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* ALL INDIA INSTITUTE OF MEDICAL SCIENCES .

No.F.20-06(MISC)/2020-Estt.] ' . ‘Dated: 20.03.20202

. MEMORANDUM | . .7
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Subject:  Preventive meas_:.u'E:s to'Contain the spread of COVID-19. ~ reg.
T S ® -

N

This is with reference to the OM No. 11013/9/2014-Estt. (A-III) dated 19t March, 2020 issued by L
Government of India, Ministry of Personnel, Publi¢ Grievances and Pension, Deptt. of Personnel & Trainirig on
the subject mentioned above (copy enclosed).

2. " As can'be appreciated, the above mentioned O.M, of the Govt. of India is to further enable sqcial
distancing wherever possible arfd thus reduce the scope for spread of the “COVID-19” paridemic. ’

3. - However, the OM also has made it clear that the instructions shall not':;ppfy to the offices and
employees engaged in essential/emergency services and those directly engaged in taking measure to control
spread of “COVID-19". . - - R '

4 Keeping the instructions of the Govt. of India in view, it has been decided by the Competent

Authority that the Group “B’ and “C” employees of the following indicative cadres, who will not have a major

role to play in the treatment of ‘OR’ control of spread of “COVID-19" may be allowed to work from home'on a

wegkly roster basis for the nexEfiwo.weeks i.e. up to 4t April, 2020 - W o
W

il b b v

AR ] AN )
i) Wal'kshop - 11 ii) Hostel Warden ! iii) MRO 7"
iv)Hindi Section v) Library *| vi) Finance - .
vii) Media & Protocol viif) Administration/All Estt. Sections | ix) Office Attendan
x) Secretatial Assistants xi) Computer Facility .| xdi) Data Entry Operator-
xiii)Statistician - . - xiv) ArHst ‘ xv) Photographer
xvi) Engineering Service Deptt. : ) ) @ .
5. These emplc'j,(ees'*jm'ufél1 also include outsourced/contractual employees working in various places

not related to treatment or control of spread of ‘COVID-19".

6. All the concerned Chief of Centre/Dean/Medical Superintendent (Main Hospital)/Head of the
Department/ other Controlling Authority/Accounts and Administrative Officers are requested to draw a roster .
accordingly, thereby allowing 50% of the employees to work from home for one week and alternate with the
remaining 50% the next week ending 4™ April, 2020. Those employees allowed to work from home in each

week and not required to be physically present in office shall also be marked present. They, however'smust be "

explicitly directed to be available on, telephone/mobile; so. that, they can be contacted or called back in case of!
gxigency of work.- o o : " :
78 All Chief of . Centre/Dean(s)/ Medical Superintendent/ Head of Departments/other Controlling
Authorities/ Accounts and Administrative Officers are requested to initiate necessary action in compliance with

above instructions. They may add any other Group “B”and “C” employees under their control whose presence
they feel is not physically required in the Institute (not directly related to the treatment;/ control of spread of

‘COVID-19'}. , ‘ » ‘
Action Taken Repdrt may please be provided. This issues with the approval of the Compgﬁant

%

8.
Authority.
. ' /
HINDI VERSION will follow (/" o
. g
yﬁ‘n . . o B wJ‘“ 1 Aj{ik“ ;
EC P /" CHIEF ADMINISTRATIVE OFFICER

Distribution :- . &
1. All Chiefs of Centes. T
2. All Heads of Departments/ Units. .
3. The PPSto Director/PS to Dean (Acad/Exam/Research}/MS/DD(A)/Sr. FA/CAQ/ Dy. Searetary.
4. "All controlling officers of various Establishment Sections/Cell etc. :
5. The Computer Facility - with a request to upload the OM on official websile of the  Inskitute
6. The Sr. Hindi Officer - with a request to provide the Findi version of the QM.
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Sub:

"'No. 11013/9/2014 Estt (A-III) B v

: Government of India ' ° ' o
‘Ministry of Personnel, Public Grievances and Pens:ons
Department of Personnel & Training '

North Block, New Delhi-110001
Dated the 19t March, 2020

OFFICE MEMORANDUM

Preventive measures to contain the spread of COVID19.
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In continuation of this Department OM of even no. dated 17th Marc:h 2020

(Copy Enclosed), the following further instructions are issued:

()

(if) .

(iii)

Heads of Department (HoDs) may ensure that 50 per cent of Group B and
C employees are required to attend office every day, and the remaining 50
. per cent staff should be instructed to work from home. All HoDs are advised
to draft.a weekly roster of duty for Group B and C staff and ask them to-

attend office -on alternate weeks. While deciding the roster for ‘the first
week, HoDs are advised to include officials who are residing in close

proximity to their office or use their own transport to travel to the offices.

fhy . (s

' Further, the working hours for ‘all employees who attend office ‘on a
particular day should be staggered. It is suggested that three groups of
employees may be formed and asked to attend ofﬂce as per the followmg

_timings:-
(a) 9 AMto 5.30 PM
(b) 9.30 AMto 6 PM

(@ 10 AMio6.30PM . X i

The officials who are working from home on a particular day as per the
roster drawn up should be available on telephone and electronic means of

. communication at all times. They should attend office, if called for any
exigency of work. ' :
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(v)

(vi)
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Similar instructions may be issued to Attached/Subordinate Offices,

Autonomous/Statutory Bodies.
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The Department of Financial Services' (DFS) and Department of Public
. Enterprises (DPE) may issue similar instructions regarding Financial
Institutions and Public Sector Undertakings.

These instructions shall not apply to the offices and employees engaged
in essential/emergency services and those directly engaged in taking
~measures to control spread of COVID-19. .
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These orders shall be applicable with immediate effect ‘and will remain i

force till 4t April, 2020.
/ZM/’/
g ) e
(Sujata Chaturvedi)

Additional Secretary to the Government of India.
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-All the Ministries/Departments of the Government of .India
- PMO/Cabinet Secretariat

PS to MoS (PP)

" PSO to Secretary(Personnel)

Sr. Technical Director, NIC, DoPT
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