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Introduction

1.1 Social Welfare and Local Government
The Seventy third amendments to the Constitution of India had made the Local
Self Government as the third tier of the Government structure. Based on the
constitutional amendment, Kerala had enacted the Kerala Panchayat Raj Act in
1994, which emphasized the importance of grass root level democracy. The Kerala
Panchayat Raj Act and the rules made there under empowered the Local Self
Government Institutions to take up various responsibilities for which the Government
of Kerala had transferred several institutions, functions and schemes under their
control to the local self-government institutions. Important one among them was
Integrated Child Development Services (ICDS) Schemes. As a centrally sponsored
scheme, ICDS was started on the 2nd October, 1975, under the supervision of
Ministry of Human Resource Development, Government of India. Later the scheme
was transferred to the Ministry of Women and Child Development. The programme
was formulated as an important means to implement National Child Policy. Directions
and guidelines for the smooth functioning of the Scheme were issued by the
Government of India in due course. As implementation of the scheme is done in
the grass root level, the same was transferred to the Grama Panchayats by the
Government of Kerala, which had further issued several guidelines for the proper
functioning of the scheme. As such the duties and responsibilities of the functionaries
and implementation of the scheme had changed accordingly.
Integrated Child Development is one of the most important functions of Local
Governments. It becomes possible only when steps are taken to ensure that the
rights of children are protected and the survival, protection, development and
participation of the children are ensured. Local Self Government Institutions should
(1)

work for the general development of adolescents along with the development of
children.
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 the function of running the Anganwadi,
which has been transferredto 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 mobilize 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 a holistic
view of the functioning of the transferred institution.

ii.

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

1.3. Functions
Running of Anganwadis is one of the major sectoral functions transferred from
the Department of Social Welfare (renamed as Social Justice) to the Grama
Panchayat (Schedule III of the Kerala Panchayat Raj Act 1994).
The following activities are to be carried out by the Grama Panchayats through
Anganwadis:
i.

Anganwadi Supplementary nutrition (To improve the nutritional and health
status of children in the age group 6 months to 6 years, adolescent girls,
pregnant and lactating mothers.)

ii.

Immunization (To immunize children and pregnant mothers against some of
the preventable diseases for which vaccine exists.)

iii.

To reduce the incidence of mortality, morbidity and malnutrition.

iv.

Health check-up including health care of children less than six years of age,
antenatal care of pregnant and postnatal care of lactating mothers. Various
health services provided for children by Anganwadi and Primary Health Centre
(PHC) includes regular health check-ups, growth monitoring, immunization,
management of malnutrition, treatment of diarrhea, de-worming and
distribution of simple medicine etc.

v.

Referral services to access curative health services for the children suffering
from various diseases.

vi.

Nutrition and Health Education (To enhance the capability of the mother to
look after the normal health and nutritional needs of the child through proper
nutrition and health education.)
(2)

vii.

To improve physical and mental capabilities of adolescent children

viii. Non – Formal Pre-school education of children between 3 to 6 years (through
Early Childhood Care and Education (ECCE) method)
ix.

Spread / Raise awareness against social evils through various programmes.

The above functions or objectives are sought to be achieved through a package of
services which primarily comprises of Supplementary nutrition, Immunization, Health
checkup and referral services.
The concept of providing a package of services is based primarily on the
consideration that the overall impact will be enhanced if different services are
coordinated and integrated.
Services

Target Group

Service Provided by

Supplementary Nutrition

Children below 6 years: Pregnant Anganwadi Worker (AWW)
& Lactating mother (P&LM), and Anganwadi Helper
Adolescent Girls

Immunization

Children and Pregnant women

Health Check-up

Children, Pregnant & Lactating AWW/JPHN/MO
mother (P&LM)

Referral Services

Children, Pregnant & Lactating AWW/JPHN/MO
mother (P&LM)

Pre-School Education

Children 3-6 years

Nutrition and Health Education Women (15-45 years)

AWW/Junior Public Health
Nurse
(JPHN)/Medical
Officer (MO)

AWW/AWH
*AWW/JPHN/MO

*AWW assists JPHN in identifying the target group.

1.3.1. Financial Norms
The support for supplementary nutrition from the Government for different
categories of beneficiaries are given below
Sl. No.

Category

Rates (per
beneficiary per day)

1.

Children (6-72 months)

Rs.6.00

2.

Severely malnourished children (6-72 months)

Rs.9.00

3.

Pregnant women and Lactating mothers

Rs.7.00

1.3.2. Nutritional Norms
The Government of India, taking into consideration the health standard of children,
has revised the national norms also recently as follows:
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Sl. No.

Category

Rates (per
beneficiary per day)
Calories (K Cal)

Protein (g)

1.

Children (6-72 months)

500

12-15

2.

Severely malnourished children (6-72 months)

800

20-25

3.

Pregnant women and Lactating mothers

600

18-20

This programme aims to bridge the gap between the requirement and availability
of nutrition of people of different age groups who are beneficiaries of the scheme.
Most of the beneficiaries are babies aged below three years, children from three to
six years, pregnant women, breast feeding mothers and adolescent girl children.
The programme aims to ensure holistic, physical, psychological, cognitive and
emotional development of children less than 6 years of age. The programme also
nurtures protective child-friendly and gender sensitive family and community with
greater emphasis on children under 3. Further, it promotes optimum early childhood
care, development and learning including maternal care.
Anganwadis are treated as the center of social resources. Almost all welfare
programmes of Social Justice Department are implemented through Anganwadis
at the grassroots level.

(4)
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1.4. Grama Panchayats and Anganwadis
i.

The functions, institutions and schemes of Government related to the
matters included in the 3 rd Schedule of the Kerala Panchayat Raj Act,
1994 has been transferred to the Grama Panchayat as per G.O (P) 189/
95/LAD dated 18/09/1995. (Annexure 1)

ii.

Considering the recommendation of the committee on decentralization of
powers regarding restructuring of Development Departments in with the
functional responsibilities to Local Governments. Government of Kerala
vides G.O (P) 188/2000/LSGD dated: 04/07/2000 (Annexure 2) had issued
orders transferring functionaries to the LSGIs. Accordingly the services of
the ICDS Supervisors were placed under Grama Panchayat.

iii.

The Government of Kerala vide G.O. (P) 189/2000/LSGD dated: 04/07/
2000 (Annexure 3) had further issued directions regarding the division of
work among unit offices. As per this all functions relating to women and
child development has been entrusted to the ICDS Supervisor.

(6)

Chapter

2

Services and
Responsibilities

2.1. Services Provided by Anganwadis
As per the existing norms it is proposed to provide one Anganwadi for every 800
persons. Mini Anganwadis are also established in the remote areas where the
population of Scheduled Tribes, Scheduled Caste, fishermen or other backward
class lives in small pockets. It is estimated that every Anganwadi may have below
30 preschool children, equal number of babies aged 0 to 3 years and 10 pregnant
women or breast feeding mothers. Anganwadis are centers of child care and preschool education. The Anganwadis carry out many important activities related to
the welfare of children, adolescent girls, women, old aged and differently abled
persons. Many developmental schemes for the children, who are undoubtedly invaluable assets and hold a promise to the future of a nation, are implemented
through the Anganwadis. Anganwadis work to ensure proper growth of all children
by providing various services to the children of age 0 to six years. Special attention
is given to pregnant women, nursing mothers, adolescent girls, differently abled
and old aged persons. Many meaningful interventions in this area are done through
local planning, through Anganwadis. The Local Self-Government Institutions have
to ensure physical, mental, emotional, social and developmental interventions in
the areas of children, women, old aged and differently abled persons. The services
of Anganwadis (See Annexure 4) are:
i.

Early Childhood Care Education and Development (ECCED)
a.

Early Childhood Care Education & Development (ECCE)/ Pre-school Nonformal Education

b.

Supplementary Nutrition
(7)

ii.

Care and Nutrition Counselling

iii.

iv.

a.

Infant and Young Child Feeding (IYCF) Promotion and counselling

b.

Maternal Care and Counselling

c.

Care Nutrition, Health and Hygiene Education

d.

Community based care and Management of underweight children

Health Services
a.

Immunization and micronutrient supplementation

b.

Health Check Up

c.

Referral Services

Community Mobilization, awareness, advocacy and IEC

The core interventions and other details of the above services are given in Annexure 4. In addition to the above, the following services should be provided through
Anganwadis:
i.

Organising the Adolescent Girls Club and counseling its members on
adolescent and reproductive health, hygiene and related issues and providing vocational education.

ii.

Campaign for Grama Sabha/Ward Sabha

iii.

Effective intervention in Jagratha Samithi

iv.

Interventions for enhancing social security.

2.1.1 Adolescent Girls (11 to 18 years)
The following are the services for adolescent girls:i.

Health and Nutrition education

ii.

WIFS programme [Weekly Iron and Folic Acid Supplementation Programme]

iii.

Life skill education

iv.

Supplementary nutrition

v.

Vocational Training

vi.

Awareness programmes

2.1.1.1. SABLA Scheme [Rajiv Gandhi Scheme for Empowerment of Adolescent
Girls (RGSEAG)]
The objectives of the scheme are to:
i.
ii.
iii.

enable self-development and empowerment of Adolscent Girls (AGs);
improve their nutrition and health status;
Spread awareness among them about health, hygiene, nutrition, Adolescent Reproductive and Sexual Health (ARSH), and family and child care;
(8)

iv.

upgrade their home-based skills, life skills and vocational skills;

v.

mainstream out-of-school AGs into formal/non formal-education; and

vi.

Inform and guide them about existing public services, such as PHC, CHC,
Post Office, Bank, Police Station, etc.

There are two major components under this Scheme, Nutrition Component and
Non Nutrition Component as follows:
I.

