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MODULE 1
ARRIVAL OF STAFF
Introduction:
• Self Isolation
• Training
• E-Working
• Mandatory Arogya Setu
App

This is an extraordinary special preparation knowing the fact that COVID-19 is highly
contagious and most of the patients are asymptomatic. However, we should not panic or
discriminate; we know that the death rate in India is extremely low (2.86%), and as a
country, we have also recorded a very high (currently approximately 60%) recovery rate.
The School now needs to get ready for reopening after the lockdown. Staff that support
student services will be invited back to campus as we work toward an anticipated return to
in-person teaching w.e.f. mid-August 2020.
Simultaneously, we need to establish special protocols for operations and services that will
need to be conducted in anticipation of the start of in-person instruction in mid-August 2020.
As we move toward our phased reopening, we ask each member of our community to make
safety and precaution-taking a personal obligation as well. We ask that you pledge to look
after your own safety and the safety of those around you
The information below explains the rationale behind the changes we anticipate, what those
changes will be, how we will support them, and how you can do your part as we move
forward.
Return of Staff Members:

Protocol for Staff

1. In a majority of the residential schools, most of the Teachers and Admin Staff
members are already on Campus.
2. Remaining Staff to return at least 3 weeks before the students’ arrival or as per the
school’s requirement.
3. Return of most of the staff members before the students’ arrival is essential as the
staff members’ physical presence will be required in many operational areas,
including boarding houses.
4. Staff members on return to remain in compulsory quarantine inside their official
accommodation for 14 days and resume work physically, after a medical clearance
by the RMO.
5. Staff members to go through “Covid-19 Daily Self-Screening Questions” before
resuming work every morning.
6. Staff members to download ‘Aarogya Setu’ App.
7. Staff who do not directly support student services, and can work from home, will
continue to work remotely until further notice or may begin returning to work in
staggered shifts.
8. Shift work and split work – part-time in office and part-time at home – are
encouraged to lower density of personnel.
9. Telework is encouraged for those positions able to perform job functions remotely.
10. If a staff member begins to feel ill while at work, he/she should immediately go
home, after contacting the RMO and reporting to his/her superior. Government
Guidelines have to be followed for more information on the steps he/she should take.
The staff member will be expected to leave workplace and self-isolate until all
appropriate criteria for your return are met.
11. Training of all campus people, including support staff is essential for maintenance
of hygiene and precautions against COVID-19.
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Basic Principles of Arrival Protocol (At the time of Entry):
• Safe passage through
disinfection and
sanitization

1.

Visitors / Staff Members to seek approval from the School in advance regarding
their arrival plans. No entry to be permitted without proper prior permission

2.

Main Gate Guards/Receptionists to wear the hand gloves and masks while dealing
with people. Wearing mask is mandatory by all categories of staff, security
personnel, visitors etc. at the Main Gate.

3.

Staff members are advised to travel following all government advisories, taking all
precautions, including masks, gloves, shields & PPE, if required, and without
stopping anywhere, especially during road travel.

4.

Staff members to await permission for entry from School Health Authorities. The
RMO shall be connected to the employee from the Gate, on arrival, without letting
the employee inside the Campus.

5.

The RMO shall satisfy him/herself that the rules of COVID-19 transmission have
not been compromised and shall decide whether the employee returns to campus
residence. The RMO shall then take a decision in the matter and inform the Principal
to grant permission.

6.

Staff Member’s car and shoes will be disinfected outside the main gate before
entry.

7.

Thermal screening will be done before entry.

8.

Aarogya Setu App will be checked before entry.

9.

Staff members to submit a ‘Self-Declaration Form’ Attached as an Appx 1, (already
available with them) on spot or send scan copy in advance.

10. Staff member’s luggage will be disinfected / sanitized preferably, at the School
Gates itself and before taking inside the quarters.
11. The parking and pathways area will be disinfected once the staff member goes
inside his/her accommodation for quarantine.
12. Staff members to come prepared with sufficient ration, essential items, including
medicines, etc., so that there will not be any requirement to come out of his/her
residence during the quarantine period
13. Staff members will submit the ‘Self Declaration Form’ Attached as an Appx 1,
online, as prescribed by the school. This is necessary for contact tracing, if required,
in future.
Return of Day Support Staff:
1.

Day Support Staff to join as and when required.

2.

Day Support Staff to go through screening (and disinfection chamber/procedure?)
every single day, on arrival.

3.

Day Support Staff to be deployed in the areas having less human contact.

4.

If infrastructure permits and it is feasible, or as far as possible, Day Students and
Staff should be isolated from the 100% Boarding Students and Staff.
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Accommodation

1. Employees at higher risk who are unable to return to campus due to Covid-19 and
Steps for Self Examining
wish to request an alternate work arrangement must complete a request form and
provide medical documentation detailing their needs and requested support.
2. If an employee has been advised by a healthcare provider not to work on campus,
but their work cannot be done remotely, they must provide medical documentation
and may be eligible to take leave on Coronavirus Response Ground.
3. Employees who live with or care for an individual who is considered higher risk
and who are able to work remotely must provide medical documentation and will be
granted a temporary accommodation to continue working remotely.
4. Employees who are unable to perform their duties remotely may be eligible to take
leave on Coronavirus Response Ground.

5. If a person and his/her superior cannot resolve a conflict regarding the return to
campus operations, they should contact the Principal.
Covid-19 Daily Self-Screening Questions
Steps for Self Examining
● Do you have a fever (temperature over 100.4º F or 38º C without having taken any
fever-reducing medications?
● Do you have a loss of smell or taste?
● Do you have a cough?
● Do you have muscle aches?
● Do you have a sore throat?
● Do you have shortness of breath?
● Do you have chills?
● Do you have a headache?
● Have you experienced any gastrointestinal symptoms such as nausea, vomiting,
diarrhoea, or loss of appetite?
● Have you, or anyone you have been in close contact with, been diagnosed with Covid19 or placed in quarantine for possible exposure to Covid-19?
● Have you been asked to self-isolate or quarantine by a medical professional or a local
public health official?
If you reply YES to any of the questions in the checklist, stay home.
*****
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MODULE 2
CAMPUS READINESS: HOUSEKEEPING PROTOCOLS, APPROVED
SANITISATION MATERIALS, EQUIPMENT, FREQUENT SANITISATION
SURFACES, WASTE MANAGEMENT
• Coordination of all
verticals for health and
hygiene(Classrooms,
playgrounds, mess and
dormitories)

1. MOST IMPORTANT:
Basic Principles: Following basic principles can help keep students, teachers, and staff
safe at school and help stop the spread of this disease. Recommendations for healthy
schools are:
• Schools should enforce regular hand washing with safe water and soap on entry and
at various places, including Offices, Dorms, Classes, Mess and Sports Fields.
• Alcohol rub/hand sanitizer to be provided at all places.
• Daily disinfection and cleaning of school surfaces, desks, furniture, doorknobs and
places of regular touch to be done twice a day.
• Schools need to ensure Mask Wearing and
• Use safety glasses to protect eyes from infection.
• Ensure children and Staff Members walk-in-a row (not in a column) one meter apart.
• Marking on floor to be made of 1 meter apart where children need to stand.
• Frequent sanitization surfaces
a. In vehicle
-Door, handles, keys etc.
b. Classroom
-Desks, markers, door and window handles, switch board etc.
c. In Mess/ cafeteria
-Dining table, serving utensils (to be washed in hot water).
d. In dormitories
-Cupboard handles, mosquito net rods, switchboard,
-taps, mirrors etc.
e. In office area
-Computer peripherals, calculators, files and folders etc.
f. In toilets
-Soap dispenser, tap, flush buttons etc.
• Schools should provide proper water, sanitation and waste management facilities
• Follow environmental cleaning norms and decontamination procedures
• Schools should promote and ensure Social / Physical Distancing of 2Mtrs everywhere
including Offices, Dorms, Classes, Mess and Sports Fields. (A term applied to certain
actions that are taken to slow down the spread of a highly contagious disease, including
limiting large groups of people coming together).
• Common Toilets: Sanitary workers must use separate set of cleaning equipment for
toilets (mops, nylon scrubber) and separate set for sink and commode). They should
always wear disposable protective gloves while cleaning a toilet. The areas and
recommended cleaning procedure and appropriate cleaning material are given below.
• Training of Students, Staff and Support Staff: Know the latest facts and understand
basic information about coronavirus disease (COVID-19), including its symptoms,
complications, how it is transmitted and how to prevent transmission.
• Stay informed about COVID-19 through reputable sources such as MOHFW, MHA,
UNICEF, WHO and national health ministry advisories. Be aware of fake
information/myths that may circulate by word-of-mouth or online.
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2. Background Academic block, Administrative buildings, Labs, Mess, Dormitories and
other student’s institutes are relatively close settings in school campus with shared
spaces like corridors, stairs, staff room, washrooms etc. thereby making them conducive
for spread of COVID-19 infection. There is a need to prevent spread of infection and
to respond in a timely and effective manner in case a suspected case of COVID-19 is
detected in these settings, so as to limit the spread of infection.
3.

