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STANDARD OPERATING PROCEDURE (SOP)
DISPERSAL OF STUDENTS (PRE PRIMARY

INTRODUCTION:

For a school to serve as a safe and organized space for every learner, effective dispersal management
is crucial. A well-coordinated dispersal ensures safety, discipline, and accountability. It requires the
collective responsibility of all staff members to uphold school norms and facilitate smooth student exit
procedures.

All staff members are therefore directed to comply strictly and uniformly with the following instructions
to maintain order, safety, and institutional discipline.

OBJECTIVE:

To ensure the safe, systematic, and efficient dispersal of students from both the Pre School and Pre
Primary. It aims to maintain order, discipline, and accountability by clearly defining responsibilities and
ensuring that every staff member actively participates in the dispersal process. Through structured
timings, designated routes, and vigilant supervision, the SOP seeks to prevent confusion, overcrowding,
or safety lapses, thereby upholding the school’'s commitment to providing a secure and organized
environment for all learners.

. DISPERSAL TIMINGS

Priority Order of Movement:

a. Pre School (Sections A to F)

b. Pre Primary (Sections A to F)

Categories of Dispersal:

a. Category A: School Transport Users

b. Category B: Parent-Escorted Students

C. Category C: Van Users / Private Transport

Each category will follow distinct movement routes and supervision protocols as specified below.

Category | Classes Time Supervising Authority
Pre Primary (Bus Users) All Sections 12:20 — 12.40 PM Headmistress (PP)
Pre Primary (Walkers & Van Users) | All Sections 12:50 PM Headmistress (PP)

2. PRE-DISPERSAL PREPARATION
Preparation for Dispersal

To ensure a safe and organized dispersal, each child is provided with an ID card attached to a lanyard
of a specific colour as per the dispersal plan — Red for Van Users, Yellow for School Bus Users, and
Blue for Parent Escorts. This colour-coded lanyard system enables teachers to easily identify each
student’s mode of dispersal.

Class Teachers’ Responsibilities:

e Ensure all materials are packed in the school bag before handing them over to the afternoon bus
duty teacher.
Conduct a quick headcount before students leave the classroom.
Maintain discipline and silence during movement in corridors.
Support Staff Readiness:
Sahayikas assist the teachers to manage the students of the classes where the class teacher is put
on afternoon bus duty. Lady guards and Safai Karamcharis are positioned at corridors, staircases
and School Gate 1 as per the allocation of duties.




Medical and Security Arrangements:
e The Medical Room remains operational till the time the last child is dispersed. The doctor and
school nurse remain on duty to attend to any emergency or casualties.

3. DISPERSAL SEQUENCE

A. Dispersal of School Bus Users: At 12:20 pm, three teachers from Pre-School and subsequently
three teachers from Pre-Primary (on afternoon bus duty) leave their classrooms with the bus
attendance registers to gather children for their respective routes from all Pre-School and Pre- Primary
classes. The lady guard on bus duty accompanies the teachers to ensure the safety of students as they
line up route-wise in the corridors.

Arrangement and Line Formation : Children are assembled in neat lines route-wise. Teachers ensure
discipline and calmness. Lady Guards on bus duty assist the teachers to ensure safety and discipline.
Attendance and Verification: Attendance and verification is done in the class by the respective class
teachers to cross check the attendance marked in the morning by the bus duty teachers. Afternoon
bus duty teachers collect the bus children from all sections of PS & PP as per the attendance marked
in the bus registers before arrangement and line formation for the buses. Any change in pickup mode
is immediately reported to the Bus Duty Teacher through HM (PP).

Supervised Movement to the Bus Area

Teachers escort children safely to the bus area in lines. Lady Guards assist younger children during
movement and boarding in the bus.

