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m§Ñfhu« bg‰w mid¤J tâféaš gæyf§fë‹ cçikahs®fë‹ ftd¤Â‰F  

***************** 

G.O(Ms) No.447  Revenue and Disaster Management  (D.M.IV) Department   

Dated:31.8.2020 murhizæš ÃçÎ II tçir v© (xii) š Âw‹ k‰W« bjhêš gæ‰Á 

ãWtd§fŸ ãiyahd têfh£L eilKiwfis (SOP) Ã‹g‰¿, 21.09.2020 Kjš 

f£L¥gL¤j¥g£l gFÂfis¤ jé®¤J k‰w gFÂfëš cŸs gæyf§fŸ brašgl 

mDkÂ¡f¥gL»wJ vd bjçé¡f¥g£LŸsJ v‹w étu« mid¤J gæyf§fë‹ 

cçikahs®fS¡F bjçé¤J bfhŸs¥gL»wJ. 

“Skill and Industrial Training Institutes shall be permitted to function from 21.09.2020 by 

following the Standard Operating Procedures throughout State except in containment zones” 

Ïiz¥ò : ãiyahd têfh£o  eilKiwfŸ  (SOP) 
 

                                                                                            X«/- 

bjhêšE£g¡ fšé Ïa¡Fe®      

  



Ïiz¥ò 

bjhêšE£g¡ fšé Ïa¡ff« 

 

bfhnuhdh itu° nehŒ jL¥ò elto¡ifæ‹ bghU£L 

tâféaš gæyf§fŸ Ã‹g‰w nt©oa 

ãiyahd têfh£o  eilKiwfŸ  (SOP) 
 

1 j£l¢R k‰W« tâféaš gæyf§fis xU ehis¡F eh‹F Kiw »UäehÁå¡ 

bfh©L bjë¤J R¤j« brŒa¥gl nt©L«. 

2 gæyf§fëš xU mâ j£l¢R brŒJ KoªjJ« j£l¢R ÏaªÂu«,  fâ¥bgh¿, 

nkir k‰W« khzh¡f®fŸ mkU« eh‰fhèfëš »UäehÁå bjë¤J R¤j« 

brŒa¥gl nt©L«. 1% nrhoa« iAnghFnshiu£ (Sodium Hypochlorite) 

fiurš »UäehÁåia cça fhy Ïilbtëæš ga‹gL¤Â R¤j« brŒjš 

nt©L«.   

3 x›bthU kâ neu¤Â‰F xUKiw gæyf§fëš cŸs fêtiwfis 

R¤j¥gL¤j nt©L«. 

4 gæyf§fS¡F  tU« mid¤J khzh¡f®fŸ k‰W« Cêa®fŸ f£lhakhf 

Fiwªjg£r« _‹W mL¡F ( Minimum triple layer face mask) ghJfh¥ò¡ 

bfh©l  Kf ftr« mâªJ tunt©L«.  

5 gæyf gâahs®fŸ / mYty®fŸ ifÍiw mâjš nt©L«.   

6 gæyf§fëš j£l¢R k‰W« RU¡bfG¤J gæy tU« khzh¡f®fŸ k‰W« 

Cêa®fS¡F bt¥g nrhjid brŒa¥glnt©L«.  mÂš bfhnuhdh itu° 

m¿F¿ ÏUªjhš  Pulse Oximeter _y« M¡Á#‹ nrhjid  brŒJ,  ghÂ¥ò  

Ïšyhjt®fis  k£L« gæyf¤Â‰FŸ mDkÂ¡f nt©L«. 

7 midtU« j§fsJ iffis nrh¥ò mšyJ »UäehÁå _y«  (sanitizer) _y«    

mo¡fo fGé R¤j« brŒant©L«. 

8 x›bthU khzh¡f®fS¡F Ïilæš Fiwªjg£r« Rkh® 6 mo Ïilbtë 

ngQjš nt©L«. xU egU¡F 4 rJu Û£l® v‹w mséš ÏltrÂ cWÂ 

brŒa¥glš nt©L«. 

