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PREFACE 

 

In the dynamic environment of a school, ensuring smooth operations, safety, and 

efficiency is paramount. Standard Operating Procedures (SOPs) serve as indispensable 

guidelines, offering a structured approach to managing various aspects of school 

functioning. From academic practices to administrative processes, SOPs provide a 

blueprint for consistency, accountability, and excellence in all school endeavors. 

This comprehensive SOP manual is designed to serve as a fundamental resource for 

administrators, educators, staff members, and stakeholders within the school 

community. It outlines detailed procedures, protocols, and best practices to uphold 

the school's mission, vision, and values while meeting regulatory requirements and 

promoting the well-being and success of students. 

Structured into academic and related services, important for school operations, this 

SOP manual covers a wide spectrum of topics, including Academic Operations like 

Recruitment of new teachers and their orientation, Admissions of Students, 

Classrooms management, Physics Laboratory, Chemistry Laboratory, Biology 

Laboratory, composite Science Laboratory and Computer Laboratory, SoPs shall 

guide their operations and help students and teachers to make optimum use of these 

facilities.  

There are SoPs on other critical aspects as well. This includes SoP on Library, 

Examinations, managing School Transport, Trips and Excursions, handling Medical 

Emergency, Extra-curricular activities and Organising Functions and Meetings and 

documentation. 

This SOP manual is intended to be a living document, subject to periodic review, 

updates, and revisions to reflect changes in school policies, practices, and external 

factors. By adhering to the guidelines outlined herein and fostering a culture of 

continuous improvement and adherence to best practices, the school community can 

strive towards excellence, innovation, and success in fulfilling its mission of nurturing 

the potential and growth of every student. 

These Standard Operating Procedures are dynamic and are reviewed periodically 

refine and retune our operations as per the needs of the time and to sharpen our 

responses to the best satisfaction of our stakeholders. Constant feedback from parents, 

students teachers and other stakeholders are solicited to make our SoPs better to 

make our institution more responsive and futuristic and help us to pursue our journey 

to excellence more effectively. 
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ABOUT US 
 

 

Dev Sangha National School (DSNS) is a CBSE affiliated Senior Secondary School (English 

Medium) located in Deoghar district in the State of Jharkhand of India. DSNS is situated 

amidst serene surroundings and provides a healthy, pristine and spiritual ambience 

conducive to learning and is well-connected by rail, road, and airways. Founded by Dev 

Sangha Seva Pratisthan (DSSP) in 1996, DSNS was started by Acharya Saumyendra Nath 

Brahmachary, an eminent Thought Leader, in consonance with the spiritual essence as 

preached by His Great Master Srimat Narendra Nath Brahmachary, founder of Dev Sangha 

Ashram, Deoghar.  

DSNS aims to provide knowledge to students by imparting quality education and learning 

by means of innovative practices and leading-edge technology. The School functions in a 

large state of art campus, equipped with modern facilities to facilitate learning and erudition. 

DSNS is a Co - Education School and caters to the educational needs of students (Co – 

Education) from Nursery to class X and exclusively for girls in classes XI & Class XII. DSNS 

is founded upon firm ethical values and fundamental wisdom of Indian heritage, with a view 

to nurture the students and enable them to serve the nation with a deep sense of duty and 

commitment throughout their lives. 

Over the years, DSNS has consistently exhibited exceptional results in academics (AISSE & 

AISSCE Examination). Our students are also excelling in extra-curricular activities making 

our school proud. Our dedicated teachers ensure that children are benefitted most from 

quality education being imparted at DSNS as per the prescribed CBSE syllabus in  the best 

possible manner, making DSNS one of the finest schools in Deoghar.  

Today, DSNS has earned a name owing to the good quality of education and for its efforts 

for overall development of imparted to its students and ranks among the top schools in 

Santhal Pargana region of Jharkhand. Mainly focused for girls’ education.  

VISION 

To be an Excellent Centre of Learning where students get nurtured to be academically 

sound future leaders, by imparting contemporary knowledge, skills and inculcating a 

progressive mind-set, which with a sense of Nationalism and strength of Indian ethos make 

young mind worthy citizens of our country. 

MISSION  

• To strive for integrated and harmonious development of students and prepare them to 

surmount the challenges of life successfully. 

• To foster academic superiority, inculcate discipline, devotion, duty, and instill in them 

intellectual, social, emotional, physical, spiritual and aesthetic strength. 
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• Develop linguistic and cultural proficiency and infuse a spirit of enquiry, self- belief, spirit 

of collaboration and common purpose and values 

• To create an ambience conducive to creative learning where students can unleash their 

fullest potential and do the best in their chosen field they pursue in life. 

• To sensitize students to environmental concerns, climate change and communal 

harmony. 

GOALS  

• To establish our Dev Sagha National School, Deoghar as one of the best schools in the 

entire Santhal Pargana Region of Jharkhand; 

• To ensure continual improvement in the results in CBSE Class X and XII examination 

every year; 

• To ensure continual decrease in outstanding dues from the students every year; 

• To provide superior quality education that fosters academic excellence of students 

through continual improvement in the quality of academics and related Support 

Services; 

• To sustain prescribed curriculum standards, effective teaching methodologies and 

contemporary practical skills to enable students to excel in academics, co-curricular and 

extra-curricular activities; 

• To continually augment facilities in the Resource Centre/ Laboratories and other 

infrastructure crucial to improve learning of students; 

• To facilitate speedy adaptation of technology and innovation in all student-centric 

initiatives of the school; 

• To expand the knowledge horizon of students through interactive knowledge sharing by 

eminent educators, scholars and other specialists in different knowledge areas, or by any 

other means; 

• To prepare the school to adopt the National Education Policy (NEP 2020) as per defined 

timeline; 

• To offer vocation oriented guidance, counselling, and other services for career, 

emotional and growth of students; 

• To ensure continuous training and development of teachers through Capacity Building 

Programs and In-house Training Programs; 

• To make available bright and dedicated teachers for the cause of imparting education 

& character building to students on a continuous basis. 

To fulfill these goals by pursuing higher levels of achievements and quality in the school 

from every direction, the Standard Operating Procedure (SOP) Handbook is implemented.  
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Standard Operating Procedures at DSNS 
 

 

 
Standard operating procedures (SOPs) are documents that provide standard guidelines for 

your team members to complete a given process. The purpose of this Standard Operating 

Procedure (SOP) is to establish a systematic and standardized process for recruiting teachers 

at Dev Sangha National School, Deoghar to ensure the selection of qualified candidates who 

align with the school's educational philosophy and goals. 

Standard Operating Procedures with clear instructions help teams to deliver consistent 

results, prevent human error and uphold quality control requirements. SOPs provide a clear 

path to carry out defined operational functions in a systematic way and enable institutions 

to achieve the desired output in a most effective manner. It helps to monitor and improve 

team performance and guides it to work in the most efficient way possible. It also ensures 

the team knows what to do when the unexpected happens. When a team embraces and 

internalizes them, they can be more productive. Following clear procedures and plans make 

a team confident and efficient, which, in turn, helps to set benchmarks for performance.  

SOPs also provide critical guidelines for employees to do their job in accordance with 

operational, safety, health and environmental rules, help them to comply with rules and 

regulations of regulatory bodies, prevent accidents and perform impact assessments when 

they occur. 

As an institution grows, it becomes imperative to preserve knowledge acquired during its 

growth journey. SOPs help in documenting knowledge. This is useful for any institution 

looking to create efficient and consistent workflows, but can be critical in industries that 

suffer from workforce shortages or high rates of employee churn. In manufacturing, for 

instance, companies are facing an aging workforce. SOPs ensure that a team’s knowledge 

stays within the organization even after individual employees leave and the team knows 

what to do when a new person assumes a new role in a particular function. 

On a related note, SOPs make training and onboarding a lot easier. Breaking down the SOP 

into individual instructions or checklists helps to deliver valuable on-the-job training and get 

new hires acquainted with your` processes. Thus, SOPs are useful to train and onboard new 

employees and provide retraining when processes change. 

This SOP Handbook provides the instructions about the academic/non-academic activities 

with the help of which every aspect of the work of the stakeholders can be improved 

continuously. 
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Standard Operating Procedure (SOP)  

For Recruitment of New Teachers 
 

 
 

 

Objective:  

The objective of this Standard Operating Procedure (SOP) is to facilitate the smooth 

integration of new teachers into the school environment, providing them with the necessary 

guidance, support, and resources to excel in their roles and contribute effectively to the 

school's mission and objectives. 

