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STANDARD OPERATING PROCEDURES
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COMMUNITY HEALTH CENTRE, PADMAPUR

KENDUJHAR, ODISHA

Email Id:padmapur.bpmu@gmail.com
1.0 Purpose:

· To provide guideline instruction for efficient and effective management of the Human Resource of the hospital.
· To provide and promote training and development of employees for enhancing their skills, improving knowledge and bringing about an over all improvement in their work performance.

2.0 Scope: It includes:
· Recruitment of staff

· Appointment

· Induction

· Performance management

3.0   Reference:

Quality Management System Manual, MNL: QSM: 01, Section 7.1 

4. Process Flow Chart : Training
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5. Standard Procedures

	S. No.
	Activity
	Responsibility
	Related Documents

	5.1
	Recruitment of Staff:
	
	

	5.1.1
	The recruitment of staff for the hospital (excluding outsourced staff as mentioned) is carried out by the Health and Family Welfare Department, Government of Odisha
	Govt. Of Odisha
	

	5.2.2
	All vacancies arising out of creation of new positions, consequential vacancies on account of internal lateral / vertical movement, transfer ,retirement , resignations etc are communicated to the state authorities who after due consideration undertakes the necessary steps to fill the gaps either by internal promotions , transfers ( internal or external) , deputation  or by fresh recruitment .
	DHS
	

	5.2.3
	Positions which are outsourced are filled at the hospital level are by the outsourcing agency who is responsible for filling the vacant (existing /new) position.
	CDMO
	

	5.2.4
	The recruitment of the staff by the State Authorities is done following the policy and procedures as per the guidelines of the State Authorities.
	
	

	5.2.5
	Incase of outsourced staff, the hospital invites tender application from potential third party staffing company engaged in business of providing outsourced manpower solutions. The terms and conditions of tender application are strictly in adherence to the guidelines specified by the Health and Family Welfare Department, Government.
	CDMO
	

	5.2.6
	However prior to the actual job placement of the selected staff in their respective positions, they are evaluated by the CDMO / ADMO to ascertain the suitability of the selected staff for the position. 


	CDMO
	

	5.3

	Appointment:


	Health & FW Dept. Gov. of Orissa
	

	5.3.1
	The respective recruiting authorities (the Health and Family Welfare Department – Government of ORISSA, State health society, Outsourcing agencies etc) are responsible for the appointment of the designated staff. 
	
	

	5.4
	Induction:


	
	

	5.4.1
	The hospital conducts induction programme for the all newly joined employees including those who are placed on deputation to acquaint them with the hospital its policies, its organization structure, management personals, employee rights and responsibilities etc.

Induction training is provided by the hospital and is half day affair and is provided as and when needed.


	CDMO
	

	5.5
	Employee Orientation:


	
	

	5.5.1
	In order to get the employee started on a positive note and to provide them with required knowledge to perform their job, each individual employee is oriented at the specific departmental level.


	MO I/C
	

	5.6
	Performance Management:


	
	

	5.6.1
	The hospital management prepares and forwards a confidential report (CR) on annual basis for each employee of the hospital under the purview of Ministry of Health and Family Welfare, Government of Odisha.
	CDMO
	

	5.6.2
	The Confidential Report (Ref Confidential Report Format) is a detailed report relating to the performance of the employee against certain preset criteria including the trainings attended by the concerned employee over the last one year period.
	
	

	5.7.1
	Emplyoee Health: Every new selected candidate undergoes mandatory pre-employment check. Only candidates found medically fit are given the appointment .
	ADMO
	Records of fitness

	5.7.2
	Selected employee undergoes fire safety training and thereafter attends fire drills periodically. Similarly employees who are exposed to patients and those required to handle waste are given proper training in handling the waste as well as standard precautions.
	Fire Safety Department/ MO I/C
	Training record

	5.8
	Service Conditions:


	
	

	5.8.1
	The service conditions contain broadly training, period of probation/extension, leave, working hours, attendance and punctuality, promotion and transfer criteria, grievances redressal, misconduct, sexual harassment, disciplinary actions and procedure, separation etc.
	