Scope. This document outlines the Housekeeping protocols to contain the spread of
COVID-19 in school campus. The document is divided into following sub sections.
(a)
(b)
(c)
(d)

Protocols for all
departments

Generic Housekeeping protocols to be followed at all times.
Approved sanitization materials and equipment.
Frequent sanitization surfaces.
Waste management.
HOUSE KEEPING AND PROTECTIVE PROTOCOLS

4. Generic Housekeeping Protocols
(a) Installation and use of Aarogya Setu App by all Housekeeping staff.
(b) Use of face shields and disposable gloves by the staff.
(c) Basic Principles as listed above to be followed strictly.
5. Protocols in Academic block including Staff room
Apart from the Basic Principles as listed above the following to also be followed strictly:
(a) Effective sanitation within the premises shall be maintained with particular focus on
lavatories, staircase and common areas.
(b) Housekeeping staff to not to come face to face with school staff and students.
(c) An effective protocol for wearing masks to be formulated.
(d) No study material that has been touched by others to be carried back home.
(e) No study material that has been touched by people at home to be carried to school.
(f) Specific sanitation to be carried out for school bags and then it has to be deposited at
a designated area.
(g) Ideal condition is to have two sets of notebooks. One for school and the other for
home.
(h) Text books to be left at home.
(i) It’s better for teachers to wear face shields rather than masks.
(j) No common breaks. This will avoid congregation.
(k) Children to be sent to washrooms, for water breaks in, for refreshment breaks, and
for meals in a predesignated sequence
(l) All teachers to carry their own markers, chalks etc.
(m)No sharing of books and Notebooks.
(n) Alcohol based sanitizer not to be used in Labs as it is inflammable.
(o) Hand washing to be carried out wherever there are naked flames or hot surfaces are
present.
(p) Touch points to be sanitized listed and added to the ones as per Basic Principles be
sanitized.
(q) A sanitary round form to be filled by the housekeeping employee and counter
checked by the supervisor.
(r) Classes to be ventilated properly.
(s) Try to conduct classes in open areas

7

• Ensuring safety and
health administrative
building
• Sanitization of all
objects and touch points
• Safe disposal of waste

6.

(f)

Protocols for Administrative buildings: Office spaces, including conference rooms
should be cleaned every evening after office hours or early in the morning before the
rooms are occupied. If contact surface is visibly dirty, it should be cleaned with soap
and water prior to disinfection. Prior to cleaning, the worker should ideally wear
disposable rubber boots, gloves (heavy duty), and a triple layer mask.
Sanitization of files and folders as they exchange hands frequently.
Cleaning of computer peripherals, calculators etc. regularly
No use of bio metric attendance system.
No sharing of stationery/computers.
Visitors to be provided a separate interaction space that is apart from the
Administrative building. Adequate protective glass/plastic shield and sanitization to
be carried out. Do not encourage visitors to enter Offices
Seating arrangement with social distancing to be ensured

7.

All items to be sanitized and some other precautions to be observed:

(a)
(b)
(c)
(d)

All items received from visitors to be sanitized.
Migrate to online file movement, for approvals.
Regulate the number of visitors. Only by appointment.
Proper signage indicating Do’s and Don’ts as well as prohibited areas to be displayed
prominently for the benefit of visitors.
Visitors are not allowed to carry unsanitized baggage.
Avoid exposure of elderly staff to visitors.
Provide separate visitors parking. (It should preferably be outside the campus
depending on the distance from the parking area to offices).
Carefully clean the equipment used in cleaning at the end of the cleaning process.
Remove protective gear and discard in a disposable yellow bag and wash hands with
soap and water.
In addition, all employees should consider cleaning the work area in front of them with
a disinfecting wipe prior to use and sit one seat further away from others, if possible.

(a)
(b)
(c)
(d)
(e)

(e)
(f)
(g)

(h)
(i)
(j)

These points are also relevant while cleaning and all the common areas and it is
recommended to Use only Approved Sanitization Materials and Equipment or with
ISI marked disinfectants.

8. Waste Management Protocols. Should be followed strictly as per the State Govt
Guidelines and Pollution and Control Board Norms of the State Govt. Few points of
advice are as follows:
(a) To be done twice a day or between shifts if applicable.
(b) To be done by school conservancy staff upto a particular point outside the campus
from where Municipal staff can take.
(c) Under no circumstances Municipal corporation hired staff to enter campus for garbage
disposal.
(d) Waste of school infirmary not to be mixed with school garbage.
(d) Adequate protective disposable gear to be worn by the workers.
(f) Waste collection bins and vehicles are also to be disinfected every day
(g) Waste clearance staff should not come in contact with any other category of staff

*****
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MODULE 3:
• Basic Principles of
Sanitization followed
• Only authorized entry
• All items sanitized on
entry

GATE, TRANSPORT & ADMINISTRATIVE PROTOCOLS
MAIN GATE:
Main Gate is the most important place which can control the Virus from entering the
School Campus hence needs to be given due care and attention with utmost care:
IMPORTANT:
•

Basic Principles of Sanitation and Entry Protocols as listed in Module 1 for “At the
time of entry of Staff” to be followed strictly.
• Basic Principles as listed in Module 2 of Sanitation, Mask, Social Distancing and
Gloves etc. to be strictly followed:
In addition:
• Main Gate Receptionist to update Main Gate In-charge and Manager
Administration on any important and sensitive issues to avoid any confusions.
• Only authorised suppliers to be allowed entry: fixed by School for vegetable
supply, groceries, are allowed to come inside campus as per weekly schedule made
for them.
• All authorised suppliers have to follow the mandatory instructions on sanitization
and cleanliness as per the Government guidelines before entering the campus.
• No unauthorised vendors are allowed to visit School.
• No staff member from school community are allowed to take any item from
unauthorized person from Main Gate.
• Proper Sanitation of items coming in to be done.
• Preferably non-perishable Goods to be kept at the Gate for 72 Hours and then
handed over and All perishable Goods to be washed with Soap Water and packets
sanitized and then handed over.
• To ensure to place posters with information about the COVID-19 preventive
measures in the visible part of the Main Gate.
• Training of Staff at the Main Gate is off utmost importance.
TRANSPORT
• Sanitization of mode
of conveyance
• Maintain
safe
distancing of students
(6ft)
• Monitoring the health
of the driver

School Bus Drivers / Attendant will ensure the following:
• To have temperature checked before taking up his duty.
• It is compulsory to cover their mouth with a face mask / face cover.
• To ensure sanitizer bottle inside the bus.
• To halt buses properly and for sufficient time (dwell time at designated bus stop) to
allow boarding of students.
• Children to be seated 6Ft away from the Driver and Conductor, to minimize
physical contact
between driver and students.
• To allow only alighting of students from front door.
• To control seating restrictions to one student per seat in a zig-zag pattern.
• Maximum half the seating capacity of students shall be permissible inside a bus at
one time.
• To control boarding restrictions in terms of number of students at each stoppage.
• To ensure sanitization of bus on completion of trip.

*****
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MODULE 4
GUIDELINES FOR PARENTS
• Generate awareness
before coming to
school
• Practice
healthy❖
habits at home
• Inculcate
empathy
and ensure positive❖
mental
health
practices

[A] PRE-SCHOOL ESSENTIAL CONSIDERATIONS
The child might already be well versed with the times we are living in, given that social
media is such a substantial part of their life. Silence and secrecy do not protect our children.
Honesty and openness do.
The parent is advised to have an honest and compelling conversation with their child so as
to convey the Do’s and Don’ts while they’re back home and when they proceed towards the
physical classrooms. Parents should take the initiative to explain the child how the
coronavirus can impact individuals, and why social-distancing is essential and to refrain
from discrimination in all scenarios. Pre-teens and toddlers should be sensitized specifically
as they may not be as sensitized as the teens are, about the virus. Play the CORONA
AWARENESS QUIZ by following the link below:
https://www.unicef.org/coronavirus/fact-or-fiction-how-much-do-you-actually-knowabout-coronavirus-covid-19
• Teach the child about keeping safe distances. Reassure it by talking to the child how
you are keeping safe. Ask them for suggestions about it and take them seriously.
• Limiting outdoor access is very important. The easiest way Covid-19 can spread is
through contaminated surfaces. If you have a common terrace in the building, or a
parking lot where your child can go and play, or at least run-around, it may be prudent
to restrict them from doing so at this point. While it is tempting to take them out for a
walk, after being cooped up in the apartment for the entire day, it is also important to
remember that kids tend to touch everything. Chances are, they would touch the
railings of the staircases that lead to the terrace or parked cars, none of which are
sanitized. It has already been proven that the virus can linger on metal surfaces for
days, so try and be mindful of that in day to day functioning. In case of teenagers, help
them engage in constructive activities.
• Teach the child about washing hands in a proper manner. They should strictly be
told not to touch anything outside the house. It will be good if they wear clothes with
pockets, and the parents tell them to put their hands in their pockets if they have to
step out.
• Tell them how important it is to wash hands frequently using soap and water or
alcohol-based hand rub sanitizer.
• When coughing or sneezing ask them that they should cover their mouth and nose
with a flexed elbow or a tissue. Tell them to dispose of any used tissue immediately.
• Ask them to avoid close contact with anyone who has cold or flu-like symptoms.
• They should be taught to regularly clean and disinfect frequently touched surfaces
like phones, doorknobs, light switches and countertops.
• Tell them to seek medical care at the earliest if they have fever, cough or difficulty
breathing.
• Encourage the child to ask questions and express their concerns. Listen to your
teenage kids patiently.
• Remember that your child will be dealing with the stress of the ongoing crisis
differently from you. (Specially the senior classes students) Create a supportive and
nurturing environment and respond positively to questions and expressions of their
feelings. Show support and let your child know that it’s not only okay, but normal, to
feel frustrated or anxious at times like this.
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• Help your child stick to their routines and make learning playful by incorporating
everyday activities like cooking, family reading time or games. Involve the grown-up
child with you in household chores. Another option could be joining a parent or a
community group to connect with other parents who are going through the same
experience to share tips and get support. (via online means)
• Students around the world have shown just how much they have the urge to keep
learning. They have persisted with their lessons even under these difficult
circumstances, with the support of their dedicated teachers and parents. But many
children might need extra support to catch up on their learning when schools reopen.
Bear with their pace and don’t burden them.
• Give extra support to your child at home by creating a routine around school and
schoolwork. This can help if they are feeling restless and having trouble focusing. The
child should be asked about their assignments or notes regularly and if any help is
required in their completion.
• Entry into the school premises will be contingent upon the furnishing of a fitness
certificate of the ward and the person accompanying your ward issued by a MBBS
doctor. Kindly get the necessary tests done in time so as to avoid any inconvenience.
• Avoid
public
transport if possible
• Maintain
safe
distance protocol and
wear safety gear at all
times
• Carry home cooked
food

