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District General Hospital Wardha

Information Published as per chapter Il , Art. & (I) (b) of

The Right to information Act 2005

Section 2 (h) - Format A

Department wise list of Publlic Authorities under Section 2(h) RTI Act 2005
Name of The Dept - Public Health Department
Under section 2(h) a/b/c/d

Sr.No | Name of The Authority | Designation of the Head Location/ Address

1 District Civil Surgeon Civil Surgeon Wardha Dist.General Hospital
Wardha - 442001

Section 2 (h) - Format B

List of Public Authorities substantially financed by Govt.
Name of The Dept - NOT APPLICABLE
Under section 2(h) a/b/c/d

Sr.No | Name of The Authority | Designationof the Head | Location/ Address

1 NOT APPLICABLE

Right to information G.H.Wardha Page No. (1)



Section 4 (1)(b) (i)

The particulars of functions & duties in the office of Civil Surgeon, Wardha

Name of the Office

Address

Head of Office

Parent Govt. Dept.

Reporting ot which authority
Jurisdication-Geographical
-Mission / Vision-/Objectives
Scope

Functions

Dist.Civil Surgeon Wardha

Dr.Ambedkar Road, Wardha - 442001
Dist.Civil Surgeon Wardha

Public Health Department

Dy.Director, Health Services, Nagpur Circle
District / Functional - Wardha
Providing Health Care

Hospital & Health Services within district

As defined in hospital administration manual Vol No. I
para 1.1 the functions of the hospitals are

3.1 Comprehensive personal Health Services, in
coordination with other health care institution,
including the visual curative care and
rehabilitation etc.

3.2 Maximum output with minimum input.

3.3 Education and training of Medical and Para
Medical personnel and ~ conduct research.

3.4 Maintenance of Public Relation.

3.5 To look after community health aspect.

To Carry out these functions the hospital has following Departments

a.Out Patient Dept.
b.Casualty Services
c.Indoor wards
d.Operation Theatre
e.X ray Dept.
f.Laboratory Services
g.Blood bank

h.Post Mortem & Medico Legal Works

i.Diet - kitchen services
j-Medical Store / Pharmacy

Right to information G.H.Wardha

k.Ambulance services

1.Medical recods

m.Hospital Training Centre

n.Nursing School

0.VCTC/PPTCT under Aids Control
Scheme

p.Family Welfare Services

q.Phisiotherapy Dept

r.Immunisation Services.

s.Linen & Laundry Dept.

t. Bio-medical Waste Disposal

Page No. (2)



Details of Services Provided/ Duties

A. The particulars of organisation, functions & duties :

1. Name of Organisation :

Dist General Hospital Wardha

2. Organisation Structure:

The organisation is headed by District Civil Surgeon, who
assisted by two Resident Medical Officers ( RMO (Clinical) and
RMO(Out-Reach)) as well as Administrative Officer, Matron & Team

of 14 specialist Medical Officers, 20 Medical Officers and Para
Medical personnel.

In addition to this Dist. Civil Surgeon is a controlling authority
of two Sub Dist. Hospitals i.e. Hinganghat &Arvi and Six Rural
Hospitals viz. Karanja, Bhidi, Wadner, Samudrapur, Pulgaon & Seloo.

Physical Assets- Statement of Lands & Buildings - Land - 5 Acres
Buildings - 25

Right to information G.H.Wardha Page No. (3)



Section 4 (1)((b)(ii)) Format A

The powers of officers & employees in the office of Civil Surgeon Wardha

A

Sr. Designation Powers- Under Which Legislation / Rules/ Remarks
No. Financial orders/ GRs/Circulars
1 Civil Purchase of TRRTE I fad faumT
Surgeon i)Dead Stock cost | o171 f7 3 faeq-2000 /9.3, %5 /002
upto Rs.1000/- T
ii) Consumables / fR.22 SFFF o0t
upto Rs.25000/-
B
Sr. Designation Powers- Under Which Legislation / Rules/ Remarks
No. Administrative orders/ GRs/Circulars
1 Civil Head of Office Hospital Administration Manual
Surgeon

Right to information G.H.Wardha Page No. (4)




Section 4 (1)((b)(ii) Format B

The Duties of officers & employees in the office of Civil Surgeon Wardha

Sr. Designation Duties Under which Act/ rules | Remark
No (
1 | Civil Surgeon At page No ..... to ...... Hospital Admn.
Manual Chapter
No.. XXV
2 | Resident Medical At page No ..... [0 JUTTTR I — do -------
Officer
3 | Medical Officer At page No ..... [0 JPUUUUVR p———— do -------
4 | Matron At page No ..... t0 e, | - do -----—--
5 | Assistant Matron At page No ..... to...... | - do -------
6 | Night At page No ..... 110 JUTTTR E—— do -------
Superintendent
7 | Ward Sister or Ward At page No ..... to...... | - do -------
Master
8 | Theatre Sister At page No ..... [ o JPUUUUPR [ p———— do -------
9 | Staff Nurse At page No ..... 0. | e do -------
10 | Warden, Home At page No ..... {70 JUUUUUPR p——— do -------
Sister or House and
Linen keeper for
Nurses Homes at the
Hospital
11 | Nurse Mid-wife with | At page No ..... [0 JPUUUUPR p———— do -------
Public Health
Orientations and
Health Visitor
12 | Duties of At page No ..... 0. | - do ----—---
Anaesthetist
13 | Duties of At page No ..... t0 veeees | - do -------
Pathologists
14 | Duties of At page No ..... t0 e, | - do ----—---
Radiologist
15 | Laboratory At page No ..... [0 JPUUUUPR [ p———— do -------
Technician
16 | X-ray Technician At page No ..... 110 J I do -------
17 | Administrative At page No ..... {70 JUUUUUPR p———— do -------
Officer
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I. Duties of Civil Surgeon

1

10.

11.
12.

13.

14.
15.

16.

17.

18.

19.

20.

21.

22.

23.

He should attend Out-patient Department at least twice a week and conduct it for general
cases and his own speciality. He should also see other cases referred by Medical Officers.

He should supervise the work in different O. P. D. sections, from time t9 time. He exercises
completeprofessional and administrative control over the hospital.

He should take a daily round of his cases in the morning mad of important cases on operation
and O. P. D. days. He should take a night round daily of important cases. He should
periodically go round other patients in the Hospital for general supervision.