Nutrition Component:
Take Home Ration or Hot Cooked Meal (130 gms per day for 25 days a
month)
For 11-14 years:
Only for out of school girls
For 14 -18 years:
both out of school and in school girls
a)

Non Nutrition Component: 11-16 years (girls)
i.
ii.
iii.

b)

Iron and Folic Acid (IFA) supplementation,
Health check-up and Referral services
Nutrition & Health Education (NHE) Counseling / Guidance
on family welfare, ARSH, child care practices
iv. Life Skill Education and accessing public services
16-18 years (girls)
i.
Vocational training under National Skill Development
Programme
ii.
For In school Adolescent Girls: (twice a month – average)
SERVICE

SERVICE PROVIDER

Nutrition Provision Rs.5 per day
(600 calories and 18-20 gram of protein
IFA supplementation
Health check-up and Referral services*.
Nutrition & Health Education
Counseling/Guidance on family welfare,
ARSH, child care practices and home
management
Life Skill Education and accessing public
services (also includes efforts to main
stream into formal/non formal education )
Vocational training (for girls aged 16 and above)
using existing infrastructure of other Ministries /
Departments: NSDP

AWW /AWH/Peer Leader
JPHN/AWW/Health System
JPHN/ MO/AWW
AWW/JPHN/ASHA/MNGO**

MNGO/JPHN/NRHM setup/AWW
MNGO/Education setup/Youth Affairs/
AWW/ICDS Supervisor
Through NSDP of Ministry of Labor,
ICDS Supervisor/CDPO: to coordinate

* Health services are to be provided by establishing convergence with M/H&FW
**Mother NGOs (MNGO) include resource persons

(9)

2.1.2. Kishori Sakthi Yojana - KSY
Kishori Shakti Yojana (KSY) seeks to empower adolescent girls, so as to enable
them to take charge of their lives. It is viewed as a holistic initiative for the
development of adolescent girls. The programme through its interventions aims at
bringing about a difference in the lives of the adolescent girls. It seeks to provide
them with an opportunity to realise their full potential.
The broad objectives of the Scheme are to improve the nutritional, health and
development status of adolescent girls, promote awareness of health, hygiene,
nutrition and family care, vocational training, link them to opportunities for learning life skills, encourage going back to school, help them gain a better understanding of their social environment and take initiative to become productive members
of the society.
2.1.3 Old aged
Help the eligible persons to apply for old age Pension, counseling to tide over the
loneliness, arrange meetings of such persons and make them participate in various activities including those for maintaining fitness and good health.
2.1.4 Differently Abled Persons
Identify children who are differently abled and arrange for their rehabilitation
and special education to the extent possible. Another objective is to help disabled
persons to apply for Disability Certificate and thereby receive due benefits including disability pension.

2.2. Responsibilities of Employees
The responsibilities of the ICDS Supervisors and Anganwadi Workers/ Helpers
are detailed below.
2.2.1. ICDS Supervisor
I.

The Integrated Child Development Services Scheme, in the Grama Panchayat
level is headed by the ICDS Supervisor under the control of Grama Panchayat.
The transfer and posting, service matters, Pay and allowances etc. are
controlledby the Social Justice Department, Government of Kerala whereas
the funds and control rests with the Grama Panchayat. There will be one or
more supervisors in a Grama Panchayat as directed by the Government, taking into consideration of the number of Anganwadis.

II.

Duties and responsibilities of Supervisors
a.

Providing directions and supportive assistance to Anganwadi Workers

b.

Periodic visit of Anganwadi Centers including joint visit with the JPHN

c.

Periodic visit of Anganwadi Centers should be at least once in a month
for the following purposes
i.

To make arrangements for conducting Survey
(10)

ii.

To ensure the updating of Survey Registers

iii.

To ensure that the family register and
pared accurately

iv.

To check whether the weighing scales are functional and if possible, take the weight of some children to verify the accuracy of
data recorded by the Anganwadi Worker.

v.

To help the Anganwadi Worker to ensure the growth monitoring of
the children and to check if all the children have been weighed as
per protocol and enquire about those children whose weights were
not measured regularly.

vi.

To help the Anganwadi Worker to conduct health education classes
for mothers.

vii.

To visit the houses of malnourished children and mothers and ensure the daily house visits of Anganwadi Worker.

beneficiary lists are pre-

viii. To check the Registers and Records of Anganwadi.
ix.

To ensure that the entries of Birth, Death and vaccinations are
made in the concerned Registers.

x.

To submit report to the Grama Panchayat about incidents of malnutrition in different Anganwadis of the Grama Panchayats and to
suggest steps for reduction of malnourishment.

xi.

To ensure that the entries of stock of food, assets, teaching and
learning materials etc. are proper and irregularities if any, should
be reported to the Project Officer and Grama Panchayat.

xii.

To ensure that the medicines for first aid and primary ailments are
adequate, safely stored and entered in the concerned Register. The
medicine shall be dispensed only as per the instructions given by
the Medical Officer.

xiii. To ensure that the Anganwadi workers maintain good relations with
the Women Groups like Kudumbasree
xiv. To ensure that the preschool education conducted in Anganwadis is
as per the prescribed time table and themes.
xv.

To maintain good relationships with elected representatives, primary school teachers, youth clubs etc.

xvi. To intervene in the personal and official problems of workers and
help them to overcome their problems.
xvii. To ensure the safety and security of children in the Anganwadis in
the absence of worker/helper or both and protect the children from
physical torture and punishments from the staff.
(11)

xviii. To ensure the list of children who had not undergone the
vaccinationsis forwarded to the Project Officer and other concerned.
xix. To ensure that the Anganwadis are working according to the time
table prescribed.
d.

Conduct Sector meetings periodically and prepare plan for the ensuing
month.

e.

Act as the Convener of the Grama Panchayat level ICDS Coordination
Committee (See para 3.3.2) and conduct the meeting.
i.

Convene the Coordination Committee meeting as and when the
Chairperson demands.

ii.

Review and report the implementation of ICDS projects, highlighting the incidents and causes of malnutrition and ways to overcome
the issues.

iii.

Integrate the works of department and local bodies amicably.

f.

Formulate plan for the feeding and other allied activities in the Anganwadis
as the Convener of the working group and implement the plan projects
entrusted by the Grama Panchayats.

g.

Participate in the Standing Committee meetings which review the implementation of Plan schemes and participate in Grama Panchayat meetings if directed by the President and also take part in seminars and
other meetings arranged by the Grama Panchayat.

h.

Participate in the Grama Sabhas.

i.

Ensure proper utilisation and accounting of funds allotted by Grama
Panchayat/other Local bodies.

j.

Keeping registers, records and vouchers updated.

k.

Prepare and submit accounts for audit and participate in the Audit process.

l.

Ensure timely reply on audit queries and remarks.

m.

Timely reporting of child marriage.

n.

Formulation of projects

o.

i.

The ICDS Supervisor being the Implementing Officer and the
Convenor of the Working Group is responsible for the formulation of
the projects as per the guidelines issued by Government from times
to time.

ii.

The ICDS Supervisor shall ensure that there is no feeding interruption due to any delay in plan formulation.

Anganwadi Workers Participation in the Grama Sabha
i.
Besides this, ensure that the Anganwadi Workers of each ward are
participating in the Grama Sabha of the wards concerned and take
(12)

part in the discussions concerning their institutions and give necessary suggestions and explanations. The Supervisor shall participate in the Grama Sabha as far as possible. Participation of the
Supervisor in the development seminar is compulsory
ii.

p.

q.

The Supervisor should submit to the Grama Panchayat, the suggestions regarding maintenance works sufficiently earlier so as to enable the Grama Panchayat to incorporate them in the annual plan.
The Supervisor has the responsibility to prepare the projects of the
concerned sectors as and when instructed by the Grama Panchayat
with the assistance of the Anganwadi Workers. The Supervisor should
use the expertise of the working group members to prepare the plans.

Implementation of the plan
i.

The Supervisor shall function as the implementing officer of the
projects of the sectors entrusted to them.

ii.

The Supervisor shall follow the procedures as envisaged in the plan
guidelines and subsidy norms

Giving explanation to the audits
i.

The Supervisor as an Implementing Officer has the responsibility to
present the files and explanation for audit and inspection.

ii.

The supervisor is also responsible to answer the questions and clarify
the queries regarding the schemes in the Grama Sabha and social
audit.

2.2.2. Anganwadi Worker
An Anganwadi Worker must have the capacity for extension of various schemes
and for education, communication and counseling. The responsibilities of a Worker
can be broadly divided into five areas:
1.

Survey and Planning for the implementation of the Schemes
i.

Preparation of map of the Anganwadi area.

ii.

Conduct annual survey during the month of March or as directed by the
Government from time to time and collect data

iii.

Regarding the children below 6 years, pregnant women, lactating mothers, adolescent girls, old aged, and differently abled. Update the survey
register timely by purposeful house visits or by individual contact. For
this purpose, the Worker shall visit at least five houses every day before
or after the working time of Anganwadi.

iv.

Enrolling all children of the area to the Anganwadi immediately after
birth and maintain liaison with the JPHN.

v.

Establish and maintain liaison with the public, particularly women.

vi.

Maintain records on information of Birth and Death including neonatal
death, infant death, and maternal death.
(13)

2.

Providing service
i.

Monitor growth of every child enrolled with the Centre by measuring
their weight at prescribed intervals (daily/weekly/monthly as per the
nutritional status) and prepare growth charts of all children below the
age of 5 years and ensure that proper guidance is given to mothers.

ii.

Prepare Community Growth chart of each child and hand over to Supervisor.

iii.

Preparation and supply of supplementary nutrition at 3 p.m. daily for
minimum of 25 days in a month only to enrolled and eligible beneficiaries as per the norms (ref. para 1.3.2.2) with special focus on the malnourished children and as demanded by the Grama Panchayat Projects

iv.

Providecounseling to pregnant and lactating mothers. Assist the Health
Workers for periodical health check up and immunization.

v.

Identify differently-abled children and early detection of disabilities

vi.

Emergency medical care of the children having communicable diseases
or when met with accidents in the Anganwadis shall be provided as early
as possible without waiting for the parents.

vii.

