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Control of Document

The holder of the copy of this manual is responsible for maintaining it in good and safe condition
and in a really identifiable and retrievable form.

The holder of the copy of this manual shall maintain it in current status by inserting latest
amendments as and when the amended versions are received.

The manual is reviewed at-least once a year (or in between SOS, if required) and is updated as
relevant to the Hospital policies and procedures.

The authority over control of this manual is as follows:

Dr Sapﬁ% aul . Surediimg Office of AMS OPD
MO I/C OPD :

Dr.J.K.Basu
AddIM.S. OPD

The original procedure manual with signatures of the title page is considered as “Master Copy”
and the photocopies of the Master copy for the distribution are considered as: “Controlled copy”.
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The application of Quality tools is of paramount importance and standardize the basic needs
catering to patient care services. Patient calling system in OPD is documented in various forms
like: Bells system, Physical calling system by Nursing Orderlies on First Come First Basis,
Token system at some points. Although the plan for further strengthening of patient calling
system is under process. The receiving of patients in OPD Process involves: OPD card
registration is done at registration counters followed by patient leaving for OPD area of
consultation either through reading display signage or enquiring guards, Helpers etc. Before that
a help desk area is located for taking of wheel chairs and trolleys , which is also stationed at
various floors of Main OPD Block. Usage of Stairs, Lifts, Ramps is available. Display Boards
are made at each and every floor of Main OPD Block. A dedicated sitting area is stationed for
patients outside Doctors Consultation room on First Come First Basis, Calling by Nursing
Orderlies. Patient received in Doctor Consulation room. Further, Critical Process Mapping
enclosed opposite page 33/C and Quality tool application are done for quality improvement and
gap closures including Mistake proofing.

The ANS OPD and Sister In-charges are directed to maintain record of the Mistake proofing,
Root cause analysis, Gap Closures, Action Taken, and application of Quality tools to be
supervised and checked by the concerned ANS and Doctor In- charge OPD.

Critical process mapping for the Main OPD Block to see and underline the Gaps analysis and
work on the critical areas like : reduction of waiting time, Strenthening of Help desk area,
Queuing , tokenization system for each facility.

Arrangements done for Mistake proofing at Help desk area: if wheelchairs and trolleys are
exhausted at the helpdesk, then the same can be obtained from floors of the OPD. This reduces
the waiting time and decrease in queue. Similarly the error less methodology is implemented at
various floors of the Main OPD Block. Feedback forms and employee satisfaction survey
enclosed form analysis are obtained by the patients are analysed for better management, also
form is collected.
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LOK NAYAK HOSPITAL

EMPLOYEE SATISFACTION SURVEY

Dear colleague

| appreciate your role and contribution in service delivery by our hospital. Your personal view

3o,

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 improvements.

Please tick the appropriate box and drop the questionnaire in the suggestion box.

S.No.

ATTRIBUTES

POOR

FAIR

GOOD

VERY GOOD

EXCELLENT tNO \ ,

1

COMMENTS

DISTRIBUTION OF
WORKLOAD
AMONGST THE STAFF

CLARITY OF ROLE AND
RESPONSIBILITY

HOUSING FACILITY
AVAILABLE FOR STAFF

COORDINATION AND
COOPERATION OF
YOUR COWORKER IN
DISTRIBUTING YOUR
DUTY

|
|
|
|

BUILDING,
INFRASTRUCTURE OF
YOUR HOSPITAL

AVAILABILITY OF
BASIC
OFFICE/WORKING
EQUIPMENTS

APPRECIATION/
RECOGNITION OF
YOUR GOOD WORK

SYSTEM FOR
APPRAISAL AND
PROMOTION

OPPORTUNITIES FOR
TRAINING AND SKILL
DEVELOPMENT

b
X\,
j
|
i

%f/@

|
1

| perpEgETTAY  ESEpeRITe
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10.

THE EXISTING
GRIEVANCE
MANAGEMENT
SYSTEM IN THE
HOSPITAL

11.

OPPORTUNITIES FOR
EXPRESSING
OPINION/VIEWS ON
WORK RELATED
TOPICS

12.

