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1.0 AIM 

This procedure aims to explain the procedure of the implementation of the 44th Universiti 

Putra Malaysia Convocation. 

 
2.0 APPLICATION of STANDARD OPERATING PROCEDURE 

2.1 The guidelines aim to explain the procedure in managing the attendance of ALL 

individuals to the 44th Universiti Putra Malaysia Convocation Ceremony in 

accordance with: 

2.1.1. National Recovery Plan (PPN)- Standard Operating Procedure Phase 4 

(Updated 7 November 2021); 

2.1.2. Decisions of the 780th University Management Committee Meeting dated 

15 October 2021; 

2.1.3. YAB The Prime Minister’s press statement regarding the Transition 

Phase and SOP Relaxation dated 25 October 2021; 

2.1.4. Universiti Putra Malaysia Guidelines on Covid-19 Prevention Measures 

During Phase 4 of the National Rehabilitation Plan (PPN); and  

2.2 The application of this SOP is subject to the current SOP issued by the Malaysian 

authorities. 

2.3 Individuals who have completed the Covid-19 immunisation programme are 

allowed to attend Government Official ceremonies subject to the capacity of 

venue and adherence to physical distancing of at least 1 metre. 

 
 

3.0 RESPONSIBILITY 

This procedure applies to ALL who are present and are on duty during the 44th Universiti Putra 

Malaysia Convocation Ceremony. 
3.1 Only individuals who have completed the Covid-19 Immunisation 

Programme and reached the effectiveness (maturity) period 

ARE ALLOWED to enter UPM campus. 

3.2 It is MANDATORY for all individuals to register by scanning the MySejahtera 

QR code prior to entering a premise before the Convocation Ceremony 

begins.  

3.3 Only individuals who have completed the Covid-19 Immunisation 

Programme with Low Risk or Casual Contact Low Risk status ARE 

ALLOWED to enter the hall.  

3.4 Only individuals who are non-symptomatic for COVID-19 are allowed to enter the 
hall. 
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3.5 All individuals need to fill in the Google Form (GF) 

(https://bit.ly/BorangSaringanCovid19UPMKonvo44) one day before 

attending the Convocation Ceremony. 

3.6 All individuals must ensure that the MySejahtera Application (Profile) is 

updated and displayed to the officer on duty. 

3.7 The effectiveness (maturity) period refers to individuals who have fulfilled the 

following criteria: 

i. For vaccines which require two (2) doses (such as Cormirnaty 

(PfizerBioNTech), COVID-19 AstraZeneca (Oxford- 

AstraZeneca), CoronaVac (Sinovac), Spikevax (Moderna) and 

Covilo (Sinopharm)), these individuals must have reached day 

14 from the date of the second shot; or 

ii. For vaccines which require only one (1) dose (such as COVID-19 

Janssen (Johnson & Johnson) and Convidecia (CanSino)), these 

individuals must have reached day 28 from the date of injection. 

3.8 Individuals who cannot be vaccinated due to health reasons must contact the 
University Health Centre two (2) weeks before the date of convocation. 

 
 
 
 
4.0 THE CEREMONY WILL NOT BE PERMITTED TO BE CARRIED OUT IF: 

 
 

4.1 There is a high risk and difficulty in controlling the situation when there are too 

many people at any one time before, during or after the ceremony. 

 
            Difficulty in controlling the behaviour of the crowd. 
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 ACTION AND RESPONSIBILITY 
 

Item Brief Explanation/Description 

Management 

of Hall, 

Room, 

Counter and 

similar areas 

 

Action: Convocation Ceremony Committee and Secretariat 

1. The use of area/space is limited to 50% of normal capacity taking into 

account the physical distancing procedure of at least 1 metre apart. 

2. The seating arrangement in the hall MUST take into account physical 

distancing of at least 1 metre between seats. 

3. Ensure good VENTILATION AND AIR CIRCULATION SYSTEM. 

4. Disinfectant liquids are provided at strategic places in the hall, rooms, 

counters and areas used. 

5. All committee and secretariat members must use the face masks 

provided. 

Health 

Screening at 

Each 

Entrance: 

i.Main 

Entrance 

 

ii. Other 

Specified 

Entrances 

i.  

Action: Convocation Ceremony Committee and Secretariat 

1. Check the Digital Vaccination Certificate in the MySejahtera application 

for all individuals entering the hall. 