[B] DURING TRAVEL ESSENTIAL CONSIDERATIONS
Travel in these precarious times can make you prone to COVID-19. We aren’t sure if one
type of travel is safer than others; however, airports, bus stations, train stations, and rest stops
are all places travelers can be exposed to the virus in the air or on surfaces. These are also
places where it can be hard to practice social distance. It is advisable not to travel via public
transport, if possible (whether you are dropping the child or else he is coming at his own).
During travel ensure the following:
• They clean their hands often with soap and water for at least 20 seconds, especially
after having been in a public place, after touching surfaces frequently touched by others,
after blowing the nose, coughing, or sneezing, and before touching their face or eating.
• They should carry a hand sanitizer that contains at least 60% alcohol.
• Avoid touching Mouth, Eyes, Nose (MEN) because knowingly unknowingly they may
touch other surfaces.
• Keep 6 feet of physical distance from others. Wear a cloth face covering in public.
Avoid close contact with others.
• They should not pick up food at drive-throughs, curb side restaurant services, or stores.
Prepare the requisite food and water for the trip.
• They bring along enough medicine to last for the entire trip. In case the child has a
history of nausea or any other travel sickness.
• The child should wear masks and gloves during the entirety of the journey and should
carry both N-95 mask and disposable masks along with them. Handmade three-layered
masks can also be given to kids. Also, ask them not to use others’ masks during the
journey and after they reach the destination.

*****
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MODULE 5
•
•
•
•
•

INFIRMARY GUILDELINES
Disinfection
Isolation
Education
Treatment
Maintain
precautionary
measures

COVID-19 Re-Boarding System for Employees & their Family Members at Company
Colonies
Objective:
To ensure safe boarding of employees & their family within the School Community
(including safety measures for other colony dwellers):
Responsibilities of Management when Staff/Families are put into Quarantine:
1. Milk, Groceries on chargeable basis will be delivered outside the door of quarantine
employee.
2. Drinking Bottle will be provided as per availability and demand by employee on
chargeable basis or water will be filled in his container with wide diameter which
will be kept outside door at appropriate place by employee.
3. Sanitization of surroundings will be done as deemed fit.
Procedure after completion of Quarantine:
After completion of Quarantine, the staff along with family must take Medical Fitness
Certificate from Resident Doctor and submit it to Principal Office before joining the Duty.
SOP for General Health, Hygiene & Sanitation
Objective:
To monitor general hygiene & sanitation at workplace (Dispensary, Mess, School & Dairy
Farm) and protect employees & their dependents from various contagious & vector borne
diseases.
NOTE: Many disinfectants are irritant and flammable. Hence proper precaution should be
taken.
IN GENERAL
Basic Principles as enlisted in MODULES 1 and 2 are to be observed strictly.
IN DISPENSARY
Standard Precautions:
• After reporting to Dispensary each Infirmary staff member will change their clothes
and wear PPEs. Removed cloth will be hung separately on nominated wall
hangers/hooks only.
• Before leaving he or she should ensure to soak it in Dettol water for 10 to 15 min and
then on- duty sweeper will wash it with soap and water. At the end of the shift, after
handing over to next person, staff will remove PPE with proper method and keep in
closed bin. After drying, night shift staff will autoclave all the PPEs.
OPD Patient Care

Patient Care

1. Ensure the Basic Principles.
In addition, please take care of:
2. One patient at a time to be send for consultation in doctor’s cabin.
3. Avoid touching the patient’s documents.
4. Follow No touch or Single touch approach.
5. All formalities at reception to be done after donning of PPEs. (Gown, safety goggles,
Cap, mask and gloves).
6. Use alcohol base sanitizer for hand wash. Digital thermal scanner machine to
measure the temperature according to SOP of its use. Check the throat by torch with
proper precaution and PPEs on.
7. After handling of each patient, nursing staff on duty will sanitize his/her hands
before handling the next one
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IPD Patient Care
1. When a patient gets admitted (for treatment or quarantine purpose) ensure proper
sanitization.
2. Ask him to change his clothes first and keep his clothes in closed container or
polythene bag.
3. After changing the clothes, provide face mask and shift him to ward after
introduction of SOPs regarding use and disposal of face mask, social distancing,
hygiene and sanitization of his bed, washroom & toilet.
4. Provide him alcohol-based sanitizer.
5. Admitted person should not touch the pantry utensils and water container. They have
to clean their own plates and keep it aside in marked area after each meal. Then
plates will go for final washing and disinfect.
6. Water and food served by specially nominated ward boy with wearing PPEs. No
touch or Single contact approach must be followed.
7. After using washroom, admitted person should clean the Tap and wash Basin area
with soap & detergent. Clean the handles, locks, latch (Kundi) of door with provided
disinfectant solution. Spray disinfectant solution on toilet seat area.
8. Laundry clothes should be collected in closed bin. And soaked in Dettol water for 15
minutes and further wash with detergent. Dry it and send to laundry for second wash
and ironing.
9. Playing material for students like carom board, cards, toys, ball should be sanitized
before handling. Those who are going to play, sanitize their hands before and after
the game.
10. All equipment like torch, stethoscope etc. with alcohol-based sanitizer/Surgical
Spirit.
Management of outside visiting Consultant
1. If the School infirmary looks after outdoor patients it would be advised to look after
School patients only during the Pandemic.
2. If necessary, to look after outside patients then the Basic Principles of Modules 1 and
2 should be followed strictly.
In Addition:
3. They should use private vehicle for transport.
4. Not allow to travel by public vehicle like Bus/Train/Auto rickshaw.
5. And do not come along with their relatives or guest while coming for consultation
purpose.
6. Main gate Basic Principles to be followed:
7. Doctor/Infirmary Staff will observe precautions of PPEs etc. as listed for in-patients
above.
8. They should carry their lunch box with them, or school will provide lunch on site.
Prohibit movements inside the campus to use mess facility.
9. While going back they should remove their PPEs and soak in bucket with Dettol
water which is already kept inside their washroom.
10. After finishing the work & leaving the Dispensary they should not allow moving
inside the campus.
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CLEANING OF DISPENSARY (SANITIZATION)
Environmental Cleaning:
•
•
•
•
•
•
•
•

Wear PPEs while carrying out cleaning and disinfection work.
Use cleaning agents and disinfectants.
Mop floor with routinely available disinfectant.
Seal off areas where the suspected case or positive case has visited or was
admitted, before carrying out the cleaning and disinfection.
Wipe down all accessible surfaces of walls as well as blinds with bleach solution.
Discard cleaning items into biohazard bags.
Disinfect buckets by soaking in disinfectant or bleach solution.
Dispose-off biohazard bags.

Daily Routine:
1. Wear PPEs only if quarantine patients or suspected cases are admitted.
2. Do daily cleaning and mopping as per the Basic Principles listed in Modules 1
and 2 above.
Decontamination of Ambulance:
•

•
•
•

•
•

•
•

Decontamination of ambulance needs to be performed every time a
suspect/confirmed case is transported in the ambulance. The following procedure
must
be
followed
while
decontaminating
the
ambulance.
Gloves and N-95 masks are recommended for sanitation and for the staff who is
cleaning the ambulance.
Disinfect (damp wipe) all horizontal, vertical, and contact surfaces with a cotton
cloth saturated with disinfectant solution.
These surfaces which include, stretcher, Bedrails, infusion pumps, IV
poles/Hanging IV poles, Monitor, cables telephone, countertops, sharps container.
Spot clean walls (when visually soiled) with disinfectant -detergent and windows
with glass cleaner. Allow contact time of 30 minutes and allow air dry.
Damp mop floor with disinfectant. Change cotton mop water containing
disinfectant after each cleaning cycle.
Discard disposable items and infectious waste in a Bio/Hazard bag. The interior is
sprayed with disinfectant. The bag is tied and exterior of bag is also decontaminated
with with disinfectant and should be given to the hospitals to dispose of according
to policy.
Do not place cleaning cloth back into the disinfectant solution after using it to wipe
a surface.
Remove gloves and wash hands.

