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“Subjcct' Standard Operating Procedure (SOP) for Dcplqymcnt o.f Cleanliness
workers In Govt. schools of Punjab .

| This Standard Operating Procedure (SOP) establishes comprehens‘wo Zts?:::d:uzr
the cleanliness and maintenance of schools with a focus on ensuring , safe,
and hygienic environment for students fmd staff.

2. First week of every month, recurring. grants will be disbugsc_d to Schaol. Heads -

through District Education Offices to facilitate the implementation of clqanllncss
measures in their respective schools.

+ 3. The School Management Commitice (SMC) will ‘engage an adequate number of

part-time cleanliness workers 10 assist \in“mainmining clean campuses as per the
funds provided to respective schools. -

. Schedule of cleanliness of washrooms: |

* One hour before the school's op"cning.
* Aﬂer.lhrcc hours of school's opening,

® One hour after school’s ciosing.‘ ‘

5. Time charts maintainin

8 the cleanliness shall be pasted on the back of the door of
the toilet in the schools

- Suggestive template for time chart at Annexure];:"
6. Cleanliness workers will

daily clean gl classrooms,
. after school closing.

laboratories, office spaces

; Open,a_reas such as lawns and playgrounds

will be cleaned thrice o week.
'8. The Campus Manager/Cleanliness Incharge Teacher Will ensure strict ¢ompliance
- ith the above SOP ‘ 1

9. The Campus Manugcr/CJcan!inc’ﬁs.I.nc'h‘alrgc Teacher will tg
evidence of compliance and send th

daily.

ke phofdgi’npﬁs as
¢m to the School Head and SMQ Chairperson

and Date of the violation, :
-+~ promptly sent to the District Education Officer (DEO) for appropri

12.This SOP ;»vill be periodically reviewed and updated ag necessary. to ensure its
continued effectiveness and relevance, ' B

This SOP s essential

for maintaining cleanliness of the school
“Strictly adhered ¢o by all personnel Involved in lts

s and should be | -
Implementation, s
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Annexure 1

Cleanliness Wotkers Dally Duty Chart (\Washrooms)

Month-« Qotober

J 1' r"' 3 1. 8:00 AM- <Name of the cleanliness Staff>

2. 12:00 Noon-
3. 4:00 PM-
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\ . _ Subject: Standard Operating Procedure (SOP) for Deployment of T
., ¥ Chowkldars in Govt. Schools of Punjab \

1. This Standard Operating Procedure (SOP) is established to ensure the security and
safety of the campus premises, students, and staff members. It outlines the
responsibilities and protocols to be followed by School Heads, Campus Managers,
Security Incharge Teachers (to be ‘nominated. by ‘'school heads where .campus

managers are not deployed), and Chowkidars in maintaining the security of the
school premises. i ‘ '

2. In the first week of every month, rqéml-fing:gra_ms will be disbursed to School
Heads through district education offices  to facilitate  the implementation of

security measures in their respective schools,

W

- The School Management Committee (SMC) will engage chowkidar to assist in
maintaining campus security.

oo T 4.:The Campus Manager/Security. Incharge Teacher will be responsible for handing
‘ ; over the keys of the school premises. o the appointed chowkidars after the'school
TR hours. The School will also maintain a-register documenting the key hémdovcr;"f ‘
RELE .process. 2 “ g

_ 5. The Chowkidar will conduct a thorough .checks of each room to ensure they are |
locked, all windows are closed, and lights/fans are turned off. 1f any room is found
unlocked or if lights/fans are left on; thie chowkidar will immediately inform the .
Campus Manager/Sccurity Incharge Teacher. L

6. Chowkidars will be responsible fo:‘_-pa:trolling the entire campus rpcripdical!y
throughout the night. Chowkidar will move along the boundary walls t6 monitor
and ensure the security of the premises. ' ; '

.7.,_ If a chowkidar observes any suspicib@ ‘act;iyfi"ty-‘-pr.indiyidl._x_als;insidé::pxr_ near the
~ school campus, he/she shall immediately contact the Campus Manager and School
Heads to report the incident. Cbowki:da_lfga.n, also contact the Station Head Officer

LM, -TH(SHO), in case of cmefgcqc‘y, ) . .
8. The duty hours of the chowkidars will be from late evening.until the morning, In

" the mdrning, he/she shall hand over thg keys to the Campus eMangger/churity _

- “Incharge Teacher. N S o' :

‘9. This' SOP 'will be prominently displayég‘i‘én*thé notice board within the-school
premisestfor the information of all stékéﬁo!dérs: . -

10.1n case this SOP is not followed, students, SMC members or school staff members
are encouraged to take a photograph clearly showing the violation, along with the :
following details- School Name, Photogr__apb..of the violation (if applicable), Time S
and Date of the violation, Status of the viqlation. This infonnatip‘n‘ should be £,
_-promptly sent to the District Edﬁcgtign Officer (DEO) for appropriate action. . '

G5 of 11.This SOP will be periodically-rd\*ie@gd and.updated as nccc:}ssm_‘y‘to,ensurc its
' “continued effectiveness and relevance, ™

, e This SOP [s essentlal for malntaining the security and safety of the schools and 4
: @ ,uouid be strictly adhered to by all personnel involved lq its ln_nplemglltntion.
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N ' d Operatin Procedure (S : :
 gubject: Standur g Procedure (SOP) fur Declaration; of Bulldi
Unsafe and its Demolition and Disposal of Materials | olige.