	

	5.9
	Terms of Employment: 


	
	

	5.9.1
	Details relating to his terms of employment such as employee benefits like provident fund , HRA , medical benefits , leave , transfer and promotion criteria , procedure for reimbursement of official tours and allowances accruing to such tours etc are informed to them as per state government policy.
	
	

	5.10
	Disciplinary Actions and Grievance Redressal
	
	

	5.10.1
	The service rule book clearly states the disciplinary actions that can be observed against the employee for any misconduct or negligence in work performance and the procedure for such action incase any discrepancy is found in the employee
	
	Service Rule Book

	5.10.3
	The employee has the right to appeal to the appropriate higher authorities incase they are not satisfied with the decision taken by the lower level authority
	
	

	5.10.4
	The service rule books also address the issue of staff grievance redressal procedure which aims to establish an effective mechanism to readdress employee grievances
	
	

	5.10.5
	The procedure advices the Head of the Department, Supervisors etc to examine the grievances submitted at different stages and redress the grievances expeditiously
	
	

	5.10.6
	An employee who has a grievances can take up the matter with his immediate superior who shall after due consideration shall dispose of the same within twenty four hours of bringing to his notice for redressal
	
	

	5.11
	SUPERANNUATION:
	
	

	5.11.1
	Every employee shall compulsory retire as per the policy of Ministry of health and Family Welfare, Government on a date:


A) Attains the age of 60 years


B) Is declared medically unfit
	
	

	5.12
	PERSONAL RECORDS
	
	

	5.12.1
	The personal file of each employees containing records relating to his employment , educational qualification, health status, registration with professional bodies, training record , warning or disciplinary actions taken if any , appointment letter etc are maintained as per the policy of Health and Family Welfare Department, Government of Orissa.
	
	

	5.12.2
	However it is the policy of the Health and Family Welfare Department to preserve the confidential reports (CR) separately as it is very confidential in nature and has very limited access.
	
	

	5.13.1
	Training Need Assessment: The training need of the employee is identified based on the qualification / skill / experience
	Training In Charge
	Test Questionnaire

	5.13.2
	The training calendar indicates the different

training programme planned by the administrative department of the hospital for the various class of employee working under its purview.
	Training In Charge
	Training Plan

	5.13.3
	A training register (for internal training as well as training imparted by external trainers in the hospital ) for each individual class of employee is mentioned where each and every kind of training attended by the employee is recorded along with the signature of each individual employee and the trainer .
	Training In Charge
	Training Record

	5.14
	Employee Satisfaction
	
	

	5.14.1
	Employee satisfaction is done six monthly as per prescribed format. 
	MO I/C
	Employee satisfaction survey form

	5.14.2
	Reports of survey are discussed in Management review meeting and area of concern is taken care off.
	MO I/C
	


6.0 Formats:

	S. No.
	Format No.
	Format Name 
	Type

	1.
	FF/HR/01
	Employee Satisfaction Form
	Form

	2.
	FF/HR/02
	Training Feed Back
	Form


7.0 Records 

	S. No.
	Record Number
	Record Name
	Type
	Retention Period

	1.
	RG/HR/01
	Training Register
	Register
	3 years

	2.
	RG/HR/02
	Attendance Register for clerical staff
	Register
	3 years

	3.
	RG/HR/02
	Attendance Register for Medical Officers
	Register
	3 years

	4.
	RG/HR/02
	Attendance Register for nurses
	Register
	3 years

	5.
	RG/HR/02
	Attendance Register for contractual staff
	Register
	3 years


Appendix:

1. Training register

Topic:






Date:
Name of Trainer:




Time: ……………..to ………….

