PUNJAB HEALTH SYSTEMS CORPORATION

________________________________________________________________________


ANNEXURE – 2

	MANUAL-2

INFORMATION REGARDING ITEMS SPECIFIED IN RULE 4 (1) (b) (ii) 
OF THE RIGHT TO INFORMATION ACT, 2005

	(The powers and duties of the officers and employees)

	Punjab Health Systems Corporation


	Sr. No.
	Name of the Post
	No. of Posts 
	Powers and duties (in brief)

	Headquarters

	1. 
	Secretary Health-cum-Managing Director
	1
	Secretary Health-cum-Managing Director is assisting the Secretary Health & Family Welfare in connection with the administrative issues concerning to the PCMS doctors, which include Recruitment, Posting, Transfers, Disciplinary Actions, Service Rules etc. In addition to this, he has also been designated as Head of Department (HOD) of Government Mental Hospital, Amritsar. He is assisted by Superintendents of Health-I & II Branches of the Department.
He is also the administrative head of the Punjab Health Systmes Corporation and enjoys all the administrative, financial and general powers under the Punjab Health Systems Corporation Act as well as the rules and regulation framed by the Corporation there under.

	2. 
	Director
	1
	Assist Managing Director in the Administration of Medical and Para-medical staff, State Institute of Para-medical Science, Badal, Health Management Information Systems, Procurement, Surveillance Health Services and Blood Bank. 

	3. 
	Director Finanace 
	1
	Financial and accounts Management of the Corporation. He also acts as a Secretary Board of the Corporation. 

	4. 
	Additional Director
	1
	Assist MD in administration matter of General Administration and also supervise the internal administration, Transport and Computer Wings of the Corporation.

	5. 
	Deputy Director
	2
	Assist Director and Additional Director in the performance of duties as indicated above. 

	6. 
	Deputy Manager Accounts
	1
	Assist Director Finanace  and supervise Accounts Wing. 

	7. 
	XEN
	1
	Supervision of repairs and construction work of PHSC institutes.

	8. 
	Secy to Chairman
	1
	Assist Chairman of PHSC

	9. 
	Secy to Managing Director
	1
	Assist Managing Director of PHSC

	10. 
	Assistant Director
	2
	Assist Director for supervision of work relating to Blood Bank, Hospital Services, Surveillance and Management Information System

	11. 
	AMFA
	1
	Incharge audit Wing, Pre-audit of accounts of Engineering Wing and maintenance of accounts of user charges of State Institute of Health & Family Welfare

	12. 
	Assistant Manager Audit 
	1
	To conduct the audit of the collection and utilization of user charges retained in the hospitals

	13. 
	SDE
	4
	Assist the XEN for repairs and construction work of PHSC Institutes.

	14. 
	JE
	14
	Assist the XEN/SDE for repairs and construction work of PHSC institutes. 

	15. 
	Supdt
	2
	Supervision of Administration, Store and Engineering Wing

	16. 
	Deputy Media Officer
	1
	Initiate action related to IEC involving, Advertisements, Press Publicity, Public Relations activities, Print Materials, News Briefs etc.

	17. 
	HS
	1
	Supervision and management of the computer peripherals.

	18. 
	Assistant Application Supervisor


	1
	To rectify the problems of the Hardware of HQ and Field offices

	19. 
	Assistant Bio Medical Engineer
	1
	Maintenance of Medical equipment with the PHSC hospitals

	20. 
	AAO
	1
	Follow up of compliance of the audit report

	21. 
	Cashier
	1
	Performs duty of Cashier of the Corporation

	22. 
	Accountant
	11
	Processing of all types of payments, maintenance of accounts and preparation of annual financial statements.

	23. 
	Internal Auditor
	1
	To conduct the audit of the collection and utilization of user charges retained in the hospitals

	24. 
	Sr.Asstt
	1
	Assist the Hon'ble Health Minister regarding affairs of the PHSC

	25. 
	Statistical Analyst
	5
	Maintenance statistic data of Health Services

	26. 
	Librarian
	1
	Maintenance of library books

	27. 
	Computer Operator
	20
	All type of computer work relating to Microsoft Word, Excel and Power Point.

	28. 
	Account Clerk
	2
	Maintenance record of audit reports and TDS work

	29. 
	Clerk
	33
	Diary, dispatch, record keeping and dealing work.

	30. 
	Stenotypist
	1
	Stenographic and typing assistant

	31. 
	Driver
	18
	To drive the PHSC vehicles 

	32. 
	Electrician
	1
	Maintenance and repair of electric gazettes

	33. 
	Electrician Helper
	1
	To assist the electrician

	34. 
	Helper
	1
	To help the warden of the Institute

	35. 
	Multipurpose courier
	1
	Dak Courier

	36. 
	Peon
	53
	Attached with the officers and branches 

	37. 
	Plumber
	1
	Maintenance of the sanitary installation

	38. 
	Sweeper
	6
	To maintain cleanliness of the PHSC Institution

	39. 
	Chowkidar
	9
	Watch and Ward


Field Institions 

	IMH Amritsar




	1
	Director 
	1
	· To achieve the aims and objectives of the Institute of Mental Health.

· To provide mental health services viz. preventive, promotive, curative and rehabilitation i.e. primary secondary and tertiary care.  

