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GOVERNMENT OF KERALA
Abstract
Local Self Government Department - Kerala Local Government Service Delivery Project (KLGSDP)
-Administrative Manual for transferred functions of Homeopathy Dispensaries/Hospitals - Approved
- Orders issued.

LOCAL SELF GOVERNMENT (DA) DEPARTMENT
G.0O.(Rt)N0.1616/2017/LSGD. Dated, Thiruvananthapuram, 17.05.2017
Read :- (1) G.O(Rt) No.1652/15/LSGD dated 01.06.2015

(2) G.O(Rt) N0.2420/16/LSGD dated 11.08.2016.
(3) Letter No. 49/2015/KLGSDP dated 18/04/2017 received from the Project
Director, KLGSDP

ORDER

As per Government Order read as 1% and 2™ paper above, Manual Vetting
Committee and Sub Committee were constituted for vetting and quality assurance of
various manuals prepared under Kerala Local Government Service Delivery Project
(KLGSDP). After a detailed deliberations on Manual, the Manual Vetting Committee
held on 03.04.17 decided to approve the Administrative Manual for transferred
functions of Homeopathy Dispensaries/Hospitals and forwarded to Government for
apex approval.

2) Government have examined the matter in detail and are pleased to approve the
Administrative =~ Manual  for transferred  functions  of Homeopathy
Dispensaries/Hospitals prepared by Kerala Institute for Local Administration (KILA)
under Kerala Local Government Service Delivery Project (KLGSDP).

By Order of the Governor
A.K.MOHANA KUMAR
Joint Secretary to Government
To
Jhe Project Director, KLGSDP
The Director of Panchayats, Thiruvananthapuram,
The Director, Urban Affairs Department, Thiruvananthapuram.
The Director, KILA, Thrissur
The Director, Local Fund Audit, Thiruvananthapuram.
The State Performance Audit Officer (SPAO)
The Secretaries, All Districts Panchayats.(Through Director of Panchayats)
The Executive Director, IKM, Thiruvananthapuram,
Office Copy/Stock File
Copy to :-
Private Secretary to M(LSG&WM)
Personal Secretary to Principal Secretary, LSGD
Personal Secretary to Special Secretary, LSGD
Forwarded/By order,

Section Officer






Contents

1. INTRODUCTION 1-3
1.1. Homoeopathy Dispensaries and Local Government
1.2. Objective and Scope of this Manual
1.3. Functions of Homoeopathy Dispensaries/Hospitals
1.3.1. Mandatory Functions
1.3.2. Sector-Wise Functions
1.3.3. General Functions
2. SERVICES AND RESPONSIBILITIES 5-15
2.1. Services Rendered by the Homoeopathy Dispensaries
2.1.1. Curative Services
2.1.2. Implementation of National and State Health Programmes
2.1.3. Disease Prevention and Awareness Generation
2.1.4. Prevention of Communicable Diseases
2.1.5. Medical Camp
2.1.6. Lifestyle Disease Prevention Programme
2.1.7. Health Education Programmes.
2.2. Duties and Responsibilities of Employees
2.2.1. Medical Officer/Chief Medical Officer
2.2.2. Pharmacist/Dispenser
2.2.3. Attendant/Office Assistant
2.2.4. Part Time Sweeper
2.2.5. Office Assistant
2.3. Ethics of the Staff
3. STRUCTURE AND OFFICE ADMINISTRATION 17 -24
3.1. Physical Infrastructure
3.2. Location of Homoeopathy Dispensaries
3.3. Facilities Required for Homoeopathy Dispensaries
3.4. Administrative set up of the Department of Homoeopathy
3.5. Office Administration



3.5.1. Office Timing
3.5.2. Exhibit Institutional Information (Institution Board)
3.5.3. Display Details of Service (Service Board)
3.5.4. Individual Information (Maintain attendance board)
3.5.5. Details of Fees/Rates (Fees/Rate board)
3.5.6. Public/News Announcements (Notice Board)
3.5.7. Individual Name Boards
3.5.8. Suggestion/Complaint Box
3.5.9. Office Documents
3.5.10. Procedures for Resolutions
3.5.11. Control over Officers
4. PLAN FORMULATION AND IMPLEMENTATION 25-30
4.1. Plan Formulation
4.2. Planning Process
4.3. Evaluation Process
4.4. Preparation of Monthly Report
4.5. Social Audit
ANNEXURES 33-51



List of Annexures

No Name of the Annexures See Para
1 G.O (P) 189/95/LAD dated 18/09/1995 1.1
2 Order No:22467/P1/95/DH dated 18/03/1996 1.1
3 G.O (P) No:566/95 dated 23/12/1995 1.1
4 Disease Register 2.1.6
5 Control Over Officers Rule, 1997 3.5.11
List of Figure
No Name of the Figure See Para
1 Administrative set up of the Department of Homeopathy 3.4




AG
ASHA
CME
CMO
DH
DLEG
DMO
HMC
IP

LSGD
LSGI
MO
NRHM
OP
PWD
RTI
TRS

ACRONYMS

Accounts General

Accredited Social Health Activist
Continuing Medical Education
Chief Medical Officer/Charge Medical Officer
Department of Homoeopathy
District Level Experts Group
District Medical Officer

Hospital Management Committee
In Patient

Kerala Panchayat Raj

Local Self Government Department
Local Self Government Institution
Medical Officer

National Rural Health Mission

Out Patient

Public Works Department

Right To Information

Treasury Receipt 5



Chapter

Introduction

1.1. Homoeopathy Dispensaries and Local Government

Homoeopathy is based on a “HOLISTIC" approach and the treatment programme
is customized and individualized for the patient, with the objective of curing the
patient on a whole, of removing the underlying causes. It can effectively treat
almost all diseases known to Medical Science. Affordability of treatment, easiness
of administration of medicines and negligible side effects have attracted more and
more people to this system of medicine

The functions, institutions and schemes of Government related to the matters
enumerated in the 3rd, 4th and Sth schedule of the Kerala Panchayat Raj Act,
1994 and in the 1st schedule of the Kerala Municipality Act, 1994 has been
transferred to the concerned local bodies as per G.O. (P) 189/95/LAD dated 18/09/
1995 (Annexure 1). Government had also directed the heads of the various
departments to issue orders showing the details of transfer of institutions to the
appropriate LSGIs and the posts transferred from the concerned offices. Based on
this various departments have issued orders relating to transfer of institutions,
posts etc. to the LSGIs. Guidelines to be followed for the effective implementation
of schemes transferred to LSGIs have also been issued by the departments.
Accordingly the hospitals and dispensaries under Homoeopathy Department have
been transferred to the institutions of local administration with all the assets and
liabilities, sanctioned posts and employees. Dispensaries, hospitals were thus
transferred to the LSGIs as per letter No.P1/27811/94/D.H dated 26/09/1995 of
the Director of Homoeopathy. Detailed orders on the duties and functions transferred
to LSGIs were also issued as per order No.22467/P1/95/DH dated 18/03/1996
(Annexure 2) and G.O (P) No: 566/95 dated 23/12/1995 (Annexure 3) of the Director
of Homoeopathy.
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1.2. Objective and Scope of this Manual

i. The objective of the Manual is to let the Grama Panchayat and the Officials
transferred from the line department clearly understand their respective roles
and responsibilities in carrying out functions which have been assigned to the
Grama Panchayat. However, since the functions retained by the State
Government are also implemented within the jurisdiction of the Grama
Panchayat, it is rational that those will be of interest to the Grama Panchayat.
Information on the retained functions will help the Grama Panchayat to align
and converge its activities with that of the State Government. Grama Panchayat
will also be able to mobilise the people and provide other support in
implementation. Keeping that in mind, this manual not only deals with
functions transferred to the Grama Panchayats but also mentions the activities
retained by the State Government for taking holistic view of the functioning of
the transferred institution.

ii. Exclusion Clause: The Manual is an evolving document and the Director of
KILA and the Director of Panchayats will accept and incorporate valid
suggestions and feedback.

1.3. Functions of Grama Panchayat in field of Public Health and Sanitation

As per Sec. 166 of the Kerala Panchayat Raj Act,1994 it shall be the duty of the
Grama Panchayats to meet the requirements of the Panchayat area in respect of
the matters enumerated in the Third Schedule of the Act. As regards the matters
enumerated as mandatory functions, the Panchayats are duty bound to render
services to the inhabitants of the Panchayat area. Subject to the provisions of the
Act and the guidelines and financial, technical or otherwise assistance of the
Government, the Grama Panchayats shall have exclusive power to administer the
matters enumerated in the Third schedule of the Kerala Panchayat Raj, 1994 and
to prepare and implement schemes relating thereto for the economic development
and social justice.The main functions of the Grama Panchayats in the field of
public health and sanitation as given under the Third Schedule of Kerala Panchayat
Raj Act, 1994 relating homeopathyare as follows:

1.3.1. Mandatory Functions

i. Maintenance of environmental hygiene.

ii.  Vector control.

iii. Maintenance of traditional drinking water sources.

iv. Preservation of ponds and other water tanks.

v.  Collection and disposal of solid waste and regulations of liquid waste disposal.
vi. Adopt immunisation programmes.

vii. Effective implementation of National and State level strategies and programmes
for prevention and control of diseases.
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1.3.2. Sector-Wise Functions

i. Running of dispensaries, Primary Health Centres and sub-centres (with all
systems of medicines)

ii. Carry out immunisation and other preventive measures
iii. Implementation of family welfare programmes

iv. Implementation of sanitation programmes

1.3.3. General Functions

i. Collection and updating of essential statistics.

ii. Awareness building against social evils like consumption of alcohol and
narcotics, dowry, abuse of women and children.

iii. Ensuring maximum people participation at all stages of development.

iv.  Organise relief activities during natural calamities.
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Chapter

Services and
Responsibilities

The services and responsibilities of the Grama Panchayat and the Homoeopathy
Dispensaries are as detailed below.

2.1. Services Rendered by the Homoeopathy Dispensaries/Hospitals

The Homeo Dispensary is the institution of the Grama Panchayat to provide
preventive, promotive curative and palliative health care services, based on the
principles of Homoeopathy.

The main services of the Homoeopathy Dispensaries are:

i. Providing free homoeopathic medical care to the people.
ii. Taking preventive measures to control diseases.

iii. Conducting medical camps/preventive camps.

iv. Building awareness on health and sanitation

2.1.1. Treatment Services

Curative services are the principal services offered by the Dispensary/Hospital.
This service has various components as shown below

i) Registration of patients

ii) Examination of patients
iii) Diagnosis and prescription
iv)  Distribution of medicines

v)  Follow-up
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vi) Issuing certificates

vii) Referral services

i) Registration of Patients

This is one among the services to be made available to the patients approaching
the Hospital/Dispensary for medical check- up and treatment.

i.

ii.

iii.

iv.

The patients who visit the Dispensary for registering names at OP should
be provided OP registration and OP ticket. Sitting facility should be pro-
vided for the patients and visitors. OP should be accessible to differently
abled.

While issuing the OP ticket, the complete name of the individual, ad-
dress, age, gender, ward, occupation, income and phone number should
also be entered promptly in the register.

The patient who visits the hospital should be given a cordial welcome.
The official who registers patients at the OP should take care in this
regard. The patients should feel a friendly atmosphere.

Pen, paper, and register book should be kept ready at the registration
counter. Computerised Registration System shall be introduced if pos-
sible.

A patient who approaches the OP for registration should not be made to
walit; instead she/he should be disposed of at the earliest. The OP ticket
should be issued within a stipulated time.Those who are severely ill,
pregnant and lactating women and senior citizen should be given atten-
tion and care at the earliest.

ii) Examination of Patients and Arrangements for Their Waiting

i.

ii.

iii.

iv.

Steps should be taken to reduce the time of waiting for the patient to
meet the doctor for medical check-up. Information regarding OP registra-
tion, the time for registration should be displayed properly.

