Management and Planning Support for Establishing Effective Eye Hospitals

ADMINISTRATION AND SUPPORTIVE SERVICES

	HOSPITAL NAME
	 MACROBUTTON  type <click to enter name of hospital here> 

	Particulars
	Total Requirement
	Availability
	Additional Requirement
	Person Responsible
	Recruitment Cost
	Duration
	End Time

	Human Resource

	1. Administrator
	
	
	
	
	
	
	

	2. Receptionist
	
	
	
	
	
	
	

	3. Camp Organizer
	
	
	
	
	
	
	

	4. Cashier
	
	
	
	
	
	
	

	5. Accountant/Clerk
	
	
	
	
	
	
	

	6. Housekeeping Staff
	
	
	
	
	
	
	

	7. Security
	
	
	
	
	
	
	

	8. Driver
	
	
	
	
	
	
	

	9. Washerman(Dhobi)
	
	
	
	
	
	
	

	10. Plumber/Electrician
	
	
	
	
	
	
	

	11. 
	
	
	
	
	
	
	

	12. 
	
	
	
	
	
	
	


	Equipment & Furniture

	1. Cupboards
	
	
	
	
	
	
	

	2. Racks
	
	
	
	
	
	
	

	3. Office Tables
	
	
	
	
	
	
	

	4. Chairs
	
	
	
	
	
	
	

	5. Safety Locker
	
	
	
	
	
	
	

	6. Cash Box
	
	
	
	
	
	
	

	7. Type writer
	
	
	
	
	
	
	

	8. Computer
	
	
	
	
	
	
	

	9. Eye Camp Cubicles
	
	
	
	
	
	
	

	10. Van
	
	
	
	
	
	
	

	11. Generator
	
	
	
	
	
	
	

	12. Kitchen set
	
	
	
	
	
	
	

	13. 
	
	
	
	
	
	
	

	14. 
	
	
	
	
	
	
	

	15. 
	
	
	
	
	
	
	


Management and Planning Support for Establishing Effective Eye Hospitals

ADMINISTRATION AND SUPPORTIVE SERVICES

	HOSPITAL NAME
	 MACROBUTTON  type <click to enter name of hospital here> 

	Space
	Current Status
	Remarks

	1. General Office
	
	

	2. Optical shop
	
	

	3. Medical shop
	
	

	4. Canteen
	
	

	5. Store
	
	

	6. Library
	
	

	7. Conference room
	
	

	8. Housekeeping
	
	

	9. 
	
	

	10. 
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ADMINISTRATION AND SUPPORTIVE SERVICES

	HOSPITAL NAME
	 MACROBUTTON  type <click to enter name of hospital here> 

	Policies and Procedures
	Person Responsible
	Cost
	Duration and End Time

	Organizing Camps
	
	
	

	Pre-camp activities 
	· Annual plans
	Yes/No
	
	
	

	
	· Contacting sponsors
	Yes/No
	
	
	

	
	· Fixing date and venue
	Yes/No
	
	
	

	
	· Publicity
	Yes/No
	
	
	

	
	· Resources requirements
	Yes/No
	
	
	

	
	· Accommodation & food arrangements
	Yes/No
	
	
	

	
	· Transportation
	Yes/No
	
	
	

	Camp day activities
	· Arrange physical facilities at campsite
	Yes/No
	
	
	

	
	· Register patients and prepare medical records
	Yes/No
	
	
	

	
	· Examination of patients
	Yes/No
	
	
	

	
	· Documentation of examination in MR
	Yes/No
	
	
	

	
	· Counselling for surgery 
	Yes/No
	
	
	

	
	· Transportation of patients
	Yes/No
	
	
	

	
	· Admission of patients brought for surgery
	Yes/No
	
	
	

	Forms and Registers 
	
	
	Qty Required
	
	
	

	
	· Camp OP & IP Records
	Yes/No
	
	
	
	

	
	· Information & ID cards
	Yes/No
	
	
	
	

	
	· Camp OP & IP registers
	Yes/No
	
	
	
	

	Post camp activities
	· Pre-operative care and surgery
	Yes/No
	
	
	

	
	· Discharge and transportation of patients
	Yes/No
	
	
	

	
	· Plan future outreach
	Yes/No
	
	
	

	Others 

	· 
	Yes/No
	
	
	

	
	· 
	Yes/No
	
	
	


Yes/No – Type `yes’ if you plan to develop a policy & procedure for that area. If you feel it is not applicable type ‘NO’
Management and Planning Support for Establishing Effective Eye Hospitals

ADMINISTRATION AND SUPPORTIVE SERVICES

	HOSPITAL NAME
	 MACROBUTTON  type <click to enter name of hospital here> 

	Policies and Procedures
	Person Responsible
	Cost
	Duration and End Time

	Personnel Management
	
	
	

	Functions
	· Recruitment and selection procedures
	Yes/No
	
	
	

	
	· Orientation to new employees
	Yes/No
	
	
	

	
	· Attendance and leave procedures
	Yes/No
	
	
	

	
	· Payroll preparation and salary disbursement
	Yes/No
	
	
	

	
	· Legislative compliance
	Yes/No
	
	
	

	Reports
	· Human Resource statistics
	Yes/No
	
	
	

	
	· Human Resource requirement reports
	Yes/No
	
	
	

	
	· PF enrollment list
	Yes/No
	
	
	

	
	· Salary review list 
	Yes/No
	
	
	

	
	· Employee turnover report
	Yes/No
	
	
	

	Forms and Registers 
	
	
	Qty Required
	
	
	

	
	· Application forms
	Yes/No
	
	
	
	

	
	· Employee records
	Yes/No
	
	
	
	

	
	· Payslips
	Yes/No
	
	
	
	

