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COUNCIL OF ARCHITECTURE 

STANDARD OPERATING PROCEDURE  
for Resumption of Institutes & Offices after Lock down 

A D V I S O R Y 

The purpose of this Standard Operating Procedure (SOP) is to describe the procedure to follow for resuming work after 
lockdown due to COVID-19 outbreak and subsequent lockdown across the country to prevent it’s spread.  

This SOP is prepared to resume work at all private offices of architects, administrative offices, academic classes and studios in 
architectural institutes. By taking adequate precautions we can together combat and prevent the spread of this COVID-19 
pandemic. It is important that after the lockdown is lifted, work resumes gradually and all precautions are taken not only for 
the health and safety of the users but also contain and kill the subsequent spread. All precautionary measures are to be 
ensured at institutions, offices and establishments so that employees, workers, faculty and students feel safe and secure at 
respective work and learning places. 

This SOP shall apply to: 
1. Administrative offices of Institutes and practising professionals 
2. Teaching wing including class rooms and studios 
3. Studio section of practising architects  
4. Workshops 
5. Laboratories 
6. Seminar halls 
7. Conference rooms 
8. Multipurpose halls 
9. Construction yards 
10. Library 
11. Computer centres 
12. Service areas 
13. Office areas 
14. Any other area not listed above 

This SOP covers all employees and faculty-regular or contractual, students, trainees, architects, non architects, every person 
working in offices, daily wage labour if any, security guards and visitors. 
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Preparedness prior to resumption 

Area Disinfection : 

1. All areas in the premises including the following shall be disinfected completely using user friendly disinfectant mediums. 

a. Entrance Gate of Building, Campus Office etc. 

b. Meeting room, Conference halls, seminar rooms 

c. Open areas available 

d. Verandah 

e. Equipment 

f. Washroom, Toilet, Sink etc. 

g. Walls 

h.  All other surfaces especially metallic, glass and other non-permeable surfaces. 

i.  All roads, lawns, gardens, playgrounds etc. shall be thoroughly disinfected before re-use and the procedure should be 
repeated atleast once a week. 

2. Procedure shall be established for the disinfection method, type of medium, periodicity, log register shall be maintained 
and the same shall be supervised by the head of the establishment. 

3. Appropriate personal protection equipment (PPE) like Face covers, Masks, Goggles, Gloves, Coats / Aprons, Shoes and also 
appropriate disinfecting gadgets like sprayer, brush, etc shall be encouraged and if possible sufficient set of masks shall be 
made available at the premises. Hand sanitisers shall be made available at all accessible and appropriate places. 

4. The procedure of disinfection shall be displayed at prominent places, easily readable and displayed prominently and 
adequately. 

5. Disinfection chambers or tunnels shall be erected or made at entry points for disinfecting of all. This is more pertinent in 
institutes. 
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6. Appropriate changes in the working methodology and procedure shall be made to avoid crowding and maintaining the 
concept of social distance while working and teaching.  

7. ERP attendance or Bio-metric fingers print roster is to be discouraged as far as possible and temporarily dis-continued. 
Arrangement for signing of register or roster shall be made as an alternative method. 

8. Work from home concept shall be encouraged and is to be implemented in all feasible spheres as far as possible. 
Alternatively, rotation schedule can be followed on alternate or weekly basis for the employees and faculty. 

Advice to all 

Following instructions shall be communicated to all concerned for strict compliance. 

1.  As far as possible, usage of bulk public transport shall be avoided, at-least until further instruction or as deem fit by the 
head of the establishment. 

2. Everyone to use own vehicle for commuting as far as possible and sharing of any mode of conveyance shall be discouraged, 
atleast until further notice or as deem fit by the head of the establishment.  

3. In case of shared travel by students, like cabs or mini bus or three wheelers, the occupancy shall be half of what is permitted 
usually by the relevant authority. 

4. Atleast one doctor, nurse and a medical attendant shall be on call, and accessible immediately for medial emergencies. 

On resumption of work or teaching  

A.  Security procedure at entrances 

1. Compulsory screening of all persons, visitors, students etc. irrespective of the status, entering the gate or premises with 
thermal scanner or an appropriate instrument wherein the body temperature can be checked and recorded. 

2. Stoppage of any person found having fever and cough and politely refused entry. If a breathing problem is discovered it 
has to be informed to the concerned department and the infected person shall be taken to nearest quarantine facility and 
later to govt hospital immediately for further testing. Here concerned department shall mean establishment of a Corona virus 
protection cell in all institutes having atleast two senior personnel from the establishment. 

3. Any parcel, courier or food delivery person should be stopped at gate. Parcel or to be delivered item shall be collected from 
the entry point by the concerned individual. 
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4. Everyone entering into the premises shall be permitted inside only if they are using appropriate masks.  

5. Everyone entering the premises shall be sanitized using sanitizers. 

6. Hand sanitizers shall be kept ready the entrances and people after entry shall sanitize their hands before proceeding to 
their work places, classes, studios or elsewhere in the premises. 

B. During working hours at Offices and teaching hours 

1. Employees shall work from their desks and avoid going to other’s, as far as possible. 

2. To minimise possible discussions & interactions, these can be held through hand phones, intercoms and mobile phones. 

3. Meetings are to be avoided and VC, Conf. calls or other modes should be used as replacement. 

4. Everyone to strictly adhere to the social distance of minimum 1 meter. 

5. Avoid use and carrying of hard copy files where ever possible and soft copy correspondences, approvals and other 
procedures is to be encouraged. 

6.  Approving officers can seek required back up and supporting documents in soft copy for study before according approval in 
soft copy itself. The hard copy approval can be endorsed after the advisory is lifted. This is to avoid major contamination risk. 

7. Special care is to be taken during theory classes where split in sections happen. Instead of a class or section of 40 it is 
advised that only 20 students be made to sit in a space appropriated for 40. 

8.  As far as possible air-conditioned spaces are to be avoided and discouraged. 

9. Special attention is to be given to studio interactions where one to one discussions happen. Wearing of masks for both the 
faculty and the student is a must. 

10. Workshops, seminars, conferences, convocations or similar activities should not be organised under any circumstances, 
until the advisory is lifted or further notification issued. 
  
C. Upkeep of common places, facilities, utilities and service areas 

1. Ensure that all doors and windows are in open condition during working hours.  
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2. Avoid use of air-conditioning as far as possible and natural ventilation shall be used. 

3.  Ensure sanitization of all areas is done before start and after end of working hours. 

4. Special attention is to be given to wash rooms, toilets and drinking water areas by periodical cleaning, swabbing, 
disinfecting and maintaining them dry. 

5. All surfaces including Walls, Doors, Windows and all fittings and fixtures in wash rooms shall bebe disinfected and cleaned 
thoroughly and appropriately atleast twice a day. 

6. Soap solutions or hand sanitizers shall be placed and replenished periodically. 

D. Common accessible places and areas 

1. Lifts, escalators shall be cleaned and sanitized frequently. 

2. Please ensure Lifts are not crowded and ensure social distancing is maintained inside the lift. To ensure this manual 
operator may be engaged temporarily. 

3.  Hand sanitizers shall be kept in the lifts. 

4. All railings, hand rails or other such assistive elements be cleaned and sanitised periodically. 

5. Common cooking and serving of food, tea, coffee & snacks shall be avoided. 

6. Canteens shall be inspected twice a day by the head of the establishment, if not possible to be kept shut for the period of 
advisory. Extreme precaution is to be taken for the premises to be kept sanitised and dry at all times. 

7. Avoid gathering of people in veranda, balcony, parking and other common places including canteen. A group of more than 
two is to be avoided in all above areas, canteens included. 

E. Hostels or residential areas in campus 

1.  Employees, students or residents including their family members shall avoid unnecessary movements outside and adopt 
stay at home concept. 

2.  Follow above guidelines wherever applicable. 
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3. Restrict the movement of children, preferably remain home or in premises. 

4. Avoid entertaining guests, vendors and others visiting homes. 

5. Avoid gathering of more than two persons , functions or other similar group gatherings. 

6. Restriction on the entry of outsiders 

7. Avoid cash transactions as much as possible. 

8. Avoid sharing of phones, or talking through someone else’s mobile phones. 

F. Disposals 

1. Face masks should not be reused. 

2. The face masks shall be disposed off in closed bins or covered garbage boxes, preferably in independent ones and disposed 
off separately and treat as medical waste. Appropriate procedure shall be ensured for medical waste disposal as per standards 
laid. 

3.  Sanitizers are highly inflammable and care shall be taken to not light a match, lighter or any other fire near the same one 
after use. 

4. For more information you can refer manual of the Ministry of Health, Govt.of India for further information, care and 
procedure. 

Effective Date : As per each state government’s notification  

Habeeb Khan 

President 
9.4.2020 

This advisory is issued in good faith for the welfare, health and safety of our citizens and is not mandatory.

Council Of Architecture:SOP Post  Lockdown

 of 6 6





 

i 

  
 
 
 
 
 
 
 

 

 

  



 

ii 

Copyright © 2020 Prof. (Dr) Mahesh Abale & Prof. (Dr) Kuldip S. Charak 
All rights reserved. No part of this publication may be reproduced, distributed, or transmitted in any form or 
by any means, including photocopying, recording, or other electronic or mechanical methods, without the prior 
written permission of the publisher, except in the case of brief quotations embodied in critical reviews and 
certain other noncommercial uses permitted by copyright law and such quoting of the text or content of the 
book should be done in due manner of referencing to this book. For permission requests, write to the publisher, 
addressed “attention: permissions coordinator,” at the email below. 
editor@pen2print.org 
 
ORDERING INFORMATION: 
Quantity sales. Special discounts are available on quantity purchases by corporations, associations, and others. 
For details, contact the publisher at the address above. 
Email : editor@pen2print.org 
Website https://books.pen2print.org  (Book Available Here) 
www.pen2print.org (Publisher) 
 

Book Specifications 

Book Title 
Covid-19: The Preventive Protocol for Educational 
Institutions 
 

Editor’s Name Prof. (Dr) Mahesh Abale & Prof. (Dr) Kuldip S. Charak 
 

Genre Nonfiction > Science > General 

ISBN No. 978-93-86954-53-4 

Language English 

Publication Year 2020 

Edition First Edition 

Book Price Free 

No. of Pages 30 
Page Size 8.5x11 inch 

Imprint EDUindex 
Published  & Printed 

 

