










UNIVERSITI TEKNOLOGI MALAYSIA 
 
 
UTM.J.02.02/10.12/2 Jld. 7 ( 21 )                                            25 March 2020  

        30 Rejab 1441 
 

ADMINISTRATIVE CIRCULAR NO. 17/2020 
 
 

EXTENSION OF THE IMPLEMENTATION PERIOD OF THE MOVEMENT 
CONTROL ORDER (MCO) UNTIL 14 APRIL 2020 THROUGHOUT THE WHOLE 

COUNTRY IN ACCORDANCE TO THE PREVENTION AND CONTROL OF 
INFECTIOUS DISEASES ACT 1988 AND THE POLICE ACT 1967 

  
With reference to the Honorable Prime Minister's Special Message on 25 March 2020, it is 

declared that the duration of the Movement Control Order (MCO) is extended to 14 April 2020 

following the increase in the number of new cases daily. 

 

2. To ensure that the Movement Control Order do not affect the University's key and critical 

services, the guidelines issued prior to this circular are still applicable. 

  

3. For the smooth operation and delivery of the University's services, a Guideline to 

Performing Tasks for Management & Professional and Support Groups during the 

implementation of the Movement Control Order as shown in Appendix 1 is included.  

 

4. This directive is effective until 14 April 2020 or until the Government issues a new 

directive on this issue. 

 

5. All University communities are required to comply with the Movement Control Order to 

prevent the spread of the Covid-19 outbreak. All staff are required to carry out work from 

home, while maintaining personal hygiene and health care. 

 

Thank you. 

 

“Berkhidmat untuk Negara kerana Allah”  
 

 

I, who uphold trust, 

 

(ABDUL RAZIB BIN HJ. SHAHUDDIN) 

Registrar 

 
…2/- 

 
 



 
-2- 

 
 
c.c. - Vice-Chancellor 

 - Deputy Vice-Chancellor (Development) 

 - Deputy Vice-Chancellor (Research and Innovation) 

- Deputy Vice-Chancellor (Academic and International) 

- Deputy Vice-Chancellor (Student Affairs) 

- Pro-Vice-Chancellor (UTM Kuala Lumpur) 

 - Director Research Centre – UTM Pagoh 

 - Senior Officers / Deans / Directors 
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Appendix 1 

 

GUIDELINE ON PERFORMING TASKS FOR MANAGEMENT & PROFESSIONAL 
AND SUPPORT GROUPS DURING THE IMPLEMENTATION OF  

MOVEMENT CONTROL ORDER (MCO) 
 

Following the Movement Control Order effective 18 March until 14 April 2020, all staff are 

requested to ensure the University's operations are performing well. The Special University 

Management Committee Meeting on 22 March 2020, agreed that the University's service 

operations should be carried out, though not completely. Here are the guidelines and steps 

for the actions of all staff and the Head of Responsibility Centres (PTJ): 

 

NO. ITEM ACTION 

1. Role of Head of 

Department and Staff 

Organize tasks that can be performed from home. The staff 

needed to attend office can be made in rotation with a very 

limited number present and within a limited time. 

Please be sure to : 

- Bring the authorisation letter from the Head of 

Department at all times, 

- Wear a face mask 

- Practice social distancing (1 meter) as recommended 

by the Ministry of Health. 

2. Permission to Bring 

Back Laptops, PCs or 

Office Equipment to 

Perform Home-Based 

Tasks 

 

 

The Head of Department may issue a letter of approval to 

allow staff to bring home University equipment / property to 

carry out the work at home. 

Staff must fill out an authorization form to bring assets out 

of campus as a record for movement and inventory control. 

Form KEW.PA-9A (UTM Assignment / Loan of Equipment 

Form). 

Staff are required to report and declare University 

equipment / property taken out  to the security guard on 

duty at the campus EXIT GATE  

The safety of the University's equipment / property is under 

the responsibility of the staff. 



3. Online Meetings / 

Workshops 

Online meetings can be held using applications provided 

by UTMDigital. 

The procedure for using online meeting application (webex) 

is accessible via: 

i. Online Meeting Guideline - https://digital.utm.my/wp-
content/uploads/2020/03/UTMDigital-online-meeting-
guideline.pdf 
 

ii. Webex Online Meeting Guideline - 
https://digital.utm.my/wp-
content/uploads/2020/03/UTMDigital-webex-online-
meeting-guideline.pdf 

 
For more information please contact: Puan Diniha bt 
Miskam, e-mel : diniha@utm.my.  
 
Meeting / workshops hours should be set within working 

hours from 8.30am to 5.30pm, with reference to Circular 

No.15/2020 which can be downloaded via  

http://registrar.utm.my/circular. 

4. Training and Online 

Learning 

Staff can follow training and learning through the following 

links: 

i. ePSA (e-Learning Public Sector) 
     Link : https://www.epsa.gov.my/ 

  ii.   MyLinE (Online Resources for Learning in English) 
     Link: myline.utm.my 

 

Online training registration through UTMSmile system 

ePSA 

Staff who have completed ePSA training are required to 

submit an 'ePSA End of Course Letter' to PSM PTJ for the 

purpose of recording into the UTMSmile system to qualify 

for CPD Points.  

MyLine 

Staff who have completed MyLine will be enrolled in the 

UTMSmile system by the Talent Development Section to 

qualify for CPD Points. MyLine training is open each month. 

5. Types of work that 

can be done from 

home  

 

Please refer to Administrative Circular No.15/2020 – 

Directive on the implementation of the Movement Control 

order effective from 18 March 2020 until 31 March 2020, 

throughout the whole country in accordance to the 

Prevention and Control of Infectious Diseases Act 1988, 

and the Police Act 1967. See Appendix II - Special 

guidelines to working from home following the Movement 

Control Order from 18 March 2020 to 31 March 2020 in 

accordance to the Prevention and Control of Infectious 

Diseases Act 1988 and the Police Act 1967. 

https://digital.utm.my/wp-content/uploads/2020/03/UTMDigital-online-meeting-guideline.pdf
https://digital.utm.my/wp-content/uploads/2020/03/UTMDigital-online-meeting-guideline.pdf
https://digital.utm.my/wp-content/uploads/2020/03/UTMDigital-online-meeting-guideline.pdf
mailto:diniha@utm.my
https://www.epsa.gov.my/


6. Work That Need 

Internet Data 

To lessen the burden of staff, payment for Internet usage 

can be made through the respective Departments under 

the Management Provision at a maximum amount of 

RM70.00 per person. The Department may request 

additional special provisions in this regard to the 

Treasurer's Department. 

Staff may choose from a variety of broadband, dual sim, 

top up data plans depending on staff's existing devices. 

This facility is eligible for staff and subject to the quota set 

by the Centre of Responsibility (PTJ) (10% of the total staff 

at PTJ). 

Claims can be made by listing the tasks that have been 

performed, the duration and time allocated with the 

supporting letter and confirmation of the Head of PTJ. 

* Staff who have received the University's telephone 

provisions are not eligible for this special assistance. 

 

Issued by: 

Human Resources Division, Registrar's Department 
UTM Johor Bahru  
25 March 2020  
 

 


