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National  Disaster Management Authority (NDMA)

The NDMA has the Prime Minister of  India as its Chairman. Other members of the Authority,not
exceeding nine, are to be nominated by the Chairman. The Chairman of the NDMA may designate one
of the members to be the Vice-Chairman of the NDMA. The Vice-Chairman of NDMA has the status
of Cabinet Minister and other members have status of Ministers of State. The NDMA has been assigned
the responsibility of laying down policies, plans and guidelines for disaster management  for ensuring
timely and effective response to disaster.

The NDMA has the following responsibilities to:

 Lay down policies on Disaster Management;

 Approve the National Plan;

 Approve plans prepared by the Ministries or  Departments of the Government of India in
accordance with the National Plan;

 Lay down guidelines to be followed by the State Authorities in drawing up the State Plan;

 Lay down guidelines to be followed by the different Ministries or Departments of the
Government of India for the purpose of integrating  the measures for prevention of disaster
or the mitigation of its effects in their development plans and projects;

 Coordinate the enforcement and implementation of the policy and plan for disaster
management;

 Recommend provision of funds for purpose of mitigation;

 Take such measures for the prevention of disaster, or mitigation, or preparedness, and capacity
building for dealing with the threatening disaster situation or disaster as it may consider
necessary;

 Provide such support to other countries affected by major disasters as may be determined
by the Central Government;

 Lay down broad policies and guidelines for the functioning of the  National Institute of
Disaster Management (NIDM).



The Indira Gandhi National Open University (IGNOU), since its establishment in 1985, has contributed
significantly to the development of higher education in the country through the open and distance
learning mode. IGNOU follows a learner-centric approach and provides seamless access to quality
education, innovative learning, flexible methodology, Information and Communication Technology,
professional skills and training.

The education is disseminated in conventional, as well as emerging inter-disciplinary areas, such as
consumer protection, disaster management, environment, human rights, women empowerment and
child development, participatory forest management, participatory planning, resettlement and
rehabilitation, food and nutrition. Various literacy programmes focusing on community awareness,
education and training in need-based and relevant areas have been successfully undertaken by the
University as a part of its strategy of social intervention and community capacity building.

Extension education is an important component of academic activities of IGNOU. It provides much
needed linkages between the community and the University. The University has established a network
of 67 Regional Centres and 3200 Study Centres all over the country to provide easy access and
effective support services to the learners. These include Programme Study Centres, as well as
Special Study Centres for SC/STs, minorities, differently-abled learners, jail inmates, and personnel
of different wings of Defence and Para-military services.

The University develops its academic programmes through 21 Schools of Study comprising Faculty
trained in distance education methodology. The academic programmes of the University have multi-
media support. The University has facilities for audio, video, radio, television, interactive radio and
video counselling, as well as tele-conferencing. IGNOU has also been identified as the nodal agency
for running a 24-hour educational TV channel called Gyan Darshan. It has the unique distinction of
combining the conventional role of a University with that of an apex body in the promotion, coordination
and maintenance of standards in distance education, through continuous assessment and accreditation
of the Open and Distance Learning Institutions.



Universe of the Project on “Capacity Building in Disaster Management for Government
Officials and Representatives of Panchayati Raj Institutions and Urban Local Bodies
at District level”.

Project is being undertaken in 11 States, covering the following 54 Districts:

1. Andhra Pradesh: Anantapur, Mahabubnagar, Nellore, Prakasam, Srikakulam.

2. Assam: Barpeta, Cachar, Dhubri, Dhemaji, Lakhimpur.

3. Bihar: Madhepura, Muzaffarpur, Patna, Sitamarhi, Supaul.

4. Haryana: Ambala, Gurgaon, Panipat, Rohtak, Yamuna Nagar.

5. Himachal Pradesh: Chamba, Kinnaur, Kangra, Kullu, Manali.

6. Kerala: Ernakulam, Idukki, Malappuram, Palakkad, Wayanad.

7. Maharashtra: Nasik, Pune, Raigarh, Satara, Thane.

8. Orissa: Balasore, Bhadrak, Ganjam, Jagatsinghpur, Kendrapara.

9. Tripura: Dhalai, North Tripura, South Tripura, West Tripura.

10. Uttarakhand: Bageshwar, Chamoli, Pithoragarh, Rudraprayag, Uttarkashi.

11. West Bengal: Bankura, Burdwan, Murshidabad, Purba Medinipur, South Dinajpur.
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MESSAGE

The National Disaster Management Authority (NDMA) was set up in 2005 by the Government of India
as an apex body to spearhead and implement a holistic and integrated approach to Disaster Management.
NDMA has the responsibility for laying down policies, plans and guidelines for disaster management and
coordinating their enforcement and implementation for ensuring preparedness, mitigation and timely
and effective response to disasters. NDMA has launched a number of initiatives to take the message of
disaster management to all the stakeholders including community at the grassroots level. NDMA has
taken up mainstreaming of disaster risk reduction concerns in Government departments, States, Districts
and civil society, School and College education, technical education, Panchayati Raj Institutions and
Urban Local Bodies. NDMA has laid down the framework of capacity building and mainstreaming
DM for various disasters through its National Disaster Management Guidelines.

Communities are the first responders in the event of any disaster and the representatives of local
administrative bodies have a critical role in adoption of the new culture of disaster management in India.
The National Disaster Management Authority is collaborating with the Indira Gandhi National Open
University (IGNOU) to undertake a pilot project on “Capacity Building in Disaster Management for
Government Officials and Representatives of Panchayati Raj Institutions and Urban Local Bodies at
the District Levels”. Under this project, a total of 4050 government officials and 12150 elected representatives
of Panchayati Raj Institutions and Urban Local Bodies would be trained in Disaster Management
through Face to Face Training Programmes at the district level in 54 hazard prone districts of 11 States.

The Face to Face Training Programmes will focus on the critical aspects of prevention, preparedness,
mitigation, relief and immediate response, rehabilitation, reconstruction and recovery with respect to disasters.
The Indira Gandhi National Open University has a long experience of teaching courses in disaster management
and has developed rich knowledge on the subject. This project combines their knowledge with the
various guidelines evolved by NDMA for Disaster Management.

I hope that this project would lead to larger programmes on capacity building of elected representatives
of local bodies in the country and learning attained through such trainings will reach the community via
the identified facilitators. This will help enhance preparedness, strengthen mitigation and fulfill the vision
outlined in the National Policy on Disaster Management 2009, “To build a safe and disaster resilient
India by developing a holistic, proactive, multi-disaster oriented and technology driven strategy
through a culture of prevention, mitigation, preparedness and response.”

New Delhi
20 June 2011

(M. SHASHIDHAR REDDY)

Vice-Chairman
National Disaster Management Authority

Government of India



FOREWORD

Accelerated pace of development brings with it the perils of unsafe living, pressures on non-renewable
resources, densely populated spaces and environmental degradation among others. As a consequence,
the frequency of catastrophes such as earthquakes, floods, cyclones, landslides, droughts, and fires has
gone up. We hear of disasters so often that we as individuals are sadly becoming immune to them. We
display concern and anxiety when these calamities happen, but by and large depend on the concerned
stakeholders to do the needful, who on the other hand, have a reactive rather than pro-active approach
to disasters. Stitching up of loose ends takes place after an event and then because of lack of follow-up
in terms of reconstruction and rehabilitation, the affected areas are rendered further vulnerable to such
events that keep happening, leading to enormous loss of human resources in particular.

Making disaster management more effective and efficient, against this backdrop, is not just a pressing
concern, but an overarching problem facing the stakeholders in disaster management. Many efforts in
the past, both governmental and non-governmental, have been initiated in this direction. Many committees,
forums and organizations, both national and international, have reiterated the pressing need of managing
disasters. There is no dearth of material in the form of reports, books, articles and manuals on the
subject. From relief and response to preparedness and long-term recovery, all major facets of disaster
management have been examined at length. Yet, the need to revisit the issue is still pertinent, as it opens
up fresh avenues of analyzing its different aspects. This Manual tries to focus on the knowledge, skill
and attitude inculcation on the various facets of disaster management in a novel manner. It emphasizes
the role and relevance of governmental functionaries and representatives at the grassroots level, and
reiterates the need for community understanding and participation in the disaster management process.
The interconnection between disasters and development seems to be the core concern of the Manual.

This Manual, which is an integral part of the Project on ‘Capacity Building for Government Officials
and Representatives of Panchayati Raj Institutions and Urban Local Bodies at District Level’, addresses
the concern of empowering the officials and functionaries at the grassroots level. These are the people
who are in constant touch with the community. When the disaster strikes they are the immediate responders
along with the community to go to the site with relief. Their training in disaster management is the best
example of preparedness needed for disaster management in the country. Having myself worked in the
area of capacity building of PRIs  for over two decades and being deeply involved in Rural Development
interventions both at national and international levels, I am convinced that this Manual will be able to live
up to the expectations of the participants. I am confident that it would be of substance and value to the
grassroots level officials and functionaries, and all those interested in the area of disaster management.

(Professor. M. Aslam)
Vice-Chancellor IGNOU
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INTRODUCTION TO THE PROJECT

The Pilot Project on “Capacity Building in Disaster Management for Government Officials and
Representatives of Panchayati Raj Institutions and Urban Local Bodies at District Level” is a joint effort
of Indira Gandhi National Open University and National Disaster Management Authority. The Project is
aimed to build and strengthen the capacity of the target groups in the areas of disaster prevention,
preparedness, mitigation, response and recovery.
It is being undertaken in selected 11 States, identified on the basis of their vulnerability to various natural
and man-made hazards. These States have been selected from all five Regions namely North-East
(Assam, Tripura); North (Haryana, Himachal Pradesh, Uttarakhand); East (Bihar, Orissa, West Bengal);
West (Maharashtra); and South (Andhra Pradesh, Kerala); covering the following 54 districts, 4 from
Tripura and 5 from each of the other ten identified States under the Project:
 Andhra Pradesh: Anantapur, Mahabubnagar, Nellore, Prakasam, Srikakulam.
 Assam: Barpeta, Cachar, Dhubri, Dhemaji, Lakhimpur.
 Bihar: Madhepura, Muzaffarpur, Patna, Sitamarhi, Supaul.
 Haryana: Ambala, Gurgaon, Panipat, Rohtak, Yamuna Nagar.
 Himachal Pradesh: Chamba, Kinnaur, Kangra, Kullu, Manali.
 Kerala: Ernakulam, Idukki, Malappuram, Palakkad, Wayanad.
 Maharashtra: Nasik, Pune, Raigarh, Satara, Thane.
 Orissa: Balasore, Bhadrak, Ganjam, Jagatsinghpur, Kendrapara.
 Tripura: Dhalai, North Tripura, South Tripura, West Tripura.
 Uttarakhand: Bageshwar, Chamoli, Pithoragarh, Rudraprayag, Uttarkashi.
 West Bengal: Bankura, Burdwan, Murshidabad, Purba Medinipur, South Dinajpur.
From each district, 300 people shall be trained under the Project, out of which 75 will be Government
officials and 225 will be the representatives of Panchayati Raj Institutions (PRIs) and Urban Local
Bodies (ULBs). Thus, in all, 16,200 Government Officials (GOs) and representatives of PRIs/ULBs
shall be trained in Disaster Management under this Project.
Objectives of the Project have been to:
 Build and strengthen the capacity of Government Officials and representatives of PRIs and ULBs

in the areas of disaster prevention, preparedness, mitigation, response and recovery.
 Encourage the GOs as well as PRI and ULB representatives to enlist the support of local institutions,

NGOs, CBOs, etc., for community awareness, as well as capacitate the  officials and local institutions
to procure the support from other relevant quarters.

 Reinforce the skills of officials and representatives in appropriate hazard assessment, vulnerability
analysis, resource analysis and local capacity assessment.

 Develop the required disaster management knowledge base of the GOs, as well as PRI and ULB
representatives.

 Formulate training modules, including standardized training methodology, technical support for
organizing training programmes on emergency preparedness and management for the officials and
representatives.

 Develop community based disaster management systems for their specific needs in view of the
regional diversities and multi-hazard vulnerabilities through a consultative process.



 Disseminate important concepts of NDMA Guidelines in the various regional languages through
multi-media technologies.

 Enable officials who are functioning at the district levels to be better equipped to deal with natural
disasters such as earthquakes, floods, landslides and other natural phenomena that are likely to
cause damage.

 Train the team of district officials to enable them to introduce basic guidelines/procedures and
become aware of safety and evacuation techniques, as well as seismic-resistant constructions.

 Equip the functionaries at district level to immediately arrange for basic relief work, in case of
common natural/man-made disasters without waiting for help/ instructions from external sources.

Methodology of Execution:
In the identified 54 multi-hazard districts, a systematic methodology has been adopted under the Project,
which includes:
1. Identification of Administrative Training Institutes (ATIs), in each of the 11 States for organization

of Pilot Face-to-Face Training Programme (FFTP) for Training Need Analysis (TNA).
2. Development of background material and audio and video programmes to be provided to the

participants of FFTPs.
3. Translation of background material in Hindi, Assamese, Bengali, Marathi, Malayalam, Oriya, and

Telugu.
4. The Study Centre Coordinator has been identified as the nodal officer representing IGNOU for

carrying out the following activities pertaining to the Project:
 To be in touch with the Nodal Officer from the District Administration to get the names of the

participants for attending FFTPs. NDMA is responsible for passing on the names and contact
details of the Nodal Officers to the Study Centre Coordinator, once the same is finalized and
conveyed by the district administration.

 To organize the Capacity-Building exercise through 8 FFTPs of two day duration each, to be
attended by 35-40 participants identified by the district administration for each FFTP.

 2 Resource Persons identified from different fields of study from each Study Centre have
been assigned to conduct 8 FFTPs of two day duration each.

 Mock Drill of around two hours on the second day of each FFTP has been provisioned to
demonstrate skills and methods required in rescue operations, including first aid techniques/
skills.

The Main Stakeholders of the Project are:
 National Disaster Management Authority (NDMA)
 Indira Gandhi National Open University (IGNOU)
 State Governments
 State Disaster Management Authority (SDMA)
 District Disaster Management Authority (DDMA)
 District Administration
The Project aims at training the participants who shall further help the community to undertake required
tasks for effective disaster management.



INTRODUCTION TO THE HANDBOOK

Disaster management, over the last two decades, has undergone a paradigmatic shift from a reactive
‘relief-centric’ approach to a more proactive ‘preparedness-centric’ approach. Though all phases of
disaster management are distinct in their own ways; preparedness holds the key to efficient management
of disasters. Effective disaster preparedness, response and recovery are ensured through the role played
by different departments/agencies involved in disaster management at the central, state, district and
below levels, on the basis of Standard Operating Procedures or SOPs, as they are popularly called.
This ‘Handbook for Effective Disaster Management at Micro Level’ has been conceived as a compendium
of such roles of Key Line Departments. It includes preparedness checklists for the representatives of
the elected bodies at the micro-level, and the necessary Do’s and Don’ts, which are so essential for
ready reference during any disaster situation. The Handbook contains material, in addition to what has
been given in the Training Manual Booklets, which form an integral part of the joint initiative of the
National Disaster Management Authority (NDMA) and the Indira Gandhi National Open University
(IGNOU) for the Project on “Capacity Building in Disaster Management for Government Officials and
Representatives of Panchayati Raj Institutions & Urban Local Bodies at District Level”

The Handbook includes the role of  Key Line Departments in disaster management at District Level, viz
Revenue; Police; Irrigation; Health; Agriculture; Animal Husbandry; Water Supply and Sanitation; Forest;
Public Works Department (Buildings & Roads); Power Supply; Transport; and Food and Civil Supplies.
Likewise, in keeping with the fact that the elected Local Bodies also have an important role to play in
disaster management, the Handbook contains Preparedness Checklists for the elected representatives
of the Panchayati Raj Institutions and Urban Local Bodies to enable them to work effectively on the
various facets of disaster management.

