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Annexure - I1

Standard Operating Procedure (SOP) for new admission of students
in schools during with regard to COVID-19 Pandemic prevention

Introduction:

The Government has decided to start admission of students in classes
1,6, 9 and 11 and other classes (as required) in current academic year
2020-21 in Government and Government aided schools and to distribute the
cost free educational items to the students, to help them to
learn their lessons from their homes during this lockdown period due to
COVID-19. The Government has already issued Standard Operating
Procedure for distribution of Textbooks and other educational items vide
G.0. Ms. No.344 Revenue and Disaster Management (DMII) Department
dated 10.07.2020.

The Government now issue the following Standard Operating
Procedure (SOP) for admission process for classes 1,6,9 & 11 and other
classes in all schools in Tamil Nadu with regard to COVID-19 Pandemic

prevention.

I Social Distancing norms

1. New Admissions for students in schools shall be made according to the
pre-assigned time slots to avoid queuing. Not more than 20
students/parents should be asked to come during a slot of two hours

2. Proper boxes must be marked on the floor/ground to ensure social
distancing in the queue..

3. The students/parents must come for admission wearing a face mask.

4. On the days of the new admission in schools, social distancing norms
shall be followed to avoid crowding at the gate.

5. The students shall not be allowed to linger outside the schools.

6. Students/parents in containment zones and quarantine due to travel
shall be asked to come to school for admission after the
quarantine/containment period is over or the containment zone is
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declared normal. The initial process of admissions can be
done over phone for these students.

The staff involved in the admission process must wear mask and hand
gloves.

Two class rooms must be earmarked as waiting halls for
students/parents following social distancing norms. However, waiting
of students/parents must be avoided to maximum extent.

II Precautionary measures and sanitization:

III

1. Prior to admission process, the school premises along with furniture,
hand rails, doors, windows etc. shall be disinfected properly
following the Government guidelines already issued for the same.
This exercise should be done daily before starting the admission
process and other related work.

2. Provision of hand wash facilities with soap and running water which
is the most preferred mode of disinfection for hands shall be made
adequately. In addition, hand sanitizers shall be provided.

3. Personnel/teachers/students/parents/guardians shall only be allowed
to enter the premises after washing their hands with soap
/sanitizing. Suitable hand wash with soap /sanitization provisions
shall be made at the entry and exit points of the schools and
wherever required.

4, The handling staff shall disinfect his/her hands before touching the
various forms / applications related to admission process.

5. CEOs shall communicate the Government guidelines for
sanitization of public places to all schools / officials for strict
compliance by all concerned.

6. Wash areas, toilets, etc., where people are likely to come shall be
disinfected properly. Social distancing norms shall apply to such

areas strictly.
7. The management of every school shall be responsible for the upkeep

of their school premises according to these standards.

Social behaviour for pandemic prevention

1. The Head Master shall ensure that a clean face mask is used by all
/teachers/students/ personnel involved in the work.

2. Wearing of face cover shall be compulsory in all areas of the school
premises. Touching the mask should be kept to minimum.
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3. Touching the face or any part of the face should be avoided.

4. Touching any surfaces of furniture/fixtures/railings/lifts/handles and
other surfaces should be kept to the minimum.

5. Spitting should be strictly prohibited except in wash areas where the
same should be washed away in running water immediately.

6. Social distancing shall be maintained at all places.

1V Other instructions
1. All employees/teachers must compulsorily wear their Identity card at
all times.
2. Employees/ teachers/students/parents should be strictly instructed
not to create any gathering inside the school premises.
3. The Head Masters shall be held responsible for adherence of
guidelines in school and should carry out compliance checks

frequently.

V Issue of Transfer certificate in previous schools
1. All the above procedures (Para I to Para IV) shall be followed as
applicable in distribution of Transfer Certificates (TC) and necessary
documents to students in the schools where the students have

previously studied.

VI RTE Admissions :

All the above procedures (Para I to Para IV) shall be followed as
applicable for admission under Section 12(1)( c) of RTE, Act, 2009 in non-
minority unaided schools which involves applying for admissions in the
offices of the BEOs, DEOs and other related proces'ses.
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