· To ensure that the law of the land is implemented in letter and spirit especially the mental health act disability and equal opportunities act, civil and communal laws, Punjab Service and Financial Rules, Human Rights etc. 

· Shall be overall responsible for the smooth running of the hospital and perform all the duties assigned by the Government for the said purpose. 

· To plan and provide policy guidelines for the mental health activities of the State of Punjab.

· Liaison activities with neighbouring states and the Central Government.

· Teaching, Research and Human Resource Development. 

· To see that human rights of the mentally ill are not violated at any cost. To make the junior staff aware of the rights of the mentally ill.

	2
	Doctors
	11
	· Shall be responsible for helping the Director in smooth running of the hospital in the clinical, administrative, medico legal, laision, research and teaching activities and any other duty assigned by the Director. 

· To maintain and ensure discipline in the hospital.

· To take the responsibilities of 
stores and supplies.

· To report and prevent any incidence of ill treatment, accident, violence and take to emergency measures.

· To ensure that the rights of the mentally ill are not violated at any cost.

· To supervise and guide the junior staff and ensure that they are carrying out all the responsibilities in toto and to take immediate steps at their own level to rectify any minor defect brought to their notice and report to the higher authorities any suggestion for improvement.

· To take teaching responsibilities.

· To maintain proper clinical record and help in preparing hospital statistics   

	3
	Clinical Psychologists 
	4
	· To perform all the psychological tests and help in diagnostic and medico legal work both in OPD and the indoors.

· To help in psychoeducation, teaching and research 

· Identifying and carrying out rehabilitation and community work.

· Maintaining the library and psychological laboratory. 



	4
	Psychiatric Social Workers
	3
	· Help in rehabilitation and discharge of the patient.

· Research and teaching.

· Community outreach and follow up other activities aimed towards integrating the discharged patients within family & community.

· Public Awareness by IEC activities.

· Liaison work.

· Any other responsibility assigned by the hospital authorities.

· Preparation of the hospital  statistics.



	5
	Pharmacists
	3
	· Supply of Drugs from Drug store and incharge of medical equipment.

· Local purchase of material and their repair.

· To dispense medicines, injections etc. to the patients.

· To maintain proper stock, expense register and to prepare hospital statistics.

· To raise annual demands, to ensure uninterrupted supply of medicines and maintenance of medical equipment and condemnation of unserviceable goods.           



	6
	Biochemist 
	
	· All biochemical parameters in blood are tested plus all other laboratory tests, maintaining the record, as well stock.



	7
	Computer Operator
	2
	· All computer typing and preparation of all office statements 

· Checking and composing mails

· Supervision of computers

· Maintenance of computers

· Preparation of all hospital record statements, record keeping etc.

	8
	Office Superintendent
	
	· As per the Punjab Civil & Financial Service Rules

· Any other responsibility assigned by the Director, IMH, Amritsar

	9
	Statistical Assistant
	1
	· As per the Punjab Civil & Financial Service Rules

· Maintenance of the old and new hospital, records, preparation of the hospital statistics for state and central government.

· Any other responsibility assigned by the Director, IMH, Amritsar.



	10
	Senior Assistants
	4
	· As per the Punjab Civil & Financial Service Rules

· Proper maintenance of accounts and store branches and record keeping

· Any other responsibility assigned by the Director, IMH, Amritsar.



	11
	Clerks
	12
	· As per the Punjab Civil & Financial Service Rules

· Any other responsibility assigned by the Director, IMH, Amritsar, in consultation with the Office Superintendent and the Senior Assistant. 

	12
	Matron
	1
	· Participation in organisational activities of the institute under the concerned authority of the institute.

· To allocate the Nursing Staff in the Clinical Area for 24 hours.

· To allocate duties and responsibilities of warders, Class IV employees.

· Preparation of Duty Roster for all under employees.

· Maintenance of Records/Reports of under staff which includes absentees, leave record, A.C.R. etc and other documentation records.  

· Guidance and Counseling.

· Daily Round of the clinical area, guidance supervision and of the clinical staff and area.

· Imparting of service problem related with patient or employees and clinical areas.

· Supervision of warder records related with the patients, period record for female patients, record, parole register record and Senior patient record.

· Supervision of the activities of the Nursing Staff, Rehabilitation Staff, warder staff and security staff.

· Participation in and among event and preparation of special rounds.

