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GOVERNMENT OF NATIONAL CAPITAL TERRITORY OF DELHI
DIRECTORATE OF EDUCATION: SCHOOL BRANCH

OLD SECRETARIAT: DELHI-ll0054.

No. DE.23 C''''')/Sch.Br./ d.)L

CIRCULAR

Dated: 3 - '5 - 15

Sub: Creating Emergency Response Mechanism in Schools.

School is a place where hundreds/thousands of children of all age groups
come for education on a daily basis. Ordinarily, these children stay in the
school premises for 6-8 hours. During their stay in the school premises, the
safely and security of these children is amongst the first and foremost
responsibilities of the Heads of School and the staff. Therefore, every school
must have a sound Emergency Response Mechanism in place in order to deal
effectively with emergent situations like natural disasters (such as
earthquake), fire, violence, falls, stampedes, terror attacks, suicide attempts
or children falling sick due to stale/contaminated mid day meal etc.

It has, therefore, been decided that every school (Govt/Aided/Private)
must constitute an Emergency Response Team (ERT) in the following
manner: -

1. Head of School.
2. Vice Principal/Senior Teacher
3. Two Nodal Teachers of Chacha Nehru Sehat Yojna (CNSY)
4. EVGC/YogaTeacher.
5. PET.
6. TGT Natural Science/TGT Home Science.
7. Two Asst. Teachers.
8. Two Students each of class IX and XI.

Responsibilities of the Emergency Response Team

The following will, inter alia, be some of the responsibilities of this team-

1. To alert Head of School and all team members without any loss of time
and without any panic.

2. To call Police/Fire Brigade/Ambulance, as per requirement.
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3. To provide immediate First Aid to the affected student/staff member.
4. To transport the affected individuals to nearby Hospital/Clinic/Nursing

Home/Doctor.
5. Arrange means of transport as required.
6. To inform the parents.
7. To maintain and update the Helpline and Emergency Telephone

Numbers of Police, Ambulance, Fire brigade, Hospitals, Child Helpline,
Regional Centre of Child Welfare Centre.

8. To give instructions to the students/staff through centralized public
announcement system.

9. To do the complete documentation of the case.

These are a few responsibilities, only indicative in nature. In emergent
situations, the HoS can assign any other duty to any member of staff.

Preventive Measures:

• Time of visitors to be specified on the Notice Board placed at school
entrance gate, prominently.

• No photography/videography to be allowed in the school premises
without prior approval of District Deputy Director (in case of
government and government aided schools).

• Visitors/Outsiders can interact with children in presence of staff
member only.

• The students should not be allowed to leave the school premises for
any rescue operation.

• School gates, at all times, should remain closed. Only a small entrance
may be left open with a .quard manning it. No visitor should be allowed
inside without the permission of the HaS before/after the public
visiting hours.

Medical Emergency:

• First Aid Kits must be available at all the floors/blocks at specified
places in the school like, medical room, sports room, staff room,
different labs, Principal's room etc. Everyone in the school must be
made aware about the place of its availability during morning
assembly.

• Ensure that the First Aid Kit should not contain any medicine which is
expired.

• In case of emergency, after giving the First Aid, the child should be
taken to nearby Hospital/Clinic/Nursing Home/Doctor without any loss
of time. For such emergencies, the HoSs must identify the nearby
government/private hospitals, in advance. At least, two teachers must
accompany the patient.
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o The parents must be informed immediately.
o Looking at the gravity of the case, the HOS must inform the Education

Officer and Deputy. Director concerned. The complete documentation
of the case should be done.

Emergency Situations Caused by Disaster (Earthquake. Fire etc):

o Organize Mock Drills for emergency handling of disaster management.
o A functional alarm system must be there to alert the whole school

without any loss of time and without any panic.
o In addition, an effective non electric alarm system should also be in

place to handle any emergency.
o The student and the staff members should be made aware repeatedly

about the implications of the emergency alarm systems.
o In case of any emergency, the Emergency Response Committee

members have to follow the guidelines issued Circular no.
F.16./Estate/CC/Fire Safety/2011/3298-3398 dated 01-03-2011 (copy
of circular attached).