The following SOP is to be followed for recruitment of new teachers in the school. 

• Identification of vacancies (Subjectwise) by the school. 

• Approval of the proposal for recruitment from the School management Commitment. 

• Constitution of a team of teachers with adequate competence of handling the total 
recruitment process.  

• Consolidation of vacancies and preparation of advertisements, both in National and 
Regional dailies (as per CBSE Norms) defining the qualifications required for the position 
specifying the subject(s) or grade level(s), specific skills or certifications required (e.g., 
teaching certification, subject expertise) for the position. 

• Publication of the advertisement in the print media (as per CBSE Norms) and uploading 
the same on the School website and social media. 

• Downloading the candidates’ applications and preparing a spread-sheet describing the 
requisite details of all candidates who have applied for the stated positions and Screening 
of Applications. 

• Fixing the dates of interviews, setting up an Interview Panel with SMS educationists, 
among others, and subsequently intimating the shortlisted candidates about the date/ 
time of interview and teaching demonstrations. 

• Evaluation of candidates by Interviewers based on predetermined criteria and offering 
salary etc. as per norms. 

• Final Selection based on interview performance, reference checks, and assessment 
results, the interview panel makes to the school administrators. 

• Approval of the selected candidates by the Management and formal job offer to the 
selected candidates, outlining terms of employment, salary, benefits, requesting them to 
follow ethos of our school and also stating the tentative joining date. 

• Onboarding and Orientation coordinated by the Principal for giving due exposure to 
the new teacher(s) about the school, culture, policies, procedures and expectations.  

• Maintenance of comprehensive records of the recruitment is kept as per regulatory 
requirements. 
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Standard Operating Procedure (SOP)  
For Orientation of New Teachers 

 

Objective:  

The objective of this SOP is to ensure a smooth and comprehensive orientation process for 

new teachers joining the school, providing them with necessary information, resources, and 

support to integrate effectively into the school community and fulfill their roles and 

responsibilities. 

The New teachers should undergo a comprehensive orientation program to familiarize 
themselves with the school's mission, values, policies, and procedures. The orientation 
program may include introduction to key staff members, visit to the school facilities, and 
an overview of curriculum and teaching methodologies. 

The following SOP is to be followed for orientation of new teachers in the school. 

• The orientation of new teachers shall be of one-day duration. 

• On the first day at School, the New teacher reports to the Principal. The Principal will 
introduce him/ her to In-Charges and give an overview of the School  and its culture 
and ethos.  

• A teacher, as assigned by the Principal, will take him/ her around the campus briefing 
about the different activities being pursued by each function/ department. As the new 
teacher moves around  with another teacher, he/ she is introduced to other teachers 
and staff.      

• Once the campus visit is over, the Time Table is given by the In-Charge to the new 
teacher. The rest of the day is given to the new teacher to settle down and get 
accustomed to the new environment. 

• New teachers should be made aware of the resources and support services available to 
them, including instructional materials, technology tools, and counselling services. 

• Assistance should be provided in accessing library resources, technology support, and 
administrative services as needed. 

• The new teacher starts taking classes from the next day as per Lesson plan with the same 
to be checked by the Principal / Vice- Principal. When The Teacher starts taking the 
class, the planner should be with him / her for reference. 

• In every three months, The In-Charge will have to apprise the Principal about the 
progress of New Teacher, the same being necessary for successful completion of the 
probation period. 

• Teacher shall be confirmed as per the appraisal report of the new incumbent. 
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Standard Operating Procedure (SOP)  
For Admissions of Students 

 

 

Objective:  

The objective of this Standard Operating Procedure (SOP) is to ensure a streamlined and 

transparent admissions process that facilitates the enrollment of students in the school while 

adhering to regulatory requirements and promoting fairness and equity. 

The following SOP is to be followed for admissions in the school. 

• Activities for admissions to different classes shall commence every year atleast four 
months before the start of the admission process. 

• Advertisements for admission are to be given in the select newspapers and social media 
platforms and the locals are also communicated in the adjacent areas through banners 
and posters, even on movable media like our school buses. 

• Applications for admission should be made available online and/or in-person at 
designated locations. Admissions staff should review all submitted applications for 
completeness and accuracy. The Academic records and supporting documents should 
be verified to ensure authenticity. Applications should be processed in a timely manner, 
and applicants should be notified of the status of their application. 

• Dates are to be given to the applicants for interaction (for class Nursery to class I) or 
written test (class II to IX & XI) through website/ WhatsApp/phone call. 

• No written test for admission in nursery. Interview of the student with parents/ guardian 
shall be conducted. An interaction panel duly constituted by the Principal shall conduct 
the interaction. A set of format should be given to the interaction panel to offer remarks 
about the children. 

• The selection of students for admission to class one and ever above are to be made on 
the basis of a written test in English language, mathematics, general science or 
knowledge. 

• Those who qualify in the admission test will be called for an interview along with their 
parents both father and mother or guardian.  

• The applicant remarks file should be submitted to the admission in charge which at the 
end of the interaction process would be submitted to the management for final selection. 

• Final list of the selected students will be uploaded on the website as well as notice-board. 
A date will also be given to the parents for depositing the fee. 

• Any specific admission requirements for particular grade levels or programs should be 
outlined in the admission guidelines. 



7 | P a g e  
 

• In case if required, entrance examinations or assessments should be conducted fairly and 
transparently. Examination dates, formats, and syllabi should be communicated to 
applicants in advance. Alternative arrangements should be made for applicants with 
special needs or disabilities. 

• Admission offers should be made based on merit and availability of seats. Offer letters 
should include details such as admission status, fees, and enrolment deadlines. Accepted 
applicants should be provided with information on orientation sessions, school policies, 
and other relevant details. 

• In cases where demand exceeds available seats, a waitlist should be maintained. 
Waitlisted applicants should be informed of their status and kept updated on any 
changes in availability. Clear procedures should be established for offering admission to 
waitlisted candidates as seats become available. 

• Upon acceptance, applicants should be required to complete enrolment formalities, 
including payment of fees and submission of relevant documents. Payment options, as 
specified by the management, may be offered to ensure accessibility for all students. 
The enrolment deadlines should be communicated clearly, and reminders should be sent 
to applicants who have not completed the process. 

• Procedures should be in place for handling appeals and grievances related to the 
admissions process. Applicants who wish to appeal an admission decision should be 
provided with a fair and transparent mechanism for doing so. Grievances should be 
addressed promptly and impartially, with decisions communicated to the affected 
parties. 

• Feedback from applicants, parents, and staff should be solicited regularly to identify 
areas for improvement in the admissions process. 

• The SOP should be reviewed periodically to incorporate changes in regulations, 
technology, or best practices. 

• We should follow advice of State Government  on matters of admissions to under-
privileged students like the BPL. 

By following this SOP, we aim to ensure a fair, transparent, and efficient admissions process 
that promotes access to quality education for all students while upholding the values and 
standards of the school 
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Standard Operating Procedure (SOP)  
For Classrooms 

 
Objective: 

The objective of this SOP is to maintain consistency, efficiency, and quality in school 
classrooms and to review and update it regularly to adapt to changing needs and 
circumstances within the school community. 
 

The Standard Operating Procedures (SOP) for Classrooms are as follows. 
 

• The operational hours for classrooms are to be defined, including regular class hours 
and any variations for special events or extracurricular activities. It must be ensured that 
the schedule is prominently displayed and communicated to teachers, students, and 
staff. 

• It must be specified who can access the classrooms (e.g., teachers, students, authorized 
staff). The security measures to prevent unauthorized access, such as keeping doors 
locked when not in use should be implemented strictly. 

• Guidelines for setting up classrooms, including seating arrangements, placement of desks 
and chairs, and arrangement of teaching aids should be Established. 

• It is to be ensured that classrooms are arranged in a manner conducive to teaching and 
learning, with adequate space and resources for all students. 

• An inventory of classroom materials and equipment (e.g., whiteboards, projectors, 
textbooks) should be maintained.  

• Protocols for maintaining cleanliness and orderliness within the classrooms are to be 
established. 

• Procedures for reporting maintenance issues (e.g., broken furniture, malfunctioning 
equipment) and for addressing them promptly should also be defined. 

• Guidelines for the use of technology during class sessions, including troubleshooting 
common issues should be specified. 

• Clear rules and expectations for behavior in the classroom should be established and 
communicated. Strategies and techniques for effective classroom management, 
including techniques for maintaining student engagement and addressing behavioral 
issues. 