Teachers on bus duty conduct a headcount after all children have boarded the bus to ensure that no
child has been left behind in the classrooms. This count is cross-verified with the attendance recorded
in the bus registers to confirm the presence of all bus students. The HM (Pre-Primary)/Transport
Incharge oversees the process, verifies the headcount against the attendance entries, and signs the
registers. Once this verification is complete, the buses depart from School Gate No. 02.

B Dispersal of Parent Escorted students and Van Users
Supervision — HM (PP)

The class teachers and teacher assistants, along with the support staff, line up the children section-
wise and escort them to School Gate No. 1 for dispersal. There, the children are personally handed
over to their authorized parents or guardians carrying the Parent ID Card. The dispersal sequence
followed is Pre-School Sections A to F, followed by Pre-Primary Sections A to F.

Children whose parents arrive late are supervised by the teachers until they are safely handed over.
The teachers remain on duty until the last child has been dispersed from the gate.

C Dispersal of Van Users
Supervision — HM (PP)

Once all students have been safely handed over to their parents, the teachers assemble the van user
students. The teacher on van dispersal duty calls the van drivers one by one and hands over the
children after verifying their names against the attendance marked in the Van User Register. The
security guard on duty ensures that each child is safely boarded into the designated van outside the
School Gate No 1.

The Security Supervisor, Mr. Ajay Tyagi, will ensure that the dispersal process is carried out smoothly
without any disruptions. The Transport Incharge and Administrative Officer (AO) will ensure that there
is no congestion caused by parent vehicles outside School Gate No. 1.




4. ROLES AND RESPONSIBILITIES

Personnel Responsibilities

Class Teachers Maintain attendance till all students are handed over; escort and supervise
students during movement; ensure discipline and safe handover.

Bus Teachers Reach bus bay by 12.35 PM; verify student presence against bus list;
report any absentee or delay to HM (PP)/Transport Incharge.

Teacher Assistants Monitor corridors and staircases

Transport Incharge Coordinate communication with drivers; authorize vehicle departure only
after verification.

Security Staff Manage traffic and pedestrian movement at gates; verify parent IDs;
restrict unauthorized entry/exit.

Support Staff / Assist younger students during movement and boarding; maintain
Sahayikas discipline in waiting area designated for Van Users and Parent Escorts
Medical Staff Stay on standby until dispersal completion; attend to any medical
emergencies promptly.

5. SAFETY AND CONTROL MEASURES
ID Verification: Parents/guardians must carry the authorized Parent ID card for student pickup.
No Early Dispersal: Students will not be released before 12.50 PM without a signed by

the Class Teacher and Wing Incharge.
Emergency Preparedness:

a. In case of adverse weather or emergency, students will remain in classrooms until further
instructions.

b. Teachers will follow the Emergency Evacuation Plan as directed.

o Communication:
a. All on-duty staff must stay in contact through the designated communication channels.

6. ROLE OF BUS DUTY TEACHERS
e Bus duty teachers shall ensure that:
. Students board their designated buses immediately after the bell.
. No child remains unaccompanied in the bus bay.
. Attendance is verified before the buses leave the school premises.
The Transport Incharge will report any non-compliance to the Headmistress (PP).
If any parent is not present at the designated bus stop at the time of pick-up, the child will be
brought back to school after informing HM (PP). The Bus Duty Teacher or Class Teacher will inform
the parents accordingly. The child will then be safely handed over to the parents at school after
verifying the Parent ID Card.

7. POST-DISPERSAL
e Teachers confirm all students from their class have left safely before leaving their post after
thoroughly checking the classrooms/washrooms and other spaces.

8. CONSEQUENCES OF NON-COMPLIANCE
Failure to adhere to the above guidelines will be viewed as a serious lapse in duty and will invite
appropriate written explanation and administrative action as deemed necessary by the Principal.

CONCLUSION

The dispersal process is not merely an end-of-day routine, it reflects the school’s discipline,
coordination, and collective responsibility towards student safety. Every teacher’s active participation
ensures that the school remains a safe haven for its learners and continues its journey from good to

greatness.