Initial treatment for ordinary medical issues, using the medicine kit
under the supervision of health workers

viii. Referral service – After initial treatment, refer the beneficiaries to the
Health Centers for better treatment.

3.

4.

5.

ix.

Provide health and nutrition education for adolescent girls and women.

x.

Pre-school education.

xi.

Implementation of other schemes at Anganwadi level.

Communication and Education
i.

Communication with families, parents and public for education on child
growth, nutrition and hygiene.

ii.

Conduct educational and extension programmes

iii.

Prepare materials for communication and education.

Public Relations
i.

To seek participation and cooperation of people.

ii.

Maintain friendly relations with primary school teachers, health workers and women associations.

Maintaining Records and Reporting
i.

Registers should be maintained and records updated regularly.

ii.

Prepare and submit monthly progress report to the CDPO and the Grama
Panchayat through the Supervisor.
(14)

The duties and responsibilities of the Anganwadi Worker also includes
iii.

Conducting pre-school education (ECCE) in Anganwadis as per the prescribed time table and themes. (Annexure 18).

iv.

Taking necessary steps to register the Anganwadi Centres and take
license as per Food Safety Standards Act 2006, Rules and Regulations
2011.

v.

Take medical fitness certificate as per Food Safety Standards Act 2006,
Rules and Regulations 2011.

vi.

Obtain fitness certificate of the Anganwadi building from the LSGD
Engineer during the month of May every year.

vii.

Protect the Anganwadi building and premises from dangerously positioned trees branches and bushes by cutting or pruning

viii.

Record bio metric attendance of the children at 9.30 am and 2.30 pm
daily if there is such a system.

ix.

Provide initial protection.

x.

Supply double ration to the severely malnourished children

xi.

Store food products and other materials safely and hygienically.

xii.

Ensure periodical house visits and give proper directions to the concerned

xiii.

Give assistance to Health workers for providing health checkup and
immunizations.

xiv.

Advise parents of malnourished children for further checkup.

xv.

Maintain Registers and Records correctly.

xvi.

Celebrate “Praveshanothsavam” as per government directions.

xvii.

Ensure women participation in Grama Sabhas.

xviii.

Keep healthy relationship with representatives of local associations,
teachers and elected representatives.

xix.

Guide and develop the possibility of using local knowledge for the development of children.

xx.

Proper guidance and assistance to the Adolescent Girls Club members.

xxi.

Collect and provide data to local bodies and Department as and when
required

xxii.

Conduct Nutrition and Health Education (NHE) and convene Anganwadi
Level Monitoring and Supporting Committee once in a month. (See
Para 3.3.4)

xxiii.

The Anganwadi Worker shall submit a status report on the functioning
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of the Anganwadi before the Anganwadi level Monitoring and Supporting Committee.
xxiv.

Participate regularly in the Sector/Project meetings and other meetings in the Anganwadis.

xxv.

Ensure safety and complete protection of children, even in the absence of Worker/Helper or both and strictly avoid punishment and
physical torture.

xxvi.

Assist Field Publicity Department for conducting seminars.

xxvii.

Ensure participation of adolescent girls in the functioning of Anganwadis

xxviii. Sensitise public on proper care, protection and growth of children.
xxix.

Cooperate with Primary School Teachers for avoiding drop outs in the
schools.

xxx.

Ensure the students enrollment in Primary Schools after Pre-school
education.

xxxi.

Participate in Ward level Jagratha Samithis when required.

xxxii. Ensure timely remittance of electricity/water charges.
xxxiii. Report Child Marriage events to Superiors and Grama Panchayat.
xxxiv. In addition to above, attend other works and responsibilities that are
entrusted by the Grama Panchayat from time to time.
2.2.3. Anganwadi Helper
Duties and Responsibilities of Anganwadi Helper are the following:
i.

Take medical fitness certificate as per Food Safety Standards Act 2006, Rules
and Regulations 2011.

ii.

Maintain personal hygiene and keep the Anganwadi and its premises clean
and neat every day.

iii.

Ensure the personal hygiene of children and provide training to them for
using toilets and keeping it clean. Helper should clean the toilets at least
twice a day.

iv.

Prepare the food and serve to the children and to maintain hygiene in the
entire process.

v.

Bring the students to the Anganwadi, if necessary.

vi.

Assist the Worker for measuring weight, health checkup, and vaccinations.

vii.

Proper management of waste.

viii. Develop and maintain vegetable garden.
ix.

Engage in the Pre-school activities of the children in the absence of Anganwadi
Worker.
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x.

Ensure participation of mothers in various meetings.

xi.

Clean the utensils and other materials regularly and maintainit properly.

xii.

Ensure protection of the children in the Anganwadi.

xiii. Ensure that the students do not come close to the fire, electricity and gas in
the kitchen.
xiv. In addition to above, attend other works and responsibilities that are entrusted
by the Grama Panchayat from time to time.
Common qualities for Anganwadi Staff:
xv.

Love the children and be friendly to them

xvi. Patience in handling the children
xvii. Punctuality in attendance
xviii. Ability to sing and dance and organize games
xix. Cleanliness (Personal and environmental)
xx.

Joyfulness

xxi. Ability to collect data and maintain records
xxii. Maintain good relations with parents

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 responsibilities by maintaining the highest standard of responsibility, honesty, integrity,
transparency and accountability. Since each of them actually serve the local community to which they themselves belong, their selfless service will go a long way in
the 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.

(17)
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3.1. Physical Infrastructure
The Grama Panchayat has the obligation to make available basic facilities in the
Anganwadi located within its jurisdiction for functioning efficiently. The assets
transferred to the Grama grama Panchayat shall, therefore, be maintained properly.

3.2. The Facilities Required for an Anganwadi
Anganwadi aims at the comprehensive development of children and most of the
services provided are related to child development. Anganwadis being the
institutions that connect homes to schools, it is essential to create a homely
environment in Anganwadis.
3.2.1. Location: Must be a place of easy access for the Beneficiaries
i.

The area must be protected by a compound wall with automatic closing gate.

ii.

Proximity to the road

iii.

The premises and the surrounding must be hygienic.

iv.

A small playground may be maintained as far as possible.

3.2.2. Building
i.

Building must have at least three rooms, i.e., class room for non-formal
education, store room and kitchen, dining room and veranda and ramp with
railings for the differently abled.

ii.

The building must have sufficient ventilation and natural lighting.

iii.

The building must be plastered and painted child friendly to attract children
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iv.

The building must be leak proofed by strong roofing.

v.

The building must have sufficient number of windows and strong lockable
doors.

vi.

The floor shall be made tough by concreting, leveling, pressing and shall be
washable.

vii.

The building must have a baby friendly toilets and a general toilet

viii. The building must have electric connection. The electric control system should
be installed in a place which is inaccessible to children.
ix.

x.

The following instruments must be provided in the main room:
a.

Baby weighing scale

b.

Salter Scale

c.

Platform weighing scale

The following materials must be provided in the Anganwadis:
a.

NameBoard containing the details of the Anganwadi

b.

Name Board containing the details of Supervisor (with contact no.),
Anganwadi Worker and Helper

c.

Computer with Internet connection, LCD Projector, Television and CCTV
surveillance system can also be provided depending on the availability of
funds.

d.

Blackboard/Green Board (with stand or fixed on the wall), White Board

e.

Baby Chair and table per child.

f.

One lockable almirah for the worker.

g.

Waste baskets

h.

Children's Board (Lower portion of the classroom wall)

i.

Table (with draw)-1

j.

Chairs-4-5

k.

Almirah (with shelves)-1

l.

File rack-1

m.

First aid box-1

n.

Medicine kit

o.

Board containing the general information about the Centre.

p.

Clock, bell, phone

q.

Notice Board

r.

Fan
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xi.

Bio-Metric Identification Facility
There shall be a facility for Bio metric identification of children in Anganwadis,
depending on the availability of fund

xii.

The following utensils also must be supplied to Anganwadi centers:
a.

Brooms

b.

Mops

c.

Toilet brush

d.

Buckets for Toilet

e.

Buckets for kitchen

f.

Mugs

g.

Soap

h.

Other cleaning materials

i.

Cooking Utensils

j.

Plates, Spoons and tumblers for serving food

k.

Vessels for cooking food

l.

Apron

m.

Gas Stove/Smokeless Choola

n.

Cooking Fuel (LPG)

o.

Water purifier

p.

Toys
i.

ii.

Outdoor
¾

Merry go round

¾
¾
¾
¾
¾
¾

Seasaw
Sliding ramp
Swings
Garden huts
Sandpits
Parallel bars

Indoor
¾
¾
¾
¾
¾
¾

Building blocks made of Wood
Tri cycles
Cars
Swan
Mobile toys
Painting brushes
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¾
¾
¾
¾
¾
¾
¾
¾
¾
¾
¾
¾
¾
¾
¾
¾
¾
¾
¾
¾
¾
¾

Colour chalks, Crayons, Sketch Pens
Clay
Scissors
Drum/Dholak/Anglets/Flutes/Mouth Organ and other musical
toys
Puppets
Flash Cards and picture charts for story telling
Card board blocks
Charts
Stamp - it
Dolls
Cards to teach colours, numbers and letters
Beads, balls
Puzzles
Models
Materials to make toys for various themes
Teaching Learning materials
Equipment for teaching, counting and basic arithmetic's
Materials to make teaching aids
Wall shelf for keeping children's belongings
Sleeping mats or Baby bed (Periodically replaced)
Floral and vegetable gardens in the compound
sufficient water (Open well with guard/Water connection/Bore
well)

3.2.3. The Kitchen and store
i.

Kitchen
The place where the food is prepared is the kitchen. The area for the kitchen
and the store shall be proportionate to the students' strength. The doors of the
kitchen shall be larger in size than those of the others and shall not open
directly to the class room. The storeroom with sufficient food containers for
keeping the food materials safe is a part of the kitchen. The construction of
the kitchen shall be done so as to let natural light and air to get in.
Arrangements shall be made not to let in rain water, excessive sunshine,
rats, cats, dogs, birds, creatures andinsects. Entry of strangers to the Kitchen
shall be prohibited.

ii.