9 nehŒ thŒg£l/bfhnuhdh itu° jh¡Fjš m¿F¿ cŸs khzt®fŸ k‰W« 

Cêa®fis gæy§fS¡FŸ v¡fhuz«  bfh©L«   mDkÂ¡f   TlhJ.  nkY« 

bfhnuhdh   itu°   bjh‰W gçnrhjid   brŒa¥g£L ghÂ¥ò  Ïšyhjt®fis 

k£L«   mDkÂ¡fyh«. 

10 x›bthU gæyf§fëY«  bfhnuhndh itu° bjhl®ghf éê¥òz®Î gyif 

it¡fnt©L«. nkY« m¥gyifæš  m›t£l¤ÂYŸs bfhnuhndh itu°   

bjhl®ò mYtyç‹(Nodal Officer)  bjhiyngÁ v© gÂÎ brŒa nt©L«. 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

nk‰f©l jäHf muR têfh£o eilKiwfŸ filÃo¡f jtW« tâféaš 

gæyf§fë‹ ÛJ cça elto¡if vL¡f¥gL«. 

 

                                                                                                  X«/- 

bjhêšE£g¡ fšé Ïa¡Fe®   

  

11 gæyf§fS¡FŸ tU« x›bthU  egç‹ bga®, taJ, Kftç k‰W« bjhitngÁ 

v© / ifngÁ v© M»at‰iw gÂÎ brŒtj‰fhd gÂntL guhkç¡fnt©L«.  

12 x›bthU gæyf§fëY« KjYjé bg£o it¡fnt©L«. Mnuh¡»a nrJ 

braèia (Arogya setu app) ifngÁæš gÂéw¡f« brŒJ ga‹gL¤Jjš 

nt©L«.   

13 j£l¢R¥ghl   r«gªj¥glhjt®fŸ ahiuÍ« tF¥giwæš mDkÂ¤jš TlhJ. 

14  tâféaš gæyf§fŸ brašgL« nghJ xU mâ¡F« mL¤j mâ¡F« 

Ïilna 15 ãäl Ïilbtë më¤J, R¤j« brŒa¥ ga‹gL¤Â¡ bfhŸsnt©L«.   

15 RU¡bfG¤J gæ‰Á më¡F« nghJ oí£lš Kiwæš khzt®fS¡F gæ‰Á 

më¤J C¡Fé¡f nt©L«.  

16 gæyf§fS¡F EiHtj‰F K‹ò midtU« f©o¥ghf j§fŸ iffis nrh¥ò 

(Soap) ga‹gL¤Â if fGÎjš nt©L«.  

17 gæyf§fŸ bjhêšE£g¡ fšé Ïa¡ff¤Â‹ òfh® v©fshd 044- 22351014 / 

22351015 khzh¡f®fS¡F¤ bjçÍ«go j£l¢R¥ gæyf§fëš cŸs m¿é¥ò 

gyifæš btëæl  nt©L«.  

18 gæyf¤Â‹ cŸns ÏU¡F« midtU« njÚ® /fhÃ mUªJjš jé®¡f¥gl 

nt©L«. Vbdåš Ïjdhš Kf ftr¤ij mo¡fo Ú¡f« brŒa 

nt©oæU¥gjhš bfhnuhdh bjh‰W V‰gl thŒ¥ò cŸsJ. 

19  j£l¢R¥ gæyf§fëš njitahd msÎ Kf ftr« / »UäehÁå / nrh¥ò  

it¤J¡ bfhŸs nt©L«.  

20 gæyf§fŸ J«gš k‰W« ÏUkš V‰glhkš jé®¡f  j§fŸ gæyf¤Â‹ cŸnsÍ« 

mj‹ R‰Wòw¤ijÍ« öÁ goahkš R¤jkhf it¤J¡bfhŸs nt©L«.  

21 gæ‰Á vL¡F« khzh¡f®fŸ, MÁça®fŸ k‰W« gæyf¤Â‹ cçikahs® 

M»nah® rçgh®¥ò g£oaèš (Check List) jtwhkš ifbaG¤J Ïl nt©L«. 