The patients who visit the institutions should be provided with sufficient
seating facilities. Separate seats should be specified for women, chil-
dren, aged persons and differently abled.

Toilets should be arranged for the use of hospital visitors. One toilet
should be kept separately for use by women and another one for
transgender. These toilets should be arranged in such a way that those
who come in wheelchairs also could use it. Arrangements should be
made to ensure that these toilets had sufficient supply of water. Adja-
cent to the toilets of women sufficient space should be arranged for their
privacy.

Poster and other materials regarding diseases, preventive measures, and
other health-related issues to be known by the people should be dis-
played. These should be displayed properly so that the patients would be
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iii)

iv)

Vi.

Vii.

able to read them while waiting for check-up. Digital display system
shall be introduced if possible.

Severely ill, pregnant and lactating women and senior citizen may be
given priority for availing the services.The time for getting certificates
and attestation should be properly displayed. Those who come for the
service should be able to know the time in advance and get the service
on time. The examination room is very important for disease check-up.
The walls of the examination room should be painted with soothing colours.
The construction of the room should ensure adequate natural light and
air. It should have a wash basin, soap, towel, examination gloves, face
mask and dust bins. The room should have an adjacent toilet. The Medi-
cal Officer/Chief Medical Officer/Hospital Superintendent should be pro-
vided with a table and adequate chairs should be placed opposite for the
visitors to sit. One rotating stool should be placed near the Medical Of-
ficer/Chief Medical Officer/Hospital Superintendent so that the patient
can sit. The check-up room should have proper ventilation and light and
be kept clean.

The check-up room should have sufficient privacy, with side screen.

While the women patients are examined, medical ethical directions should
be followed.

Diagnosis and Prescription

i.

ii.

iii.

The Medical Officer/Chief Medical Officer/Hospital Superintendent should
maintain a register and enter the details like date, name of the patient,
disease, OP number, medicine prescribed, dosage, frequency etc.

These Registers should be made available for future references.

Laboratory investigations, X-ray, USG, ECG and other diagnostic facili-
ties should be provided if possible.

Medicine Distribution

i.

ii.

iii.

Medicines should be distributed at free of cost from the pharmacy.

The name of the patient, name of the medicine, and the mode of con-
sumption should be written on the envelope in which medicines are given.

The Grama Panchayat should provide adequate funds required for the
purchase of medicine, and for payment of rent, electricity, water and
telephone & internet as per the requirement furnished by the Medical
Officer/Chief Medical Officer/Hospital Superintendent. The Grama
Panchayat should also provide assistance for the distribution of medi-
cines through medical camps, preventive camps and awareness camps.
In emergency cases the Grama Panchayat can allot funds for local pur-
chase of medicine by following procedures used by Government. Fund for
medical camps, preventive camps, awareness classes should be provided
by the Grama Panchayat.
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vi)

iv.

Vi.

Vii.

The stock of medicine should be checked periodically by Medical Officer/
Chief Medical Officer/Hospital Superintendent. Those medicines which
have arrived first should be distributed first.

Necessary medicines should be purchased from the district medical store
as and when the stock is being exhausted and depending on the climatic
condition.

Those medicines which has no use and are expired should be destroyed
by the condemnation committee.

The mode of consuming the medicine should be explained clearly to the
patient. This information should be provided in a patient-friendly manner
and in a way that can be understood by them. The information should be
repeated if found necessary.

Follow up (Continuous Help for the Patient)

1.

ii.

iii.

iv.

The continuous check-up and support for the patients should be provided
through field visit whenever possible.

If possible, visit those patients who are immobile/bedridden/palliative
care patients.

If diseases which are to be observed under the National Health Programmes
should be subjected to continued observation.

If various types of communicable diseases are found, they also should be
subjected to follow up observation.

Anganawadies, Old age homes, Orphanages, Tribal settlements, Labour
camps, Hostel etc. that are functioning in the Grama Panchayat area
should be visited periodically.

Issuing of Certificates

1.

ii.

iii.

iv.

Vi.

Those patients who require medical certificate or any other certificate
should submit application to the Medical Officer/Chief Medical Officer/
Hospital Superintendent together with details of OP/IP registration.

Certificates have to be issued to those patients who receive treatment
after registering at the OP/IP.

The fees decided by the Government from time to time, if any,for issuing
the certificate should be collected.

The time and date for issuing certificates should be decided in advance
and the same should be displayed.

Keep register for the issue of Medical Certificate and other certificates.

Follow the rules as per Right to Service Act and Rules and Citizen Char-
ter of the Grama Panchayat.
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vii) Referral Service

Those patients who require expert treatment should be referred either to the
Taluk hospital or to the District Hospital or Medical colleges. Also act as a referral
centre to Seethalayam, Sadgamaya, Geriatric Centres etc. in Taluk Hospitals/Dis-
trict Hospitals.

2.1.2. Implementation of National and State Health Programmes

The State and Central governments are implementing various programmes for
maintaining health through the health institutions. The Grama Panchayat has the
responsibility of supervision and evaluation of such State and Central health
programmes under the purview of the Grama Panchayats. They should also partici-
pated National Immunisation Programmes.

2.1.3. Disease Prevention and Awareness Generation

Disease Prevention activities form a crucial part of the responsibilities of the
dispensary. The Homoeopathy dispensary/hospital should make arrangement for
prevention of diseases like,

1. Measles
Chickenpox
Mumps
Cholera

Viral Fever
Chikungunya
Dengue Fever

Meningitis

© ©® N o AN

Infective Hepatitis

HIN1

[ Y
= O

Malaria

—
o

Viral Conjunct

—
w

Anaemia
14. Herpes Zoster
15. Japanese Encephalitis. etc.

Whenever such diseases are reported in its area or there is a chance for out-
break of diseases the dispensaries shall make arrangement for the prevention.
Whenever there is an outbreak of communicable diseases the dispensary shall
arrange distribution of preventive medicines and can take immediate steps, in
consultation with DLEG (District Level Experts Group) strictly follow reach guide-
lines through Ayal Sabhas and Grama Kendras.
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2.1.3.1. Surveillance and Data Collection for Disease Prevention

Data collection required for disease prevention may be carried out through the

following activities:

i. Data collected from the dispensary. (O.P Register etc.)

ii. Data reported by ASHA/Anganwadi Workers about diseases spread in the
area.

iii. The Medical Officer/Chief Medical Officer/Hospital Superintendent should
maintain liaison with such workers, Doctors from other System of Medi-
cines, the elected representatives of the Grama Panchayat and the gen-
eral public to be alerted on the onset of any disease which may be pre-
vented through Homoeopathic Medicine.

2.1.4. Prevention of Communicable Diseases

i.

ii.

iii.

iv.

Reports should be submitted to the Grama Panchayat regarding the communi-
cable diseases found in each area and the preventive measures taken. This
action plan should be presented at the monthly review meeting.

The copies of the weekly compiled reports should be shared with the field level
workers whenever necessary.

Special meetings should be convened as and when required by the Grama
Panchayat for this purpose.

The Medical Officer/Chief Medical Officer/Hospital Superintendent should
inform the Grama Panchayat and their superior officers about spreading of
any communicable diseases. The services of other Local Self Government in-
stitutions may be utilised, if possible, to arrest spreading of communicable
diseases and the Homoeopathy Medical Officer/Chief Medical Officer/Hospi-
tal Superintendent should inform the Grama Panchayat about this.

Medical Officer/Chief Medical Officer/Hospital Superintendent should take
necessary steps to conduct awareness camps for prevention of non-communi-
cable diseases in consultation with the Grama Panchayat.

2.1.5. Medical Camp

1.

ii.

iii.

iv.

The medical camps should be organised in consultation with the Grama
Panchayat at the outbreak of communicable diseases and natural calamities.

The Medical Officer/Chief Medical Officer/Hospital Superintendent is en-
trusted with the task of check-up, prescribing medicines, and overall supervi-
sion while organising the camp.

On demand, medical care should be provided at pilgrim center, festival gath-
ering.

Those patients who require specialised care should be referred either to the
District Hospital or to the Medical College.

(10)



Vi.

The pharmacist/dispenser should collect necessary medicines after deliber-
ating with the Medical Officer/Chief Medical Officer/Hospital Superintendent.

The responsibility of organising the medical camp should be carried out by the
Medical Officer/CMO/HS of the Dispensary by utilising the services of its
entire staff and from adjacent dispensaries, if necessary, with the permission
of DMO.

2.1.6. Lifestyle Disease Prevention Programme

i.

ii.

iii.

iv.

Vi.

A Disease Register (Annexure 4) related to major lifestyle illnesses like dia-
betes, cancer, hyper tension, coronary artery disease; obesity and psychologi-
cal diseases should be maintained.

Such data should also be collected from camps or while taking any field activ-
ity. These data should be updated regularly.

In case of death of any patients treated by the dispensary/hospital, the inci-
dence of diseases, prescribed medicines, and reasons behind death should be
included in the register.

The progress of disease among those suffering from lifestyle diseases should
be entered in the register and the same should be monitored continuously.

Drugs for de-addiction should be provided to those who are addicted to smok-
ing, drugs, alcohol etc. and refer to the higher centres if necessary.

Advice on change in lifestyle to those who are prone to lifestyle diseases

2.1.7. Health Education Programmes

i.

ii.

iii.

iv.

Vi.

The dispensary should form School Health Clubs and organise health educa-
tion activities.

The Medical Officer/Chief Medical Officer/Hospital Superintendent is respon-
sible for organising campaigns through School Health Clubs. One male and
one female teacher should be associated for organising health education camps
in schools.

Carry out health check-ups/issue health cards.

The height and weight of children should be measured by the Medical Officer/
Chief Medical Officer/Hospital Superintendent. When the teachers point out
those students who are suffering from either physical or psychological prob-
lems, the health workers who visit the school have a duty to either provide
prompt advice or refer them appropriately.

IEC activities should be extended to health volunteers of Schools, Residential
Associations, Pre-metric Hostels, Govt. Hostels, Tribal settlements, immigrant
labour camps, major Govt. offices etc.

The activities carried out by the dispensary should be reported to the Grama
Panchayat for their reviewing.

(1)



2.2. Duties and Responsibilities of Employees

2.2.1. Medical Officer/Chief Medical Officer/Hospital Superintendent

The Medical Officer/Chief Medical Officer/Hospital Superintendent of the Dis-
pensary has the following responsibilities:

i. To provide health care services.

ii. Proper administration and financial management of the dispensary.

iii. Supervision of field activity and awareness classes.

iv.  Formulation and implementation of the Plan Schemes of the Grama Panchayat/
Departments.

v. Attend mandatory CMEs and trainings.

vi. Attend review meeting convened by Grama Panchayat

2.2.1.1. Delivery of Healthcare Services

i.

ii.

iii.

iv.

Vi.

Vii.

viii.

iX.

The Medical Officer/Chief Medical Officer/Hospital Superintendent
should be available during working hours of the dispensary.

Medical Officer/Chief Medical Officer/Hospital Superintendent will have
the complete responsibility of implementation of all activities in connec-
tion with the healthcare services from the dispensary.

To carry out Pain and Palliative care activities.

Outpatient services: Medical Officer/Chief Medical Officer/Hospital Su-
perintendent of the Dispensary has responsibilities related to treatment
of the patients. She/he is accountable for timely detection of diseases,
prescribing medicines, follow up the treatment and curing the diseases.

Participate in in-service training, other programmes and special activi-
ties in connection with the national health programme as instructed.

Attend Review meeting convencd by Grama panchayat.

Issue medical certificate, fitness certificate and other certificates after
receiving specified fees decided by the Government from time to time, if
any, within the powers of Medical Officer/Chief Medical Officer.

Information related to diseases of the patients should be made available
when demanded by the patients

Examine patients at the clinics and other medical camps, which are
organized during the outbreak of communicable diseases and make nec-
essary treatment.

