and home, including cleaning 

hands and avoiding touching eyes, nose, or mouth with unwashed hands. Additional 

key times to clean hands include:  

a. After blowing one’s nose, coughing, or sneezing. 

b. After using the restroom. 

c. Before eating or preparing food. 

d. After contact with animals or pets. 

e. Before and after providing routine care for another person who needs 

assistance. 
 

Other Support Staff: 

Personnel responsible for administrative work and cleaning service should also be 

trained and properly briefed on signs and symptoms of the disease and provided with 

appropriate PPEs, as needed. 
 

Additional Considerations for Employers if : 

1.Employers should work with their local and state health departments to ensure appropriate 

local protocols and guidelines, such as updated/additional guidance for cleaning and 

disinfection, are followed, including for identification of new potential cases of COVID-19. 

2.Employers should educate staff and workers performing cleaning, laundry, and trash pick-

up activities to recognize the symptoms of COVID-19 and provide instructions on what to 

do if they develop symptoms within 14 days after their last possible exposure to the virus. 

At a minimum, any staff should immediately notify their supervisor and the local health 

department if they develop symptoms of COVID-19. The health department will provide 

guidance on what actions need to be taken. 
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PREVENTIVE PROTOCOL FOR HOSTEL 

Following preventive protocol will be strictly followed in Hostels: 

1. If avoided the girls should make a counter table in their room to keep the things used 

during college hours separate from the other area.  

2. Have the counter table will be used  to keep the things of washroom prepared to be 

used during evening,just after returning from college marked as enable (√) and other 

as diable (). 

3. Sanitization of hands shoud be done frequently right from the entrance of hostel, 

room and washroom area and wherever necessary.  

4. Protocol of social distancing will be ensured in the entertainment areas by the hostel 

Rector. Non-residents/ visitors will be allowed to meet the hostilities only in the 

socializing areas or in front of hostel gate, than going to the rooms of the residents. 

5. Automatic machines to detect body temperature of the residents will be used by the 

hostel Rector at the entrance while they get back to the hostel at the end of the day.  

6. Leg operated Sanitizer should be placed near entry point or where ever necessary. 

7. Students should also have their own sanitizer and soap dispencer. 

8. The hostel Rector will also maintain the first-aid medical kit fully equipped all the 

times. 

9. He/she will also have sufficient stock of extra bottles of hands sanitizer. 

10. If the hostel has dining area, maximum hygiene will be maintained by periodically 

using the disinfectants, as per the laid down preventive protocol.  

11. Necessary Dos & Don'ts will be displayed at prominent places and at each floor for 

better view and understanding of the residents.  

12. The hostel Rector will ensure that all desired preventive protocol is adhered by the 

hostel occupants and necessary discipline/ order is maintained. 

13. Crowding should not be there in rooms for discussion 

14. Don’t touch any door or gate or try to open gate/ door with leg. 

15. Wear plastic slipper in hostel. 

16. Girls should remove their footwear outside the gate. 

17. Entry In and Exit out should be separated by a white line marked as divider on steps 

and wherever necessary throughout the hostel. 

c)  Visitors protocol: 

1. Restrict the Visitors . 

2. Visitors should follow all the personal and respiratory hygiene rules as stated in the 

instruction manual at the gate.  

3. If possible allot them particular day in week or confined no. of visitors in a day. 

4. All visitors/ Parents should be checked at the gate monitoring for temperature or 

acute respiratory symptoms and asked to wait in their cars outside the gate of hostel 

or at socializing area. 

5. If allowed everyone should go through sanitization chamber.  

d) Arrangement of rooms: 

1. No. of Bed in room should be reduced or it should place by maintaining specific 

distance. 

2. Single girl should be allotted single room first and then accommodation of 

another girl in same room should be done depending upon number of 

admissions. 

3. Everyone should sanitize their cupboard and table once in a day. 

4. Do not leave the room for unnecessary reason.  

5. No need to wear mask in room unless roommate have influenza like illness. 
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e) Arrangement of Dining Hall: 

1. Use of surface disinfectant spray/ sanitization daily at least three times in a day 

before commencement of work and after lunch time. 

2. Chairs should be placed at 1 m apart from each other. 

3. If possiblea student should be alloted chair with their name/room no. labeled on 

to it and also the chairs of their room should be labeled with her name.  

4.  Student allotted  chairs and dining table should be sanitize before and after lunch 

and also after dinner three times a day.  

5. If possible avoid tiffins from outside. An independent mess should be started in 

the hostel.  

6.  If tiffin’s are allowed from outside, should be sanitize on entry gate only. 

7. All students should take their lunch and dinner only, in Dining hall in case of 

independent mess. 

8. Hostel girls and others should minimize surface touching. 

9. If mess is provided it will follow the same rules given for college canteen. 
 

F) Protocol for Toilets: 

1. Toilets should be clean at least three time in a day 

2. Use of disinfectant spray should be avoided in toilets as it may create splashes which 

can spread virus. 

3. Use of toilet cleaner and 70% alcohol is recommended for cleaning toilets. 

4. Leg operated Sanitizer or soap dispenser along with sensory water tab along wall 

mounted automatic hand air drier machine near the wash basin o each floor. 

5. The house keeper or the refuse management person will follow the same Instruction 

manual given for common room /Lavoratories/ housekeeping / refuse management. 

 
 
 

 
Annexure-I 

Self-Disclosure Form 
 
I am   Student   Teaching Faculty   Non-Teaching Staff 
 
Contact Information: 
Name:……………………    Mobile Number:…………………. 
E-mail Address:……………….. 
Address: ……………………………. 
College/ Institute Name:………………………………… 
 

If the answer to question 1 to 4 below is yes, access to the facility will be denied. 
1. Are you showing any signs of one or more of the following symptoms? 

Temperature>37.3°C/99.14°F, body ache, cough, shortness of breath, difficulty in 
breathing,Tiredness? 

 

Yes     No 
 

2. Is anyone in your family and/ or close relationship/ friend circle is quarantined? 
 

Yes     No 
 

3. Is anyone in your family and/ or close relationship/ friend circle is identified 
asCOVID-19 suspect case? 

 

Yes     No 
 

4. Have you travelled to any COVID-19 infected area/ locality in last 14 days? 
 

 Yes     No  
 

5 . Is the information you provided on this form true and correct to the best of your 
knowledge? 

 

Yes  
 

Directions to follow: 
If you feel any of the symptoms of COVID-19 appearing in you/ your colleague, 

you must inform your Supervisor/ Principal/ Director immediately. 
 If anyone in your family, close relation, friend circle is identified with COVID-19 

symptoms, inform immediately to your supervisor/ Principal/ Director as soon as possible 
through Phone/ personally whichever is quicker. 

 
Signature of the Employee 
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