
 

 

SOP for working safely at SJC during COVID-19 

 

Preamble: The world is facing a pandemic caused by COVID-19 which has forced us to think 

afresh how we need to live our life. Learning and teaching are not the same any more. and 

we have adopted new strategies to keep ourselves safe and healthy. This is a significant 

challenge in the current circumstances and therefore we need to have a safe environment and 

working style for teaching and learning at SJC. 

Purpose: Following the directive by the Government of Karnataka that the offline classes be 

resumed from 17th November, 2020, we at St. Joseph’s College have planned end semester 

examinations for students in a phased manner, which will be followed by practical sessions. 

This document has been specifically created to describe the procedures for resuming practical 

classes and examinations on campus for teaching/non-teaching staff and students. This is 

applicable with immediate effect. 

Responsibility and coverage: This SOP shall apply to all stakeholders of the college 

including the college authorities, teaching/non-teaching staff and students. All are responsible 

for the effective implementation of the same. Among other things, the SOP includes the 

implementation of adequate safety measures for sanitizing the office, staffroom, classrooms 

and to other areas of the building and premises. It will also attempt to ensure that norms of 

physical distancing and all other directives issued by the Government of India, Government of 

Karnataka and the Directorate of Collegiate Education from time to time, are strictly adopted.  

Standard Operating Procedure: The SOP is divided into following sections: 

Preparation required prior to resumption  

i. Cleaning, sanitization and disinfection of entire premises will be carried out by the 

housekeeping staff of the college.  

ii. Hand washing stations with facilities of liquid soap should be made available so that 

students can wash their hands. 

iii. All washrooms to be cleaned and disinfected. Adequate supply of water and soap in 

washrooms to be ensured. 
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iv. All staff members should self-declare and inform concerned authorities about any 

signs/ symptoms of respiratory illness before or during work/ visit to the premises.  

v. Study/work area will be well defined in the classrooms, laboratories and canteen area 

for students and staff to ensure social distancing. 

vi. Placards will be displayed in all key areas to remind staff and students to wear a mask 

and maintain physical distancing. 

vii. An updated list of local authorised hospitals for COVID 19 testing and treatment shall 

be maintained in the college.  

 

Measures to be taken at all the gates 

i. All gates to the campus to be kept open for entry and exit to avoid crowding. 

ii. All students are expected to produce a self-declaration when they come to the campus 

on the first day. (Format of the declaration is available as Annexure I). The task force 

to maintain record of declaration of all students. 

iii. All individuals entering the college premises will be subjected to Infra-red thermal 

temperature check that will be operated by the security staff. If temperature of any 

individual is not within the prescribed range, such individuals will not be permitted to 

enter the college premises.  

iv. Wearing lanyard to display identity card is mandatory. 

v. It is compulsory for all staff and students to wear face mask big enough to cover both 

nose and mouth.  

vi. Sanitizer dispensing machine will be located at the entrance. All individuals must 

mandatorily use the sanitizer before entering the college premises. Sanitizer to be 

replenished regularly. 

vii. Only students who have examinations/practical classes on a given day will be 

permitted on campus. 

viii. All students will be directly led to the examination hall or practical classes from the 

gate. 

ix. Visitor’s entry to college will be restricted during this period. 

 

Protocols to be followed while inside college  

i. Use of face mask is mandatory for all staff and students as long as they remain in 

college.  

ii. Everyone on campus should maintain physical distancing 



 
 

iii. All staff and students shall use proper hand hygiene i.e. washing with soap and water 

for at least 20 seconds whenever necessary.  

iv. Use of hand gloves and face shields are encouraged wherever possible. 