LEADERSHIP BY
HOSPITAL IN CHARGE

13.

AVAILABILITY OF
PERSONAL
PROTECTIVE
EQUIPMENTS
(GLOVES, MASKS,
ETC.)

14.

AVAILABILITY OF
AMENITIES LIKE
CLEAN TOILETS,
DRINKING WATER
AND AIR
COOLING/HEATING

15.

SECURITY AND SAFETY
OF STAFF IN HOSPITAL

OVERALL SCORE

e



CRITICAL PROCESS MAPPING

Patient visit OPD
Registration P TR I

————————

Dedicated Counters No. 1 to 14
Waiting time: 03 minutes-half hour
#* Maximum time reduction 15 min

Waiting time: 05 minutes-30 min.
** Maximum time reduction 10

min.

Waiting time: 05 minutes-30 min.
** Maximum time reduction 15

Enquiry
Display/Signag
e for floor wise

Reaches Specific F
consultation/tr

Feedback

Waiting Area: Assistance
Waiting time: 15 min.- 15 min. + calling, first come

Yes : .
first serve basis

[

|

I

[

[

|

|

|

:

|

l Feedback

[

l

|

Il | Investigation Pharmacy
{

! Waiting time:

‘ o .

1 15 min.-30 I\flm. g £_|
! Waiting time: e

' e : Waiting time:

: ; 15 min.-30 Min. 15 min.-01 B

: ! o hour

|

: Feedback ,L 'L v l

R Py R i Patient Went Home

i 23

Prepared by:-
1. Dr. Sapna Paul, MO I/COPD
2. Ms. Seema Rani, Asst. Programmer
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in order to streamline and provide better Patient fFriendly/Accassible Lervices 10
disability/differently abled patients visiting Main OPD Block for treatment, investigation etc tre
ANS OPD along with floor Sister 1/C’'S of Main OPD Block are directed to make necessar
arrangements for providing preferential treatment to these patients with regard to OPD
consultation, treatment, Laboratory, Radiological and other investigation services L.

All HOD'S and MOI/C's are requested to provide consultation/treatment on priority
basis.

This issue with prior approval of MD, LNH.

Lohean ?&u(

Dr. Sapna Paul
MOI/C OPD

Copy to:-
1. PAtoMD
Director (A)
DMS OPD
All HODs/MOI/Cs
Nursing Superintendent
ANS OPD, for circulation to all Sister 1/Cs (OPD)
Guard file
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Details of the Documents

Name Of Hospital : Lok Nayak Hospital
Address : Jawahar Lal Nehru Marg Govt. of NCT Delhi-110002

Standard Operating Procedures for OPD Services

Wocument Name :

Document No. : 03

14™ February 2022

No. of Pages :

Date Created :

06.11.2023

Dr. Sapna Paul (MOI/C OPD) W
[/

(.

Date of Amendment:
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N2>

Prepared By :

Approved By :
1) Dr. Suresh amaz!([Medical Director, LNH)

LOK NAYAK HOSPITAL
(ovt, of NCT of Deihi)
New Delhi-110002

2) Dr. J.K.B/asu'( AMS OPD)

\?%

Responsibility of Updating : | Office of AMS OPD
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Control of the Document

The holder of the copy of this manual is responsible for maintaining it in good and safe condition
and in a readily identifiable and retrievable form.

The holder of the copy of this manual shall maintain it in current status by inserting latest
amendments as and when the amended versions are received.

The manual is reviewed at-least once a year (or in between SOS, if so required) and is updated as
relevant to the Hospital policies and procedures.

The Authority over control of this manual is as follows:

[ Prepared By : Approved By : | Issued By :
Dr. Sapna Paul Dr. Suresh Kumar Office of AMS OPD
( MOI/C OPD) ( Medical Di ector‘g LNH)

? 2 J.'ed\:c I Diregtor

._Gov OSPITAL
% \N \'2,'7) &DI'. J.K. Basu ( A‘Mf%@g;.{-"[ '};0()03“;;

The original procedure manual with signatures on the title page is considered as “Master Copy”
and the Photocopies of the Master Copy for the distribution are considered as “Controlled

Copy™.
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Control of Document

The holder of the copy of this manual is responsible for maintaining it in good and safe condition
and in a really identifiable and retrievable form.