EduPedia Publications (P) Ltd 
D/351, Prem Nagar-2, Kirari, PIN-Code 110086, 
New Delhi, India 
Email : editor@pen2print.org 
Website https://books.pen2print.org  (Book Available Here) 
www.pen2print.org (Publisher) 

    

  

mailto:editor@pen2print.org
https://books.pen2print.org/
http://www.pen2print.org/
mailto:editor@pen2print.org
https://books.pen2print.org/
http://www.pen2print.org/


iii 

Covid-19: The Preventive Protocol for Educational Institutions

Written By: 

Prof. (Dr) Mahesh Abale 

mahesh.abale@gmail.com 

Prof. (Dr) Kuldip S. Charak 

drkscharak@gmail.com 

For  

University Departments and Affiliated Colleges & Institutes

Pune, (India) May 2020 
(All Right Reserved) 



iv 

Table of Contents 

Book Specifications ....................................................................................................... ii 

Editorial ....................................................................................................................... v 

Message by the Vice Chancellor ................................................................................... vi 

Message by the Pro-Vice Chancellor ............................................................................ vii 

Message by the Registrar .......................................................................................... viii 

Acknowledgements ..................................................................................................... ix 

Introduction ................................................................................................................. 1 

Security ........................................................................................................................ 6 

Reception: .................................................................................................................... 7 

Administrative/ Main Office/ Accounts Section ............................................................. 8 

Principals’/ Directors’ Cabin and Board Rooms .............................................................. 9 

Faculty Rooms ............................................................................................................ 10 

Classrooms ................................................................................................................. 12 

Library ........................................................................................................................ 13 

Computer Centers/ Labs/ Workshops.......................................................................... 14 

Canteen/ Dining Areas ................................................................................................ 15 

Hostel ......................................................................................................................... 16 

Transport – Buses/ Wagons ........................................................................................ 17 

Sports ......................................................................................................................... 18 

Miscellaneous and Other Sections/ Depts. ................................................................... 19 

Appendix – 1............................................................................................................... 20 

Appendix – 2............................................................................................................... 21 

PPE 102 (Low Risk) Coverall from Heals Healthcare, New Delhi ..................................... 21 

Self-Disclosure Form ................................................................................................... 22 

file://///Users/pen2printservices/Downloads/Booklet2.docx%23_Toc39768988


v 

Editorial

Aligning aims and objectives of our lives with designs of the Nature will always result in 

smooth and pleasant accomplishments. True wisdom is not merely the acquisition of 

knowledge but its internalization and reflection though our deeds. Nature is considered 

supreme not because it is described so in our scriptures but it has potency to humble 

the entire mankind without alarm bells.

Covid-19 has proved to be one such simple example. Interestingly the same Nature 

also provides the spirit and energy to fight back the catastrophe. Thus citing another 

example of its supremacy.

On professional front, till the time we are able to lay our hands on a reliable medical 

cure including any vaccine, we will be required to stay extra watchful about this ‘unknown’ 

devil. This extra carefulness would be for collective good, perhaps exhibiting 

additional selflessness for self-survival.

It is with this intention in mind, this document has been designed. Also expecting that at 

no level or occasion, any laxity will be allowed to creep in our minds while implementing 

well laid down preventive protocol by different authorities – from WHO, to National, 

State and Organizational levels.

Since the preventive protocol listed in most of the chapters looks similar, the readers are 

urged to go through the contents of the chapter on Introduction, that contains 

common guidelines; and the chapter pertaining to their specific operations to make best 

use of this book. Sections/ groups listed in this book are illustrative and not exhuastive, 

therefore, related prevetive protocol may be applied for the unlisted areas of operation.

Wishing you all good luck and early normalcy. 

May, 2020 Prof. (Dr) Mahesh Abale

Prof. (Dr) Kuldip S Charak
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Message by the Vice Chancellor

Covid-19 is considered to be the deadliest pandemic that has 

engulfed entire humanity at the global level. More than 185 countries of the world are affected today 

and each one is handling it in her own way. Besides the human loss, the world will also keep reeling 

under the economic downturn for the years to come. Industries those were busy scaling new heights, 

developing new technology, finding better ways of quality life, all of a sudden stuck to grinding halt 

and this graph abruptly declined to the bottom. 

Change is the only thing that is permanent, goes as the old adage. But the entire humanity will be 

subject to this sudden change, was never expected. This pandemic has exposed our unimaginable 

vulnerabilities. We have largely been pushed to two situations: one, resurrection from the lost ground 

at the earliest possible time; two, riding back on the growth highways – a much needed position. All 

this can happen depending upon the degree of adaptability and our acceptance to the change. The 

faster we change, earlier we will start reaping the fruits.  

Our education sector, being indispensable cog in the wheel, needs to exhibit this change at much 

faster pace. We will, probably, have to leverage existing technology in our deliverables almost in all 

domains. 

In the process of deliverables, we need to exercise extra caution and carefulness. The defined 

preventive protocol needs to be strictly adhered to – not as personal safety but also for your 

colleagues, students, organization and the society at large. This book, I am sure, will help you follow 

the desired preventive measures at your workplace. I sincerely urge you all to religiously follow 

them.  

I must also convey my thanks and good wishes to both the authors of this book. 

Prof. (Dr) Nitin Karmalkar 

Vice Chancellor, SPPU, Pune 
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Message by the Pro-Vice Chancellor

Entire world was on its vertical trajectory in exploring new 

dimensions in finding new technology across sectors facilitating the quality of the life. This 

exploration across the globe was happening every moment. Never ever it was imagined that a 

catastrophic situation will emerge and entire humanity will start struggling for its existence. 

Covid-19 has pushed all of us with our backs to the wall. This has halted every activity and the life 

become a standstill caricature. Everything to a locked-down state, was never expected. Pandemic 

became all-powerful and all-existent making us mute spectators with no powers left to exercise. 

Writing on the wall, with every passing day, became much clearer and evident.   

While our scientific community is working overtime to dig out solution to this problem, we should 

strictly follow the preventive protocol at least at every level of our functioning – at home, in the 

market place, in our institutions and organizations. This is how, I believe, the spread of this pandemic 

can be restricted or eliminated. 

I am sure, our academic activity will restart soon and the losses that our students and other 

stakeholders have suffered, in the bargain, will be able to make up. In fact we have already green-

signaled our colleges and institutes to extensively use hybrid models by using technology to impart 

the curricula. 

Once again being in your respective colleges and institutes, I will emphatically stress upon using the 

preventive protocol described in this book in your areas of operations. This has to be accepted and 

made as new Normal, henceforth. I am sure, nothing will be taken casually in whatever the 

environment you are in. 

Both the authors of this book deserve due applause as they have covered all possible sections/ groups 

in any department/ college/ institute. 

Prof. (Dr) N. S. Umarani  

Pro-Vice Chancellor, SPPU, Pune 

https://www.google.co.in/url?sa=i&rct=j&q=&esrc=s&source=imgres&cd=&cad=rja&uact=8&ved=2ahUKEwjAqLKruZ7pAhXn93MBHakrDxwQjRx6BAgBEAQ&url=http://www.unipune.ac.in/pdf_files/Pro_vc_Bio-data%202018_20.022019.pdf&psig=AOvVaw0UsmbnJLInvrxk27meMTAI&ust=1588827373462687
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Message by the Registrar

The sudden spread of Covid-19 across continents has exposed big 

holes in our administrative preparedness. In fact this was considered to be another routine influenza 

virus that keeps mutating almost every season. However, it has attained an enormity world-wide that 

was not envisaged and has become an unfortunate reality. The entire world is in a lockdown state. 

There is minimum economic activity and thus every nation is on the verge of exhausting its reserves. 

The crucial decision before the administration is to choose between life and economics. Every such 

choice has its inbuilt cost – life without funds or funds for none. Mankind perhaps has never been 

put to such a collective dilemma.  

Social distancing and related preventive protocol has become the new normal. We will have to learn 

to live with this new normal and adjust our social and professional lives accordingly. Workplaces 

will undergo huge restructuring and economic activities will have to pick up their momentum. No 

nation can afford its existence without industrial vigour. 

Educational institutions will have to ensure that they bring back their sheen. In the process of 

implementing academic endeavours, utmost care at every juncture will have to be enforced. We can’t 

afford to get governed by laid-back attitude hereafter. Necessary preventive protocol will be put in 

place to ensure safety of all stakeholders – students, faculty, non-teaching & administrative staff and 

all concerned. 

This book has been written keeping in view almost all areas of operations and governance of an 

educational institution. I request all stakeholders of education institutions to follow the standard 

operating procedures and preventive protocol envisaged in different chapters of this book. I 

personally congratulate Dr. Mahesh Abale and Dr. K S Charak, in penning down the most sought 

go-to literature at this critical moment. 

Prof. (Dr) Prafulla Pawar

Registrar, SPPU, Pune 
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Introduction

Corona virus named as COVID-19 emanated from Wuhan, China and as of today it has its 

footprints in more than 185 countries across the globe. There are over 3.5 million people 

who have been reported infected and more than 2,50,000 people who have died across the 

world (as of 1st week of May 2020). This has been considered one of the fastest growing 

influenza virus.

In terms of WHO,  COVID-19 is a respiratory disease and most infected people will develop 

mild to moderate symptoms and might recover without requiring special treatment.  People 

who have underlying medical conditions like diabetes, cardiovascular issue, lungs 

infections, kidney problems etc. and those over 60 years old have a higher risk of developing 

severe disease and death. Common Symptoms are: 

• Fever

• Sneezing

• Tiredness

• Dry Cough.

• Shortness of Breath

• Aches and Pains

• Sore throat

• Few people will report diarrhea, nausea or a runny nose, as well.

• Chill

• Chilling fever

Prevention: To prevent infection and to slow transmission, do the following: 

• Wash your hands regularly with soap and water, or clean them with alcohol-based

hand rub/ sanitizer.

• Maintain at least 1 meter distance between you and people coughing or sneezing.

• Avoid touching your face.

• Even failing to have Taste & Smell.
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• Cover your mouth and nose when coughing or sneezing.

• Stay home if you feel unwell.

• Refrain from smoking and other activities that weaken the lungs.

• Practice physical distancing by avoiding unnecessary travel and staying away from

large groups of people and gathering.

COVID-19, has already been declared as pandemic, and is spreading rapidly taking the 

world by surprise, causing a great deal of uncertainty for the next phase of the disease as 

well as for the global economy. Epidemiologists suggest that the virus is highly 

transmissible and can cause nationally incapacitating epidemics once transmission 

within the community is established. Every Industry thus needs to chalk out strategic 

approach to tackle its further spread. 