The Handbook lucidly underlines the important Do’s and Don’ts for major disasters namely, Flood;
Cyclone; Tsunami; Drought; Earthquake; Landslide; Fire; Heat Wave; Epidemics; Chemical, Biological,
Radiological and Nuclear (CBRN) Disasters. With its focus on role, checklists and Do’s and Don’ts,
the Handbook emphasizes the connect between development and disasters, as well as the need for
mainstreaming disaster management into the development process. The Handbook will prove to be a
useful reference material for the concerned stakeholders. It will enhance their capacity towards informed
decision-making and disaster risk reduction measures.
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ABBREVIATIONS

ADC : Additional Deputy Commissioner

ADM : Additional District Magistrate

ANM : Auxiliary Nurse Midwife

ATI : Administrative Training Institute

BIS : Bureau of Indian Standards

CBO : Community Based Organization

CBRN : Chemical Biological Radiological Nuclear

CERT : Community Emergency Response Team

CHC : Community Health Centre

DMT : Disaster Management Team

DPRO : District Public Relations Officer

DRDA : District Rural Development Agency

DRR : Disaster Risk Reduction

DTF : Disaster Task Force

ECG : Electrocardiography

EOC : Emergency Operations Centre

ESF : Emergency Support Function

FFTP : Face-to-Face Training Programme

GO : Government Official

HVRCA : Hazard Vulnerability Risk and Capacity Analysis

IRS : Incident Response System

ITBN : Insecticide Treated Bed Nets

LPG : Liquified Petroleum Gas

NCC : National Cadet Corps

NGO : Non-Governmental Organization

NREGS : National Rural Employment Guarantee Scheme
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NSS : National Service Scheme

NYKS : Nehru Yuva Kendra Sangathan

ORS : Oral Rehydration Solution

PDS : Public Distribution System

PHC : Primary Health Centre

PRI : Panchayati Raj Institution

PWD (B&R) : Public Works Department (Buildings & Roads)

TNA : Training Needs Analysis

ULB : Urban Local Body

UNDP : United Nations Development Programme

VHF : Very High Frequency

VIP : Very Important Person

VVIP : Very Very Important Person
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1.  Role of Key Line Departments at District Level 
Major Points of Attention: Each Department and Government agency involved in Disaster 
Management and Mitigation will: 

1 Designate a Nodal officer for emergency response who will act as the contact 
person for that department / agency. 

2 Ensure establishment of fail-safe two-way communication with the State, 
District and other emergency control rooms, as well as within the organization. 

3 Focus on communication systems used regularly in normal times with more 
emphasis on the use of VHFs with automatic repeaters, mobile phones with 
publicized numbers, HF radio sets, etc. It should be remembered that SAT 
phones fail during prolonged emergencies and electric failure if the phones 
cannot be re-charged. 

4 Work under the overall supervision of the District Collector during 
emergencies. 

5 Develop Disaster Management Plans; Update the Disaster Management Plan 
quarterly, with focus on Hazard, Vulnerability, Risk and Capacity Analysis 
(HVRCA). Plan preparation should involve all concerned line departments and 
stakeholders in the district.  

6 Ensure awareness generation of the community to various hazards, its impact, 
basic do’s and don’ts, their roles and responsibility for reducing the risk, as well 
as their role to support the response mechanism. 

Revenue  Department 
(In-charge Officer: District Revenue Officer/ ADM Revenue/ Deputy Collector 
(Emergency)/ any other Officer designated by the District Collector) 
Pre-Disaster 

1.  Convene the meetings of District Disaster Management Authority to take stock 
of mitigation and preparedness activities undertaken. 

2.  Prepare and quarterly update the District Disaster Management Plan, with focus 
on Hazard, Vulnerability, Risk and Capacity Analysis (HVRCA) of the district 
with the active involvement of all concerned line departments and local bodies 
in the district. 

3.  Make personnel available to the Deputy Commissioner/District 
Collector/District Magistrate, within the affected district/sub-division, tehsil. If 
more personnel are required, recall those on leave. 

4.  Operate District and Sub-divisional Control Rooms. 
5.  Establish communications with all stakeholders for the purpose of receiving 

and sending early warning and information exchange through District Control 
Room. 

6.  Establish early warning systems between the local and district levels, and also 
with media. 
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7.  Ensure compliance of construction norms for all types of buildings and public 

infrastructure as per Building Codes. 
8.  Carry out identification of safe places for establishment of relief camps.  
9.  Appoint Officers In-charge of Response Base.  
10.  Prepare pre-positioning of staff list for site operation centres and intimate staff.  
11.  Identify staff to form teams from concerned departments who would undertake 

damage and need assessment and provide them training.  
12.  Prepare a training calendar and facilitate training involving different 

stakeholders to enhance capacity building of the community and all 
departmental staff.  

13.  Regularly check and update inventory of resources. 
14.  Ensure capacity building of the community and all departmental staff through 

regular drills and mock exercises. 
15.  Review the status of the godowns and ensure supply of food grains through the 

Public Distribution System. 
16.  Prepare a list of relief items to be distributed for different hazards. 
17.  Invite tenders / quotations for all the relief items and fix the rates and suppliers.  
18.  Ensure formalizing supply contracts for all departments that require additional 

manpower during emergencies. 
19.  Create teams including transport, relief material and equipment for responding 

to the disaster incident. 
During and Post-Disaster 

20.  Convene an emergency meeting and take stock of the situation. 
21.  Prepare an evacuation plan for the marooned / devastated areas. 
22.  Prepare a list of transit/temporary shelters, and check their suitability  

for accommodating people. 
23.  Establish relief camps and organize relief materials in consultation with  

local bodies. 
24.  Facilitate preparation of a transportation plan for supply of relief items. 
25.  Convene meetings of NGOs, Youth Clubs, Self-Help Groups, etc., in the  

district, and assign them specific responsibilities for relief, recovery 
 and rehabilitation. 

26.  Activate Village Level Preparedness Teams with the help of PRIs, local NGOs, 
 and revenue officials. 

27.  Prepare evacuation plan for population from dangerous buildings, if  
pre-quake vibrations are felt and if the central agencies advise.  

28.  Coordinate with Army, Air Force, and Navy for support towards evacuation,  
rescue and relief. 
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29.  Initiate IRS and Emergency Support Function System. 
30.  Recall important functionaries from leave; communicate to the staff to man  

their places of duties like the ward and divisional offices, as well as 
respective departments.  

31.  Plan for proper disposal of dead bodies and carcasses through Police,  
NGOs, Medical, Public Health and Forest Departments. 

32.  Sanction the general cleaning of the entire city area through water and  
sanitation, Municipal Corporation, Public Health Department, etc. 

33.  Ensure collation of expenditure accounts for sanctions and audits.  
34.  Ensure disbursal of compensation. 
35.  Facilitate preparation of rehabilitation plan for displaced population. 
36.  Activate the help-lines through police and health departments and district 

 public relations office. 
37.  Ensure proper media briefings through District Public Relations Officer.  
38.  Exhort the public to maintain calm and avoid panic. 
39.  Have a back-up communication system. 
40.  Ensure provision of nutritional aspects of food for disaster victims and 

 privacy for young girls, pregnant women and elderly. 

Police 
(In-charge Officer: Senior Superintendent of Police/Superintendent of Police) 
Pre-Disaster 

1.  Prepare and quarterly update disaster management plan, especially 
identifying the sensitive areas with the active involvement of all 
concerned line departments and local bodies in the district.  

2.  Prepare a Deployment Plan for the Police Force, based on the needs of 
the most vulnerable and sensitive areas. 

3.  Ensure that a sufficient number of Police Force is available for 
responding to the disaster situation. 

4.  Ensure adequate personnel are available for response, if more personnel 
are required; recall the out-of-station officers or those on leave. 

5.  Constitute ‘Search & Rescue’ Teams from the Police Force, and arrange 
training for these units.  At least, one Search and Rescue Team for every 
district should be in place; more Teams could also be constituted 
depending upon the area and magnitude of disaster. 

6.  Establish coordination with the State Armed Police, Defence and Home 
Guards. 

7.  Check the wireless communication network, and secure additional 
wireless sets for deployment during a disaster. 
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8.  Installation of radio communications at: 

 District Control Room, Deputy Commissioner/ District 
Collector/ District Magistrate and SP Office;  

 Control Room at affected site; and 
 Departmental Offices within the District and Division. 

9.  Keep the police vehicles and other modes of transport in readiness for 
deployment of the police. 

10.  Review and update emergency measures and procedures, and ascertain 
with staff the precautions that have been taken to protect equipment. 

During and Post-Disaster 
11.  Call for emergency meeting to take stock of the situation. Develop a 

strategy and a mission underlining objectives. 
12.  Ensure that all field staff and stationed officers submit the necessary 

action reports to the Control Room.  
13.  Ensure that evacuation ordered by Deputy Commissioner/ District 

Collector/ District Magistrate and Superintendent of Police is carried 
out. 

14.  Seek assistance from community leaders for evacuation of community 
and livestock, under appropriate security, law and order. 

15.  Report all evacuation to Deputy Commissioner/ District Collector/ 
District Magistrate and Senior Superintendent of Police/ Superintendent 
of Police immediately. 

16.  Dispatch Police to systematically identify and assist people and 
communities in life-threatening situations. 

17.  Provide convoys for relief materials. 
18.  Provide guards wherever needed, particularly at stores and distribution 

centres. 
19.  Help injured people, and assist the community in organizing emergency 

transport of seriously injured to medical treatment centres, with the 
assistance of health professionals. 

20.  Ensure the functioning of police station staff in disaster situation.  
21.  Assist relevant agencies and the community in road-cleaning operation. 
22.  Assess and identify roads on the bases of following conditions/facilities: 

 One-Way 
 Blocked 
 Alternate route 
 Overall Traffic Management, and 
 Other access roads 
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23.  Organize training and mock-drill for police officers to handle 

disaster/crisis situation. 
24.  Provide security in transit and relief camps, affected villages, hospitals, 

and medical centres, and identify areas to be cordoned off. 
25.  Divert transport carrying transit passengers (that is, passengers 

travelling through trains or buses and passing through the district) from 
the affected area. 

26.  Ensure security of key installations like power, water and supply, 
telecommunication, etc. 

27.  Provide security arrangements for visiting VVIPs and VIPs. 
28.  Assist district authorities to take necessary action against Hoarders, 

Black Marketers and those found manipulating relief material. 
29.  Activate a public helpline, with the help of government offices, to: 

 Respond to personal inquiries about the safety of relatives in the 
affected areas; 

 Serve as a rumour control centre; and 
 Build confidence among the public. 

30.  Make available officers to inquire into deaths and record them, as there 
is likely to be shortage of time or personnel available to carry out 
Standard Post-mortem Procedures. 

31.  Monitor the medical needs and welfare of people sheltered in relief 
camps. 

32.  Establish coordination with the Fire Services. 
33.  Coordinate with military service personnel in the area. 
34.  Provide adequate security to personnel of International Agencies for 

Search and Rescue, Medical Assistance and Security for their relief 
material and equipments, etc.  

Irrigation 
(In-charge Officer: Superintendent Engineer, Irrigation) 
Pre-Disaster 

1.  Prepare and quarterly update the disaster risk and vulnerability map with 
active involvement of all concerned line departments and local bodies in 
the district.  The map should show the vulnerability and risks of the 
critical infrastructure related to irrigation and the presence of alternate 
source of water within the district. 

2.  Quarterly update the departmental contingency plan, especially for the 
maintenance and repairs of bunds and embankments, and seek funds 
from the district/state authorities. 
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3.  Make personnel available to the Deputy Commissioner/District 

Collector/District Magistrate, within the affected district/sub-division, 
tehsil. If more personnel are required, recall those on leave. 

4.  Commence timely repairs of critical bunds before and after monsoons, 
after surveying the damages of disasters/disaster in the previous year, 
and ensure that all the repairs are completed in time. 

5.  Check the wireless network connecting disaster stations, and undertake 
necessary repairs. 

6.  Set up the protocol for exchange of information with Disaster Control 
Rooms at District, State and National levels. 

7.  Prepare a duty chart for In-charge Junior Engineers.  Make sure that the 
officials of the department at district level are aware of their role as per 
Incident Response System plan. Make available the list of In-charge 
Junior Engineers to Response Base, District/ Sub-Divisional 
Magistrates, and all the control rooms. 

8.  Undertake channel improvement for rivers and nullahs to the extent 
possible. Take up de-silting / cleaning of nullahs and canals to improve 
the flow of water. 

9.  Check all the siphons and regulators on the bunds and canals.  Clean 
siphons before the monsoon.  Increase their capacity or replace them if 
the size of siphons and regulators is too small to prevent water from 
flowing in. 

10.  Provide all necessary help for promoting fodder cultivation by providing 
water for irrigation on a priority basis. Such water could be provided to 
the farmers at a cheaper rate. 

11.  Allow reservoir and tank beds under its control, to be leased out for 
cultivating short duration grass or seasonal fodder crops. 

12.  Keep in readiness essential tool kits and protection material at critical 
places for emergency deployment.  These may include: 

 Empty Cement Bags 
 Boulders 
 Ropes 
 Sand 
 Wire mesh 
 Shovels 
 Baskets 
 Lights, and 
 First Aid Kit 
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13.  Check all the rain-gauge stations and ensure that they are functioning 

properly.  Ensure that the readings from these stations are available 
immediately to the Irrigation Department.  Prescribe a register for 
recording of rainfall. 

14.  Make emergency tool kits available to each technical assistant. 
15.  Ensure that all staff is well-aware of precautions to be taken to protect 

their own life, office and personal property. 
During and Post-Disaster 

16.  Recall important functionaries from leave; communicate to the staff to 
report to their places of duties.  

17.  Organize round the clock inspection and repair of : 
 Bunds 
 Dams 
 Irrigation channels 
 Bridges 
 Culverts 
 Control gates 
 Overflow channels  
 Pumps 
 Generators 
 Motor equipment, and 
 Station building 

18.  Make certain that the level of impounding in the lakes is reduced to 
create increased capacity, and coordinate the same with officers on other 
site and District Control Room, if heavy rains are expected. The amount 
of lowering will depend on the rainfall forecast.  

19.  Forewarn the settlements, in case of possibilities of a disaster in the 
downstream, and give necessary warnings for evacuation to the 
adjoining districts and to those districts beyond the state borders. 

20.  Inspect the inlet and outlet of lakes and reservoirs to ensure that 
waterways are unobstructed by trees or vegetation and encroachments. 

21.   Secure all repairs/under construction activity with sand bags, rock falls, 
etc. 

22.  Cover all material, stored inside and outside, which is likely to be 
damaged by rains, such as concrete in bags, electric motors, office 
records, etc., with plastic. 

23.  Ensure that for all the bunds, which are close to villages, there are roads 
available for the movement of vehicles. 