OTHER AREAS
1. Person Distributing Milk/Food to quarantine person/families:
He should wear a mask and gloves. And while distributing he/she should follow
no touch/contact method. Keep the social distancing and do not accept document
or anything from quarantine person/family.
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• Developing center for
quarantine
• Procurement
of
equipment’s
and
disinfectants
• Training of medical
staff

COVID-19- Identification of Quarantine Centre (QC) and its operation.
Objective: For breaking the chain of transmission in the Campus by: • Separating Contacts or new arrivals from inside employees of School Community.
• Monitoring Contacts for development of sign & symptoms of COVID -19 and
• Segregating COVID 19 suspects as early as possible from among other quarantine
persons.
Quarantine- A minimum of 14-Day Quarantine shall be observed. All Suspect cases
detected in the containment Zones (till a diagnosis is made), will be quarantined and kept
in Quarantine Centre for 14 days or as per MOHFW (Ministry of Health & Family
Welfare) guidelines.
Refer to the separation of individual who are not yet ill but have been exposed to Covid19
or having history of interstate traveling. (i.e. have potential to become ill).
Isolation: Refer to the separation of individual who are ill and suspected or confirmed of
Covid19.
Person testing positive for Covid19 will remain to be hospitalized in nearest Govt
Hospital till 2 of their samples test NEGATIVE as per MOHFW (Ministry of Health &
Family Welfare) guidelines/discharge policy.
Eligibility: (Quarantine can be applied to)
1. Individual/Group exposed to any big public gathering or have come in contact with an
infected person.
2. Person exposed/travelling or visiting another town/contaminated area.
3. Person from Red/Orange zone area.
Basic Thumb Rules:
1. Location: Quarantine Centre preferably placed in outskirts of campus area and
should be well protected and secured. It should have enough parking place for
movement of ambulance service, easy access for delivery of food/medical/other
supplies.
2. Basic Infrastructure:
Separate room/areas earmarked for PPE donning & doffing.
Separate cubicle/Room for people developing mild symptoms for temporary
observation
transit room)
Each bed separated 1-2 meters (Minimum 1 meter) from all sides.
Lighting, nice ventilation, Electricity, Portable water etc.
Connectivity (mobile), sanitation, cleaning & House keeping
Support Services: Food, Snacks, laundry, recreation.
Rest room for security and medical person.
Laundry Facilities (On-or-off-site), Meal preparation (on-or off-site)
Washroom, bathroom, Toilets.
3. Equipment / Instruments required at QC
Gloves ( latex single use, rubber gloves multipurpose), Caps for hair cover ,
Particulate Respirator N95, FFp2 or equivalent, Medical Masks, Gown and Aprons ,
PPE kit with face shield , Alcohol based hand rub, Soap , Paper Napkins , Closed
Containers / Dust bins, Floor cleaning material (like Dettol & Phenyl , 1% sodium
Hypochlorite Solution) Broom & Mops Buckets , Disinfectants for surfaces,
instruments cleaning ( Spirit, Lisol,Dettol,1% Sodium Hypochlorite), Large plastic
bags for keeping things & cloths, Linen laundry bags, Collection Container for used
equipment, plates & Bowl , glasses etc.
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4. Trainings & awareness
a. Medical staff training regarding daily check-up and screening, Movements
in QC, Infection prevention control measures, Use of PPEs-SOP to be
followed at QC.
b. Training for Staff working in laundry, Dairy, Mess, Security and other
related staff Drivers, Sweepers and attendants on use of Mask, gloves,
Cleaning & disinfection procedures, use of PPE kit.
5. Logistic Management & IEC (Information, Education & Communication)
a. All logistic material to be used in QC (i.e. PPE, Medical equipment as
thermometer, Stethoscope, BP machine, office logistics, packaging
material) need to be purchased in advance.
b. Performa needs to be prepared for daily consumption of PPE, (disposable)
Triple-layer mask, gloves etc and monitored by the logistics team on daily
basis.
c. Quarantined people need to be informed and educated about:
i. Universal Infection prevention control (IPC) measures & Personal
protection measures.
ii. Do’s and Don’ts in the quarantine zone (written) to contain and
avoid infection spread. (Separate posters for display available)
iii. The importance of frequent hand washing, especially after touching
surfaces like door, handles, stair railings and bed railings.
Procedure of managing Quarantine Centre:
• Contacts should be monitored daily twice for fever & Respiratory symptoms.
(Temp & Spo2)
• Nursing staff/trained person should maintain the logbook for same including
suspected cases with symptoms, referral cases list.
• Recreation activities should be planed for contacts.
• Transfer of suspect/symptomatic cases to nearest Govt hospital by ambulance
directly from QC.
• Nursing staff/ trained person on duty in QC should maintain the log of all
designated visitors including medical staff entering and exiting in the quarantine
centre.
• Medical staff/trained person must wear PPE and aware of universal infection
control precautions. (Hand washing, mask, Gloves, Gown, Safety goggles or face
shield)
• Doffed Off PPE disposed in yellow bag. And should ensure hand sanitization in
between doffing off procedure.
• Disposal of yellow bag as per BMW rule. Infected Material in yellow bag should
be placed near the gate should be disposed-off daily by authorized transport and the
entry of BMW vehicle inside the main gate is to be prohibited.
• Closed/covered dustbin should be used in QC. Disinfection should be done in two
steps. Firstly, wash with detergent and then with 1% Sodium Hypochlorite
Solution.
• Municipal waste in QC should be collected in Black bags to be disposed after
proper packaging as per BMW rules.
• Supervision of IPC facility (infection Prevention Control) by Nursing staff/trained
person and security staff. For further details refer SOP for Health, hygiene and
sanitation.
• Used clothes of quarantine person should be collected in Marked ID-linen laundry
bag separately. If each person hands over his clothes for laundry after disinfecting
(15-20 minutes soaked in Dettol water) It will be the most effective method for IPC
(Infection prevention control) measures. OR Before laundering all washable items
need to be placed in 1% sodium hypochlorite solution up to 30 minutes and later
washed in detergent.
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• Basic protocol to be
followed
during
quarantine to ensure
health and hygiene
• Technique of donning
and doffing of PPE
• Protocol
for
disinfection
procedure

Protocol:
A) For Lodging, catering, Laundry and other related activities.
1. Disposable and pre-packed food needs to be served to quarantine people or the plates
used by individual should be cleaned by himself. And kept in marked area.
2. All plates will be disinfected with disinfectant.
3. Area used for washing plates should be disinfected every time after washing.
4. A separate room needs to be assigned to perform laundry services for cleaning of all
the clothes and other washing related activities.
5. Before laundering all washable items need to be placed in disinfectant solution up to
30 minutes and later washed in detergent.
6. All quarantine people must be on separate beds with minimum 1-to-2-meter distance,
no bed facing another.
7. All beds must have clean/disposable bed sheet that should be changed daily.
8. Personal toiletries / towel / blanket /pillow / water dispenser should be separate for
each person.
B) Protocol for disinfecting ambulance and shifting patient to Govt Hospital to be
followed as explained hereinunder above.
C) Protocol for wearing (Donning) & removing (Doffing) PPEs
• Before entering the quarantine room /area
1. Collect PPE
2. Hand Hygiene
Wear PPE: Gown > Mask > Eye Protection > Gloves
• Leaving the quarantine room/area
1. Make sure that PPE will not contaminate either the environment outside the QC or
other people.
Note; If gown is disposable, gloves can be peeled off together with gown upon
removal.
2. You also need to prevent self-contamination or self-inoculation with contaminated
PPE or hands.
3. Sequence of removing PPE’s.
✓ Remove the most contaminated PPE first i.e. GLOVES or Mask
✓ Hand hygiene immediately after removing gloves or mask
✓ Remove the mask/particulate respirator by grasping the ties and discarding in
closed dustbin.
✓ Put reusable items in dry (without any disinfectant solution) closed container.
(Gown, safety goggles, Cap)
✓ Perform Hand Hygiene with an alcohol-based hand rub or soap and water
whenever un-gloved hands touch contaminated PPE items.
Procedure for Removal of PPE:
Gloves > Hand Hygiene > Gown > Eye Protection > Mask > hand Hygiene
D) Terminal Disinfection & Decontamination Procedure
While cleaning windows need to be open in order to protect the health of cleaning
personnel.
Cleaning/decontamination needs to be performed using proper PPE & adopting the
three-bucket system.
One with plain water, one with detergent solution and one with disinfectant
solution.
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Surfaces:
1. Mopping with warm water and detergent solution.
2. After Mopping, clean the mop with plain water. (Change the water when dirty)
3. After drying, Mop the area using freshly prepared with disinfectant Solution,
protecting electrical points & appliances.
4. This needs to be followed by cleaning with a neutral detergent for removing the traces
of the hypochlorite solution.
Textiles:
1. All textiles (Pillow linens, curtains etc) should be first treated with disinfectant spray.
2. Then, they should be packed and sent to get washed in laundry using a hot water cycle
(90 degree C) using detergent.
3. Spray Mattresses/pillows with 1% Hypochlorite.
4. After that, they should be put to dry (both sides) in bright sunlight for up to 3 hrs each.
Procedure after completion of Quarantine:
After completion of Quarantine period, Boarder/ staff along with family have to take
Medical Fitness Certificate from school doctor and Submit it to Principal Office, before
joining the school or Duty.