Irrespective of the nature of the operations we are engaged in our industry, certain 

preventive protocol will have to put into practice. This idea is sourced from the 

fundamental that we belong to varied and different environmental conditions. In these 

circumstances, like in the war, no one can be considered above the law and yes, this 

formulation of understanding has always paid the results. It is more so when the survival 

and existence of the entire humanity is at stake. Therefore, as good netizens, we must 

submit ourselves to this much needed scrutiny.  

For our collective health assurance and preventive protocol, few examples of such 

preventive equipment needed to be installed at our workplaces – refer to Appendix - 1. 

First example (as illustration) is of a full body sanitization machine that can be installed 

at the main entrance of the department/ college/ institute to ensure that every visitor – 

existing or new, senior or junior, necessarily, has to pass through this machine.  

Besides, we also need to provide PPE – Personal Protection Equipment, to certain 

category of employees who are constantly operating in vulnerable conditions and need 
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extra protection from any undue exposure to harmful environment. To all such 

employees we need to provide personal protective gear. An example of PPE is placed at 

Appendix – 2, that can be procured by all departments/ colleges/ institutes.  
 

We at Savitribai Phule Pune University (SPPU) cannot operate in isolation, thus need to 

follow a comprehensive and well-structured preventive approach. An elaborate 

department/ section-wise preventive approach to be followed by our university 

departments and affiliated colleges/ institutes has been compiled and placed in the 

chapters hereafter for strict compliance by all stakeholders. Meanwhile a generic list of 

common points is also enumerated below for adherence: 

 
• Every higher educational institution has to follow Social Distancing guidelines 

besides avoiding large gathering for next academic year  

• The medical history of each and every staff member and students is required to be 

maintained for safety reasons and this should be done by submitting the self-

disclosure on the day of their resuming the duty/ classes. Self-disclosure form placed 

at Annexure – 1. 

• Students and staff should submit self-disclosure related to any one from their family 

members having been affected / treated with corona treatment.  

• Sanitization and Fumigation of entire campus/ classrooms and college premises 

should be carried out scrupulously.  

• All staff and visitors should be subjected to non-contact thermal scanner check or 

temperature check at the time of entry  

• For initial few months colleges/ Institutes should install a gate with sanitizer spray 

machine at the entrance of college and each and every staff should enter through that 

gate. 

• Use of Hand sanitizer and face masks should be made compulsory until the end of 

December 2020 or till further order  

• Each institute should introduce and run health and hygiene awareness program and 

every student must undergo such program 
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• First aid kits in the department/ college/ institute should be fully equipped at all times 

including certain medicines related to flu and fever. 

• Every Department/ College/ Institute should keep their Ambulance always in alert/ 

ready mode with its driver and assistant always available. 

• Institutions should incorporate disaster mitigation and post disaster training 

programs primarily to NSS and NCC students.  

• Departments/ Colleges/ Institutes need to be vigilant in observing and identifying 

any Corona like symptoms amongst their faculty and students. If found, they should 

be immediately reported to the respective health centres. 

 

Every challenge throws up new opportunities and it is up to the wise men how they take 

everything in their stride. This lockdown because of Covid-19 has also opened plethora of 

new windows of learning provided we are ready for the change – the change that will take 

us to untrodden highways.  Thus, to mitigate any academic loss to students, university 

additionally emphasizes on the teaching fraternity to look for new horizons and devise 

innovative ways and means of imparting learning. Following steps therefore, are suggested 

for academic persuasion to teaching fraternity:  

 

• All teachers are supposed to prepare e-content along with their course file and 

submit/ upload on their college/ institute website before the starting of academic year  

• All teaching staff must be trained with use of ICT and online teaching tools and they 

should use these tools to complete min 1/3 of the syllabus  

• IQAC committee should be empowered to coordinate, train and monitor this 

teaching-learning progress  

• Savitribai Phule Pune University will prepare a separate link for uploading course 

wise and topic-wise video sessions and e-content material through teacher login.  

• Students who are interested in participating and completing a course on counseling 

should be allowed to complete such course and they can help college students in 

resolving and handling the psychological and mental issues post lockdown  
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• Every institute should have facility like virtual classroom and video conferencing 

facility ready and all teaching staff should be trained with the use of this technology  

• Every institute/ college should closely observe and support students with their 

personal issues (like stress/ family issues/ unemployment fear) with the help of 

regular counseling sessions. 

• We all have to review and revise the schedule for beginning of academic year and 

ensure the completion of syllabus along with concurrent evaluation with added use 

of ICT  

• Innovative technology-based teaching learning methodology should be adopted and 

we have to keep upgrading students on certain skills (in addition to syllabi) to make 

them better equipped for Post Corona employment  

• Teachers have to extensively use Google classrooms and other similar virtual 

platforms for college-level concurrent evaluations. 

• A periodic review of the students database needs to be done and updated accordingly  

To summarize, we, teaching and non-teaching staff in the university departments and in our 

affiliated colleges/ institutes, have collective responsibility to be united and deal with such 

pandemic head-on. This is not an attack on an individual or a small selected group but a 

challenge of existence on entire humanity. This war has to be fought collectively with no 

caste, creed, religion, colour in our minds. Interestingly this war against the humanity is 

winnable but we need to exhibit the collective grit and well structured & disciplined 

approach. University, thus encourages you all to play proactive role and become part of the 

winning team. 

 

Section/ department-wise preventive protocols are listed in the following pages for your 

guidance and compliance.    
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Security 
 
 

 
Following preventive protocol will be followed by the Security Section/ Department: 

• Immediately after opening the main door/ gate of the department/ college/ 

institute, he will reach out for hand sanitizer/ thoroughly washing his hands with 

soap under running water for at least 20 seconds. 

• Spray disinfectant provided by the department/ college/ institute on all the keys 

hung on the key-board and security cabins/ rooms. 

• After wearing the face masks and hand-gloves, he will proceed to unlock/ open 

the remaining internal doors/ gates. 

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

internal doors/ gates 

• 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. 

• He will also spray the disinfectant on the hooks/ ropes used for barriers manned 

by him 

• He will also make sure, before the visitor(s) writing in the visitors’ Book, uses 

the hand sanitizer kept handy there 

• He will also maintain a reasonable distance of about 3 to 4 feet from such 

visitor(s) to ensure his own safety 

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

being on duty 

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

furniture/ veh. etc. that has not been disinfected by using spray provided to him. 
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Reception: 

 
Following preventive protocol will be followed by the staff manning the Reception: 

 

• Receptionist will invariably use the protective gears like face mask, gloves, 

sanitizer etc. 

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

held therein will be extensively fumigated and sanitized at the start of the day by 

spraying the disinfectant. 

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

authorities. 

• Human body non-contact thermal scanner will be used for every visitor. 

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

through Full-Body Sanitizer compartment put up by the department/ college/ 

institute. 

• 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 

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

disinfectant  

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

sanitized on the same frequency 

• 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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Administrative/ Main Office/ Accounts Section 
 
Following preventive protocol will be followed by the staff in the main office/ account 

section/ similar support offices: 

 

• All staff working in the office should be subject non-contact thermal scanner 

check and walk through Full-Body Sanitizer compartment put up by the 

department/ college/ institute before going to their respective office rooms/ 

compartments/ sections. 

• Before commencement of the day entire office area/ furniture/ counters/ 

equipment like desk top computers/ printers/ telephone sets etc. will be fumigated 

or sprayed with disinfectant. 

• Disinfectant spay protocol will be carried out at least twice a day i.e. 1st at the 

opening of the day and 2nd during lunch hours 

• All staff in the office will invariably use face masks 

• Their seating arrangement will be made in such a way that they maintain at least 

3 to 4 feet distance from each other as social distancing protocol. 

• Visitors in the office like students/ their parents/ representatives will be 

entertained only during pre-declared/ fixed timings 

• No crowding of students etc. will be allowed in the office. 

• No student/ their parent/ representative without wearing face mask will be 

permitted to enter the office 

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

entrance of the office 

• 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. 

• All departments/ colleges/ institutes will promote e-payment methods for 

students to pay their tuition fee/ other dues/ exam form fee etc.  \ 
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Principals’/ Directors’ Cabin and Board Rooms  
 
In the current environment, irrespective of the position held, this preventive protocol will be 

applied. The Principal’s/ Director’s cabin and the Board room will follow the following 

protocol: 

 

• Similar to other teaching and non-teaching staff, Principal/ Director will also be 

subject to non-contact thermal scanner check and walk through Full-Body 

Sanitizer compartment put up at the main entrance by the department/ college/ 

institute before going to their respective cabins. 

• Their cabins will also be subject to extensive fumigation/ disinfectant spray. This 

will be carried out twice a day – start of the day and during lunch breaks. 

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

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

• They will also use the face masks during their stay in the campus. 

• Nobody without wearing face mask will enter their cabins. 

• A bottle of hand sanitizer will always be kept handy in their cabins. 

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

email, telephones, intranet etc. 

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

• During the regular meetings, if any, safe distancing norms (maintaining a 

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

• Board rooms – furniture, equipment etc. will be sanitized with disinfectants 

before and after all such meetings. 

• Meeting with outsiders/ visitors will be strictly restricted and this will be 

permitted only on prior appointment where there is utmost such necessity.   
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Faculty Rooms 
 
Following preventive protocol will be followed for faculty members/ teaching staff: 
 

• Area/ rooms/ chambers earmarked for the teaching faculty members will be 

thoroughly disinfected before commencement of the day. This should be carried 

out twice during the day i.e. morning and during lunch breaks. 

• This will also include the furniture/ equipment used by them.  

• All teaching staff should be subject to non-contact thermal scanner check and 

walk through Full-Body Sanitizer compartment put up by the department/ 

college/ institute before going to their respective chambers/ rooms/ 

compartments. 

• All faculty members will invariable use the face masks even while they handle 

their teaching sessions. 

• Faculty will also be required to use the hand sanitizer every 3 to 4 hours while 

they are in their departments/ colleges/ institutes 

• Faculty will significantly reduce personal interaction with students which means 

they will extensively use e-modes i.e. emails/ WhatsApp groups/ similar tools for 

interacting with their students when not in the classroom. 