22 
 

 
24.  Field Office Priorities:  

 Continue round the clock inspection and repair of bunds, dams, 
irrigation channels, bridges, culverts, control gates and overflow 
channels, etc.; 

 Make round the clock inspection and repair of pumps, generators, 
motor equipment and station buildings;  

 Clear the inlet and outlet to lake or reservoirs, on an on-going 
basis, in order to ensure that waterways are unobstructed by trees 
or vegetation; and 

 Use information formats and monitoring checklist for programme 
monitoring and development, and for reporting to Emergency 
Operations Centre (EOC). This is in addition to existing reporting 
system in the department. 

Health 
(In-charge officer: Chief Medical Officer of the District) 
Pre-Disaster  

1.  Prepare and quarterly update health contingency plan with the active 
involvement of all concerned line departments and local bodies in the 
district. It should also include a list of civil and private hospitals, 
primary health centres and sub-centres, and medical personnel along 
with their capacity to handle emergency patients. 

2.  Make personnel available to the Deputy Commissioner/District 
Collector/District Magistrate, within the affected district/sub-division, 
tehsil. If more personnel are required, recall those on leave. 

3.  Assign medical personnel for each Response Base, as identified by the 
district administration, to the extent possible. Keep essential medicines 
and first aid facilities with each Response Base. 

4.  Constitute mobile response units consisting of a doctor, health workers 
and ANMs, and prepare a deployment plan. Each mobile health unit 
should be capable to cover at least one Response Base in a day. 

5.  Orient field staff with standards of services, procedures including 
tagging. 

6.  Review and update precautionary measures and procedures with each 
hospital and medical centre.  

7.  Review with staff, the precautions that have been taken to protect 
medical and non-medical equipments and stock emergency medical 
equipment. 

8.  Undertake special vaccination programme in the most vulnerable 
villages. 

9.  Keep ready at least one operating facility in each Response Base. 
Maintain all the equipment necessary for operations. 
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10.  Develop emergency admission procedures. 
11.  Check stocks of equipments and drugs which are likely to be needed 

most in disaster management. These can be categorized generally as: 
 Drugs used in treatment of wounds and fractures such 

as tetanus toxoid, analgesics, antibiotics, dressing 
material, and splints; 

 Drugs used for treatment of diarrhoea, influenza, 
malaria, and infective hepatitis;  

 Drugs required for treating snake bite and infection; 
 Drugs needed for detoxification including breathing 

equipment; and  
 Intravenous fluids. 

12.  Hospital administration should: 
 Establish work schedules to ensure that adequate staff is 

available for patients’ needs; 
 Organize in-house emergency medical teams to ensure 

that adequate staff is available at all times to handle 
emergency causalities; and 

 Set up teams of doctors, nurses and paramedical staff as 
per IRS. 

13.  Procedures of engagement should be clarified with: 
 Health Services of Government, private and other 

establishments at transit camps, relief camps and 
affected site/villages; 

 PHCs (Primary Health Centres); 
 CHCs (Community Health Centres); 
 Civil Hospital;  
 Private Hospitals; and 
 Blood Banks; etc. 

14.  Ensure that local police, rescue teams and ambulance teams are aware of 
the resources at each hospital. 

During and Post-Disaster  
15.  Ensure that provision of medical services is coordinated by Civil 

Surgeon with District EOC and site operation centres. 
16.  Move medical personnel both for each Response Base and mobile unit 

as soon as possible. 
17.  Determine type of injuries/illness expected and drugs and other medical 

items required, and accordingly ensure that extra supplies of medical 
items are obtained quickly. 
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18.  Provide information to all health staff about the disaster, likely damages 

and impact in the aftermath, as well as the ways to protect life, 
equipment and property. 

19.  Relocate non-ambulatory patients to the safest areas within the hospital. 
The safest rooms are likely to be: 

 On ground floor; 
 Rooms in the Centre of the building away from windows; 

and 
 Rooms with concrete ceilings. 

20.  Sterilize a large enough number of dressing pads, to last for 4-5 days. 
21.  Secure medical supplies in adequate quantity for dealing with these 

situations, which may include: 
 Oral Rehydration Solutions;  
 Chlorine Tablets; 
 Bleaching Powder; 
 Anti-diarrhoeal and Antiemetic (Used for controlling 

vomiting and nausea) medicines; 
 Intravenous fluids; 
 Suture material (A foreign body implanted into human 

tissues for closure of wounds); 
 Surgical Dressings; 
 Splints; 
 Plaster Rolls; 
 Disposable Needles and Syringes; and 
 Local Antiseptics. 

22.  Pack all valuable instruments such as surgical tools, ophthalmoscopes, 
portable sterilizers, ECG machine, dental equipments, ultrasound 
machine, analyzer, invertors, and computer hardware, etc., in protective 
coverings and store in rooms considered to be the most damage proof. 

23.  Protect all immovable equipment such as X-ray machines, Sterilizer, 
Dental Chair by covering them with tarpaulins or polythene.  

24.  Ensure adequate supply of blood in the district through District Red 
Cross Society and other prominent agencies. 

25.  Ready the designated operating facility for operations. 
26.  Prepare a maternity facility for pregnant women in every Response 

Base/ Advance Medical Post. 
27.  Seek mutual aid arrangement with civil and military hospitals in the 

covered and nearby area. 
28.  All electrical equipments likely to be affected should be marked & 

unplugged when disaster warning is received. 
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29.  Check the emergency electrical generator to ensure that it is operational 
and that buffer stock of fuel exists. If an emergency generator is not 
available at the hospital, arrange for one.  

30.  Request central warehouse immediately to dispatch supplies likely to be 
needed in hospitals, on an emergency priority basis. 

31.  Fill hospital water storage tanks, and arrange water storage tanks, if not 
in existence; and also keep drinking water in clean and protected 
containers. 

32.  Prepare an area of the hospital for receiving casualties. 
33.  Field Office Priorities: 

 Arrange transport for transfer of seriously injured/sick 
patients from villages and peripheral hospitals to general 
hospitals. If roads are blocked, ensure arrangement of 
alternate mechanism by Nodal Officer/ Deputy 
Commissioner/ District Collector/ District Magistrate; 

 Establish health facilities and treatment centres at disaster 
affected site; 

 Maintain check posts and surveillance at all railway 
stations, bus stands, depots and all entry and exit points 
of the affected area, especially during the threat or 
existence of an epidemic/pandemic. 

 Develop a system of monitoring the outbreak of disease 
to ensure that timely measures can be initiated to counter 
them. Carry out monitoring for potable water and quality 
of food and disposal of waste in transit/relief camps, 
feeding centres and affected villages. 

 Plan for emergency accommodation for auxiliary staff 
from outside the area. 

 Use information formats and monitoring checklist for 
programme monitoring and development and report to 
emergency operation centre at state level. This is in 
addition to existing reporting system in the department. 

 Seek security arrangements from Senior Superintendent 
of Police to keep curious persons from entering hospital 
areas and to protect staff from hostile actions. 

 Establish “Health Helpline” with means of 
communication to assist in providing an organized source 
of information. The hospital is responsible for keeping 
the community informed of its potential and limitations 
in disaster situations, and providing the list of admitted 
patients and dead persons, etc. 
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Agriculture 

(In-charge Officer: District Agriculture Officer/Deputy Director, Agriculture Department/ 
Head, Agriculture Department at the District) 
Pre-Disaster 

1.  Develop and quarterly update disaster management plan that includes 
the Contingency Action Plan for the Department based on HVRC 
analysis with active involvement of all concerned line departments and 
local bodies in the district. 

2.  Make personnel available to the Deputy Commissioner/District 
Collector/District Magistrate, within the affected district/sub-division, 
tehsil. If more personnel are required, recall those on leave. 

3.  Establish communication linkage between department, District Control 
Room and Agriculture colleges, and seed banks, nurseries (private and 
public) within the division to deal with emergency situation. 

4.   Review and update precautionary measures and procedures. 
5.  Check and stock equipment, if possible agricultural materials, which are 

likely to be needed most, during and after a disaster. 
6.  Review damages/losses and diseases that are likely to occur, and the 

drugs and other insecticide items that will be required, in addition to, the 
requirements of setting up extension teams for crop protection; and 
accordingly ensure that extra supplies and materials, be obtained 
quickly. 

7.  Suggest variety of seeds and cropping pattern, which can reduce losses 
and reduce the risks to farmers. 

8.  Develop a pest and disease monitoring system so that timely steps can 
be taken to reduce damage to crops. 

9.  Make the NGOs and other organization aware of the resources of the 
department. 

During and Post-Disaster 
10.  Recall important functionaries from leave; communicate to the staff to 

man their places of duties like the ward and divisional offices and 
respective departments. 

11.  Call for emergency meeting to take stock of the situation. Develop 
strategy and objectives for early recovery. 

12.  Assess the extent of damage to soil, crop, plantation, micro-irrigation 
systems and storage facilities and ascertain the requirements of seeds, 
pesticides, equipments, etc., to salvage the situation or go for 
replantation.  

13.  Pack all valuable equipments and instruments in protective coverings 
and store in room that is most damage-resistant. 
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14.  Unplug all electrical equipments when disaster/disaster warning is 
received. 

15.  Assist Extension Officers to: 
a. Establish work schedules to ensure that adequate work force is  

available; and 
b. Set up teams of extension personnel and assistants for visiting 

disaster/disaster affected sites. 
16.  Establish contact with soil and water testing laboratories. 
17.  Coordinate the provision of agricultural services with irrigation 

department, DRDA, District EOC, Site Operations Centres. 
18.  Ensure that certified seeds of required varieties are available in adequate 

quantities. The Agriculture Department should work with National 
Seeds Corporation and other suppliers and ensure availability at their 
depots or have agents appointed for the same. 

19.  Print and widely distribute the list of points where certified seeds are 
available along with names of varieties and rates. Affix notices at public 
places such as bus stands, buses, PHCs, Block headquarters, Tehsils, 
etc. 

20.  Organize transport, storage and distribution of the above with adequate 
record keeping procedures. 

21.  Ensure that adequate conditions through cleaning operations are 
maintained to avoid water logging and salinity. 

22.  Plan for emergency accommodation for agriculture staff from outside 
the area. 

23.  Use information formats and monitoring checklists as given in the 
section on “Information and Monitoring Tools” for programme 
monitoring and development, and for reporting to District EOC. This is 
in addition to existing reporting system in the department. 

24.  Establish a public information centre with means of communication, to 
assist in providing updated information to people. Ensure that the 
department is responsible for keeping the community informed of its 
potential and limitations in disaster situation. 

25.  Assist farmers to re-establish their contacts with agriculture produce 
market and ensure that produce gets proper support price.  

26.  Develop a strategy for farmers who have taken agricultural loans. 
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Animal Husbandry 

(In-Charge Officer: District Animal Husbandry Officer/ Head, Animal Husbandry 
Department at the District) 
Pre-Disaster 

1.  Develop and quarterly update the disaster management plan that 
includes the Contingency Action Plan for the Department based on 
HVRC analysis with the active involvement of all concerned line 
departments and local bodies in the district. 

2.  Make personnel available to the Deputy Commissioner/District 
Collector/District Magistrate, within the affected district/sub-division, 
tehsil. If more personnel are required, recall those on leave. 

3.  Review and update precautionary measures and precautions that have 
been taken to protect equipments. 

4.  Prepare a list of water borne diseases that are preventable by 
vaccination. Publicize the information about common diseases afflicting 
livestock and the precautions that need to be taken. 

5.  Assist the Revenue Department in preparing plans for cattle camps and 
cattle feeding centres. 

6.  Stock emergency medical equipments, which may be required during 
and post-disaster. 

7.  Determine the kind of injuries/ illnesses that could be expected, and the 
drugs and other medical items that may be required. 

8.  Make information on disasters available to all staff of veterinary 
hospitals and centres. Apprise them on likely damages and impact in 
disaster aftermath, and give information on the ways to protect life, 
equipments and property. 

9.  Organize vaccination campaigns in hazard prone villages before 
disaster. 

10.  Develop emergency admission procedures (with adequate record 
keeping). 

11.  Undertake campaigns in the drought-affected areas to increase the 
awareness of farmers about cattle health issues related to fodder and 
feed, vitamins and minerals, and sanitation issues. 

12.  Ensure that the local police and rescue groups are aware of the resources 
of each veterinary aid centre and hospital. 

During and Post-disaster 
13.  Call for emergency meeting to take stock of the situation. Develop a 

strategy for disaster preparedness. 
14.  Establish radio communications with: 

 Divisional Commissioner 
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 Deputy Commissioner/ District Collector/ District 
Magistrate 

 District Control Room, and  
 Veterinary aid centres and hospitals (including private 

practitioners) within the division. 
15.  Establish cattle camps and additional veterinary aid centres at affected 

sites, and accordingly ensure that extra supplies of medical items and 
materials are obtained quickly. 

16.  Assemble and sterilize surgical packs to last for 4-5 days. 
17.  Store the sterilized surgical pack in protective cabinets to ensure that 

they do not get wet. Cover the stock with polythene as an added safety 
measure. 

18.  Pack all valuable equipments and instruments in protective coverings 
and store in room that is most damage-proof. 

19.  Unplug all electrical equipments when disaster warning is received. 
20.  Organize vaccination campaigns in disaster prone villages before, 

during and after the disaster. 
21.  Prepare kits for veterinary diseases, which could be provided to 

veterinary doctors at the block level and extension officers at the village 
level. Provide Kits to the private veterinary doctors also. 

22.  Check the emergency electrical generator, to ensure that it is 
operational, and that a buffer stock of fuel exists. Hire an emergency 
generator, if not available at the hospital. 

23.  Arrange for emergency supplies of anaesthetic drugs. 
24.  Organize special vaccination campaigns in hazard prone villages during 

and after the disaster. 
25.  Request central warehouses, on an emergency priority basis, that 

supplies likely to be needed be dispatched to the hospital immediately. 
26.  Fill department vehicles with fuel and park them in a protected area. 
27.  Fill hospital water storage tanks and encourage water savings. If no 

storage tanks exist, draw water for drinking in clean and protected 
containers. 

28.  Prepare an area of the hospital for receiving large number of livestock. 
29.  Cattle camps and hospital administrators should: 

 Establish work schedules to ensure that adequate staff are 
available; 

 Set up teams of veterinary doctors, and assistants for 
visiting disaster affected sites; 

 Fix the quantity and quality of fodder and feed to be 
provided in the cattle camp. Issue fodder and feed for 
each cattle in accordance with these standards; 
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 Arrange water supply for all the cattle camps in 
accordance with the total number of cattle admitted in 
these camps; and 

 Maintain accounts of the fodder and the feed provided 
through the cattle camps and reconcile it with the number 
of cattle staying in the cattle camp. 

30.  Organize transfer of seriously injured livestock from villages to 
veterinary aid centres, wherever possible. 

31.  Ensure coordination of the provision of medical services by the District 
Animal Husbandry Officer with District Control Room, Site Operations 
Centres and cattle camps. 

32.  Estimate the requirement of water, fodder and animal feed, for cattle 
camps and organize the same. 

33.  Procure fodder through Forest Department, traders, private cultivators, 
and neighbouring states, if required. 

34.  Fix the price of fodder so that it is affordable to the farmers. 
35.  Arrange for grazing of cattle in Army establishments, such as training 

centres or firing ranges. 
36.  Ensure that adequate sanitary conditions through cleaning operations are 

maintained in order to avoid outbreak of any epidemic. 
37.  Develop a system of monitoring outbreak of diseases to ensure that 

timely measures can be initiated to contain them.  
38.  Plan for emergency accommodation for veterinary staff from outside the 

area. 
39.  Use information formats and monitoring checklists for programme 

monitoring and development, and for reporting to Emergency 
Operations Centre. This should be in addition to its potential and 
limitations in disaster situations. 