Render assistance to prepare necessary modules for school health
programmes.
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Xi.

Xii.

Keep a map of the service area.

Respond to RTI Act and Right to Services Act

xiii. Also respond to higher officials

2.2.1.2. Administrative and Financial Responsibilities

i.

ii.

iii.

iv.

Vi.

Vii.

viii.

iX.

Xi.

xii.

xiii.

Xiv.

Apart from the supervision of all employees, the Medical Officer/Chief
Medical Officer/Hospital Superintendent is bound to allocate the respon-
sibilities of the sub staff for the smooth functioning of the institution.

The Medical Officer/Chief Medical Officer/Hospital Superintendent/Hos-
pital Superintendent in charge will be responsible for all the financial
transactions.

Task of administrative, financial, and disciplinary activities and control
over the employees will lie with the Medical Officer/Chief Medical Of-
ficer. These responsibilities will be subject to service rules and Govern-
ment Orders and general supervision and control of the concerned Grama
Panchayat.

Organise monthly staff meetings and attend the meetings at the district
level and Grama Panchayat level.

Execute responsibilities as the head of the dispensary/hospital and ex-
ercise other powers and discharge responsibilities as per existing stat-
ute.

Attend performance audit and other statutory audits

The responsibility for supervising and implementing other health activi-
ties suggested by the Grama Panchayat.

Attend the Grama Sabha as and when required by the Grama Panchayat.

Attend Panchayat meeting if required by the President of the Grama
Panchayat.

Report the requirement of medicines that are not available in the stock
to the Grama Panchayat so as to ensure uninterrupted supply of medi-
cine.

Prepare and submit maintenance plan to the Grama Panchayat and
follow up its inclusion in the Maintenance Plan of the Grama Panchayat.

Prepare monthly activity report.
Record keeping and reporting.

Public reporting shall be done as per the standing instructions including
proactive disclosure of information under RTI.
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2.2.1.3. Responsibility of Field Activities

i. Provide service at the home of the patients in appropriate cases and give
emergency treatment, palliative care and advice.

ii. She/he should be present for special duty at festivals, natural calami-
ties, visit of VIPs, and special camps as instructed by the Grama
Panchayat.

iii. The Medical Officer/Chief Medical Officer/Hospital Superintendent should
submit to the Panchayat before the first working day of every month a
tentative advance programme of activities. This should be made approved
at the monthly review meeting.

iv. Provide service at the home of the patients in appropriate cases and give
emergency treatment and advice.

2.2.1.4. Formulation and Implementation of Schemes Related Responsibilities

i. Attend working committee meeting for Plan formulation and implemen-
tation.

ii. Prepare the Status report as directed by Government from time to time
and present it before the Working Group meeting.

2.2.2. Pharmacist/Dispenser

i.

ii.

iii.

iv.

Vi.

Vii.

viii.

iX.

The Pharmacist/Dispenser should maintain the stock of medicines.

Distribute medicines from the pharmacy based on the prescription of the doc-
tor.

The patients should be made aware of the mode and time of consuming the
medicine.

Enter the name of the patient and mode of consuming the medicine on the
envelope containing medicines.

After verifying the stock, it should be ensured that medicines which are past
expiry dates are destroyed/disposed of promptly by the condemnation commit-
tee.

Prepare intend to replace the depleted stock.

Prepare written minutes of staff meetings and submit to the Medical Officer/
Chief Medical Officer/Hospital Superintendent.

Bring emergency medicines and distribute them while conducting medical
camps and special clinics.

Assist Medical Officer/Chief Medical Officer/Hospital Superintendent in clerical
works and attend mandatory CME trainings

Follow the instructions of the MO/CMO /Hospital Superintendent for the smooth
functioning of Dispensary/Hospital.
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2.2.3. Attendant/Dispenser/Office Assistant

i. Give necessary assistance sought by the Medical Officer/Chief Medical Of-
ficer.

ii. Render necessary services as requested by the pharmacist/dispenser in dis-
tributing and maintaining medicines.

iii. Make necessary arrangements for OP registration, keep ready registers and
slips.

iv.  Assist patient/Doctor at examination of patients

v. Attend treasury duty, post office duty, trainings etc. as directed by the MO/
CMO/Hospital Superintendent.

vi. Attend Mandatory CME training.

vii. Carry out activities assigned by the Medical Officer/Chief Medical Officer/
Hospital Superintendent from time to time related to office work.

viii. Ensure the hygiene maintenance of OP/IP Examination room.

ix. Tapal activities, despatches and other file maintenance should be done.
2.2.4. Part Time Sweeper

i. The hospital and surrounding should be kept neat and clean every day.

ii. Waste generated in the hospital/dispensary, and other objects should be col-
lected, segregated and disposed in the necessary manner.

iii. While conducting medical camps and special clinics, the venue should be
cleaned before and after the camp.

iv. Take collective responsibility for making necessary arrangements for the camps.

V. Follow the instructions of the Medical Officer/Chief Medical Officer/Hospital
Superintendent for the smooth functioning of the Dispensary/Hospital.

2.3. Ethics of the Staff

The manual enunciates the important responsibilities of the employees and
elected functionaries. Still, there are several functional attributes that cannot be
fully monitored through official mechanism. At the same time, excellence in public
service is required. For this each of them has to discharge their assigned responsi-
bilities by maintaining the highest standard of responsibility, honesty, integrity,
transparency and accountability. Since each of them are actually serving the local
community to which they themselves belong, their selfless service will go a long
way in enhancement of the well-being of the local people, to which the Grama
Panchayat is committed. So, maintaining high ethical standards in rendering the
best possible service with sincerity and dedication is a necessary condition for
effective local governance.
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Chapter

Structure and
Office Administration

3.1. Physical Infrastructure

The Grama Panchayat has the obligation to make available basic facilities in the
Homoeopathy Dispensaries and its sub centres attached to it for functioning
efficiently in the Grama Panchayat area. The assets transferred to the Grama
Panchayat shall therefore be maintained properly.

3.2. Location of Homoeopathy Dispensaries/Hospitals

Homoeopathic dispensaries are so located that, people can easily access the
services.

3.3. Facilities Required for Homoeopathy Dispensaries/Hospitals

Total plinth area of the building shall be atleast 100 sq. metres as per norms. If
not it should be prioritised at the earliest and get it done. The following facilities
should be arranged while constructing a new building for the homoeopathy
dispensary:

i. Room for Chief Medical Officer/Medical Officer

A room with sufficient furniture shall include proper seating arrangements,
patients examination table computer facilityand other clinical equipment should be
provided. One toilet should also be attached with the Chief Medical Officer's/Medical
Officer's room.

ii. OP Ticket Counter Room

A counter should be arranged near to the main entrance of the Homoeopathy
Dispensaries for Out Patient (OP) registration. A computer shall be installed for OP
registration if possible. The counter should have registration slips and a pen. The
OP tickets should be provided from this counter.
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iii. Medicine Dispensing Room/Pharmacy

The room shall have a medicine dispensing table, rack or almirah for keeping
medicines. Attached to this shall be a wash basin and drinking water source. Area
must be enough to move about for atleast 2 staffs.
iv. Store Room

There should be a store room with ample space to store medicines.
v. Veranda

A veranda shall be arranged for the use of the visitors. It shall have seating
arrangements for at least 10 persons.

vi. Patients Waiting Hall

A waiting hall, with adequate seating facility shall be arranged for the patients.
First aid room should be adjacent to patients waiting hall.

vii. Toilets

A toilet should be arranged for the use of the staff. The dispensary should have
three toilets for the use of the visitors. One of this should be arranged for the
exclusive use of women and another for men and the third one for transgender.
Along with the toilet for women and nursing mothers, there should be a separate/
another room for their privacy.

viii. Drinking Water

Drinking water necessary for visitors, office staff, shall be arranged in the
homoeopathy dispensaries.
ix. Electrification

The electrification of the homoeopathy dispensaries shall be carried out as per
the provisions of the PWD.

x. Stationery

Stationery required for the homoeopathy dispensaries shall be stored and
distributed as per need from the Department. If not, it shall be met by the LSGD
from non- road maintance/general fund. The Medical Officer/Chief Medical Officer/
Hospital Superintendent shall conduct periodic check whether the related register
is maintained properly. Stationery includes; White Paper, Correspondence Files,
Note Pads, pens, Registers, Different Forms, File Board, Tags, Stamp Pads, A4 and
A3 Papers, pins, gum, postage covers, printer, cartridge etc.

xi. Books and Periodicals
The Homoeopathy Dispensary should have important books and periodicals which

are provided by the Department/Grama Panchayats and it should be kept in almirah
with glass door.

xii. Computer with Internet and Telephone

A Homoeopathy Dispensary should be provided with a computer having internet
connectivity and a telephone. All computers must be interconnected in LAN if possible
Intercom should be provided and promote paperless documentation.
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. Shed or Parking Area

iii

X

Adequate parking facility should be available.

3.4. Adm
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3.5. Office Administration

Rules regarding office administration, applicable common and specific to the
local self-Government and institutions under it are prescribed in the Office
Management Manual.

3.5.1. Office Timing

The Homoeopathy dispensaries shall function from 9.00 am to 2.00 pm on all
days.

3.5.2. Exhibit Institutional Information (Institution Board)

A wall board detailing the brief and transparent information regarding the office
and the institution should be exhibited in the concerned offices. The board contains
following items:-

Name of the institution

Name of the Grama Panchayat

Name of Post office

Pin code

Time of functioning
Note: The Name of the institution shall be entered as .......... Grama Panchayat Homoeopathy Dispensary.
3.5.3. Display Details of Service (Service Board)

Details of important services, the procedures to make the services available, and
the objectives of the institution should be displayed in the service board.

3.5.4. Individual Information (Maintain Attendance Board)

The following details should be displayed: the posts of officials, employees, casual
and part-time employees, apprentices, and staff on daily wages, names of persons
working in each of these posts, details of vacant posts, and attendance details of
each person. The board should have the facility to record the time of arrival in the
office /institution.

If any of the employees or the officials leave the office during office/working
hours, the same information should be entered in the board against their names.
The purpose of leave should also be mentioned; for what responsibility or what
implementation of duty. If the person is expected back at the office, the time for
that should also be mentioned in the board. This step is not only aimed at the
general public who approach the office/institution for service, but would help evaluate
and monitor the promptness of service of the official/employee as well. The employee
who is assigned by the head of institution should carry out the marking in the
Board.

3.5.5. Details of fees/rates (Fees/Rate Board)

In each of the office/institution system, together with the details of services
available, the fees regarding the services, if any, as decided by the Govt. from time
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to time, details of free medicine, details of various items and exemptions may also
be displayed in the Fees/Rate Board.

3.5.6. Public/News Announcements (Notice Board)

There should be notice boards in each of the homoeopathy institution for publishing
information on various services and for public announcements relating to functioning
of the institution. The notice boards should be installed in such a place which could
be seen by the public, service beneficiaries, and stakeholders. The announcement
that 'Pasting other advertisements and notices in this board is illegal' should be
mentioned in the Board. Tearing off or defacing of the announcements made in the
Board is illegal. This should be mentioned in the Board. The Medical Officer/Chief
Medical Officer/Hospital Superintendent should hand over the copy of
announcements regarding emergency services in between the evaluation meetings
for other institutions to the Grama Panchayat office. Arrangements should be
made to make available this information to other offices.

3.5.7. Individual Name Boards

In each office, in the seats of the officials and employees, the names, their
designation, the services being provided through them, brief description of their
responsibilities should be displayed. This would help the service holders locate the
specific service provider without any confusion or delay. Each individual should
wear their department ID card.