• Handling assignments/ projects/ other such submissions will be largely though e-

modes than on physical copies 

• Faculty will also ensure that students while sitting in the classrooms maintain 

required distance of 3 to 4 feet from each other maintaining social distance. 

• Faculty will also considerably restrict their movements in walking into student 

area while in classroom. 

• Before entering/ coming out of the classroom and using any teaching aids inside 

the classroom, faculty will invariably sanitize their hands 

• Faculty will regularly promote and preach required preventive protocol inside 

and outside the classroom 
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• Faculty should select smart students from amongst the class to work as

ambassadors for promoting preventive protocol both inside and outside the

departments/ colleges/ institutes.
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Classrooms

Following preventive protocol will be followed for classrooms/ teaching areas: 

• All classrooms/ teaching areas earmarked for such purpose will be thoroughly

disinfected viz. entrance doors, windows, desks, other furniture & fixture,

teaching aids, equipment etc. before commencement of the day.

• This should be carried out twice during the day i.e. morning and during lunch

breaks.

• All students should be subject to non-contact thermal scanner check and made to

walk through Full-Body Sanitizer compartment put up by the department/

college/ institute before going to their respective areas.

• If full-body sanitizer is not available in the department/ college/ institute, students

should invariable be made to sanitize their hands by using sanitizing lotion so

provided and kept outside every classroom

• All students invariably will wear face masks during their presence in the

department/ college/ institute.

• Furniture/ sitting arrangements in the classrooms will be made in such manner

that students maintain at least 3 to 4 feet distance from each other to ensure social

distancing protocol.

• In case of large number of students for the session(s), the same should be

arranged/ conducted in seminar halls or similar bigger teaching areas to ensure

required distance from each student.

• Students’ gathering or such functions/ events will Not be encouraged till further

order or situation getting normal.

• Students’ support in enforcing preventive protocol, inside and outside the

classrooms will be desired.

• Students’ lunch break should be worked out on staggered time schedule as far as

possible or crowding at one place should be strictly restricted.
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Library

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

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

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

etc. before commencement of the day.

• This should be carried out twice during the day i.e. morning and during lunch

breaks.

• Library staff will always and necessarily use the face masks during their duty

hours.

• Hand sanitizer bottles will be kept at the entrance of the library/ reading room

area to be used by the visitors in the library.

• All students entering the library/ reading rooms areas should use hand sanitizer

before reaching to books-rack area.

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

from other student(s) as social distancing protocol.

• Librarian will ensure no over-crowding of students at one place or counter.
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Computer Centers/ Labs/ Workshops

Following preventive protocol will be followed for Computer Centers/ Laboratories (Labs): 

• 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.

• This will be carried out twice during the day i.e. morning and during lunch

breaks.

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

sanitizer, social distancing protocol laid down and prominently displayed by the

department/ college/ institute.

• If possible, the in-charge of the computer center/ lab should wear Personal

Protective Equipment (PPE) during his entire duration there.

• In-charge of the Computer Center/ Labs will ensure that seating arrangement is

made in such way that a distance of 3 to 4 feet created for each student/ user of

such facilities.

• Computer Centre/ 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.

• Students should be allowed to use such facilities only in small batches and no

crowding will be permitted. Size of the batch can decided by the in-charge based

on the capacity of the computer center/ lab.

• 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.
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Canteen/ Dining Areas 
 
Following preventive protocol will be strictly followed in Canteens/ Dining areas: 

 

• Canteen/ Dining areas will be thoroughly disinfected viz. entrance doors, 

windows, tables, chairs, disbursal platforms, equipment, other furniture & 

fixture, before commencement of the day.  

• This will be carried out 3 to 4 times during the day to ensure proper hygiene and 

cleanliness. 

• All the utensils will be thoroughly washed and cleaned in hot water or Alum-

mixed (phitkari-wala) water before put to use for the day. 

• Vegetables will be washed in Alum-mixed (phitkari-wala) water or under 

running water before preparation. 

• All cooking staff engaged there will invariable use face masks, frequently wash 

their hands with soap, and wear thoroughly cleaned and sanitized aprons. 

•  Kitchen and dining areas will be have enough ventilation to ensure there is no 

suffocation experienced. 

• Waiters will use full PPE gear and will try to maintain reasonable distance while 

serving the visitors. 

• If there is self-serving system, the platform used as pick-up point should be 

repeatedly and thoroughly cleaned with disinfectants. 

• In-charge of the canteen should invariable use PPE during his presence there. 

• He should also ensure arrangement of furniture in a manner that social distancing 

is maintained. 

• Keeping in view of the capacity of the canteen/ dining area, visitors will be 

allowed in reasonable batches to ensure laid down preventive protocol. 

• Canteen in-charge will also promote and maximize the use of digital transaction 

system than handling the currency. 

• Rules of preventive protocol will be displayed at prominent place. 

• Hand sanitizers are kept at various places to promote their use by the visitors.  
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Hostel 
 
Following preventive protocol will be strictly followed in Hostels: 

 

• All open and common areas like entrance areas, corridors, socializing/ 

entertainment areas, staircases, dining halls, corridor walls, door & windows 

opening in the corridors/ walk through  etc. will be thoroughly disinfected at least 

twice a day.  

• All the residents in the hostels will be necessarily using face masks when moving 

out of their rooms. 

• If possible, Full Body Sanitization (automatic) machines will be installed at the 

entrance of the hostel building to ensure full hygiene and cleanliness. 

• Protocol of social distancing will be ensured in the entertainment areas by the 

hostel Rector. 

• Non-residents/ visitors will be allowed to meet the hostelites only in the 

socializing areas than going to the rooms of the residents. 

• 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. 

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

the times. 

• He will also have sufficient stock of extra bottles of hands sanitizer.  

• If the hostel has dining area, maximum hygiene will be maintained by 

periodically using the disinfectants, as per the laid don preventive protocol. 

• Necessary Dos & Don’ts will be displayed at prominent places and at each floor 

for better view and understanding of the residents. 

• The hostel Rector will ensure that all desired preventive protocol are adhered by 

the hostel occupants and necessary discipline/ order is maintained.    
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Transport – Buses/ Wagons 

 
Following preventive protocol will be strictly followed for Transport – Buses/ Wagons: 

 

• As far as possible use of college/ institute buses for transportation should be 

minimized and students should use their private mode of conveyance. 

• College buses/ wagon should be thoroughly cleaned viz. entrance doors, seats, 

bus ceilings, holding rods/ hooks etc. by spraying disinfectants before deployed 

for transportation of students. The same process also needs to be followed in the 

afternoon/ evening while transporting the students back home/ hostel. 

• Seating arrangements in the buses should be so made that no 2 students sit on the 

same seat. 

• The conductor of the bus need to ensure all preventive protocol i.e. all students 

using face masks, hand sanitizer given, sufficient gap maintained while boarding 

etc. followed by the students before boarding the bus.  

• Both driver and conductor wear face masks while operating the transport. 

• The conductor of the transport will also ensure complete discipline/ order as 

envisaged in the preventive protocol SOP. 
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Sports 
 
Following preventive protocol will be strictly followed for Games/ Sports Wing: 
 

• As far as possible, department/ college/ institute should not allow games and 

sports to happen till the time everything gets to normal; and it may take months 

together. 

• Under very closely monitored circumstances the only games that can be allowed 

to be conducted are where the teams are very small viz. badminton, table tennis, 

even lawn tennis, or other indoor games like, 2-player carom, chess etc. that too 

after going through full sanitization process. 

• Players will always use face masks and keep them well hydrated and clean. 

• Playing equipment will also be duly sanitized before using it. 

• No public gathering for such events will be allowed. 

• Only players and referee can be permitted, if at all any game has to be conducted 

organized. 

• Protocol of sanitizing and social distancing however will be strictly adhered to.  
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Miscellaneous and Other Sections/ Depts. 
 

Most of the prominent sections/ sub-departments have been covered in this document. 

However, there are certain Misc. groups/ sections/ sub-sections/ set of activities those also 

play important role in the entire functioning of our Departments/ College/ Institutes and 

those cannot be ignored.  Listed below are such other activities/ sub-groups/ sub-section 

where preventive protocol will be strictly followed: 

 

• Biometric Booth: Face recognition system will be installed instead of using the 

thumb/ finger print impressions at such booths. 

• Exam Rooms: Similar preventive protocol will be followed as envisaged in the 

sections on Class-room/ Faculty Rooms. 

• Central Store Room: The in-charge of the store room will follow the procedure 

enumerated in the section Admin/ Main Office. 

• Manpower Section: All peons/ MTS (Multi-Tasking Staff) will also follow the same 

preventive protocol as listed for the office staff viz. sanitizing process followed at 

the start of the day, using face masks all through the day, frequently washing their 

hands during the day, maintaining social distancing norms while discharging their 

routine duties. 

• Powerhouse Section: Staff deployed in this section will also follow the preventive 

norms as laid down for the staff deployed in Computer centers/ Labs.  

• House-keeping: House-keeping staff will be provided with gloves and face masks 

to wear all through the day. Since they will also be deployed for spraying the 

disinfectant in the campus, they will be provided with special protection gears while 

they engage in spraying exercise. 

• Wash-rooms: extra care will be taken to ensure proper cleanliness throughout the 

day for both male & female washrooms. 

• Water drinking booths: Extra care for ensuring cleanliness will be undertaken. 

• Boys’ & Girls’ Common Rooms: The rooms will be disinfected twice a day for 

their use. However to ensure social distancing, restrictions will be imposed to 

minimize the number of students using it at a given point of time. 
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 Appendix – 1 

 

Full Body Sanitization Machine (Automatic) From Heals Healthcare 
 

Headings Details 

Name Full Body Sanitization Machine(Automatic) 

 
Features Sanitization exposure time:20‐30sec 

LPD activated missing system to avoid easting of 
sanitizer disinfection solution 

 
Specifications 

Dimension: 
Length‐5ft 

Width‐5ft 

Height‐8ft 

MS fabricated frame 
Pipe : 1*1.5 

Covering Material : 
Medicated Poly vinyl Film 

Tank capacity: 18lts 
Diaphragm pump, 8.3AMP 

Particular size in mint spray system: 20‐50 microns 

@7kgs/cm2 

LPLPD (Low Pressure leakage prevention device) 

 

Term and Conditions for payment: 
 

• Full Body Sanitization Machine(Automatic): 20,000 INR 

• 5% extra GST is applicable 

• Transportation charges as per the location of delivery. 

