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Standard Operating Procedure (SOP)
Crisis and Emergency Handling of School Transport

This SOP outlines the procedures to be followed for effective, timely, and coordinated response
during any crisis or emergency involving school transport, ensuring the safety, security, and well-
being of students, staff, and drivers.

This SOP applies to:

e All school buses and hired transport

e Drivers, conductors/attendants, transport in-charge
¢ School administration, teachers, and support staff

e Students travelling by school transport

Type of Emergency

Category
Road & Vehicle
Emergencies

Type of Emergency

Road Accident

Examples / Description
Minor or major accidents involving school
transport

Vehicle Breakdown

Engine failure, tyre burst, battery issues

Mechanical Failure

Brake failure, steering issues, fuel leakage

Fire in Vehicle

Fire due to electrical or mechanical reasons

Medical Emergencies

Student lliness

Sudden sickness during transit

Injury

Injury due to fall or accident

Pre existing illness

Emergency involving students or staff

Natural Calamities

Floods

Waterlogging affecting routes

Storms

Heavy rain, strong winds

Earthquake

Seismic activity during transit

Extreme Heat

Heat-related discomfort or illness

Security & Law Issues

Law & Order Issues

Riots, protests, public disturbances

Road Blockages

Traffic disruptions, barricades

Suspicious terrorist Activity

Unidentified objects or persons

Missing / Unauthorized

Deboarding

Student missing or deboarded without
authorization

Transport Emergency Response Team (TERT)
Designation \ Role / Responsibility

Principal

Overall authority and final decision-making

Vice Principal

On-ground coordination and monitoring

Transport In-charge

First responder and logistics coordination

Administrative Officer

External coordination and documentation

School Nurse

Medical support and guidance

Security Officer

Safety management, crowd control, and liaison with authorities

Bus Driver ,Attendant, Lady
guard, Teacher in charge

Immediate student safety and incident reporting

Pre-Emergency Preparedness

All buses must be equipped with first-aid kit, fire extinguisher, GPS, CCTV.
Annual safety training for drivers and attendants must be taken up.

Emergency drills must be taken up once every term.




Emergency Procedures and Guidelines

During any transport-related emergency, immediate action is crucial to ensure the safety of students,
staff, and transport personnel. The driver/ lady guard and attendant must stop the vehicle at a safe
location under the supervision of teacher incharge; switch off the engine, secure the bus, and keep
students calm. Evacuation should be done only if necessary, and basic first aid should be
administered as required.

Drivers are expected to inform the Transport In-charge immediately, who in turn communicates with
the Vice Principal and Principal. Parents should be informed only after a proper assessment of the
situation to avoid causing unnecessary panic.

In case of medical emergencies, the affected student should be provided first aid and if required,
shifted to the nearest hospital with a school representative accompanying them.

For vehicle breakdowns, students should remain inside the bus unless unsafe, a standby vehicle
should be arranged, and parents must be notified about delays and revised timings.

In the event of accidents, the site should be secured, emergency services contacted, and injured
persons should not be moved unless necessary.

In case of fire or natural calamities, students must be evacuated to a safe distance, fire extinguishers
used if trained and safe, disaster protocols followed, and supervision maintained at all times.

Role of School Authorities

School authorities are responsible for activating the Transport Emergency Response Team (TERT),
coordinating with local authorities, medical services, and emergency personnel, and ensuring
accurate and timely communication with parents.

They must arrange alternate transport if needed and manage discipline and crowd control at the
school premises.

Parent Communication Guidelines

Parent communication will be handled exclusively by the office of the Principal, ensuring that
information is clear, factual, and reassuring. Speculation, unverified details, or sharing of images or
videos on social media must be strictly avoided.

Emergency Contact Numbers

For quick reference during emergencies, essential contact numbers, including the school transport
office, school reception, ambulance (102), police (100), and fire services (101), must be displayed in
every vehicle.

Documentation & Records

Proper documentation and record-keeping are essential, including an updated emergency contact
register, vehicle logbooks and maintenance records, incident reports, and records of training and
emergency drills.

Compliance & Review

Compliance with this SOP is mandatory for all transport-related staff, and annual reviews must be
conducted, or immediately following any major incident. Non-compliance may result in disciplinary
action.