He should take surprise rounds of the hospital from time to time and record defects noticed,
if any, and action taken in their respect.

He should take an admlnistrative round every week along with the Resident Medical Officer,
Matron and Mukadam of Class IV servants. Sanitary round should form a part of this.

He should check O.P.D. and Indoor case records from time to time.

He should supervise medico-legal work, issue of medico-legal certificates, and post-mortem
examination reports, In respect of last, he should comment on the spot and communicate the
remarks to the Medical Officer concerned.

He should guide the whole staff subordinate to him in technical and administrative matters.
He should ensure that the facilities for steriltization in different sections are adequate and
functioning

He should ensure good use of important e'quipments and take timely steps for their

maintenance and repair.
He should scrutinise the roll-call book of the staff.

He is responsible for efficient working of kitchen and satisfactory diet to patients. He should
taste the food by surprise rounds periodically.

He is responsible for arranging and conducting various meetings like Advisory Committee,
Staff Meeting. etc.

He should exercise over-all control over budget accounts and dead-stock registers.

He should ensure discipline, punctuality, regularity, and courteous conduct amongst staff
members. He should set up a standard in all these matters by his own example.

He should supervise the work done by Honorary Medical Officers.

He should investigate into any complaints promptly whether by staff or by patients :and
inform the complaints of the results. He should in general ensure due observance of rules
meant for mainlauung good public relations. .

He should open the Poor Fund Boxes in the presence of Resident Medical Officer,
personalAssistant and Matron every 15 days.

He should examine certificate-cases in which)le is the competent authority to sign himself
and should ensure that there are no complaints about certificates in general and must
particularly ensure that they are issued on the very day.

He should strive to achieve economy in expenditure as far as possible.

He should pay personal attention to prisoners arid alleged lunatics sent fOr certification.

He should do surprise physical verification in different sections of the Hospital in general and
in Medical Stores in particular. He should personally scrutinise major medical indents.
Routine physical verification and condemnation should be dme once a quarter.

He should ensure dfficient office administration, and particularly attend to D. O. letters,
Government references, Legislative Assembly Questions and Plan items. .
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24.

25.

26.

27.

28.

29.

30.
31.

32.

33.
34.

35.

36.

37.
38.

39.
40.

He should co-operate with other Government Departments and Officers, when necessary, and
should project a good image of the hospital amongst the public. He should take particular
care to give every possible co-operation for Family Planning:, Epidemics, Health Education,
and other matters belonging to the Public Health Department.

He should inspect Medical Institutions under bim once a year. As a routine and by surprise if
necessary. He should ensure compliance of his reports. He should,on the other hand, comply
with points made by an Officer inspecting his institution.

Duties as mentioned in Civil Medical Code. Note: A fee of Re.l be credited to Government,
is to be charged in respect of Factories Act cases.

He should attend at 9-00 a.m. morning and should not leave until the work is over. In
addition, he should attend for emergencies, evening and surprise rounds. He should check, as
far as possible, the night super's report, the first thing in the morning.

He should check the cash in the office once a month as a routine and also by surprise once a

month.
He should inspect the office at least once a year. He should get the summary of work sheets
at least once a fortnight.
He should ensure that Standing Orders are tiled subjectwise and that they are followed.
He should inspect unserviceable items and issue orders for their being written off and
disposed, as'per rules.
He should attend to matters of maintenance and repair of hospital-building and should
prepare lists of major and minor works.
He should attend to matters of staff-welfare in general.
He should attend on Government servants and their families, as per rules and also jails
wherever necessary.

He is responsible for efficient and successful organisation of surgical and Eye camps,

whenever called upon to do so.
He should reserve some time daily for complaints and enquiries from patients, their friends

and relatives and also for any staff complaints.

He should see the ambulance and other Government vehicles for their proper maintenance.
He should see that stocks of medicines are adequate and that no out of date medicines are
lying either in wards or stores.

He should meet the Medical Officers and Honorary Medical Officers atperiodical meetings.
He should pursue implementation of plan scheqles vigorously.

II Duties of Resident Medical Officer

I.

He should attend daily at 8-30 a.m. and remain on duty' until all O.P.D. cases and certificate

cases are disposed of, until the work in different sections like Operation Theatre, etc. is
completed and until all morning patients are admitted and their treatment started. .

He should attend the O. P. D. at least twice a week and conduct the same.

He shoul attend on Government servants and their families, as per rules and see all police
cases. 4. He should arrange duties of Medical Officers, including casualty duties.

He should examine cases referred by Medical Officers.

He should guide Medical Offices in Professional and Administrative matters and should
co-operate with the Civil Surgeon in these matters.
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10.

11.

12.

13.
14.

15.

16.
17.
18.
19.
20.

21.
22.
23.

24.
25.

He should take a round of the wards once in the morning and once at night. During these
rounds, heshould particularly check utilization of diet and medicines.
He should do surprise physical verification of stocks and stores, especially of medical stores

and record his findings in the appropriate registers. .

He is to be in complete charge of all dead-stock and should initial various entries in the
registers. He should ensure proper maintenance of dead-stock registers, central and sectional,
and see that routine verification is done periodically as per rules.

He should ensure comfort of patients. He should question patients at random and enquire
regarding treatment, nursing, diet, etc. as well.

He is responsible for discipline amongst Class IV servants. These duties should be done by
him in association with Matron.

He should initial all entries in Ambulance Car Log Book. He should be in-charge of the
Ambulance Car in general matters, like permission to give it for use of patients, etc. He
should keep the key of the Ambulance Garage and the car.

Keys of all sections should be with the R. M. O.

He is primarily responsible for taking the necessary steps as regards (a) preparing medical
indents,(b) maintenance and accounts of Medical Stores, (c) taking action on breakage and
loss reports, (d) maintenance and repair of equipment, (¢) diet committee functioning, (f)
preliminary enquiries in respect of any hospital incidents like theft, insubordination,
negligence, etc., (g) writing off, (h) preparing statistical returns.

He should be responsible for organisation of the staff in extra-ordinary incidents like floods,
bus and. railway accidents, etc. as per orders of the Civil Surgeon.

He should accompany the Civil Surgeon in taking weekly adm. Round.

He should supervise the issue of various types of certificates in general.

He is completely in-charge of all Medico-legal work, and medico-legal correspondence.

He should look after cleanliness and sanitation in Hospital compound.