2. Ensure that only those who have completed the immunisation 

programme and have reached the effectiveness (maturity) period ARE 

ALLOWED to enter the hall. 

3. Individuals who cannot be vaccinated due to health reasons must 
contact the University Health Centre two (2) weeks before the date of 
convocation. 
 

4. Health screening counters must be set up at the entrance to count the 

number of attendees, check body temperature, screen for cough, sore 

throat, cold and shortness of breath symptoms. Individuals whose body 

temperature is above 37.5 Celsius or with symptoms ARE PROHIBITED 

from entering the hall. 

5. Provide appropriate number of screening counters based on the number 

of graduates and individuals involved. 

6. All officers on duty must go through health screening (to ensure that 

they are non symptomatic) before allowing them to handle each 

convocation ceremony. 

7. All officers on duty must update their health status via MySejahtera 

application.  

8. Officers on duty at the health screening counters must ensure that all 

graduates and individuals involved, clean their hands with disinfectants 

provided. 
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Item Brief Explanation 

 9. Graduates waiting for their turn at the screening counter should adhere 

to the physical distancing procedure of at least 1 metre. Ensure that the 

physical distancing procedure signage is clear for everyone to see. 

10. All graduates and individuals involved must put on face masks.  

Individuals who fail to comply with this procedure will not be allowed into 

the hall. 

11. Control the entrance and attendance of graduates as well as individuals 

who enter the hall. 

Action: Graduates and Individuals Involved 

1. Graduates must arrive at least 45 minutes before the time stated in the 

Convocation Ceremony schedule set by the organiser. 

2. Present the Digital Vaccination Certificate to the officer on duty at the 

entrance. 

3.  Screenshots of Digital Vaccination Certificate will not be accepted. 

4. 4.     Only individuals who have completed the Covid-19 immunisation  

5.         programme and have reached the effectiveness (maturity) period  

6.         are ALLOWED to enter the hall.  

7.        Individuals who cannot be vaccinated due to health reasons  
8.         must contact the University Health Centre two (2) weeks before  
9.         the date of convocation. 

 
5. Every graduate and individual must update their health status via 

MySejahtera application. 

6. Only individuals with Low Risk or Casual Contact Low Risk 

status are allowed to enter the hall.  

7. Follow instructions of the officers on duty at health screening counters at 

the entrance to measure body temperature.  Individuals with body 

temperature of more than 37.5 Celsius or with symptoms ARE 

PROHIBITED from entering the hall. 

8. All graduates and individuals involved must clean their hands with 

disinfectants provided. 

9. Graduates waiting for their turn at the screening counter should adhere 

to the physical distancing procedure of at least 1 metre based on the 

markings set by the organisers. 

10. All graduates and individuals involved should adhere to the proper use of face 

masks. 
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Item Brief Explanation 

Registration 

of Graduates 

and 

Individuals 

Involved 

Using the 

MySejahtera 

Application 

ACTION: CONVOCATION CEREMONY COMMITTEE AND 
SECRETARIAT 

1. Provide adequate QR codes for MySejahtera application at strategic 

locations and at the Entrance. 

2. Ensure that all graduates and individuals involved scan the QR code via 

MySejahtera application.  

3. Check the Digital Vaccination Certificate of each graduate and individual 

entering the hall.  

Action: Graduates and Individuals Involved 

1. All graduates and individuals involved must register by scanning the QR 

code via the MySejahtera application. 

2. Present the Digital Vaccination Certificate to the officer on duty at the 

entrance. 

3. Screenshots of the Digital Vaccination Certificate will not be accepted. 

Card 

Checking 

Counter 

Action: Convocation Ceremony Committee and Secretariat 
12. Graduates waiting for their turn at the card checking counter should 

ensure that the physical distancing procedure of at least 1 metre is 

adhered to. Ensure that the physical distancing signage is clear for 

everyone to see. 

Action: Graduates 

11. 1.  While waiting for turn at the counter, adhere to the physical distancing 

procedure of at least 1 metre based on the markings set by the 

organisers. 

 

Safety and 

Health 

Briefings 

Action: Convocation Ceremony Committee and Secretariat 

1. Before the ceremony begins, the Safety and COVID-19 Health Briefings 

must be given to everyone in the hall. 