22 j£l¢R  cçikahs®fŸ murhiz v© 447  Revenue and Disaster Management  

(D.M.IV) Department   ehŸ :31.8.2020š muR bjçé¤JŸs 

têfh£Ljšfis f©o¥ghf filÃo¡f¥gl nt©L«. 



Standard Operating Procedure (SOP) for reopening of Commercial 

Technical Institute 

1. Background 

The Government of Tamilnadu is following a phase-wise unlocking of activities. In 

G.O.(Ms) No.447 Revenue and Disaster Management (D.M.IV) Department, Dated:31.08.2020 

issued guidelines and relaxations in clause II item (xii), that  “Skill and Industrial Training 

Institutes shall be permitted to function from 21.09.2020 by following the Standard Operating 

Procedures throughout State except in containment zones”. Since the Commercial Technical 

Institutes are treated as Skill based Training Institutes, they can be permitted to function from 

21.09.2020 by following Standard Operating Procedure.  

2. Scope 

This SOP outlines various generic precautionary measures to be adopted in addition to 

specific measures to be taken when reopening of Commercial Technical Institutes to prevent 

spread of COVID-19. The Institutes are expected to comply with the COVID-19 related 

guidelines issued by Ministry of Home Affairs and Ministry of Health & Family Welfare. 

3. Basic Preventive Measures  

The basic preventive measures include simple public health measures that are to be 

followed to reduce the risk of COVID-19. These measures need to be observed by all (teachers, 

employees and students) at all times. These include: 

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. Regular sanitisation and fumigation of training centre premises with disinfectant solution. 

iv. 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. 

 Provision for hand wash & sanitizer preferably with touch free mechanism at all entry   



and exit points and common areas. Make sure these dispensers are regularly refilled. 

 Display posters promoting hand washing methods and duration. 

 Make sure that the students and the employees have access to places where they can wash their 

hands with liquid soap and water. 

 Provision of liquid soap instead of regular soap. 

v. Respiratory etiquettes to be strictly followed. This involves strict practice of covering 

one’s mouth and nose while coughing/sneezing with a tissue/handkerchief/flexed elbow and 

disposing off used tissues properly. 

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

vii. Awareness campaigns for students and employees that anyone with even a mild cough or low-

grade fever (37.3 
O
C or more) or with any symptoms of common cold will strictly need to stay 

at home. Keep communicating and promoting the message that people need to stay at home even if 

they have just mild symptoms of COVID-19. Display posters with this message in training 

centres. 

viii. Personal Protective Equipment (PPE) and measures for sanitary worker/house-keeping staff. Wear 

appropriate PPE which would include the following while carrying out cleaning and disinfection 

work. 

 Wear disposable rubber boots, gloves (heavy duty), and a triple layer mask. 

 Gloves should be removed and discarded, and a new pair worn. 

 All disposable PPE should be removed and discarded after cleaning activities are completed. 

 Hands should be washed with soap and water immediately after each piece of PPE is removed, 

following completion of cleaning. 

ix. Spitting shall be strictly prohibited. 

x. Use of Arogya Setu app should be encouraged to undergo a self-evaluation on the app before 

entering the premises. 



xi. If someone in the institute was isolated as a suspected COVID-19 case, the training provider 

should inform everyone at least during the starting phase. They should be advised to monitor 

themselves for symptoms for 14 days and take their temperature twice a day. 

4. All Commercial Technical Institutes shall specifically ensure the following arrangements 

4.1 Before opening up of the institute  

a) Planning of reopening of institute  

i. Institute outside the containment zones only shall be allowed to open. Further, students, 

teachers and employees living in containment zones will not be allowed to attend the institute. 