He should arrange duties of Class IV staff in different sections, together with their off days
and should be the sanctioning authority for their casual leave. This work should be done in
association with the Matron.

He should be primarily responsible for staff welfare.

He should be the sanctioning authority for indents from different sections of the Hospital.

He should be available daily to listen to complaints and enquiries frQm patients, their
relatives and friends and also for complaints from staff.

He should acquaint the Civil Surgeon with i_portant developments in the Hospital. .

He should carry out orders given by the Civil Surgeon in general. Please also see Appendix
68 for duties of Civil Surgeon and Maharashtra Medical Service Medical Officers Class II.
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DISTRICT GENERAL HOSPITAL, WARDHA.

(B) The power and duties of its officers & employees

III Duties of Medical Officer

>

10.

11.

12.

13.

14.

15.

They should attend the Hospital at 8-30 a.m. daily and should not leave the Hospital until the
whole work is over.

They should take a complete round of their patients every morning, they should visit the
wards- again before leaving the Hospital.

They should attend their wards in the evening for 2 hours to examine newly admitted cases,
write casenotes etc. and should go round and give orders which would ordinarily take care of
the patients till the next morning.They will prescribe and fill the diet sheet daily.

They should attend to. emergencies as required.

They should start working in Out-Patient Department and Operation Theatre at 8-30 a.m.
sharp. How they should adjust their ward-rounds on these days, has already been described
elsewhere and they should adhere to those instructions.

They should take care to write case-notes properly from a technical point of view, as well as
from the point of view of statistical returns.

They should give all I. V. injections and A. R. T. injections themselves.

They should attend to casualty duties, as arranged by ResidentMedical Officer.

They should take particular care in dealing with correspondence matters in general with
which they may be required to deal and medico-legal correspondence in particular.,;,.

They should examine all certificate-cases where they are the competent authorities to sign
themselves and ensure that all certificates are handed over to the parties concerned as
promptly as possible.

They should deal With sectional dead-stock registers, and sectional indents, as per instructions
from Civil Surgeon/Resident Medical Officer.

They should attend. to administrative matters in general which might be entrusted to them by
the Civil Surgeon/Resident Medical Officer.

They should strive to maintain congenial public relations, and co-operate with Civil
Surgeon/Resident Medical Officer in all matters.

They are responsible for the indoor case-sheet and other related papers, reports, etc. for all
patients under their charge till they arefinally sent to the Registration Department.

They are responsible to see that proper case-notes are written daily and that where a patient
is seen, often all visits are recorded chronologically. They are responsible to see that
instructions given by Honorary Medical Officers or Civil Surgeon are either written by the
officers themselves or by them. In the latter case they should gel them initialled to verify the
correctness of the entry.
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Duties of Nursing Staff

Duties of Matron

1. The Matron of the Hospital is directly responsible to the Chief Medical Officer (Medical ) Suprintendent
for the efficient managment of the departments committed to her charge- (a) The Nursing Service of
the Hospital (b) The Training School for the Nurses. She shall collaborate with the Chief Medical
Officer of the hospital , with whom it is expected, she will work loyallyl and harmoniously to
promote the interests of the hospital.

2. The appointment of the Matron and the termination of her service will according to rules laid down by the
Government of Maharashtra. She shall receive such salary and emoluments as may be determined by
the Government of Maharashtra.

3. The Matron may not absent herself from the hospital for more than her ordinary off duty hours, without

the knowledge of the Chief Medical Officer of the Hospital.

4. The Matron is responsible for the Nursing Service of the Hospital, for the distribution of the the Nursing
Staff, and for the adequate Nursing care of all patients, including routine care, baths, treCltments,
dietary. She shall I carefully note whether directions giVen in regard to these things, are carried out,
and that a satisfactory standard of Nursing is maintained. She will visit all patients, and will
investigate immediately all complaints and report them to the Medical Superintendent.

5. The Matron shall frequently visit all departments, Wards, Kitchens Sanitary, blocks of the Hospital and
shall see that they are kept well ventilated, clean and in good condition.

6. The Matron may have to advise the Medical Superintendent, as to the selection of linen, bed furnishings,
Clothings for the hospital. She shall be responsible for seeing that issue of bed lines is made to each,
according to reasonable requirements and that a due supply of house linen (according to sanction
being granted for free bedding etc. for Nurses Homes) is maintained and kept in good order. She shall
also be responsible that all inventories are . carefully taken at the accustomed periods. She will also be
responsible for the duty clothes of the Nursing Staff, their I uniforms-General tidiness and cleanliness.

7. The Matron will scrutinise applications received from the candidates desirous of undergoing the course of
training as a Nurse Auxiliary, Nurse midwife, Health Visitors, Public Health Nurse and recommend
to the Medical Officer, names of candidates found suitable for admission. The admission order will be
passed by the Medical Officer. She will also keep a list of staff - nurses who by merit and length of
service, etc, are in her opinion deserving promotion to higher rank and forward her recommendations
to the Medical Officer, who will forward the same to the Surgeon-General.

8. The Metron with the assistance of Sister-Tutor and Public Health Nurse and Ward and Departmental
Sisters, shall provide for the training of Student. Nurses, Student Auxillary Nurse, Student Health
Visitor Student Public Health Nurse, according to the requirements of the State Nursing Council, in
Theory and the Clinical Domiciliary and Public Health practice fields.

She will arrange for lectures, classes selections tests of examinations, etc. She will keep a register of
attendants oflectures. In the absence of the Sister-Tutor at the Hospital, She will herself or with the assistance
of a Senior Sister of Public Health Nurse, give nursing lectures and demonstrations. She will be required to
suggest from time to time improvements for the School and the training of the nurse.

She will arrange for regular staff meeting and in service training of all the staff', under control.

If Sister-tutor has been appointed at the hospital, she will be primarily a teacher but the Matron may in
consulation
1 with the Medical Officer ask her to relieve administrative Nursing Officers in exceptional cases, but not for
routine relief or other administrative Nurses like the Matrons, Assistant Matrons, etc.

9. The Matron shall be responsible for the records of all Nursing personnel and shall keep records of
their duties, attendance, capabilities, temperaments, health,etc. She will keep records in accordance with the
forms supl plied by the Government of Maharashtra. She will herself make memorandum of the character of
each Nurse and I any special aptitude shown.