The holder of the copy of this manual shall maintain it in current status by inserting latest
amendments as and when the amended versions are received.

The manual is reviewed at-least once a year (or in between SOS, if required) and is updated as
relevant to the Hospital policies and procedures.

The authority over control of this manual is as follows:

[ Prepared by Approved by

Dr Sapna Paul Q& Paaé Dr. Suresh Kumar
MO I/C OPD Medical Director , LNH Mediarbirecol

LOK NAYAR zj\,\?,b, I
(Govt. of NCT oi Deli)
*? New Delni-110007

Issued by

cal wiehit

Office of AMS OPD

Dr. Prafull Kumar
AMS OPD, Director Admin

s

The original procedure manual with signatures of the title page is considered as “Master Copy”
and the photocopies of the Master copy for the distribution are considered as: “Controlled copy”.
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Name of the Hospital:

Details of the Documents (Amendment)

Lok Nayak Hospital

Address: Jawahar Lal Nehru Marg, Govt of NCT Delhi-110002
Document Name Standard Operating Procedures for OPD Services
Document No 02

Number of Pages 01-22

Date created 14™ February 2022

Date of Amendment

Prepared by

Dr Sapna Paul ( MO I/C OPD) QQ%M /PM

Approved by

LK NAYAK
Dr Prafull Kumar (AMS OPD, Directof Admin) 3‘*?

e’
__.“_-‘{J LSt

Dr Suresh Kumar ( Medical Director, LNH) @Lt,/

Responsibilty of Updating: Office of AMS OPD
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. » OFFICE OF THE AMS (OPD)
o, (S0 ' LOK NAYAK HOSPITAL: NEW DELHI-110002
‘ OUT PATIENT DEPARTMENT
LNH
F NO.61/SOPs:OPD /AMS (OPD)/LNH/2022 - Q26" Dated: \§~2 9937

Minutes of Meeting

A meeting was convened in the Office of AMS OPD under the Chairmanship of DMS OPD
regarding Standard Operating Procedures for OPD on 17.02.2022 at 12:00 PM. The meeting was attended
by the following members as mentioned below:

Dr. J.K. Basu (DMS OPD)

Dr. Sapna Paul (MOI/C OPD)

Ms. Krishna Sinha (ANS OPD)

Ms. Kusum Bidlani (ANS OPD)

All Floor sister In-charges of Main OPD Block

S

The agenda of the meeting is mentioned as below:

a) A brief description of Standard Operating Procedure for OPD was apprised by Dr. Sapna Paul.
The copies of SOPs was distributed to all OPD Floor Sister In-charges, ANS, DNS.

b) All Floor Sister In-charges are directed to take rounds on daily basis of their respective Floors and
submit the check list like patient satisfaction survey form, patient checklist, prescription, etc on
weekly basis (Saturday) through ANS OPD in the office of the undersigned (Office of AMS
OPD).

c) DMS OPD directed all the concerned to maintain proper recor¢ and complete details of log book,
stock register and inventory to be updated on daily basis which must be supervised by ANS OPD
on weekly basis.

d) All complaints pertaining to patient care services, PWD, etc. must be informed to the undersigned
through ANS OPD. :

e) The patient Suggestion box/ Feedback box must be open once a week i e every Saturday in
presence of Floor sister In-charge and the same may be recorded in log book. The Suggestion/
Feedback must be brought to the notice of the undersigned through ANS OPD.

f) The action taken report/ gaps filled if any must be informed too.