· Human rights of the mentally ill are not violated at any cost. To make the junior staff aware of the rights of the mentally ill.



	13
	Sister Tutor
	1
	Organisational/Administration

· Participation of the Institute including framing of infrastructure, policy making and implementation etc.

· Preparation of Master Plan, Clinical Rotational Plan for the under trainees in Teaching and Clinical Area.

· Supervision, guidance, inspection and education in the clinical area of the under trainee.

· Participation in administration duties under authority of the institute.

 
Education

· To impart basic education and clinical presentation in Psychiatric Nursing & Mental Health to under trainees.

· To well equip the Nurses with latest knowledge of skills and trades, to improve Nursing Care through under dynamics of patient. Behaviour communication skills, psychiatric pathology, legal aspects in  psychiatry.

· Conduction of In-service education program for    employees of the institute.

· Maintenance of Records and Reports of trainees.

· Participation in training and Research Program of the institute.

· Guidance and counseling etc.

· Periodic meeting with allied staff.

· To provide First Aid, Emergency Case including remittance of the patients.

· Human rights of the mentally ill are not violated at any cost. To make the junior staff aware of the rights of the mentally ill.



	14
	Nursing Sister
	3
	· To supervise the nursing staff and students.

	15
	Staff Nurses  
	38
	· To provide comprehensive care to  the psychiatric patient

· Taking and Handing over charge of  
patients.

· Care of Personal Hygiene of  
patients

· Emotional support to be provided

· Observation of Behaviour of mentally sick patients

· Provide medication/injection/other therapies in time according to the prescription by the incharge doctor. 

· Making local purchase and indent of the Drug Store.

	16
	Laboratory Assistant
	1
	· To collect samples and in various list of blood, stool, maintaining the record

	17
	Driver 
	1
	· To do duty with the Director in Staff Nurse.

· To take patients for checkups in ambulance.

· To do any duty assigned by the Director IMH, Amritsar 

	18
	Overseer Personnel
	1
	· He shall be responsible for general management of the ward and shall assign duties to the 
warders and shall report any irregularities, Miss-conduct or accident. He/She shall ensure that warders reach and relived from their duties at proper hours. 

· He shall be responsible for general management of the ward and shall assign duties to the 
warders and shall report any irregularities, Miss-conduct or accident. He/She shall ensure that warders reach and relived from their duties at proper hours. 

· General cleanness, order and care of patients in his/her ward.

· He supervises the work of warders and ensure that all the duties at Sr.No.1 to S.No.11 of warder duties assigned to the warders are carried out properly.

· He shall ensure uninterrupted supply chain of material and place demand, receive supply from the Store Branch, maintains Stock and Expense Register and to get unserviceable articles condemned.  



	19
	Sub Overseers
	4
	He/She shall be responsible for general management of the ward and shall assign duties to the 
warders and shall report any irregularities, Miss-conduct or accident. He/She shall ensure that warders reach and relived from their duties at proper hours. 

General cleanness, order and care of patients in his/her ward.

He/She supervises the work of warders and ensures that all the duties at Sr.No.1 to S.No.11 of warder duties assigned to the warders are carried out properly.

He/She shall ensure uninterrupted supply chain of material and place demand, receive supply from the Store Branch, maintains Stock and Expense Register and to get unserviceable articles condemned  

Maintenance staff like electrician, 
plumber etc.

Ensure that the beds are clean and put in the sun to dry.

To carry out delicing and debugging of the furniture, linen and of patients.

To get fans, windowpanes etc.  
to be cleaned periodically.

That the clothing of all patients is changed, and sent out to be washed whenever necessary and ordinarily twice a week.

That no patient of dirty habits 
is allowed to wear fill the 
clothing however short the time 
may be since clean clothing was 
given him/her. No restriction 
will be placed on the amount of 
clothing he may require in 
order to carry out this rule, 
and no excuse will be accepted 
for its neglect. 

To maintain close liaison with the O/o Director IMH to send letters and information to the relatives of the patients, inspect record at the time of admission and to bring any discrepancy to the notice of the admission clerk. Report if the patients do not get discharge within 89 days or the period specified by the CJM. To help in preparing the hospital statistics. 

Supervise the visit of the relatives and to note any change in any address and telephone no. etc. and help the recovery clerk in collection of maintenance charges.

To note and send diet and special diet requirements to the kitchen in advance.

To help shift the patients to 
another hospital if required.

To prevent and report any act of  
Cruelty and or ill treatment by 
any other staff member to the 
director.

To take charge to personal  belonging of the patients and their safe custody.

To prevent access of drugs, intoxicants, dangerous material so as to prevent violence, accidents and suicides etc. 

- To take charge of the dead body 
   in the unfortunate event of   
   death of inmate and to assist in   
   the reporting and information 
   to Distt. Administrative and 
   subsequent work.

