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SOP – EVENTS
1. Event Planning

· Decide the date, time, and venue, ensuring no clashes with academic schedules or examinations.
· Identify the theme and target audience of the event.
· Assign clear roles and responsibilities (Event In-charge, Logistics, Hospitality, Anchoring, Discipline, Documentation, etc.).
· Prepare an event flow chart/timeline (including stage performances, speeches, and breaks).
· Arrange necessary permissions and approvals (internal and external, if required).

2. Pre-Event Preparations

· Program Content: Finalize program schedule, scripts, performances, and rehearsals timings.
· Logistics & Infrastructure: Arrange seating arrangements (participants, audience: students, guests, parents), stage setup, podium, sound, lighting, projector, AC, and decorations.
· Student Preparation: Ensure students are well-rehearsed and informed about reporting time, dress code, and discipline.
· Fill the demand for tea/snacks, if required.
· Tea/snacks will be served outside the hall.
· Assign mentor for taking pictures and recording videos.
· Assign mentor for discipline and student supervision.

3. Communication:

· Inform students and parents verbally in class, message on Google class, CoolG message and diary note wherever applied. 
· Circulate invitations to parents.
· Circulate invitation to school heads and management.
· Inform school staff and support staff about duties.
· Inform transport department about parking arrangement. If parking is required in Basket ball court, then sports periods need to be substituted.

4. Guest/ Judge/ Authorities Protocol:

· Send a formal invitation well in advance with all the details (physical/digital/over the phone with details of date, time, venue, theme).
· Assign judge receiving duty to a mentor.
· Arrange welcome kits (bouquet, memento, snacks).
· Arrange for proper seating (front row or stage as applicable).
· Ensure the program schedule acknowledges the guest/judge/authorities/management/heads at appropriate times (welcome speech, token of appreciation, vote of thanks).
· Provide a reminder message a day prior to the event.
· Water bottle and glass to be placed for the guest/ judge/ authorities/management/heads.
· Only water will be served at the table to the guest/ judge/authorities/ management/heads. Other snacks will be served outside the hall.

If judges are invited:

· Explain about the event and its theme.
· Share clear judging rubrics.
· Provide score sheets, stationery, and assistance.

4. Event Execution

· Reminder Cool G message on the event day to parents.
· Anchors must be well-prepared, fluent, and respectful.
· Mentors assigned for discipline should monitor students’ behavior throughout.
· Event coordinator to ensure smooth transition between items.

5. Post-Event Protocol

· Express gratitude to guests/judges/authorities/management/heads with a formal vote of thanks and token of appreciation.
· Disperse students in an organized manner, ensuring safety.
· Collect feedback from guests/judges/authorities/management/heads, staff, and participants for improvement.
· Update school social media with event coverage.
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