10. The Matron is responsible for the discipline of the Nursing Staff and in the event of serious misconduct .
on the part of any member of the Nursing Staff. she shall report the matter to the Medical Officer, who may
suspend . the nurse, pending further investigation as laid down in the Bombay Civil Services Rules.

11. The Matron sh_lIl be responsible for the Welfare and counselling of the Nursing Staff.
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12.

13.

14.

15.

16.

17.

18.
19.

The Matron shall recommend to the Medical Superintendent or the Chief Medical Officer in the matter of
management and dismissal of all domestic staff employed in the Nurses Home.

The Matron will be responsible for the care and health of the Nursing Staff and Nursing Students and will
see that the Medical Superintendent is informed at once in case of illness and that proper medical and
nursing attendance is provided without delay. She will also be responsible for the arrangement for the
Medical Examinaion of the Nursing Staff and Nursing students of the hospital.

The Matron shall prepare a weekly report of her work and present it to the Medical Officer, recordlng
therein all such occurences in her department as may seem to be sufficient importance shall be at
liberty to bring forward suggestions, she may desire to make for the improvement of any of the
Departments under her charge e.g. Nursing Service of the Hospital and the Training School for
Nurses, etc.

The Matron will assist in the disbursement of salaries and wages to the entire Nuring Staff and Domestic
Staff

When the Surgeon General a Government offical or a distinguished visitor visit the hospital, the Matron
will accompany the Medial Superindendent during that visit.

When any non-Medical Visitors desire to visit the Hospital, the Matron will arrange for the same in
consulation with the Medical Suprintendet or the Chief Medical Officer and see that they are shown
the hospital with courtesy and care.If a Medical Visitor wishes to inspect the hospital, she will inform
the Medical Superintendent or his deputy without delay and receive his instructions in the
matter.

The Matron will do such other duties as are allotted to her from time to time.

In the event of any ditference of opinion between the Matron and the Chief Medical Officer on adminis-
trative or other matters affecting the working of the hospital or its staff, the Matron has the right to
demand that the matter be referred to the Surgeon General for decision.

Duties o/the Assistant Matron

She is the Chief Administrative Nursing Officer, under the Matron, she will

A o e

10.

11.
12.

Supervise all department in the Matron's absence and during her off duty.

Visiti Wards, O. P. D Nurse Home, Sick Nursing Staff, alternatively with the Matron.
Inspect cooked meals daily and ensure that they are prOperly cooked.

Take Nurses roll and attend nurses (breakfast on alternative morning with home Sisters.)
Keep the following :

(a) Records of new applicants and entrants to the Training School, for Nurses of Midwives.
(b) Official Office dairy from,which records are copied;

(c) Day-book noting daily changes and movements of staff.

(d) Holiday booking diary.

(e) Establishment book or nominal roll.

(/) Records of all Wards reports of students Nurses or Midwives.

(g) Uniform book order and giving out Nursing Staff (if and when free uniforms are issued)
Domestic Staff Nurses Home.

(h) Maintain Health Records of Students.

Attend to letters and correspondence for the Matron. 7. Assist in the tutions of the Nurses.

Assist in the preparation of Hospital inventory.

Take part in the social and culture life of the trained staff and of the Students Nurses and help them
whenever they are in difficulties.

Be present and assist the Matron in the disbursement of salaries and wages to the Nursing Staff and
domestic staff.

Assistant at regular staff meeting and in service training of staff.

The Assistant Matron will do such other duties as are allotted to her from time to time.
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Sister- Tutors I Master-Tutor Duties

1. The Tutor will assist the Matron in scrutiny of applications of candidates for training and selection of
candidates.
2. Tutor shall be responsible for arrangement of the teachine programmes which should be approved by the
Matron.

3. She shall ensure that the training is carried out,in the class room and Hospital Wards and Departments, in
accordance with the prescribed curriculum.

4. She shall undertake theoretical, practical and clinical instructions of students and Tutorials on subjects
taken by specialists and external teachers.

5. She shall be responsible for joint meeting of teachers, including Ward Sister, Public Health Nurses to
correlate theory and practice.

6. She is responsible for maintaining Registers of attendance to Lectures of student, practical experience,
examination, result etc.
7. Tutor shall be responsible for arrangement of the teaching programmes which should be approved by the
student
8. She is responsible for maintaining of up-to-date record practical work etc. of each student.
9. She is responsible for arranging and supervising of extra curricular activites and for counselling of student
10. She may be required to maintain health record of students.
11. She will take charge of the Class room and will keep an inventory of quipment.
12. She will take charge of the Nurses Library.
13. She will attend regularly Staff meeting and participate in the inservice training of Staff.

14. She will do such other duties are as allotted to her from time to time and work amicably with the
Matron and her deputy. If the Matron is on leave, she will obey the person deputed to work in place
of the Matron.

15. The Sister Tutor may not absent herself from duty on any occasions without the previous consent of
the Matron, except in case of illness, when she will inform the Matron.

Night Superintendent's Duties

1. The night Superi_tendent shall have the supervision of the wards and shall superintend the nursing of
the patients and shall be in control of the entire Nursing staff on night duty.

2. On going on duty, she shall take the Day-report in the Matron's oftlce, report is made of new arrivals,
sick Nurses, Nurses not in Nurses sleeping out impending oprations. She shall see that the servant
staff is present then make her first round and verify report and orders, left. She shall see that all
instructions left for nurses are properly carried. out.

3. She shall visit the Wards at irregular intervals making at least three visits during the night and visit
such Wards as require special attention as often as is necessary.

4. She shall attend the Resident Medical Officer, on his round and summon the Houseman in every case

of emergency.

5. In the event of a patients condition suddently becoming critical during the night, she shall see that the

friends of the patient and ifpossible, a clergyman or priest are summoned, immediately. When death
occurs at which the Houseman has not been present, she must be informed immediately.

6. She shall be responsible generally to the Matron for the dicipline of the night Nurses and servant
staff'. She shall report any case of indisposition. She shall see that the night nurses in each ward
remain chiefly near bed cases. Nurses shall on no account sit together in duty rooms.

7. She and the night nurses shall not receive visits from any member of the staff oft' duty and she shall
see that the night nurses do not visit other Wards than their own, without permission so that no
articles of patient's diet are removed from the hospital by anyone.

8. She shall see that economy is practised in regard to lights.

9. All night Nurses will work under the control of the night Superintendent, to whom she will refer in all
cases of difficulty.
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10. The night Superintedent shall see the Matron every morning and submit reports regarding cases and
any irregularity, which may have occurred during the night.