• Lead Time for Expected delivery is 7‐10 day’s 

• 60% advance payment with purchase order and 

• Remaining 40% payment within 48 hours of delivery. 

  

 

Account Details: 
 
Type of Account : Current Account Bank 
Name : ICICI Bank 
Account No : 418005000438 
IFSC Code: ICIC0004180 

Branch Name : ICICI Bank Nehru Place, New Delhi 
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Appendix – 2 
 
 

PPE 102 (Low Risk) Coverall from Heals Healthcare, New Delhi 
 

Item Code Item Specification 

Coverall 
(medium and large)* 

• Full Body Suit(Covering full body 
including head till ankle) : 

• Head cover : Yes 
• Material: Laminated 

Nonwoven/ Nonwoven 
• GSM:70 
• Water proof  Taffeta :Yes 

• Opening: Zipper 

• Tighter by: Elastic 
• Color : White/Blue 

• Color coding: NA 

Goggles • Good seal with the skin of the face: Yes 
• Flexible frame: Yes 
• Covers the eyes and the surrounding 

areas: Yes 

Gloves • Nitrile gloves/ Latex 
• Non-powdered gloves 
• Non-sterile 

Fluid-resistant 
medical/ 
surgicalmask 

3 Ply Surgical Face 
Mask 2 Pieces 

Hood or head cover • With elastic attached with coverall 

Shoe covers • Made up of impermeable fabric to be used 
over shoes 

Certification ISO certification : Applied 

 

Product Code Variant Color available Pricing (INR) 

PPE102 Laminated 
Nonwoven 

White(image1) 775 

PPE102 Nonwoven Blue(Image2) 690 

Term and Conditions for payment: 
5% extra GST is applicable for all PPE items. 
Transportation charges as per the location of delivery 
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I am 

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

 
 
Signature of the Employee 

Date:....................... Time: ............................  

Teaching Faculty Non-Teaching Staff 

Self-Disclosure Form 
 

Annexure – 1 
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Generic Preventive Measures/COVID-19 Appropriate Behaviour 

 

The following public health measures are to be followed to reduce the 
risk of COVID-19 by all (faculty members, employees, students and 
visitors) in these places at all times: 

i. Physical distancing of at least 6 feet to be followed as far as 
feasible. 

ii.  Use of face covers/masks to be made mandatory. 

iii. 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 done wherever feasible. 
 

iv. 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 of used 
tissues properly. 

 
v. Self-monitoring of health by all and reporting any illness at the 

earliest. 
 

vi. Spitting shall be strictly prohibited. 
 

vii. Installation & use of Aarogya Setu App shall be advised wherever 
feasible. 
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1. Introduction 

Universities and other educational institutions across the country have been closed since 16th 
March, 2020 when the Government of India announced a countrywide lockdown as one of 
the measures to contain the COVID-19 outbreak. The Government of India through its 
Ministries, viz., Ministry of Home Affairs, Ministry of Health, Ministry of Ayush and 
Ministry of Education took several initiatives to contain the spread of the virus and issued 
directives and advisories to educate the people about the gravity of the infection from 
Coronavirus and the measures to protect from it. Specific instructions were also issued to the 
universities and colleges by the Ministry of Education and the UGC in this regard. 

The University Grants Commission issued "Guidelines on Examinations and Academic 
Calendar for the Universities in View of COVID-I9 Pandemic and Subsequent Lockdown" 
on 29th April, 2020 and then, on 6th July, 2020. These Guidelines covered important 
dimensions related to examinations, academic calendar, admissions, online teaching-learning 
and provided flexibility for adoption by the universities. Later “UGC Guidelines on 
Academic Calendar for the First Year of Under-Graduate and Post-Graduate Students of the 
Universities for the Session 2020-21 in View of COVID-19 Pandemic” were issued on 24th 

September, 2020. 

In order to contain the spread of COVID-19 pandemic in the educational institutions and to 
ensure continuity in teaching- learning process, Ministry of Education and UGC issued 
several directives/ advisories/ guidelines to the universities and colleges, including the one to 
impart online education by making the best use of e-resources. Through all the 
communications made by Ministry of Education and UGC, it was emphasized to continue 
with teaching-learning processes using online modes such as Google Classroom, Cisco 
Webex Meeting, You Tube streaming, OERs, SWAYAM platform (www.swayam.gov.in), 
Swayam Prabha (www.swayamprabha.gov.in) (available on Doordarshan (Free dish) and 
Dish TV), e-yantra (www.e-yantra.org), Virtual Labs (www.vlab.co.in), FOSSEE 
(https://fossee.in), application of spoken tutorials (www.spoken-tutorial.org), National Digital 
Library (NDL) (https://ndl.iitkgp.ac.in),  electronic journals (https://ess.inflibnet.ac.in) etc. 

The new academic session is going on and the universities and colleges need a customized 
plan, as per the local conditions where they are located, to deal with any eventuality arising 
due the COVID -19 before resuming activities on campuses. Besides above, reopening of 
universities and colleges will relieve the students from uncertainties regarding their career, 
mode of functioning of universities and colleges, including the conduct of physical classes. 
Also, it will relieve teaching and other staff from any uncertainty regarding the continuity of 
their services and salary etc. 

It is felt that even after the spread of Coronavirus is contained, certain preventive measures 
will be required to be followed for quite some time to avoid its recurrence. This will be all the 
more necessary for educational institutions as large numbers of students gather on the 
campuses. Keeping all these factors in view, the University Grants Commission has framed 
Guidelines for the universities and colleges which they may follow, while reopening their 
campuses after lockdown and the summer vacations. These Guidelines have been vetted by 
the Ministry of Health & Family Welfare and approved by the Ministry of Home Affairs and 
the Ministry of Education. The Guidelines may be adopted by the institutions as per the local 
conditions and directives of the Government authorities.  

http://www.swayam.gov.in/
http://www.swayamprabha.gov.in/
http://www.e-yantra.org/
http://www.vlab.co.in/
https://fossee.in/
http://www.spoken-tutorial.org/
https://ndl.iitkgp.ac.in/
https://ess.inflibnet.ac.in/
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2. Re-Opening the Campuses - Issues and Challenges 

Indian higher education system is very large and diverse. There are various types of 
universities, colleges and institutions offering programmes ranging from engineering, 
technical, medical, sciences, humanities and social sciences at undergraduate, postgraduate, 
and doctoral level, besides research and extension activities. Also, they vary in their 
geographical conditions, size, infrastructural capacity, types and duration of programmes etc. 
Therefore, the issues and challenges faced by them in reopening their campus also vary 
considerably.  

Keeping in view the uncertainties of future due to COVID-19 pandemic and its impact on the 
functioning of universities and colleges, they may plan to reopen their campuses in a phased 
manner, ensuring safety, health and well-being of all students and staff. They should be 
flexible in their plan and should be ready to handle any eventuality arising due to COVID-19. 

It may be difficult to comprehend all the challenges/ situations which the higher education 
institutions may be required to handle while they plan to reopen. However, some of the issues 
which they may be required to handle instantly are given below: 

i. To follow the advisories/guidelines/directions issued by the Central/State 
Government, Ministry of Education and UGC from time to time to prevent the spread 
of COVID-19. 
 

ii. Uncertainty among students regarding admissions, modes of teaching-learning, 
completion of courses, examinations, evaluation, declaration of results and the 
academic calendar, etc.  
 

iii. Anxiety, mental health and psychological issues of students developed during the 
lockdown period and fear of infection after the opening of campuses. 
 

iv. Safety measures including sanitisation of premises, thermal screening, ensuring 
physical distancing, face-cover/mask wearing, respiratory hygiene and hand-hygiene 
etc. 
 

v. Preparation for risk assessment and subsequent actions which may be required 
depending upon the residential status of the institution - whether fully residential, 
partially residential or non-residential.  
 

vi. Varied conditions of the pandemic in the state, area and environment where the 
students mainly live while making risk assessment and planning to address these 
challenges. 
 

vii. Besides students, a serious risk of infection will also be faced by the faculty, 
counsellors and other technical and non-teaching staff also who face/ interact with the 
students and also among themselves regularly.  
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3. Measures Required before Re-Opening of Campuses 

As the universities and colleges are likely to face a number of issues at the time of reopening, 
they will be required to plan in advance. Some of the measures, which the institutions may 
have to take prior to reopening, are given below: 

3.1 Pre-requisites  

i. Before reopening of any campus, the Central or the concerned State Government 
must have declared the area safe for reopening of educational institutions. The 
directions, instructions, guidelines and orders issued by the Central and State 
Government concerned regarding safety and health in view of COVID-19 must be 
fully abided by the higher education institutions. 
 

ii. However, they may develop stricter provisions and guidelines, if they feel it 
necessary. The universities and colleges have to make adequate arrangements to 
ensure the safety and health of students, faculty and staff. 
 

iii. The universities and colleges shall be allowed to open only if they are outside the 
containment zones. Further, students and staff living in containment zones will not 
be allowed to attend the colleges. Students and staff shall also be advised not to 
visit areas falling within containment zones. 

 
iv. The faculty, staff and students of the university and college should be encouraged 

to download ‘Aarogya Setu App’. 
 

v. The institutions should be ready with a plan for handling the inflow of students, 
faculty and staff in the campus, monitoring disinfecting measures, safety and 
health conditions, screening and detecting the infected persons, containment 
measures to prevent the spread of the virus in the campus, and also alternative 
plan(s), in case the campus needs to be closed again due to spread of the virus in 
campus or in the surrounding area(s) in near future.  
 
 

3.2 Modalities for Physical Opening of Colleges/Higher Education Institutions 

The following modalities regarding the physical opening of Colleges/Higher Education 
Institutions, in a graded manner, may be adopted: 

 
The Colleges/Higher Education Institutions outside the containment zones may be opened 
in a graded manner after consultations with concerned State/UT Governments and subject 
to adherence to the guidelines/SOP for safety and health protocol prepared by UGC, duly 
incorporating the view/comments of the Ministry of Health & Family Welfare, as under: 
 
i. For Centrally Funded Higher Education Institutions, the Head of the Institution 

should satisfy herself/himself regarding the feasibility of the opening of physical 
classes and decide accordingly. 
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ii. For all other Higher Educational Institutions, e.g., State Universities, Private 
Universities etc., opening of physical classes to be done as per the decision of the 
respective State/UT Governments. 