40.  Set standards for Cattle Camps: 
 The minimum number of cattle in the camp should be 

about 100 and the maximum 500; 
 The cattle camps should be located at suitable sites, 

bearing in mind that adequate supply of water and shade 
are most essential for the well-being of the cattle; 

 Cattle sheds constructed should not exceed 20 sq. feet per 
animal. Suitable arrangements for water trough and 
Supervisor(s) should be made; and 

 The feeding centres for cattle should be located in such a 
manner that: 

1. They should be within the radius of 8 Km 
from the affected villages. 

2. They fulfill the cattle feed requirement of 
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6 kg per cattle head per day of fodder, and 
1 to 1.5 kg per cattle head per day, of 
concentrate like Bago molasses. 

3. There is a minimum of one camp 
manager, two labourers and two sweepers 
in each cattle camp. 

Water Supply and Sanitation 
(In-Charge Officer: Superintending Engineer (Public Health)/ Head, Water Supply and 
Sanitation Department at the District) 
Pre-Disaster 

1.  Develop and quarterly update the disaster management plan that 
includes the Contingency Action Plan for the Department based on 
HVRC analysis with the active involvement of all concerned line 
departments and local bodies in the district. 

2.  Make personnel available to the Deputy Commissioner/District 
Collector/District Magistrate, within the affected district/sub-division, 
tehsil. If more personnel are required, recall those on leave. 

3.  Review and update precautionary measures and procedures and 
ascertain with staff the precautions that have been taken to protect 
equipment.  

4.  Assess the availability of water, depending on various factors, such as 
rainfall, the extent of percolation and ground water recharge, water 
storage and water use. 

5.  Plan out the water resource management process for estimating the 
demand for water. It can be undertaken on the basis of the consumption 
needs of the total population of the district and the demand for water 
from industrial service and agricultural sector. 

6.  Formulate a plan for managing the water situation in a drought-affected 
area through reservoir management; repairs and augmentation of 
existing water supply schemes; special measures and schemes for areas 
with drinking water scarcity, namely construction of temporary piped 
water supply, construction of bore wells and other emergency measures 
for supply of drinking water, including supply of water through tankers 
and bullock carts. 

7.  Make sure the hospital storage tank is full, and the hospital is conserving 
water. 

8.  Inform people to store an emergency supply of drinking water. 
9.  Install standby diesel pumps or generators in damage-proof buildings.  
10.  Make sure auxiliary generators and standby engines are in good working 

condition. 
11.  Acquire a buffer stock of fuel for the motors and store in a protected 

place, especially in vulnerable pockets. 
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12.  Establish procedures for the emergency distribution of water, if existing 
supply is disrupted. 

13.  Pre-requisition to acquire containers and storage tanks, required for 
storing water on an emergency basis. 

14.  Maintain a minimum level of stock for emergencies that includes extra 
lengths of pipe connections, joints, hydrants and bleaching powder. 
Keep adequate tools on hand to carry out emergency repairs. 

15.  Establish emergency work gangs for immediate and post-disaster 
repairs. 

16.  Investigate alternate source of water and its supply. 
During and Post-Disaster 

17.  On the receipt of disaster warning, organize continuous monitoring of: 
 Wells 
 Intake structures 
 Pumping stations 
 Buildings above ground, and 
 Pumping mains; and Treatment plant. 

18.  Call for emergency meeting to take stock of the situation. Develop a 
strategy and a mission underlining objectives. 

19.  Make available standby water supply in the event of damage, saline 
intrusion or other pollution of the regular supply. 

20.  Make provisions to acquire tankers and establish other temporary means 
of distributing water on an emergency basis. 

21.  Prepare plans for water distribution to all transit and relief camps, 
affected villages and cattle camps and ensure proper execution of these 
plans. 

22.  Safeguard pumps and motors with adequate protection (if the building is 
not disaster-resistant) to prevent damage. 

23.  Increase the concentration of the disinfecting solution to 100 mg/litre 
and reduce the contact period to 1 hour, if the demand for water is 
urgent, or the repaired main cannot be isolated. 

24.  Take samples for bacteriological analysis and determination of chlorine 
residue, at the end of disinfection operations, but before the main is put 
back into service. 

25.  Repair sewage lines where damage is detected. 
26.  Fix water pipelines wherever damaged.  
27.  Use methods described in the following paragraphs, when water 

treatment plant, pumping station, or distribution system is badly 
damaged and operation cannot be restored for some time: 

 Connect water from these sources, with adequate chlorination as 
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necessary, to a distribution system or to the points of 
consumption; 

 Identify unacceptable water sources and take necessary 
precautions to ensure that no water is accessed from such 
sources, either by sealing such arrangements or by posting the 
department guards; 

 Ensure that potable water supply is restored, as per the standards 
and procedures laid down in “Standards for Potable Water”; 

 Plan for emergency accommodations for staff from outside the 
area; and 

 Take special measures and schemes for areas with Drinking 
Water Supply. 

Forest 
(In-Charge Officer: Divisional Forest Officer/ Head, District Forest Office) 
Pre-Disaster 

1.  Develop and quarterly update the disaster management plan that 
includes the Contingency Action Plan for the Department based on 
HVRC analysis with the active involvement of all concerned line 
departments and local bodies in the district. 

2.  Make personnel available to the Deputy Commissioner/District 
Collector/District Magistrate, within the affected district/sub-division, 
tehsil. If more personnel are required, recall those on leave. 

3.  Identify areas that could be opened or made available for grazing or 
fodder collection in case of disaster. 

4.  Ensure that adequate supply of small poles or bamboo is available for 
reconstruction of houses of the affected people, as well as wood for 
cremation of dead. 

5.  Ensure plantation to the maximum possible extent. 
During and Post-Disaster 

6.  Call for emergency meeting to take stock of the situation. Develop a 
strategy and a mission underlining objectives. 

7.  Open certain forest land for free grazing when disaster waters enter 
villages, and there is not enough fodder available. 

8.  Allow the transportation of fodder from forest areas, when the fodder is 
not freely available. 

9.  Permit local farmers to take forest produce, such as cutting fodder 
yielding trees, free of charge or on payment of fee. 

10.  Provide wooden poles and bamboo for relief and reconstruction at 
subsidized rate. Supply these materials to all the technical departments, 
which need them. 

11.  Recall important functionaries from leave; and communicate to the staff 
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to man their places of duties like the ward and divisional offices and 
respective departments.  

Public Works Department (Buildings & Roads) 
(In-Charge Officer: Superintending Engineer, PWD (B&R)/ Head, PWD (B&R) of the 
District) 
Pre-Disaster 

1.  Develop and quarterly update the disaster management plan that 
includes the Contingency Action Plan for the Department based on 
HVRC analysis, with the active involvement of all concerned line 
departments and local bodies in the district. 

2.  Make personnel available to the Deputy Commissioner/District 
Collector/District Magistrate, within the affected district/sub-division, 
tehsil. If more personnel are required, recall those on leave. 

3.  Ensure personnel are aware and nominated to be available for 
emergency duties within the affected district and sub-division.  

4.  Establish radio communications with State Emergency Operations 
Centre, Divisional Commissioner, District Control Room and 
departmental offices within the division / district. 

5.  Make certain the Office In-charge PWD (B&R) is familiar with pre-
disaster precautions and during and post-disaster procedures for road 
clearing and defining safe evacuation routes where necessary. 

6.  Appoint Nodal officers (technical officers) and ensure they meet the 
staff to review emergency procedures in their jurisdiction. 

7.  Review and update precautionary measures and procedures, and assess 
with staff the precautions that have been taken to protect equipment. 

8.  Inspect vehicles, fill fuel tanks and batteries and cover electrical wiring 
as necessary. 

9.  Move heavy equipments, such as front-end loaders to areas likely to be 
damaged and put them in a safe place. 

10.  Clean the area beneath bridges regularly for smooth flow of excess 
water. 

11.  Maintain all the highways and access roads, which are critical from the 
point of view of supplying relief. 

12.  Inspect all buildings and structures of the state government (including 
hospital buildings) by a senior engineer, and identify structures which 
are endangered by the impending disaster. 

13.  Assemble emergency tool kits for each division, and ensure these 
include: 

 Crosscut saws 
 Axes 
 Power chain saw with extra fuel, oil 
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 Sharpening files 
 Chains and tightening wrenches, and 
 Pulley block with chain and rope. 

14.  Identify, mark and designate routes strategic to evacuation and relief, in 
close coordination with police and District Control Room. 

15.  Establish a priority listing of roads which will be opened first. Among 
the most important are the roads to hospitals and main trunk routes. 

16.  Plan for the layout of roads, gardens and other alternative routes, from 
the view-point of preventing congestions, and facilitating quicker 
response. 

17.  Inspect old buildings and suggest retrofitting of weak buildings/ 
demolition of dangerous structures and evacuation of population. 

During and Post-Disaster 
18.  Ensure the Officer-in-Charge-PWD (B&R) is responsible for mobilizing 

staff and volunteers to clear the roads in his section. 
19.  Dispatch extra transport vehicles from headquarters and ensure these are 

stationed at safe strategic spots along routes likely to be affected. 
20.  Give priority attention to urgent repair works that need to be undertaken 

in disaster affected areas. 
21.  Secure all under construction works with ropes, sandbags and cover 

them with tarpaulins if necessary. 
22.  Ensure emergency inspection by mechanical engineer of all plants and 

equipment at the district workshops. 
23.  Check the evacuation routes and assist people, if they have to evacuate 

an area. 
24.  Construct/ reinforce the connecting roads from villages to roads, canals 

and bunds and raise their level so that people can access the high 
ground. 

25.  Provide a work team carrying emergency tool kits, depending on the 
nature and extent of the disaster, essential equipments such as: 

 Towing vehicles 
 Earth moving equipments, and 
 Cranes, etc. 

26.  Install adequate road signs to guide and assist the drivers. 
27.  Coordinate with Public Works Department and Zila Parishad. 
28.  Mobilize community assistance for road clearing by contacting 

community based organizations.  
29.  Undertake clearing of ditches, grass cutting, burning or removal of 

debris, and the cutting of dangerous trees along the roadside in the 
affected area through area engineer’s staff. 
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30.  Institute repair of all paved and unpaved road surfaces, including edge 
metalling, pothole patching and any failure of surface, foundations in the 
affected areas by maintenance engineer’s staff and keep monitoring their 
conditions. 

31.  Take on construction of temporary roads to serve as access to temporary 
transit and relief camps and medical facilities for disaster victims. 

32.  As per the decisions of the District Control Room, undertake 
construction of temporary structures required, for organizing relief work 
and construction of relief camps, feeding centres, medical facilities, 
cattle camps and Site Operations Centres. 

33.  Keep an up-to-date report of all damage and repairs in the district office 
report book and communicate the same to the District Control Room. 

Power Supply 
(In-charge officer: Superintending Engineer, Electricity Board/Corporation/Head, Power 
Supply Department/ Board at the District) 
Pre-Disaster 

1.  Develop and quarterly update the disaster management plan that 
includes the Contingency Action Plan for the Department based on 
HVRC analysis with the active involvement of all concerned line 
departments and local bodies in the district. 

2.  Make personnel available to the Deputy Commissioner/District 
Collector/District Magistrate, within the affected district/sub-division, 
tehsil. If more personnel are required, recall those on leave. 

3.  Ensure all personnel are available as per the IRS plan. 
4.  Establish radio communications with State Emergency Operation 

Centre, Divisional Commissioner, District Control Room and 
departmental offices within District/Division. 

5.   Review and update precautionary measures and procedures, and review 
with staff the precautions that have been taken to protect equipment. 

6.  Protect Power Stations from disaster. Raise the height of compound 
walls. Arrange gunny bags. Install pump sets for draining water in case 
of Disaster/ Cyclone/ Tsunami, etc. 

During and Post-Disaster 
7.  Ensure that the Power Supply department makes alternate arrangements 

of emergency supply for the following offices on receipt of warning: 
 Hospitals 
 Public Health Departments 
 Deputy Commissioner/ District Collector/ District 

Magistrate Office 
 District EOC, Sub-Divisional EOC, Site Operation 

Centres 
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 Police Stations 
 Telecommunications buildings 
 Meteorological stations 
 Irrigation Office, and 
 Any other place, if required.  

8.  Check emergency tool kits, and assemble any additional equipment 
needed. 

9.  After receiving alert warning, immediately undertake inspection of the 
following: 

 High tension lines 
 Towers 
 Sub-stations 
 Transformers 
 Insulators 
 Poles, and  
 Other equipments. 

10.  Review the total extent of the damage to power supply installations by a 
reconnaissance flight, if possible. 

11.  Instruct district staff to disconnect the main electricity supply for the 
affected area temporarily to avoid outbreak of fire, electrocution, etc. 

12.  Dispatch emergency repair groups equipped with food, bedding, tents, 
and tools. 

13.  Provide information to the people about the state of power supply, as it 
is one of the most important sources of information. 

14.  Call for emergency meeting to take stock of the situation. Develop a 
strategy and a mission underlining objectives. 

15.  Hire casual labourers on an emergency basis for clearing of damaged 
poles and salvaging conductors and insulators. 

16.  Undertake repair/reconstruction. 
17.  Assist hospitals in establishing an emergency supply by assembling 

generators and other emergency equipments, if necessary. 
18.  Establish temporary electric supplies to other key public facilities, 

public water system, etc., to support emergency relief. 
19.  Establish temporary electric supplies to transit camps feeding centres, 

relief camps and Site Operation Centre, District EOC and on access 
roads to the same. 

20.  Set up temporary electric supplies for staging area (staging area to hold 
the data, and perform data cleansing and merging, before loading the 
data into warehouse). 
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21.  Compile an itemized assessment of damage, from reports made by 

various electrical receiving centres and sub-centres. 
22.  Report all activities to the head office and district EOC. 
23.  Plan for emergency accommodation for staff from outside the area. 

Transport 
(In-Charge Officer: District Transport Officer/ Head, Transport Department at the District) 

Pre-Disaster 
1.  Develop and quarterly update the disaster management plan that 

includes the Contingency Action Plan for the Department based on 
HVRC analysis, with the active involvement of all concerned line 
departments and local bodies in the district. 

2.  Make personnel available to the Deputy Commissioner/District 
Collector/District Magistrate, within the affected district/sub-division, 
tehsil. If more personnel are required, recall those on leave. 

3.  Prepare a list of vehicles- trucks, buses, jeeps, tractors, etc., of 
government and private agencies in the district, and provide the list to 
the District Control Room. 

4.  Issue standing instructions to the state transport department for 
providing buses for evacuation and relief. 

During and Post-Disaster 
5.  Call for emergency meeting to take stock of the situation. Develop a 

strategy and a mission underlining objectives. 
6.  Provide required vans and ambulances for mobile health and animal 

husbandry teams. 
7.  Make available trucks, buses, jeeps, tractors, etc., for evacuation and 

supply chain management. 
8.  Recall important functionaries from leave; communicate to the staff to 

man their places of duties like the ward and divisional offices, as well as 
respective departments. 