3.5.8. Suggestion/Complaint Box

i. A box should be installed in a place visible to all, for depositing suggestions and
recommendations in writing to improve the working and also complaints and
grievances.

ii. Each week, the Medical Officer/Chief Medical Officer/Hospital Superintendent/
Hospital Superintendent should open the suggestion/complaint box with the
key in possession of him on the day before the last working day in the presence
of any member of the Hospital Management Committee specially authorised by
the committee. The complaints/suggestions should be recorded in the register
after sorting them item-wise. The service of the pharmacist/office assistant/
Dispensar/Attendant should be utilised for this purpose. This will invariably be
an item of agenda in the next meeting of the Hospital Management Committee.

iii. Steps should be taken to implement those suggestions which could be fulfilled
at the institutional-level and those should be explained at the weekly office/
institutional level meeting. Those suggestions which require the approval of the
Grama Panchayat/Department should be sent for the same. Suggestions related
to other offices/institutions should be sent to the head of institution through
the Grama Panchayat Secretary.

iv. If any grievances or complaints regarding the employees or officials are submitted
through the box, the same should be forwarded to the Grama Panchayat
President, after entering in the register with comment of the Medical Officer/
Chief Medical Officer/Hospital Superintendent. In cases where decision is
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Vi.

Vii.

possible at the level of the MO/CMO/ Hospital Superintendent, the action taken
and its status should be made available to the President together with the
grievance /complaint.

The officials should implement the action taken at the Grama Panchayat level/
Department level.

A reply mentioning the action taken should be made available to the applicant/
complainant/aggrieved.

The people will utilise this arrangement when they are convinced that a system
is in place which is accountable to them. As a result they will start monitoring
and intervening in the affairs of the dispensary. This, in turn, would help increase
the quality of service of the institution.

viii.Install anti — corruption board, RTI board, Right to service board and No smoking

board.

3.5.9. Office Documents

All the office documents should be produced during the time of audit. The following

documents should be kept at the office:

a.

o

o o
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o

—
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2]

Previous Audit files (A.G., Internal Finance Squad, Performance, KSAD)
Attendance register

Cash Book

Acquaintance

Treasury Bill Book

Permanent Advance Register

Pay Bill Register

Office Copies of establishment bills & Arrears Bills
Contingent Register

Office copies of cont. bills and original vouchers
TRS receipt book

Stock Register of TRS receipt book

. Despatch cum stamp account register

FBS Register

Furniture Register

Uniform Register

Casual leave register and leave applications
Stationary Register

Register of Printed forms and registers
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t. Register of Hospital Accessories
General Stock Register
Library Register and issue register of library books

Stock Register of Medicines, sundries and connected invoices

u
\%
w. GPF loan register and files
X
y. Containers Register

z

Visitors Diary
aa. HDC Files and Account Books
bb. Service Book of non-gazetted officers
cc. Auction files and chalan receipts
dd. Purchase files and receipts
ee. Muster roll

All other documents like records, lists, receipts, collected information, reports,
minutes etc. are also kept at the office. The employees who are entrusted with the
specific service-duty should record documents related to each service-duty precisely,
clearly, and in a time-bound manner; they should index them, keep it safely and
make available the records on demand. The task of ensuring the above said activities
and marking them after codifying and annexing signature rests with the MO/CMO/
Hospital Superintendent. The Health Standing Committee Chairperson and Grama
Panchayat Presidents should ensure that all documents are maintained promptly.

3.5.10. Procedures for Resolutions

Whenever the resolution of Grama Panchayat is required the Medical Officer/
Chief Medical Officer/Hospital Superintendent shall process the file and send it to
the Panchayat Secretary Grama panchayat with a detailed note and draft resolution.
The Medical Officer/CMO/HS can enter agenda and agenda note in the Sakarma
software (meeting management software) using the login ID and password alloted
to him. It is the responsibility of the Medical Officer/Chief Medical Officer/Hospital
Superintendent to carry out the legally passed resolutions.

i. As an Implementing Officer of the Grama Panchayat, the Medical Officer/
Chief Medical Officer should give his/her opinion on any matter coming for the
consideration of the Grama Panchayat.

ii. The Medical Officer/CMO/HS can demand the reconsideration of the resolution
approved by the Panchayat if she/he feels that the resolution is either illegal or
it breaches legally valid limits of power or there is threat to human life, health
or public safety, if the resolution is implemented. He should request for
reconsideration to the Grama Panchayat. If the Grama Panchayat sticks on to
the earlier decision the matter may be referred to the Government for decision
of the Secretary of the Grama Panchayat after if no reply is received within 15
days the Secretary/Ex-officio Secretary should implement the resolutions of
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the Panchayat and fact reported to the Government. It reply received from
Government, act accordngly after ultimate to the Grama panchayat.

iii. On the occasion of reconsideration, the Panchayat Secretary/ex-officio Secretary
should be present in person and give their opinion.

3.5.11. Control over Officers

The Government officers and employees whose services are transferred to the
Grama Panchayat shall in addition to their function perform other related functions
delegated to them by the Grama Panchayat as if they are officers and employees of
that Grama Panchayat. They shall be responsible to execute the work including the
implementation of any scheme, projects or plans of the Government which are not
assigned or delegated to the Panchayat.

The full control and supervision of the institutions and employees so transferred
to the Grama Panchayat rests with the concerned Panchayat. At the same time the
concerned department will also have administration control over the officers.

Whenever any disciplinary proceedings has to be initiated against an officer or
an employee who fails to perform his official duty or violates the discipline or refuses
to carry out the lawful decisions of the Grama Panchayat or the President of the
Panchayat or will fully abstract the implementation thereof, the Grama Panchayat
may take disciplinary proceedings against such an officer and may impose on his/
her minor penalties observing the provisions contained in the KPR (Control Over
Officers) Rule 1997. (Annexure 5).
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Chapter

Plan Formulation And
Implementation

4.1.

ii.

iii.

iv.

Plan Formulation

The Grama Panchayat assigns Medical Officer/Chief Medical Officer/Hospital
Superintendent as the convener of the sub group of Homoeopathy of the Working
Group in the health sector through a resolution.

The Medical Officer/Chief Medical Officer/Hospital Superintendent should
preparea status report every five year and a review report of last year's project
related to Homoeopathy and present those before the Working Group for Plan
formulation.

Together with the review report, a Status report containing the draft of Plan
suggestions for the Health sector (Homoeopathy) should also be submitted.

Thereafter, the responsibility of convening the Working Group in necessary
stages should be taken up by the Medical Officer/Chief Medical Officer/Hospital
Superintendent.

After discussion at the Working Group meeting, a list should be prepared and
submitted to the Grama Panchayat together with the review report for the
previous year. This list should contain the following suggestions to be included
in the plan document and the amount required for the same. The proposal
should be incorporated in the status report of the Health Sector.

4.1.1. Participation in the Grama Sabha

i.

The staff of the Dispensary should participate as the co-coordinators of the
Grama Sabha as decided by the Grama Panchayat.
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ii.

iii.

iv.

Apart from this, the employees should attend the Grama Sabha and Development
Seminars and participate in those groups where discussions regarding their
institutionare held. They should give necessary explanations as and when
required.

The MO/CMO/Hospital Superintendent should effect necessary changes in
the Plan suggestions taking in to consideration the suggestion from the Grama
Sabha and present the same at the Development Seminar.

The Medical Officer/Chief Medical Officer/Hospital Superintendent is bound
to prepare projects in the health sector assigned to homeopathy with the approval
of the Grama Panchayat as per the suggestions finalised at the Development
Seminar. The sub ordinate staff should provide necessary assistance for
executing this task. The Medical Officer/Chief Medical Officer/Hospital
Superintendent should utilise the expertise of the Working Group members in
the preparation of projects.

The Medical Officer/Chief Medical Officer/Hospital Superintendent should
make necessary changes in the projects prepared according to the decision of
the Grama Panchayat and submitted for approval shold be obtained from the
officer authorised to approve the project.

4.1.2. Plan Implementation

1.

ii.

iii.

iv.

The Medical Officer/Chief Medical Officer/Hospital Superintendents hould
function as the Implementing Officer of the projects in the Health sector
(Homoeopathy) as decided by the Grama panchayat.

The Medical Officer/Chief Medical Officer/Hospital Superintendent should
submit requisition to the Grama Panchayat President for sanctioning necessary
amount for the implementation of project

Allotment letter should be issued to the requisition after obtaining authorisation
from the President. The MO/CMO/HS should prepare and present the bill to
the Treasury along with the allotment letter to the payments.

The implementing official should submit report to the Secretary regarding the
expenditure on the allotment by the Secretary before the 5% of each month.

4.1.3. Give Explanation to the Audits

The Medical Officer/Chief Medical Officer/Hospital Superintendent is liable to

provide documents and explanations during audit for projects when she/he was the
implementing officer.The implementing officer is accountable for giving prompt
explanation at the Grama Sabha meetings and other social audit forums to the
doubts and questions regarding the projects in which she/he was in charge. While
she/he is unable to present in person subordinate staff should be assigned to be
present with required information.
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4.2. Planning Process
4.2.1. Annual - Monthly Planning

Effective planning is crucial for making the functioning of the Dispensary more
efficient. Next year's activities are planned after taking into consideration the
requirements of the people in the Grama Panchayat area. For this, services of the
management committee should be utilised.

Annual Plan should be prepared on the basis of the yearly family health survey.
In the Family Health Survey, information regarding three types of diseases should
be collated.

a. Communicable diseases
b.  Reproductive Child Health Care Programme
c. Lifestyle diseases

Data should be classified according to the age of the population. Information
regarding the following sections should be available:

a Children
b. Adolescent

c. Youth
d. Aged
e. Nature of illness found among the people during survey

f. Physical and psychological challenges faced by the people.
Based on this, the following details should be included in the Annual Plan.

a. The number of probable children to be born during a year, the required quantum
of preventive medicines.

b. Number of pregnant women of the concerned area
c. Number of people with physical and mental disabilities, activities to be done
for them

d. Health Education Activity

Activity shall be undertaken in Epidemics Affected Areas. In other areas this
shall be done as Preventive measure.

4.3. Evaluation Process

The activities of the dispensary/hospital are being evaluated in two ways. Internal
and external evaluation is in existence.
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4.3.1. Internal Evaluation Process

1.

Staff meeting at Dispensary level

i.

ii.

iii.

iv.

Vi.

Entire staff of the institution should participate in the staff meeting at
dispensary level

This meeting should be carried out prior to the Panchayat-level monthly
review meeting.

The following activities of one month from the last staff meeting should
be assessed.

Treatment by the Dispensary, preventive measures taken and
implementation of Central and State programmes in the health sector
and Field activity.

Complaints/suggestions related to the institution which are to be
considered internally should be discussed.

Either the pharmacist/dispenser or any staff assigned by the Medical
Officer/Chief Medical Officer/Hospital Superintendent should prepare
the minutes of staff meetings.

Panchayat Level Review Meeting

1.

ii.

iii.

iv.

Medical Officer/Chief Medical Officer/Hospital Superintendent should
participate in the Grama Panchayat level review meeting which is being
held as decided by the Grama Panchayat. In case of inconvenience,
pharmacist/dispenser will attend the meeting. The Panchayat President
should be intimated about this in writing.

Medical Officer/Chief Medical Officer/Hospital Superintendent should
present at the review meeting the report prepared by the staff meeting
consisting of only officials held at the dispensary.

The report should include the following details: activity of the Dispensary
during the previous month. Implementation of Central and State
programmes, and suggestions/complaints regarding the running of the
institution.

The reporting should also include letters and suggestions received from
the Department related to the institution.

Staff Meeting consisting of Standing Committee

1.

ii.

The meeting should be held monthly at each institution presided over by
the Health & Education Standing Committee Chairperson.

Medical Officer/Chief Medical Officer/Hospital Superintendent should
decide on the date of meeting and agenda in consultation with the
Chairperson of the Health & Education Standing Committee. The minutes
of the Management committee should be placed in this meeting.
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iii.

iv.

Vi.

Vii.

Viii.

iX.

Xi.

All officials of the institution should attend the meeting. All Standing
Committee members should attend this meeting.