3.3 Measures 

i. Universities and colleges may plan opening the campuses in phases, with such 
activities where they can easily adhere to social distancing, use of face masks and 
other protective measures. This may include administrative offices, research 
laboratories and libraries etc.  
 

ii. Thereafter, students of all research programmes and post-graduate students in 
science & technology programmes may join as the number of such students is 
comparatively less and norms of physical distancing and preventive measures can 
be easily enforced.  

 
iii. Further, final year students may also be allowed to join for academic and 

placement purposes, as per the decision of the head of the institution. 
 

However, for (i), (ii) and (iii) above, it should be ensured that not more than 50% 
of the total students should be present at any point of time and necessary 
guidelines/protocols to prevent the spread of COVID-19 are observed. 
 

iv. For the programmes, other than those mentioned in paras 3.3 (ii) and (iii) above, 
online/distance learning shall continue to be the preferred mode of teaching and 
shall be encouraged. 
 

v. However, if required, students may visit their respective departments in a small 
number for consultation with the faculty members, after seeking prior 
appointments to avoid crowding, while maintaining physical distancing norms and 
other safety protocols. 

 
vi. Some students may  opt not to attend classes and prefer to study online while 

staying at home. Institutions may provide online study material and access to e-
resources to such students for teaching-learning. 

 
vii. Institutions should have a plan ready for such international students who could not 

join the programme due to international travel restrictions or visa-related issues. 
Online teaching-learning arrangements should also be made for them. 

 

3.4 Safety concerns  

i. The institutions should train their staff and students to assist and undertake the 
work related to safety and health to prevent an outbreak of the pandemic in their 
campuses. Non-resident students should be allowed in campuses only after 
thermal scanning, sanitization of their hands, wearing of face masks and gloves. 
Symptomatic persons should not be permitted to enter the campus and should be 
advised to contact the nearest hospital for clinical assessment.  
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ii. Regular visits of a counsellor may be arranged so that students can talk with the 

counsellor about their anxiety, stress or fear. 
 

iii. To avoid the risk of transmission, the students, faculty and staff should be 
screened and symptomatic ones be advised to get clinically assessed before 
allowing them entry into the campus. 

 
iv. Isolation facilities for symptomatic persons and quarantine facilities for those who 

were in contact with the positively tested persons should be there on campus or a 
tie-up may be made in advance with some Government hospital or approved 
premises or as advised by the local authorities so that, in case of necessity, prompt 
action may be taken. Proper arrangement of safety, health, food, water etc. should 
be ensured for those in quarantine and isolation facilities. 

 
v. For those who have tested positive, isolation facilities should be in place either on 

campus itself or as a prior arrangement with some nearby hospital(s) or as advised 
by the local authorities. 

 
vi. Universities and colleges should prepare a policy for restricting the outside 

experts on campuses, study tours, field works etc., keeping in mind the COVID-19 
situation. 

 
vii. All such programmes and extracurricular activities should be avoided where 

physical distancing is not possible. 
 

viii. Clean and hygienic conditions, as per safety and health advisories of the 
concerned government departments, are to be maintained at all places, including 
hostel kitchens, mess, washrooms, libraries, class rooms etc. 

 
ix. Proper signages, symbols, posters etc. should be prominently displayed at 

appropriate places to remind the students, faculty and staff for maintaining 
physical distancing. The details of COVID-19 cell established by the institution be 
prominently displayed containing the emergency number, helpline number, email 
id and contact details of persons to be contacted in case of any emergency in the 
institution. 

 
x. Ensure the norms of physical distancing, sanitization and hygienic conditions for 

use of common facilities, viz., Auditorium, Conference/ Seminar halls, Sports, 
Gymnasium, Canteen, Parking Area etc. 
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4. Institutional Planning 

Institutional planning is the key for the successful reopening of the campuses and smooth 
conduct of the teaching-learning process during these difficult times. The universities and 
colleges will, therefore, be required to develop their plans very cautiously for reopening of 
their campuses and this planning has to be done well in advance. The plan may, inter-alia 
include the following points: 

i. Institutions should prepare details of opening the campus in a phased manner with a 
complete roster for all departments and batches of students in different programmes. 
Para 3.2 (i) & (ii) of the Guidelines may be referred. 

 
ii. The institutions must ensure appropriate sanitization and disinfection process and 

procedures. 
 

iii. It should be made mandatory for the Teachers, Officers, Staff and Students to wear the 
Id cards. 

 
iv. The faculty, student, staff should be screened regularly to protect and avoid infecting 

one another.  
 

v. All preventive measures, preparedness and necessary support system to deal with the 
COVID -19 positive cases should be monitored and reported to local authorities on a 
day to day basis. 

 
vi. Teaching hours in a day may be extended, as per requirements of the institution. 

 
vii. Six-day schedule may be followed so that classes can be conducted in phases and the 

seating arrangement be made keeping in view the requirements of physical distancing. 
 

viii. Universities and colleges may consider reducing the class size and break them in 
multiple sections to maintain physical distancing during the classes. 

 
ix. Depending on the availability of space in class rooms or learning sites, up to 50% 

students may be allowed on a rotation basis to attend the classes. 
 

x. Faculty should be trained for online teaching-learning practices. 
 

xi. The visitors should either not be allowed at all or their entry should be drastically 
restricted. The conditions of the entry for visitors should be strictly laid down and 
displayed on the entry point(s). Complete contact details of the visitors be maintained 
along with the names of persons whom he/ she meets. 

 
xii. There should be adequate isolation arrangements for those having symptoms and also 

for those who test positive for COVID-19 (however the two need to be kept separately), 
either at the level of the institution or in collaboration with the Government authorities. 
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4.1 Safety Measures at Entry/ Exit Point(s) 

i. Adequate arrangements of thermal scanners, sanitizers, face masks should be made 
available at all entry and exit points, including the reception area. 
 

ii. Crowding must be avoided at entry/ exit points. Staggered timings of entry and exit 
with limited strength for different programmes should be followed. 
 

iii. For ensuring queue management, inside and outside the premises, specific markings 
on the floor with a gap of 6 feet may be made and be adhered to. 
 

iv. In case the institution has more than one gate for entry/ exit, all the gates should be 
used, with adequate care, to avoid crowding. 
 

v. Monitoring of the entry and exit of the students should be done. 
 

vi. Screening of students, faculty and staff, wearing of face covers/ mask, sanitizing of 
hands etc. must be ensured at all entry points. 
 

vii. Those having symptoms of fever, cough or difficulty in breathing should not be 
allowed to enter. 

 

4.2 Safety Measures during Working Hours 

4.2.1 Classrooms and other Learning Sites 

i. Proper sanitization at all learning sites should be ensured. Cleaning and 
regular disinfection (using 1% sodium hypochlorite) of frequently touched 
surfaces (door knobs, elevator buttons, hand rails, chairs, benches, washroom 
fixtures, etc.) to be made mandatory in all class rooms, laboratories, (and also) 
lockers, parking areas, other common areas etc. before the beginning of 
classes and at the end of the day. Teaching materials, computers, laptops, 
printers, shall be regularly disinfected with 70% alcohol swipe. 

 
ii. Sitting places in classes, laboratories, computer labs, libraries etc. should be 

clearly marked, keeping in view the norms of physical distancing. At least one 
seat should be left vacant between two seats. 

 
iii. Wearing face cover/ mask is a must at all times and at all places inside the 

campus. 

4.2.2 Inside the Campus 

i. Cultural activities, meeting etc. may be avoided. However, such extra-
curricular and sports activities may be allowed where physical distancing is 
feasible and is in accordance with the Ministry of Home Affairs guidelines, 
issued under Disaster Management Act, 2005 from time to time 
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ii. Adequate arrangements for safe drinking water should be made on the 
campus. 

 
iii. Hand washing stations with facilities of liquid soap should be created so that 

every student can wash her/ his hands frequently. 
 

iv. Regular and sufficient supply of face covers/ masks, heavy duty gloves, 
disinfecting material, sanitizer, soaps etc. to sanitation workers should be 
ensured. 

 
v. Wearing of face cover/ mask by all students and staff should be ensured. 

 
vi. Proper cleanliness should be maintained inside the entire campus. 

 
vii. Adequate arrangements should be made for sanitizing the entire campus, 

including administrative and academic buildings, classrooms, laboratories, 
libraries, common rooms, toilets, water stations, furniture, learning material, 
teaching aids, sports equipment, computers etc. 

 
viii. Physical distancing should be maintained at all places and crowding must not 

be allowed at any place under any circumstances. 
 

ix. An adequate supply of water in toilets and for hand- washing should be 
ensured. 

 
x. Proper sanitization of buses, other transport and official vehicles of the 

institution should be done. 
 
xi. Spitting in the campus must be made a punishable offence. 
 
xii. Dustbins must be cleaned and covered properly. 
 

xiii. Dustbin for collection of used facemasks, personal protective equipment, hand 
gloves and their disposals should be ensured as per safety norms. Provision for 
proper disposal of used personal protection items and general waste should be 
followed in accordance with CPCB guidelines (available at: 
https://cpcb.nic.in/uploads/Projects/Bio-Medical-Waste/BMW-GUIDELINES-
COVID_1.pdf). 

 
xiv. For air-conditioning/ventilation, the guidelines of CPWD shall be followed 

which emphasizes that the temperature setting of all air conditioning devices 
should be in the range of 24-30oC, relative humidity should be in the range of 
40-70%, intake of fresh air should be as much as possible and cross ventilation 
should be there. 

 

https://cpcb.nic.in/uploads/Projects/Bio-Medical-Waste/BMW-GUIDELINES-COVID_1.pdf
https://cpcb.nic.in/uploads/Projects/Bio-Medical-Waste/BMW-GUIDELINES-COVID_1.pdf
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xv. Gymnasiums shall follow MoHFW guidelines (available at: 
https://www.mohfw.gov.in/pdf/Guidelinesonyogainstitutesandgymnasiums030
82020.pdf). 

 
xvi. Swimming Pool (wherever applicable) shall remain closed. 
 

xvii. All employees who are at higher risk, i.e., older employees, pregnant 
employees and employees who have underlying medical conditions to take 
extra precautions. They should preferably not be exposed to any front-line 
work requiring direct contact with the students. 