• Rules address attendance, punctuality, participation, respect for others, and use of 
electronic devices should be ensured. 

• Emergency procedures for various scenarios (e.g., fire, medical emergencies, lockdown) 
should be outlined. Teachers and students should be educated on emergency protocols 
and their roles and responsibilities during emergencies. 



9 | P a g e  
 

• Guidelines should be established for assigning and submitting homework, projects, and 
other class assignments. It is to be ensured that assessments are conducted fairly and 
transparently, following school policies and procedures. 

• Teachers should be supported in creating a positive and inclusive learning environment 
that fosters student success. Communication and collaboration among teachers, 
students, and parents regarding classroom activities, assignments, and student progress 
should also be facilitated. 

• Channels should be provided for teachers to communicate with each other and with 
school administrators regarding classroom-related matters. 

• Professional development opportunities should be offered to teachers to enhance their 
teaching skills and stay abreast of best practices in education. Ongoing learning and 
collaboration among teachers should also be done to improve classroom instruction and 
student outcomes. 

• Accurate records of classroom attendance, grades, and other relevant data should be 
maintained meticulously. Compliance with data protection regulations when handling 
student information should also be ensured. 

• Regular reviews of classroom policies and procedures should be organised to ensure 
they remain relevant and effective. In this respect, feedback from teachers, students, 
and parents for improvements and updates should be solicited as needed. 

• The SOP should be communicated to all teachers and staff, and training provided as 
necessary. 

• The SOP should be implemented effectively and adherence to its guidelines in all school 
classrooms should be ensured. 
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Standard Operating Procedure (SOP) 

For Physics Laboratory 
 

 
 

Objective: The objective of this SOP is to establish guidelines for the safe, efficient, and 

organized operation of the school physics laboratory, ensuring a conducive environment for 

experimental learning and scientific exploration while prioritizing the health and safety of 

students and staff. 

The following SOP is to be followed for the Physics Laboratory in the school. 

• A qualified lab supervisor should be designated for overseeing the physics laboratory 
and enforcing safety protocols. It should be made sure that the lab supervisor possesses 
expertise in physics laboratory procedures, equipment operation, and safety guidelines. 

• All students and staff should wear appropriate protective gear when working in the 
physics lab. 

• Students should be instructed on the proper handling, operation, and maintenance of 
laboratory equipment, including electronic instruments, measurement tools, and 
experimental apparatus. 

• Implement safety measures for electrical equipment and circuits, including grounding, 
insulation, and protection against electrical hazards. 

• Establish emergency protocols for accidents, equipment malfunctions, and other 
potential hazards, including evacuation routes, emergency contact information, and 
procedures for contacting emergency services. 

• Laboratory equipments should be maintained regularly to ensure accuracy and reliability 
in experimental measurements and observations. 

• Cleanliness standards are to be ensured in the physics lab, including regular cleaning of 
workstations, equipment, and glassware to prevent contamination and ensure a safe 
working environment. 

• Inventory of laboratory supplies, components, and equipment, monitoring stock levels 
and replenishing supplies are to be maintained as needed. 

• Students are to be provided with detailed protocols and instructions for conducting 
physics experiments, including safety precautions, materials required, and step-by-step 
procedures. 

• Students are to be supervised during laboratory sessions to ensure adherence to 
experimental protocols, safety guidelines, and ethical standards. 
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• Students should be instructed on proper data collection, analysis, and interpretation 
techniques, including graphical representation and statistical analysis of experimental 
results. 

• Lab supervisor should ensure safe disposal of chemical waste generated during physics 
experiments, including segregation, labelling, and storage in designated waste containers. 

• Protocols should be enforced for handling and disposing of hazardous materials, such as 
batteries, capacitors, and radioactive sources, in accordance with regulatory 
requirements and safety guidelines. 

• Students should be given comprehensive safety training before allowing them to work 
independently in the physics lab, emphasizing the importance of proper equipment use, 
hazard awareness, and emergency response procedures. They should be offered training 
in physics laboratory techniques, measurement methods, and experimental design 
principles to build students' proficiency and confidence in conducting scientific 
investigations. 

• Students should be educated about ethical considerations in physics research, including 
principles of integrity, honesty, and responsible use of scientific knowledge. 

• Students must maintain detailed records of experimental procedures, observations, and 
results in laboratory notebooks or electronic formats, including any deviations from 
expected outcomes or unexpected observations. 

• Records pertaining to safety inspections, incident reports, and corrective actions taken 
to address safety concerns or violations in the physics lab should be maintained. 

• Logs may be maintained for equipment usage, maintenance activities, and repairs to 
track the condition and performance of laboratory instruments and apparatus. 

• Feedback should be taken from students, staff, and lab supervisors to identify areas for 
improvement  

• Regular evaluations are to be conducted w.r.t. laboratory procedures, equipment 
functionality, and safety protocols to ensure compliance with best practices and 
regulatory standards. 

• Opportunities are to be provided for professional development and training for lab 
supervisors and staff to stay updated on advancements in physics education, laboratory 
techniques, and safety regulations. 

By following this SOP, the school can maintain a safe, well-equipped, and effective physics 

laboratory that supports hands-on learning experiences, fosters scientific inquiry, and 

prepares students for further study and careers in the field of physics 
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Standard Operating Procedure (SOP)  
For Chemistry Laboratory 

 

 
 

Objective:  

The objective of this Standard Operating Procedure (SOP) is to ensure the safe and effective 
operation of the chemistry laboratory, promoting a culture of safety, compliance, and 
scientific excellence. 

The following SOP is to be followed for Chemistry Laboratory in the school. 

• All personnel entering the chemistry laboratory must wear protective gear when 
working in lab. 

• Chemicals should be handled with care, following established protocols for measuring, 
mixing, and disposing of them. 

• All chemicals must be labelled correctly with their contents, hazards, and handling 
instructions. 

• Chemicals should be stored in designated areas according to compatibility and hazard 
level, following proper storage guidelines. 

• Laboratory equipment must be used in accordance with manufacturer instructions and 
safety guidelines. The Equipment should be inspected regularly for damage or 
malfunction and repaired or replaced as necessary. 

• Adequate ventilation should be maintained to minimize exposure to fumes and vapours. 

• Emergency procedures, including evacuation routes, should be clearly posted in the 
laboratory. 

• All personnel should be trained in emergency response protocols, including first aid and 
the use of safety showers and eye wash stations. 

• Emergency contact information should be readily available, and drills should be 
conducted periodically to ensure preparedness. 

• Chemical waste should be segregated and disposed of according to regulatory 
requirements. 

• Spill cleanup kits should be readily available, and personnel should be trained in proper 
spill response procedures. 

• Empty containers should be rinsed and disposed of appropriately. 

• Standardized protocols should be established for conducting experiments, including 
procedures, safety precautions, and data recording. 
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• Experiments involving hazardous materials or techniques should be approved in advance 
and conducted under the supervision of qualified personnel. 

• Risk assessments should be performed for all experiments to identify potential hazards 
and mitigate risks. 

• All personnel working in the chemistry laboratory should receive appropriate training 
in laboratory safety, procedures, and techniques. Supervision should be provided for 
inexperienced personnel, particularly students or new employees. Regular refresher 
training sessions should be conducted to reinforce safety protocols and best practices. 

• In the event of a chemical spill, personnel should evacuate the area immediately and 
notify the designated safety officer. Spills should be contained using appropriate 
absorbent materials and cleaned up by trained personnel wearing appropriate PPE. The 
contaminated materials should be disposed of according to regulatory requirements. 

• Regarding Quality Control, quality control measures should be implemented to monitor 
the performance of reagents and equipment and ensure the integrity of experimental 
data. Records of quality control checks should be maintained for documentation and 
audit purposes. 

• Feedback from laboratory personnel should be solicited regularly to identify areas for 
improvement and address any concerns. 

• The SOP should be reviewed periodically to incorporate changes in regulations, 
technology, or best practices. 

• Training and professional development opportunities should be provided to staff to 
enhance their skills and knowledge. 

By adhering to this SOP, we aim to maintain a safe, compliant, and productive chemistry 
laboratory environment that promotes scientific discovery and academic excellence. 
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Standard Operating Procedure (SOP)  
For Biology Laboratory 

 

 
Objective:  

The objective of this SOP is to ensure the safe, efficient, and organized operation of the 
school biology laboratory, promoting a conducive environment for scientific inquiry, 
experimentation, and learning while prioritizing the health and safety of students and staff. 

