Management and Planning Support for Establishing Effective Eye Hospitals

OUTPATIENT DEPARTMENT

	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. Doctor 
	
	
	
	
	
	
	

	2. Outpatient Nurse
	
	
	
	
	
	
	

	3. Refractionist
	
	
	
	
	
	
	

	4. Receptionist
	
	
	
	
	
	
	

	5. Counsellor
	
	
	
	
	
	
	

	6. Lab Technician
	
	
	
	
	
	
	

	7. 
	
	
	
	
	
	
	

	Equipment and Instruments

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

	1. Slit Lamps
	
	
	
	
	
	
	

	2. Ophthalmoscope
	
	
	
	
	
	
	

	3. Tonometer
	
	
	
	
	
	
	

	4. Indirect Ophthalmoscope
	
	
	
	
	
	
	

	5. A-scan
	
	
	
	
	
	
	

	6. Keratometer
	
	
	
	
	
	
	

	7. Trial Sets
	
	
	
	
	
	
	

	8. Torch light
	
	
	
	
	
	
	

	9. 
	
	
	
	
	
	
	

	Furniture

	1. Examination Tables
	
	
	
	
	
	
	

	2. Chairs
	
	
	
	
	
	
	

	3. Office Tables
	
	
	
	
	
	
	

	4. Wheel Chair
	
	
	
	
	
	
	

	5. 
	
	
	
	
	
	
	

	Lab Equipment

	1. Microscope
	
	
	
	
	
	
	

	2. Chemical Balance
	
	
	
	
	
	
	

	3. Centrifuge
	
	
	
	
	
	
	

	4. Colorimeter
	
	
	
	
	
	
	

	5. Test tubes, stand, etc,
	
	
	
	
	
	
	

	6. 
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OUT PATIENT DEPARTMENT

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

	Space
	Current Status
	Remarks

	1. Reception
	
	

	2. MRD
	
	

	3. Preliminary Vision Test
	
	

	4. Doctors Examination
	
	

	5. Waiting Area
	
	

	6. Refraction
	
	

	7. Laboratory
	
	

	8. Counselling
	
	

	9. 
	
	

	10. 
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OUT PATIENT DEPARTMENT

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

	Policies and Procedures
	Person Responsible
	Cost
	Duration and End Time

	Registration
	
	
	

	Counters
	· Paying Patients
	Yes/No
	
	
	

	
	· Free patients
	Yes/No
	
	
	

	
	· New Patients
	Yes/No
	
	
	

	
	· Review Patients
	Yes/No
	
	
	

	Functions
	· Timing  for OPD functioning
	Yes/No
	
	
	

	
	· Procedure for Staff posting
	Yes/No
	
	
	

	
	· Procedure for breaks
	Yes/No
	
	
	

	
	· Procedure for cash settlement
	Yes/No
	
	
	

	Forms and Registers to be used during Registration
	
	
	Qty Required
	
	
	

	
	· Information cards
	Yes/No
	
	
	
	

	
	· ID cards
	Yes/No
	
	
	
	

	
	· Cash receipts
	Yes/No
	
	
	
	

	
	· Tracer cards
	Yes/No
	
	
	
	

	
	· OP records
	Yes/No
	
	
	
	

	
	· Patient information registers
	Yes/No
	
	
	
	

	
	· Daily consolidated cash collection reports 
	Yes/No
	
	
	
	

	Fees structure
	· Paying new patients 
	Yes/No
	
	
	

	
	· Paying review patients
	Yes/No
	
	
	

	
	· Free patients
	Yes/No
	
	
	

	
	· Exempted patients 
	Yes/No
	
	
	

	
	· Subsidized patients
	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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OUT PATIENT DEPARTMENT

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

	Policies and Procedures
	Person Responsible
	Cost
	Duration and End Time

	Medical Records
	
	
	

	Filing
	· Procedure for filing paying & free patients records
	Yes/No
	
	
	

	
	· Procedure for numbering  patients records
	Yes/No
	
	
	

	
	· Procedure for finding missing records
	Yes/No
	
	
	

	
	· Procedure for disposal of records
	Yes/No
	
	
	

	Timing 
	· Working hours for Medical Records
	Yes/No
	
	
	

	
	· Procedure for Staff posting
	Yes/No
	
	
	

	
	· Procedure for breaks
	Yes/No
	
	
	

	
	· 
	Yes/No
	
	
	

	Forms and Registers to be used in Medical Records 
	
	
	Qty Required
	
	
	

	
	· Outpatients Registers
	Yes/No
	
	
	
	

	
	· Inpatient Registers
	Yes/No
	
	
	
	

	
	· Alpha Index Cards
	Yes/No
	
	
	
	

	
	· Diagnostic & Treatment Coding Sheets 
	Yes/No
	
	
	
	

	Daily Statistics Reports 
	· Not received records list
	Yes/No
	
	
	

	
	· Number of Admissions/Discharge list
	Yes/No
	
	
	

	
	· Number of OP/IP list
	Yes/No
	
	
	

	
	· Number of Surgery list
	Yes/No
	
	
	

	Monthly Statistics Reports
	· District Wise OP/Surgery list
	Yes/No
	
	
	

	
	· Patients(Age & Sex wise) list
	Yes/No
	
	
	

	
	· Clinic wise workload list
	Yes/No
	
	
	

	
	· Diagnosis reports 
	Yes/No
	
	
	

	
	· Monthly performance reports
	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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OUT PATIENT DEPARTMENT

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

	Policies and Procedures
	Person Responsible
	Cost
	Duration and End Time

	Patient Examination
	
	
	

	Examination Protocols
	· Preliminary vision checking
	Yes/No
	
	
	

	
	· History taking
	Yes/No
	
	
	

	
	· Refraction & cycloplegic refraction  
	Yes/No
	
	
	

	
	· Post Mydriatic test(PMT)
	Yes/No
	
	
	

	
	· Guidelines for prescription of Glasses
	Yes/No
	
	
	

	
	· Tonometric and duct examination 
	Yes/No
	
	
	

	
	· Slit lamp biomicroscopy
	Yes/No
	
	
	

	
	· Dilatation for fundus examination
	Yes/No
	
	
	

	
	· Drug prescription 
	Yes/No
	
	
	

	
	· Lab investigations
	Yes/No
	
	
	

	
	· Aspects to be documented in the Medical records
	Yes/No
	
	
	

	
	· Outpatient examination in camps
	Yes/No
	
	
	

	Forms 
	
	
	Qty Required
	
	
	

	
	· Lab requisition forms
	Yes/No
	
	
	
	

	
	· Medicine prescription forms
	Yes/No
	
	
	
	

	
	· Glass prescription forms
	Yes/No
	
	
	
	

	
	· 
	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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