Students, teachers and employees shall also be advised not to visit areas falling within 

containment zones. 

ii. Prior to resumption of activities, all work areas and other common utility areas shall be 

sanitized with 1% sodium hypochlorite solution, with particular attention to frequently touched 

surfaces. 

 iii. Instead of biometric attendance alternate arrangements for contactless attendance shall be 

made by the institute administration. 

iv. At all times, the teachers and students shall maintain a physical distancing of 6 feet apart, 

wherever feasible. Scheduling of activities and seating plan shall be made accordingly. 

v. Ensure hand washing facilities along with provision of soap. 

vi. For ensuring queue management, inside and outside the premises, specific markings on the 

floor with a gap of 6 feet may be made. Similarly, physical distancing shall also be maintained in 

reception area, libraries and other places.  

vii. The institute should display State helpline numbers and also numbers of local health 

authorities etc. to teachers / students / employees to contact in case of any emergency. 

viii. Avoid central air conditioning of training centre. Open windows and doors whenever 

possible to make sure the training centre is well ventilated For air-conditioning/ventilation, the 

guidelines which emphasizes that the temperature setting of all air conditioning devices should 



be in the range of 24-30
o
C, 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 adequate. 

ix. Provision of First aid kits is mandatory. 

b) Planning and scheduling of activities 

All Teachers / Students who are at higher risk i.e. older person, pregnant ladies and those 

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. 

c) Availability and management of supplies 

i. Appropriate back-up stock of personal protection items like face covers/masks, visors, hand 

sanitizers etc. shall be made available by management to the teachers and students. 

ii. Provide an adequate supply of thermal guns, alcohol wipes or 1% sodium hypochlorite 

solutions and disposable paper towels, soap, IEC materials on COVID. 

iii. Pulse oximeter to check oxygen saturation levels of any symptomatic person must be 

arranged. 

iv. Ensure availability of sufficient covered dustbins and trash cans. 

v. Provision for proper disposal of used personal protective items and general waste. 

vi. Housekeeping employee to be informed & trained about norms for waste management & 

disposal. 

vii. Do not allow any worker showing symptoms of illness to work at the facility. May provide 

adequate leave to such workers and by protecting their salary. 

4.2 After opening of the Commercial Technical Institute  

a) At the entry point 

i. Entrance to have mandatory hand hygiene (sanitizer dispenser) and thermal screening 

provisions. Multiple gates/separate gates, if feasible, should be used for entry and exit. 



ii. Only asymptomatic persons (teachers, employees and students) to be allowed in the premises. 

If a teacher/employee/student is found to be symptomatic, he/she should be referred to nearest 

health centre. 

iii. Mandatory thermal scanning of everyone entering and exiting the training centre is to be 

done. 

iv. Posters/standees on preventive measures about COVID-19 to be displayed prominently. 

v. Proper crowd management in the parking lots, in corridors and in elevators – duly following 

physical distancing norms shall be organized. 

vi. Entry of visitors should be strictly regulated /restricted. 

vii. Maintain a record of the name, age, address and mobile number of each person entering the 

campus to track of all the trainees and trainers’ batch wise after each session. This will help public 

health authorities trace people who may have been exposed to COVID-19 if someone falls ill 

shortly after the session. 

b) Conduct of guidance activities in the rooms or open spaces within the institute campus 

i. Seating arrangement to ensure a distance between two trainees should be 4m
2
 areas. 

ii. Staggering of guidance activities to be done, with separate timing slots, to allow for adequate 

physical distancing and disinfection of training premises. 

iii. The teaching faculty will ensure that they themselves and students wear triple layer masks 

throughout the conduct of the teaching/guidance activities. 

iv. Personnel involved in training the students should wear hand gloves.  Proper hand hygiene 

shall be maintained by such personnel every time they change their gloves. 

v. Sharing of items like notebook, pens/pencil, eraser, water bottle etc. amongst students should 

not be allowed. 

vi. Downloading of “Arogya Setu” App may be advised for every staff and students of the 

institute. 



vii. Cleaning and regular disinfection (using 1% sodium hypochlorite) of frequently touched 

surfaces (typewriters, computer keyboards, mousse, door knobs, elevator buttons, hand rails, 

benches, washroom fixtures, etc.) to be made mandatory in all areas of training institute. 

c) Conduct of training  

i. Ensure that the training place, common facilities and all points which come into human contact 

should be disinfected, particularly the frequently touched surfaces before and after each batch. 

ii. Ensure a floor area of 4m
2
 per person is available for working on typewriting machine. 

iii. Ensure that members sanitize their hands before and after using training equipment. 