	Sl. no
	Topic
	Name and Designation of Trainee
	Sign

	
	
	
	

	
	
	
	


2. Attendance registers:-

For Clerical Staff:-

	S. no.
	Name & Designation of Employee
	1
	2
	3
	4 to 31

	
	
	Arrival 
	Departure
	Arrival 
	Departure
	Arrival 
	Departure
	Arrival 
	Departure

	1
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	


For Medical Staff:-

	S. no.
	Name & Designation of Employee
	1
	2
	3
	4 to 31

	
	
	Arrival 
	Departure
	Arrival 
	Departure
	Arrival 
	Departure
	Arrival 
	Departure

	1
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	


For Nurses:-

	S. no.
	Name & Designation of Employee
	1
	2
	3
	4 to 31

	
	
	Arrival 
	Departure
	Arrival 
	Departure
	Arrival 
	Departure
	Arrival 
	Departure

	1
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	


For Contractual Staff:-

	S. no.
	Name & Designation of Employee
	1
	2
	3
	4 to 31

	
	
	Arrival 
	Departure
	Arrival 
	Departure
	Arrival 
	Departure
	Arrival 
	Departure

	1
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	


2. TRAINING FEEDBACK FORM

	Date:
	Topic

	Name of Trainer:
	

	 Start Time:
	End Time:


Your Feedback is valuable, Please rate following on a scale of 1-5 with 1 being lowest rating and 5 the highest rating.

	
	
	1
	2
	3
	4
	5

	S. No.
	Attributes
	Poor
	Fair
	Good
	Very good
	Excellent

	1
	How useful and educative was the training for you?
	
	
	
	
	

	2
	Was the training duration sufficient?
	
	
	
	
	

	3
	How would rate arrangement for training?
	
	
	
	
	

	4
	Were you satisfied with subject knowledge of trainer?
	
	
	
	
	

	5
	How would you rate trainer?
	
	
	
	
	

	6
	Overall rating 
	
	
	
	
	


What are the three things you learnt from this training?

1._______________________________________________________________________

2._______________________________________________________________________

3._______________________________________________________________________

Your suggestions on making the training programme more effective and relevant are welcome:

Name:

Signature:






Designation:
2. Employee Satisfaction Survey Form
Dear Colleague

I appreciate your role and contribution in service delivery by our hospital. Your Personal views on the following attributes in the table shall help us in objectively looking at the level of our happiness, wellbeing and motivation and in taking initiative for their improvement.

Please tick the appropriate box 
	
	
	1
	2
	3
	4
	5
	0

	S. No.
	Attributes
	Poor
	Fair
	Good
	Very good
	Excellent
	No comments

	1
	Distribution of Work Load of employee in the hospital
	
	
	
	
	
	

	2
	Clarity of roles and responsibilities


	
	
	
	
	
	

	3
	Opportunities to show individual capabilities


	
	
	
	
	
	

	4
	Housing facility available for employee
	
	
	
	
	
	

	5
	Coordination and cooperation of your co workers in discharging your duty
	
	
	
	
	
	

	6
	Building, Infrastructure of the hospital
	
	
	
	
	
	

	7
	Availability of basic office/ working environment/ tools
	
	
	
	
	
	

	8
	Maintenance of the hospital equipment
	
	
	
	
	
	

	9
	Availability of AC/ Refrigeration in your work place
	
	
	
	
	
	

	10
	Appreciation/ recognition for your good work.
	
	
	
	
	
	

	11
	Motivation Level of employee
	
	
	
	
	
	

	12
	Hospital Leadership System
	
	
	
	
	
	

	13
	Evaluation system for annual appraisal and promotion.
	
	
	
	
	
	

	14
	Opportunities for training & skill development
	
	
	
	
	
	

	15
	Opportunities of use of computer 
	
	
	
	
	
	

	16
	The existing grievance management system in the hospital.
	
	
	
	
	
	

	17
	Opportunities for expressing opinions/ views on work related topic
	
	
	
	
	
	

	18
	Decision making by hospital Incharge
	
	
	
	
	
	


Any Suggestion to offer

8.0 Process Efficiency Criteria:
	Si. No
	Activity
	Efficiency Criteria

	1
	Training
	Training Feedback Score in Likert Scale

	2
	Training Effectiveness Evaluation
	Targeted Training Effectiveness Achieved

	3
	Employee Satisfaction Survey
	Targeted Employee Satisfaction Score in Likert Scale


9.0 Reference Documents:

· Service Rule Book of State Health Department

Training Need Assessment





Designing of Training Curriculum





Designing of Training Calendar





Implementation & Execution of the Training Program 





Evaluation of the Training Program 





Monitoring of the Training Program