Roof
The roof shall be strong and heat proof to withstand the climatic changes and
fire. The construction of the roof with materials that are hazardous and
inflammable must be avoided
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iii.

Floor
The floor shall be made strong by concreting, and leveling and pressing.

iv.

Cooking fuel
The gas stove or smokeless choola must be fuel efficient and smoke free and
not hazardous.

v.

Firewood
The arrangement for keeping the firewood and ash preferably outside the
cooking room shall be made. The ash can be used as manure for the kitchen
garden, floral garden and the fruit trees in the Anganwadi premises.

vi.

Utensils
There shall be sufficient number of utensils of different measurements and
maintained clean.

vii.

Sanitation
Arrangements for proper drainage system to drain the waste water and filth
resulting from the cleaning of the kitchen and utensils. The soakage pit to
drain the waste water and garbage pit for composting the bio degradable waste
should be built. The non-degradable waste should be segregated and disposed
at times.

viii. Electricity
The Anganwadi building should have electric connection with lights and fans
in convenient positions.
ix.

Furniture
There shall be facilities like racks, Almirahs (lockable) etc. to keep the utensils,
and provisions for cooking and serving food in the kitchen.

x.

Store Room
The store room with sufficient area shall be built in the kitchen. Safe food
containers to keep food materials and groceries to avoid pest infestation shall
be provided. The rack (made of wood or metal on the wall using thin slabs) to
keep the basins or utensils which are not used daily, should be available in
the store room. Measurement devices shall be compulsorily available. The
store rooms should have strong and lockable doors to ensure safety of food
materials.

xi.

Safe drinking water
a.

There shall be arrangements to make available safe drinking water; and
water for other purposes in all Centers.

b.

If the source of water is a well, the same shall have proportionate size
and the quality of water should be tested at least once a year.

c.

The size of the water tank shall be decided in proportion to the volume of
the water usage.
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d.

It shall be ensured that necessary quantity of water is storedevery day.

e.

The well and the tank shall be safe guarded and protected.

f.

At least once a year, the cleaning of the top to bottom of the well shall be
done compulsorily.

g.

The water tank shall be cleaned once a month.

h.

Water tap shall be fitted in the kitchen to assure safe drinking water.

3.3. Administrative Structure
3.3.1. Structure
The administration of the AWCs in the Grama Panchayat level is as follows:
Administrative Structure
Director of Social Justice
Department

State Project Director

Grama Panchayat

Joint Director

District Social Justice Officer

Welfare Standing
Committee

Child Development Project
Officer (CDPO)

Panchayat Level ICDS
Coordination committee

ICDS Supervisor

Anganwadi Level Monitoring and Supporting
Committee
Anganwadi
Worker
Anganwadi
Helper
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3.3.2. Welfare Standing Committee
The Welfare Standing committee headed by its Chairman and other members,
who are elected representatives of the Grama Panchayat, ensures the
implementation of the schemes and proper functioning of Anganwadi and formulates
proposals for the future development. This includes the preparation of the
maintenance plan of Anganwadis, in consultation with the Supervisor and the
Anganwadi Level Monitoring and Supporting Committee and presenters if before
the Grama Panchayat.The supervision of all Anganwadi in the Grama Panchayat is
the responsibility of the Welfare Standing Committee. The responsibility includes
bridging gaps in the infrastructure facilities, modernisation, implementation of
nutrition programme, preschool education and monitoring the efficiency and
effectiveness of the staff.
3.3.3. Grama Panchayat Level ICDS Coordination Committee
I.

II.

Composition:
1. Grama Panchayat President

:

Chairman

2. Secretary, Grama Panchayat

:

Member

3. Medical Officer, PHC

:

Member

4. Head Master(s), GLPS

:

Member

5. One Anganwadi Worker (by rotation)

:

Member

6. Extension Officer (LVEO)

:

Member

7. Agriculture Officer

:

Member

8. Supervisor, ICDS

:

Convener

Functions:
i.

To monitor and review the implementation of ICDS programme.

ii.

To ensure the coordination with other Departments and Local Self
Government Institutions.

iii.

To identify bottle necks and find out solutions.

iv.

To report progress and implementation of various services of ICDS.

v.

To conduct the meeting of the Grama Panchayat Level ICDS Committee.
It must be called for once in every two months.

3.3.4. Anganwadi Level Monitoring and Supporting Committee
I.

Composition:
i.

Grama Panchayat Ward member - Chairperson

ii.

Representatives of Area Development Society (2 Members on rotation) Members

iii.

ASHA - Member
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II.

III.

iv.

Community Based Organisation (2) Members

v.

Community (Teachers/Retired Gov. Officials/Parents of Children attending
AWC) (3) Members

vi.

Sakhi under SABLA Programme (if any)- Member

vii.

Anganwadi Worker - Convener

Functions:
i.

The Committee will organise monthly meetings to discuss various issues
based on the status report submitted by the Anganwadi Worker and record
minutes of the meeting. A copy of the minutes may be sent to the Grama
Panchayat and Block level Committee and CDPO through Supervisor.

ii.

ICDS Supervisor, ANM/JPHN, LHI may be invited to the meetings.

Roles:

The Anganwadi level Committee will review and suggest/take measures for
improving delivery of services at the AWC. The Committee is authorised and expected
to play the following roles:
i.

Check regularity of functioning of AWC;

ii.

Ensure coverage of all eligible beneficiaries as against the surveyed
population; to check if there is chronic absenteeism of children above 3
years who are already enrolled.

iii.

Review status of availability and proper distribution of supplementary food
to all beneficiaries for at least 25 days in a month;

iv.

Review nutritional status of children 0-6 years, and ensure that the
weights of all the children are measured regularly. Availability of WHO
Growth Charts and mother and child protection cards will be ensured;
and steps taken to improve the nutrition status of malnourished. Availability
of adequate food, safe water and sanitation arrangements; shall also be
closely monitored.

v.

Review functioning of non-formal PSE – activities per day, development/
use of local learning and play materials; organising parents meetings;
etc.

vi.

Ensure participation of AWWs at Village Health Sanitation Committee
(VHSC) meetings;

vii.

Ensure participation of at least one of the members of the committee
(other than AWW, Asha and JPHN) on the monthly Village Health and
Nutrition Day at each AWC and to ensure that it is well-organised and
well attended, and that all due services are rendered on that day;

viii. To check whether the weighing scales are functioning properly.
ix.

Review facilities available at the AWC in the light of established norms
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(Infrastructure including clean water, toilet, play area, medicine kits,
cooking utensils, etc.); [The Committee may consider ways of locally
strengthening the AWC infrastructure mobilising resources from the
community/other schemes]
x.

Review receipt and utilisation of consumables such as food supplements
and medicines as well as physical stocks. Find reasons for any shortfall
from expected norms, or discrepancies in stocks; Document and report
such short falls and discrepancies to the Block level Monitoring Committee
and CDPO;

xi.

Attend to any local disputes related to the AWC or AWW, and resolve
such disputes amicably; flag unresolved disputes to the Grama Panchayat
or Block level Monitoring Committees;

xii.

Interact with the AWW/ICDS Supervisor to understand reasons for any
short falls in services provided at the AWC, and find ways to locally
strengthen services or correct shortfalls; formally document and report
unresolved issues to the Block Level Monitoring Committee with a copy
to CDPO, MO /PHC and Grama Panchayat as appropriate and concerned.

xiii. Any other matter as may be relevant for improving service delivery.
NOTE:
a.

To ensure any/all of the above, the AWC level Committee Members are expected to:
Familiarize themselves with the objectives and sprit of the ICDS programme. Familiarize
themselves with the established norms and guidelines for ICDS by obtaining a copy of
such guidelines from the Block Level Monitoring Committee; interact with members of
the Block level Monitoring Committee, or the Supervisor or CDPO, or with the LHV or MO
/ PHC to seek any clarifications regarding these norms. Visit the AWC periodically and
interact with other members of the community to enquire about the functioning of the
AWC,convene monthly meetings to transact its business, preferably soon after the
preparation of the AWC MPR, and maintain minutes, recording the attendance of Members,
issues reviewed, findings, and action taken. Send a copy of the minutes of the monthly
meeting to the Block Level Monitoring Committee.

b.

On any issue, while it is always preferable to have negotiated and unanimous decisions,
the Members present may take decisions based on guidelines and norms. Unresolved
issues may be sent to the higher level of decision makers, for further direction.

The Committee and its Members will conduct their business in a manner that
does not disturb the day to day activities of the AWW/AWC.

3.4 Office Administration
The Anganwadi shall function from 9.00 am to 3.30 pm on working days. Its
administration should be guided by the rules applicable to the Grama Panchayat
and allied institutions as prescribed in the manual of Office Management.
3.4.1. Exhibit Institutional Information (Institution Board);
A wall board detailing the brief and transparent information regarding the office
and the institution shall be exhibited in the concerned offices.
(27)

i.

Name of the Grama Panchayat

ii.

Name of the institution

iii.

Name of Ward

iv.

Ward No:

v.

Name of Post office

vi.

Pin code

Note: The Name of the institution shall be entered as ……….Grama Panchayat Anganwadi.

3.4.1.1. A Board showing the number of beneficiaries category wise shall be
exhibited at a conspicuous place.
3.4.2. Public/News Announcements (Notice Board)
Establish Notice boards in each Anganwadi for exhibiting survey reports and
advertising time-bound public announcements regarding Anganwadi service. The
notice boards shall 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 on this board is illegal shall be mentioned in the Board.
Tearing off or defacing of the announcements made in the Board is illegal. This
shall be mentioned in the Board.
3.4.3. Suggestion/Complaint Box
A box shall be installed for the general public and service-owners for depositing
suggestions in writing, recommendations to improve the working, complaints and
grievances in a place which could be visible to all. The Chair Person of the Anganwadi
Level Monitoring and Supporting Committee shall open the suggestion/complaint
box with the key in his/her possession, on the day of the meeting and it shall be
included in the agenda. The complaints/suggestions shall also be recorded in the
register after sorting them item-wise. Steps shall be taken to implement those
suggestions which could be fulfilled at the Anganwadi-level. Those suggestions
which require the approval of the Grama Panchayat/department shall be sent for
the same. If any grievances or complaints regarding the employees or officials are
submitted through the box, the same shall be forwarded to the Grama Panchayat
President, with remarks of the Committee, after entering it in the register. In
cases where decision is possible at the Anganwadi level, the action taken and its
practical status shall be made available to the President together with the grievance/
complaint.
3.4.4. Office Documents
The following documents shall be kept at the office:
i.