11. The night Superintendent shall note the hours at which, Day Nurse, who may be on late pass return
and shall see herself that they are .not let into the Nurse's Home. If the Matron is of opnion that it is
not feasible for the night Superintendent to do these duties on account of the Nurse's quarters being
away or for other reasons she may entrust this duty to any of the Sister or Senior Staff Nurse. .

12. The Night Superintendent shall see that all Nurses have a good meal during the night. She may be
required to Superitendent the Night Nurses meals.

Ward Sister or Ward Master-Duties
1. A Ward SisterlWard Master is entirely under the jurisdiction of Nursing Superintendent, or her
deputy and must carry out her order to the best of her ability.
2. It is expected that the Ward Sister will act loyally, co-operatively and amicable with all the Medical
Staff and Students and that she shall help them wherever it is possible to do so.

3. Training Students Nurse - This is the Sister's primary duty as on this factor depends almost entirely
the efficient nursing of the patients. The Sister is responsible for instructing Nurses in all the subjects
specified in their training, charts etc. and for seeing that the theory taught in the class room is practised in the
Wards, and for training student nurses in the habits of observation accuracy, neatness and economy. She shall
co-operate with the Sister1\1tor, with whom she shall establish a good working relationship, in effecting good
nursing procedure and teaching of students Nurses. She shall also welcome the Sister-1\1tor, when she visit
her department or brings students for instruction. She should arrange and conduct in consultation with the
Sister-Tutor, clinical instructions for the Nursing Students.

4. Nursing of patients - The Sister is responsible for the arrangement of proper assistance to be given to

the Medical Officer, for the Examination and treatment to patients. .

The Sister is responsible for the efficient nursing of the patients. She will arrange for all
treatment to be carried out including diet and medicines and will explain to her Nurses the special
observations necessary for each patient. The Sister will personally supervise the serving and
distribution of the patients food, complying with particular tastes of the patients, 'whenever possible.
She would be in contact with the relatives of the patients and in collaboration with Doctors, should
notify the relatives of progress or relapse in the condition of the patients always ascertaining their
wishes in cases of impending death. She should arrange to comply with any patient's wishes with
regard to his own priest of the particular class of religion.

5. Care and maimenace of Ward equipment and general mangement - The Sisler is responsible
for the cleanliness order and ventilation of her Wards, Service rooms, pantry and sanitary annex. She
will also pay attention to the cleanliness of cupboard, floor, utensil etc. She is responsible for the
work of the Ward domestic staff. She has charge of the line and all Ward equipment and is
responsible for seeing that no deficiencies occur. She is responsible for the arrangement of duties of
Nursing and domestic staff assigned to her Wards and also to arrenge and conduct regular staff
meetings.

6. She is responsible for diet sheet, indent of drugs and stores and for the safe keeping of
poisonous drugs.

7. If there is any infringement or any misconduct by patients or their relatives, the Sisters shall
report itimmediatl y to the Matron. The Sister should maintain the admission and discharge register
in her Ward and exercise . particular care in the event of discharge, transfer or death of a police case.
Transfer of patients from one ward to another should be made in collaboration with the Medical
Officer.

8. The Sister should accompany the Superintedent the Matron and the Resident Medical Officer and the

visiting staff on their round.
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9. She shall take care that no Nurse or servant receive fee or reward from patients or their friends.

10. A Sister shall give the Matron the earliest possible information of any serious cases or oprations in
connection with her Ward and shall duly report to her, if any of her Nurses appear to be out of health and in
need of professional advice.

11. The Sister shall be careful that no visitors are admitted to the Wards except on the appointed days
and hours without a written permission from the Superintendent. But in cases of serious illness, she will
arrange with the Medical Superintedent or Cheif Medical Officer to secure an attendant pass to enable the
relatives or friends to enter the hospital at any hour while the serious condition of the patients lasts. However
she will take due care to see that other patients in the Wards are not disturbed by the attending
visitors. She shall take care that visitors do not bring harmful articles of food or drinking to the
patients and that all bundles belonging to the patients are inspected before being taken out of the
Ward.

12. The Sister and the Night Superintendent are required on the occurence of death, to send two
of their Ward servants by day and two of the hamals or servants by night to the mortuary for the.
stretcher and these men, with any other assistance necessary shall convey the body to the mortuary
accompanied by a nurse, who shall see that each body is properly placed on the table and laid out
according to its rites. '

13. The Sister or her deputy shall make a general survey of her wards before leaving for the
night, and shall give the night nurse full instructions for the perfomance of their duties, pointing out
any special orders regarding the treatment of any particular patient or patients which may have been
given by the Medical Officer, incharge of the case, and any change in condition or symptoms of any
patient which require special attention. The night nurse on being relieved in the morning by Sister
shall similarly inform the Sister of any change in symptoms or treatment which may have taken
place during her term of duty.

14. On admission of a patient to the ward, the Sister should take charge of all his valuables,
money, clothes.etc. enter them in a book kept for this purpose and send them to the hospital office
for safe custody. The steward or officer relieving these, should sign the Ward Sister's book in token
of their receipt. A similar procedure should be observed as regards patients dying in the hospital who
retained anything in their possession without the knowledge of the. Hospital Staff.

15. When a Sister is being relieved of the charge of her Wards, she shall go over the whole
stock with the relieving Sister and they shall each sign a delivery and receiving certificate, certifying
the correctness or otherwise, of the stock. This certificate shall be submitted through the Lady
Superintendent to the Medical Superintendent.

16. Sisters and Nurses on duty shall satisfy themselves that there is no shortage of water supply
and if there be the Resident Medical Officer or the next responsible Medical Officer on duty should
be informed at once. Similarly,any wastage noticed by overflow from the tanks from leaking taps
should be reported at once.

17. All Sisters and Nurses are held responsible for any unnecessary use of light and fanS and gas
appliances.

18. In case of fire they should turn off all switches, controlling the burning area and at once inform
the Medical Officer on duty.

19. The Sister will do such other duties as are allotted to her from time to time.
Theatre Sister's Duties

1.  The theatre Sister will be entirely responsible for the setting out, the disinfection and sterility of the

furniture, almaris, trolleys, instruments, etc. in the operation theatre.

2. She shall be responsible for all the instruments and equipment in the Operation Theatre. An inventory

shall be taken once a month. Deficiency shall be reported through the Matron.