Either the Medical Officer/Chief Medical Officer/Hospital Superintendent
or the person assigned by him should present the report on the functioning
of the Dispensary during the previous month.

The report should also have complaints or suggestions about the
functioning of the dispensary, issues to be solved, to come before the
consideration of the Standing Committee and to be considered by the
Grama Panchayat.

The minutes of the meeting should be prepared by either the Medical
Officer or an official authorised by the Medical Officer/Chief Medical
Officer /Hospital Superintendent.

The detailed minutes including the procedures of the meeting should be
submitted to the Grama Panchayat Secretary by the Medical Officer/
Chief Medical Officer/Hospital Superintendent within five days.

The minutes of the Grama Panchayat level review meeting sent to the
Dispensary should be read and discussed at the meeting.

Work report of the previous month should be presented. (Details about
treatment, preventive measures, field activity, implementation of Central
and State programmes, progress of Panchayat health projects,
suggestions/complaints received through complaint box and otherwise
regarding the public health issues, action taken on them should be
included in the report)

Functioning for the next one month should be planned. Medical Officer/
Chief Medical Officer/Hospital Superintendent should present the draft
document for the same.

Everyone should have the opportunity to participate in the discussions
and express their opinions.

4.3.2. External Evaluation Process

1.

Hospital Management Committee Meeting

i.

ii.

iii.

This meeting should be presided over by the Grama Panchayat President.
In the absence of the President, concerned Chairperson of the Health &
Education Standing Committee or the member authorised by the President
should preside in the meeting.

Medical Officer/Chief Medical Officer/Hospital Superintendent should
intimate all management committee members about the venue of meeting,
date, and time. Medical Officer/Chief Medical Officer/Hospital
Superintendent may utilise the services of other officials for this purpose.

Medical check-up by dispensary, treatment, field activity, and received
complaints/suggestions should be discussed at the meeting.

(29)



iv.  The minutes of the management committee should be prepared and sent
to the Grama Panchayat Secretary within five days by the Medical Officer/
Chief Medical Officer/Hospital Superintendent.

2. Complaint/Suggestion Box
Complaint/Suggestion Box should be treated as an external evaluation system.
3. Kudumbashree, Self Help Groups, Voluntary Organisations

i. Kudumbasree system in the Grama Panchayat, other self-help group
systems, and voluntary organisations will function as a mechanism for
constantly evaluating institutional activities.

ii. Grama Panchayat or an agency authorised by the Grama Panchayat will
provide necessary training for these groups.

4. Grama Sabha

i. The Grama Panchayat will prepare and present Performance Report for
evaluating the institutional functioning at the Grama Sabha held once
in three months.

ii. Kudumbashree, other self-help groups, and voluntary organisations will
present audit reports evaluating the Homeo Dispensary at the concerned
Grama Sabha.

iii. Grama Sabha will function as the external evaluating mechanism to
assess the institutional functioning.

iv. At the review meeting, report regarding the functioning during the previous
month should be given to the Grama Panchayat.

4.4. Preparation of Monthly Report

Medical Officer/CM/HS hall prepare a monthly report, by Sth of the following
month and submit to the Panchayat for review. Report shall include monthly
information regarding the number of patients who came to the dispensary for
treatment and the patients treated by the doctor at the households. Number of
patients treated, disease/treatment requirement, disease status, severe diseases,
epidemics, usual illnesses, routine tests etc. shall also be recorded. The functions
discharged through the Homoeopathy Dispensary/Hospital shall be included in the
Administration Report of the Grama Panchayat published as per Sec.192 of the
Kerala Grama Panchayat Raj Act.

4.5. Social Audit

Social Audit shall be conducted in every institution of the Grama Panchayat as per
Social Audit Manual. (G.O. (Rt) No. 1992/2016/LSGD, dt: 25.06.20106)
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Annexure:1
G.O. (P) 189/95/LAD dated 18/09/1995
(See Para: 1.1)
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MWo-5@8 Gal@OIIENE. MNOAIMEBEBIHSIajo @PAIWHS @AV ENINBLYMEGG)o AUTV@YAI
HHBJo @AUDIG @PMAIBEHO|SIF 88 DEBIOOAVLNMAO}HS DAVG]H:&HB)o DEBIOW
MLNMA00Y0 BRM@) @EFUdTVIWOROEM MLNIAIMOTIGEINE HHHAIQ0 621QHa|SAN@EM).

4. 060HN0Q0 )2lPe)a]S)aN (TD.OOOJ(T)GGB@AOQ)ﬂ eNIMNLe|g @(TD@1093£303£6)3 al)O®A @M}

(33)



ENITNWO-5@3 2 lOEOTIBIHO)AM (2 lHOOMBS 0Q) aflel BTV NHE:SB)o GEFUOTVIVWOROEM NI
MEBBUBHE) 1995 BHGSONIB 2-00 @IV M@ TVABHIB Alh)aPSHSIG3 MM ©OH@IQo
0216 |S)ANDIEM.

5. 630GO0 MLNJAIMARO aB® @EFUOAVIWOROEM TLNOAIMOMIGEIHE HEOGHAIQIAN) af)aT)
QBODOBEOB06TBY0 HOHAOQ0 621QYH|SIAN DIVD U8 aB® TVEHHIG @RYNIMSI@d wlam
OOBGR00YAN) A HHEM2}OB06NZ)0 GOAD QAldr)alO GREDYHU 1995 HAVAIMoENIA@ 30-00
®NR@e6) MM QOO a)0Ha|S)ANECHHEMBMM. @R(AlBH000 al060|S)Aller)an OOmON
BHB)OS aldB@ajdU8 HIV(HEF0IVILl MIMWea|s BOEM MIBQYR0M Aldaflerlsnio ®ERUD
Qld)a [lGEIBNY0 3)S] BRWWEHNBGIEM.

6. MGGUOTVIWOROEM MLNOAIMEBBUBHE HOGHAQ0 ©21QHA|SIAN OIVGIHSITI @)
MBHHIAB Aldr)aSSlOLl HEBL0NMNA @AM, AG162J00)AMAT DENBIGIMMND@AUNO @)SEO6NS
@®06M).

7. ®GZUOTVIWOROEM TLNOAIMEEBUIHH aB@ailajod0S)OMIg8s TVAEE6IClHM @R
S006BBBlo 2 NOMEIG:S)0 alFL@®:S)0 aNLlalB20W] MIBQasleemM@Ia) AVASHOB Qi)
W @RAUTSH @YanlMd TVDHOY0 DUBNAOSWIBS BOMaIOMIQ af)L] TVDEOYEBSBI0
TLOGEMIB DalGRUIEBSI0 MTIBMHENBMIE).

8. @G3UDIVIWOBOEM MLNJAIMEBUEHS TVAHHIQ VGBIOVAVLNMAOOIONS GILAIMo Aflg)
OHH0S)HN)INDIHAZ WININLMEBHB)0 AUYAUTLOG:SB)0 MVoeNITWlafjo (AITT@Y® VNI IMEBBUIHE
@RAINYRIW WMTVA0IWo @IMABIEN)MND® TLoNITWlajjo 988 OOMOANEUW  allmoeel
aj0ea|S)allen)an @M.

mm(aeggogs)s DOMOQNM (ald000
@1RYR.0IM2I(BA MIWA

allaf ®AV(H501
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Annexure: 2
Order No.22467/P1/95/DH dated 18/03/1996
(See Para: 1.1)

GanIAICWIA @] WWOBHSOYPNS MSalSl(BHN6aBUd
@RWIH00 alled (BB 06Mo-Eand21eWIa @] Ald)aflod Mlanjo ®EZUIVIVWOROEM TVNIAIM
EBBUBDE) HOBHA0YAN @RWIHO0 GRAIGINEEBU-OAMOAT al)06a]S)llee)am).

G000l @3] AWOB;S00anTmMS
mMIAB 22467/ail/95/Wl.ag)2] @IO)QAUMIMal)00 18-03-96

al©0n@uoo 1. 18-09-95 ®_l TVBH9HIB OMOAI (adl) MMIAB 189/95/™.6.Ql
2. 2-12-95 O£l MBI POMEAT (ail) MMIA 566/95/@R).d:).Ql.

al002@W0 1 (aldH000 Ga0d2ICWIa|®] AM)aflond &19¥1enNs8s8 @YUl @1HS)0
WIMIOaIBIVGIS:8)o BRAIWINS QAUMVM)AUMGEBIS)o MILIlenss 9e310NMLNCIS)o @S]
@l MLOI®] §21QIAN BRMO@ GEFUOAVIWOROEM LNOAIMEEBUIBE HOHAIQ0 B alT@)OBH6NS
Ga0001GWI @] AWWOESA 26-09-95 @ MAUA ail.1/27811/94 (Wl.ag)a]. (aldH000 QOO
5361,

21000300 2 HLl MABHHIB POMOANTE al0NTIFHBB A0BY) WIBEZUD(AIG000 G EGZUDERDEM
MLNJAIMEBBUBHE) BRWIHH00 GRAUBGIUEEBUS HOGHAIQO 62 IDMHHHIENE DTIMITI DOMOAUID)
an). MGRUOROEM RAJAIMEBBUBHEN BOBRI0)IN BRWIE:00 @RAUIB:IUDEBUS @BPM)ENIMLAOW
GolBOWII@lenyam).

@ooom’lcgm)o(;d(oﬂ WWOHHSA
@RMYENITWo

600016 @3] Al {I@3 MWIaMYo TVIWCROEM MLV IMEEBUILE HOBGHAI0YIN GRWIE:00683SB)o
@ OUHHIU0EBBS)0

1. ER6MalOMIW @RWIMHIV6BBUI

(1) (12O VODBUB, GERIVBE A lEIDVWOIN)BUD, BY)WIMVla oeilgl, G508 E0aUmM ag)am
QYOS HTFIT3 AUO)IM 0BV @] Aldh)aflorl TVNIaIMEBB)PS MSOlajjo MW
(@6EMAI)e ERO® MGRUDTVIWOROM TRAJAIMEBUHES MTIBINE:06MNE WWOBHSOIOS
26.9.95 ©&1 afl1/27811/94 AWl.af)a]. (ald000 DOMOAUOIVISIENE.

(2) DD MNIAIMEBSIT YENBIB:)IM EGIBHSAROMYOS B EBGUWE MBHAMMDIM  adl.ag)
.l oes elqy mleiaileldd @lolene®io af)oGaloTOang af)daVCalem Il
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(3)

(4)

(5)

(6)

(1)

(2)

GAWOBSBROO LIBYALIHD QIGIBHW)0 HalQAN MO0 IQIEIIITE MOTIEHILIBHA0W] 630)
QAUBGHBOMCH0I, MLl0o DEBLONIBML]HUB AUO)NMIAUCOEWI, aFMIGEMI @R)YBLo BPM)
QA0 003 AyAUMNOIG3 NlRAHIE)M@IT) TVIWoROEM MLOJAIMEEBUILE BRUIB:00m)
N200f@lEn)o. D MlamMo MVABH6HIA@ @ MVoENITWla] aj0a]s)ailajlg)ss n0d\eoa
WS @ESINLOOMOBILIWVIGIEeEMo. DOm0 MVAMEBROS ald:Ga] @RI el HAus]
#9L10a0lTVBE)0 WWOBSBEN)0 @RW2])OB0S)BAHENBEO6NM.