Institutional-level documents
a.

Attendance Register

b.

Register of mothers meeting

c.

Register of Adolescent Girls meeting
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ii.

d.

Anganwadi Level Monitoring and Supporting Committee Meeting Register

e.

Visitors Register

f.

Inspection Register

g.

Daily Diary

h.

Stock Register of Fuel, Vegetable and Grocery

i.

Register of Flexi Fund

j.

Register of Assets

k.

Movement Register

l.

Keeping Registers and records up to date

Service - related Documents
1.

Registers(See para 4.1.1 to 4.1.11)

2.

Reports (See para 4.2)

3.

Records of Programmes

4.

Collected information (Category/programme wise)

5.

Minutes (NHED, AWLMSC, AG Club)

The Anganwadi Worker shall record documents related to each service-duty
precisely, and clearly. The Anganwadi Worker shall 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 affixing signature rests with the ICDS
supervisor and other higher officials. The collective responsibility for monitoring of
the above task, evaluation, corrective steps, and reforms rests with the Anganwadi
Worker. The President of the Grama Panchayat and the Chairperson of Welfare
Standing Committee havethe power to ensure that such assignments are executed
efficiently.
3.4.5. Procedures for Resolutions
The ICDS Supervisor as the ex officio Secretary of the Grama Panchayat, whose
services are lent to the Grama Panchayat under Sec 181 of the Act, would be
responsible to execute various resolutions of the Grama Panchayat related to social
justice. It is the responsibility of the officials to follow the related procedure. In
case any lapse or faux pas occurs, which causes loss to the Grama Panchayat, the
concerned official will be liable to make good damage.
i.

As an Implementing Officer of the Grama Panchayat, ICDS Supervisor shall
mark her opinion on anymatter that come for the consideration of the Grama
Panchayat on related files and the files shall be sent to the Grama Panchayat
for including it in the agenda for meeting.

ii.

The Secretary shall include such items in the agenda and submit it before
the Grama Panchayat with clear opinions. The opinion of the ICDS Supervisor
shall be entered in the Minutes.
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iii.

ICDS Supervisor may demand the reconsideration of the resolution approved
by the Grama Panchayat if she 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.

iv.

On the occasion of reconsideration, the ICDS Supervisor shall be present in
person and explain her opinion.

v.

If the Grama Panchayat stick onto the earlier decision, it shall be referred to
the government for clarification.

vi.

Wait for 15 days for the clarification and the received clarification shall be
implemented after intimating the Grama Panchayat. In case the clarification
is not received within the stipulated period, treating it as declared clarification,
Grama Panchayat decision shall be implemented and the information shall be
reported to the Government.

vii.

If loss occurs to the Grama Panchayat due to implementation of resolutions
without following the above mentioned procedure, the concerned official will
be responsible.

3.4.6. Control Over Officers
The Government officers and employees whose services are transferred to the
Grama Panchayat shall in addition to their functions, 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 Grama Panchayat.
The full control and supervision of the institutions and employees so transferred
to the Grama Panchayat rests with the Grama Panchayats concerned. 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 officers or
an employee who fails to perform his official duty or violates the discipline or
refuse to carry out the lawful decisions of the Grama Panchayat or the President of
the Grama Panchayat or will fully abstract the implementation there of the Grama
Panchayat may take disciplinary proceedings against such officer and may impose
on his/her minor penalties observing the provisions contained in the KPR (Control
Over Officers) Rule 1997 (Annexure 5).
3.4.7. Responsibility for the Loss
The Supervisor/Anganwadi Worker/Helper concerned would be held responsible
for the loss sustained to the Grama Panchayat/Government for not having discharged
their duty without following the procedures. Its compensation could be realised
with interest by revenue recovery or other legal procedures.
If any loss or damage is caused to the Grama Panchayat/Government due to the
failure and neglect in taking timely action, and the negligence of the officer
concerned is proved by conducting proper enquiry, the loss could be realised with
interest by the Grama Panchayat/Government.
(30)
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4.1. Registers
For the smooth running of the Anganwadis, certain details and data are collected
periodically. The Data collected should be updated regularly. Also, certain Registers
and Records are designed for the Anganwadis for proper functioning of them.The
following Registers and Records prescribed by the Ministry of Women and Child
Development, Govt. of India are to be maintained.
4.1.1. Family Details Register
The register is meant for writing information about the families in the AWC
area. One sheet is meant for one family. Each register has enough sheets for 100
families. The register shall be kept and updated every year. The register will be
preserved at least for five years. The Register helps to identify and list all families
who live in the AWC area, so that the AWW become aware of all such families. The
Register can be used to identify individuals from these families who are receiving
services from the AWC. Register will help the AWW and elected representatives
and other concerned to identify families and individuals who require special
attention. It is useful to assess the population covered by the AWC every year. It
can be kept as a record of all births and deaths and can be used as a record of
individuals and families migrating into the area or going out. This Register is a
ready source of information about families, which the AWW may need from time to
time (Annexure 6).
4.1.2. Supplementary Food Stock
It can be used as a planner to help the AWW to plan the requirement of food
commodity for providing supplementary food, every day, for each meal – breakfast,
(31)

hot cooked meal or take home rations. It can be used as a Stock register to keep an
account of how much of each commodity is received and usedper day. It can be
used to prepare Stock report for each commodity every month(Annexure 7).
4.1.3. Supplementary Food Distribution
This register is used to record the distribution of supplementary food as and
when the AWW distribute it to women and children; and to calculatethe number of
persons of different groups who received supplementary food for the required number
of days from the AWC each month. The register has 12 sets of formats, one set for
each month. Each register thus lasts for one year. Each set of 8 sections meant for
different age groups and types of beneficiaries each month: pregnant women,
lactating mothers, girls and boys 6 months to 3 years old, girls and boys 3 years to
6 years old. In the first six sections, the AWW will record food supplements that are
given to women and children who are residents of the AWC area. The last two
sections (4a and 4b) are meant for recording food distributed to temporary residents.
In each section, the AWW can record the amount of hot cooked meals (HCM),
Ready-to-eat (RTE) or Take Home Ration (THR) that provides each person every
day. The AWW will be able to make column totals on each page. These totals can be
used for preparing the MPR (Annexure 8).
4.1.4. Pre School Education
This Register must be used to record activities conducted for pre-school education
and also to record the general details of children, along with attendance records
and to assess the number of activities and the number of children present each
day. Each register has a set of 4 sections: Section 1 and 2 are for permanent
resident girls and boys of the AWC area, in three sub sections each, for children 34, 4-5 and 5-6 years old. Section 3 is for children who are temporary residents.
Each of these subsections is meant for recording daily attendance. Each section
lasts one reporting month. Section 4 is a record of daily preschool activities, for a
period of one reporting month. There are 12 sets of these 4 sections in each register,
each lasting one month. Thus, a register will last one year (Annexure 9).
4.1.5. Pregnancy and Delivery
Purpose of the register is to record details of services provided to all pregnant
women in the AWC area, and their delivery status and to record details of births
and newborn babies. There is only one format or section in this register. It is
meant to record services provided to each pregnant woman until she delivers.
There is no need to change the register every month or every year. One can include
as many pregnant women as will fit into the register. How long the register will
last depends upon how many women in the area of the AWC become pregnant every
year. In most cases, the register will last at least 5 years. All pregnant women,
whether they are residents or temporary residents (such as daughters) should be
included in the register, but on separate pages. It is best to start recording Resident
women on the first page, and Temporary Residents (such as daughters) on the last
page (Annexure 10).
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4.1.6. Immunisation and Village Health and Nutrition Day (VHND)
This register is proposed to record immunization details of children and to record
information on the Village Health and Nutrition Days and to know how many children
are to be immunized during the month and which vaccines they are to be given.
The register has two sections. Section 1 is for immunization records of individual
children, Section 2 is for recording activities on the VHND. On each sheet of Section
2, the AWW can record activities of six VHNDs. There are a total of 12 such sheets
in the register. At the end of the register is a calendar for six years. There is no
need to change the register every month or every year. How long the register will
last depends upon the number of children born every year in the area. The register
will last at least five years (Annexure 11).
4.1.7. Vitamin A Biannual Rounds
Register is used to record biannual Vitamin A doses given to the children. On
verification of the register the AWW can know how many children are to be given
Vitamin A doses during the month. This register is meant to keep a record of
vitamin A doses given to each child every six months, starting with the second
dose. There is only one format in the register. How long the register lasts depends
upon the number of children born each year in your AWC area. In most cases, the
register will last at least 5 years (Annexure 12).
4.1.8. Home Visits Planner
Most of the health problems that mothers and children face occur during pregnancy
and until the child is about two years old. This is the period when most deaths
occur among women and children. This is also the period when most children
become malnourished. By paying close attention to the care of mothers and children
during this period, we can prevent many of the deaths and a lot of the malnutrition.
To do this, the AWW have to meet the families of pregnant women and young
children regularly and give them advice about how to take care of mothers and
children. The purpose of this register is to help the AWW to choose whom she must
meet at home, during what period of pregnancy or childhood, and what to talk to
them about. In this way, this register is a planner. Using this planner carefully, the
AWW will be able to complete this important work by making just 1 or 2 home visits
each day. There are two sections in this register. Section 1 is for the purpose of
planning the home visits during pregnancy and up to 24 months after delivery, and
for recording the home visits. This register is similar to the pregnancy and
immunization registers. Each row in the register is for one pregnant woman and
her child. There are six rows in each page. Each page can follow up six pregnant
women for about two and a half years, until their children are two years old.
Section 2 is for the purpose of recording more details of specific children who are
already severely underweight, and follow them up until the child's nutritional status
improves. At the end of the register, there is a Checklist of Messages, which can be
used to remember what to talk about when they make home visits at different
times of pregnancy and to children of different age groups. How long the register
lasts depends upon the number of children born each year in the AWC area. In
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most cases, the AWW will be able to keep adding new pregnant women and their
children for at least five years (Annexure 13).
4.1.9. Referrals
Referrals Register is used to record the names and details of people with illnesses
whom the AWW meets/treats or refers. Register will be helpful to follow up children
and mothers to whom the AWW refers to health facilities. There are three sections
in the register. Section 1 is for recording details of children who fall sick. Section
2 is for recording the details of Pregnant and Lactating women who have health
problems or complications. Section 3 is for recording details of any other persons
who fall ill and report to the AWW. The register is expected to last about 5 years.
Where C-IMNCI training has been completed, and separate printed registers are
available, Section 1 of this register does not need to be used. See Register no.9 as
per Ministry of Women & Child Development, Government of India (Annexure 14).
4.1.10. Summaries (Monthly and Annual)
The purpose of the register is to help the AWW to make the MPR easily. The
summaries register has a copy of all the main numbers of report in the MPR. The
AWW can use this for their own reference or during meetings and discussions.
This Register helps to maintain lists of disabled children and lists of all deaths
occurring in thearea. There are eight sections of the register as follows:
Section 1:

Population Totals: Every April, after updating the Family Details
Register, the AWW will update the number of persons living in each
household. The AWW will write in this section with a pencil and update
it every year, so this will last many years.

Section 2:

List of disabled children: Every April, the AWW must update this list.
Like Section 1, this will also last many years.

Section 3:

Annual Population Summary of ICDS Beneficiaries: Every April, after
updating Section 1 and 2, make totals of different age groups and
categories in this section. This Section will last six years.

Section 4:

Monthly summary of events: Every month, the AWW must use a number
of registers, including the Pregnancy register, Section 8 of the
Summaries register, and the Family Details register to make monthly
totals of important events such as births, deaths and migrations. On
each sheet, make monthly summaries for one year. This section will
last six years.

Section 5:

Supplementary Feeding Monthly Summary: Every month, the AWW will
use Register 3 to make totals of women and children availing of
supplementary feeding at the AWC. On each page, make monthly
summaries for three months. This section will last six years.

Section 6:

Pre-school Education Monthly Summary: Every month, use Register 4
to make totals of children who availed Preschool Education at the
centre, as well as a summary of Pre-school Education Activities
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conducted. On each sheet make monthly summaries for six months.
This section will last for six years.
Section 7:

Monthly full immunization status: Every month, use Register 6 to make
totals of children who completed one year during that month and were
fully immunized by then. This section will last for six years.

Section 8:

Record of Deaths: This section is like a register, where the AWW will
record all deaths that occur in the AWC area, separately for residents
and temporary residents. How long this section will last depends on
the number of deaths occurring in the AWC area each year. In most
cases, this sectionwill last for six years (Annexure 16 & 17).

4.1.11. Weight Records of Children
This register is meant to be used along with the growth charts that uses for
monitoring the growth in weight of children. The purpose is to keep a written
record of the age, weight and nutritional status of all children in the AWC area. It
is also aimed to identify whether there is change in the weight of each child, and
whether this change is as much as expected. Register helps to report nutritional
status of different categories of children in the MPR. There is only one format in
the register. Each sheet can record the weight of 14 children, for 12 months, from
April of one year to March of the next year. Girls and Boys must be recorded on
separate sheets. These records are meant for resident children only. For children
who are temporary residents, maintain only the growth charts. How long each
register lasts depends upon the number of births taking place in the AWC area
each year. In most cases, each register will last for at least five years (Annexure
15).
i.

All Registers must be serially page numbered.

ii.

Update entries concerned before Anganwadi closes every day.

iii.

Update entries regarding Birth and Death monthly.

iv.

Record the correct details in family survey register.

v.

Registers must be correct and up dated as the progress report of the Anganwadi
is prepared based on them.

vi.

Avoid corrections and removal of pages.

vii.

Keep Registers covered and clean.

viii. Seek help of the Supervisor for clearing doubts.

4.2. Reports
4.2.1. AWC Monthly Progress Report
This report is to be prepared by the AWW every month. Make this report after
having completed all summaries for the month in the Summary Register. (Annexure
16).
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a.

Monthly Progress Report is a vital report for reviewing the works of Anganwadi.

b.

Prepare the report monthly and submit to the Supervisor at the time of sector
meeting.

c.

Report must be prepared based on the Registers and Records kept in Anganwadi.

4.2.2. AWC Annual Status Report
This report has to be generated only once in the year (E.g. 01.04.20…to
31.03.20….) (Annexure 17).

4.3. Social Audit
Social Audit shall be conducted in every anganwadi of the Grama Panchayat as
per Social Audit Manual approved as per G.O.No.09/2016 dated 05.01.2016 (See
Annexure 19).
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Annexures

Annexure:1
(See Para: 1.2)
G.O. (P) 189/95/LAD dated 18/09/1995

tIcf k¿°m¿
kw{Klw
A[n-Im-ch
- n-tI-{µo-Ic
- W
- w˛ tIcf ]©m-bØv cmPv BIvSv, tIcf ap\n-kn-∏m-en‰n BIvSv F∂nh-bnse hyh-ÿI
- ƒ {]Imcw k¿°m-cns‚ Npa-Xe
- I
- fpw ÿm]-\ß
- fpw Xt±-i`
- c
- W ÿm]\-ßƒ°v ssIam‰w sNbvXp-sIm≠ v DØ-chv ]pd-s∏-Sp-hn-°p-∂p.

Pn.-H.(-]n) \º¿ 189/95/X.-`.h

Xt±-i-`-cW (kn) hIp∏v
Xncp-h-\-¥-]p-cw, 1995 sk]vXw-_¿ 18
DØchv

1. 1994 se tIcf ]©m-bØv cmPv BIvSnse 166(6), 167(1), 172(5), 173(5) F∂o hIp-∏pI-fn¬ hyhÿ sNbvXn-´p-≈-Xp-{]-Im-cw, {]kvXpX BIvSnse aq∂mw ]´n-I-bn¬ (A-\p-_‘w˛1)) ]cm-a¿in-®n-´p≈ kwK-Xn-I-fp-ambn _‘-s∏´ k¿°m-cns‚ Npa-X-e-I-fpw, ÿm]-\ß-fpw, ]≤-Xn-Ifpw, kwÿm-\sØ {Kma-]-©m-b-Øp-Iƒ°pw, \memw ]´n-I-bn¬ (A-\p-_‘w˛2) ]cm-a¿in-®n-´p≈ kwK-Xn-I-fp-ambn _‘-s∏´ k¿°m-cns‚ Npa-X-e-Ifpw ÿm]-\ßfpw ]≤-Xn-Ifpw tªm°p ]©m-b-Øp-Iƒ°pw A©mw ]´n-I-bn¬ (A-\p-_-‘w˛3) ]cma¿in-®n-´p≈ kwK-Xn-I-fp-ambn _‘-s∏´ k¿°m-cns‚ Npa-X-e-Ifpw ÿm]-\-ßfpw ]≤-XnIfpw Pn√m ]©m-b-Øp-Iƒ°pw 1995 HIvtSm-_¿˛2˛mw XobXn cmhnse apX¬ {]m_-eyØn¬ hc-Ø-°-hn[w ssIam‰w sNbvXp-sIm≠v DØ-chp ]pd-s∏-Sp-hn-°p∂p.
2. AXp-t]m-se, 1994 se tIcf ap\n-kn-∏m-en‰n BIvSnse 30(3) hIp-∏n¬ hyhÿ
sNbvXn-´p≈ {]Im-cw, {]kvXpX BIvSnse H∂mw ]´n-I-bn¬(A-\p-_-‘w˛4) ]cm-a¿in-®n´p≈ kwK-Xn-If
- p-ambn _‘-s∏´ k¿°m-cns‚ Npa-Xe
- I
- fpw ÿm]-\ß
- fpw kwÿm-\sØ
ap-\n-kn-∏¬ Iu¨kn-ep-Iƒ°pw ap\n-kn-∏¬ tIm¿∏-td-j-\p-Iƒ°pw 1995 HIvtSm-_¿ 2˛mw
XobXn cmhnse apX¬ {]m_-ey-Øn¬ hc-Ø-°-hn[w ssIam‰w sNbvXp-sIm≠v DØ-chv
]pd-s∏-Sp-hn-°p-∂p.
3. ta¬∏-d™ {]Imcw ssIam‰w sNø-s∏-Sp∂ ÿm]-\ß
- f
- psS hnhcw A\p-_‘
- w˛5
¬ tN¿Øn-´p≠v. ÿm]-\-ß-tfm-sSm∏w Ah-bpsS BkvXn _m≤y-X-Ifpw hkvXp-h-I-Ifpw
Ah-bn¬ A\p-hZ- n-°s
- ∏-´n-´p≈ DtZym-Kÿ
- ≥am-cpsS XkvXn-II
- fpw DtZym-Kÿ
- ≥amcpw AXXp
Xt±-ik
- z-bw-`c
- W ÿm]-\Ø
- n-te°v ssIam‰w sNø-s∏-Sp-∂X
- m-Wv.
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4. ssIam‰w sNø-s∏-Sp∂ ÿm]-\ß
- f
- p-ambn _‘-s∏´ XkvXn-II
- ƒ°p ]pdsa A\p_-‘w˛5¬ ]d-™n-cn-°p∂ {]Im-c-ap≈ a‰p Nne XkvXn-I-Ifpw Xt±-i-kz-bw-`-cW ÿm]\-ßƒ°v 1995 HIvtSm-_¿ 2˛mw XobXn apX¬ k¿°m¿ hIp-∏p-I-fn¬ \n∂v ssIam‰w sNøs∏-Sp-∂X
- m-Wv.
5. Hmtcm ÿm]-\hpw GXv Xt±-i-kz-bw-`-cW ÿm]-\-Øn-te°v ssIam-‰p∂p F∂v
hy‡-am-°n-sIm≠pw ssIam‰w sNø-s∏-Sp∂ XkvXn-II
- ƒ GXv k¿°m¿ B^o-kn¬ \n∂v
ssIam-dp∂p F∂v ImWn-®p-sIm≠pw AXXv hIp-∏ns‚ A≤y-£≥ 1995 sk]vXw-_¿ 30˛mw
Xob-Xn°p apºv DØ-chp ]pd-s∏-Sp-hn-t°≠-Xm-Wv. A{]-Imcw ]pd-s∏-Sp-hn-°p∂ DØ-c-hpIfpsS ]I¿∏p-Iƒ sk{I-t´-dn-b-‰nse _‘-s∏´ `cW \n¿∆-lW hIp-∏n-te°pw Xt±-i-hIp-∏n-te°pw IqSn Ab-bvt°≠-Xm-Wv.
6. Xt±-i-kz-bw-`-cW ÿm]-\-ßƒ°v ssIam‰w sNø-s∏-Sp∂ XkvXn-I-fn¬ AXXp
k¿°m¿ hIp-∏p-If
- nse DtZym-Kÿ
¿
- Xs∂, adn-s®m-cp-Øhv D≠m-Ip-∂X
- p-hsc XpS-tc≠-XmWv.
7. Xt±-ik
- z-bw-`c
- W ÿm]-\ß
- ƒ°v G¬]n-®p-sIm-Sp-Øn-´p≈ k¿°m-cns‚ A[n-Im-cßfpw Npa-X-e-Ifpw ]≤-Xn-Ifpw ^e-{]-Z-ambn \n¿∆-ln-°p∂Xn\v k¿°m¿ hIp-∏p-Iƒ
Ahbv°v B^okv kuIcyw Dƒs∏-sS-bp≈ `c-W-]-c-amb F√ kuI-cy-ßfpw kmt¶XnI
D]-tZ-iß
- fpw \¬tI≠-Xm-Wv.
8. Xt±-ik
- z-bw-`c
- W ÿm]-\ß
- ƒ°v k¿°m¿ DtZym-Kÿ
≥
- am-cpsS tkh\w hn´p-sImSp-°p-∂X
- ns‚ \n_-‘\
- I
- fpw hyh-ÿI
- fpw kw_-‘n®pw {]kvXpX ÿm]-\ß
- ƒ°v Bhiy-amb [\-k-lmbw A\p-h-Zn-°p-∂Xv kw_-‘n®pw D≈ DØ-c-hp-Iƒ ]n∂mse ]pd-s∏-Sphn-°p-∂X
- m-Wv.
Kh¿Æ-dpsS DØ-c-hn≥ {]Imcw
B¿.cma-N{- µ≥ \mb¿
No^v sk{I-´dn
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Annexure: 3
(See Para: 1.2)
G.O (P) 188/2000/LSGD dt: 04/07/2000
GOVERNMENT OF KERALA
Abstract
Local Self Government – Recommendation of the Committee on Decentralisation
of powers on Restructuring Development Departments- Orders issued.
LOCAL SELF GOVERNMENT (P) DEPARTMENT
G.O (P) 188/2000/LSGD Dated, Thiruvananthapuram, 4.7.2000
ORDER
1.