The following SOP is to be followed for Biology Laboratory in the school. 

• A qualified lab supervisor responsible for overseeing the biology laboratory and 
enforcing safety protocols should be designated to take care of the Biology Lab. It is to 
be ensured that the lab supervisor is knowledgeable about laboratory procedures, 
equipment operation, and safety guidelines. 

• To ensure safety, all students and staff are required to wear protective gear protective 
gear, when working in the biology lab. 

• Proper guidelines must be provided and displayed for safe handling, storage, and disposal 
of chemicals, ensuring compliance with safety regulations and protocols. 

• Students should be instructed on the proper use and maintenance of laboratory 
equipment, including microscopes, centrifuges, and glassware. 

• Emergency protocols should be established for accidents, spills, fires, and other potential 
hazards, including evacuation routes, emergency contact information, and procedures 
for contacting emergency services. 

• Equipment maintenance of laboratory equipment should be ensured to maintain 
accuracy and reliability in experimental procedures. 

• Enforcement of cleanliness standards in the biology lab, including regular cleaning of 
work surfaces, equipment, and glassware to prevent contamination and ensure a safe 
working environment should be ensured. 

• Maintenance of an inventory of laboratory supplies, chemicals, and equipment, 
monitoring stock levels and replenishing supplies as needed, is also a must do activity. 

• Students should be provided with detailed protocols and instructions for conducting 
experiments, including safety precautions, materials required, and step-by-step 
procedures. 

• Supervision of students during laboratory sessions is absolutely necessary to ensure 
adherence to experimental protocols, safety guidelines, and ethical standards. 

• Instructions should be given to students on proper data recording techniques, including 
accurate observation, measurement, and documentation of experimental results. 
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• Procedures for safe disposal of chemical waste, including segregation, labeling, and 
storage in designated waste containers should be established. 

• Implement protocols for handling biological materials and biohazardous waste, including 
proper containment, decontamination, and disposal procedures. 

• Safety Training: Provide students with comprehensive safety training before allowing 
them to work independently in the biology lab. 

• Offer training in basic laboratory skills, techniques, and experimental methodologies to 
build students' competence and confidence in laboratory settings. 

• Educate students about ethical considerations in scientific research, including principles 
of integrity, honesty, and respect for living organisms 
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Standard Operating Procedure (SOP)  
For Science Laboratory 

 

 

Objective:  

The objective of this SOP is to ensure the safe, efficient, and organized operation of the 
school science laboratory, providing students with a conducive environment for hands-on 
experimentation, scientific inquiry, and learning across various scientific disciplines while 
prioritizing health and safety. 

The following SOP is to be followed for Science Laboratory in the school. 

• A qualified lab supervisor should be made responsible for overseeing the science 
laboratory and enforcing safety protocols. 

• The lab supervisor should possess expertise in laboratory procedures, equipment 
operation, and safety guidelines across multiple scientific disciplines. 

• All students and staff should wear appropriate protective gear, when working in the 
science laboratory. 

• The students should be taught on the proper handling, operation, and maintenance of 
laboratory equipment specific to each scientific discipline, such as glassware, chemicals, 
instruments, and apparatus. 

• Guidelines for safe handling, storage, and disposal of chemicals, ensuring compliance 
with safety regulations and protocols for each scientific discipline should be provided. 

• Emergency protocols should be established for accidents, spills, fires, and other potential 
hazards, including evacuation routes, emergency contact information, and procedures 
for contacting emergency services. 

• Regularly maintain laboratory equipment to ensure accuracy and reliability in 
experimental procedures across different scientific disciplines. 

• Cleanliness standards to be enforced in the science laboratory, including regular cleaning 
of workstations, equipment, and glassware to prevent contamination and ensure a safe 
working environment. 

• Inventory should be maintained for of laboratory supplies, chemicals, equipment, and 
materials specific to each scientific discipline, monitoring stock levels and replenishing 
supplies as needed. 

• Provide students should be provided with detailed protocols and instructions for 
conducting experiments across various scientific disciplines, including biology, chemistry, 
physics, earth science, and environmental science. 

• Supervise students during laboratory sessions to ensure adherence to experimental 
protocols, safety guidelines, and ethical standards specific to each scientific discipline. 
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• Instruct students on proper data collection, analysis, and interpretation techniques, 
including recording observations, measurements, and experimental results accurately 
and systematically. 

• Establish procedures for safe disposal of chemical waste generated during experiments 
in each scientific discipline, including segregation, labeling, and storage in designated 
waste containers according to chemical compatibility and hazard classification. 

• Implement protocols for handling and disposing of biological materials and biohazardous 
waste, such as microorganisms, biological samples, and contaminated materials, in 
accordance with regulatory requirements and safety guidelines for biology and 
environmental science experiments. 

• Provide students with safety training before allowing them to work independently in the 
science laboratory, emphasizing the importance of proper equipment use, hazard 
awareness, and emergency response procedures specific to each scientific discipline. 

• Offer training in laboratory techniques, experimental methodologies, and scientific 
inquiry skills relevant to each scientific discipline to build students' proficiency and 
confidence in conducting scientific investigations. 

• Educate students about ethical considerations in scientific research, including principles 
of integrity, honesty, and responsible use of scientific knowledge across different 
scientific disciplines. 

• Require students to maintain detailed records of experimental procedures, observations, 
and results in laboratory notebooks or electronic formats specific to each scientific 
discipline, including deviations from expected outcomes or unexpected observations. 

• Keep records of safety inspections, incident reports, and corrective actions taken to 
address safety concerns or violations in the science laboratory disciplines. 

• Maintain logs of equipment usage, maintenance activities, and repairs specific to each 
scientific discipline to track performance of laboratory instruments and apparatus. 

• Solicit feedback from students, staff, and lab supervisors to identify areas for 
improvement in laboratory operations, safety protocols, and educational practices across 
different scientific disciplines. 

• Conduct regular evaluations of laboratory procedures, equipment functionality, and 
safety protocols to ensure compliance with best practices and regulatory standards 
specific to each scientific discipline. 

• Provide opportunities for professional development and training for lab supervisors and 
staff to stay updated on advancements in science education, laboratory techniques, and 
safety regulations across different scientific disciplines. 

By following this SOP, the school can maintain a safe, well-equipped, and effective science 
laboratory that supports hands-on learning experiences, fosters scientific inquiry, and 
prepares students for further study and careers across various scientific disciplines 
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Standard Operating Procedure (SOP)  
For Computer Laboratory 

 

 
 

Objective:  

The objective of this Standard Operating Procedure (SOP) is to ensure the efficient and 
secure operation of the computer laboratory while promoting a conducive environment for 
learning and innovation. 

The following SOP is to be followed for computer laboratory in the school. 

• Access to the computer laboratory is restricted to authorized personnel only, including 
students, teachers, and staff. 

• Entry and exit should be monitored, and visitors should be accompanied by authorized 
personnel. 

• All users must adhere to login procedures and use only assigned accounts and passwords. 

• Computers, peripherals, and networking equipment should be set up in a way that 
maximizes space utilization and facilitates easy access for maintenance. 

• Regular maintenance checks should be conducted to ensure all equipment is in optimal 
working condition. 

• Adequate ventilation and temperature control measures should be implemented to 
prevent overheating. 

• Only licensed software approved by the school administration should be installed on 
computers. 

• Updates and patches for software and operating systems should be applied regularly to 
ensure security and performance. 

• Unauthorized installation or use of software is strictly prohibited. 

• Internet access should be provided for educational purposes only, and browsing should 
be monitored to prevent access to inappropriate or harmful content. 

• Students should be educated about responsible and ethical internet usage as well as 
cyber safety practices. 

• Bandwidth usage should be monitored to ensure fair access for all users. 

• Users should be encouraged to save their work regularly and store data in designated 
locations to prevent loss. 

• Regular backups of critical data should be performed to prevent data loss due to 
hardware failure or other unforeseen events. 



19 | P a g e  
 

• Data privacy and security should be maintained in accordance with applicable 
regulations. 

• Technical support should be readily available to assist users with hardware, software, or 
connectivity issues. 

• Users should be educated on the proper use and care of peripheral devices such as 
printers, scanners, and projectors. 

• Printing should be monitored to minimize waste, and users should be encouraged to 
print only when necessary. 

• Peripheral devices should be maintained regularly to ensure optimal performance. 