For such purpose hand sanitizer should be provided at training place. 

iv. Use digitally recorded dictation for Shorthand practice. 

v. Checklist should always signed by the proprietor and students to be maintained at 

institute during training. 

vi. Every  Institute  should maintain a  Day Register containing  Students name, Address, 

Mobile no., Time of entry, Time of exit, etc., 

vii. Cafeteria/mess facility, if any within the premises, shall remain closed. And also no tea/ 

coffee to be supplied at training place which will make them remove mask. 

viii. DoTE  compliant  numbers should be displayed at various places across the institution. 

(044-22351014/22351015). 

ix. Training  hall and other common areas shall be sanitized each time, before and after 

every batch. 

x. In between two batches atleast 15 minutes gap should be given for effective cleaning. 

xi . Adequate buffer stock of face mask/sanitizer/liquid soap/Disinfectant to  be made 

available  in the training institute. 

  



d) Activities in common areas – library, common rooms, etc. 

i. Physical distancing of 6 feet needs to be maintained. 

ii. Persons using the common areas need to use mask/face cover all the time 

e) Transportation to and from the institution 

If transportation facility is being managed by the institute, proper physical distancing, 

sanitization of buses/other transport vehicles (with 1% sodium hypochlorite) shall be ensured. 

5. Hygiene and Sanitation 

i. Daily cleaning of the floors/Toilets should be taken up with frequent intervals. 

ii. Provision of soap in toilets and hand sanitizers in other common areas in sufficient quantity 

must be ensured. 

iii. Cleaning and regular disinfection (using 1% sodium hypochlorite) of frequently touched 

surfaces (door knobs, chairs, benches, washroom fixtures, etc.) to be made mandatory. 

iv. Teaching materials, computers, laptops, printers, shall be disinfected with 70% alcohol wipes. 

v. Deep cleaning of all drinking and hand washing stations, washrooms and lavatories shall be 

ensured. 

vi. Students and employee should be advised to dispose of used face covers / masks in separate 

covered bins placed in training stations and other common areas. The same may remain stored in 

the bins for 3 days and disposed of as dry general solid waste after cutting/shredding. 

vii. Students should not be involved in any of the cleaning activities for health safety reasons. 

6. Risk Communication 

i. Create awareness to ensure the students do not gather when leaving the institute and in their 

free time. 

ii. Sensitize students, parents, teachers and employees to create awareness on COVID 

appropriate behavior, as detailed under generic measures above. 



iii. If a student, teacher or employee is sick, they should not come to the institute and follow 

necessary protocols in this regard. 

7. Psycho-social wellbeing 

i. Ensure regular counselling is done for students and teachers reporting mental health issues 

such as anxiety and depression. 

8. Procedure to be followed in case a student/teacher/employee develops symptoms (fever, 

cough, and difficulty in breathing) 

i. Place the ill person in a room or area where they are isolated from others. 

ii. Inform parents/guardians as the case may be. 

iii. Patient will remain isolated while wearing a mask/face cover till such time they are examined 

by a doctor. 

iv. Immediately inform the nearest medical facility (hospital/clinic) or call the state or district 

helpline. 

v. A risk assessment shall be undertaken by the designated public health authority (district 

RRT/treating physician) and accordingly further action is initiated regarding management of 

case, their contacts and need for disinfection. 

vi. Disinfection of the premises to be taken up if the person is found positive. 

9. Guidelines for Disinfection 

 For ease of implementation the disinfection and cleanliness guidelines are divided based on the 

area into (i) indoor areas, (ii) outdoor areas and (iii) toilets. 

i. Indoor areas: Indoor areas should  be  cleaned every  evening  after  office  hours  or  early  in  the 

morning  before  the rooms  are occupied.  If contact surface is visibly dirty, it should be cleaned with 

soap and water prior to disinfection. Prior to cleaning, the worker should wear disposable rubber 

boots, gloves (heavy duty), and a triple layer mask. Refer below to the detailed cleaning 

procedures recommended by MOHFW. 