The meeting ended with the vote of thanks to the Chair. [
L (D¥. Sapna Paul)
Q\ MOI/C OPD
(1/C COVID/Sampling/ Vector Borne Disease)
Copy to:
1. DMS OPD ‘
2. ANSOPD \ > e
3. All floor Sister In-charges D W \Q}Vr ')9-'\( ‘
4. Office copy b}} Q‘—g}\ QQ\ Ey ‘
N\
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Details of the Documents

Name Of Hospital : Lok Nayak Hospital

Address ; Jawahar Lal Nehru Marg Govt. of NCT Delhi-110002

Document Name : Standard Operating Procedures for OPD Services

Document No. : 01

No. of Pages : 01-21

Date Created : 14" February 2022

Prepared By : Dr. Sapna Paul ( MOI/C OPD) @.‘p«m (M
AN

Approved By : 7S S

1) Dr. Suresh Kumar ( Medical Director, LNH)

2) Dr. ].K. Basu ( AMS OPD)

Responsibility of Updating : | Office of AMS OPD
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Control of the Document

The holder of the copy of this manual is responsible for maintaining it in good and safe condition
and in a readily identifiable and retrievable form.

The holder of the copy of this manual shall maintain it in current status by inserting latest
amendments as and when the amended versions are received.

The manual is reviewed at-least once a year (or in between SOS, if so required) and is updated as
relevant to the Hospital policies and procedures.

The Authority over control of this manual is as follows:

Prepared By : Approved By : Issued By :
Dr. Sapna Paul O l Dr. Suresh Kumar Office of AMS OPD
( MOI/C OPD) ‘be’”‘ e

( Medicagizgf,/lj}\lﬂf W pow//

Dr. J.K. Basu (AMS OPD)

W

The original procedure manual with signatures on the title page is considered as “Master Copy”
and the Photocopies of the Master Copy for the distribution are considered as “Controlled

Copy™.
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receiving copy
b SSNES of D 0
K= SN 71\(\LPQY \E\)‘N = -\’Z% "
2~ 11 FrReo RofBa vt ar .2 AL

Mol | ag:teheo. | e THE NN

U P PlodP prpavire | (Do

P oo po-dursd. CApx

U Flor 27 0P, A~

"2 Fleey PRT | —

3

Y 5 i
. W Plopy e brelid— g@

G N“ijingﬁm o)
7

g

: 4

i0 el LNT 6LO | L

j 54';\, -kQ—QQ Patﬂ% SNOPD ﬂ&&w/~

L5 £ flean ART Lo VELY SHARLA
1% owe—-CoppY Pl v e piv ﬁzﬁpg "




S0 3d

*210 SUISIU[/SIUSPISY
/810120(] 1OTUSS s juountedop oy £q uni sVIAILS (O AW Jjo Sumonounj I J[Sse
2 yroowrs 10 [ouuosiod SuismN Ay} Aq pasiaradns st yarym ooejd ur widlsAs pade[d [[om 7 Jyes
Funzoddns ay1 4q paredaid are swool Y], "100[) £I0A2 pUB YoBd UO SIDIAIIS AP 0} Aep 29 uosrtel]
Surpiaoxd 10j pajsod are syuouniedop IOUJO SNOLIBA WOIJ Jjeis 2 IYIOM uoneyues ‘A[IpIO
Suismy ‘PeIs Ajnoag els SuisinN ‘D] 191stg JuismN YL ¥ooid ddO urej\ dy) Jo 100y
£19A9 29 yoed 0} Juouniedap aATpadsar oy 10J yred oy opm3 0y paoed are soeudis 1odoid osfe
2 sjuounredop 2A1302dsa1 3y} puane 0} jpuuosiad £jundas Ay £q popm3 are syuaned YL,

ur A0S Ty[op wysp//:dny “1ISqam I} 18 J]QB[LeAL
os[e st sdis (IO Jo Sumyew duljuo 10} Ayiqioey oY) ‘OS[y “SI0M PIIISIp Y} 10} paisod Jyeis
pauren} AQ uni SaJIAISS uonensI3aI (IJO JO SIUN0d Y [[B I8 Wo)SAS UYO) Pue UONRNSIAI
pazuamdwod yim }o0[q AdO UrRIN JO 100} punoid ay} e paoerd st woIsAs ananb paurjop
[[oM Y "10100p Funean ) £q uone)nsuod 10y soded uonensidar dO Y SpdU ‘ddO MSIA
oym SO} [[V [oUU0SIdd d1e) YI[ESH yuaroyoid Jo uoisiaradns ay) 1Opun ¥201g AdO Urey
oY) Ul unI sa01AISS Jadxd pue Anpenb aa1o001 0 saded Jjo Tej woy uohmnsu Powd9)S INO
nsia sjuaned Jo Ajofejy “19)unod uonensI3a1 Ay} St $IAIS (JJO 10) B0 JO wrod (1 (8