29 OMGeegleal aglan®a)o all.ag) ~.avl ellqylens® alo)EMIdu8 af)oGeloVenad’
af) S TVE21e@T M)GRIM MVASHIB T MVoeNITWla] al)06a|S)al2fl5I88 B0BPEOIWIHS
@RSINOOMOMIG3 TLIWOROEM MLOJAIMEEBUIAE MIB:OMOQUIMMIEM. HOMO0 MIVWAM
BSOS aldhBGa] el HAUWIBHENANTTIEEN)0 WWOBHSABN)0 @OWa]) OEB0S)CHNETBGIEN).

af)2J0 MLNJAIM GAWIANHS)ESW)0 HH0aUIGE GRAIWT TVIWOEOEM MVLNJAIMEBBUIHE GRM)
QIGlE0aM @M. 2Q R1AUMBNIOYOS H0aUIT3 GRAIW] MNIaIMEaWAil ERVICElen)o
@RM)AUB1EHIMO).

af)elo alleovo RIAUMSHIVOSW)0 29 GRAIWIHBINS HIVYADITE aldOLHIOO MIWE
GHNENE BHOLIVBAIIGCLIE)BB®ONMELIG3 TMLIWOoRMOEM MLNIAIMEBUEHE @PM)AIR]E0A)
an@96M.

a)elo R1AUNSNI0)ESW)o GalBl@d 1960 el 08 ailailad Q1Y (oTVlableHsuas,
HHENMBG(SOUd @R @RaflGd) 215(al6H00M)BB HHAMAG UBlB:UMHUB MTIB:000 @RUSIB:000 VIO
BO6IM MLNJAIMEBBUIRE DENBOWVIGBEN)0. (1000 UBlE:H MTIHIEAUIUB UBlHHIMSalSles
83165 aldda] el H2WleeLI0a0TTVBHN)0 WWOHSGHO)0 @O 2)HEHIS)CHONBMIEN).

aALIMIOMID @RUWIDHI063BU3

GIROPAV)HUDB alBC2TV 2IGOIIIMY0 HOLIDMHLIEBSIT TVAHHO@ @ TVoNITWla] al)0
9a]S)0ilE9)0M 2ODOANHUWBHN)0 AlCWVRIV] @YU} I(@IHSICRISHIAINDLDOW BBHU6M
MLOWMEBBUY, WYEMIGaNI0 @EMIBUB, DaldHOEMEIBUY A MLOWMEBBU3 (AOY)IM)o AY HAL]
SO TVHOITVY0 BFOH) MDAl NIARGIT Qb HHIBS2fIGIBS }HWBE GRMYAVY®
200 QIEBB)AN@IN) TVIVWOROEM MLNJAIMEBBUIEE @RWIE:00M6N30W1B1E)o.

N0 IMEBBS1nLl MIB2RIEM (AIAIBAMMEIBUILE BOEMIMAMIV0 (AIGD§BHIMAGIWV)0
M@B)M@IM TVIWOROEM TLNJAIMEEBUILE @RUB:000 ON30W1BIEN)0. DD @RMYA]
M@BH)MMGID @R AUGUOHOD MIWRGIGE @RYOD: af)IYICA] @)HWOS 20 @AM
QB D10} ODIWV]S)6NE208:6Mo. TLIATO aNGEN3D MVORIAIM AIF] RIBYAIEIIM aNGENBD (aldhO
DB aF® (AlQAUGCMMEBBUBSEN0 BOMOMADMIW)0 (AIBMYBHIMAMIWI0 M@3E) MM
@ROO® MERUAVIVo BOEM TLOJAIMEEBUEEY @OWIE:000 DNV GEe MM ®o6M).
MIBA206M (aIQIBOMMEIBBIOS IO GQIOIBHNEMINUB BRI &l Haleneldaniav
0)200 @RYELIN1GHHENB®OEM. BOMOMAGIW)0 (aIGDEBIMAMIWI0 MMDIEE06NE)BS
2Om0aileg ald:dq] el HaWlenLIan1TBEN)0 WWOBSAEN0 BRW 2 OEIS)ECHEMNS
@06M).
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(3) auNoaIMEEBEleLI ag)2Ioail @RYH:)QaleMIBUBHN)0 NIRY @HWHH GRMIAVY®ROW]
LIWORMOEM MLAJAIMEBBUBHS @RMAD] M@IBHOANANDIEM.

(4) ERUAIMIBE)ESW)o WIMIPAIBIVOIG:B)OSW o MIBZRIEM (aIUBCMMEBBUBEN)0 Qild
TOMOIMBOWT TVoRAIM LI1EA1EHIM@IM IVIVWOROEM MLNJAIMEBBUBHS @RUI1E:000
96eN20W16166)0.

(5)  aRO0AIMEBBSIPL! aNLINIIGHEBRSI03 MIIM)88 @RYBIWO Af)S}OM TLOdAIMEBRS)OS Aild
TLMEBBUEHES AlMICWOWIES)AIOME @ EFUdITVIVWORDEM MLNJAIMEBBU3HEE @RUS1E:000)6N80
fdlen)o.

DG (a1@1a10ElE000m@0 MRINlensSs@)20W ag GRUIBG:006BUY DG J0YEON® GalIeEl
®SEONRMIEM. AWIMNIOAIBIVOISSIOLIV)o @RYUD)AI@IGEloaI®o Ailld:qum LA/ TVaoy
B3R MAl® GRoMEBH8 TMVAHHO8 BOBNMIBE3EEBUWEHE AllcWAOWV] MIAMIBEZUo 621
MM @RI TVIWOoROEM MLAIAIMEBUBHES @RU1E:002)6N30W1016s)o.

(30901(3@0(5@1 WWOBSA
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Annexure: 3
G.O (P) No: 566/95 dated 23/12/1995
(See Para: 1.1)

CHO8 AVAINIB
MVo(NaNo
@RUWIB:00 Qfled(B1806mMo- @RYEOINYAIBa{led MIAMYo GEFUDROEM MLNJAIMEBBUILE HOBAD
0)aM BRUSI:00-G@RAIGIUDEEBUE MVoNINWIa] 208YMIBE3UEEBUY aj0ea|S)allenam).

@RYGCOIWY B3)S)oMICHHUN (af)o) AUds)a]
H].83.(ail)M0.566/95/@R).d>).Ql @0)QAUIMAD @0, 1995 AWlaruoeni@ 23.

al000B3000:-18.9.1995 eel =H.a(all) 189/95 ®EAI MMIB O OAQI

DOMOAOI
2)HSI03 a10003U0l2] DOMOQI (ald000 TVBEHIBITE MIBHlaIMROWV]OYAD 21)a®ELIB:S)0
MLNOAIMEIBB)0 aIRLD]BHB)o MEFUDBOEM MLNIAIMEEBUIBE HOGHAIQ0 IT@YOBHIENE DO
QWI0)IM). @RHEOINY Aldx)a{lad MIaMYo GEZUDROEM MLNOAIMEIBU3HE HOBHAINYAM BRUSIE:00
~@RQIHOU0EBBUY MVoNIMNUWla] HaIl0®)AI0® 203 MIBEZUEBRUY ERMMINTWAIW] Gal3ODIGIHe)
an}. (aIN®® 20@NMIBEGU0EEBEBUBHHM)TVOEMAOWV] GRAIGHIUDEEBSB)0, @RWIHO0EBS)0
96OGH00Q0 MSETMENZNOEMAT) EDBGIMIT DO OQUIS)AD).

(0WaIBM0)S DOMOAINM (aldH000)
af)a. (wolanlaavad
OAV(HSOI
@RMENITWO

@GO A0 i@ WMo VIWOROEM MLNIAIMEEBUISE HEGAO0}AM GRWIH00-GRAIBIUD
68BU3 MLoENITWla] 05 203YMIBE3U06BBUI

1. @06MaloNIY @RWIB20633U3

(1) (VDI VDDHUB, GERIOBH A lEIOVOM)BUB, WMVl joeilgl, E50Ba]E0aUM ag)aT
QYOS 16108 AIOYAM @YEOIWY Aldlafloal NN IMEBBIHS MSTMa o BWADEMal)o
MOAMEMANo BRMI®) MGFUOTVIWOROEM MLNIAIMEBUIBHNIVIBIBN)o.

(2) @D AN IMEBBSIO3 PENBIGIAM BWIGHSAROO)S BFIANEGHU WBEMMDI® allag) vl
)es ellqy mleiailelendloles)&:w)o, af)oGaloTHnng af)dTVEaIe] ISl GIGSGRHO
LIBYRLJ0O® AUGIHW)0 H2I1GYAN VIO I0YOWIT MITIENILIBHR0WV] B0} AUBHEODEHHD,
auleo ©E3501IAMOIBHUE AIO)IMNMAUHOEWI aF@IGEMI @RYBLo GRM)AUNO &HOIQ Ayl
munled MEEM@IM GRUSIE:002)MBOWIGlEs)0. DD MIVWAMo TVBHHIB D Vo
TWla] a)}0eq]s)0ilaflg)8s 008¢)eoaIwins @rSIMNIMOTILIVIGles6Mo.
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(3)

(4)

(5)

(6)

(1)

(2)

(3)

(4)

(5)

29 @MGIS&E0l aFlansglo ailag) .oVl elqulene® alo)emIdu8 af)oGelodenad”
af) BTV Ealem] 2)G6IM TVABHIA @) MVoeNITWla] al)06q|S)allafl5)88 208\ CONIW)OS
@RSIMLOOMOEMIDI MM INI6M).

af)elo alleor@mIcRIW)o MNJAIM CAWIAIBGBINS HH0aUITs @AW @MAURIEHIANMM@®O
6.

af)elo aileovo R1AUMBHNINOSVIo B GRAIWIH:SINS HOOIOMIT ald08900 MIWall
GHLIOO HOLIVSAILNBB®IEMBIGE @RM)AUFHHIANMN@IEM. SO0 GRAIW] @PM)
aIdle6)MIB O®OAIOM ald:Ga] @O el HAWIHHE B0anTTVEH GPRWaY)
O »0S)GHOENSMOE).

afelo alleomo RNUMENIO)OSW)o Galdl@ 1960 Ol ¢80 mulailad audla (goavl
aO0lGHN UM, H6ENMIG(SOUD «;@0@” «m%ﬁaﬁ) 215(a1H0MBB HOAMA UBlEHBHUB MNGIHHOM
@PWlH000 DEN0WV1G1H6)0.

AVIMNIM B3I W13 633UD

GAROPMY aIBGM 2ISOWIM)0 HOLIHILIGBBSIG TVAHHIA DG MVoeNITWla] a0Oa|S)
Qileeam DOMOQHUBHN)0 AlGWWRIW] @1 Ud)al(@]HSICRISHINIUDIRNIW BHHUEM TVOW
MEBBU8, WEMIGaNdo @YEMIHHU3, DaldOMEBBUE MO0 MOWMEBUE (A)MYo Ag HAW]
HOT TVOOIMVY0 BF1OD) DAl MIWRGITE Qld: OHIBB12{IIBB BT HE) @PMAVYD
200 QIEBB)AN@IM @RWIE:002)6N30W1B1Ee)0.

DD MuNOaIMEEBSlnal MIBMR6M (AIAIGOMMEBUEHE BOMIM)AMIW)o (AlGD®}E0M)A
@Yo MTBBYANDGIM BRUWIG00 ONEOVIBIEN)0. DD BRMADG] MTIHIIMDIM @R
QUBHUOOD® NIRGIGE @YOD: af)AYIEAG ©)BHWIOS 20 YVOAOMO AUBGVIV)OTIVISIENE0H
6Mo. LIAMo aNGENB MVORIAIM AIS] RIBIAIE:)AN ANGENZD (AldhI0MBSH aF®) (aIQUGOHM
EBBUBHN)0 BOMIMAMIW)0 (AIGMYBIMAMIW)o M@IBIIMDIM @O MEFUdATVIVOE
©61D MLNV0AIMEBBU3HE @RUIE:000 OENZOWIG@ENAN@I6T).

0D MLNVaIMEBBSIOL! af)210ailWw @RYH:)QaeMIBuBH)0, MIAIRY @)V B BRMIAVY®
200 @RM)AM] MTIHHOAIND6M.