 
 

4.2.3 Hostels 

i. Hostels may be opened only in such cases where it is necessary while strictly 
observing the safety and health preventive measures. However, the sharing of 
rooms may not be allowed in hostels. Symptomatic students should not be 
permitted to stay in the hostels under any circumstances. 

 
ii. Since residential students may be coming from different locations, they shall 

remain in quarantine and self-monitor their health for a period of 14 days 
before being allowed to attend classes or as per the policy opted by the State 
Government for quarantine (even if they bring a negative test report or the 
university/college plan to test them on arrival). 

 
iii. There should be no crowding in hostel areas where students live in close 

proximity and share common facilities and utilities. Hence, their numbers need 
to be limited appropriately to avoid crowding. Also, hostel students should be 
called in phases. 

 
iv. Thermal Screening of all resident students should be ensured. 

 
v. They will be referred to the nearest COVID treatment facility for clinical 

assessment and treatment. 
 
vi. Density in dining halls, common rooms, playing areas should be limited, 

keeping in view the requirement of physical distancing.  
 

vii. Hygiene conditions should be regularly monitored in kitchens, dining halls, 
bathrooms and toilets etc. 

 
viii. Cleanliness is to be maintained in dining areas. Meals should be served in 

small batches, avoiding over-crowding. Take away options should be available 
for students and staff. 

 
ix. It must be ensured that the meals are freshly cooked. A senior staff should 

monitor the same. 

https://www.mohfw.gov.in/pdf/Guidelinesonyogainstitutesandgymnasiums03082020.pdf
https://www.mohfw.gov.in/pdf/Guidelinesonyogainstitutesandgymnasiums03082020.pdf
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x. Utensils should be properly cleaned. 

 
xi. Wearing of face covers/ masks and proper sanitization of hands of the staff 

engaged for the preparation and distribution of meals should be ensured. 
 

xii. Resident students and staff should avoid or limit visiting the markets. As far as 
possible, essential items may be made available within the campus. 

 
xiii. Hostels may define the number of students in dining halls at any point in time. 

Mess timings may be increased to avoid overcrowding. 

 

4.2.4 Regular Monitoring of Health 

i. Every institution should regularly monitor the health of its students, faculty, 
and staff. 

 
ii. Faculty, staff and students should also be sensitized on self-monitoring of their 

health. 
 

iii. Faculty, Staff and students should submit self-disclosure, if any of their family 
members have been infected/availed treatment for COVID-19. 

 
 
4.2.5  Counselling & Guidance for Mental Health 

In order to reassure the students’ community to avoid any kind of stress or panic in 
the prevailing situation vis-a-vis their studies, health and related issues, Universities 
and Colleges should take the following measures for the mental health, psychological 
aspects and well-being of the students:  

i. All the faculty members, students and staff should be made aware of the Web 
page named “Manodarpan” – created on the Ministry of Education website to 
provide psychosocial support for Mental Health & Well-being during the 
COVID – 19 outbreak and beyond. The web page contains advisory, practical 
tips, posters, videos, do’s and don’ts for Psychosocial support, FAQ and 

online query system. Also, a National Toll Free Helpline (8445440632) for 
country wide outreach to students from schools, colleges and universities has 
also been set up which will provide tele-counselling to address their mental 
health and psychosocial issues. 
 

ii. Set up helplines for mental health, psychological concerns and well-being of 
students in Universities/ Colleges which need to be regularly monitored by 
Counsellors and other identified faculty. 
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iii. Regular mentoring of students through interactions, and appeals/letters by the 
Universities/ Colleges to remain calm and stress-free. This can be achieved 
through telephones, e-mails, digital and social media platforms. 

 
iv. Form COVID-19 help groups of students headed by hostel wardens / senior 

faculty who can identify friends/ classmates in need of help and provide the 
immediate necessary help. 

 
v. Share the following video links of Ministry of Health & Family Welfare 

https://www.mohfw.gov.in/on the University/ College website and with 
students and faculty via e-mail, through social media like Facebook, 
WhatsApp and twitter etc. 
 
Practical tips to take care of your Mental Health during the Stay In 
https://www.youtube.com/watch?v=uHB3WJsLJ8s&feature=youtu.be 

 
Minding our minds during the COVID-19  

 https://www.mohfw.gov.in/pdf/MindingourmindsduringCoronaeditedat.pdf 

 
Various Health Experts on how to manage Mental health & Well Being during 
COVID-19 outbreak 
https://www.youtube.com/watch?v=iuKhtSehp24&feature=youtu.be 
 
Behavioural Health: Psycho-Social toll free helpline - 0804611007 

 

4.2.6 Measures for Containment 

i. As soon as a student, faculty or staff is detected COVID-19 positive, such 
person should be immediately isolated as per the directive/advisory of the 
Government.  Room-mates and close contacts should be quarantined and 
symptomatic ones to be immediately tested. 

 
ii. Universities and colleges should have a ready plan to provide healthcare 

support to those resident students and staff who test positive and are isolated. 
 
iii. The guidelines restricting social and physical contacts and mobility in such 

parts of residential places in the campus, where positive cases have been 
found, should be strictly enforced. Measures like holding no class, not leaving 
the rooms for hostellers, if applicable, no take away arrangement of food from 
mess etc. may be enforced, depending upon the severity of the situation. 

 
iv. Universities and colleges should also plan in advance, in case shut down are 

ordered by the Government due to outbreak in campus or the surrounding 
region. 

 
 

https://www.mohfw.gov.in/
https://www.youtube.com/watch?v=uHB3WJsLJ8s&feature=youtu.be
https://www.mohfw.gov.in/pdf/MindingourmindsduringCoronaeditedat.pdf
https://www.youtube.com/watch?v=iuKhtSehp24&feature=youtu.be
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4.2.7  Sensitization of Students, Teachers and Staff 
 

i. Awareness programmes regarding COVID-19 as to how the infection spreads, 
common symptoms, and precautions and measures required to contain its 
spread may be launched. 

 
ii. Maintaining hygiene, e.g., how to wash hands, how to cough or sneeze into a 

tissue or elbow, avoid touching of face, eyes, mouth and nose should be 
regularly told to the students and the staff. 

 
iii. The necessity of physical distancing, wearing face covers/ masks, hygiene etc. 

should be brought home to all.  
 

iv. Activities to stay fit, physically and mentally, should be encouraged like doing 
exercises, yoga, breathing exercises, meditation, etc. 

 
v. To improve resilience and mental health, students should be encouraged to 

share their feelings with friends, teachers and parents, remain positive, 
grateful, helpful, have focussed approach, take a break from work, eat healthy 
and sleep timely etc. 

 
vi. Eating healthy food and fruits, avoiding junk food, frequently drinking warm 

water, adopting ways to increase immunity etc. should be encouraged. 
 

vii. Students should be told to regularly sanitize their laptops, audio, video and 
other media accessories. 

 
viii. Factual information regarding COVID-19 and consequences of infection, 

without making them stressed or fearful, should be disseminated. 
 

ix. Posters and stickers should be pasted at appropriate places in the campus to 
create awareness about the risk of infection from Coronavirus. 

 
x. All support and facilities should be provided to persons with disabilities 

(Divyangjan). 
 

xi. No discrimination based on caste, creed or gender should be allowed to take 
place.  

 
xii. Sharing of books, other learning material and eatables be discouraged.  
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5. Role of Stakeholders 

5.1 Central/ State Government(s) 

i. The Government should help educational institutions to prepare an effective plan for 
reopening their campuses. The plan may vary from institution to institution, keeping 
in view the situation regarding spread of COVID-19 pandemic in a particular 
area/region/zone. 
 

ii. The Governments may issue clear instructions to the universities and colleges to 
ensure the safety and health of all concerned. This may include instructions for 
wearing of face masks, physical distancing, and the number of students in a class, 
library, hostels, and dining halls etc. 
 

iii. State governments, in consultations with higher education institutions, should prepare 
an estimate of requirement in each of their districts and zones, of disinfectants, 
facemasks and prepare a plan in advance for their procurement and distribution. 
Universities and colleges should ensure sufficient supplies of these items to their 
students, faculty and staff.  
 

iv. Keeping in view the varying conditions in any state at district and zonal levels, the 
Government concerned should prepare a region-specific plan, instead of a uniform 
plan for the entire state.  
 

v. State health departments should remain in touch with the universities and colleges and 
work to ensure that the campuses are well prepared to maintain the safe and healthy 
conditions and also to deal with the COVID-19 related unexpected situations. 
 

vi. The Governments should keep a constant touch with the universities and colleges 
regarding the status of COVID-19. The government may call information regarding 
COVID-19 related condition in the campuses and also call meetings at appropriate 
intervals with the Head of institutions through video conferencing.  
 

5.2 Head of the Institution 

i. Vice- Chancellors/ Principals may get Standard Operating Procedures(SOPs) worked 
out in view of COVID-19 outbreak, in accordance with the Government orders and 
guidelines. 
 

ii. A detailed institutional plan which may, inter alia, include sanitization, safety and 
health measures should be prepared and kept ready, before reopening of campus. 
Proper implementation of the institutional plan should be ensured and regular 
monitoring should be done with the help of faculty and the staff. 
 

iii. Tie-ups may be established with nearby hospitals, health centres, NGOs, health 
experts for help and support in fighting COVID-19. 
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iv. A plan for all academic activities, i.e., the academic calendar, teaching-learning 
modes, examinations, evaluation etc. should be kept ready well in advance. 
 

v. A Task Group should be created to handle varied situations and issues related to the 
COVID-19 pandemic. Such Task Group may consist of senior persons from faculty 
and staff, students, volunteers from communities, NGOs, health organisations and 
Government officials etc. as the case may be. 
 

vi. Teachers, students and staff should be made aware of all relevant plans and activities 
on the campus. 

5.3 Teachers 

i.  Teachers should make themselves fully aware of institutional plans and Standard 
Operating Procedures. 
 

ii. Every teacher should prepare a detailed teaching plan for the subjects taught by 
him/her, including time table, class size, modes of delivery, assignments, theory, 
practical, continuous evaluation, end- semester evaluation etc. 
 

iii. Teachers should keep themselves updated with the latest teaching- learning methods 
and availability of e-resources. 
 

iv. Teachers should make the students aware of the COVID-19 related situation, 
precautions and steps to be taken to stay safe and healthy. 
 

v. Teachers should monitor and keep track of the physical and mental health of their 
students. 