3. She shall be responsible for making adequate arrangements for any Operations that may be performed.
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4. She shall train any Nurses pleased under the authorites in practical work and give demonstration in Theatre
work to senior nurses, preparing for Examinations.

5. The servants attached to the Theatre shall be under her control.

6. She shall keep a book in which anyone taking instruments or surgical appliances from the Theatre shall
sign his or her name. On return of the article, the Sister shall cancel the entry over her signature in the
presence of the party concerned. The dates of removal and return should be shown.

7. She will submit regular indent for all possible requirements through the'Matron to the Suprintendent. 8.
Every quarter she shall prepare and submitt to the Superintendent through the Matron, a list of instruments
requiring repair, and also, of any unserviceable dead stock.

9. On relinquishing charge of the Theatre, the Sister shall go over the whole stock with the relieving Sister
and they shall respectively sign a delivery and receiving certificate, specifying any deficiencies.This
certificate shall be submitted through the Lady Superintedent to the Superintendent.

Staff Nurses Duties

, The staff Nurses duties are arranged by the Sister in accordance with the needs of the Wardl. In
the Sisters absesnce she is responsible for entire mangement of the Ward.

2. She will help the Sister in teaching Students Nurse and in the supervision of their works. 3. She will assist
in keeping up Ward supplies.

4. She will assist in the nursing of patients:

5. She will assist in the supervision of the Ward servants work.

6. She will assist in the supervision, serving and distribution of patients food.

7. Staff Nurses must immediately report any change they may observe in a patient to the Sister and must at -
all times bring to her notice circumstance which in their opnion may prove hurtful to the patients or injurious
to the interest of the Hospital.

8.Her tirst duty in the morning is to take her report from the Night Nurse. Secondly she will visit each

patients in turn and enquire "How are you, did you sleep, did you have your drinks or medicines, etc. Are you
comfortable. [s everything alright. Can I get you anything, Can I do anything for you." By this early round
she will know about every patient before her Sister or Doctor arrives. It must be her pride that she knows all
about everyone of her patients.

9.She will inform the Doctor on duty of the arrival of a new patient within ten minutes of the patients

arrival, she will take the patient's TP.R. and chart as soon as possible. She will ascertain whether the patient
has had any food or drink that morning or day, and deal with this according ,to the orders of the doctor in the
out patients Department or in the Casualty Room. Extra diets required for such new patients should be
obtained immediately from the steward's department. When in doubt she will give only water.

10. Report to Sister each morning a full report of all patients.

Duties of the Wardens, Home Sister or House and Linen Keeper for the
Nurses Homes at the Hospital

1. To look after the comfort of Nurses in the Nurses Home.
2. To supervise servants attached to the Nurses Home.
3. To make all arrangements regarding messing the Nurses Staff.

(a) Supplies (b) preparation, planning and serving of meals, and (c) keeping of relevant records.

4.  The House and Linen Keeper's House keeping duties will include supervision of the cleanliness and
general arrangements of the Home. She shall bring to the attention of the Matron any need repairs,
renewals, etc.

5. She shall be responsible for the supervision of linen which may be supplied by the Hospital in the
Nurse's Home and for the laundering and mending of the same.
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6. At Hospitals where the number of resident nurses is small and the Linen-keeper's time is not fully occu
pied, she may be given the following additional work, if the appointment of a Hospital Linen- Keeper
does not exist. The supervision of Nurse's Home and Mess will, however be her first
resposibility-Supervision of Hospital Linen

(a) New Stock, (b) Issue to wards, (¢) Mending (d) Despatch and return of linen to andJrom laundry,
where Central Linen supply is established (¢) Keeping of relevant records. .
7.  The House and Linen-Keeper shall be responsible to the Chief Medical Officer through the Matron.

Duties of the Nurse-Midwife with Public Health Orientations and Health Visitor

1. She will provide direct Public Health Nursing Service with the Primary Health Centre and a defined
area of the Community block.

2. She will give assistance in the service provided at the three sub-centres.

3. She will undertake delegated responsibility for day to day supervision of Nursing and Midwifery in
the area.

4. She will maintain health education as an integral part of all Midwifery and Nursing Services.

5. She will help to estabish and maintain standard of Nursing and Midwifery services for the benefit

of "In patients" and "Out patients" and those receiving domiciliary care.

She will help to arrange the duties of the Staff.

She will promote and supervise the proper use, care and maintenance of equipmeQt and supplies.
She will help to establish and maintain up-to-date records and reports.

She will guide and supervise the domiciliary practice, experience of Auxiliary Nurse Midwife
student..

AR Sa R

X. Duties of Anaesthetist

1. He is responsible for maintenance of all equipment in the Operatio Theatre in general and
Anaesthesia equipment in particular.

2. He should scrutinise indents sent by Operation Theatre.

3. He should assist the Operation Theatre Sister in maintaining the Dead-stock Register.

4, He should examine each case before administration of Anaesthesia and again after the operation is
over, and issue the necessary instructions writing.

5. He should attend in the Operation Theatre from 8-30 a.m. till all operations are over and also in case
of "emergencies, according to the Duties fixed.

6. He should give instructions about premedication, etc. and also post-operative treatment and ensure

that 'both are carried out:

XI. Duties of Pathologists
1. He should attend the Laboratory from 8-30 a.m. to 1-30 p.m. and again from 4 to 6 p.m.

2. He is responsible for professional and administrative matters in respect of all laboratory work.

XII. Duties of Radiologist
1. We should attend from 8-30 a.m. to 1-30 p.m. and again from 4 to 6 p.m.
2. He is responsible for professional and administrative matters in respect of X-Ray room.' XIII. Duties of

Laboratory Technician

1. He should attend from 8-30 a.m. to 1-30 p.m. and again from 4 to 6 p.m. He should attend during
emergencies as required.

2. He is responsible for authenticity of the Laboratory-tests carried out.

3. He should maintain a Register of O. P. D. and indoor cases examined daily.
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4. He is responsible for the Sectional Dead Stock Register and for weekly indents.
5. He is responsible for maintenance and repairs of equipment of the laboratory.
6. He should ensure that all preparations to start work in the morning are completed by the previous evening.

XIV. Duties of X-Ray Technician

1. He should attend from 8-30 a.m. to 1-30 p.m. and again from 4 to 6 p.m. every day. He should attend in
(emergency cases as and when required.