Food and Civil Supplies 
(In-Charge Officer: District Food and Civil Supplies Officer / Head, Food and Civil Supplies 
Department at the District) 
Pre-Disaster 

1.  Develop and quarterly update the disaster management plan that 
includes the Contingency Action Plan for the Department based on 
HVRC analysis with the active involvement of all concerned line 
departments and local bodies in the district. 

2.  Make personnel available to the Deputy Commissioner/District 
Collector/District Magistrate, within the affected district/sub-division, 
tehsil. If more personnel are required, recall those who are on leave. 
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3.  Ensure that personnel are available within the affected district and sub-
division during time of crisis. 

4.  List out items to be provided by Food and Supply department. 
5.  Decide upon the places where the Response Base for Food, Fuel, Raw 

material, etc., is to be set up. 
6.  Appoint officers in-charge of Response Base. 
7.  Check the inventory of resources. 
8.  Check for the supplies of food grains through the Public Distribution 

System. 
9.  List out wholesalers and distributors of food grains within and outside 

district. 
10.  Prepare a list of Petrol Pumps, Kerosene Oil sellers, Gas agencies, etc. 
11.  List out warehouses of the State and Central Government. 
12.  Establish communications with all stakeholders at the District, State and 

Central levels. 
13.  Ensure security of stocks through Police. 
14.  Establish co-ordination with Fire services. 
15.  Prepare a list of NGOs, CBOs, NCC/NSS volunteers who can help in 

food distribution and other activities of the Civil Supplies department. 
During and Post-Disaster 

16.  Review the situation and develop a strategy for relief operation. 
17.  Ensure the availability of food grains for starting relief immediately. 
18.  Exercise surveillance over prices of essential commodities.  If the local 

prices of food grains increase, bring it to the notice of the Deputy 
Commissioner/ District Collector/ District Magistrate who should bring 
it to the notice of the State Government. 

19.  Prevent hoarding of essential commodities and manipulation in prices 
through creation of artificial scarcities. 

20.  Ensure the availability of food grains for starting relief employment 
works under the NREGS or any other food-for-work programme.  
Wages can be paid to the workers in the form of food grains. 

21.  Ensure that in those places, where Fair Price Shops are not available, 
new ones for the distribution of food grains are to be started through 
self-help groups or cooperatives or even village panchayats. 

22.  Arrange for mobile Fair Price Shops in remote and/or disaster prone 
areas. 

23.  Coordinate with Transport Department for arrangements of transport for 
supplies of relief materials of response base/relief camps, etc. 

24.  Ensure capacity building of Emergency Support Functions staff. 
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25.  Enable proper hygiene condition while preparing and packaging food. 
26.  Ensure media briefing related to food stock, distribution, etc., through 

DPRO. 

2.  Preparedness Check List for Local Bodies 

Panchayati Raj Institutions 
1.  Convene the meetings of Block/Village Disaster Management 

Committee along with the executive authority. 
2.  Prepare and update the Block/Village Disaster Management Plan 

quarterly, with focus on Hazard, Vulnerability, Risk and Capacity 
Analysis (HVRCA) of the Block/Village, with the active involvement of 
all concerned stakeholders. 

3.  Support activation of the Block/Gram Panchayat Level Control Rooms. 
4.  Provide support to establish communications with all stakeholders for 

the purpose of receiving and sending warning and information exchange 
through Block Control Room. 

5.  Ensure support to establish effective warning systems between the 
District and Block levels, and also with media. 

6.  Coordinate and network with all stakeholders in preparedness 
programmes and emergency situations. 

7.  Regularly check inventory of resources. 
8.  Ensure community involvement in disaster preparedness on: 

 Risk assessment (to point to which measures to implement); 
 Early warning systems; 
 Life safeguarding equipment; 
 Resources and emergency kits in anticipation of need; 
 Maintaining emergency rosters and evacuation plans; 
 Emergency information and communication systems; 
 Capacity building to ensure adequate emergency response 

capacity (particularly amongst the local populace), maintenance 
of preparedness levels; and 

 Public education and preparedness campaigns. 
9.  Make an inventory of elements at Risk at Block/Village level through 

the following baseline data : 
 Population: age, gender, health; 
 Livelihoods: types, locations; 
 Local economy; 
 Agriculture and fisheries; 
 Buildings; 
 Infrastructure; 
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 Cultural assets (that is, libraries, museums, historic 
monuments, etc.); and 

 Local institutions. 
10.  Mitigate disasters in the Block/Village through: 

 Mainstreaming mitigation into development process; 
 Funding Mechanism; 
 Specific schemes addressing mitigation; 
 Preparedness Measures; 
 Capacity Building; 
 Human Resource Development; 
 Community Participation; 
 Training and education; 
 Public education; 
 Evacuation planning; 
 Institution building; and   
 Warning systems. 

11.  Form Disaster Task Force (DTF) or Teams at Village level. Each 
Panchayat must have its own Community Emergency Response Team 
(CERT) comprising 10-20 members. These members should be chosen 
with the following criteria: 

 They  must be young and trained persons; 
 There should be women representatives in the CERT; 
 There must be a member of the Gram Panchayat in the 

DTF; 
 The members must have detailed knowledge of the area, 

people and public infrastructure; 
 They should not be going to distant places for work 

during the daytime; and 
 They should have a strong commitment for community 

service and volunteerism. 
12.  Help the line departments in pre-positioning of food, medicine, health 

functionaries, and water with Disaster Task Force and DM Teams. 
13.  Convene meetings of NGOs, Youth Clubs, Self-Help Groups, etc., in the 

Block/Village, and assign them specific responsibilities for relief, 
recovery and rehabilitation. 

14.  Ensure Disaster Response with focus on: 
 Community Participation in Response Actions. 
 Timely Search, Rescue and Evacuation. 
 Identification of Shelters for Victims. 
 Distribution of Food, Water, Medicine and Fodder. 
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 Clearance of Debris. 
 Movement of Injured to Hospitals. 
 Disposal of Dead Human Bodies and Animals carcasses. 
 Sympathetic Attitude towards Victims. 
 Assisting Rescue Teams. 
 Property Security. 
 Information Dissemination and Checking of Rumours, and     
 Immediate Damage Assessment. 

15.  Actively undertake disaster recovery and rehabilitation through: 
 Damage Assessment by including the following aspects:       

 Confirmed number of human losses; Number of livestock 
losses and their estimated value;  

 Details of damage to crops and estimated cost of produces;  
 Number of houses damaged or destroyed and their estimated 

value;  
 Loss to public works and utilities including Gram Panchayat 

property; and  
 Rough estimation of  the financial losses in rupees;  

 Economic rehabilitation's aim is to bring the affected community 
into the mainstream again. PRIs need to work on the following for 
economic rehabilitation of the disaster-affected area:  
 Provide for agricultural rehabilitation of disaster affected area 

by necessary assistance, with the help of state government, to 
affected farmers in activities such as sowing/harvesting;  

 Make available requisite seeds and fertilizers free of cost to the 
farmers, of course, with the help of concerned government 
departments;  

 Provide agricultural equipment/tools through Banks and other 
funding agencies;  

 Help in rehabilitation of artisans and marginal businessmen 
affected due to the disaster;  

 Provide small work-sheds, necessary tool kits and soft loans to 
enable affected people to secure raw materials and to market 
the final/finished products. Rehabilitation of livestock affected 
due to the disaster; 

 Ensure replacement of milch cattle to the affected farmers 
through free cattle feed for about 2 to 3 months; and  

 Provide for preventive medication for entire livestock to check 
the spread of any disease among the surviving cattle.    

 Social rehabilitation with the help of local community, NGOs and 
other stakeholders to:  
 Make efforts to re-start schools as soon as possible and 

encourage children to attend school regularly;  
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 Make children participate in activities pertaining to restoration 
of normalcy in the school;  

 Prepare school safety plans, conduct regular drills and mock 
exercises to prepare the children and school management for 
future disasters, ensure proper counselling of traumatized 
children and teachers.  

 Special care of women and children by: 
 Protecting widows and orphans, and providing shelter, 

identifying family members, if that is not possible then 
identify foster families;  

 Organizing regular counselling to strengthen the mental health 
of women and children;  

 Initiating various training programmes to make the women 
economically self-sufficient;  

 Giving due attention to health, nutrition and hygiene in the 
long-term rehabilitation package for women and children;  

 Activating/reactivating the anganwadis within the shortest 
possible time;  

 Setting up at least one multi-purpose community centre in the 
village;  

 Setting up vocational training camps to improve the skills of 
orphans and children; and 

 Ensuring that the existing programmes collaborate with the 
training efforts for women at the district level. 

16.  Mainstream disaster management with development process (Explained 
at length Section 2.4 of Booklet IV of the Training  
Manual). 

Urban Local Bodies 
1.  Convene the meetings of Urban Local Body (ULB)/Ward Disaster 

Management Committee. 
2.  Prepare and update the ULB/Ward Disaster Management Plan quarterly, 

with focus on Hazard, Vulnerability, Risk and Capacity Analysis 
(HVRCA) of the ward & village with the active involvement of all 
concerned stakeholders.  

3.  Understand Hazards, Risks and Vulnerabilities of the cities to promote 
safe environment by the ULBs through:  
 Proper Hazard Risk Vulnerability Assessments of the urban areas;  
 Introduction of appropriate institutional mechanisms for DRR by 

ensuring that all development activities look into the DRR 
components. It could be accomplished through City Disaster 
Management Authorities/Committees, constitution of Disaster 
Management Teams at all levels of decentralized governance 
structure, as well as institutions like schools, offices, apartments;  
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 Emergency Operations Centres for information collection and 
dissemination for early warning and effective response and sharing 
of relevant information;  

 Strong and enforceable techno-legal regime (Building Laws, Town 
Planning Act) to ensure safe infrastructure including houses, etc;  

 Capacity Building of all stakeholders in basic life-saving skills and 
specialized skills for safe-environment like safe-construction 
techniques, mass-casualty management, etc; and  

 Creation of forums to enhance partnerships for all stakeholders’ 
participation for effective disaster management. 

4.  Carry out the exercise of Disaster Mitigation Planning for addressing 
their specific needs for disaster management, which includes integration 
of Disaster Risk Reduction elements in land-use planning, infrastructure 
planning and overall city development planning. ULBs should thus: 
 Facilitate proper coordination mechanisms for preparation and 

implementation of the plan (through disaster management 
committee or working group);  

 Ensure participation of all stakeholders at all levels of planning and 
implementation;  

 Ensure that plan covers all the phases of disaster management with 
clear roles and responsibilities of each agency and stakeholder. 
Thus, a plan must identify the vulnerability of various parts of the 
city to different types of hazards;  

 Establish clear and well-defined roles and responsibilities of each 
agency involved in the management of the city for all the phases of 
disaster management;  

 Incorporate measures to be adopted for the prevention and 
mitigation of disasters;  

 Include capacity building and preparedness measures that need to 
be taken;  

 Incorporate strategies for integration of mitigation measures with 
the ongoing development plans and projects;  

 Facilitate development of sectoral plans (health, transportation, 
water supply, etc.);  

 Provide support in preparation of community plans (ward plans); 
and 

 Facilitate formation of a comprehensive crisis management plan 
covering various possible crises like terrorist attacks, stampedes, 
etc., is also very well-developed. This Plan could be a separate 
Plan, and if so, with proper linkages to the overarching Disaster 
Management Plan of the City. 

5.  Undertake mitigation measures as per the action plan devised under 
Disaster Management Plan based on HVRCA.  
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6.  Ensure cleaning of drainage and desilting of drainage system within the 
jurisdiction of ULB well before onset of monsoon. 

7.  Ensure implementation of Building Bye-Laws, Town Planning Act, etc., 
as applicable in the State/ULB for all types of buildings and public 
infrastructure. 

8.  Coordinate and network among all stakeholders in preparedness 
programmes and emergency situations. 

9.  Identify and engage local leaders for awareness generation and ensuring 
that various responsibilities for disaster management are clear and 
understood by the community. 

10.  Ensure that local government personnel as well as community receive 
constant training in disaster management. 

11.  Streamline the Fire and Emergency Services, which are the most critical 
services in urban areas. These services cover a wide range of incidents 
such as house collapses, train and motor accidents, drowning accidents, 
tree collapses, earthquakes, floods, landslides, cyclones, oil and acid 
spillages, etc. These incidents would involve wide ranging skills from 
lifesaving medical service (First Aid) or rescue operations to basic 
humanitarian services like counseling or food distribution. ULBs thus 
need to ensure that:  
 Fire and Emergency Force is adequately equipped as well as 

trained to save lives and property in case of fire/disaster;  
 A proper assessment based on Hazard, Risk and Vulnerability is 

taken up to ensure that adequate infrastructure is developed to 
support this Force;  

 An interactive platform between community and the services is 
available to address the grievances; and  

 Required coordination mechanisms within various 
departments/agencies for effective services are in place. 

12.  Strengthen the Health Sector, which is another critical sector in the 
ULBs. It is strongly felt that in any given emergency, the first 72 hours 
are critical in the life of any affected person. To cope with it, ULBs need 
to ensure that:  
 A well-designed Medical Preparedness and Mass Casualty 

Management system is in place;  
 A plan to enhance capacity of all staff for emergency medical 

response and mass causality management is being implemented;  
 Systems to address post-disaster disease surveillance systems, 

networking with hospitals, referral institutes and accessing services 
and facilities, such as availability of ambulances and blood banks 
have been created;  

 A well-managed system of mobile surgical teams, mobile hospitals 
and heli-ambulances for evacuation of patients is available;  
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 Vulnerability Analysis for Hospitals and other related facilities has 
been done to address the gaps; and   

 Disaster resilient medical facilities are developed. 
13.  Establish a control room. 
14.  Establish communication with all stakeholders for the purpose of 

receiving and sending warning and information through ULB control 
room. 

15.  Help in disseminating timely warning to all concerned including media. 
16.  Ensure community involvement in all phases of disaster management. 
17.  Prepare and regularly update inventory of resources. 
18.  Recall important functionaries from leave and communicate to the staff 

to perform their duties. 
19.  Play an effective role in search and rescue. It could be done through 

planning an urban search and rescue exercise to rescue people from a 
disaster affected area. 

20.  Ensure identification of safe places in each ward for evacuation and 
establishment of relief camps and confirming their suitability. 

21.  Prepare a list of relief items to be distributed. 
22.  Ensure proper planning has been done for transport, equipment and 

materials for responding to a disaster incident.  
23.  Constitute and activate, as and when required, ward level preparedness 

team with the help of elected representative from the concerned ward. 
24.  Facilitate business houses and industries in urban areas to:  

 Contribute to the economic health and development of 
communities through responsible business practices;  

 Minimize the negative impact of its activities on the environment 
and community through use of appropriate technologies;  

 Be accountable to all stakeholders through dialogue and 
transparency regarding economic, social and environmental 
impacts of business activities; and 

 Provide support in Capacity Development, Skill Development and 
Knowledge Management for disaster management activities 
ranging from prevention, mitigation and preparedness to response 
and recovery; and Support activities that reduce risk of disasters 
like Building Safe Infrastructure, carrying out Hazard, Risk, 
Vulnerability Analysis for better planning, enhancing Early 
Warning Capability, etc. 