Cleaning procedure recommended 

 Start cleaning from cleaner areas and proceed towards dirtier areas. 

 All indoor areas such as entrance lobbies, corridors and staircases, training rooms etc should 

be mopped with a disinfectant with 1% sodium hypochlorite or phenolic disinfectants. 

 High contact surfaces such handrails / handles, intercom systems, equipment like telephone, 

printers/scanners, and other office machines should be cleaned twice daily by mopping with a 

linen/absorbable cloth soaked in 1% sodium hypochlorite. Frequently touched areas like table-tops, 

chair handles, pens, diary files, keyboards, mouse, mouse pad, typewriters, tea/coffee dispensing 

machines etc. should specially be cleaned. 

 For metallic surfaces like door handles, security locks, keys etc. 70% alcohol-based 

disinfectants could be used to wipe down surfaces where the use of   bleach  is  not  suitable. 

 Hand sanitizing  stations should  be  installed  in Commercial Technical Institute’s  

premises (especially  at  the entry) and near high contact surfaces. 

 A hand wash system which consists of contactless sanitizer and a pedal-operated 

soap dispenser should be installed and it must be regularly refilled with stanitizer. 

 Wash  Basins  as far as  possible  to  be  kept  outside  the  centre  preferably  near  the 

entry gate and soap (preferably liquid soap) should be kept always. 

 If someone is coughing, without following respiratory etiquettes or mask, the areas around 

his/her  seat  should be vacated and cleaned with 1% sodium hypochlorite. 

 Carefully clean the equipment used in cleaning at the end of the cleaning process. 

 Remove PPE, discard in a disposable PPE in yellow disposable bag and wash hands with soap and 

water. 

ii. Outdoor areas: Outdoor areas have less risk then indoor areas due to air currents and 

exposure to sunlight. These include bus stops, railway platforms, parks, roads, etc. Cleaning and 

disinfection efforts should be targeted to frequently touched/contaminated surfaces as already detailed 

above. The main areas to be focused upon for cleaning and disinfectant on daily basis. 



 Parking Area 

 The Main Gate or door of the Centre 

 Places of common gatherings outside the centre 

Toilets: Sanitary workers must use separate set of cleaning equipment for toilets (mops, nylon scrubber) 

and separate set for sink and commode. They should always wear disposable protective gloves while 

cleaning a toilet. 

Areas Agents / Toilet cleaner Procedure 

Toilet pot/ 

commode 

Sodium hypochlorite 1% 

/ detergent Soap powder / 

long handle angular brush 

 Inside of toilet pot/commode: 

Scrub with the recommended agents and the 

long handle angular brush. 

 Outside: clean with recommended 

agents; use a scrubber. 

Lid/ commode Nylon scrubber and 

soap powder/detergent 

1% Sodium Hypochlorite 

 Wet and scrub with soap powder 

and the nylon scrubber inside and outside. 

 Wipe with 1% Sodium 

Hypochlorite 

Toilet floor Soap powder /detergent 

and scrubbing brush/ nylon 

broom 1% Sodium 

Hypochlorite 

 Scrub floor with soap powder and 

the scrubbing brush 

 Wash with water 

 Use sodium hypochlorite1% 

dilution 

Sink Soap powder / detergent 

and nylon scrubber 

1% Sodium Hypochlorite 

 Scrub with the nylon scrubber. 

 Wipe with 1% sodium 

hypochlorite 

Showers area/ 

Taps and fittings 

Warm water Detergent 

powder Nylon Scrubber 

1% Sodium Hypochlorite / 

70% alcohol 

 Thoroughly scrub the floors/tiles 

with warm water and detergent 

 Wipe over taps and fittings with a 

damp cloth and detergent. 



 Care should be taken to clean the 

underside of taps and fittings. 

 Wipe with 1% sodium 

hypochlorite/ 70% alcohol 

Soap dispensers Detergent and water  Should be cleaned daily with 

detergent and water and dried. 