5.4 Parents 

i. The parents should ensure that their children observe safety norms at home and 
whenever they go out. 
 

ii.  Parents should not allow their children to go out, if they are not feeling well. 
 

iii. Parents may be advised that the ‘Aarogya Setu App’ has been downloaded by their 

children.  
 

iv.  Parents should sensitize them of healthy food habits and measures to increase 
immunity. 
 

v. Parents should ask them to do exercise, yoga, meditation and breathing exercises to 
keep them mentally and physically fit. 
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5.5. Students  

i. Self-discipline is most important to contain the spread of COVID-19 pandemic 
through social distancing and maintaining hygienic condition. 
 

ii. All students should wear face covers/ masks and take all preventive measures. 
 

iii. May consider installing ‘Aarogya Setu App’ in the mobile.   
 

iv. It is important for the students to be physically and mentally fit to handle any 
exigencies. By remaining fit, they can take care of others also.  
 

v. The students must inculcate activities that will increase immunity-boosting 
mechanism which may include exercise, yoga, eating fresh fruits and healthy food 
(avoid fast food), sleep timely.  
 

vi. Discrimination of fellow students in respect of whom there is a history of COVID-19 
disease in the family be avoided. 
 

vii. Give support to your friends under stress due to COVID-19 pandemic. 
 

viii. Students should follow the guidelines, advisories and instructions issued by the 
Government authorities as well as by the universities and colleges regarding health 
and safety measures in view of COVID-19 pandemic. 

 

6.  In view of the present scenario and future uncertainties:  

 

i.  The universities may adopt and implement these Guidelines in a transparent manner 
by making alterations/ additions/ modifications/ amendments to deal with particular 
situation(s) in the best interest of students, educational institution and the entire 
education system, except in respect of those guidelines that are mandatory. 

ii.  In case of educational institutions located at places where the Government (Centre/ 
State) have imposed restrictions on gathering of public, the institutions may plan 
accordingly. In any case, the above recommendations shall not cause any restrictions 
on the guidelines/directions issued by the appropriate Government/ competent 
authority.  

 
Notwithstanding the above Guidelines, every university/ college has to ensure that it is 
prepared in all respects to carry out the academic activities following necessary 
advisories/guidelines/directions issued by the Central/State Government, Ministry of 
Education (earlier referred to as MHRD) or UGC from time to time to prevent the spread of 
COVID-19. 



 

 

SERVICE 

RULES 



Your appointment is subject to the following terms and conditions: 

1. Your services will be governed by the Maharashtra University Act, Statutes, Code of conduct, 

Ordinances and Rules and Regulations laid down by the University and State Government from time 

to time as applicable to Minority Education Institutions. 

2. You are appointed on clear vacancy on full time basis on one year probation period. 

3. You will be paid basic pay of Rs. 37400/- per month in the scale indicated above. You will be entitled 

to Dearness Allowance, House Rent Allowance and CLA at the rates prescribed by the State 

Government from time to time. In case you are appointed for more than one year you shall earn 

annual increment. 

4. Your appointment is subject to the minimum number of students and the work load prescribed for 

the post, if the workload is reduced your appointment will be accordingly dealt with. 

5. You shall submit the original as well certified copies of relevant Testimonials such as birth date, mark 

sheets, experience certificate, last pay salary certificate, appointment orders of previous institution 

discharge/relieving certificate, last pay salary certificate, change of name certificate(if any) etc. before 

joining your duties. 

6. In case you accept the appointment, you shall have to execute Deed of contract of Service as 

prescribed in the statutes at the time of joining the duties. 

7. You will be allowed to join the duties on producing of:   

a) Six passport size photographs. 

8. Character certificate from two eminent persons, one of them should be a Government Gazette 

officer. 

9. Discharge certificate from the previous employer. 

10. You shall undergo medical examination by the approved Medical Officer/Civil Surgeon at the place of 

your duty, within three months from the date of joining the duties. You have to submit the medical 

certificate stating that you are free from any contagious disease and that you are physically fit for the 

employment. 

11. You are required to give the correct mailing address with contact numbers as soon as you join the 

duties and any change in the address given earlier should be communicated to the Principal. It will be 

presumed that any letter sent by registered post shall be acknowledge and duly signed by you.  

12. You will not conduct or engage yourself in any private tuition of private coaching classes. 

13. You will not engage yourself in any job paid full-time, part time or otherwise, during the continuance 

of your service, without the permission of the Management. 

14. Your appointment may be terminated to any time, by if you are found absent continuously for more 

than thirty days without permission; your services will stand terminated automatically, if you are 

found guilty of violation of any terms and condition mentioned above. You will be liable for 

disciplinary action and punishment decided by the Management as provided for in the Statues. 

15. During the period of your service, you shall not directly or indirectly do such things which are 

supervise to the interest of the Society/University/Institution/College/Students. 

16. Your appointment may be terminated to any time, by either side or part, by giving one month notice 

or one month full pay in lieu of notice; in case the period spent in service is more than six months. 

During notice period, no leave will be sanctioned. 

17. You have to communicate your acceptance to the Management/College/Institution within seven days 

from the date of receipt of this order of appointment, failing to which your appointment is liable to 

be cancelled. 

Yours truly  

 

Principal    

 



Your appointment is subject to the following terms and conditions: 

1. Your services will be governed by the Maharashtra University Act, Statutes, Code of conduct, 

Ordinances and Rules and Regulations laid down by the University and State Government from time 

to time as applicable to Minority Education Institutions. 

2. You are appointed on clear vacancy on full time basis on one year probation period. 

3. You will be paid basic pay of Rs. 15600/- per month in the scale indicated above. You will be entitled 

to Dearness Allowance, House Rent Allowance and CLA at the rates prescribed by the State 

Government from time to time. In case you are appointed for more than one year you shall earn 

annual increment. 

4. Your appointment is subject to the minimum number of students and the work load prescribed for 

the post, if the workload is reduced your appointment will be accordingly dealt with. 

5. You shall submit the original as well certified copies of relevant Testimonials such as birth date, mark 

sheets, experience certificate, last pay salary certificate, appointment orders of previous institution 

discharge/relieving certificate, last pay salary certificate, change of name certificate(if any) etc. before 

joining your duties. 

6. In case you accept the appointment, you shall have to execute Deed of contract of Service as 

prescribed in the statutes at the time of joining the duties. 

7. You will be allowed to join the duties on producing of:   

a) Six passport size photographs. 

8. Character certificate from two eminent persons, one of them should be a Government Gazette 

officer. 

9. Discharge certificate from the previous employer. 

10. You shall undergo medical examination by the approved Medical Officer/Civil Surgeon at the place of 

your duty, within three months from the date of joining the duties. You have to submit the medical 

certificate stating that you are free from any contagious disease and that you are physically fit for the 

employment. 

11. You are required to give the correct mailing address with contact numbers as soon as you join the 

duties and any change in the address given earlier should be communicated to the Principal. It will be 

presumed that any letter sent by registered post shall be acknowledge and duly signed by you.  

12. You will not conduct or engage yourself in any private tuition of private coaching classes. 

13. You will not engage yourself in any job paid full-time, part time or otherwise, during the continuance 

of your service, without the permission of the Management. 

14. Your appointment may be terminated to any time, by if you are found absent continuously for more 

than thirty days without permission; your services will stand terminated automatically, if you are 

found guilty of violation of any terms and condition mentioned above. You will be liable for 

disciplinary action and punishment decided by the Management as provided for in the Statues. 

15. During the period of your service, you shall not directly or indirectly do such things which are 

supervise to the interest of the Society/University/Institution/College/Students. 

16. Your appointment may be terminated to any time, by either side or part, by giving one month notice 

or one month full pay in lieu of notice; in case the period spent in service is more than six months. 

During notice period, no leave will be sanctioned. 

17. You have to communicate your acceptance to the Management/College/Institution within seven days 

from the date of receipt of this order of appointment, failing to which your appointment is liable to 

be cancelled. 

Yours truly  

 

Principal    

 



Your appointment is subject to the following terms and conditions: 

1. Your services will be governed by the Maharashtra University Act, Statutes, Code of conduct, 

Ordinances and Rules and Regulations laid down by the University and State Government from time 

to time as applicable to Minority Education Institutions. 

2. You are appointed on clear vacancy on full time basis on one year probation period. 

3. You will be paid basic pay of Rs. 37400/- per month in the scale indicated above. You will be entitled 

to Dearness Allowance, House Rent Allowance and CLA at the rates prescribed by the State 

Government from time to time. In case you are appointed for more than one year you shall earn 

annual increment. 

4. Your appointment is subject to the minimum number of students and the work load prescribed for 

the post, if the workload is reduced your appointment will be accordingly dealt with. 

5. You shall submit the original as well certified copies of relevant Testimonials such as birth date, mark 

sheets, experience certificate, last pay salary certificate, appointment orders of previous institution 

discharge/relieving certificate, last pay salary certificate, change of name certificate(if any) etc. before 

joining your duties. 

6. In case you accept the appointment, you shall have to execute Deed of contract of Service as 

prescribed in the statutes at the time of joining the duties. 

7. You will be allowed to join the duties on producing of:   

a) Six passport size photographs. 

8. Character certificate from two eminent persons, one of them should be a Government Gazette 

officer. 

9. Discharge certificate from the previous employer. 

10. You shall undergo medical examination by the approved Medical Officer/Civil Surgeon at the place of 

your duty, within three months from the date of joining the duties. You have to submit the medical 

certificate stating that you are free from any contagious disease and that you are physically fit for the 

employment. 

11. You are required to give the correct mailing address with contact numbers as soon as you join the 

duties and any change in the address given earlier should be communicated to the Principal. It will be 

presumed that any letter sent by registered post shall be acknowledge and duly signed by you.  

12. You will not conduct or engage yourself in any private tuition of private coaching classes. 

13. You will not engage yourself in any job paid full-time, part time or otherwise, during the continuance 

of your service, without the permission of the Management. 

14. Your appointment may be terminated to any time, by if you are found absent continuously for more 

than thirty days without permission; your services will stand terminated automatically, if you are 

found guilty of violation of any terms and condition mentioned above. You will be liable for 

disciplinary action and punishment decided by the Management as provided for in the Statues. 

15. During the period of your service, you shall not directly or indirectly do such things which are 

supervise to the interest of the Society/University/Institution/College/Students. 

16. Your appointment may be terminated to any time, by either side or part, by giving one month notice 

or one month full pay in lieu of notice; in case the period spent in service is more than six months. 

During notice period, no leave will be sanctioned. 

17. You have to communicate your acceptance to the Management/College/Institution within seven days 

from the date of receipt of this order of appointment, failing to which your appointment is liable to 

be cancelled. 

Yours truly  

 

Principal    
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