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SUBJECT: SOPs FOR E-KHIDMAT MARAKAZ TO PREVENT COVID-19
SPREAD

Amid Government of Punjab decision on relaxation of lockdown in the
province and resumption of selected public services including E-KHIDMAT
MARAKAZ, the Primary & Secondary Healthcare Department (P&SHD), on the
recommendations of Technical Working Group (TWG), is pleased to issue the
‘Standard Operating Procedures’ (SOPs) for E- KHIDMAT MARAKAZ to prevent
COVID-19 spread as detailed below:

BASIC PRINCIPLE

COVID-19 is a highly transmissible disease which spreads through
respiratory droplets produced during coughing, sneezing and talking of the infected
person including a vast majority asymptomatic people. The droplets may contaminate
the surfaces and hands. Individual’s hands can get contaminated after coming in
contact with shared surfaces. Touching eyes, mouth and nose with contaminated
hands transmits the virus to the body that affects the respiratory system. Management
of E-KHIDMAT MARAKAZ is required to observe following precautionary measures
to avoid disease spread:

a. Hand Hygiene

= Facility for handwashing with soap or sanitizer must be provided at

the entry, service counter and exit of E-KHIDMAT MARKAZ.

. Frequent handwashing/sanitization shall be practiced by the staff and

customers/ applicants especially after coming in contact with
commonly touched shared surfaces like door handle e
countertop, furniture, etc.
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b.

d.

E-KHIDMAT MARAKAZ service counter staff should use polythene
gloves while handling applications and documents or otherwise
practice hand hygiene (with sanitizer) after serving every applicant.
Customers/applicants should be encouraged to bring their own pen
and not use shared pen unless it is wiped with alcohol/sanitizer.
Don't share cellphone to make or receive calls unless it is wiped with
alcohol/sanitizer.

Customers/applicants should be advised not to touch surfaces like

door, table tops, service counters, walls, etc.

Respiratory Hygiene (Etiquettes)

E-KHIDMAT MARKAZ staff and customers/ applicants shall wear face

mask or cover their face with face covering.

Social (Physical) Distancing & Crowd Management

E-KHIDMAT MARKAZ should limit customer/applicant entry up to 50%
of total carrying capacity or limit the number where inter-person
spatial distance of six feet can be ensured.

Chalking out spatial distancing circles for the waiting queue outside
the MARKAZ, waiting lobbies and at service counters should be
applied to manage the crowd.

E-KHIDMAT MARKAZ should practice efficient customer services to
minimize overall stay at the MARKAZ, option to serve customers
through entry token appointment should be encouraged.

No handshake or hugging should be allowed in the business premises.
Apply essential customer/applicant entry policy i.e. senior citizens
above the age of 60, accompanying children and companion should
not be allowed until their presence is essentially required to complete
application process.

Express counter for senior citizens should be established to minimize
their presence in the MARKAZ.

Cleanliness and Disinfection

E-MARKAZ should be well lit and ventilated.
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e E-MARKAZ high touch surfaces including chairs, benches, racks,
reception desk, service counter tops, tables, door handles, floor, wash
basin, toilet, etc. shall be washed/wiped with detergent and
disinfected with chlorine solution frequently (after serving every
customer/ applicant). For this purpose, MARKAZ management shall
prepare fresh chlorine solution on daily basis (Add 10 ml of bleach
solution, may be measured by use of 10 ml needle removed syringe,
to 990 ml water to prepare 0.05% chlorine).

e  Office equipment (computer, printer, telephone, thump impression
scanner, etc.) should be wiped with alcohol/sanitizer before use.

E- MRAKAZ shall make sufficient arrangements to collect waste (used
tissue papers, gloves and masks etc.)

e. Health Status of E-MARAKAZ Staff and Customers/Applicants
Fever with cough, sore throat are symptoms of COVID-19. If anybody

suffers from such symptoms, please call 1033 for information and
guidance.
e«  Thermal scanning facility should be provided to screen the visitors
including staff.
e  Visitor suffering from cough should be immediately separated, given
mask and reported at 1033 for help and guidance.
Note: Approved awareness material regarding COVID-19 should be
displayed at prominent places in E-MARAAKAZ; Urdu version is

(/

CAPTAIN (R) :

S :

Primary & Secondary Healthcare
Department

appended herewith for wide circulation.

MAD USMAN

A copy is forwarded for information and further necessary action to:

1. Minister for SHCRME and P&SHC Departments Punjab.
2. Chief Secretary, Government of Punjab.
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LONOUV AW

Principal Secretary to the Chief Minister Punjab.

Secretary, SHC&ME Department, Government of Punjab.

Special Secretaries, SHC&ME and P&SHC Departments

Additional Secretaries (Tech), SHC&ME and P&SHC Departments.
Director General Health Services, Punjab, Lahore.

All Divisional Directors Health Services in Punjab.

Master File.
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