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eie/dated &gq June 2025
To, _

All Heads of Department
As per list of Department at Annexure - L

Sub:- Request to conduct Mock Drills on various disasters in
Departments of A&N Administration in very month- reg.

Sir,

As directed by the Chief Secretary, A&N Administration in the ST.
Officers Meeting held on 20.05.2025 at point No. (4) “Need to schedule a
fixed day on every month for conduct of mock drill by departments to bring
in desired discipline.

In this regard, a tentative mock calendar schedule (Annexure = I)is
prepared to conduct mock drill by all departments of A&N Administration in
every month alongwith various steps of mock drill (Annexure - II) to be
carried out by department and Mock Drill reporting format (Annexure - III)
are enclosed for kind perusal please.

In view of the above, it is requested to kindly conduct Mock drill in
your respective Department and Sub-Divisions Offices of different Islands in
every month as per above tentative mock calendar schedule. Accordingly,
send a detail report of Mock Drill in each month in the above mentioned
format to this Directorate for appraisal of higher authorities.

Yours faithfully,

Encl: A/A g
/%ﬂoo)
/ :
Director (DM)

Copy to: -

1. Sr. PS to Chief Secretary, A&N Administration for kind information of
the CS.

2. PSto Commissioner-cum-Secretary (DM&RR), A&N Administration for
kind information of the Comm.-cum-Secretary (DM&RR)

3. PS to Secretary (DM), A&N Administration for kind information of the

Secretary (DM). :
e
Director (DM)






Annexure =1

A tentative Mock Drill calendar for conducting Mock Drill on various disasters in every
month by all departments of A&N Administration in working days of every Month is as

under:

List of Departments:

Proposed day for conducting Mock

El Name of the Department
' Drill by each Department in every
No.
month
T | The A&N Forest & Environment, Van Sadan, SVP 01st Working day of every month
5 | The Directorate (IP&T), A&N Administration, SVP. '
3 | The Directorate of Education, A&N Administration,
SVP.
4 | The Directorate of Civil Supplies & Consumer
Affairs, A&N Administration, SVP.
5. | The A&N Police, SVP 034 Working day of every month
6. The Sri Vijaya Puram Municipal Council, SVP.
7. The APWD, A&N Administration, SVP
8. The Directorate of Science & Technology, A&N
Administration, SVP. ;
9. The District Administration, South Andaman 06t Working day of every month
10. | The Zilla Parishad, South Andaman
11. | The Port Management Board, SVP.
12. | The Directorate of Accounts & Budgets, A&N
Administration, SVP.
13. | The Directorate of Shipping Services, A&N | 09% Working day of every month
Administration, SVP. '
14, | The  Directorate  (Civil Aviation),  A&N
Administration, SVP
15 | The Directorate of Transport, A&N Administration,
SVP.
16. | The Directorate of Health Services, A&N
Administration, SVP.
17. | The Directorate of Social Welfare, A&N | 1288 Working day of every month
Administration, SVP.
18. | The Directorate of Industries, A&N Administration,
SVP.
19. | The Registrar of  Coop. Societies, A&N
Administration, SVP.
50. | The Directorate Economics & Statistics, A&N
Administration, SVP.
21, | The Directorate of Agriculture, A&N | 15% Working day of every month
Administration, SVP
72 | The Directorate of Tribal Welfare, A&N
Administration, SVP.
3. | The Directorate of Animal Husbandry & Veterinary
Services, SVP.
24. | The Directorate of Fisheries, A&N Administration,
SVP.
55 | The Directorate of RD & Panchayat, A&N |20% Working day of every month
Administration, SVP J
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26. | The  Directorate (Art & Culture), A&N
Administration

27. | The Directorate of Disaster Management, A&N
Administration, SVP

28. | The Electricity Department, SVP.

29. | The Labour Commissioner Office, A&N

L Administration, SVP.
Note:

 All departments shall finalize their dates in every month to conducted mock drill in
their department as proposed above working days.

¢ Location for mock drill will be finalized by concerned Department

* Disaster Scenario on Earthquake, fire, tsunami etc, will be finalized by the concerned
Department as per location.

* All departments shall conduct mock drill with their teams and resources without
taking assistance from any resource department.

* After Completion of the drill, a brief report alongwith photographs shall be shared to
Directorate of Disaster Management for appraisal of higher authorities.
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Annexure = I1

Mock Drill steps to conduct Mock Drill in departments

Objective:
To assess preparedness, coordination, and response capability in case of
emergency/ disaster.

Department Role in Mock Drill

BEFORE MOCK DRILL:

o Update DM Plan and SOP of the Department.

o Identify communication, evacuation, search & rescue and first aid teams of
Department and update their contact list.

¢ Identify safe area and refuge areas.

o Signage of evacuation routes from building to safe area.

o Update all emergency contact list

o Ensure communication and search & rescue equipment and first aid kit available in
the Department.

¢ Display the evacuation map, facility map and emergency contacts all sections of the
department.

e Finalizing Mock Drill Scenario on various disasters (Earthquake, Fire, Tsunami etc.)
and roles & Responsibilities by conducting Table Top Exercise (TTEx) with all staff
and officials before mock drill.