25.  Sustain awareness created by large-scale devastations on the need for 
prevention and mitigation programmes, in order to minimize the loss of 
development gains and to reduce the vulnerability of communities to 
natural and human-induced hazards.  
Even before external aid arrives, local volunteers emerge from the 
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devastation to share their skills and devote their time to assist those in 
need. Volunteers not only assist in such tasks as arranging shelter, food 
and first aid, search and rescue efforts, etc., but also help to contain 
epidemics, rebuild infrastructure and impart training on using 
technology to prevent and mitigate future disasters.  
Equally evident is the importance of promoting and strengthening the 
ability of volunteers, now mostly untrained force, to stimulate local 
populations in realizing their own potential in making any crisis more 
manageable. Volunteers of government based organizations like Nehru 
Yuva Kendra Sangathan (NYKS), National Service Scheme (NSS), 
National Cadet Corps (NCC) and Bharat Scouts and Guides, United 
Nations Development Programme (UNDP), Non-Governmental 
Organizations like Red Cross and other Community Based 
Organizations, Corporates, Trusts including religious trusts and other 
volunteers engaged by donor organization, have shown exemplary 
contributions in the process of post- disaster response, rescue, recovery 
and development. These organizations have, in fact, been individually 
engaged in creation and promotion of volunteers. The Urban local 
bodies can thus support in:  
 Creating a common platform for interface of volunteers with 

government agencies, PRIs, Civil Society Organizations/other 
networks and vulnerable communities to broaden and enhance 
opportunities for better voluntary action;  

 Setting up a system that would encourage volunteers to register;  
 Facilitating optimal utilization of skilled manpower for disaster 

response actions and sustained management of volunteer 
infrastructure through a well-defined institutional mechanisms;  

 Formulating rules and regulations for volunteers’ engagement 
during emergencies; and  

 Developing/Enhancing human resources by undertaking well-
designed capacity building programmes. 

26.  Convene function of IRS (Incident Response System) and ESF 
(Emergency Support Function). 

27.  Maintain an Emergency Operation Centre. 
28.  Convene meetings of NGOs, Youth Clubs, Self-Help Groups, etc., in the 

urban area, and assign them specific responsibilities for relief, recovery 
and rehabilitation. 

29.  Ensure Disaster Response with focus on facilitating the line departments 
and other stakeholders in carrying out the following post-disaster 
activities:  
 Arrangements for maintenance of law and order; Arrangements for 

evacuation of people;  
 Recovery of dead bodies and their disposal; Arrangements to be 

made for the medical care for the injured;  
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 Supply of food and water and restoration of water supply lines;  
 Arrangement  for temporary shelters like tents, metal sheds, etc;  
 Restoration of lines of communication and information flow; Quick 

assessment of damage and demarcation of damaged areas according 
to  grade or damage;  

 Arrangement  for cordoning off severely damaged structures liable 
to collapse during after shocks; and 

  Establishment of hygienic and sanitary conditions in the relief area, 
etc. 

30.  Undertake rehabilitation actively through: Damage Assessment; 
Physical Rehabilitation; Economic Rehabilitation; Social Rehabilitation; 
Special care of women, children and weaker sections of the society; etc.; 
and  

31.  Facilitate mainstreaming of disaster management with development 
(Explained at length in Section 2.4 of Booklet IV of the Training 
Manual). 

3. Disasters: Do’s and Don’ts 

Flood 
                      Do’s                                      Don’ts 

 Tune to your local radio for 
warnings and advice. 

 Move to higher ground. 
 Move vehicles, equipments, 

chemicals, old persons, children, 
pregnant women, etc., to higher and 
safer places. 

 Disconnect all electrical appliances. 
 Turn off electricity and gas before 

you leave the house. 
 Tie your valuable items or articles 

and keep them in a safe and high 
place or bury it underground. 

 Shift the livestock and cattle to safe 
places or high land. Keep some feed 
and fodder for them. 

 Insure household articles, livestock 
and crop. 

 Collect your survival kit or basic 
essentials before leaving your house. 

 Think of safety first during a flood. 
 Take care when walking through 

 Do not allow children to play in, or 
near flood waters. 

 Do not wander around in a flooded 
area. 

 Do not drive into water of unknown 
depth and current. 

 Do not eat food, which is affected by 
floodwaters. 

 Do not try to walk or drive through 
floodwaters.  

 Do not walk across bridges as they 
may collapse. 

 Do not contact floodwaters to avoid 
contamination. 

 Do not walk through flowing water - 
currents can be deceptive, and 
shallow, fast moving water can knock 
you off your feet. 

 Do not swim through fast flowing 
water or you may get swept away or 
struck by an object in the water. 

 Do not drive through a flooded area 
as you may not be able to see abrupt 
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shallow waters. 
 Avoid contact with flood waters as it 

may be contaminated with sewage, 
oil, chemicals or other substances. 

 If you have to walk in stagnant 
waters, use a pole or stick to ensure 
that you do not step into deep water, 
open manholes or ditches. 

 Stay away from power lines - 
electrical current can travel through 
water. Report power lines that are 
down to the power company. 

 Look before you step - after a flood, 
the ground and floors are covered 
with debris, which may include 
broken bottles, sharp objects, nails, 
etc. Floors and stairs covered with 
mud and debris can be slippery. 

 Help in drying out of buildings by 
carefully removing mud, standing 
water, and water-logged furnishings 
and debris. 

 Remove residual moisture gradually 
by allowing structures to dry 
naturally and by opening doors and 
windows. 

 Document the damage for insurance 
purposes by taking notes or 
photographs. 

 Before removing items from water, 
prepare a clean, dry, well-ventilated 
temporary area for sorting and 
storing your objects. Wet objects 
should be moved only once because 
they are fragile, so setting aside such 
an area is vital. 

 Wear rubber gloves, and, if possible, 
a face mask, when handling items. 

 Provide support for damaged objects 
when moving them, such as a cart, or 
a flat, sturdy surface. 

 Seek the advice from an expert, if in 
doubt, about how to salvage any 
materials. 

drop-offs, and only half a metre of 
flood water can carry a car away.  

 Do not return to your dwelling until 
an “All Clear” assurance has been 
given. 

 Do not reconnect your power supply 
until a qualified engineer has checked 
it.   

 Do not smoke or use candles, 
lanterns, or open flames 
indiscriminately. 

 Do not dry buildings with mechanical 
dehumidifiers, which may draw out 
moisture too quickly and cause 
additional damage.  

 Do not scrub or brush mud and other 
deposits from materials. This may 
cause further damage. 

 Do not let water-damaged papers 
remain in wet boxes.  

 Do not keep objects in dark, hot, 
stagnant air with high humidity--these 
conditions encourage mold. 

 Do not try to separate bundles of 
saturated paper. 
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Cyclone 
                      Do’s                                      Don’ts 

 Check the house; secure loose tiles, 
carry out repair works for doors and 
windows.  

 Remove dead wood or dying trees 
that are lying close to the house; 
anchor removable objects like 
lumber piles, loose tin sheds, loose 
bricks, garbage cans, sign-boards, 
etc., which can fly in strong winds.  

 Keep some wooden boards ready so 
that glass windows can be boarded, 
if needed.  

 Keep a hurricane lantern filled with 
kerosene, battery operated torches 
and enough dry cells or emergency 
lights in working condition.  

 Demolish condemned buildings.  
 Keep some extra batteries for 

transistors.  
 Keep some dry non-perishable food 

always ready for emergency use. 
 Stay indoors and take shelter in the 

strongest part of your house. 
 Listen to the radio and follow 

instructions. 
 Find some kind of shelter if you are 

caught in the open. 
 Disconnect all electrical mains and 

appliances and turn off gas. 
 Store or secure loose boards, 

corrugated iron, rubbish tins or 
anything else that could become 
dangerous. 

 Tape up large windows to prevent 
from shattering. 

 Believe in the official information 
and ignore rumours.  

 When a cyclone alert is on for your 
area, continue normal working, but 
listen to the radio warnings.  

 Stay alert. Remember that a cyclone 

 Do not ignore warnings and go for 
sight-seeing near the sea. 

 Do not allow children to play in, or 
near accumulated waters. 

 Do not wander around in a coastal 
area. 

 Do not drive into water of unknown 
depth and current. 

 Do not eat food, which is affected by 
accumulated water. 

 Do not try to walk or drive through 
accumulated water.  

 Do not walk across bridges as they 
may collapse. 

 Never swim through fast flowing 
water. 

 Do not walk through flowing waters - 
currents can be deceptive, and 
shallow, fast moving water can knock 
you off your feet. 

 Do not swim through fast flowing 
waters - you may get swept away or 
struck by an object in the water. 

 Do not reconnect your power supply 
until a qualified engineer has checked 
it.    

 Do not smoke or use candles, 
lanterns, or open flames. 

 Do not worry about your property too 
much; it is your life that is more 
important. 

 Do not return until advised, after 
evacuation.  

 Do not dry out buildings with 
mechanical dehumidifiers, as this 
may absorb all moisture too quickly 
and cause additional damage.  

 Do not scrub or brush mud and other 
deposits from materials. This may 
cause further damage. 

 Do not let water-damaged papers 
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alert means that the danger is within 
24 hours.  

 When your area is under cyclone 
warning get away from low-lying 
beaches or other low-lying areas 
close to the coast.  

 Leave early before your way to high 
ground or shelter gets flooded.  

 If your house is securely built on 
high ground take shelter in the safer 
part of the house.  

 Board up glass windows or put storm 
shutters in place.  

 Provide strong suitable support for 
outside doors.  

 If you do not have wooden boards 
handy, paste paper strips on glasses 
to prevent splinters.  

 Get extra food, which can be eaten 
without cooking. Store extra 
drinking water in suitably covered 
vessels.  

 If you are to evacuate the house, 
move your valuable articles to upper 
floors to minimize flood damage.  

 Small and loose things, which can 
fly in strong winds, should be stored 
safely in a room.  

 Be sure that a window and door can 
be opened only on the side opposite 
to the one facing the wind.  

 Make provision for children and 
adults requiring special diets.  

 If the centre of the cyclone is passing 
directly over your house, there will 
be a lull in the wind and rain lasting 
for half and hour or so. During this 
time do not go out; because 
immediately after this, very strong 
winds will blow from the opposite 
direction.  

 Remain calm. 
 Wear sturdy shoes and clothing for 

protection. 

remain in wet boxes. Remove water-
damaged papers from wet boxes then 
air dry or freeze dry.  

 Do not open any books or albums that 
were completely submerged. (Wet 
paper is very weak and will tear.) 

 Do not keep objects in dark, hot, 
stagnant air with high humidity. 

 Do not try to separate bundles of 
saturated paper. 
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 Collect your emergency survival kit 
before evacuation. 

 Move to the nearest shelter or vacate 
the area, if ordered by the 
appropriate authority. 

 Pack essentials for yourself and your 
family to last you a few days, 
including medicines, special foods 
for babies and children or elders.  

 At the shelter follow instructions of 
the person in charge.  

 Remain in the shelter until you have 
been informed to leave 

 You should remain in the shelter 
until informed that you can return to 
your home.  

 Get inoculation done against 
diseases immediately.  

 Strictly avoid coming into contact 
with any loose and dangling wires 
from the lamp posts.  

 If you are to drive, drive carefully.  
 Clear debris from your premises 

immediately.  
 Report the correct loss to appropriate 

authorities. 

Tsunami 
                      Do’s                                      Don’ts 

 Turn on your radio to learn if there is 
a tsunami warning.  

 Be alert for Early Warnings. 
 Be familiar with the tsunami warning 

signals. (People living along the 
coast should consider an earthquake 
or a sizable ground rumbling as a 
warning signal. A noticeable rapid 
rise or fall in coastal waters is also a 
sign that a tsunami is approaching).  

 Learn to observe the sea. If there is 
noticeable recession in water away 
from the shoreline, be cautious and 
move to higher ground immediately.  

 Make sure all members of the 

 Do not wait for the tsunami warning 
to be made, if you are at the beach or 
near the ocean and feel the earth 
shake.  

 Do not go nearer to the rivers and 
streams that lead to the ocean, if there 
is a tsunami. A regional tsunami from 
a local earthquake could strike some 
areas before a tsunami warning could 
be announced. 

 Do not go down to the beach to watch 
a tsunami come in. 

 Do not go near the flooded and 
damaged areas until officials say it is 
safe to return.  
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community know how to respond to 
a tsunami. Make evacuation plans. 
Pick an inland location that is 
elevated. 

 After an earthquake or other natural 
disaster, roads in and out of the 
vicinity may be blocked, look for 
more than one evacuation route. 

 Move inland to higher ground 
immediately and stay there. If 
possible, pick areas (30 meters) 
above sea level or go as far as 3 
kilometres inland, away from the 
coastline. If you cannot get this high 
or far, go as high or far as you can. 
Every meter inland or upward may 
make a difference.  

 Move inland to higher ground 
immediately and stay there. 

 Help injured or trapped persons. 
 Stay away from the beach.  
 Save yourself-not your possessions. 
 Stay out of damaged buildings. 

Return home only when authorities 
say it is safe. 

 Open windows and doors to help dry 
the building. 

 Do not come closer to debris in the 
water; it may pose a safety hazard to 
boats and people.  

 Do not build houses along the coastal 
belt. 

 Do not drive into water of unknown 
depth and current. 

 Do not eat food, which is affected by 
accumulated water. 

 Do not try to walk or drive through 
accumulated water.  

 Do not walk across bridges, as they 
may collapse. 

 Do not swim through fast flowing 
water. 

 Do not walk through flowing water, 
as currents can be deceptive, and 
shallow, fast moving water can knock 
you off your feet. 

 Do not swim through fast flowing 
water, as you may get swept away or 
struck by an object in the water. 

 Do not enter damaged building. 
 Do not use appliances or lights until 

an electrician has checked the 
electrical system. 

 

Drought 
                      Do’s                                      Don’ts 

 Carry out early warning and drought 
monitoring on the basis of long, 
medium and short term forecast. 

 Arrange reasonable buffer-stock of 
food grain and fodder. 

 Ensure supply of good drinking 
water in rural area for human and 
livestock in drought affected areas. 

 Assess fodder requirement in 
drought affected areas and locate 
pockets where shortages are likely to 
occur and arrange supplies from 
outside. 

 

 Do not work in extreme heat 
anywhere. 

 Do not waste water anywhere. 
 Do not leave children or cattle alone 

outdoors. 
 Do not depend on only agriculture 

based occupations. 
 Do not encourage deforestation and 

cutting of trees. 
 Do not follow single cropping pattern. 
 Do not grow water-intensive crops 

like paddy, sugar, etc., which 
consume a lot of water. 
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 Encourage fodder cultivation, 
wherever feasible. 

 Rejuvenate traditional rainwater 
systems viz., Rivers, Nadis, Tankas, 
Khadins, etc. 

 Encourage rainwater harvesting for 
both the drinking and cropping. 

 Strengthen watershed management 
and irrigation system. 

 Promote cultivation of potatoes, 
groundnut, oilseeds, and maize. 

 Ensure management of human and 
livestock population to reduce 
pressure on fragile arid ecosystem. 

 Encourage social forestry/Joint 
Forest Management. 

 Ensure timely availability of credit, 
postponement of revenue collection, 
and repayment of short-term 
agriculture loan. 

 Give boost to appropriate land-use 
planning (inter-cropping system). 

 Promote implementation of crop and 
livestock insurance schemes. 

 Consume food as per your basic 
requirement. 

 Make a habit to use water 
economically. 