@1 U0)al(@1WHS MIGEREM (UG MEBBUBBN)0 AildTVM@TIMRIW] TVoERIAIM TLI1H:
019 M@IM @RWIE:000 D6NBOW1BIEN)0

¢a@d aV)aflafla) MuNOaIMEBEIOEI QYBUEBSIC8 MIMMBS @RBOWO f)S}OV) @YU
al(@] aile:rumesBudes allnleouilendm @UlE:00:2)6N20W1d1ee)o.

DI (2 1031a10BEE000m®)0 MIRINENS8®M0W 29 @RUSIEG:00683U8 MG j0LECOM®)EalINLI

®)SGOMBMIEM. all.ag)a].aVl, Mlag)a].avl ®MoenEs @RUD)Al@]E:8)0S Qlle:qum qLAlMI Grow
B8 MAH60AQ M0BPMIBE3UEBUWEHE AllcWVRIW] MIAMIBEZU0 H2IYIMMDIM) GREOD)
MLIWORMEIM MN0AIMEBBUBH @PRUSIE002)6NB0WB1Es)o.
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Govt Homoeo Dispensary .....ccceeeeeeecerecncenenes
Patient Statement for the Month of.................

Annexure:4
Disease Register
(See Para 2.1.6)

No. Name OF Condition Male |Female | Child| Total
1 Viral Fever
2 Measles
3 German Measles
4 Chicken Pox
5 Jaundice
6 Mumps
7 Dengue Fever
8 Typhoid
9 Tuberculosis
10 Whooping Cough
11 Diarrhoeal Diseases
12 Skin Diseases
13 Acute Respiratory Tract Infections
14 Allergic Diseases
15 Diseases of Cardio Vascular System
16 Hypertension
17 Diseases of Central Nervous System
18 Urinary Tract Infections
19 Diseases of Digestive System
20 DiabetesMellitus
21 Thyroid gland Disorders
22 Disease of Ear Nose Throat
23 Disease of Eye
24 Disease of Joints
25 Gynecological Disorders
26 Psychiatric Disease
27 Anaemia
28 Cancer Diseases
29 Filaria
30 Malaria
31 Japanese Encephalitis
32 Impotency
Total
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New Patients

Old Patients

Total Patients

Patients Current Upto Progressive| Current |Upto Last | Progressive | Current Grand
Month Last Total Month Month Total Month Total
Male Month
Female
Child
Total
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Annexure: 5
Control Over Officers Rule, 1997
(See Para: 3.5.12)
THE KERALA PANCHAYAT RAJ (CONTROL OVER OFFICERS) RULES,1997

S.R.0.N0.534/97.—In exercise of the powers conferred by sub-section (5) of Sec-
tion 179 sub-sections (8) and (9) of Section 180 and sub-sections (1) and (3) of
Section 181 of the Kerala Panchayat Raj Act, 1994 (13 of 1994) read with sub-
section (1) of Section 254 there of, the Government of Kerala hereby make the
following rules, namely:-

RULES

1. Short title and commencement. —(1) These rules may be called the Kerala
Panchayat Raj (Control over Officers) Rules,1997.

(2) They shall come into force at once.
(2) Definitions.— (1) In these rules unless the context otherwise requires,-
(a) ‘Act' means the Kerala Panchayat Raj Act, 1994 (13 of 1994);

(b) ‘Appointing authority' means an Officer or authority authorised by the Govern-
ment to appoint an employee to the Government Service or Panchayat Service.

(c) ‘Municipality’ means a Municipality constituted under Section 4 of the Kerala
Municipality Act, 1994 (200f1994);

(d) 'Officer' includes the Secretary appointed under Sub-Section (1) of section
179, officers and employees appointed to Panchayat Service as per rules made
under sub-section (4) of section 180 or rules made under the Kerala Panchayat
Raj Act, 1960 (32 of 1960), and any Government officer or employee whose
service has been lent to the Panchayat under sub-section (2)of Sectionl176 or
sub-section(1)of Section181;

(e) 'Section' means a section of the Act;

(2) The words and expressions used and not defined in these rules but defined in
the Act shall have the meanings respectively assigned to them in the Act.

(3) Lending of service of Government Officers and employees to the
Panchayat.—

(1) The Government may, by a special or general order, lend the service of any
Government officer or employee including temporary, full time, part time or
contingent officer or employee to the Panchayat under sub-section (2) of Sec-
tion 176 or sub-section(1l)of Section181.

(2) The Government officers and employees lent to Panchayat under sub-rule (1)
shall be considered as employees of Government for all matters regarding
service and their service and wages conditions shall be continued as if they
we recontinued in the Government service and their salary, allowances and
other financial benefits shall be given from the Panchayat fund or contribution
for the same shall be given to the Government by the Panchayat:
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(3)

(4)

(5)

(6)

Provided that the Government may continue to give such salary, allowanc
esand other financial benefits to them from the consolidated fund of the Gov-
ernment till the period as the Government may deem fit.

The Government officers and employees whose service has been lent to
Panchayat shall be under the full control and supervision of the Panchayat
and they shall exercise those powers and perform duties as may be deter-
mined by the Panchayat for matters coming within the jurisdiction of the
Panchayat subject to the general restrictions as may be fixed by the Govern-
ment.

Every Government officer or employee whose service has been lent to Panchayat
while serving for the Panchayat shall also have the authority to exercise the
powers entrusted by the Government and shall be liable to perform the duties.

The Government officers and employees whose service has been lent to
Panchayat shall not be entitled to get deputation allowance.

The Panchayat shall have authority to appoint by transfer any Government
officer and employee whose service has been lent to Panchayat from any office
or institution of the Panchayat to office of the Panchayat or to any other office
or institution under that Panchayat:

Provided that a Government officer or employee shall not be appointed by trans-

fer from a department to another department:

Provided further that Panchayat shall be liable to comply with the general guide-

lines regarding the transfer of Government officers issued by the Government from
time to time.

(7)

(8)

(a)
(b)

Government may for sufficient reasons take back any Government officer or
employee whose service has been lent to a Panchayat for the service of Gov-
ernment or may be appointed by transfer from that Panchayat to another
Panchayat or to a Municipality.

If a vacancy arises due to transfer, leave or any other reason in the post of
Government Officer or employee whose service was lent to Panchayat and in
the circumstances where the service of another Government Officer or em-
ployee is not immediately lent to fill such vacancy, subject to such general
guidelines issued by the Government, the Panchayat may appoint another
person temporarily in that vacancy, by informing the appointing authority in
advance, for a period not exceeding six months or till a Government officer or
employee is appointed to such vacancy whichever is earlier,—

through employment exchange; or

if candidate is not available through employment exchange on contract basis
as per the conditions specially provided by the Government:

Provided that in the case of such temporary appointment as school teachers, if
necessary, the period of six months may be reckoned, as till the end of respec-
tive academic year.
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(1)
(2)
(3)
(4)
(5)

Notes:

(i)

(ii)

(iv)

(v)

(vi)

(vii)

(viii)

(2)

(3)

Imposing of minor penalties on officers.—(1) Where an officer fails to per-
form his official duty or violates the discipline or refuses to carry out the
lawful decision of the Panchayat or will fully obstructs the implementation
there of or fails to obey the lawful orders of the President, or for the mis
behavior or misconduct of an officer, the Panchayat may take disciplinary
proceedings against such officer and may impose on him any one of the
following minor penalties, namely:—

censure,
fine,

temporary withholding of increment,
withholding of promotion,

recovery of amount from salary.

—(i) No fine shall be levied on an officer except in the post of last grade, part-time or full-time
contingent. Huge amount shall not be levied as fine and trifle fine shall not be levied frequently;

the period of with holding of increment shall not be less than three months
and not more than three years. There will not be any cumulative effect on
with holding of increment and shall not have the effect of postponing future
increments;

with holding of promotion shall be temporarily for a specific period and this
period shall not be less than six months and not more than three years;

if the period is not specified in the order of with holding of increment or
promotion it will be deemed to be three months and six months respectively;

in the case where the order of with holding of increment cannot be given
effect to the monetary value equivalent to the amount of increments ordered
to be with held will be recovered from the salary of the concerned officer;

recovery of amount from salary as a penalty shall be made only when pecuni-
ary loss is caused to the Panchayat by the Act of the officer;

with holding of promotion of the officer concerned shall not entail loss of
seniority in the grade for the time being he is working;

an officer whose promotion is with held, shall if and when promoted to a
higher grade or to higher time-scale subsequently, on promotion take his place
at the bottom of the higher grade or higher time-scale.

In true case where Panchayat initiates disciplinary action against an officer of
the Panchayat referred to in Section180 for an offence, the Secretary shall
not, and in case where the Secretary initiates disciplinary action under clause
(ix) of Section 182, the Panchayat shall not imitate disciplinary action against
such person for the same offence.

Not withstanding anything contained in sub-rule (1) the concerned appointing
authority and disciplinary authority shall have the power to initiate disciplin-
ary action against the Secretary or Government officer or employee whose
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service has been lent to Panchayat under sub-section of Section176 or under
sub-section(1)of Section 181.

In the case where Panchayat initiates disciplinary action for an offence, against
Secretary or Government officer or employee whose service has been lent to
Panchayat, the concerned appointing authority or disciplinary authority and in
the case where the appointing authority or disciplinary authority initiates
disciplinary action under sub-rule(3) the Panchayat, shall not initiate disci-
plinary action, against such person for the same offence.

In the case where the Secretary under clause (xi) of Section 182 or by the
appointing authority or disciplinary authority, as the case may be, under sub-
rule(3), initiates disciplinary action against an employee whose service has
been lent to Panchayat, it shall be in accordance with the Kerala Civil Service
(Classification, Control and Appeal) Rules,1960.

If the Panchayat so decides, the Panchayats may require the Secretary to
initiate disciplinary action for any offence against an employee of the Panchayat
and the concerned disciplinary authority to intimate disciplinary action against
a Government officer or employee whose service has been lent to
Panchayat.

Procedure to issue memo of charges.— (1) Where on the basis of available
information, the President or the Grama Panchayat prima facie is satisfied
that an officer has committed an offence referred to in sub-rule (1) of Rule 4
and disciplinary action has to be initiated against him, the Panchayat has to
decide, whether disciplinary action has to be initiated against that person and
if the Panchayat so decides a notice requiring to show-cause for not initiating
such disciplinary action shall be issued to the concerned officer. In the case of
Secretary, the notice shall be issued by the President and in the case of an
officer other than the Secretary, by the Secretary, as per the orders of the
President:

Provided that on urgent occasions, notice may be issued subject to ratification
of the Panchayat.

The grounds proposed for initiating disciplinary action against the concerned
officer shall be clearly shown in the notice issued under sub-rule (1) and after
the receipt of notice not less than seven days' time shall be allowed to furnish
reply.

Note:—vague statements shall be avoided in the notice, for example, a general
statement in the nature of “not complied with the direction of President or
Panchayat "shall not be a ground intended to initiate disciplinary action,
instead of it shall be specifically stated that what direction in which circum-
stances has not been complied with.

The President shall submit, the explanation, if any, received from the officer,
with in the specified time to the notice under sub-rule (1) and if no explana-
tion is received, his report regarding the same for the consideration of the
Panchayat. In case of an officer other than Secretary, along with the explana-
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tion the opinion of the Secretary or head of office, there of, shall also be
submitted by the President for the consideration of the Panchayat.

After considering the explanation or the report mentioned under sub-rule (3)
the Panchayat may decide whether the disciplinary action against the con-
cerned officer is to be dropped or

In case whether the Panchayat decides to initiate disciplinary action against
an officer under sub-rule (4) a memo of specific charges along with a state-
ment of allegations based on charge or charges shall be issued to him and he
shall be required there in to furnish written statement with in fifteen days.
The memo of charges shall be issued by the President in the case of Secretary
and by the Secretary in the case of an officer other than the Secretary/Under
the orders of the President.

Memo of charges shall be in the model form appended to these rules and shall
be signed by the President or the Secretary, as the case may be.