Example of Earthquake Scenario

o Trigger: A 7.0 magnitude earthquake strikes at 11:00 AM at building followed
by Fire.

o Impact: building collapse and roads are blocked.

o Casualties: Many people are trapped under debris, injured, or affected by the
fire.

¢ Response: Emergency services and community/department teams respond
according to the Emergency Response System of the Dept, and setup Incident
Command post for deployment of all response team.

DURING MOCK DRILL:

o Triggering the Alarm: Simulate the event using sirens, SMS alerts, or manual
announcements.

« Safety Measures: Each individual shall follow do’s and don'ts as per disaster

: scenario

s Evacuation Process: Staff evacuate as per plan, avoiding lifts, maintaining calm and
order.

« Assembly & Headcount: Reassemble at the designated safe location and conduct a
roll call by all Section In-charge. Report to Incident Commander about total present
and Missing Persons

« Response Actions: Incident Commander supervises the mock drill and directed to
communicate to emergency helpline number (1070 (SEOC), 1077 (DEOC), 112 (ERSS),
101 (Fire) & 102 (Health) to support and assistance. Conduct search and rescue,
firefighting, first aid, and other predefined roles.

¢ Agency Response Coordination: Observe response time and actions of supporting
agencies.




POST-DRILL ACTIVITIES

Debriefing Session: Conduct a quick post-drill review with all participants.
Observation Sharing: Highlight gaps, good practices, and team performance.
Feedback Collection: Gather feedback from participants and observers.

Corrective  Action Plan: Recommend improvements in preparedness,
communication, and equipment.

Documentation: Prepare a report with observations, photographs, and improvement
points and send to Directorate of Disaster Management in the prescribed format.

ROLES & RESPONSIBILITIES OF IC AND TEAMS OF THE DEPARTMENT

Incident Commander (IC)
Overall Leader ~ Directs the entire drill and ensures smooth coordination among teams.

Takes charge of the emergency response.

Issues commands to all response teams.

Monitors the emergency scenario and evaluates the situation.

Communicates with all team leaders.

Coordinates with fire department, police, and medical responders (if applicable).
Conducts debriefing sessions.

Identifies areas for improvement and updates emergency plans.

Communication & Alert Team
Responsible for sending alerts and keeping all stakeholders informed.

Activates sirens, PA systems, SMS, emails, and mobile alerts.

Issues clear, concise instructions to employees.

Keeps the Incident Commander & Response Teams updated.

Update all emergency contacts and call to resource departments for their assistance
as directed by IC.

Evacuation Team
Ensures a safe and orderly evacuation of all personnel.

Direct employees to emergency exits and assembly points.
Assist vulnerable individuals (elderly, disabled, injured).
Check restrooms, meeting rooms, and other hidden areas.
Confirm everyone has evacuated safely.

Prevent stampedes or panic.

Ensure people follow predefined evacuation routes.
Conduct roll calls at assembly points.

Report missing personnel for Search & Rescue action.

Search & Rescue (SAR) Team
Responsible for locating and rescuing missing or trapped individuals.

Sweep through affected areas based on reports from the Evacuation Team.
Identify potential hazards (fire, structural damage, chemical spills).

Use protective gear if needed.

Assist injured individuals and transport them to medical aid stations.
Provide real-time updates on rescues and challenges.

First Aid Team
Provides medical assistance and stabilizes the injured.

Arrange medical kits and setup medical post at incident site.
Triaging to injuries
Treat minor injuries (burns, fractures, bleeding).
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Provide CPR and emergency care until professional help arrives.
Ensure ambulances or paramedics are contacted.
Help move injured personnel safely.

Fire Fighting Team

Responds to the fire alarm and attempts to control the fire using available fire
extinguishers.

Assesses fire severity and calls the external fire department if necessary.
Ensures fire suppression systems (e.g., sprinklers) are functioning.
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Annexure ~ III

THE MOCK DRILL REPORT FORMAT IS AS UNDER:

1 Name of the Department:

2 Date & time of Mock Drill:

3 Location:

4 Scenario

5 Safe Area/assembly Point

6 Activities taken in the drill

i Total number of participants

ii Evacuation routes identified and marked
(Yes/No)

ii Total No. of persons self-evacuated and
assembled in the assembly point

iv Incident Command Post established
(Yes/No)

v Medical Post Established (Yes/No.)

vi No. of missing person search & rescued

a No. of person minor injured

b No. of person Major injured & medical
shifted

7 e Name & designation of Incident
Commander
e IC activities in the drill

8 Teams details

i Evacuation team (Name of team leader
and their activities in the drill)

i Communication team (Name of team
leader and their activities in the drill)

iii | Search & Rescue team (Name of team
leader and their activities in the drill)

iv First Aid team (Name of team leader and
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their activities in the drill)

Firefighting team (Name of team leader
and their activities in the drill)

vi

Other teams, if designated by the
department

Resources used in the drill

1) Communication equipments
2) Search & Rescue Equipment
3) First Aid Kit

Fire Fighting equipment
Any improvised equipment
Other, if any.
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Debriefing Report (findings & gaps of the
drill which is requires to improve in the
department to build their capacity)

11

Photos of the Mock Drill:
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