Emergencies in rIo Children with Special Needs:

The school must be ready to deal with medical emergencies pertaining to
children prone to/suffering from:-

~ Seizures.
~ Severe allerqlc reactions.
~ Diabetes.
~ Asthama or any other br.eathing difficulty.
~ Any type of physical on other handicap.
~ At the time of admission, parents should be encouraged to reveal the

actual health status of child.
o The class teacher and subject teacher should be aware of the medical

history of all such students.
o All contact numbers of parents of these children should he noted on

the attendance register of the class.
o The Buddy System (i.e. attaching one child with other) should be

followed.
o An identified student should be attached with each such student

having special medical need or differently abled student by the class
teacher. And class teacher should have a record of all students so
attached.

o It should be ensured that the identified student must take care of
him/herself and the attached student.

o In case of emergency, after giving the First Aid, the child should be
taken to nearby Hospital/Clinic/Nursing Home/Doctor.
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• Looking at the gravity of the case, the HOS may inform the higher
officials. The complete documentation of the case should be done.

Sexual Harassment:

• Committees have been constituted to handle the issues regarding
prevention of Sexual Harassment at School level/District level/HQ
level.

• In case, an offence against any child comes to the notice of the
staff/student, such person shall provide the relevant information to the
Principal/HOS.

• HOS should immediately report to local police.
• Head of School must inform the higher officials (EO/DDE).
• The parents must be informed.
• Call an emergency School Management Committee (SMC) meeting

immediately.
• The matter should be referred to Chairperson, Local Child Welfare

Committee (CWC) under Department of Women & Child Development
(DCWD)- See Annexure I.

• The reporting form should be filled up and submitted to the local police
not later than six hours from the incidence of knowledge of abuse
through SMC- See Annexure II

• The HaS/staff must behave sensitively with the affected child.
Precaution must be taken that the affected child is not subjected to
further trauma by anyone's insensitive behavior.

• Complete documentation of the case should be done.

Emergency Situations Caused by Stale/Contaminated Mid Day Meal:•

• Mid Day Meal Committee must be functional in the school.
• The Mid Day Meal from all the containers must be tasted by all the

committee members at least vaan hour before distribution.
• In case of any mishappening takes place due to Mid Day Meal, the

affected students must be given First Aid by Emergency Response
Team.

• After giving the First Aid, the child/children should be taken to nearby
Hospital/Clinic/N ursing Home/Doctor.

• The parents must be informed.
• The HOS must inform the higher officials immediately.
• The complete documentation of the case should be done.
• Samples of Mid Day Meal must be preserved for lab testing.
• The guidelines issued by Directorate of Education regarding Mid Day

Meal from time to time must be followed.



Tackling Emergent Situations caused by Truancy:

At times, the trend of truancy also might lead to emergencies. For
example, students bunking classes and roaming on streets/roads are at
major risk.

• All CCTVcameras installed in the schools must be functional, especially
in the corridors and entrance etc.

• Each school should have concrete boundary walls with concertina wire
and gates properly manned by the guards on 24 hours basis.

• There should be proper illumination at the dark spots and the
boundary wall so that nobody can jump over the wall into the school in
the night for any nefarious activity.

• No student should be allowed to go out of school during school timings
except in unavoidable circumstances with prior the approval of Head of
School.

• The Head of School will ensure that after the teaching hours in the
school, no child is left behind. Class rooms, laboratories, toilets, lonely
places in the school should be checked on a daily basis for this
purpose.

• The class teacher should be vigilant about the attendance of the
students in the class.

• The habitual late comers and frequent absentees should be monitored
by class teacher and their parents must be informed accordingly, in
writing, and ~gainst proper acknowledgement.

• Monitor Diary should be checked by subject teacher in every period.
The subject teacher must inform the class teacher in case of any
truancy in any period. .

• If any such incident occurs, the inquiry must be done by class teacher
/subject teacher about the whereabouts of the student from his/her
friends / class mates / parents.

• The complete documentation of the case should be done.

Violence etc Caused by Outsiders:-

• A written request to the area SHO must be made to ensure that the
PCRVan reamins in vicinity at the time of opening and closing of the
school, particularly so, in case of Girls and Co-Ed schools.

• The Head of the School must inform in writing to area SHO and Local
MCD Office to ensure that there is no Junk food vendor or Tobacco
seller outside the gate or in the vicinity of the school.

• During recess hours, sufficient number of teachers should be on duty
in the school grounds and other places to ensure that no unwanted
incident occurs.