• Adequate lighting and ergonomic seating arrangements should be provided to reduce 
strain and promote comfort during prolonged computer use. 

• Noise levels should be kept to a minimum to create a conducive learning environment. 

• Proper waste disposal facilities should be available for recycling or disposing of electronic 
waste responsibly. 

• Users should adhere to established rules and guidelines for conduct in the computer 
laboratory. 

• Disruptive behavior, unauthorized access, or misuse of equipment should be reported 
and addressed to promptly. 

• Disciplinary measures should be taken as necessary to ensure a respectful and orderly 
environment. 

• Feedback from users should be collected regularly to identify areas for improvement 
and address any concerns. 

• The SOP should be reviewed periodically to incorporate changes in technology, 
regulations, or best practices. 

• Training and professional development opportunities should be provided to staff to 
enhance their skills and knowledge. 

By following this SOP, we aim to maintain a secure, efficient, and user-friendly computer 
laboratory that supports the educational goals of the institution and fosters innovation and 
creativity among students and staff 

 

  



20 | P a g e  
 

Standard Operating Procedure (SOP)  
For Library 

                                               
 

Objective:  

The objective of this SOP is to establish clear guidelines and procedures for managing the 
school library so that it can be an effective part of the school for disseminating knowledge 
to the students and teachers alike. This SOP serves as a guide for maintaining consistency, 
efficiency, and quality service delivery in the school library. Regular review and updates are 
essential to adapt to changing needs and circumstances within the school community. 
 

School Library Standard Operating Procedures (SOP) are as follows. 
 

• The operational hours of the school library should be defined, including regular hours 
and any variations for holidays, breaks, or special events. Ensure the library hours are 
prominently displayed and communicated to students, staff, and parents. 

• It must be clarified who can access the school library (e.g., students, faculty, staff). The 
procedure for obtaining library membership, including required documentation (e.g., 
student ID) and any associated fees or permissions should also be outlined. 

• The borrowing privileges for students and staff should be detailed. The loan periods for 
various materials (e.g., books, magazines) and any renewal procedures should be 
specified. Guidelines for borrowing limits and overdue fines, if applicable should be 
outlined too. 

• The library resources (e.g., fiction, non-fiction, reference materials) using a user-friendly 
system should be categorized and organized. The procedures for acquiring new 
materials, cataloguing, and processing them into the library collection should also be 
displayed prominently. 

• The process of requisitioning specific materials or suggest acquisitions should be detailed 
in the library. 

• The services offered by the school library, such as reference assistance, computer access, 
and study spaces should be elaborated alongwith the procedure for scheduling library 
orientations or information literacy sessions for students. 

• The technology and equipment available in the library (e.g., computers, printers, 
audiovisual equipment) should be described. Proper guidelines for the use of library 
technology and equipment, including printing and copying should also be displayed. 

• There should be appropriate protocols for maintaining cleanliness, order, and safety 
within the library space. There should also be procedures for reporting facility issues 
(e.g., damaged furniture, spills) and hazards. 

• The security measures to ensure the safety of library users and materials (e.g., 
surveillance cameras, staff supervision) should be specified. 
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• Outline emergency procedures (e.g., fire evacuation, medical emergencies) and staff 
responsibilities during emergencies should be detailed properly. 

• A mechanism for students, staff, and parents to submit complaints, suggestions, or 
feedback regarding library services and facilities should be there. The mechanism how 
complaints and feedback are addressed and resolved in a timely manner should be 
mentioned in the library. 

• The roles and responsibilities for library staff, including circulation desk duties, shelving, 
and assisting user should be defined. Proper training materials and professional 
development opportunities for library staff should be made available to enhance their 
skills and knowledge. 

• Channels for communicating library news, events, and updates to students, staff, and 
parents (e.g., newsletters, bulletin boards, school website) should be mentioned and 
strategies for promoting library resources and services to encourage greater use and 
engagement should be developed. 

• Accurate records of library transactions, circulation statistics, and inventory 
management should be maintained and complied with data protection regulations when 
handling student and staff information. 

• The library policies and procedures should be reviewed regularly to ensure they remain 
relevant and effective. Stakeholders (e.g., students, staff, parents) should be involved in 
the review process and solicit feedback for improvements. 
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Standard Operating Procedure (SOP)  
For Examinations 

 
Objective:  

The objective of this SOP is to establish standardized procedures for the administration, 
conduct, and evaluation of school examinations to ensure fairness, integrity, and consistency 
in the assessment process while maintaining academic standards and promoting student 
success. 
 
The Standard Operating Procedures (SOP) for conducting examinations are as follows. 
 

• A comprehensive examination schedule outlining dates, times, and locations for each 
examination session should be developed, considering factors such as class schedules, 
examination durations, and venue availability. 

• The examination timetable should be prepared well in advance to inform students, 
parents, and staff about the dates and times of upcoming examinations, allowing 
adequate preparation and planning. 

• Trained invigilators should be deployed to oversee examination sessions and to ensure 
adherence to examination rules, regulations, and protocols. 

• Adequate security measures should be arranged to safeguard examination materials, 
including question papers, answer sheets, and other resources, from tampering, theft, or 
unauthorized access. 

• Here should be a system to verify the identity of students before allowing them to enter 
examination halls, using student ID cards or other approved forms of identification. 

• The invigilators should provide clear instructions and briefing sessions to students before 
the start of each examination session, explaining examination rules, procedures, and 
expectations. 

• Question papers securely to examination venues prior to the start of each session as per 
prevailing rules, ensuring confidentiality and integrity throughout the process. 

• The examination halls should be closely monitored during the entire duration of 
examination sessions to prevent misconduct, cheating, or unauthorized communication 
among students. 

• The seating in examination halls should be so arranged to minimize opportunities for 
collusion or cheating, ensuring adequate spacing between students and visibility for 
invigilators. 

• Only specified permitted materials, such as stationery, calculators, or reference books, 
should be allowed for each examination session, communicating any restrictions or 
requirements in advance to students. 
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• Strict timing and pacing should be maintained during examination sessions, and clear 
signals should be provided for the start, duration, and conclusion of each examination, 
including allocated breaks if necessary. 

• Necessary surveillance and monitoring should be done in examination halls to deter 
misconduct, enhance invigilation, and provide evidence in case of disputes or 
investigations. Random checks and inspections should also be conducted during 
examination sessions to ensure compliance with examination rules and detect any 
irregularities or suspicious behavior. 

• Standardized scoring guidelines and marking schemes should be defined for evaluating 
examination responses and assigning grades or scores consistently and objectively. 

• Double-Checking of examination papers, answer scripts, and assessment records should 
also be done to ensure accuracy, completeness, and fairness in grading procedures 
before finalizing results. 

• There should be established Review Procedures for students to review their examination 
papers or answer scripts and request clarifications or corrections if discrepancies or 
errors are identified. 

• The examination results should be announced. There should also be an appeals process 
for students to challenge examination results or raise concerns about grading 
discrepancies, ensuring fairness and due process in handling appeals or disputes. 

• The comprehensive records of examination schedules, invigilation assignments, question 
papers, answer scripts, assessment results, and related documentation should be in place 
in accordance with school policies and regulatory requirements. 

• Any incidents, irregularities, or breaches of examination security or integrity should be 
reported along with corrective actions taken and follow-up measures implemented to 
address them. 

• There should be established rules to take feedback from students, parents, staff, and 
stakeholders on the effectiveness of examination procedures, administration practices, 
and assessment methodologies to identify areas for improvement and implement 
necessary changes. 

• There should be a system to provide ongoing training and professional development 
opportunities for examination administrators, invigilators, and staff to enhance their 
competencies in examination management, assessment practices, and academic 
integrity. 

By following this SOP, the school can ensure the fair, transparent, and efficient 
administration of examinations, uphold academic standards, and promote integrity and 
excellence in assessment practices, thereby supporting student learning, achievement, and 
success. 
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Standard Operating Procedure (SOP)  
For School Transport  

Objective:  

The objective of this Standard Operating Procedure (SOP) is to ensure the safe and efficient 
transportation of students to and from school, adhering to all safety regulations and 
protocols. 

The following SOP is to be followed for school transport in the school. 

• Route Planning and Timeliness should be ensured; efficient routes should be planned to 
minimize travel time and ensure punctuality. In this regard, alternative routes should be 
identified in case of road closures or traffic congestion; it should be realised that 
timeliness and safety of students is crucial and drivers must follow the same fully. 

• Preparing Vehicles for plying on the defined routes. In doing so, route planning should 
be made to optimise time and expenditure incurred upon extending the said facilities. 