• Protocol to be
followed in case of
suspected COVID 19
• Rapid response team
will take charge and
ensure government
guidelines are
followed
• Ways to trace high
risk contact

COVID-19- SOP for Response of Suspected Case:
1. Measures to be taken on occurrence of Suspicious Covid Case (s):
The following measures will be taken in such circumstances:
a. Dispensary CMO/RMO will inform and send the person to nearest Govt hospital.
b. A risk assessment will be undertaken by the designated public health authority at Govt
Hospital and accordingly further advice shall be made regarding management of case,
his/her contacts and need for disinfection.
c. The suspect case if reporting very mild/mild symptoms on assessment by the health
authorities would be placed under home quarantine/ complete isolation.
d. Suspect case, if assessed by health authorities as moderate to severe, will be treated as
per health protocol in appropriate government health facility.
e. The rapid response team of the concerned district shall be requisitioned and will
undertake the listing of contacts.
f. The necessary actions for contact tracing and disinfection of workplace will start once
the report of the patient is received as positive. The report will be expedited for this
purpose.
IMPORTANT:
If there are large numbers of contacts from a pre-symptomatic/asymptomatic case,
there could be a possibility of a cluster emerging in workplace setting. Due to the
close environment in workplace settings this could even be a large cluster (>15 cases).
The essential principles of risk assessment, isolation, and quarantine of contacts, case
referral and management will remain the same.

18

•

2. Management of contacts:
Shall be done as per the directions and advise of the Govt. Officials
Risk profiling of contacts
Contacts are persons who have been exposed to a confirmed case anytime between 2 days
prior to onset of symptoms (in the positive case) and the date of isolation (or maximum 14
days after the symptom onset in the case).
High-risk contact
• Touched body fluids of the patient (respiratory tract secretions, blood, vomit,
saliva, urine, faeces; e.g. being coughed on, touching used paper tissues with a
bare hand)
• Had direct physical contact with the body of the patient including physical
examination without PPE
• Touched or cleaned the linens, clothes, or dishes of the patient.
• Lives in the same household as the patient.
• Anyone in close proximity (within 1 meter) of the confirmed case without
precautions.
• Passengers in close proximity (within 1 meter) in a conveyance with a
symptomatic person who later tested positive for COVID-19 for more than 6
hours.
Low-risk contact
• Shared the same space (worked in same room/similar) but not having a high-risk
exposure to confirmed case of COVID-19.
• Travelled in same environment (bus/train/flight/any mode of transit) but not
having a high-risk exposure.
3.
4.
5.
• Ways to trace low
risk contact
• Quarantine of
institution in case
COVID 19 case is
positive

The high-risk exposure contacts shall be quarantined for 14 days as per
government guidelines. These persons shall undergo testing as per ICMR protocol.
The low risk exposure contacts shall continue to work and closely monitor their
health for next 14 days.
The flowchart for management of contact/ cases is placed at next page.

6. Closure of workplace
(a) If there are one or two cases reported, the disinfection procedure will be limited to
places/areas visited by the patient in past 48 hrs. In such cases, there is no need
to close the entire office building/halt work in other areas of the office and work
can be resumed after disinfection as per laid down protocol.
(b) However, if there is a larger outbreak, the building/block will have to be closed
for 48 hours after thorough disinfection. All the staff will work from home, till the
building/block is adequately disinfected and is declared fit for re-occupation.
(c) The advice of the Govt COVID facilities should be sought for such management.
7. Disinfection Procedures in School & offices
SOP of general sanitization & disinfection is made separately for reference.
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Case with symptoms suggestive of
COVID-19

Inform School Dispensary on
Phone

Inform local health authority CHC

Assessment of exposure history
and clinical presentation

Assessed to be COVID-19 suspect
case

Referral transfer to a
COVID health facility
for further management
including testing as per
clinical presentation
isolation of suspect case
at designated COVID
health facility or home
initiation of listing of
contacts

Positive

Referral to a non
covid health facility
or discharge as per
clinical assessment
and diagnosis

Negative

Further clinical
management as per
clinical severity, If
patient has only
mild/very mild,
Home isolation
based on contact
tracing Or Home
quarantine
symptoms then

Assessed to be non-COVID case

Referral or transfer to a
non COVID health
facility (may be in
school infirmary) or
management as per
clinical presentation at
Government facility

No line listing of
contacts isolation and
disinfection required
follow medical advice of
the treating doctor and
continue following basic
prevention measures
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COVID-19- Protocol for Covid Positive case

Procedure:
1. Any suspicious case is to be sent to the nearest Government Hospital/Covid
designated hospital by dispensary ambulance accompanied by medical staff.
2. School administration to be informed.
3. Parents / Guardians should always be informed.
4. According to GOI (Govt of India) rules no visitors will be permitted during
hospitalization.
5. They will keep repeating test every 5 days till two consecutive tests are negative.
6. Then only he will be discharged & school ambulance can go and pick him up.
7. He can resume his studies/duties as per advice of the Govt Doctors.
8. All precautions mandated by different SOPs in vogue are to be adherer to, in letter
and sprits.
*****
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MODULE 6
REOPENING SCENARIOS POST COVID-19 LOCKDOWN
• Opening depends on
Government
directives
• Staggered opening
• Testing for all
• Priority to Board
Classes
• Ensuring
school
readiness
• Considering special
cases

The aim and objective of this document is to list the “Suggested Guidelines” to be followed
post COVID pandemic when the school reopens after the lockdown. These Guidelines are
only recommendatory in nature and all instructions of the concerned State Govt shall
overrule them. Further, Schools to plan reopening only when the respective State Govt
gives approval for the same.
As School consider the path to reopening, schools should consider the following three
important questions: -

(i)
(ii)
(iii)

When to reopen?
For whom to reopen?
With what health and safety precautions in place?

There isn’t one right set of answers to these questions. Infection rates fluctuate across
states/districts, as does capacity of healthcare systems; schools vary in both infrastructure
and system (fully residential to fully day boarding); and different parent communities have
distinct cultural values that affect decision making. Significantly, school managements will
be making decisions based on limited and rapidly changing epidemiological evidence and
will therefore be forced to make difficult trade-offs to reopen schools.
1. WHAT FACTORS TO CONSIDER WHEN DECIDING TO REOPEN?

As schools weigh possible timelines, they can consider four interlocking components of
reopening:
(a) Risks to health and willingness of parents to send children to school
(b) Care at home and importance to economic activity
(c) Impacts on students’ learning and thriving
(d) Safeguarding readiness
(a) Risks to health and willingness of parents to send children to school:
The most critical question is whether reopening schools will lead to a resurgence of
infection among students and staff. The evidence here is still nascent. Children’s risk of
contracting COVID-19 appears to be lower than that of adults. Emerging evidence also
suggests that children are more likely to be asymptomatic, less likely to be hospitalized,
and much less likely to get critically ill, if they develop COVID.
Although the risk to students themselves appears relatively low, reopening schools will
also expose teachers to risk, especially those who are older or immune-compromised.
Children’s role in transmitting the novel coronavirus is still unclear, making it difficult
to estimate the extent to which reopening schools might contribute to resurgence.
From the health point of view of school employees, elderly employees pose a challenge,
as it is prudent to bring back younger workers to office/workplace first and the School
needs to protect older workers by keeping them safely at home.
Potentially relaxed lockdown measures in the world outside the campus add to the
uncertainty. Schools will therefore need to determine when to reopen in the context of
the society at large, especially with respect to the district/state in which they are located.
A response survey of the parents may be taken before plans to open are made.
22

(b) Care at home and importance to economic activity
An important point is the role of schooling in providing childcare. Parents with children
under 15 years old in their household who have no alternate caregiver will likely need
childcare before being able to return to work. The proportion of workers who cannot
return to work without childcare varies significantly across various schools—and even
within them. Though it may be important for schools to take these statistics into
consideration, these numbers do not represent the full complexity of an individual
parent’s family situations or obligations. While some parents, especially those with older
children and who can fulfill their work responsibilities from home, may be able to return
to work part-time, their productivity will likely suffer. Conversely, the situation is much
more challenging for those with younger children and who also cannot work remotely.
While some families may lean on older siblings to provide childcare, doing so could
significantly impair learning for those students. Other families may ask grandparents to
watch children, but this solution puts one of the most vulnerable populations in this
pandemic at risk. The proportion of parents under the age of 55 requiring childcare is
even greater, as younger parents who are the ones most likely to have dependent schoolgoing children.
Where a significant proportion of parents rely on the school for childcare, reopening that
school (at least for younger children) might be more judicious. However, if the majority
of parents can work from home while fulfilling childcare responsibilities or can access
alternative childcare that particular school might stay closed for longer.
(a) Impacts on Students’ Learning and Thriving
Teachers can vouch for it that, every year, students lose a lot of learning time due to
vacations (long summer or winter vacations, depending upon the school’s location).
Despite the schools’ best efforts with remote learning, closures caused by COVID-19
could be even more damaging. If closures extend beyond the present academic year, this
shortfall could be even greater, with negative consequences for individual students and
society as a whole.
If schools believe that their remote-learning offerings are effective and equitable
enough to avoid learning shortfalls, then longer school closures may be feasible.
However, an uneven rollout of remote learning represents lost learning for every day out
of school.
Beyond academics, schools provide important social support, especially to vulnerable
students. This is an essential part of the development of pupils into wholesome
personalities and in many cases provides protection to the child from other maladies.
School closures have shut down support sources for victims of abuse and neglect at the
very moment that they are most vulnerable. And although abuse may be less visible to
staff during school closures, governments and non-profits worldwide have recorded
higher rates of domestic violence since shutdowns began. Reports of domestic violence
have increased more than 50 percent in India during the lockdown and so has mental
health deteriorated considerably and, in many cases, mental stresses have increased
manifold, cost of which is immeasurable.
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(d) Safeguarding readiness
The final consideration to weigh is the individual school’s ability to create and
consistently follow effective health and safety measures to mitigate the risk of
infection. A school’s infrastructure, budget, supply chains, policies, and culture, all
contribute to their ability to operate safely after reopening. For instance, a school with
unused classroom space and enough classroom aides could stagger schedules, space
desks at least six feet apart, and facilitate more but smaller classes. Furthermore,
equipping or retrofitting schools for optimal hygiene and sanitation won’t be effective if
students’ behavior cannot or does not adhere to health and safety protocols.
If the management believes that the school can realistically adopt health and safety
protocols that can lower the risk of infection, it can open earlier. However, if it believes
they are unlikely to be able to limit transmission because they are, by definition, highcontact zones, then it should remain closed or open later.
In Boarding Schools, the challenge of readiness will be higher because the possibilities
of maintaining Social Distancing in a hostel-environment is far more difficult and
almost practically impossible.
2. REOPENING SCENARIOS (For Whom to Reopen)
Reopening doesn’t have to be an all-or-nothing decision. Schools could selectively
reopen, making it easier to keep student groups small and dispersed as per the
following suggested scenarios: (a) Prioritized re-opening for students in important/senior/board classes. For
example, students of Classes X & XII may return to school earlier than others,
to prepare for their board examinations. Physical distancing is easier and in fact
typical, in examination halls, and older students are more likely than younger
ones to follow health and safety protocols and procedures.
(b)