2. The Safety Briefing includes the procedure of leaving the premise in case 

of emergency and stating the safe and nearest location to assemble (refer 

Appendix 1), while the COVID-19 Health Briefing covers reminders to 

everyone about “Avoid 3S” and “Practice 3W”. 

Action: Graduates and Individuals Involved 
 

1.  All graduates and individuals involved must pay full attention to the Safety 

and COVID-19 Health Briefings given by the organiser and adhere to them. 
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Item Brief Explanation 

 

Seating 

Arrangement in 

the hall 

Action of the Convocation Ceremony Committee and Secretariat 
 

1. Arrange and indicate seating in the hall.  There must be a physical 

distancing of at least 1 metre between each seat. 

2. Coordinate and ensure that invitees sit at the assigned seats. 

3. Ensure that graduates and invitees remain seated throughout the 

ceremony. 

4. Coordinate and ensure smooth movement of graduates and invitees in the 

event of an emergency or the need to move from the assigned seats occur. 

5. Ensure that there is no unauthorised gathering at any location in the hall. 

 
Action: Graduates and Individuals Involved 

 

1. Sit at seats assigned by the committee and secretariat.  

2. Always follow instructions given by the committee and secretariat from 

time to time. 

3. Always follow the SOPs set such as using the face mask and keeping 
physical distance of at least 1 metre.  

4. Seek assistance from the secretariat should any problem occurs or in 
need to use the lavatory.  
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Item Brief Explanation 

Movement 

and action on 

stage 

Action of the Convocation Ceremony Committee and Secretariat 

1. Arrange and indicate graduates’ movement on stage to receive the 

scroll. 

2. Ensure that the signages for graduate movement route and physical 

distancing of at least 1 metre are clear. 

3. Ensure that graduates adhere to the Scroll Receiving SOP.  
 

 Action: Graduates 

1. Always follow instructions given by the committee and secretariat. 

2. Move towards the stage only upon instruction.  

3. Walk up on the stage according to the route set. 

4. Keep physical distancing of at least 1 metre at all times. 

5. Comply with the Scroll Receiving SOP as in the recording via a platform 

which will be informed through an official telegram 

(https://bit.ly/UPMKONVO44). 

6. Abstain from forbidden or indecent acts while on stage. 

 Convocation Ceremony Committee and Secretariat 

1. Ensure that all graduates and invitees remain in their respective seats 

until permission to exit is given. 

2. Instruct and coordinate the movement of graduates and invitees 

through the designated exits. 

3. Ensure that physical distancing of at least 1 metre is adhered to at all 

times. 

 

 

Movement upon 
exiting the Hall 

 

https://bit.ly/UPMKONVO44
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Item Brief Explanation  

 1. Stand up and walk out in an orderly manner according to the 

instructions and directions set.  Ensure that physical distancing of at 

least 1 metre is adhered to at all times. 

 
Convocation Area 

Action: Convocation Ceremony Committee and Secretariat 

1. Clean the area and its surrounding including lavatories and other 

areas before and after convocation session and carry out sanitisation 

process after each session. 

2. Ensure good VENTILATION AND AIR CIRCULATION SYSTEM  

3. Arrange and mark seating arrangements in the convocation area. 

Ensure that there is physical distancing of at least 1 metre in between 

each seat. 

4. Only packed food can be served at the venue. 

5. The use of lavatories must be limited based on the number of 

lavatories available at any one time and ensure that soap is provided. 

6. Ensure that there are NO gatherings at any location inside and outside 

the hall before or after the ceremony. 

 

Action: Graduates and Individuals Involved 
 

1. Sit at the assigned seats set by the committee and secretariat. 

2. Avoid crowding the lavatories or any area in the hall. 

3. Any form of gathering outside the hall area before or after the 

ceremony is PROHIBITED. 

 

 

 

 

Operations of 

Ceremony 

(during) 

 
Action: Graduates and Individuals Involved 
 

1. The ceremony will be stopped if physical distancing procedure is not 

adhered to, and the situation becomes uncontrollable.  

2. The ceremony must be held immediately (according to schedule), 

and the duration must not exceed 4 hours. 

3. Remain in the respective seats until permission to exit is given by the 

secretariat.  
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Item Brief Explanation 

 1. Stand up and walk out in an orderly manner according to the 

instructions and directions set.  Ensure that physical distancing of 

at least 1 metre is adhered to at all times. 