• No student/staff members should leave the school premises during the
school timing (including recess) except with prior approval of Head of
School under unavoidable circumstances.

• The teachers taking classes during the last period shall not leave their
respective classrooms until all the students have left. Floor-wise/wing-
wise/gate duties must be assigned for safe & secure movement of
students out of school. .

• Teachers must be allotted Gate duty at the beginning and closing of
the school for the safety of the students as per the module.

• The class In-charges of Pre-primary and Primary classes must have
the contact no. of the escorts of the students of their respective
classes. Class teachers are not to mark 'Departure' in attendance
register before all the children of their respective classes have
departed.

• Double shifted schools are advised to have separate entry gates for
boys and girls, wherever more than one gate is available. Proposals for
a second gate must be moved by Heads of such schools, in case, a
separate gate is not available.

• School staff/students should be regularly briefed not to touch any
unattended object lying anywhere inside/outside the school. In case,
any such object is found, the person who finds it should immediately
bring it to the notice of Principal/HOS.

• All the labourers working in the school should be issued a temporary
Photo I-Card by the concerned authorities (PWD, DSIDC etc.) and
they can be generally checked by security guards.

• If any such crisis occur, PCRVan should be contacted immediately.
• Parents must be informed.
• The complete documentation of the case should be done.

Constitution of the Emergency Response Team does not mean that only
these 10-11 people will deal with all sorts of unwanted situations/crises. It
goes without saying that in case of an eventuality, the entire staff, right
from the Principal to the Peon has to work in co-ordination as a team.

~~~.
(PADMINIsINGLA)

DIRECTOR (EDUCATION)

All Heads of Govt. I Govt. Aided I
Unaided Recognized schools through DEL-E



No. DE.23 ( )/Sch.Sr.1 Dated:

Copy to:-

1. PS to Secretary (Education)
2. PS to Director (Education)
3. All ROEs I DOEs I Eos I DEOs for necessary action and compliance.
4. OS (IT) to please paste it on the Website.
5. Guard File.

~"
(Dr. (Mrs.) Sunita S Kaushik)

Addl. Director of Education (School)
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List of Child Welfare Committees, ao Competent Authority To-"
, Children In need of'Care-& Protection

.
Name of the Commi~e. '. Name of the Chairperson with their Jurisdiction as per Police District

contact nos.
. _.

'Child Welfare Committee-I Nirmal Ms. Indira Yadav M. 9810223073 Dislnct West, CHG-I &. CHG-IV
Chhaya 'Complex, Jail Road, New
Delhi. -Ph: -28546733

Child Welfare ccmmlttee-H Kasturba Ms. Paramjeet KukreJa District South
Niketan Complex, tejpet Nagar, New M.98736585.5O",
Delnl. Ph : 29819329

Child Welfare Committee-III Sewa Kutir Ms. Vimla Paul M. 9810740401 District North, North-West
Complex. Kingsway Camp, Delhi. Ph : ,
27652575

. -.
Child Welfare Committee-IV NPS ' Ms.Sushma Vij M. 9910197929 Districl 'CefitrnJ &'New Delhi
SChool for Deaf, Pnase-I, Near Delhi
Police Appl, Mayur Vihar, Delhi. Ph:
22755527

Child Welfare Committee-V Sanskar Sh. Sardar Peter Sharma District East & North-East
AShf<1m • Complex, Dlishad Garden,\ M.9891126972 ,
Deihl. Ph. : 225722'24

".
Child Welfare comrrattee-vt Asha Ms Kamta Lekhwani, Chairperson, Outer District
Kiran Oomprex, A •••.annxa. Rohini, Delhi.

M!9910023202Ph.: 27515910
,

.

Child.Weill...- .a ccmmittee-vu Ms .. Amita Tiwari, Chairperson District South-West, CHG-rt, CHG·III.
Nirmal Chhaya Complex, Jail Road, M.8447514245 Ba! Niketan & Balika Grah
New Delhi

Child Welfare Commillee-VIII Ms. Vaidehi Subramani, Chairperson District South-East.
VCH-II, pwD Barracks, B-Block, RIo Cog, 9704, Vasant Kunj, New Delhi
Kalkaji,D.e!hi. Ph: ~9819325! M. $91"0015483
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