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No.19011/1/2020-TFA
Government of India
Ministry of Persbnnel, Public Grievances and Pensions
Department of Petsonnel & Training
(Training Division)

L 222822224

Old JNU Campus, New Delhi
Dated the 25th March, 2021

j OFFICE MEMORANDUM
|
[ .
Sub: Functioning of Training Institutions of Central / State
Governments - Revised Standard Operating Procedure (SOP) — reg.

_ The undersigned is directed to refer to Ministry of Home Affairs’ Order
No.40-3/2020-DM-I(A) dated 27t January, 2021 vide which guidelines for
containment of Covid-19 in the country were issued.

2. DoP&T vide its guidelines dated 3w July, 2020 had permitted
functiqning of Central and State Training Institutions. As all activities have
now been allowed by MHA in terms of its guidelines dated 27th January, 2021,
the Standard Operating Procedure (SOP) 'dated 34 July, 2020 has been
reviewéd and a Revised SOP has now been formulated. In view of the
aforesaid, a Revised SOP to be followed by the Training Institutes of Central /

State Governments is attached.

|

3. The Revised SOP (Annexure) superscdes‘ this Department’s OM of even
no. dated 3rd July, 2020 and shall be in force until further orders.

Encl: As above.
N2

(D. Ramesh Babu)

Under Secretary to the Govt. of India
Tel: 011-26107956

Email: dramesh.babu@nic.in

" Secretaries to the Government of India

1..
9. Cadre Controlling Authorities of All India / Central Services
3. Heads of Central Training Institutes
4. Heads of Training Institutes functioning under Central Ministries /
Departments / Autonomous organizations
5. Joint Secretary (DM), M/o Home Affairs, NDCC-II Building, Jai Singh

, 'Road, New Delhi '
6. NIC, DoPT - for uploading on Department’s website

COpj/ to :

L. PSO to Secretary (P) / PPS to Addl. Secrotary (Trg. & Adm.) / PPS to

Joint Secretary (Trg.), DoPT, New Delhi

2. All Officers / Divisions / Sections of DoPT, New Delhi

4 I



Sub;

Ref:

s e

Functioning of Trainin‘ Institutions of Central / State
Governments - Revised S8tandard Pperatlng Proccdure (SOP) - reg.

\

Guidelines for Surveillance, Contairhcnt and Caution as annexed to
Ministry of Home Affairs’ Order dated 27.01.2021 and DoPT guidelines
of even no. dated 3rd July, 2020.

DoP&T' vide its guidelines dated 3™ July, 2020 had permitted

functioning of Central and State Training Institutions. As all aclivities have
now been allowed by MHA in terms of its guidelines dated 27" January, 2021,
the Standard Operating Procedure (SOP) dated 3¢ July, 2020 has been
reviewed and a Revised SOP has now been formulated. The Central and State
Training Institutes shall maintain abundant caution and follow strictly the
Revised SOP outlined below to avoid spread of Covid-19 during conducting
classroom based tr'laining classes for trainee officers. ‘ K

L

General Guidelines

While conducting the classroom based training prograrnmes, the
Training Institutes shall take all necessary measures to observe
Covid-19 compliant behavior and ensure wearing of face masks,
hand hygiene and social distancing, as prescribed by Central and
State / District Health authorities from time to time.

All Class rooms, Staff Rooms, offices, hostels, Corridors, Lobbies,
Common areas and washrooms etc. should - be thoroughly
cleaned/sanitised r:e alarly as per procedure: prescribed by the
Ministry of Health and Family Welfare, -

With a view to en#u e safety, on best effort basis, the Training
Institutes should cnsﬁre that the Arogya Setu app is "dov%ﬂoaded
and installed by ’all trainees/other staff and i faculty  having
compatible phones. | | | !
Training Institutes should notify Nodal Officers for| COVID ' related
administrative responsibilities and also constitute Committees with
clear demarcation of roles especially for COVID related matters.

All the trainees anri personnel of the Training Institutes should be
encouraged to proactively disclose their health status to the Institute
medical authorities. _ |

All the required facilities for isolating / quarantining of symptomatic
patients and for treating of staff/faculty/trainees with flu like
symptoms may be ensured, in consultation with | Health
Departments. ik ' ‘