1. This 5_“_“_“‘_‘_“_‘,3 ‘Qp:rvatin.g ?roccdure (SOP) outlines the process for the Declaration - -
of Building Unsafe and its Demolition and Disposal of Materials at the district

level. It includes the formation of a commi i
ittee, declaration of buildi '
subsequent actions. pulding sty and

2. The itollow'fng 5 member committee shall be constituted at the district level to
examine building safety standards:
o Sub-Divisional Officer & Junior Engineer (P\WD)

9. Dis%rict Education Officer/ Dy. District Education Officer (EE/SE)
e Junior Engineer (School Education)

3. School Head in consultation with SMC Chairperson shall mark the unsafe part of
the slchool building after their own assessment. After that, the School Head will
- obtain a resolution from the School Management Committee (SMC) to declare the

* building unsafe and shall send the request to DEO, attaching the copy of the SMC
ez resolution.- ‘ ' .

4. DEOs shall forward this request io the abovc-mentioned committee. The
committee will start the work of assessment as per the request by the DEO.

5. After the committee's assessment, the concerned DEO shall inform the school
principal and SMC chairman about the building’s safe/unsafe status. In the same
.5 order, the DEO shall authorize the school principal and SMC chairman to:
e Demolish the unsafe building :
e 'Auction the unused materials from the demolished building
e Reuse the material from the building if possible

6. Dy. DEO/BPEO shall be appointed 10 monitor the demolition and auction process
to maintain transparency and accountability.

7. The proceeds from the auction of_t‘hc‘bixilding materials shall be deposited into the
amalgamated funds of the respective schools.

8. All relevant documentation, including the SMC resolution, verification _reports,

valuation reports, auction records, and information regardiny the deposited funds,

will be maintained for record-keeping purposes.

.. The DEQO's office will monitor the entire process to ensure compliance with the
SOP and proper utilization of funds.

10:This SOP shall be reviewed periodically and updated as necessary to ensure its

effectivencss.

This SOP ls essential for the examlnation and declaration of bullding snretiy
at the district level, ensuring safety In educutional institutlons and public '
y and compliance with relevant regulations. It f!l 3
Implementallon. ot

standards
pulldings while ensuring transparenc .
should be strictly adhered to by all personnel !nvolved inlts
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-Subject: Standard Operating Procedure (SOP) for the Removal of Trees
#2# -~ Hazardous to Life and Property In Government School Campuses

1.

10.
" -“SOP and proper utilization of funds.
11.

. The DEO (SE) or DEO (EE) - throu

The objective of this Standard Operating Procedure (SOP) is- to.ensure. the safe
and organized .removal of trecs that, pose'a danger to life -and: property” within
government school campuses. ".

The School Head in consultatio
trees within the school cam
Dead trees,
property.

n with SMC Chairperson will compile a list of
pus that.are deemed hazardous. This list:will include
Dry trees, Fallen trees, | r;ch trees that pose a ‘threat to- life and

e

- The compiled list will be submitted

to the School Management Committee (SMC)
for resolution. The SMC will hold a meeting-to deliberate on the list of hazardous
trees and will pass a resolution specifying which trees should be-removed. After
that_the list of hazardous trees, ;

along ‘with. the SMC resolution, will be_forwarded
to the respective District Education Officer (DEO). '

gh Dy DEO/BPEO will con&gaqt;"a cross

verification to ensure the accuracy of the identified hazardous trees.

Once the verification process is complete and the list is ﬁnaliz'i;a,-—._it will’Be
forwarded to the Divisional Forest OffTicer (DFQ) for the valuation of the trees.

The DFO will assess the value, of the trees based on their. size, type, and other
relevant factors. )

After the DFO determines the vnl.luc:off'thc-trccs, the DEO (SE) or DEO (EE) will
send the valuation report back to the 'Schoal Principal. ks .
The School Principal, in collaboration-with the SMC, will organize.an guction for
the identified hazardous trees. During:the cutting and removal process, safety
precautions must be taken to protect life and property. After that, proper disposal
of tree debris and adherence to environmental regulations must be ensured.

The funds generated from the auction of the hazardous trees will be deposited into
the amalgamated funds of the school.

All relevant documentation, including the SMC resolution, vg:riﬁcvagioqrr‘cporvts,
valuation reports, auction records, and.information regarding the ‘deposited funds,
will be maintained for record-keeping purposes. e

The DEO's office will ‘monitor lhc'-éiitirc_p_roccss.to'ensurc compliance with the

This SOP shall be reviewed :periodically and updated as necessary to ensure its
effectiveness. ]

This SOP is essential for safe removal of hazardous trees within government school

PR

' uses while ensuring transparency. and ‘éumplinncg"liv!‘th relevnnt"y-_egulntlons. It
c;;mul:cl be strictly adhered to by-all personnel Involved'in its Implementation.
sho =