moned JJoM [BIIUSsSH

sjuowarmbai K10je[n3or pue LI0IMEIS YPIM A[dwoo o], e

sjooo01d MINE @ dI 10d se SSOUIUBS[O PUB JUIIZAY AIMSUI O ®

SOOIAIDS }SILIOYS 2INSUD O, @

uonogjsnes judned amsus O, o
yuowoAoxdur

Aypenb snonunuod ut sookojdwo Ino [[e 0} uoneAnOU pue Sururer) snonunRuod opaoid o], e
-ouwres dy) surpuane

asoy) (e 03 Ajiqisuodsal pue $25uASI{IP NP JSOUNN UM SIOTAIDS [BHUDSSD [[E YO OL ¢

s10p1A01d 9O1AISS pue SII[Ite] 1Y) ‘syuanjed 0] A19Jes ANSUS O, ©

SVON ‘dieyedey 1od se Ayenb jo spiepue)s urepe o], e

BATIFRIqO 2 WY

-uoneN Ayjjeday 3urp[ing 10§ Juoned K19A3 29 (ORI 0} PAISAI[IP q IS SIVIAILSS Airenb oy 1oy
uonuow 0} juauniad st it soueptodul junoweled Jo a1e $301AIS (IO W ‘HN'T 9Y1] [edsoy
oIed AJer)io) B U] “SIOIAISS IBD yuoned Jo 1red JuIAIRIAI 18I rendsoy ay1 jo 298} 3y} st AdO

-:Sampad0id % Ad1[0d



90 3d

"dO 2/1/adO SNA<SNV
<oSreyp-up Suismy] 100[} YSnoiy) ‘euonouny pue J[qe[IBAE ST AJ[IOR] [BSSIIPAI soueAdld y (1

Yoo (1dO UrRA 100[ S 18 pauoness st syuaned oLIRIPaJ 10J WOOI UOHBZIUNUIW] (Y
~yoorg 1dO BN 100[f ,,€ Y8 SINPE [[8 10} paoe(d ST wWOOI U U /uoneZIuNuu| aeredag (3

“uorjeULIONUI
15078 i parepdn doay 0} SIOQUIAU JFels SNOLEA 105 P1ONPUOd dIB SUOISSIS Jururen Apuwi],

‘saurpopmd YN 1od se sased
oy o[dwes pue udd1ds 0} xo[dwod (IJO UIEJN 01 paydene ‘un1 st (1O Surdwes 61-AIA0D V (@

Kypiqestp s syuaned o) uaAIS s1 uonuaAYe [B1oadg (p

‘uoIssIpy (IdI 10 dI[s [eLI9Jd1 §S010 10} yuowneda 11
0} POASAUOD pUB 1901F() SUISIN PIUIIUOI 3} O} UONBWLIOJUI UM 10300p Sunean ) Aq preD
(1dO UO PIJO3[JAI ST JWES Y} UOISSIWUPE IO [ELISJAL SSOII spoau judned Aue J] “A[UIpi0dde UOSIEL]
soop 2p sSutwnys&ep AdO aAnoadsal 112y} 01 urp1odde s, (AdO 1YW Surpudpe a1 $10300p [V (0

‘61 AIAOD JO peaids 3y} Ureiuod 0} PAMO[[0} 1L suwiou 3uIoue)SIp
[E100§ 010 IoZNIUES PUBY pUE SYSPW 99t} ‘sonsiSo] Jo Yoois dpenbope samsud [UUOSIS]
SursipN 9y, -dwr 0} W Woly parsod st [erdyew DHJ/[BHe Keqdsip snoLreA pue SI10IARYS]
oreudoxdde QIAQD Y} ST} 0} USYE) St ares/ suonnedaid anp [[V "USWoMm Juneyoepueudaid,
SUOZIIO JIOIUSS O} USAIZ SI UONUILE [eoads pue WIsAs U0} dAeY SI0O[ VARG