He should clean the X-Ray Machine every day and check its working before startlng the regular work.

He is responsible for maintenance and repairs of the X-Ray machine in his charge.

He should keep special Register indicating servicing and repairs with dates.

He is responsible for the Sectional Dead Stock Register and weekly indents of the X-Ray Department.

He should keep daily account of X-Ray films used, according to their various sizes.

.

He should bring any difficulty, in the working of X-Ray machine, to the notice of the Radiologist in
time.
8.  He should see that all equipment for radiation-hazards is in tip-top condition.
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Duties of Administrative Officer

1. They will be in charge of the administrative side of the insti_ution and in charge of the lay
administration of the Hospital, e.g. office, stewards section kitchen. Linen Department, etc.

2. They will sign the establishment salary and other bills of the officials under the control of the
Civil Surgeon / Medical Supertendent

3. They will answer to the requirement of the audit Department, i.e. disposal of the auidit notes and
objections.

4. They will be responsible for the disposal of non-professional and routine correspondence of the
Hospital.

5. They will watch the progress in expenditure of the Institute with reference to relative budget grants.
6. They will stand promptly to the complains from the public.

7. They will be responsible to the Civil Surgeon or Superintendent in the discharge of their duties.
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The procedure followed in the decision making process
including channels of supervision and accountability of
Civil Surgeon, General Hospital Wardha

The Dist. General Hospital Wardha is a state Govt. Organisation ; functioning
under the Directorate of health services , Mumbai, Dy. Director of health Services,
Nagpur Circle, Nagpur is the Regional Controlling Autharity . Policy decision
regarding the functioning of the organisation is taken at Govt. Level. The Dist. Civil
Surgeon is rested the power to supervise and implement the daytoday functioning the
the organisation. The Channels of supervision from top to bottom level is illustreted
as under.

Govt. Of Maharashtra
|

Principal Secretary

|
Public Health Dept. Mantralaya Mumbai

Director of Health Services, Maharashtra, Mumbai

|
Dy.Director of Health Services, Nagpur Circle , Nagpur

|
Dist. Civil Surgeon, Wardha

|
The organisation of Dist. General
Hospital Wardha is exhibited at
appendix A to chapter (b) (i)

The accountability is also decided on
the basis of decision making,
supervisory and working of the
appropriate level.
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Section 4 (1)(b) (iv) - Format (A)

Norms set for discharge of its functions in the offie of

Civil Surgeon , General Hospital Wardha

Functioning

Working Hours

Daily working span
of each employee

Casulty Services

Ambulance Services

24 hrs being emergency services

OPD 8.30 to 1.30

8 hrs

2.00 p.m. to 8.30 a.m.

24 hrs.
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Section 4 (1)(b) (v) - Format

The rules/ regulations related with the functions of

Civil Surgeon , General Hospital Wardha

The organisation has basic rules / regulations incorporated
i. Maharashtra Medical Code Vol I

ii. Maharashtra Medical Code Vol II

iii. Hospital Administration Manual Vol I

iv. Hospital Administration Manual Vol II

In Addition to the above & comman service conditions rule published by Govt.
of Maharashtra are.-

i. M C S R ( General Condition of Services)

ii. M C SR (Pay)

iii. M C S R (Leave)

iv. M C S R (Joining time , suspension, Dismissal )

v. M C S R ( Discipline and appeal)

The instruction and ciecular issued by the Govt. as well as higher authority are followed
while discharging duties.
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Section 4 (1)(a) (vi)

A statement of categories of documents held in the office of
Civil Surgeon, General Hospital Wardha

The important documents held by the organisation are listed below
Death & Birth Record

Medico-Legal-Cases

Medical Liabriary Books

Case Papers of In-Patients
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Section 4 (1)(b) (vii)

The particulars of any arrangements that exist for consultation with the members of
the public in relation to the formulation of policy or implentation in the office of Civil

Surgeon, General Hospital Wardha.

The following officers are always available for consultation with
or a presentation by the member of the public in relation to the

formulation of its policy are implimentation thereof

Sr. No. Designation of Officer Telephone No.
1. Civil Surgeon 07152-243066 , 243895
2. Resident Medical Officer (Clinical) 07152-243066 , 243895
3. Resident Medical Officer (Out Reach) 07152-243066 , 243895
2. Administrative Officer 07152-243066 , 243895
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Section 4 (1)(b) (viii)- Format

A statement ofthe boards,
committtee and otehr bodies consisting of two
or more persons constituted as its part or for
the purpose of its advice and to whether
meetings of those
committees and other bodies are open to the
public or the minutes of such meeting are
accessible for public.

boards,

councils,

councils,

Theae is a provision of Board of Visitors/ visiting committee consisting of prominent non
official and some official in the dist. General Hospital Wardha, This committee however has not yet

been constituted.

The meeing of this committee is not open to public, but the minutes of the committee if
constituted and held can be accessible to the public.

(1) A directory of its officers and employees

A directory of tits important officers and employees is as under.

Sr. Designation Name
No.
Class I Officers
1 Civil Surgeon Dr. A.D.Gundawar
2 RMO (Clinical) Dr.A.S.Gambhir
3 RMO (Out Reach) Dr.S.Y.Waghale
4 Medical Officer (Medicine) Dr. Dange
5 Medical Officer (Sugrery) Post Vacant
6 Medical Officer (OB/.Gy) Dr. Mrs. V.P.Khedikar
7 Medical Officer (Paeditrics) Dr. Mrs. S. Gaur(Dixit)
8 Medical Officer (Orthopaedic) Dr.A.S.Hiwalekar
9 Medical Officer (Anaesthesia) Post Vacant
10 | Medical Officer (Radiologist) Dr.J.L.Sharma
11 | Medical Officer (Pathology) Dr.R.Waghmare
12 | Medical Officer (Psychiatry ) Dr.H.M.Wagh
13 | Medical Officer (Skin ) Post Vacant
14 | Medical Officer (TB/Skin) Post Vacant
15 | Medical Officer (ENT) Dr.Mrs S. Bhise (Patil)
16 | Medical Officer (Opthalmology ) Dr.N.D.Zade
Class 11 Officers
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Sr. Designation Name
No.