• The school transport vehicles must undergo regular maintenance checks to ensure they 
are in optimal working condition. To that extent, regular inspections of vehicles must 
be conducted to check for any mechanical issues, including brakes, lights, tires, and other 
safety features. Vehicles must also be clean and well-maintained both inside and outside. 

• Regarding Drivers’ Training and Requirements, the drivers must possess a valid driver's 
license and have undergone training/ experience for operating school transport vehicles. 
The drivers should be well-versed in road safety regulations and first aid procedures. 
Background checks and regular evaluations of drivers' performance should be 
conducted. 

• The Loading and Unloading Procedures must be standardised and explained to the 
attendant in the buses. To that extent, designated pick-up and drop-off points should be 
established to minimize congestion and ensure student safety. 

• Students, especially small children should be supervised during boarding and 
disembarking to prevent accidents. Drivers and helpers must ensure that all students are 
seated before the vehicle starts moving. 

• Drivers must be equipped with emergency kits containing first aid supplies, emergency 
contact information, and basic tools. Regular emergency drills should be conducted to 
familiarize students and staff with evacuation procedures in case of an emergency. 

• Effective communication channels should be established between the school, drivers, 
and parents/ guardians. Any changes in schedules, routes, or emergencies should be 
promptly communicated to all stakeholders. 
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• Parents/guardians should be provided with contact information of the transportation 
department for any inquiries or concerns. 

• Clear guidelines for student behavior during transportation should be communicated 
and enforced. Drivers and his helper should maintain discipline and ensure that students 
follow safety rules, such as remaining seated and refraining from disruptive behavior. 

• Regular monitoring of the transportation system should be conducted to identify any 
areas for improvement. Feedback from drivers, students, and parents/guardians should 
be collected and used to enhance the quality of service. 

• The school transport system must comply with all local, state, and national regulations 
governing student transportation. Records of vehicle maintenance, driver qualifications, 
and safety inspections should be maintained and readily available for inspection. 

• The SOP should be reviewed periodically to incorporate any changes in regulations or 
best practices. By adhering to this SOP, we aim to ensure the safety, efficiency, and 
reliability of our school transportation system, providing students with a secure and 
comfortable journey to and from school. 

• Continuous training and professional development opportunities should be provided to 
drivers and staff to enhance skills and knowledge. 
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Standard Operating Procedure (SOP)  
For Trips and Excursions  

 

Objective:  

The objective of this SOP is to ensure the safe, organized, and enriching conduct of school 
trips and excursions, providing students with valuable learning experiences outside the 
classroom while prioritizing their safety and well-being. 

The following SOP is to be followed for the trips and excursions organized by the school. 

• All excursions/ trips whether local, domestic or international, should be education 
oriented and pre-planned so that they reinforce classroom material, encourage students 
to learn and provide cultural experience; It may also be put on the school calendar and 
in website. 

• All local excursions, educational outdoor trips, in school and outdoor camps, domestic 
and international trips should be executed only after prior approval of the authorities. 
The school Principal and Management will be responsible for approving educational 
excursions. 

• A thorough risk assessment of the destination, transportation, activities, and potential 
hazards should be conducted before all such trips. A detailed itinerary outlining travel 
arrangements, activities, schedules, and emergency contact information should be 
planned accordingly. 

• The Principal should ensure that clear and comprehensive information is conveyed to 
parents regarding full details of time, location, cost, travel plans, purpose of the tour, 
supervision and transport arrangements and duration of the trip through the school 
circulars. 

• Parents should be asked for signature acknowledging receipt for the  information about 
the excursion, providing medical history and any medic requirements and giving their 
consent for their child to participate. 

• Assign adequate staff members, including teachers and administrators based on student-
to-staff ratios and supervision requirements. 

• Provide briefing to staff members on trip protocols, emergency procedures, student 
supervision, and behavior management. Clarify roles and responsibilities for chaperones, 
emphasizing the importance of student safety, engagement, and adherence to trip rules. 

• During the excursion, the ratio of teachers/students should be appropriate. In case of 
girl students going for excursion, there must be lady teacher(s) accompanying the girls. 

• Students should be given a briefing about the excursion, the potential hazards and 
precautions to be taken, and the expected behaviour of the students, particularly during 
transport to and from the venue. 
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• Use of private vehicles for educational excursions is to be discouraged. However, this 
may be unavoidable at times. if private vehicles are to be used, the school authorities 
should verify that the vehicles are registered and reliable and that the driver is licensed 
adequately for the type of vehicle. 

• Ensure students are aware of any health or medical considerations relevant to the trip 
Provide drivers and staff members with emergency contact information, medical kits, 
and communication devices for prompt response to emergencies. 

• Once the students reach the excursion site, conduct roll calls and check-ins upon arrival 
at the excursion site to account for all students and staff members. Assign staff members 
to supervise activities, ensuring students follow safety guidelines and engage in 
appropriate behavior. 

• It is necessary to review emergency procedures with students and staff, including 
evacuation routes, assembly points, and communication protocols. 

• Maintain accurate records of student attendance, staff assignments, and any incidents or 
emergencies during the trip. 

• Establish communication channels between on-site staff, school administration, and 
parents/guardians to provide updates and address any concerns or emergencies. 

• Solicit feedback from students, staff, and parents/guardians to evaluate the trip 
experience and identify areas for improvement. 

• Post-Trip Review is essential in such trips. Review trip objectives, outcomes, and 
adherence to safety protocols through post-trip evaluations and debrief sessions. 
Document lessons learned, best practices, and any recommendations for future trips to 
inform planning and decision-making. 

• Use feedback and evaluation findings to refine trip planning processes, enhance safety 
measures, and optimize the educational value of future excursions. 

By following this SOP, the school can ensure that its trips and excursions are conducted 
safely, efficiently, and in accordance with regulatory requirements, providing students with 
valuable learning opportunities and memorable experiences beyond the classroom while 
prioritizing their safety and well-being. 
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Standard Operating Procedure (SOP)  
For Medical Emergency  

 
Objective:  

The objective of this SOP is to establish clear guidelines and procedures for managing 
medical emergencies in the school setting, ensuring timely and effective response to ensure 
the safety and well-being of students, staff, and visitors. 
 
The Following guidelines should be followed in this respect: 
 

• A trained emergency response team comprising staff members and paramedical 
personnel should be designated to handle situations of medical emergency. It is to be 
ensured that team members are familiar with their roles and responsibilities during 
medical emergencies. 

• A well-equipped first aid kit should be strategically placed in the school premises. 
Regularly inspection and replenishment of medical supplies are necessary to ensure 
readiness for emergency situations. 

• In case of any medical emergency, the School Nurse should be immediately informed 
and necessary first aid given to control the situation. The nurse should administer 
medicines promptly. Due verification should be made to ensure that the child does not 
suffer from any allergy. 

• if the child is able to, then he/she should be sent to the medical room with an escort 
immediately. The Class teacher should be informed and if she is on leave, class 
coordinator to be informed urgently. Necessary record of all actions taken and 
medication administered be kept. 

• In case the child needs further specialized aid, teacher escort to accompany child to the 
hospital. Parents to be informed and be made a part of decision making 

• Parents are to be informed by class teacher or by class coordinator/ Principal 
immediately. 

• The school must be in touch with the child and his/ her parents continuously during the 
period of his/ her illness and render all assistance and help hat may be required from 
time to time. 

By implementing this SOP, the school can establish a systematic approach to managing 
medical emergencies, enabling staff members to respond promptly and effectively to ensure 
the safety and well-being of students, staff, and visitors in the event of a medical crisis. 
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Standard Operating Procedure (SOP)  
For Extra-curricular Activities 

 
Objective:  

The objective of this SOP is to establish guidelines for the planning, organization, and 
execution of extracurricular activities in the school, fostering holistic development, 
engagement, and enrichment opportunities for students beyond the academic curriculum. 
 
The Standard Operating Procedures (SOP) for organising  extracurricular activities in the 
school are as follows. 

• The first and foremost activity is to identify a diverse range of extracurricular activities 
based on student interests, preferences, and developmental needs, considering factors 
such as sports, arts, clubs, academic competitions, community service, and leadership 
initiatives. 

• The next step is to develop an annual activity calendar outlining the schedule, dates, 
and details of planned extracurricular activities, ensuring adequate spacing, variety, and 
alignment with academic calendars and school events. 

