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12. GUIDELINES FOR ADDRESSING HEALTH NEEDS OF THE EMPLOYEES

12.1. INTRODUCTION:

Analysis of employee complaints will help to identify problems at workplace which are important to
maintain healthy atmosphere. To achieve this. it is necessary to standardize how employee complaints are
analysed and interpreted. This guideline helps to monitor and improve employee satisfaction and peaceful
atmosphere at workplace.

12.2. PURPOSE:

12.2.1. To ensure safe and healthy working condition for all the employees at ARSMH

12.2.2. To assure all the employees are medically fit to perform their duties at ARSMH

12.2.3. To assure newly joined employee does not have any communicable disease and is
physically fit.

12.2.4.  To address occupational health hazards if any.

12.3. SCOPE:

All employees at ARSMH

12.4. ROLES & RESPONSIBILITIES:

Responsibilities Measurement criteria Frequency

1 Pre-employment health Employee, RMO, Dy. Physical fitness At the time of
check-up Superintendent, HR certificate by certified | joining
Department physician and
mandatory
investigation reports
2 Regular health check-ups for | Employee, RMO/Dy. Investigation reports Yearly once
existing employee Superintendent, HR
Department
3 Use of personal protective Employee, RMO/Dy. Checklist As needed
equipment Superintendent

12.5. RESOURSES:

12.5.1. Material:

o Required health check-ups list for pre-employment and existing employees
. Pre-employment health reports and fitness certificate by certified physician
. Yearly health check-up reports of the employees

. Personal file to maintain all the reports

Prepared by: Approved by: M;"/)
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12.6. DETAILS OF POLICY:

ARSMH has the documented policy to address the health needs of the employees.

12.6.4.
12.6.5.

12.6.6.

At the time of joining the new employee has to submit the physical fitness certificate
given by the certified physician and the mandatory investigation reports to the ARSMH.
ARSMH provides the list of mandatory investigation.

ARSMH conducts yearly health check-ups for existing employees to ensure the health
status of each and every employee. All the employees need to go through mandatory
investigation which is decided by the ARSMH. Health check-ups and investigations are
carried out at the ARSMH and employee will not be charged for the same.

Mandatory investigation list:

Pre-employee and existing employee

12.6.3..1. CBC

12.6.3..2. Blood sugar

12.6.3..3. Urine routine & microscopic
12.63..4. HIVI& I

12.6.3..5. HBsAg

12.6.3..6. HCV

12.6.3..7. Chest x-ray PA view

12.6.3..8. Physical fitness certificate of certified doctor (pre-employee only)
FFor food handler:

12.6.3..1. Stool routine & microscopic

12.6.3..2. Stool culture

12.6.3..3. Chest x-ray PA view

12.6.3..4. CBC

12.6.3..5. Physical fitness certificate of certified doctor.
All the reports of investigations are preserved in personal file of the employee.
If any problem is found during the investigation of existing employee, he/she will be
provided necessary treatment at the hospital. The employee will not be charged for the
treatment but he/she has to bear the medicine bills.
To prevent occupational health hazards, employees are provided personal protective
equipment as per requirement. All the employees are given training about the use and
importance of PPE. (Refer FMS manual)

12.7. EXTERNAL DOCUMENTS:

24T

1R 2%
1120533

https://www.slideshare.net/mysandesham/constitution-of-india-is-the-supreme-law-of-
india '
https://www.thefreedictionary.com/law-+of+the+land
https://definitions.uslegal.com/l/law-of-the-land/
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Process

Responsibility

Document

\ Supporting

OPD registration shall be done on first-come first-served
basis

Counter

Enquiry Counter/OPD

OPD
Register/Software

The following details are taken from the patient or
relative (for new patient):

Name, age, sex, address. UIN is generated.

For follow up patients —UIN is compulsory

OPD Counter staff

OPD Case Paper

Bill is raised for new and old case paper registration
fees

OPD Counter staff

Payment receipt

Case paper given according to availability of doctor as
per OPD time table

OPD counter staff

OPD case Paper

Screening of every new patients above 12 years old

Kriya department

OPD case Paper

[f patient wishes to visit a specific specialty and
mentions the same, then he is guided towards respective
specialty.

OPD Counter staff

OPD case Paper

The patient is directed towards the concerned OPD Area.

OPD Counter

staff/attendant/Security

OPD case Paper

Before the consultation, if there is any change in the
specialty, the patient is informed about concerned
specialty. Patient will revisit the OPD counter. Change
of case paper. Same UIN will be continued

Consultant/OPD
counter staff

OPD case paper

After the consultation if there is any opinion or referral
for new specialty then Patient shall be re-registered;
however, the same UIN will continue with new OPD
number

OPD counter staff

OPD Case paper

For patients who have misplaced or lost UIN, search is
done in software by name/OPD number

OPD counter staff

OPD Case paper

For patients who wish to refer more than one specialty
on the same day, a separate case paper per specialty is

OPD counter staff

issued, with same UIN with new OPD number

OPD Case paper

Prepared by:

Approved by:
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o l*gr .smg¥e patient , v15ﬁmg multiple specialties separate DD un i ot P Case naper
bill is raised, per specialty, per case paper
M. OPD timing is 09.00 to 04.09 pm. After that registration OPD/Casualty Counter OPD Register
will be done on casualty basis. Staff
On holiday or Sunday Panchakarma follow up patient et L e
N. will be considered as a follow-up with same OPD no.and taff OPD Register
registered at Panchakarma counter.
On consecutive holidays,OPDwill be opened for one day :
. ’ PD Register
O from 09.00 to 01.00pm. OPD counter staff O egister
Patient is asked to deposit case paper at registration
P. kounter after consultation, investigation, OPD procedure,JOPD counter staff OPD case paper
Panchakarma, medicine; except indoor admission.
0 For emergency and MLC cases treated on casualty basis OPD counter staff, [OPD/Casualty
" pfter OPD timing. Casualty staff case paper
3.5.1. Note
3.5.1.1.  Studentsé&staff College of Ayurveda and Research Centre, Nigdi. and ARSMH

staff, will not be charged any registration fees.

Sharad Pawar) will not be charged any

3.5.1.2. Following memberswill not be charged any registration fees:
e Parents of unmarried staff
e Parents, In-laws,spouse and children of staff
3.5.1.3. Any special camparranged on the birthday of PDEA’s President (Mr.Ajit Pawar)
and backbone of Institute (Mr.
registration fees.
3.5.1.4. Camps arranged as per national program such as world yoga day, diabetes
prevention and cure by Ayurved Etc. will not be charged any registration fees.
3.5.1.5. For PDEA’s Trustees registration fees will not be charged.
3.5.1.6. For local institutional programs registration fees will not be charged.
3.5.1.7. Clinical trial patient / dissertation patient for PG students will not be charged

any registration fee, subject to prior permission from superintendent / Dy.
Superintendent / RMO.
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