Memo of charges shall be precise and in clear language and the date and time
of occurrence of the incident wherever applicable shall be included therein.

While issuing of orders regarding disciplinary action, in the statement of alle-
gations on which each charge is based, shall also refer to any other circum-
stance which is proposed to be considered.

A list of documents relied upon in framing the charges shall be listed out at
the end of the statement of allegations.

Two copies of the memo of charges and statement of allegation shall be issued
to the concerned officer and one copy shall be got back with his dated signa-
ture and kept in the file.

If no written statement is received with in the period specified in the memo of
charges, no reminder shall be issued to the concerned officer, and shall con-
tinue with further proceedings on the presumption that there is no written
statement to be filed. Provided that in the case of application received for,
extension of period, if the President is satisfied that reasons stated in the
application are acceptable; such period may be extended to a period not ex-
ceeding fifteen days.

If at any stage of the further proceeding the Officer applies for the perusal and
obtaining the copy of any document referred to in the list appended to the
statement of allegations he may be Allowed to perusal and obtain, copy of the
documents if the President considers that such permission is not against
public interest in due supervision.

Examination of written statement.— (1) The President shall submit the writ-
ten statement if any, received with in the stipulated time from the officer to
the memo of charges issued to him under sub-rule (S5) of Rule 5 and if no
written statement is received, his report regarding the same for the consider-
ation of the Panchayat. In the case of an officer other than Secretary, the
President shall also submit written statement, the opinion of the Secretary or
head of office there in for the consideration of the Panchayat.
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If, in the written statement received from an officer, it is requested to hear
him in person, President shall hear him in person on behalf of the Panchayat
and shall submit the matters informed by him along with written statement
for the consideration of the Panchayat.

Imposition of minor penalty.—(1) Where the Panchayat after considering the
written statement furnished by the concerned officer to the memo of charges
issued under sub-rule (5) of Rule 5, or if no written statement is received, the
report of the President in that regard, is satisfied that the concerned officer
has committed the offence alleged against him and after considering the na-
ture and gravity of the offence committed, may impose on him any one of the
penalties mentioned in sub-rule (1) of Rule 4 and orders with signature shall
be issued accordingly on behalf of the Panchayat by the President, in the case
of Secretary and by the Secretary in the case of an officer not being the
Secretary.

An order issued order sub-rule(1)-

In the case of the Secretary, the President shall forward a copy with covering
letter to the concerned appointing authority for implementation and for re-
cording the details of penalty in his service register, to Government and if
necessary to the Accountant General,

in the case of a Government employee of the State service, the Secretary
shall forward a copy with covering letter to the concerned head of department
for implementation and for recording the details of penalty in his service reg-
ister, to the Government and to the Accountant General;

in the case of a Government officer of subordinate service the Secretary shall
forward a copy with covering letter to the concerned head of office for imple-
mentation and for recording the details of penalty in his service register and if
necessary to the concerned head of department;

in the case of Panchayat employee referred to in Section 180, if awarded a
penalty except withholding of promotion, the Secretary shall execute by enter-
ing the details in his service register and in the case of with holding of
promotion a copy of that order shall be sent to the appointing authority.

Suspension.— (1) If the President is prima facie satisfied that an employee of
the Panchayat referred to in Section 180, a Government Officer or employee of
subordinate service whose service has been lent to the Panchayat has com-
mitted an offence of serious nature, includes misconduct or deserves major
penalty, and allowing him to continue in service is against public interest and
will obstruct the enquiry being conducted or intending to conduct against him,
he may suspend such employee from service subject to detailed enquiry and
disciplinary proceeding.

The concerned employee shall be entitled to subsistence allowance under
Rule 55, Part I of the Kerala Service Rules, 1959, during the period of suspen-
sion.
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The President shall report the order of suspension and matters leading there
to in the next meeting of the Panchayat and shall seek the approval of the
Panchayat for the order. If the Panchayat does not approve the suspension,
the order of suspension stands cancelled suo moto and the employee sus-
pended shall immediately bere instated in the employment and period of sus-
pension shah be treated as duty.

The President shall immediately forward the copy of suspension order and the
decision of the Panchayat there on to the appointing authority.

In the manner without being an obstruction to disciplinary action against the
suspended employee, the Panchayat may at any time reconsider his suspen-
sion and he may be reinstated to the employment.

The President shall complete the enquiry against the concerned employee
within three months of issue of suspension order and shall submit the en-
quiry report for the consideration of the Panchayat.

The Panchayat may decide after considering the enquiry report to drop the
disciplinary action in the name of the employee or as the case may be, to
initiate disciplinary action under Rule 4 or to forward the enquiry report un-
der RulelO to appointing authority or Government, as the case may be.

In the case where the Panchayat is imposing a minor penalty or dropping
disciplinary action in the name of an employee and if the suspension of em-
ployee has not been withdrawn till then, together with imposing of minor
penalty or dropping the disciplinary action, the suspension shall be withdrawn
and how the period of suspension has to be treated shall be determined ac-
cording to Rule 56 Part I of the Kerala Service Rules, 1959.

In the case where the enquiry report under Rulel0 is sent to appointing
authority or Government, as the case may be and if the suspension has not
been withdrawn till then the suspension shall be continued or withdrawn as
per the direction of the appointing authority or Government

NOTES

Panchayat Raj (Controlover Officers) Rules, 1997-R.8(6)-The statutory rule is to com-
plete the proceedings at the earliest as evident from sub-rule 6 of Rule 8 which pro-
vides the time limit of three months. Therefore the delay is not justified. Since conse-
quence is not provided for not completing enquiry within the time limit, it can be as-
sumed that the said provision is only directory. In other words, the violation of sub-
rule 6 may not result in nullification of the entire proceedings as the said rule is only
directory. — Pushpavally v. Seethathodu Grama Panchayat - 2002 (2) KLT SN111.

Appeal and re-examination.—(1) The officer concerned may file an appeal in
the form annexed as Appendix 2 to these rules against the order issued by
the President or Secretary as the case may be, on behalf of the Panchayat
imposing minor penalty on an officer under sub-rule (1) of Rule 7, before an
officer authorised by the Government for this purpose within thirty days on
receipt of such order:
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Provided that if the authority is satisfied that there is sufficient reason for not
filing the appeal within the specified time, the appeal received after the time
may be considered.

On receipt of the appeal under sub-rule (1), the authority authorised shall
call for and examine the connected records and shall after hearing in person
the officer who preferred the appeal and the President on behalf of the
Panchayat or any other person authorised by the Panchayat who imposed the
penalty which being the ground for appeal, confirm, modify or cancel the order
imposing such penalty or issue such orders as may deem fit.

The Government may require the records relating to every order issued under
sub rule(2) either suo-moto or on application and may reconsider such order
and pass appropriate order regarding it as they may deemit:

Provided that no application for reconsideration of an order shall be consid-
ered if it is received by the Government after thirty days from the date of
receipt of such order by the applicant:

Provided further that, an order adversely affecting an officer shall not be
passed by the Government without giving an opportunity of being heard:

Provided also that the Government shall not suo-moto reconsider an order
after One year from the date of the order.

Procedure on commission of offences which may result in imposing major
penalties.—(1) If the President or the Panchayat believes that an officer has
committed an offence which deserves any major penalty, the President, after
conducting the enquiry against such officer or employee shall send the en-
quiry report together with the opinion of the Panchayat there on to the ap-
pointing authority in the case of an employee of Panchayat referred to in
Section 180 and shall send to the Government in the case of an officer or
employee whose service has been lent to the Panchayat under sub-rule(1)of
Rule 3.

The appointing authority or the Government shall examine in detail the re-
port of the President and opinion of the Panchayat, as the case may be, and if
necessary after hearing the President or the officer alleged in person shall
take suitable decision regarding initiation of disciplinary action and that deci-
sion shall be intimated to the President.

In the case where the appointing authority or the Government decides to
initiate disciplinary action against the officer the procedure contained in the
Kerala Civil Service (Classification, Control and Appeal) Rules,1960 shall be
observed.

In the case where the alleged officer has been suspended from service under
Rule 8, matters as to whether suspension is to be continued or how the period
of suspension is to be reckoned shall be examined by the appointing authority
or Government, as the case may be, and shall issue suitable order.
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Observation of provisions of other rules.—In the case of suspension, imposi-
tion of minor penalty and appeal, the procedure laid down in the Kerala Civil
Service (Classification, Control and Appeal) Rules, 1960 and the Manual of
Disciplinary Proceedings of Government of Kerala shall be applicable to mat-
ters not mentioned in Rules 4 to 1 0 and if there is any doubt of dispute arise
regarding any of these, the decision of the Government shall be final.

Confidential report. —(1) The President shall prepare the confidential report
of the Secretary from time to time and send to the appointing authority.

The Secretary shall, prepare from time to time the confidential report of the
employees of the Panchayat for whom it is directed as keep confidential re-
ports and submit to the President for review and shall send to the appointing
authority together with review report of the President.

The President may send report regarding the service of the Government offic-
ers or employees whose service has been lent to the Panchayat from time to
time to the concerned appointing authority and the said report shall also be
taken in to account, while considering such officer or employee for promotion.

Granting of leave. —(1) The Secretary may grant leave including casual leave
to the employees of Panchayat referred to in Section 80 subject to eligibility
and the provisions of the Kerala Service Rules.

The President may grant casual leave to the Secretary and to the head of
office and institutions which have been lent by the Government subject to
eligibility.

The granting of leave except casual leave to officers referred to in sub-rule(2)
subject to eligibility and the provisions of the Kerala Service Rules shall be by
the Government officer authorised for this purpose.

Granting of leave including casual leave subject to eligibility and the provi-
sions of Kerala Service Rules to Government officer or employee not referred
under sub-rule (2) whose service has been lent to Panchayat shall be by an
officer authorised by the Government for this purpose.

In the case where granting of leave except casual leave to any officer under
sub-rules (3) and (4) is by a Government officer whose service has not been
lent to Panchayat the leave application shall be sent to the said officer to-
gether with the recommendation of the President.

APPENDIX I
MODEL OF MEMO OF CHARGE
[See sub-rule (6) of Rule 5]
MEMO OF CHARGE

Charge against Sri/Smt.........cccccvviii.... (name) working in the post

of...

................... in the....................c.o..... (place of work, officer, institution etc.)

under.......... Panchayat.
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It is seen that you, Sri/Smt.................... have committed the offence
ofcviiiinnn. (here enter the alleged offence or the substance of the offences,
relevant date or dates and place).

You are required to show cause, if any, in writing within fifteen days, from the
date of receipt of this notice, as to why disciplinary action should not be taken
against you under Rule 4 of the Kerala Panchayat Raj( Control over Officers)
Rules, 1997, and if no such statement is received from you within the said
period the matter will be proceeded with the presumption that you have noth-
ing to offer in this matter.

A statement of allegations on which the above charge or charges is/are based
is attached here with.

APPENDIX II
[See sub-rule(1l) of Rule 9]
Appeal against disciplinary actions of................ Panchayat.
Name and official address of the appellant
Number and date of the order
Appealed against (copy shall be enclosed)
Offence alleged for imposing penalty

Details of penalty awarded

Reasons based for appeal

(Enter the reasons in detail)

Place: Signature of the appellant
Date:

Explanatory Note

(This does not form part of the Notification, but is intended to indicate its general
purport.) As per sub-section (5) of Section 179, sub-section (9) of Section 180 and
sub-section (3) of Section 181 of the Kerala Panchayat Raj Act,1994( 13 of 1994),
the Panchayat is competent to impose minor penalties on Secretary, any officer or
employee of the Panchayat and Government Officers or employees whose service
has been lent to the Panchayat, respectively. The government intends to make
rules, presenting the procedure in the matter and specifying the controlling power
of the Panchayat over the officers and in the matter of granting of leave. This
Notification is intended to achieve the above object.

Place.......... President/Secretary.

........... For............................Panchayat.
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