	
	· Attendance registers
	Yes/No
	
	
	
	

	
	· Joining reports
	Yes/No
	
	
	
	

	
	· Leave applications
	Yes/No
	
	
	
	

	Others 
	· 
	Yes/No
	
	
	

	
	· 
	Yes/No
	
	
	

	
	· 
	Yes/No
	
	
	


Yes/No – Type `yes’ if you plan to develop a policy & procedure for that area. If you feel it is not applicable type ‘NO’
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ADMINISTRATION AND SUPPORTIVE SERVICES

	HOSPITAL NAME
	 MACROBUTTON  type <click to enter name of hospital here> 

	Policies and Procedures
	Person Responsible
	Cost
	Duration and End Time

	Purchase & Stores
	
	
	

	Functions
	· Flow of activities in purchase and stores activities
	Yes/No
	
	
	

	
	· Selection of suppliers
	Yes/No
	
	
	

	
	· Purchasing policies & placing orders
	Yes/No
	
	
	

	
	· Goods Received Note  
	Yes/No
	
	
	

	
	· Indenting process
	Yes/No
	
	
	

	
	· Authorization/Approvals
	Yes/No
	
	
	

	
	· Inventory control
	Yes/No
	
	
	

	
	· Classification & storage of materials
	Yes/No
	
	
	

	Reports
	· Monthly consumption reports
	Yes/No
	
	
	

	
	· Monthly Issue reports
	Yes/No
	
	
	

	
	· Monthly Purchase reports
	Yes/No
	
	
	

	Forms and Registers 
	
	
	Qty Required
	
	
	

	
	· Stock Ledgers
	Yes/No
	
	
	
	

	
	· Purchase order forms
	Yes/No
	
	
	
	

	
	· Indent forms
	Yes/No
	
	
	
	

	
	· Issue register
	Yes/No
	
	
	
	

	
	· Purchase register
	Yes/No
	
	
	
	

	
	· GRN register
	Yes/No
	
	
	
	

	Others 
	
	Yes/No
	
	
	

	
	
	Yes/No
	
	
	


Yes/No – Type `yes’ if you plan to develop a policy & procedure for that area. If you feel it is not applicable type ‘NO’
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ADMINISTRATION AND SUPPORTIVE SERVICES

	HOSPITAL NAME
	 MACROBUTTON  type <click to enter name of hospital here> 

	Policies and Procedures
	Person Responsible
	Cost
	Duration and End Time

	Accounting
	
	
	

	Functions
	· Billing and cash handling
	Yes/No
	
	
	

	
	· Banking
	Yes/No
	
	
	

	
	· Payments & receipts
	Yes/No
	
	
	

	
	· Authorization/Approvals
	Yes/No
	
	
	

	
	· Preparation & Analysis of financial statements
	Yes/No
	
	
	

	
	· Budgeting
	Yes/No
	
	
	

	
	· Audit
	Yes/No
	
	
	

	Reports
	· Trail balance
	Yes/No
	
	
	

	
	· Bank Reconciliation reports
	Yes/No
	
	
	

	
	· Income & expenditure statements
	Yes/No
	
	
	

	
	· Daily & monthly collection reports
	Yes/No
	
	
	

	
	· 
	Yes/No
	
	
	

	Forms and Registers 
	
	
	Qty Required
	
	
	

	
	· Day Book/Journal
	Yes/No
	
	
	
	

	
	· Ledgers
	Yes/No
	
	
	
	

	
	· Vouchers
	Yes/No
	
	
	
	

	
	· Receipt books
	Yes/No
	
	
	
	

	
	· Daily & consolidated revenue statements 
	Yes/No
	
	
	
	

	
	· 
	Yes/No
	
	
	
	

	Others 
	· 
	Yes/No
	
	
	

	
	· 
	Yes/No
	
	
	


Yes/No – Type `yes’ if you plan to develop a policy & procedure for that area. If you feel it is not applicable type ‘NO’
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ADMINISTRATION AND SUPPORTIVE SERVICES

	HOSPITAL NAME
	 MACROBUTTON  type <click to enter name of hospital here> 

	Policies and Procedures
	Person Responsible
	Cost
	Duration and End Time

	Housekeeping
	
	
	

	Functions
	· Cleaning frequency for OP, wards, rooms, toilets, etc.  
	Yes/No
	
	
	

	
	· Methods of cleaning
	Yes/No
	
	
	

	
	· Sweepers & sanitary workers scheduling
	Yes/No
	
	
	

	
	· Gardening
	Yes/No
	
	
	

	
	· Linen and laundry management
	Yes/No
	
	
	

	
	· Repairs and maintenance
	Yes/No
	
	
	

	
	· Supervision of housekeeping activities
	Yes/No
	
	
	

	Forms and Registers 
	
	
	Qty Required
	
	
	

	
	· Housekeeping checklist
	Yes/No
	
	
	
	

	Others 
	· 
	Yes/No
	
	
	

	
	· 
	Yes/No
	
	
	


	Policies and Procedures
	Person Responsible
	Cost
	Duration and End Time

	Optical, Medical & Canteen
	
	
	

	Method of Operation
	· On contract
	Yes/No
	
	
	

	
	· Managed by the Hospital 
	Yes/No
	
	
	

	
	· Rates fixation
	Yes/No
	
	
	

	
	· Selection of suppliers
	Yes/No
	
	
	

	
	· Purchase policy and placing orders
	Yes/No
	
	
	

	Forms
	· Sales registers
	Yes/No
	
	
	

	
	· Bill books
	Yes/No
	
	
	

	Others 
	· 
	Yes/No
	
	
	

	
	· 
	Yes/No
	
	
	


Yes/No – Type `yes’ if you plan to develop a policy & procedure for that area. If you feel it is not applicable type ‘NO’
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