Schools can consider identifying student segments with specific needs and
reopening for them. For instance, students from remote areas or economically
challenged scholarship students, who are less likely to have reliable internet
service and devices equipped to support remote learning and who are more likely
to rely on school for non-academic support, may gain academic and wellness /
nutritional benefits by returning to school.

(c)

It may be preferable to recall local students or hostellers residing in one’s own
district or domicile State (Home-State), as soon as lockdown is completely lifted
within the State, so that they do not expose themselves unnecessarily to public
places, long travel or socialising.

(d)

Maybe the School chooses to recall only Students from GREEN ZONES alone,
may be allowed to come with a gap between the 1st and 2nd lot or any successive
batch.

(e)

If open free/paid COVID testing is permitted by the Govt., then the school could
think of recalling only those pupils who have a COVID NEGATIVE test
report, of the last 48 hours.

(f)

Schools may think of recalling students with special abilities (especially ones
that make remote learning particularly difficult) may call them to join first, as
such students might be better served with Specialist Educators at school than at
home.
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(g)

Various States may not permit reopening for pre-primary and primary classes
in the beginning, because of the smaller age-group (Below 10years) but this is
extremely important to address as childcare for such children is very necessary
and parents may need to return to work for their own economic livelihood. Such
an approach of opening is supported by the belief that young children are
among the lowest-risk groups for both infection, symptoms and transmission.

(h)

Schools may also consider prioritized opening for children of essential workers
(health care, Civil Administration, Police, Defence / Paramilitary etc.) since their
parents, may not have the option of staying home.

(i)

Just as it may be beneficial for some students to return to school, some teachers
might be better served working from home. Teachers who are at a higher risk
of developing COVID-19 can be identified in advance of school reopening and
continue to stay at home and provide remote instruction to students who are also
still at home.

These possibilities are uncharted for many schools and may require adjustments in
both in mindsets and logistics, especially for staffing.
For instance, reopening schools for only some students may mean reframing or
redefining teaching, assignments, assessments, attendance/absenteeism and syllabi
completion, especially if a significant number of families opt out of sending their
children back to school due to safety concerns.
This suggests that schools would need to continue to offer some level of remote
learning, even after most students are back in the classroom as it is improbable that
schools are going to start with a full strength, from the word go. Schools will need to
continue to cater to the learning needs of those who may continue to choose to learn
from home.
3. HEALTH AND SAFETY MEASURES TO ADOPT

Measures for general well
being

Like workplaces around the world, schools will need to adopt and enforce heightened
health and sanitation protocols. However, schools will likely confront trade-offs
between effectiveness and feasibility in implementing such measures, especially in
Boarding Schools.
Measures that can reduce viral spread may be less effective at providing childcare
or optimizing learning. For example, alternating school days for different groups of
students may facilitate physical distancing but may not fully meet parents’ childcare
needs and may create inconsistent learning environments for students. Most
importantly, some measures that are appropriate for adults will be difficult, if not
impossible, to enforce in a school setting, especially for younger students.
Each school system will therefore need to evaluate its health and safety measures to fit
its resources and capabilities across the following major categories:
(a) Entry and Exit Policy
(b) Physical infrastructure
(c) Scheduling and staffing
(d) Transportation and food service
(e) Healthcare, sanitizing and behavioural policies
(f) Repeated training of Staff and regurgitations of Procedures
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Strict Entry and Exit Policies can help keep the virus out of the campus. School
infrastructure can facilitate both physical distancing and hygiene protocols. For instance,
designated entrances and exits for different student groups, sectioned off common spaces,
and floor markings to direct foot-traffic flows can help students and staff maintain social
distancing. Similarly, portable hand-sanitizing stations at entrances and common areas
can promote regular hygiene—and all of these changes may be made at a reasonable cost.
However, permanent changes to the physical environment, such as no-touch bathrooms
or upgraded ventilation, may be unrealistic for many schools, given the short time frames
involved.
As school managements consider a dizzying array of decisions, these guidelines have
been framed to suggest the difficult trade-offs that will have to be made using the best
and most recent, but still inadequate, available evidence about the spread of COVID-19
infection and the knowledge of their own resources and constraints. Schools will also
need to involve parents, teachers, and students in the decision-making process.

I.

DECIDING UPON WHICH PUPILS TO CALL IN FIRST:
1. Deciding whom to receive first will be of paramount importance as schools will not
be able to reopen for all students together.
2. This has been dealt with, adequately, in the preceding sub-paras (a) to (i) of
Para 2.

II. TRANSPORTATION OF CHILDREN TO THE SCHOOL
1. Only students who have been in home quarantine for 14-days or more and have not
shown any Covid-19 symptoms shall be allowed to come to school.
2. Number of people travelling in the car should be as per Govt Guidelines.
3. Preferably, the child and accompanying parent would be required to travel directly
from home to the school with no break for food / drink in between to avoid social
contact. They must carry food and drink along with. Students shall not dismount
the vehicle enroute.
4. Students coming by flight or train to follow the procedure if safe-distancing, masks,
hand sanitizing and washing hands with soap and water every two hours.
5. Only the student/s (no guardian, parent, driver or vehicle) shall be allowed to enter
the campus.
6. Preferably only parents to be allowed to bring the child and preferably no more than
one parent and two children to travel in one car.
7. Preferably no hired vehicle shall be used but if at all required, ensured proper
sanitization before students enter the vehicle.
8. As far as possible no drivers to be brought along, especially if hired from outside.
9. All people in the vehicle shall wear masks while travelling to the school.
10. Arrangement for hand and luggage sanitization, tables and chairs and dustbins with
covers/lid to be provided at the Main Gate.
11. During the movement of students outside school, students and escorting staff must
wear washable mask and gloves.
12. Sanitizer too must be carried by the staff to ensure regular sanitization.
13. Vehicle to be sanitized before and after the journey.
14. Preferably no hired vehicle shall be used but if at all required, ensure proper
sanitization before students enter the. The driver of the vehicle should be masked
all the time.
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III.

SPORTS & EXTRA CURRICULAR ACTIVITIES PRECAUTIONS
1.
2.

3.

4.
5.

Social distancing to be followed while conducting these activities.
Non-essential activities or those which entail mass gathering or close
positioning / seating to be avoided. e.g. special assembly, house shows, group
dances etc. should be avoided.
Contact / proximity sports / physical activities to be avoided in the interest of
social distancing, e.g. basketball should be avoided, rubber ball cricket or
badminton may be permitted with precautions and due supervision.
Activities/sports (e.g. soccer, gymnastics etc.) which are more prone to
injuries should be avoided to prevent any requirement of outside consultations.
Contact Games or injury-prone Games to be avoided until normal life doesn’t
start, else increased hospital visits by students may compromise the safety and
security of other children on campus.

Strict Rules to be followed when people go out of the campus for emergent/necessary
requirements. Suggested Rules to be followed when any person visits outside the School
Campus are enlisted in
The SoP and Guidelines for anyone leaving the School temporarily for a Short Period is
Attached as Appx 2 i.e. when someone must go to the Bank or to the Market, or to a hospital
for a checkup or something
If a School so desires a Certificate of Willingness may be obtained from the parent. Sample
Certificate is attached as Appx 3.