 
Convocation 
Venue 

Action: Convocation Ceremony Committee and Secretariat 

1. Clean the area and its surrounding including lavatories and other 

areas before and after convocation session and carry out sanitisation 

process after each session. 

2. Ensure good VENTILATION and AIR CIRCULATION SYSTEM.  

3. Arrange and mark seating arrangements in the convocation area. 

Ensure that there is physical distancing of at least 1 metre in 

between each seat. 

4. Only packed food can be served at the venue. 

5. The use of lavatories must be limited based on the number of 

lavatories available at any one time, and ensure that soap is 

provided. 

6. Ensure that there are NO gatherings at any location inside and 

outside the hall before or after the ceremony. 

 

Action: Graduates and Individuals Involved 
 

7. Sit at the assigned seats set by the committee and secretariat. 

8. Avoid crowding the lavatories or any area in the hall. 

9. Any form of gathering outside the hall area before or after the 

ceremony is PROHIBITED. 

Operations of 

Ceremony 

(during) 

1. The ceremony must be stopped if physical distancing procedure is 

not adhered to, and the situation becomes uncontrollable. 

The ceremony must be held immediately (according to schedule), and 
the duration must not exceed 4 hours. 

 

 

After the 

ceremony 

Action: Graduates and Individuals Involved 

1. Adhere to the physical distancing measure, and use face masks at all 
times.  

2. No gathering outside the hall. 

3. Leave the hall as soon as possible. 
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Item Brief Explanation 

Registration and 
Health Screening 
of 
Suppliers/Service
/Work contractors 

Action: Committee / Relevant Parties Dealing with 

Suppliers/Service/Work Contractors  

1. Ensure that all suppliers/service/work contractors involved scan the 

QR code via MySejahtera application. 

2. Check the Digital Vaccination Certificate of suppliers/service/work 

contractors before they enter the hall. 

3. Ensure that only individuals who have been fully vaccinated and 

completed the effectiveness (maturity) period are ALLOWED to 

enter the hall. 

4. Ensure that all supplier/service/work contractors who will enter the hall 

check their body temperature, screen for cough, sore throat, cold and 

shortness of breath symptoms. Individuals with body temperature of 

more than 37.5 Celsius or with symptoms ARE PROHIBITED from 

entering the hall. 

5. Officers on duty at health screening counters must ensure that 

attendance of all suppliers/service/work contractors is recorded and 

that they clean their hands with disinfectants provided. 

6. All parties involved (suppliers/service/work contractors) should adhere 

to the proper use of face masks. 

7. Refer to Guidelines for Admission of Suppliers/Service/Work 

contractors to Campus/Premises of Universiti Putra Malaysia During 

the National Rehabilitation Plan (PPN) Phase 4. 
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Item  Brief Explanation 

 Action: Suppliers/Service/Work Contractors Involved 

1. Every supplier/service/work contractor supervisor must ensure that the 

workers adhere to the standard operating procedure, National Safety 

Council (MKN) and/or Guidelines for Admission of 

Suppliers/Service/Work contractors to Campus/Premises of Universiti 

Putra Malaysia During the National Rehabilitation Plan (PPN) Phase 4 

throughout the ceremony at the hall. 

2. All suppliers/service/work contractors involved must register by 

scanning the QR code via the MySejahtera Application. 

3. Present the Digital Vaccination Certificate to the officer on duty at the 

entrance.  

4. Screenshots of the Digital Vaccination Certificate will not be accepted. 

5. Only individuals who have completed the immunisation programme 

and reached the effectiveness (maturity) period ARE ALLOWED to 

enter the hall. 

6. Every supplier/service/work contractor supervisor must ensure that all 

workers update their health status via the MySejahtera application. 

7. Follow instructions of officers on duty at health screening counters at 

the entrance to measure body temperature.  Individuals with body 

temperature of more than 37.5 Celsius or with symptoms ARE 

PROHIBITED from entering the hall. 

8. All suppliers/service/work contractors involved must clean their hands 

with disinfectants provided.  

9. While waiting for turn at the counter, adhere to the physical distancing 

procedure of at least 1 metre by following the markings set by the 

organisers. 

10. All parties involved (suppliers/service/work contractors) should adhere 

to the proper use of face masks. 

 

 