 Ration food and water as per the 
needs of family members. 

 Take temporary shelter where water 
is available. 

 Provide provisions for cattle camp in 
drought affected area. 

 Seek alternate cropping/dry land 
farming. 

 Create Disaster Task Force in the 
concerned area to initiate relief 
measures immediately after the 
drought occurrence. 

 Train teams for drought damage 
assessment. 

 

 Do not delay in preparing agro-
advisory bulletins based on crop 
contingency plans, and their wide 
dissemination among the farmers. 

 Do not delay in providing agricultural 
input support like seeds and fertilizers 
to the farmers. 

 Do not forget to involve community 
and self-help groups in drought 
management. 

 Do not take up new initiatives for 
execution without the approval of the 
appropriate authority. 

 Do not discriminate in providing 
relief to the affected people. 

 Do not allow inclusion of the names 
of ineligible persons in the list for 
gratuitous assistance. 

 Do not procure fodder on any other 
price than fixed by the State 
Government. 

 Do not allow hoarding and diversion 
of food grains from the Fair Price 
shops to open market. 

 Do not allow more than 500 cattle in 
each cattle camp. 

 Do not neglect inspection of the cattle 
camps. 
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 Contact the nearest Agriculture 
Office. 

 Involve Gram Sabha members in 
preventing spread of epidemics and 
infectious diseases. 

Earthquake 
                      Do’s                                      Don’ts 

 Repair deep plaster cracks in ceilings 
and foundations.  

 Get expert advice if there are signs 
of structural defects.  

 Anchor overhead lighting fixtures to 
the ceiling.  

 Consult structural engineers for 
earthquake safety before 
constructing, buying or renting a 
house.  

 Follow Bureau of Indian Standards 
(BIS) codes relevant to your area for 
building standards.  

 Fasten shelves securely to walls.  
 Place large or heavy objects on 

lower shelves.  
 Store breakable items such as bottled 

foods, glass, and bone china in low, 
closed cabinets with latches.  

 Hang heavy items such as pictures 
and mirrors away from beds, settees, 
and anywhere people sit.  

 Brace overhead light and fan 
fixtures.  

 Repair defective electrical wiring 
and leaky gas connections. These are 
potential fire risks.  

 Secure a water heater, LPG cylinder 
etc., by strapping it to the wall studs 
and bolting it to the floor.  

 Store weed killers, pesticides, and 
flammable products securely in 
closed cabinets with latches and on 
bottom shelves.  

 Identify safe places indoors and 
outdoors.  

 Do not rent apartments in high rise 
multi-storied buildings, without any 
earthquake proof certification or in 
houses in a narrow street.  

 Do not rent houses adjacent to weakly 
constructed vulnerable old houses or 
any other weak structure, which can 
fall on your house during earthquake.    

 Do not rush to the doors or exits.  
 Do not use the elevators.  
 Do not go close to broken windows, 

mirrors, chimneys and furniture. 
 Avoid places where there are loose 

electric wires and do not touch any 
metal object in contact with them. 

 Do not re-enter badly damaged 
buildings and don’t go near damaged 
structures. 

 Be aware that some earthquakes are 
actually foreshocks and a larger 
earthquake might occur. Do not move 
to unsafe places.  

 Do not come near the buildings, trees, 
streetlights, and utility wires. 

 Do not enter the building until the 
shaking stops. The greatest danger 
exists directly outside buildings, at 
exits, and alongside exterior walls. 
Most earthquake-related casualties 
result from collapsing walls, flying 
glass, and falling objects. 

 Do not use roads, bridges, or ramps 
that might have been damaged by the 
earthquake.  

 Do not light a match; move about or 
kick up dust; open  your mouth 
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 Educate yourself and family 
members.  

 Be aware of the emergency 
telephone numbers (doctor, hospital, 
police, etc).  

 Keep away from old, tall or detached 
buildings, electricity wires, slopes 
and walls, which are liable to 
collapse. 

 Stop the vehicle away from 
buildings, walls, slopes, electricity 
wires and cables. 

 Leave your badly damaged house 
immediately. 

 Collect your emergency kit or water 
containers, food items and general 
and special medicines (especially for 
persons with heart complaints, 
diabetes, etc.). 

 Have a disaster emergency kit ready.  
 Develop an emergency 

communication plan.  
If Indoors  

 DROP to the ground; take COVER 
by getting under a sturdy table or 
other piece of furniture; and HOLD 
ON until the shaking stops. If there 
isn’t a table or desk near you, cover 
your face and head with your arms 
and crouch in an inside corner of the 
building.  

 Protect yourself by staying under the 
lintel of an inner door, in the corner 
of a room, under a table or even 
under a bed.  

 Stay away from glass, windows, 
outside doors and walls, and 
anything that could fall, such as 
lighting fixtures or furniture.  

 Stay in bed if you are there when the 
earthquake strikes. Hold on and 
protect your head with a pillow, 
unless you are under a heavy light 
fixture that could fall. In that case, 
move to the nearest safe place.  

without using a handkerchief or 
clothing;  shout as it can cause you to 
inhale dangerous amounts of dust, if 
trapped under debris.  

 Do not turn on the water, gas and 
electricity.  

 Do not turn on switches. There may 
be gas leaks or short-circuits. 

 Do not smoke and do not light 
matches or use a cigarette lighter.  

 Do not try to put out a fire, if you 
cannot, call the fire brigade.  

 Do not move seriously injured people, 
unless they are in danger.  

 Do not rush and worsen the situation 
of injured persons or your own 
situation. If you know that people 
have been buried, do not hesitate to 
tell the rescue teams.  

 Do not drink water from open 
containers without having examined it 
and filtered it through a sieve, a filter 
or an ordinary clean cloth.  
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 Use a doorway for shelter only if it is 
in close proximity to you and if you 
know it is a strongly supported, load 
bearing doorway.  

 Stay inside until the shaking stops 
and it is safe to go outside. Research 
has shown that most injuries occur 
when people inside buildings attempt 
to move to a different location inside 
the building or try to leave.  

If Outdoors 
 Stay wherever you are.  
 Move away from buildings, trees, 

streetlights, and utility wires.  
 Once in the open, stay there until the 

shaking stops. The greatest danger 
exists directly outside buildings, at 
exits, and alongside exterior walls. 
Most earthquake-related casualties 
result from collapsing walls, flying 
glass, and falling objects.  

If in a Moving Vehicle 
 Stop as quickly as safety permits and 

stay in the vehicle. Avoid stopping 
near or under buildings, trees, 
overpasses, and utility wires. 

 Proceed cautiously once the 
earthquake has stopped. 

Landslide 
                      Do’s                                      Don’ts 

 Stay alert. 
 Listen for any unusual sounds. 
 Relocate highly vulnerable 

settlements, infrastructure that fall in 
the possible path of landslide.  

 Disallow construction of buildings 
beyond a certain degree of slope 

 Strengthen weak structures. 
 Build retaining walls to stop land 

from slipping 
 Encourage building of engineered 

structures with strong foundations 
 Increase vegetation cover. 

 Do not construct in landslide-prone 
areas.  

 Do not build Hamlets/settlements on 
hilltops, steep slopes, streams, lakes 
and softer soil. 

 Do not construct buildings/houses 
with weak foundations.  

 Do not go in for make-shift structures 
made of non-engineered material, for 
example, kutcha/thatched houses. 

 Do not compromise with safety 
measures in designing structures. 

 Do not undertake mining, quarrying, 
and construction activities near 
unstable hill slopes. 
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 Prepare hazard zonation, 
vulnerability and risk maps. 

 Create adequate drainage system. 
 Formulate contingency plans to meet 

emergency situation. 
 Prepare community for mitigating 

landslide impact. 
 Train personnel in trauma care. 
 Prepare emergency communication 

systems.  
 Reinforce vulnerable houses.  
 Form teams of volunteers to assist in 

search for injured and post-disaster 
recovery activities. 

 Make provision for resources like 
doctors, boats, formation of Mahila 
Mandals, shelters, etc. 

 Repair and reconstruct water and 
sewerage system, electrical services 
and roads. 

 Provide technical, material and 
financial assistance for repair and 
reconstruction of houses and public 
buildings. 

 Rejuvenate the on-going economic 
programmes. 

 Analyze soil type before 
construction.  

 Adhere to construction bye-laws. 
 Put restriction on construction 

activities in vulnerable zones 
through appropriate laws. 

 

Fire 
Buildings: Offices and Residences 

                      Do’s                                      Don’ts 
 Install smoke alarms. 
 Place smoke alarms on every level in 

the building. 
 Test and clean smoke alarms once a 

month and replace batteries at least 
once a year. 

 Replace smoke alarms once every 10 

 Do not loose calm. 
 Do not paint over smoke/heat 

detectors. 
 Do not let trash, such as old 

newspapers and magazines, etc., 
accumulate. 

 Do not smoke near flammable liquids. 
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years. 
 Review escapes routes with your 

family.  
 Make sure windows are not nailed or 

permanently shut.  
 Consider escape ladders if your 

building has more than one level, 
and ensure that burglar bars and 
other antitheft mechanisms that 
block outside window entry are 
easily opened from the inside. 

 Clean out storage areas.  
 Never use gasoline, benzene, 

naphtha, or similar flammable 
liquids indoors. 

 Store flammable liquids in approved 
containers in well-ventilated storage 
areas. 

 Be careful when using alternative 
heating sources. 

 Place heaters at least three feet away 
from flammable materials. Make 
sure the floor and nearby walls are 
properly insulated. 

 Keep matches and lighters up high, 
away from children, and, if possible, 
in a locked cabinet. 

 Have the electrical wiring in your 
building checked by an electrician. 

 Inspect extension cords for frayed or 
exposed wires or loose plugs. 

 Make sure outlets have cover plates 
and no exposed wiring. 

 Escape through a window, if door is 
hot. If you cannot escape, hang a 
white or light-coloured sheet outside 
the window, alerting fire fighters to 
your presence. 

 Open the door slowly and ensure fire 
and/or smoke is not blocking your 
escape route.  

 Crawl hugging to ground to save 
from inhaling smoke while escaping 
through building on fire.  

 Do not smoke in bed or when drowsy 
or medicated.  

 Do not overload extension cords or 
outlets, if you need to plug in two or 
three appliances. 

 Do not leave electrical appliances or 
equipment continued to be energized 
when they are not in use, especially 
after office/working hours.  

 Do not put liquid or thing that is 
flammable or combustible near an 
electrical switchboard or an enclosure 
containing electrical components. 

 Do not touch bare electrical wiring. 
 Do not enter a damaged building, if 

you detect heat or smoke. 
 Do not try to open a safe or strong 

box as it could hold intense heat for 
several hours. 

 Do not use cardboard boxes, wooden 
crates or other receptacles that are 
made of combustible material as 
makeshift rubbish bins at your place. 

 Do not accumulate unwanted items at 
your place. 

 Do not use corridors, walkways or 
passageways that form part of the 
emergency escape route at your place. 

 Do not remove ceiling boards or use 
ceiling voids for storage. 

 Do not use fragile containers to store 
flammable liquids. 

 Do not use or operate dirty or greasy 
equipment/machinery. 

 Do not leave heavy machinery 
operating or running unattended. 

 Do not run through the smoke. People 
die more by inhaling smoke than from 
fire.  
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Fire Safety in Schools 
                      Do’s                                      Don’ts 

 Permit the school to function only if 
it adheres to fire safety norms. 

 Ensure periodic update of school 
license.  

 Identify the fire hazards and areas 
where fire might start in the school. 

 Train teachers/school staff in fire 
safety. 

 Ensure presence of sufficient exit 
routes. 

 Make students aware about the do’s 
& don’ts. 

 Put up an emergency plan and fire 
notices in place. 

 Keep electrical inspection and 
testing up to date and carry out 
repairs. 

 Secure safe location of kitchen and 
its safety.  

 Check the adequacy of fire fighting 
apparatus and its maintenance. 

 Ensure fire escape routes and fire 
exit doors/ passageways are 
unobstructed and doors open 
correctly. 

 Keep first aid kits ready. 
 Conduct fire drills. 
 Consult local fire brigade and 

implement its recommendations. 
 Exit from the school to an open area. 
 Execute evacuation plan and practice 

fire drills. 
 Call the Fire Brigade. 
 If the room is filled with smoke, ask 

children to stay low to the ground 
during exit. 

 Feel any closed door to see if they 
are hot before they are opened. 

 If the door is hot, use the nearest 
window or another exit. 

 Do not issue license without checking 
up the safety of the school building. 

 Do not allow children and teachers to 
panic. 

 Do not let anyone hide. Ensure that 
nobody is trapped in toilets/indoors. 

 Do not try to contain the fire, if not 
possible. 

 Do not re- enter or permit anyone to 
enter the school building, unless the 
fire officials have given permission to 
enter. 

 Do not allow children to leave alone, 
or to be taken home by strangers. 
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 Comfort distressed children. 
 Alert the nearest hospital/authority. 
 Ensure that all students have reached 

their homes safely. 
 Review the fire risk management 

plan and evacuation plan. 

Forest Fire 
                      Do’s                                      Don’ts 

 If there is a fire in the forest, try to 
put it out by digging a circle around 
it or by water, if not possible call fire 
brigade. 

 Try to remove the dry litter during 
summer season. 

 During fire, listen regularly to the 
radio for advance information and 
obey the instructions cum advice. 

 Prepare a fire evacuation plan. 
 Teach all members of the local 

community about the causes and 
harms of forest fire and how to 
prevent it. 

 Encourage basement in all inhabited 
houses in the forest areas, which can 
be sealed. Basement should stock 
pre-cooked food for 3 days, during 
summer months. 

 Encourage community persons to 
volunteer for smoke fire detection 
from tall towers.     

 Do not throw smoldering bidi, 
cigarette butt or leave the burning 
wood stick. 

 Do not leave slash and burn methods. 
 Do not keep farm animals and 

movable goods at vulnerable places. 
 Do not let people picnic in forest area.  
 
 

Heat Wave 
                      Do’s                                      Don’ts 

 Drink 2 to 3 litres of water per day or 
sufficient water, as often as possible, 
even if not thirsty. 

 Wear lightweight, light-coloured, 
loose, porous natural fibre clothes. 

 While traveling, carry water with 
you. 

 If you work outside, keep hat and 
clothing damp. 

 Use umbrella, sunscreen as sun burn 

 Do not go out in the hot sun, 
especially between 12 noon to 3 p.m. 

 Do not undertake strenuous activities; 
avoid work outside during 12 noon to 
3 p.m. 

 Do not consume alcoholic, 
caffeinated or carbonated drinks, 
which dehydrate the body. 

 Do not eat high-protein foods, which 
increase metabolic heat. 
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limits your ability to cope up with 
heat. 

 If you suffer chronic illness or feel 
ill, see a doctor. 

 Use ORS, home made indigenous 
drinks like lassi, torani (rice water), 
lemon sharbat (lemon water), butter 
milk, etc., which help to rehydrate 
the body, and protect us from sun-
stroke. 

 Keep animals in the shade with 
plenty of water. 

 Keep your home cool with curtain, 
shutters or awnings on the sunny 
side and open windows at night. 

 Use fans, damp clothing and have 
frequent cool showers. 

 When a person is affected by heat 
wave, ensure the person lies down in 
a cool place; wipe her/him with a 
wet cloth/wash the body frequently. 

 Pour normal water on the head of the 
affected person to bring down the 
body temperature. 