• Resources, facilities, equipment, and personnel necessary to support the successful 
implementation and execution of extracurricular activities, including budgetary 
provisions, transportation arrangements, and administrative support must also be 
allocated parallelly. 

• Promotion of extracurricular activities should be done through various channels, 
including school announcements, newsletters, posters, social media, and information 
sessions, to raise awareness and encourage student participation. 

• Before commencement of such events, there is a need to establish a transparent and 
accessible registration process for students to sign up for extracurricular activities, 
providing options for online registration, paper forms, or in-person sign-ups, with clear 
deadlines and procedures. 

• Inclusivity and diversity should be ensured in extracurricular offerings, welcoming 
students from diverse backgrounds, abilities, and interests to participate and contribute 
to the school community. 

• Activity Implementation and Supervision is an important element in such activities. 
qualified and enthusiastic faculty members or external experts as activity leaders or 
advisors should be appointed and made responsible for coordinating, planning, and 
supervising extracurricular activities. 

• Student safety and well-being should be of utmost priority during extracurricular 
activities. Hence, appropriate supervision, safety protocols, and risk management 
measures should be implemented to mitigate potential hazards or incidents. 
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• Clear guidelines, expectations, and codes of conduct for participants should be 
communicated for all extracurricular activities, emphasizing respect, sportsmanship, 
teamwork, and adherence to school policies and rules. 

• After the event, feedback should be gathered from participants, parents, and staff 
members on the quality, impact, and relevance of extracurricular activities, soliciting 
suggestions for improvement and areas of interest for future programming. 

• The outcomes and achievements of extracurricular activities should be assessed based 
on predefined goals, objectives, and performance indicators, assessing student learning, 
skill development, and personal growth and the evaluation findings and feedback should 
be used to refine and enhance extracurricular programming, adjusting activity offerings, 
formats, and implementation strategies to better meet the needs and interests of 
students. 

• Student achievements, accomplishments, and contributions in extracurricular activities 
should be recognized and celebrated through awards, certificates, commendations, and 
public acknowledgments, fostering a culture of appreciation and recognition for student 
involvement and excellence. 

• Alumni networks and former students should be engaged in supporting and contributing 
to all extracurricular activities through mentorship, guest lectures, workshops, 
sponsorships, or volunteer opportunities, leveraging their expertise and experiences to 
benefit current students. 

• Comprehensive records and documentation of extracurricular activities should be 
maintained, including planning documents, participant lists, attendance records, 
evaluation reports, and media coverage, for accountability, transparency, and future 
reference. 

• Proper compliance should be ensured w.r.t. school policies, regulations, and guidelines 
governing extracurricular activities, including safety standards, liability waivers, insurance 
coverage, and permissions for off-campus or high-risk activities. 

 
By following this SOP, the school can effectively plan, organize, and execute a diverse range 
of extracurricular activities that enrich the educational experience, promote student 
engagement and leadership, and contribute to the holistic development and well-
roundedness of students in the school community 
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Standard Operating Procedure (SOP)  
For Organising Functions 

 
Objective:  

The objective of this SOP is to establish guidelines for the planning, coordination, and 
execution of functions and events in the school, ensuring the successful organization of 
enjoyable and memorable gatherings for students, staff, parents, and stakeholders. 
 
The Standard Operating Procedures (SOP) for organising  functions in the school are as 
follows. 

• Determine the purpose, objectives, and theme of the function, clarifying the goals, 
audience, and desired outcomes of the event. 

• Form an event planning committee comprising staff members, administrators, student 
representatives, and parent volunteers to oversee the organization and coordination of 
the function. 

• Establish a budget for the event, allocating funds for venue decorations, entertainment, 
refreshments, transportation, and any other necessary expenses, ensuring cost-
effectiveness and financial accountability. 

• Identify a suitable venue for the function, considering factors such as capacity, 
accessibility, facilities, amenities, and suitability for the event theme and activities. 

• Arrange logistical support, including setup, signage, seating arrangements, audiovisual 
equipment, lighting, sound systems, and any additional resources or services required 
for the smooth conduct of the function. 

• Develop a detailed program outline or agenda for the function, including timing, 
sequence, and descriptions of activities, performances, speeches, presentations, and 
other scheduled events. 

• Plan engaging and entertaining activities, entertainment acts, games, contests, 
performances, or workshops to enhance the enjoyment and participation of attendees 
throughout the function. 

• Create promotional materials, such as posters, flyers, banners, social media posts, and 
announcements, to publicize the function and generate excitement and anticipation 
among the school community. 

• Utilize various communication channels, including school newsletters, websites, emails, 
text messages, and social media platforms, to disseminate information, updates, and 
reminders about the function to students, parents, staff, and stakeholders. 

• Nominate students volunteers, guided by staff members to assist with event setup, 
registration, supervision, hospitality, and cleanup during the function. 
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• Encourage student involvement and participation in the planning, organization, and 
execution of the function, empowering them to take on leadership roles, contribute 
ideas, and showcase their talents and creativity. 

• Implement safety measures and protocols to ensure the well-being and security of 
attendees during the function, including crowd control, first aid availability, emergency 
response plans, and compliance with health and safety regulations. Arrange for security 
personnel or school staff members to provide supervision, monitoring, and assistance 
throughout the function, especially during high-traffic periods or activities. 

• Plan and organize refreshments, snacks, or meals for attendees, considering dietary 
preferences, allergies, cultural considerations, and budgetary constraints. 

• Arrange catering services, if needed, to provide high-quality and hygienic refreshments, 
ensuring timely delivery, setup, and replenishment of food and beverages in the function. 

• Collect feedback from attendees, volunteers, and stakeholders on their experience and 
satisfaction with the function, using surveys, evaluations, or feedback forms to assess the 
event's success and identify areas for improvement. 

• Conduct a post-event review and debriefing session with the event planning committee 
to evaluate the event's planning, execution, and outcomes, discussing strengths, 
challenges, lessons learned, and recommendations for future functions. 

• Maintain comprehensive records and documentation of the function, including planning 
documents, budgets, contracts, permits, attendance records, promotional materials, 
photographs, and media coverage, for archival, reference, and promotional purposes. 

• Keep accurate records of event expenses, revenue, and financial transactions, reconciling 
accounts and documenting receipts, invoices, and payment confirmations for financial 
reporting and accountability. 

• Obtain necessary permits, licenses, approvals, and permissions from relevant authorities, 
agencies, or vendors for the organization and conduct of the function, ensuring 
compliance with legal, regulatory, and contractual requirements. 

• Assess and mitigate potential risks, liabilities, and legal issues associated with the function, 
such as liability waivers, insurance coverage, contracts, and indemnification clauses, to 
protect the school and its stakeholders from legal exposure and financial harm. 

• Reflect on the planning, execution, and outcomes of the function to identify successes, 
challenges, and areas for improvement, incorporating feedback and lessons 

  



33 | P a g e  
 

Standard Operating Procedure (SOP)  
For Organising Meetings 

 
Objective:  

The objective of this SOP is to establish a systematic and efficient process for organizing 
meetings within the school, ensuring effective communication, collaboration, and decision-
making among stakeholders. 
 
The Standard Operating Procedures (SOP) for organising  meetings in the school are as 
follows. 

• Determine the purpose, objectives, and agenda for the meeting, clarifying the topics to 
be discussed, decisions to be made, and outcomes to be achieved. 

• Identify and invite relevant stakeholders, including administrators, teachers, staff 
members, parents, students, and external partners, based on their roles, responsibilities, 
and expertise related to the meeting agenda. 

• Select suitable dates, times, and locations for the meeting, considering availability, 
preferences, and convenience of participants, and avoiding scheduling conflicts with 
other school events or commitments. 

• Develop an agenda outlining the topics, discussion points, time allocations, and presenter 
names for each agenda item, distributing the agenda to participants in advance to 
facilitate preparation and participation. 

• Compile and prepare relevant materials, documents, reports, presentations, or handouts 
associated with agenda items, ensuring they are accessible to participants before the 
meeting to review and familiarize themselves with the content. 

• Arrange logistical support, including room setup, audiovisual equipment, seating 
arrangements, refreshments, and any additional resources or materials required for the 
meeting. 

• Assign a competent and impartial facilitator or chairperson to lead the meeting, maintain 
order, manage time, and ensure adherence to the agenda and ground rules. 

• Encourage active participation, engagement, and contributions from all meeting 
attendees, fostering an inclusive and collaborative environment conducive to open 
communication and constructive dialogue. 