1 | Medical Officer Dr. S.L. Tayde

2 | Medical Officer Dr. J.S. Moon

3 | Medical Officer Dr. H.Y. Bhoutkar

4 | Medical Officer Dr. H.R. Dhamat

5 | Medical Officer Dr. G.W. Bhagat

6 | Medical Officer Dr. R.O. Bahel

7 | Medical Officer Dr. A.B. Sahu

8 | Medical Officer Dr. P.G. Pratyeki

9 | Medical Officer Dr. N.M.Nimodiya

10 | Medical Officer Dr. V.R. Dhage

11 | Medical Officer Dr. M.B. Bhaimare

12 | Medical Officer Dr. (Smt.) J.S. Gathe

13 | Medical Officer (Dental) Dr. (Smt.) Mohita Kodape
14 | Medical Officer Dr. Virbhadra Kotalwad

15 | Medical Officer Dr. (Kum.) Shraddha Manpe
16 | Medical Officer Dr. H.B. Khubnani

17 | Medical Officer Dr. (Smt.) Aparna Bhaimare
18 | Medical Officer Dr. (Smt.) D.J. Sawarkar
19 | Medical Officer Post Vacant
20 | Medical Officer Post Vacant
21 | Medical Officer Post Vacant
22 | Medical Officer Post Vacant
23 | Administrative Officer Mr. R.S.Manke

Class 111

1 | Matron Smt. M. Alladwar

2 | Med Social Worker Smt. Shafika Ahmad

3 | Psy.Social Worker Smt. Parkar

4 | Office Superintendent Mr. S.K.Pande

5 | Nursing Office I/C Nursing School Smt. Kulkarni

6 | Dietation Smt. Kusumbiya

7 | Linen Keeper Smt. Malti Pawar

8 | Warden (Nursing School) Smt. Gupta

9 | Paed. Nurse Smt. Janjalkar

10 | Psychiatric Nurse Smt. Usha Bhivad

11 | Asstt. Matron Post Vacant
12 | Public Health Nurse Smt. Damle

13 | Public Health Nurse Smt. Rajput

14 | Public Health Nurse Smt. Waghchor

15 | Sister Tutor Smt. Kulkarni

16 | Sister Tutor Smt. Patle

17 | Sister Tutor Smt. Kotchade

18 | Sister Tutor Shri Madavi

19 | VCTC/PPTCT Councillors Shri Deogade

20 | VCTC/PPTCT Councillors Smt. Rashmi Janjal

21 | VCTC/PPTCT Councillors Shri Gourkhede

22 | VCTC/PPTCT Councillors Shri. Thool
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Sr. Designation

No.

23 | X-Ray Tech. Shri Wankhede
24 | X-Ray Tech. Shri Tonpe

25 | X-Ray Tech. Shri Gaote

26 | Lab. Tech. Shri Kotambkar
27 | Lab. Tech. Shri Pote

28 | Lab. Tech. Kum. Thakre
29 | Blood Bank Tech. Shri Dandekar
30 | Blood Bank Tech. Shri Balpande
31 | Blood Bank Tech. Shri Babhulkar
32 | Pharmacist Shri Mahajan
33 | Pharmacist Shri Inamdar
34 | Pharmacist Shri Dhanore
35 | Pharmacist Smt. Bhagat

36 | Pharmacist Shri Izaz Ahmad
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Section 4 (1)(b) (x)

Details of remuneration of officers & employees in the office of

Civil Surgeon, General Hospital Wardha

Class AV. Pay DA +DP TA HRA Other Total
Allowances

Class I 12600/- 6300+3213 | 400/- 1417/- -- 23930/-
Class 11 10750/- 5375+2741 | 400/- 1209/- -- 20475/-
Class III 7250/- 3625+1849 | 75/- 816/- -- 13615/-
Nsg. Sister
Class III 6500/- 3250+1658 | 75/- 731/- -- 12214/-
Staff Nurse
Class-III 5000/- 2500+1275 | 75/- 563/- -- 9413/-
Sr.Clerk
Class-III 3820/- 1910+974 | 75/- 430/- -- 7209/-
Jr.Clerk
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Section 4 (1)(b) (xi)

Details of allocation of budget & disbursement made in the office of

Civil Surgeon, General Hospital Wardha for the year 2005-06

Financial Year 2005-06 (Upto Aug.05)

( In thousands)

Sr. Budget Head Grants Received Expenditure Remarks
No.
1 PHD 2210-Public 42044 5214 Expenditure upto
Health Services 8/05
2210 146
2 2210 1053 364 149 Expenditure upto
(Transport) 8/05
3 22100101 (DMO) 604 102 Expenditure upto
8/05
4 2211 Family Expenditure upto
Planning 8/05
5 2210 065 (Leprosy) 400 138 Expenditure upto
8/05
6 |2210146 605 197 Expenditure upto
(Opthalmic) 8/05
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Section 4 (1)(b) (xii)

Manner of execution of subsidy program in the office of the

Civil Surgeon, General Hospital Wardha

NIL
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Section 4 (1)(b) (xiil)

Particulars of recipients of concession permits or authorisation granted in the office of

Civil Surgeon, General Hospital Wardha

Permit granted for performing sterlisation operation
of family planning

1. Kasturba Health Society Sewagram, Wardha
2. MatruSewa Sangh Wardha

3 MatruSewa Sangh Hinganghat
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Section 4 (1)(b) (xiv)

Details of information available in electronic form in the office of Civil

Surgeon, General Hospital Wardha

NIL
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Section 4 (1)(b) (xv)

Particulars of facilities available for citizen to obtaining

information in the office of Civil Surgeon, General Hospital Wardha

There is medical library available in the
premises of the hospital but it is used for
medical and para medical personnel.

The information desired by the citizen
can be obtained in office premises of the
hospital . The working hours of the office is
from 10.00 am to 5.45 pm.
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Section 4 (1)(b) (xvi)

Details of Public Information Officers/ APIOs/Appellate authority in the
Office of Civil Surgeon, General Hospital Wardha

I. Public Information Officer - Dr.A.S.Gambhir
Residential Medical Officer ( Clinical)
General Hospital Wardha

II. Assistant Information Officer - Mr. R.S.Manke
Administrative Officer
General Hospital Wardha

III. Appealate Authority - Dr.A.D.Gundawar

Dist. Civil Surgeon
General Hospital Wardha
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Section 4 (1)(b) (xvii)

(q) Such other information
as may be prescribed and
thereafter  update  these

publications every year.

1) Budget and expenditure.

2) Directory of Hospital Officials
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