 70% Alcohol based disinfectant can be used to wipe down surfaces where the use of bleach is 

not suitable, e.g. metal. (Chloroxylenol (4.5-5.5% / Benzalkonium Chloride or any other disinfectants 

found to be effective against COVID-19 virus may be used as per manufacturer’s instructions). 

 Always use freshly prepared 1% sodium hypochlorite. 

 Do not use disinfectants spray on potentially highly contaminated areas (such as toilet bowl or 

surrounding surfaces) as it may create splashes which can further spread the virus. 

 To prevent cross contamination, discard cleaning material made of cloth mop and wiping 

cloth) in appropriate bags after cleaning and disinfecting. Wear new pair of gloves and fasten the 

bag. 

 Disinfect all cleaning equipment after use and before using in other area. 

 Disinfect buckets by soaking in bleach solution or rinse in hot water. 

10. Branding related to COVID-19 precautions should be displayed in both Tamil and 

English 

 Appropriate   Branding   should   be  displayed  in  the  premises  which  should  include  but  not  limited 

to the following: 

 Permission Form signed by concerned authority at the entrance of centre and at the 

reception/notice board. 

 Social Distancing norms released by State and Central Govt. to be pasted at prominent places. 

 A video or audio visual in some interval of time telling about the COVID-19 precautions. 

 Precaution and prevention related guidelines posters regarding COVID19,      



preferably  A3/A2 size to be displayed at the entrance of the institute. 

 Use and disposal of mask as per State / MoHFW posters. 

 Hand wash and hygiene related branding inside and near Toilets, Pantry etc. 

 COVID-19 fixed branding in all classrooms and labs. 

 Aarogya Setu App branding at prominent places. 

 Poster mentioning about Do’s and Don’ts to be followed in the centre. 



Checklist 

 This checklist should always be maintained at institute during training. 

Self-Declaration Report 

Institute Approval No   

Institute Name  

District and Address of  Institute    

Institute Proprietor Name  

Sl. 

No 
Parameter Yes/No Remarks 

1. Maintaining Hygiene of the Institute 

1.1 All areas of Institute disinfected   

1.2 Entrance Gate of building, office etc.   

1.3 Training rooms, open areas such as verandas   

1.4 Typewriting Machines, Computers and others equipments   

1.5 Washroom, toilet, sink, water points etc.   

1.6 Walls/ all other surfaces   

1.7 
All vehicles and machinery entering the premise should be disinfected by 

spray mandatorily. 
  

2. Health and Hygiene of Institute Staff/ Students 

2.1 Availability of Sanitizers & other requisite material   

2.2 Training of all Staff on requisite measures to be taken   

3. Branding with respect to COVID-19 

3.1 
Display posters promoting respiratory hygiene through illustrations and 

steps while someone coughs/sneezes 
  

3.2 Display posters promoting hand washing methods and duration   

3.3 
Display posters State helpline numbers and also numbers of local 

health authorities etc.  
  

  



4. Training o f   Trainees  on  Prevention  and  Precautionary  measures  for COVID-19 

4.1 Orientation of all Trainees batch wise on   

4.2 Do's and Don’ts   

4.3 

Precautions and Preventive measures to be taken - While leaving home, 

Entering Institute, during the class, during practical training, break time, 

closure time and on the way to home and while entering home 

  

4.4 Importance of Installing Arogya Setu APP   

5. During the Training 

5.1 
Availability of requisite material for preventive and precaution measures 

for COVID-19 
  

5.2 Whether 6-foot distance between two students is maintained or not   

5.3 Is the batch size maintained as per guideline   

5.4 Is the batch scheduling done as per guideline   

6. After the Training 

6.1 
Sanitization, Fumigation & Disinfection of Institute & Training 

room 
  

6.2 
If any person in the institute found to be unwell, reported to concerned 

authorities or not 
  

6.3 
Social Distancing Norms maintained while leaving the classroom/ 

Institute 
  

 

 

Sd/- 

 Director of Technical Education 

 

       