Entry of staff, employees, visitors, etc. in the Institute premises
should be regulated by way of screening as per the prescribed
protocols. o ‘
Hand sanitizers should be made available at all entry / exit| points,
outside classrooms, buildings, cafeteria, washrooms and other
prominent in the Institute !
Adequate care should be taken when people belonging to ca}.egories
that may have a higher health risk participate in the graining

|
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environment in the opinion of a

time to time,

Ar
rival of trainee officers in Training Institutes

1In case, any trainee develops f{lu 1

The Trainin i
, g Institutes sh i ;
officers on Arogya SetuA Euld verily th.e h('ealth status of trainee
On -arii : pp upon their arrival in the Institute
_nval in the Training Institute, th : y
compliance with the quarantine re sinen istante: i, ssui
lSgtate Government guidelines. qiteneat asper the gohcetned
asic screening of trai . .
designated locgtions Zﬁlge(i‘n?;l Otl}lllgnbl:e d:ﬁxe 03 Eh g iAo
.| owe :
illo,tlt?d rooms in/ secured and sanitised hostels i
raining programmes should be |so sta d i
have sufficient sbace i the host&l ggered so that all trainees
‘ and there ing i
the hostel or at common facilities. is no overcrowding in
Special emphasis should E : itisati
common faclijlities/ rooms/dw bt‘h _placed O e antetn o
Ho : vas rooms/sports area/restaurants etc.
ovement of trainees w1thm the |campus should generally be
r(?stnc.tcd. Avoidable get togethers / group activities should be
discouraged. |
Minimal number of trainees should be accommodated in the
dormitories. ‘
Separate hostel room should be allotted to each trainee as far as
»ossible. In no case, more than 2 trainees be accommodated in a
single hostel room. '
ike symptoms or is tested positive
for COVID19, he / she should be immediately shifted to a separate
quarantine facility . / designated hospital in terms of the protocols

issued by the local health authorities.

Classroom Sessions

‘cleaned as per prescri
Time gaps may be

assrooms while maintaining social

The trainees should attend the cl
d observing safety measures as

distancing, using face masks an

prescribed. '
Sufficient flow of fresh air / ventilation should be ensured in the
Jecture halls/classrooms. Air Conditioners should be sanitized /
bed guidelines.
provided between
ttings in the same room.
tudies etc. shoul
to shorten the classroom &€

the training sessions so a8 to

d be made available in

avoid:continuous si
ssion time,

Reading materials and case 8

advance to the trainees so as
|

wherever possiblc.
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cups/glasses, as far as possible. ?

e Basic screening including temperature scan may be carried out on
daily basis for all the officer Trainees attending:classes, Trainees
found to have temperature .abodc the normal range (that could be
because of any kind of flu) r‘pay sdlf-isolate themselves till such time
COVID 19 infection is ruled out. .

The trainees kept under quarantine should attend’classes virtually
from their room. :

Tea/coffee and water etc. should be served in disposable

Physical activities and Outdoors

e All the indoor facilities like gym, yoga, swimming pool etc. should be
operated as per the directions of the Central / State Government.
Social /cultural events or gathering or functions may be avoided as

| far as possible during the training period.

Outstation visits may be undertaken only after essessing the COVID

19 situation at the place of travel / halts during journeys and travel

related restrictions e

Mess and Dining:

¢ Meal timings may be staggered appropriately with adequate
intervals, A suitable time table may be disseminated to all concerned
with a view to minimize the time spent in the mess/dining hall with

other trainee officers. |

o Mess supervisors should ensure that all trainees and mess staff
wash hands properly "before entry into mess/kitchen. Touch-free
hand sanitizers may be installed outside the mess/dining halls.

¢ Sufficient distance | s}*ould be observed by all while inside the
mess/dining hall. Seating should be so organized that the trainees
do not face each other while having their meals. ' | :

« Sharing of utensils-dishes, cups, soaps, towels ?tc. should be
banned. | ‘ | 1 o

‘ | : J‘

General o ‘ ; “

¢ The officer trainees may be allowed to go out ci the campus or stay
outside the campus only with the prior approval of the Course
Director or any other officer authorized by the Director of the
Institute.

¢ Entry of visitors in the Hostel premises should not normally be
permitted, except with the prior approval of authority specified by
the Director of the Institute. ‘ d

o Efforts may be made to make available all the essential items such
as stationery, snacks, toiletries, eatables, tea/coffee etc. within the
campus. '

» Immunity boosting products as recommended by the Medical
Authorities and M/o AYUSH should be encouraged for use. .

«

i
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While using lifts, the relevant etiquettes for siocial distancing should
be strictly followed. .

In case a trainee tests positive, sanitization of the area/Institution
may be done as per protocols of Central and State | District Health
authorities,

As fur as possible the staff deputed for hostels / cafeteria / gym /
training tlasses / administration should be provided accommodation
to stay within the campus. Entry of outside staff should be
restricted in arcas- where trainec officers are accommodated /
trained. '

The trainces should be encouraged to take up self-cleaning of the'lr
rooms / usc washing machines / use Laundromats so as to avoid
contacts with others.

Decision on physical activities inside the campus may be taken by
the Institution depending upon availability of sufficient space, based

on the relevant guidelines issued by the concerned State
Government / UT Administration,

Skt ‘ ' W%m')\
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