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

shall be carried out by the housekeeping staff.  

vi. Use of elevator is limited to anyone with disability or senior citizens. Those using the 

lift should maintain physical distancing and hygiene. 

vii. Using each other’s phones, belongings, sharing of common stationery like pens, 

pencils, calculator or other work equipment, will be strongly discouraged. 

viii. Students will leave the campus immediately after the examinations and practical 

sessions.  

ix. Movement in college shall be restricted as decided by the authorities.  

x. Library and sports facilities will remain closed till further notice.  

xi. In case a person develops any flu-like symptoms or COVID 19 illness, he/ she should 

be isolated and the health centre informed about it immediately. 

 

Protocols to be followed in the examination hall:  

i. All invigilators must submit self-declaration about health status to the task 

force. 

ii. All exam functionaries should wear mask and gloves at all times. 

iii. Students should wear mask during the entire duration of the examination. 

iv. Students should be asked to sanitize their hands before and after signing the 

invigilators diary. 

v. Seating arrangement in the examination hall should be such that physical 

distancing is ensured. 

vi. Sharing stationery like pens, pencils, calculator or other work equipment, will 

should not be permitted. 

vii. Windows and doors of the examination hall to be kept open to ensure 

ventilation. 

viii. Students having symptoms of fever, cough and cold should be made to sit in 

a separate room. 

ix. Staggered timings should be followed to dismiss the students from the hall 

after the exam duration is completed. 

x. Exam section should ensure that answer booklet distribution and collection 

centres are located to avoid crowding. 

xi. Candidate seating area should be sanitized after every session. 



 
 

xii. Task force to maintain record of all exam functionaries. 

 

 

Please note:  

 All are requested to adhere to this SOP diligently on campus. 

 Students are required to report atleast half-an hour before the time scheduled 

for the examination or practical session to allow sufficient time for screening.  

 The task force constituted to ensure that the SOP is strictly enforced on 

campus. 

  All staff and students are strongly urged to follow recommended hygiene / 

physical distancing protocols when not on campus. 

 It is advisable to carry a small bottle (about 50-100 ml capacity) of hand 

sanitiser.  

 Please carry your own writing implements required for practical sessions.  

 Students are encouraged to bring their own lunch and drinking water. Canteen 

facilities will be available on campus. 

  

 

2nd November, 2020             PRINCIPAL  



 

DECLARATION 

 

I, ______________________________ son/daughter of ________________________________ 

resident of __________________________ bearing register number ______________________  

do hereby declare the following: 

1. I have read the instructions, guidelines and relevant orders from the Govt of India 

pertaining to COVID-19 pandemic and I agree to abide by the same.  

2. I have in the last 14 days (please write Yes/No, wherever applicable):  

a. the following flu-like symptoms:  

Fever (Yes/No) ……..          Cough: (Yes/No) ……..         

Breathlessness (Yes/No) ……..    Body Ache (Yes/No) …….. 

Sore Throat/Runny Nose (Yes/No) ……..   

Others (diarrhoea, headache, rashes etc. )Please Specify: …….. 

b. been in close contact with a confirmed case of Covid-19 (‘Close contact” means being 

less than one-meter distance for more than 15 minutes) (Yes/No) …….. 

c. not been in close contact with a person suffering from COVID-19 and am NOT under 

mandatory quarantine (Yes/No) …….. 

d. Travelled via the following towns/cities/ country in the last 14 days prior to arriving at 

the campus. (strike out if not applicable) 

 1st city/town 2nd city/town 3rd city/town 

Name of cities/country    

Date of arrival to Bengaluru  

 

3. I understand that the health and wellbeing of our Josephite community is very important; 

therefore, the college reserves the right to deny entry to its premises. 

4. I have opted to appear for the examination and practical sessions in November, 2020 with 

the consent of my parents. 

5. I declare that the above information given by me is true to the best of my knowledge. After 

submitting this declaration, if I develop any of the symptoms mentioned above I will 

voluntarily quarantine myself and inform my mentor.  

 

Candidate signature with date 

 

………………………………………………………. 

 

Parent/guardian signature with 

mobile number 

 

 

………………………………………………………. 

 

 