 Use an icepack on the head of the 
affected person.  

 Do not leave children or pets in 
parked vehicles. 

 Do not come directly in touch with 
sunlight. 

Epidemics 
                      Do’s                                      Don’ts 

 Wash hands with soap after 
defecation and before taking meals.  

 Clip nails on regular basis. 
 Encourage drinking of water from a 

safe source or water that has been 
disinfected (boiled or chlorinated). 
Use of water from India Mark II 
hand pumps only, if installed in 
village/community. Add bleaching 
powder in all community wells at 
regular interval. 

 Cool boiled potable water as an 
emergency measure and let it be 
consumed on the same day. 

 Promote storage of water in narrow 

 Do not drink water from unsafe 
sources. 

 Do not eat uncooked food unless it is 
peeled or shelled. 

 Do not consume cut fruits from 
vendors. 

 Do not defecate in open area. 
 Do not allow water to stagnate. 
 Do not allow discarded items to 

accumulate such as tires, tubes, empty 
coconut shells, household items and 
objects where water may collect. 

 Do not encourage children to wear 
shorts and half sleeved cloths. 

 Do not leave cooked food at room 
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mouthed container. 
 Cook food or reheat it thoroughly 

and eat it while it is still hot. 
 Keep food items covered. 
 Wash hands with soap and water 

before preparing or eating food as 
well as after defecation. 

 Increase fluid intake in case of 
diarrhoea. Use ORS solution or 
home available fluids with sugar and 
salt as soon as diarrhoea starts.  

 Encourage banana eating, which 
provides potassium. 

 Continue feeding children when they 
are sick and to continue 
breastfeeding if the child is being 
breastfed.  

 Refer the diarrhoea case to a health 
facility in case of following: child is 
irritable, restless or lethargic or 
unconscious; eating or drinking 
poorly; child has marked thirst; 
Child has fever or blood in stool. 

 Use insecticide treated bed nets 
(ITBN) or insect repellents while 
sleeping to keep away mosquitoes. 

 Follow sun down sleeves down 
approach. Wear clothes that cover 
arms and legs.  

 Keep patients protected from 
mosquito bite in acute phase of 
unknown fever or malaria to prevent 
further spread. 

 Empty water containers at least once 
a week. Cover and seal any septic 
tanks. 

 Remove water from coolers and 
other places where water has 
remained stagnant. 

 Encourage building soak-away pits. 
When Pits are built, it directly 
reduces standing water and prevents 
malaria by reducing mosquito 
populations by removing mosquito 

temperature longer than 2 hours. 
 Do not keep cooked and perishable 

food that cannot be kept refrigerated 
(below 5°C).  

 Do not bathe in village ponds and 
allow cattle to take bath in the same 
pond. 

 Do not give access to rodents in your 
premises. 
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breeding grounds. 
 Give presumptive treatment for 

malaria. 
 Cook food thoroughly, especially 

meat, poultry, eggs and seafood until 
it is steaming hot throughout to kill 
dangerous micro-organisms. 

 Ensure cooked meat and poultry is 
safe and no parts of the meat is 
excessive red or pink coloured. 

 Bring foods like soups and stews to 
boiling and continue to boil for at 
least15 minutes to make sure that all 
micro organisms including spores 
are killed. 

 If food is not eaten immediately, 
reheat cooked food until it is 
steaming hot throughout prior to 
serving. 

Chemical Disaster 
                      Do’s                                      Don’ts 

 Keep calm.  
 Be a vigilant citizen and educate 

yourselves on the nature of chemical 
disasters. 

 Keep the phone numbers of the local 
police station, control rooms, fire 
stations, TV station, All India Radio, 
ambulance services and chemists for 
emergency use.  

 Check underneath your seat in 
cinema halls, trains, buses and 
airports. Be cautious of any 
unidentified luggage/unattended 
commodity. 

 Dial disaster management control 
room/concerned authorities for help. 

 Listen to the Radio/ T.V for regular 
updates.  

 Protect your mouth and nose, if in 
the open, with a wet cloth or a 
protective mask.  

 Leave the disaster site as soon as 

 Do not panic or encourage rumours. 
 Do not consume uncovered 

food/drinks/water beverages, etc. 
 Do not attempt first-aid, unless 

trained. 
 Do not avoid alarms and signals. 
 Do not move out of shelters/ 

basement unless instructed by 
authorities.  

 Do not smoke, eat or drink in 
vulnerable areas. 

 Do not kneel, lie or sit on the ground, 
after the disaster.  

 Do not walk barefoot in affected 
areas.  

 Do not move out of your shelter 
without proper protection to breathing 
passages.  
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possible, preferably in a closed 
vehicle. 

 If you are in a car, turn off the air 
conditioner and close the windows.  

 Prepare an emergency kit of items 
and essentials in the house, including 
medicines, documents and valuables.  

 Store food and water for survival, in 
case you have a pre-warning.  

 Organize societies and 
neighbourhood committees to 
educate people. 

 Change into fresh clothing after 
reaching your shelter. This can 
remove 80 per cent of the 
contamination hazards.  

 Get fire-fighting equipment serviced 
periodically.  

 Drink only from bottles/cans, or 
water purifiers. 

 Participate in specialized training 
and mock drills. 

 Celebrate Safety Day/Week and take 
part in safety competitions, 
exhibitions, film/video shows, 
seminars, and debates. 

Biological Disaster 
                      Do’s                                      Don’ts 

 On hearing the report of a biological 
disaster, stay indoors and keep calm. 

 Follow newspapers, T.V, Radio for 
regular updates on disaster. 

 Shut all windows and doors and turn 
off air conditioners. 

 Use a face/gas mask, which can 
provide an excellent respiratory 
protection. The M-40 series mask 
certainly provides adequate 
protection against all inhalational 
Biological Warfare Agents threats. 
Even a simple Surgical Mask will 
afford adequate protection against 
common Biological Warfare Agents 

 Do not panic or encourage rumours to 
spread. 

 Do not eat raw vegetables/fruits 
without thorough washing. 

 Do not consume stale food material. 
 Do not let water stagnate in ponds, 

coolers and nearby pits. 
 Do not use coolers and air-

conditioners. 
 Do not allow waste, particularly food 

waste material to accumulate in or 
around your premises. 

 Do not forget to clinically isolate 
suspected and confirmed sick cases.  
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in emergency setting. 
 Reach for medical help, if required.  
 Use purified water or boil drinking 

water and keep it covered.  
 Store ample food, fruits and 

vegetables under cover to last 5-6 
days. 

 Follow hygiene measures such as 
trimming of fingernails regularly, 
and washing hands with soap and 
water before eating/drinking as well 
as after defecation.  

 Report any case of sickness in the 
family/ neighbourhood to health 
authorities.  

 Help authorities in destruction of 
infected stocks of food, crops, 
livestock, etc. Keep your premises 
clean. Follow proper waste disposal 
and prevent access to rodents. 

 Initiate insect, vector and rodent 
control measures in your area. 

 Use mosquito nets/ repellents at 
night. Use of common repellents like 
producing smoke with cow dung, use 
of window and door screens, etc., as 
emergency measures, if ideal 
repellents are not available. Simple 
information of closing doors and 
windows during dusk time will also 
be beneficial. 

  
 

Radiological 
                      Do’s                                      Don’ts 

 Stay calm.  
 Familiarize with instructions/ 

operational procedures being 
broadcast/telecast by the designated 
authorities. 

 Familiarize with community shelters 
in your locality. 

 Store in adequate number of candles 
and battery lights. 

 Keep battery operated miniature 

 Do not panic. 
 Do not believe in rumours and don’t 

spread rumours. 
 Do not consume uncovered 

food/drinks/water/beverages, etc.  
 Do not move out of house unless 

instructed by the authorities. 
 Do not smoke and avoid eating or 

drinking in the contaminated area. 
 Do not permit contaminated persons 
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transistor /TV sets in the house. 
 Remove stocks of flammable items, 

if any. 
 Drop to ground, if you are in an open 

area, and remain in lying position for 
a short while. 

 Protect eyes with palms and ears by 
fingers or thumbs to prevent ear 
drum rupture. 

 Protect your body parts from 
radiation burns and direct 
contamination by covering with 
cloth. 

 Remain indoors to save yourself 
from radiation.  

 Cover your mouth and nose with a 
wet piece of cloth. Still better, if you 
can put a face mask. It will prevent 
radioactive dust being inhaled. 

 Turn off heating, cooling and 
ventilation systems. 

 Switch on radio/TV and follow 
official instructions, if any. 

 Prepare an Emergency Kit that has 
your identity card, a torch, extra 
batteries, portable radio, bottled 
water, dry food items, baby food and 
essential medicines. 

 Be alert to any symptoms (nausea, 
vomiting, diarrhoea, fever, fatigue, 
etc.), and get help if you think you 
are suffering from acute or chronic 
radiation exposure.  

 Take bath and change clothes to 
decontaminate yourself. 

 Put off fires before they spread. 
 Evacuate the area, if advised, move 

to a temporary shelter. 

in house unless decontaminated. 
 Do not walk barefoot or in open 

slippers.  
 Do not kneel, lie or sit on the ground.  
 Do not disobey instructions of the 

District or Civil defence authorities, 
who will be doing their best to ensure 
your safety, and also that of your 
family and community as a whole, 
besides ensuring safety of the 
property, infrastructure and 
environment. 

 

Note: 
 Affected persons, if exposed to high doses of radiation will show general symptoms 

like nausea, vomiting, diarrhoea, skin irritation, fever, fatigue, loss of appetite and 
other peculiar health effects of the radioactive toxicants, depending on the extent of 
exposure. 



68 
 

Nuclear Disaster 
                      Do’s     Don’ts 
Before the Incidence:  

 Construct /Identify basements in 
your residence where the whole 
family can stay for few days. In case 
no basement is available, plan to stay 
in a deep trench. 

 Store food items, water and other 
items like baby food, etc., for 
emergency use as an accident in a 
nuclear facility having offsite 
consequences or explosion of a 
nuclear device can cause nuclear 
fallout. This fallout when settles on 
the ground will contaminate grass, 
soil, food, water, etc. Keep a stock of 
essential medicines also. 

 Store in adequate number of candles 
and battery lights. 

 Keep battery operated miniature 
transistor /TV sets in the shelter. 

 Paste black paper on window/door 
glass panels. This has a dual 
purpose. Because of this you will not 
see the fireball that appears 
immediately following a nuclear 
blast. Directly looking at the fireball 
may make you temporarily or 
permanently blind. Also because of 
the blast, windows and door glasses 
will shatter upto a distance of few 
kilometers. Pasting of paper will 
prevent glass splinters from 
spreading, and minimize chances of 
serious injury. 

 Familiarize with instructions/ 
operational procedures being 
broadcast/telecast by the designated 
authorities. 

 Familiarize with community shelters 
in your locality. 

 Remove stocks of flammable items, 
if any. 

 Do not panic. 
 Do not believe in rumours and don’t 

spread rumours. 
 Do not look at the fire ball when 

explosion takes place. It may blind 
you or affect your vision. 

 Do not consume uncovered 
food/drinks/water/beverages, etc.  

 Do not move out of shelters 
/basements unless instructed by the 
authorities. 

 Do not deliberately stir up dust or 
brush against things in the fallout 
areas. 

 Do not smoke and avoid eating or 
drinking in the contaminated area. 

 Do not kneel, lie or sit on the ground. 
 Do not walk barefoot or in open 

slippers if in fallout area. 
 Do not permit contaminated persons 

in basements/shelters unless 
decontaminated. 

 Do not enter fallout areas, if 
evacuated. 

 Do not disobey instructions of the 
District or Civil defence authorities, 
who will be doing their best to ensure 
your safety and also that of your 
family and community as a whole, 
besides ensuring safety of the 
property, infrastructure and 
environment. 
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 Keep a list of the items ready, which 
are to be taken when asked to 
evacuate. This may include identity 
card, cash, valuables, important 
documents, medicines, baby food, 
etc. 

During the incidence:   
 Stay calm. 
 Drop to ground immediately, if in an 

open area, and remain in lying 
position. 

 Position yourself in a deep trench or 
an underground shelter to save you 
from blast, heat and radiation.  

 Protect eyes with palms and ears by 
fingers or thumbs to prevent ear 
drum rupture. 

 Protect your body parts from thermal 
burns, radiation burns and direct 
contamination by covering with 
cloth. 

 Remain indoors to save yourself 
from radiation and plume. Building 
will act as shield. 

 Burn, injuries, dazzling of vision and 
confusion/chaos are expected. 

 Cover your mouth and nose with a 
wet piece of cloth. Still better, put a 
face mask. It will prevent radioactive 
dust being inhaled. 

 Put a lid/cover on all food items and 
water containers. 

 Drive out of the way of any windows 
or doors to avoid injuries due to 
glass pane splinters.  

 Switch on radio/TV and follow 
official instructions, if any. 

After the incidence: 
 Stay calm. 
 Stay down under cover until debris 

stop falling. Be vigilant about weak 
structures and tree felling. 

 Look for basement area or take 
shelter in a room in your house, 



70 
 

which has the least windows/doors. 
 Burn, injuries, dazzle and concern 

for overexposure may combine to 
create panic. 

 Dazzle is temporary and vision 
should return in few seconds. 

 Close the doors and windows to save 
from fallout radiation. 

 Try to cover the openings of shelters 
to prevent the entry of fallout 
particles. 

 Keep heating or cooling system of 
the automobile off, if in vehicle;  

 Get down on detection of flash, and 
try to reach a shelter, as blast wind 
will generally end in 1–2 minutes. 

 Cover your mouth and nose with a 
wet piece of cloth. Still better, if you 
can put a face mask. It will prevent 
radioactive dust from being inhaled. 

 Take potassium iodide or potassium 
iodide tablets, if radioactive isotopes 
of iodine are present, and if advised 
by authorities.  

 Take bath and change clothes to 
decontaminate yourself. 

 Keep in mind, as a thumb rule, if 
blast wave does not arrive within 
few seconds of the flash, you were 
far enough from the Ground Zero 
and the initial radiation exposure 
may not exceed the threshold of the 
deterministic effect (around 100-150 
rads). 

 Bear in mind that on surviving the 
blast, the chances of being exposed 
to lethal dose of radiation is 
relatively less unless one is located 
in an early fallout area. 

 Expect some initial disorientation as 
the blast wave may blow down and 
carry away many prominent and 
familiar landmarks from your 
vicinity. 
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 Put off fires before they spread. 
 Listen to T.V/ Radio for information 

updates. 
 Keep Air-conditioners/ Coolers/ 

Fans switched off. 
 Follow simple decontamination 

procedure like removal of clothing 
worn outdoors and having a bath 
before entering safe areas, if coming 
from contaminated area. 

 If advised, evacuate the area or move 
to a temporary shelter. 

Note:  
 In case of a nuclear detonation, the actual event or incidence may last for few 

seconds only. Its main effects viz., blast, thermal and radiation will follow 
immediately. However, in case of an accident in a nuclear power plant, the event 
itself may last from minutes to hours to days. 

 Affected persons, if exposed to high doses of radiation, will show general symptoms 
like nausea, vomiting, diarrhoea, skin irritation, fever, fatigue, loss of appetite and 
other peculiar health effects of the radioactive toxicants, depending on the extent of 
exposure. 

 Above do’s and don’ts include do’s and don’ts for radiological emergencies also. 
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