The Committee on Decentralisation of Powers in vol.III- part A of its final
report dealing with strengthening of professional and ministerial support to
local governments has given detailed recommendations on restructuring of
development department in tune with the functional responsibilities devolved
to local governments under the Kerala Panchayat Raj Act ,1994 and the Kerala
Municipality Act,1994.

2.

The committee has made the following observation regarding restructuring of
development departments.
“4.1.1. with the transfer of powers, functions, staff and resources ,it is seen
that in most of the department like Agriculture, Dairy Development, Animal
Husbandry, Fisheries, Rural Development, development of Scheduled Castes,
Development of Scheduled Tribes, Social Welfare and Health, practically all
the field level functions and officials have been transferred to the local governments. In a sence, the district offices are hanging loose at the district
level. This anomalous position needs to be rectified. In this context, it is relevant to recapitulate the earlier recommendation of the Committee on
Decentralisation of Powers given in its First Report submitted to Government
in August 1996. The quote from the report.
“The dichotomy created between the rural and urban areas within a district
by the Seventy third and Seventy fourth Amendments to the Constitution
make it difficult to match the new set up with the existing organization of
district administration. Hence the most appropriate and optimum compromise
has to be struck in allotting officer from the various level of the district setup,
among the LSGI. The Committee feels that the best way of rearranging would
be as follows:
The services of the officers of the departments discharging the function transferred to the LSGI must be places at the disposal of LSGI on the seniority
principles, with the senior- most officers to a department at a district level
allotted to that LSGI having the largest “service area” of that department.
Applying this principle, the district level officers along with their supporting
staff would be allotted to the District Panchayats. But by virtue of his position
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as District officer, the professional role played earlier will continue. His professional experise should be made available to the entire district. For this he
has to inspect and review the working of his subordinate officers, with a view
to ascertaining their performance vis-à-vis the duties entrusted to them by
the LSGI as well as by the state Government, if any. The District Officer will
continue to exercise his statutory duties as before. The District Panchayat
get a separate officer then must have due regard for the multiple responsibilities of the district officers while assigning tasks to them. This recommendation will apply mustatis mustadis to the officers to be allotted to other LSGIs.
If all LSGIs at a particular level such an officer should be placed at the disposal of the next higher tier of LSGIs with clear allocation of work.
4.1.2. There is great urgency in implementing this recommendation. The District Panchayat seems to be quite weak in Kerala compared to it counterparts
in the states of Karnataka, Maharashtra, West Bengal etc. which have had a
long tradition of strong District Panchayats. Of course, in the peculiar context
of Kerala, District Panchayat cannot be given any control over other levels of
local government. Conceptually, the Kerala local government system does not
envisage a hierarchy but provides for simultaneous existence of different levels of local government with their own functional domains. Yet, the District
Panchayat has to play a lead role by motivating the Block Panchayat and
Village Panchayat and even the urban local bodies to develop a common vision
for the progress of the District. The fact that the President of the District
Panchayat has been made the ex-officio has been Chairperson of the District
Planning Committee and the fact that in Kerala in all the District Planning
Committees the majority of members are from the District Panchayat, suggest that the District Panchayat has responsibility for development leadership. But this leadership role has been severely handicapped for want of senior staff to support it. Therefore in the interest of coherent and integrated
district planning, there is need for expert co-ordination at the district level. In
the decentralized set up, senior professionals at the district level have an
important role to perform, acting as an interface with the Government, representing all the local governments in the district to provide feedback and obtain and pass down technical and policy guidelines. All these can be achieved
only if the Districts Panchayats are suitably endowed for which transfer of
district level officials is a must. And strengthening the District Panchayats
means strengthening the District Planning Committees.
In the light of the above, the Committee on Decentralisation of Powers suggested transfer of district level staff as well as rationalization of departmental
structure below the state level, government have examined the recommendations in detail and are pleased to issue the following orders in respect of
departments whose functions have been transferred to local governments.
1.

Agriculture Department
The principal Agricultural officer of the District is transferred to the District
Panchayat with staff. The Deputy Directors and complimentary staff would be
put independently in change of urban local government having a population of
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50,000 and more. For other urban local governments, junior officers of the
rank of Assistant Director or Agricultural officer would be put in charge. The
present arrangements at the Block and Village levels will continue.
2.

Soil Conservation Department
The entire district set up the soil conservation department is placed under
the District Panchayat with the specific condition that their technical expertise should be made available to the Block Panchayats and Village Panchayats
and the urban local governments whenever requested.

3.

Animal Husbandry Department
The district set up is transferred to the District Panchayats with the District
Animal Husbandry Officer and staff. The District Hospitals would transferred
to the District Panchayats. At the Village Panchayat level the present setup
will continue. In keeping with the amendments to schedule IV of the Kerala
Panchayat Raj Act made in 1999.

4. Dairy Development Department
The Deputy Director, Dairy Development is placed under the district Panchayat
along with supporting staff. However, registration of co-operative societies will
be done according to the direction of the director of dairy development. The
dairy extension officers are placed under a single village Panchayat. He should
co-ordinate dairy development activities in the Village Panchayats with the
animal husbandry staff of the village Panchayat.
5.

Fisheries Department
The District level officers are placed under the district Panchayats along with
staff.The Matsya Bhavans will be brought under the control of the village
Panchayat /Municipality/Corporation as the case may be.
When the department is recognized, the demarcation of area of responsibilities below the district should be made to coincide with the geographical area
of one or more local governments at the Block Panchayat or Village Panchayat
or urban local government level.
The 66 project officers of Matsyafed would be given charge of municipalities
and village Panchayats, which are not being covered by the proposed Matsya
Bhavans. They would be bound to give technical advice to the concerned local
government.

6.

Industries department
The district industries centre is made part of the District Panchayat. Though
the administrative control will be with the District Panchayat, the general
manager, DIC should be responsible for industrial development activities of
corporation areas and of towns having population of more than one lakh. For
other urban local governments, managers will be put in charge .The industries extension officer will continue to be with the Block Panchayat. They
would be primarily responsible for looking after the Village Panchayats. The
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Taluk level set up would be assigned the task of supporting Block Panchayat/
Municipalities for which the director of industries would issue detailed orders
indicating who would be assigned which local government.
7.

Rural Development Department
The ADC (General) is transferred to the district collector to support him in the
co-ordination of local government planning and implementation, besides looking after traditional functions like national savings campaigns. The functional
literacy project officers are transferred to the District Panchayats. In the
District Panchayats they will help to coordinate training for self-employment.