· To prevent intermingling of male female patient and staff members and to avoid any sexual harassment. Female staff to record the menesutral cycle history in eligible cases and proper provision and disposal of sanitary napkins etc. To record any visit by the male family members to the female patients and vice-versa.

- To record and supervise visits by   
relatives to any criminal patient and see that no paper should be signed by the patient unless required by the Court and with the prior permission of the Medical Superintendent.

- To help the physician in observation of patient behaviour especially so in a medico legal case.   

- He/She shall perform any other 
 duties or responsibility as 
 assigned by the hospital 
 authorities.



	20
	Warders
	136
	- They are responsible for the cleanness, management and order in the ward in which they are deployed. He/She is responsible for all the patients in his/her charge and shall see to it that patients are in possession of clean clothes, bedding is kept scrupulously clean and when soiled replace at once. He/She shall be present at meal time to supervise the distribution of meals. He/She will himself bring the food from the kitchen at meal times and He/She will himself see that every patient is given his due share of food at the proper hour; that those who cannot or will not feed themselves receive necessary assistance; and that after the meal the utensils in use are properly cleaned with soap and water before being put away. He shall on no account allow them to be cleaned with earth. He/Shall report any patients refusing to have his foods.    

- He/She shall report immediately any illness injury etc. occurring among the patients of his/her ward.

- He/She shall be held personally responsible that no articles of a dangerous nature are allowed to remain in the enclosures, and in particulars, that all pieces of broken glass, crockery, loose bricks,  nails, Scissors, pieces of tin, pins, rope, or sticks are at once removed from it.

- To prevent any drugs and intoxicants to reach the patients.

- No mechanical restraint to be used. Never to use violence even if attacked by the patients. No attendant shall indulge in abuse, make a jest of, or encourage patients in their delusion.

- No warders will not use any harsh treatment or show cruelty towards the patients.

- No warder attendant shall employ a patient to assist him/her any private duty.

- Every patient is made to bath and wash himself and take care of his/her personal hygiene.

- He/She shall perform any other duties or responsibility as assign by the hospital authorities.

- To help the physician in observation of patient behaviour especially so in a medico legal case.   

- To prevent intermingling of male female patient and staff members and to avoid any sexual harassment. Female staff to record the menesutral cycle history in eligible cases and proper provision and disposal of sanitary napkins etc. To record any visit by the male family members to the female patients and vice-versa.

· To record and supervise visit to 
any criminal patient and see that 
no paper should be signed by the 
patient unless required by the 
Court and under the prior 
permission of the Medical   
Superintendent.



	21
	Safai Sewaks
	68
	- Mopping, cleaning, swapping floors 
  and toilets.
- To clean soiled clothes before 

  sending for washing.
- To clean the incontinent patients.
- To clean vomitous, urine etc.  
  immediately.
- To keep the toilets and floors 
  neat and clean at all the times 
  and to dry wet slippery floors.  

· Assist warders and nursing staff 
in maintaining personal hygiene of patients.

- To accompany the patients to other hospital for the same jobs as above.

- To help very weak and debilitated patients in their daily activities.

- Any other duty assigned by the hospital authorities. 

-  Proper disposal of solid waste.  

	22
	Cooks
	20
	- To prepare nutrious and tasty food in a hygienic manner and to maintain utmost cleanliness of the kitchen and their own self.

- To submit to periodic medical examination.

- Help in distribution of the food 
   so that it is served in a 
   humane and dignified manner.

- To handle the raw material and 
   cooked food in a manner that   
   they will do for their own 
   kitchen at homes.

- Avoid access of insects, flies 
   and rodents into the kitchen 
   and take appropriate steps.

- To maintain smokeless environment.

- Proper disposal of waste raw material etc. and to collect packing materials like jute sacks, tins, polytene bags etc.  



	23
	Malis
	10
	· Gardening and Agriculture work

· To water the flowers and trees



	24
	Chowkidars
	5
	· To check unauthorized entry at the gates at the hospital.

	25
	Barbers
	3
	- Periodic shaving, nailcutting, 
  haircutting and removal of hairs 
  from private parts in a dignified 
  and respectful manner

	26
	Washermans
	2
	- To clean dirty and very dirty 
clothes separately, dry them, mend them, ironing them and send them for minor repairs like buttoning, stitching etc. to the tailoring section and return to their respective wards 

	26
	Gatekeepers
	1
	- To help the administration in maintaining discipline, safety and security of manpower and material resources of the hospital.

· To prevent smuggling of drugs, intoxicants, dangerous materials into the hospital.

- To prevent thefts, accidents.

- To prevent visit of unauthorized persons to the hospital premises especially those declared persona non-granta.

- To physically check anybody coming in or out of the gate and record the timings in the Gate Register.

- To supervise the visits of relatives and others and keep a record thereof. 

- Time keeping
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