• Manage time effectively during the meeting, adhering to the agenda timeline, prioritizing 
agenda items, and allocating sufficient time for discussions, decision-making, and action 
planning. 

• Facilitate consensus-building processes, discussions, and deliberations to reach 
agreement or consensus on key issues, decisions, or action plans, considering diverse 
perspectives and stakeholder input. 
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• Document action items, decisions, and follow-up tasks arising from the meeting, 
including responsible parties, deadlines, and accountability mechanisms for 
implementation and monitoring. 

• Assign a note-taker to record meeting minutes capturing discussions, decisions, action 
items, and any other relevant information, distributing the minutes to participants 
promptly after the meeting for review, feedback, and reference. 

• Solicit feedback from meeting participants on the effectiveness, relevance, and efficiency 
of the meeting process, format, and outcomes, using surveys, evaluations, or informal 
feedback mechanisms to identify areas for improvement. 

• Use feedback and evaluation findings to review and revise meeting procedures, formats, 
and practices, implementing changes and enhancements to optimize the effectiveness 
and impact of future meetings. 

• Foster transparency and accountability in meeting processes, decisions, and outcomes 
by communicating information, updates, and decisions to relevant stakeholders in a 
timely and transparent manner. 

• Share meeting outcomes, minutes, action items, and follow-up tasks with all relevant 
stakeholders, ensuring clear communication and alignment on expectations, 
responsibilities, and timelines. 

• Ensure compliance with school policies, regulations, and guidelines governing meeting 
conduct, documentation, and confidentiality, adhering to legal and ethical standards in 
information handling and record keeping. 

• Maintain accurate and organized records of meeting agendas, minutes, documents, and 
related materials, archiving them securely for future reference, audit, or compliance 
purposes. 

Virtual Meetings:  

• Utilize virtual meeting platforms, such as video conferencing software or online 
collaboration tools, to facilitate remote participation, accessibility, and engagement for 
stakeholders unable to attend meetings in person. 

• Implement digital tools and platforms for agenda distribution, document sharing, and 
collaborative editing of meeting materials, enhancing efficiency, accessibility, and 
transparency in meeting processes. 

By following this SOP, the school can ensure that meetings are well-organized, productive, 
and conducive to effective communication, collaboration, and decision-making among 
stakeholders, thereby supporting the school's mission, goals, and objectives 
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Standard Operating Procedure (SOP)  
For Documentation 

 
Objective:  

The objective of this SOP is to establish standardized procedures for the documentation, 
management, and retention of records and information within the school, ensuring 
accuracy, accessibility, and compliance with regulatory requirements. 
 
The Standard Operating Procedures (SOP) for documentation in the school are as follows. 

• Documents should be classified based on their nature, purpose, and significance, 
distinguishing between academic records, administrative documents, financial records, 
personnel files, student records, policies, procedures, and other relevant categories. 

• It is necessary to identify and categorize sensitive or confidential documents requiring 
restricted access, such as student records, personnel files, medical records, and legal 
documents, implementing appropriate safeguards to protect privacy and confidentiality. 

• Designated personnel, departments, or administrators should be authorised to create, 
modify, review, approve, and distribute documents within their respective areas of 
responsibility, ensuring accountability and compliance with established procedures. 

• It is important that there should be a version control mechanisms to track document 
revisions, updates, and approvals, maintaining a master copy of each document with a 
clear version history and revision tracking for reference and audit purposes. 

• There should be standardize document formats, templates, and layouts for consistency 
and uniformity across different types of documents, ensuring clarity, readability, and 
professionalism in content presentation. 

• The school must provide access to document templates, forms, and standardized formats 
to authorized users through centralized repositories, shared drives, or document 
management systems for ease of use and efficiency in document creation. 

• A review processes and timelines should be established for reviewing and updating 
documents at regular intervals or as needed to ensure accuracy, relevance, and 
compliance with regulatory requirements, incorporating feedback from relevant 
stakeholders. 

• Systems must exist for workflows and procedures for obtaining sign-offs and 
authorizations from designated authorities or stakeholders before finalizing and 
distributing documents, ensuring accountability and adherence to established protocols. 

• Access Controls should exist for sensitive or confidential documents through user 
authentication, permissions, and access controls, limiting viewing, editing, and printing 
rights to authorized individuals or roles based on their job responsibilities and clearance 
levels. 
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• Secure and efficient channels must exist for distributing documents to intended 
recipients, such as email, shared folders, document management systems, or printed 
copies, ensuring timely delivery and receipt confirmation. 

• School must determine appropriate storage locations and methods for storing physical 
and electronic documents based on their retention requirements, security 
considerations, and accessibility needs, ensuring compliance with legal and regulatory 
standards. 

• There should be a system to define retention periods and disposal schedules for different 
categories of documents, adhering to statutory requirements, accreditation standards, 
and organizational policies for document retention, archiving, and disposal. 

• Important documents, which may be of interest to parents, students both present and 
past, should be regular posted on the website. But the website posting policies must be 
clear and society-oriented. 

• Indexing and Cataloguing of documents should be done systematically using metadata, 
keywords, tags, or classification codes to facilitate easy retrieval and searchability, 
enabling users to locate and access documents efficiently. 

• Access to search tools, indexing systems, or document management software with 
advanced search capabilities should be provided to enable users to locate, retrieve, and 
filter documents based on specific criteria, such as date, author, title, or content. 

• School must implement security measures and controls to safeguard documents against 
unauthorized access, alteration, loss, or theft, including encryption, password protection, 
firewalls, antivirus software, and physical security measures for physical documents. 

• A mechanism should be there to ensure regular backup procedures and protocols for 
backing up electronic documents and data to secure, off-site locations or cloud-based 
storage systems to prevent data loss or corruption due to hardware failures, disasters, or 
cyber threats. 

• Periodic Internal Audits and reviews of document management processes, practices, and 
controls should be conducted to ensure compliance with regulatory requirements, 
organizational policies, and industry best practices, identifying areas for improvement 
and corrective actions. 

• Preparation should be made for external audits, inspections, or reviews by regulatory 
agencies, accreditation bodies, or auditors by maintaining accurate documentation, 
records, and evidence of compliance with applicable standards, regulations, and 
guidelines. 

• All concerned should be given training programs, workshops, or orientation sessions for 
staff members and stakeholders on document management policies, procedures, and 
best practices, emphasizing the importance of accurate documentation, data integrity, 
and compliance. 
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• School must raise awareness among users about document management principles, 
responsibilities, and expectations through communication channels, newsletters, posters, 
and training materials to foster a culture of accountability and professionalism in 
documentation practices. 

• School should solicit feedback from users, stakeholders, and internal auditors on 
document management processes, tools, and systems to identify opportunities for 
improvement, address user needs, and enhance efficiency, effectiveness, and user 
satisfaction. 

• The school must also conduct regular reviews and evaluations of document management 
processes, workflows, and technologies to assess their performance, identify bottlenecks 
or inefficiencies, and implement continuous improvements and innovations to optimize 
document management practices 
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Standard Operating Procedure (SOP)  
For Grievance Redressal 

 
Objective: 

The Grievance Handling Policy aims to provide a fair, transparent, and efficient mechanism 
for addressing and resolving grievances within the school community. This policy ensures 
that all stakeholders (parents, teachers, students and other stake holders) have a channel to 
express their concerns and seek resolution in a timely manner. 

The Standard Operating Procedures (SOP) for Grievance Redressal in the school is as 
follows. 

• An effective, fair and impartial mechanism should be followed to address the grievances 
of parents, teachers, students and other stake holders.   

• Written/ verbal complaints should be redressed by the Teacher/ Principal /Management. 
Complaints can be made via telephone or email too. The school phone numbers & 
school email ID are available on the Official Website of the school.   

• Students are free to approach any teacher regarding any issue be it abuse/ harassment 
(physical or mental)/ bullying etc.   

• The teacher shall resolve the issue by delving in depth which will be followed by 
counselling/ mentoring the offender and motivating him/ her for behavioural reforms.  

• In case the teacher is not able to resolve the issue, the same should be put forth to the 
Principal/ Managing committee, who then, will redress the issue in the following manner:    

o Investigating the matter/ issue   
o Counselling the child  
o Extracting an apology  
o Warning  
o Mentoring / Monitoring   
o Suspension of the defaulter for few days from school as per the degree of the 

offence.    

Communication of the resolution or action to the aggrieved party. Thereby a very 
transparent & effective grievance management system should be followed in our school. 

 

 

 