8.

Social Welfare Department
The district social welfare officer is transferred to the District Panchayat with
staff. The District programme officer is also transferred to the District
Panchayat. The child development project officers (CDPOs) are placed under
the Block Panchayat. The ICDS supervisors are placed under the Village
Panchayat. At rearrangement should be done to ensure that the corporations
get a senior officer to the Social Welfare Department. Similarly, Assistant
Child Development Officers are deployed to the urban local governments. These
officers transferred from the Social Welfare Department look after the following areas of work:

9.

I.

Women and child development including kudumbasree

II.

Care of disabled

The redeployed posts should normally be located in the office of the local
governments. However, where the entire office redeployed, they may continue
to function in the existing office. If those officers are housed in rented building, the local governments are free to locate them in their buildings.
By order of the governor
M.Mohankumar
Chief Secretary to Government
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Annexure: 3
(See Para: 1.4.iii)
G.O.189/2000/LSGD dt:04/07/2000
LOCAL SELF GOVERNMENTS-RECOMMENDATION OF THE COMMITTEE ON
DECENTRALISATION OF POWERS – MEASURES TO TAKE CARE OF
ADDITIONAL WORK LOAD IN LOCAL GOVERNMENTS- ORDERS ISSUED.
G.O.(P) No. 189/2000/LSGD

LSG (P) Department
Thiruvananthapuram, dated 04/07/2000
ORDER

The Committee on Decentralisation of Powers, in Vol.III-Part A of its Final Report
dealing with Strengthening of Professional and Ministerial Support to Local Governments has stated that even after deployment of Staff there would be some
additional work in local governments has suggested measures to take care of this
additional works.
Governments have examined the suggestions in detail and pre pleased to order
as follows.
(1)

The departmental units transferred to the local governments would do the
processing of various cases and projects related to their area of functioning,
maintain accounts, prepare progress reports and do related works.

(2)

All files would be processed and kept in the unit, Offices. They would move to
the local governments for orders, which are issued as resolutions. The draft
minutes and draft resolutions concerning the area of work of each unit office
should be as far as possible prepared by the respective unit offices.

(3)

As regards public works, all the file would be done at the level of the concemed
engineer and records are to be kept in his office. However, such engineers
would not be implementing officers. The payment for works would be recommended in the files and sent to the implementing officer who would authorize
and make the payments after following the normal procedure in such cases.

(4)

Field enquiries for sanction of pensions would be done in the Village Panchayats
by the following officials:

i.

Agricultural labour pension

-

Agricultural Demonstrators

ii.

Unemployment allowance

-

Secretary of Village Panchayat

iii.

Widow Pension

-

ICDS Supervisor

iv.

NSAP

-

Village Extension Officer/LVEO

v.

Insurance

-

Village Extension Officer/LVEO

vi.

Handicapped Pension

-

Health Inspector

vii.

Maternity Benefit Scheme

-

Health Inspector
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(5)

A model division of work among the unit offices for a Village Panchayat is
given below
Agricultural Sector Including)
Minor Irrigation and Watershed
Management) Agricultural Officer

Animal Husbandry and Dairy

)

Veterinary Doctors

)

ICDS Supervisor

SC/ST Development

)

Village Extension Officer

Anti-Poverty Programmes

)

/ Lady Village Extension Officer

Housing –Sanitation:
into two circles)

)

(Each Panchayat to be divided

Health-PHC-

)

Doctors at the Panchayat level

(a) Sectoral:

-

By the Sectoral Officers

(b) General:

-

Secretary of Village Panchayat

Education:

-

Secretary of Village Panchayat

Water Supply:

-

Secretary of Village Panchayat

Development – Women and
Child Development
Industries-

Public Works

Similar division of work would be made by th Municipalities and Corporations
(6)

The local Self-government Department would issue guidelines to utilize
VoluntaryGovernment employees and others by organizing manpower Banks.

(7)

Village Panchayats are permitted to hire qualified Manpower. Village Panchayat
hire local people on piece rate basis for work related to disbursement of pension, final accounts, preparation of monitoring forms, writing of projects and
such related items of work cost not exceeding that of a 100 man days every
year. 50% of such part-time work should to women. Each year mandatorily a
new set of people has to be utilized.

(8)

A manual of office Procedure for local governments would be prepared as
appropriate to kind of work being done in local governments and in keeping
with the requirements at each level

(46)

(47)

(48)

(49)

Annexure: 5
(See Para: 3.4.6)

Control Over Officers Rule, 1997
THE KERALA PANCHAYAT RAJ (CONTROL OVER OFFICERS) RULES,1997
S.R.O.No.534/97.—In exercise of the powers conferred by sub-section (5) of
Section 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 subsection (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 Government 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 (20 of 1994);

(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 Section176 or
sub-section (1) of Section 181;

(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 Section 176 or sub-section(1) of Section 181.

(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
were continued in the Government service and their salary, allowances and
other financial benefits shall be given from the Panchayat fund or contribu(50)

tion for the same shall be given to the Government by the Panchayat:
Provided that the Government may continue to give such salary, allowances
and other financial benefits to them from the consolidated fund of the Government till the period as the Government may deem fit.
(3)

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 determined by the Panchayat for matters coming within the jurisdiction of the
Panchayat subject to the general restrictions as may be fixed by the Government.

(4)

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.

(5)

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

(6)

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 transfer from a department to another department:
Provided further that Panchayat shall be liable to comply with the general guidelines regarding the transfer of Government officers issued by the Government from
time to time.
(7)

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

(8)

lf 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 employee 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,—

(a)

through employment exchange; or

(b)

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 respective academic year.
(51)

4.

Imposing of minor penalties on officers.—(1) Where an officer fails to perform 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:—

(1)

censure,

(2)

fine,

(3)

temporary withholding of increment,

(4)

withholding of promotion,

(5)

recovery of amount from salary.

Notes: —(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;
(ii)

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;

(iii) 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;
(iv)

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;

(v)

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;

(vi)

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

(vii) with holding of promotion of the officer concerned shall not entail loss of
seniority in the grade for the time being he is working;
(viii) 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.
(2)

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.

(3)

Not withstanding anything contained in sub-rule (1) the concerned appointing
authority and disciplinary authority shall have the power to initiate disciplin(52)

ary action against the Secretary or Government officer or employee whose
service has been lent to Panchayat under sub-section of Section176 or under
sub-section(1)of Section 181.
(4)

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 disciplinary action, against such person for the same offence.

(5)

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 subrule(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.

(6)

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.

5.

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.

(2)

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 circumstances has not been complied with.

(3)

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 explanation 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-

(53)

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.
(4)

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

(5)

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 statement 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.

(6)

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.

(7)

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.

(8)

While issuing of orders regarding disciplinary action, in the statement of allegations on which each charge is based, shall also refer to any other circumstance which is proposed to be considered.

(9)

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

(10) 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 signature and kept in the file.
(11) 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 continue 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 exceeding fifteen days.
(12) 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.
6.

Examination of written statement.— (1) The President shall submit the written statement if any, received with in the stipulated time from the officer to
the memo of charges issued to him under sub-rule (5) of Rule 5 and if no
written statement is received, his report regarding the same for the consideration 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.
(54)

(2)

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.

7.

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 nature 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.

(2)

An order issued order sub-rule(1)(a)

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

(b)

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 register, to the Government and to the Accountant General;

(c)

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 implementation and for recording the details of penalty in his service
register and if necessary to the concerned head of department;

(d)

in the case of Panchayat employee referred to in Section 180, if awarded
a penalty except withholding of promotion, the Secretary shall execute by
entering 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.

8.

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 committed 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.

(2)

The concerned employee shall be entitled to subsistence allowance under Rule
55, Part I of the Kerala Service Rules, 1959, during the period of suspension.

(3)

The President shall report the order of suspension and matters leading there
(55)

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 suspended shall immediately be reinstated in the employment and period of suspension shall be treated as duty.
(4)

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

5)

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

(6)

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

(7)

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
under Rule10 to appointing authority or Government, as the case may be.

(8)

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 employee 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 according to Rule 56 Part I of the Kerala Service Rules, 1959.

(9)

In the case where the enquiry report under Rule10 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 (Control Over Officers) Rules, 1997-R.8(6)-The statutory rule is to complete the proceedings at the earliest as evident from sub-rule 6 of Rule 8 which provides the time limit of three months. Therefore the delay is not justified. Since consequence is not provided for not completing enquiry within the time limit, it can be assumed that the said provision is only directory. In other words, the violation of subrule 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.
9.

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:

(56)

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.
(2)

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.

(3)

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 considered 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.

10. 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 enquiry report together with the opinion of the Panchayat there on to the appointing 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.
(2)

The appointing authority or the Government shall examine in detail the report 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 decision shall be intimated to the President.

(3)

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.

(4)

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.

(57)

11. Observation of provisions of other rules.—In the case of suspension, imposition 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 matters 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.
12. Confidential report. —(1) The President shall prepare the confidential report
of the Secretary from time to time and send to the appointing authority.
(2)

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 reports and submit to the President for review and shall send to the appointing
authority together with review report of the President.

(3)

The President may send report regarding the service of the Government officers 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.

13. 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.
(2)

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.

(3)

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.

(4)

Granting of leave including casual leave subject to eligibility and the provisions 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.

(5)

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 together 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......................... (name) working in the post
of......................in the............................ (place of work, officer, institution etc.)
under..........Panchayat.

(58)

1.

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

2.

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 nothing to offer in this matter.
A statement of allegations on which the above charge or charges is/are based
is attached here with.

Place..........

President/Secretary.

Date…........

For............................Panchayat.
APPENDIX II
[See sub-rule(1) of Rule 9]

Appeal against disciplinary actions of................Panchayat.
1.

Name and official address of the appellant

:

2.

Number and date of the order

:

Appealed against (copy shall be enclosed)

:

3.

Offence alleged for imposing penalty

:

4.

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.

Date…........

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