*****
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•

MODULE 7
BOARDING HOUSES, MESS & LAUNDRY
Guidelines for Boarding Houses
• Disinfection of Boarding
houses
• Dormitories arranged as
per safe distancing
norms
• Ban on gatherings
• No visitors allowed
• Safety measures during
all activities
• Medical issues to be
immediately reported to
Infirmary

Boarding House/Dormitory Protocols
•

•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

The House Team should educate and orient the students on various precautions and
guidelines that need to be strictly followed. Students should also be made to practice
safety drills. For example, regular hand washing with clean water and soap, use of safe
sanitizers for disinfection, ensure social distancing, reporting of symptoms in case of
cough or fever, etc.)
The students should also be educated on showing empathy and understanding to keep a
check on their mental, physical & emotional health and ensuring a healthy environment
for stay.
Ensuring that the students follow the accommodation plan in Houses designed for their
safety keeping social distancing in mind.
The students should participate in recreational and physical activities keeping in mind
the safe physical distancing norms as directed by the government.
The school should ban any gathering or use of common rooms for the time being.
No outing / visits / visitors shall be allowed unless in case of emergencies.
The schools should assign specific days for telephoning and haircuts in order to avoid
clusters of students.
There should be marking for rollcalls in boarding houses at the designated places to
ensure safe distancing.
There should be marking the floor as per safe distance protocol at the entry/exit gates,
queues or wherever students might assemble.
The daily schedule to be planned in a manner to ensure decongestion at washrooms.
The schools should ensure that there should be in-house facility for laundry and that
clothes should be dried outside in the sun.
Any medical issue should immediately be reported and sent to the Health Centre /
Infirmary.
Any required clothing and stationery items should be provided in the boarding houses to
ensure de-congestion.
The House support staff to be stationed in the school premises to ensure safety of all
students.
Installation of enough soap dispensers, sensor-based taps, sanitizers and disinfectant at
various locations.
Any inter-house activity could be planned on Sunday keeping in mind safe distancing
norms dictated by the government.

Guidelines for Mess Functioning and Preparation Prior to Reopening
•

•

•
•
•

A complete health checkup of mess employees must take place upon reporting for duty,
one week prior to students’ arrival. Temperature and other parameters must be monitored
daily by the doctor and his team, as per government guidelines for COVID19. Employees
must be sent back if parameters are not met.
The mess employees must be educated on cleanliness and hygiene protocols to be
followed. They must change into a fresh pair of clothes upon arrival for their duty every
day. The mess employees must wear protective gear while operating.
The school should try to reduce human intervention as much as possible in the handling
of food and utensils.
Rearranging of mess furniture as per safe distancing norms.
Ensure active engagement of the mess committee comprising of teachers and students.
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• Health check up of all
mess employees
• Training on hygiene
• Employees must wear
protective gear
• Reduction of human
intervention
• Arrangement
of
furniture
for
safe
distancing
• Disinfection of food
items

Guidelines for After Reopening of the School
•
•
•
•
•
•
•
•

•
•
•
•
•

The schools should ensure that the meals to be served in shifts depending on the capacity
of the dining hall. The shifts may be class-wise or house-wise depending on the school.
The schools should ensure that entry and exit timings for all shifts are designated and
markings for safe distancing are made on the floor.
Students must wash their hands properly before and after meals.
If possible, the schools should try to serve the food at the table with marking for seating
at a safe distance. If the food is served in a buffet, then safe distance marking should be
made for queues.
Ensuring safe distance near the dishwashing area and wash basins.
The school must ensure that the mess should be cleaned and sanitized daily. Hygiene of
the storage area, kitchen, serving area and washing area in the mess must be top priority
and monitored daily.
The transaction with vendors who supply various items to the mess will take place
outside the school campus.
Vegetables must be washed with a food grain disinfectant; kept for 12 hours and cooked
thereafter. Dry Ration must be kept under the sun for 2 hours if the weather permits;
packets should be wiped with a sanitizer and stored. A disinfecting oven could also be
used for sanitization of ration and vegetables.
The schools should introduce a daily kitchen inspection and meal tasting report which
will be compiled by the Mess Committee of the school.
The kitchen waste should be disposed in a safe manner daily.
The utensils should be washed with care using specified cleaners; washers must be
instructed to maintain personal hygiene and wear complete protective gear while
operating.
The menu must include nutritious food to boost the immunity of the students.
Teachers and school prefects should also be seated at different tables to ensure that all
protocols are being followed and that the students are consuming nutritious meals.

*****
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•

• Hybrid learning
• Involvement of parents
• Academic classes in two
shifts

MODULE 8

ACADEMIC PLANS
INTRODUCTION
The schools have risen to the challenge of changing overnight from the offline classroom
to the online classes. The Academic plan for the year 2020-21 will have to be delivered in
online modes for almost the whole session as there may be students who will not be able to
join back for the entire year.
The academic Calendar for 2020-21 will be published by different Examination Boards.
Schools will map the individual academic plans for delivering the content and carrying out
the examinations as per the directives of their respective affiliation
ONLINE CLASSES:
• It is suggested to carry out online classes over the different platforms available online
• A partnership with parents must be developed for the success of this mode of learning.
• An assessment of availability of devises and internet connectivity must be made. It is
possible that there is non-availability of adequate numbers of devises during the class
time on account of a greater number of users but limited devises in the family. In such
cases recordings of lessons may be given.
• In the absence of internet devises, students and parents may be guided to use Television
and Radio broadcasts at specified times for age-specific lessons
• Care should be taken to restrict screen-time for students as prescribed by various
national and international authorities
• Schools may have tie-ups with e-learning providers for ease of curriculum transactions.
• Care must be taken not to scan and use pages of textbooks for reasons of copyright in
open-ended and insecure platforms.
• NCERT books are available online on ncert.nic.in
• Assignments for students may be given in a roster so that students are not burdened
with too many assignments on any given day.
• Adequate time may be given to students for turning in their completed assignments.
• The assignments may be turned in as scans of work done in notebooks or direct word
documents.
• If written work is assigned it may be advisable to use loose sheets which will be easily
carried back to school and later spiral bound. This will reduce Screen-time as well.
• Students must be expected to learn independently and become Self-Learners from
online materials and therefore it is important to approach this learning without stress.
Teachers may be motivated to be available for remedial help separately.
• Breaks may be given between lessons to facilitate entry-exit of subject teachers
• Depending upon the progress of the syllabi, teachers may take a call on scheduling
online examinations.
• Online exams may be conducted through different apps available. Preferably, secure
and encrypted platforms should only be used.
• Parents may be requested to assist and proctor the exams.
• Attendance of online exams must be recorded especially for Board Exam Classes.
• Practical classes to be carried out using creative solutions.
• Bio-breaks for water, washroom, stretching, snacks should be built into the timetable.
• Regular online Parent Teacher Meetings may be scheduled for assessing the progress
of the students.
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IN-SCHOOL CLASSES
• Reporting of students will depend upon the Government instructions and protocols as
explained above.
• In Day-Schools – As per permitted class seating strengths on alternate days after
calculating social distancing. Two or three classes at a time till each batch gets
accustomed to protocols.
• Hybrid-model: One section of each class to be used for online classes which will need
to continue as many students may not be able to join.
• A choice of live streaming, uploading a recording or conducting a separate online
class may be made.
• Schools may consider permitting students to bring devices with them for continuing
online classes during the initial isolation period.
COURSE COMPLETION AND RECORD OF LESSON PLANS
• Affiliating bodies may reduce syllabus which will need to be taught through online
and in-school modes.
• Term-wise mapping of the curriculum to be published.
• Monthly lesson targets to be recorded and monitored by Vice Principal
• Weekly lesson plans will be submitted to HODs by teachers.
• Peer observation records to be maintained in online and off-line modes by teachers
Redesigning Timetables
• Classes for VIII, IX, X, XI & XII should be held in the school building in two shifts
or otherwise to maintain Social / Physical distancing. This will help de-congestion
the main school building and maintain safety.
• Classes in shifts may be considered. X, XI & XII to be conducted in morning shift
and for VIII-IX in the afternoon shift.
• Alternate with Sports/Activities with Academics – morning / evening.
• Either a Hybrid Teaching schedule has to be worked out or simultaneous live
transmission (of in-person teaching) has to be arranged for students at home
(online); this may be planned for the entire academic year, considering the fact that
some students may not physically return to school during the whole year.
• Ensure safe distancing at
all times
• Library books available
in boarding houses
• Recreation activities at
house level

DISTANCING IN CLASSROOMS & LABORATORIES
• Social distancing will be the top priority.
• Assembly meetings are to be avoided.
• Furniture in the classrooms should be arranged accordingly.
• Minimum one-meter distance to be maintained.
• Extra sections could be made to maintain social distance.
• Staggered access to computer labs/ Science labs, thus avoiding overcrowding.
• Teachers to carry their own chalk/markers, dusters etc.
• Students to be repeatedly informed not to share stationery/books/personal
belongings
POSTERS
•
•
•
•
•

Safety display posters for COVID-19 to be put up at various places.
Washrooms will have signs posted indicating only two persons are permitted at a
time.
Instructions will be posted for proper hygiene and hand washing.
Social Distancing Arrangements, Designated Seating and Standing, Parking,
Marking outside and inside campus in every area
Signages and Warnings in every area
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LIBRARY PROTOCOL
• Students will not be visiting the library. Demands for books will be taken from the
students and the books will be sent to their respective hostels after proper
sanitization.
• Once returned, the books will be sanitized and stored for a couple of days, before
they are reissued
ENTERTAINMENT AND HOUSE EVENTS
• Entertainment events like for the Fresher’s Eve which is like a Talent Hunt Show
for new students may be conducted as also a Welcome Eve in which the old students
put up a show for the new ones but the audience must be seated at/approved social
distance or in multiple venues as per the infrastructure of the school.
• Movie shows could alternate or be showing in multiple venues, in the Common
Rooms/ Auditorium / Amphitheatre/ Open Air etc. Seating students in smaller
batches, maintaining social distancing.
• Inter House cultural competitions could be held as Class wise and Inter House
events, maintaining social distancing and providing more students with an
opportunity to participate.
• Video-calling facilities to be made available for students to communicate with
parents as there will be a long haul before students will be able to meet their parents
again.
*****
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MODULE 9
• Risk Analysis
• Mitigation Plan
• Emergency
Response
Plan
• Recovery Plan

RECONCILING DAY CUM BOARDING SCHOOL OPERATIONS
COVID 19 Management Plan
The COVID 19 Management Plan should include –
• Risk Analysis (to identify the risks, threats or hazards and vulnerabilities or
susceptibly of the school which will help inform the approach to reopening (e.g. full
or partial).
• Mitigation Plan (guidelines, procedures and protocols to prevent, control and
eliminate risks)
• Emergency Response Plan (protocols to address and stabilize any emergency or
scenarios such as single or multiple cases in school being identified)
• Recovery Plan (to recover from any emergency in order to restore the learning
environment)
The COVID 19 Management Plan must be reviewed, evaluated, and updated by
referring to current health advice and information about COVID-19 transmission and
severity in children and adults as provided by local, national and international health
authorities; adjusting procedures and protocols as required.
The purpose and goals of the Schools’ COVID 19 Management Plan would be:
• To minimize the spread of the pandemic
• To maintain essential school services
• To maintain continuity of learning for all students
• To minimize social disruption for families and staff
• To minimize economic losses for families and staff
• To coordinate efforts
CONCLUSION
In the absence of guidelines from education authorities about appropriate distance learning
methods for effective holistic learning, and the strong blow to educational institutions with
their closure, delaying the reopening of schools may not be in the best interest of the child
or the nation. It is, therefore, hoped that the considerations in this document would help the
government seek out what is best for the children, their families and the community.
The PROTOCOLS / SOPs for various operations of residential cum day schools shall be
same as those for fully boarding and/or fully day schools, as applicable.

*****
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Appx 1
SELF DECLARATION FORM
(Please fill all particulars in CAPITAL LETTERS only)
1. That I, ______________________________ Father/Mother/Guardian of
Name _______________________ Class and Section_______
Admin/Folio/Boarding No. __________ House _____________
declare that that my child is physically fit and is ready to join the school willingly.
2. Does your ward have any of the following:
Fever
Yes
No
Cough
Yes
No
Sore Throat
Yes
No
Breathlessness
Yes
No
Other: Please Specify
1. Recent travel history:
i. Did you/your ward travel to any other country recently ________ YES/NO
ii. Did you/your ward travel to any declared red zone in the country ________
YES/NO
iii. Whether you are coming from a declared red/containment zone _______ YES/NO
2. Please specify the ZONE/Category from where you are currently coming to the
school. Is in a Containment Zone/ Red Zone/ Orange Zone/ Green Zone.
The exact Address of your place of residence (in the last 14-days):
1. Address2. Contact Number3. E-mail3. Status in Aarogya Setu App.
Green: YES/NO
4. Does anybody in your immediate family fall under any of the following
categories:
Confirmed Positive Case of Covid-19/ Active Case/Recovered from Covid-19.
5. I confirm that nor have I or my child or immediate family members come in close
contact with any Coronavirus (COVID-19) patient, in last ONE months. (“Close
contact” means being at a distance of less than one meter for more than 15
minutes.)
6. I hereby certify that my child is not suffering from any pre-conditions or such
disease like Diabetes, Hyper-tension, Asthma or any such like Ailment to make him
pre-conditioned to becoming a serious risk in case he gets infected with the
Coronavirus (COVID-19).
7. I also fully understand the risk involved in keeping him in the hostel, in
community living conditions and am prepared to take the risk involved, without any
inferences against the school or its employees or the School Management.
8. I hereby acknowledge that the information furnished above is true to the best of
my belief and knowledge.
9. If information is found false, any action may be taken as deemed fit and
appropriate by the School Management or Head of School.

Name _________________________
Signature _____________________
Date___________________________
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Appx 2
SUGGESTED RULES TO BE FOLLOWED IF ANY STAFF MEMBER, SUPPORT STAFF
OR THEIR FAMILY MEMBERS TRAVELING OUTSIDE THE CAMPUS ON URGENT
REQUIREMENT
1. All personnel on campus including their family members shall follow these rules during
the COVID-19 precaution period.
2. This is for the well-being, safety and security of all personnel on campus.
3. The Head of Administration/Bursar/Admin Officer, (hereinafter called Admin Officer),
shall be informed by the concerned Dept about the requirement to proceed outside campus.
4. The Admin Officer will review each case individually and determine the need/requirement
and will thereafter seek permission from the Head of School (hereinafter called HS), for
any such movement along with his/her recommendations.
5. Once approved by the HS, the Admin Officer will inform the Main Gate about the details
of the person, time out, expected time of return, vehicle, driver details, etc as applicable.
6. Movement should be in personal / school vehicle only. Movement by any other mode, e.g.
by public or hired transport, is required to be specifically approved by the HS.
7. Telephonic confirmation from Admin Officer also needs to be taken by the Gate at time of
departure and return.
8. On return, RMO shall be connected to the employee from the Gate, on arrival, without
letting the employee inside the Campus.
9. The RMO shall satisfy herself that the rules of COVID-19 transmission have not been
compromised and shall decide whether the employee returns to duty or needs to go into
quarantine. The RMO shall then take a decision in the matter and inform the Admin
Officer who in turn shall inform the HS.
10. The following precautions shall be taken:
a. Face mask to be worn always when out of the School Campus.
b. Use Alcohol-Based Sanitizer on hands every 15 minutes.
c. Drivers going out of station shall wear gloves too.
d. Should wash hands thoroughly with soap and water before leaving the campus and after
return and every two hours while outside the campus.
e. Should avoid meeting strangers or “other” people while outside the campus.
f. Should avoid going to any marketplace, movie-hall, marriage etc. or into any crowded
areas.
g. Should maintain social distancing of 2 Mtrs from all people.
h. No eatables or water to be bought or consumed outside.
i. If required, food and water to be carried from the campus itself.
11. On return after clearance for entry, the employee shall follow the normal procedure of
sanitization drill at the gate as follows:
a. Should wash hands thoroughly with soap and water
b. Should leave all belongings brought into the campus at the Gate.
c. All things coming into the campus shall be sanitized.
d. After sanitizing all stuff to be left at the Gate for 72 Hours preferably. Eatables/Perishable
stuff to be kept for 24 hours.
e. For great emergency requirements, the stuff needs to be sanitized and washed with soap
water and then handed over to the person.
f. Thereafter, without meeting anyone, to go straight to one’s accommodation, change clothes
and throw all travel clothes into soap water.
g. Have a bath and then re-join duty
12. Ordinarily, no overnight stay shall be permitted unless in an emergency.
13. If the employee or family member has gone out for more than one day and has stayed
overnight outside the campus even within the State, the RMO shall get the Self
Declaration Form filled. Attached as an Appx 1:
14. The RMO shall endorse remarks and send it to the Admin Officer for filing/further action.
15. The Admin Officer shall discuss the case with the HS and endorse remarks of quarantine.
16. Such employees shall NOT re-join duty without clearance from the RMO, Admin and the
HS.
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OPTIONAL FOR SCHOOLS)
Appx 3.
CERTIFICATE OF WILLINGNESS TO SEND THE CHILD TO HOSTEL
(To be submitted by the Parents/Guardians separately for each child notarized on Stamp
Paper worth Rs100/-)
1. We,____________________________
S/o,
__________________________
(FATHER)
Aged_____
and______________________________
D/o________________________(MOTHER)
Aged
______
are
R/o
________________________________________
parents
of_______________________________________BNo._____ Date of Birth ______
who is studying in Class ______ in ____________________________________
School, _____________, Distt ____________ State ___, INDIA do hereby agree and
declare that we are desirous and have permitted our child as mentioned above to
return to the school post the COVID-19 lockdown, which may involve certain amount
of risk of exposure to the infection, and agree to indemnify the school and it’s staff
against all such claims that may arise out of any sickness or treatment, which my child
mentioned above may undergo in consequence of returning to the school.
2. That we understand the risk of viral infection load on our child involved in allowing
our child to return to school amid the present COVID-19 pandemic situation and agree
to our child being kept under quarantine for 14 days as per the safety measures
implemented by the school.
3. We, hereby further affirm that our child mentioned above is medically, mentally,
physically, emotionally fit and free of any COVID-19 related symptoms or any other
communicable disease. We also affirm that the child is not diabetic, asthmatic or preconditioned in any manner, whatsoever, which could make him a higher risk to
COVID-19 viral infection than any other normal child.
4. We hereby give our full consent for any specific medical intervention such as COVID
test or any other emergency investigation or treatment required for the medical welfare
of the child.
5. We also understand that any expenses, if any incurred, in the medical treatment any
sickness COVID-19 related or otherwise for any other ailment, will be borne by us as
parents/guardians of the child and give full authority to the School
Authorities/Representatives to administer necessary treatment in this regard to my
child and excuse them from those actions, as they would have been taken in the best
interest of my child and his/her well-being.
6. We also agree to give vaccine if required to my child as per the government health plan
and health care programme of India; weekly, folic acid, vitamin supplements and other
deworming tablets etc. may also be given.
7. That I fully understand the risk involved and we the parents are willingly and without
any sort of coercion allowing our child, whose details are mentioned above, to return
to school.

Signature of Mother (1)

Signature of Father (2)

(Name and Address)

(Name and Address)
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