L0 3d

v xipuaddy paso[ouyg ‘reriod (WSS
juowoeuejy UONEUWLIOFU] [endsoH) SINIH [eNdsoH Ul PaIajuo ST BIRp SIYJ, "PRIBOO[[E JAqUINN
wooy Yim dweN SpedH Wu[] St pajunid [rejop eyuountedap Y, ‘PIeIOJ[E St yuauneda(g yorgm
uo paseq Ansst Yy jo uonduosa(] [eIeUdD pue 12qUINN ] rendsoy ‘o], ‘e Ay sarmded
pajerouds dis ado °Ww 1oyun,] R_quNN S[IqON ‘sSQIppe [eNUAPISTY 93y ‘1opuan ‘dwWEeN
asnodg ‘ouwreN Y S[re1op [euosiad $309[]0d 1o1erad( Anug ered Y Jooid dI 2 dARY JOU S0P
juoned oy} ased UL IAMOH “pard)sidar Juraq syuaned ayy [[e woiy JY3nos st Joold Anuap] ¢

-yess Sunzoddns
Jo djoy ay yum KouaSiowo 0y parodar yuaned pue pasod jjeis pauIaduod Iy} Aq Aporerpauuuat
papuane st yoned oy], -onanb ul Surpueys juoned oYy jo JI pue own snorodid Yy dAes
0] parjdde st Sunyeaid anand) Jo K103y} Y} “SSAWNIIS uoned /Kouafiowd [edIpau Jo 35ed U] b

-0LIBUROS 258D 9y} uodn Jurpuadop 23uryo 0} 303[qns 1€ SINRUNO) Y - 0N

‘syuanjed
sotpaedoyiiQ) 10} “¥0[d sorpaedoyiQ Ul IHUNOD uonensidoy deredog T
12)UN0)) JJeIs : $1 -oulouno) Y
sookojdwiz 140D - €] -"Ou IUNOD) ‘3
£1081ng oLIRIpIR ] 29 SOLNEIPE( 71 -ou Iunoy) pi
(o[ewa,]) uONENSISaI yuaned MON : [1® 0] ‘6 -Ou IOy D
(areIA) UONBISIZAI yuaned maN : g2 L ‘9 -ourunod P
suazn1)) I0Tuag : ¢ -"OU 19UN0)) D
anue) 9l : cof -ouuno)  'q
syuaned 1ISIASY ¢ ¢ 2 7 ‘1 -ouIunoy e

ﬁ.ﬁ&.& YwJ\K\.\:xGm S s b v A8 .

s1 seore s Juoned 10§ SMOPUIM IMUNOD oreredog “eale uonensidal (IdO e sonanb Jo juowadeur
JAT}09JJ0 pue Yomb 10J SUOP UG ALY sa110597e2 Judted JUISJJIP 10J SIAUNOD JO uone3a139S ‘¢

-§JUAWAOUNOUUE JueLodw Sulyew 10} eIk uonensi3ay ddo e papiaoid st WIQ)SAS SSaIppe
orqng “SYSEN Jo SuliedIA\ pu® uonezniueg puey ‘Sulouelsiq [BROS a1 lotAaeyeq ojer.doxdde
dIAOD Y} purw ut Suidooy syuaned 0T Kporewrrxoxdde ueyy 128uo] Aue 9q 10U pue paurejuiews
st onanb Jy} ‘1IUN0D uonensial A19Ad pue yoea Jey) [puuosIag A1Nddg AQ pIUTELOSE ST 3 i

-a1e0) uonensisay AdO U JO JUOIJ Ul [AUUO0SIdJ AILINOAS £q syuaned 03 pansstUuNOL “|
‘Kppuauy juaned pue aqdus ST UONBHSIZAL I0] ssaoo01d oy 1, 100} XIS Je Kdeioyjorpey

% [V ‘100[} 1siy je Juruue]d AJrwe,] oWl ¥ SN ‘3vd a1l AdO Jo sio0y aA103dsas
oy uo pue Yooig ddO U 3O 100[,] PUNOID) 18 Pauones SI SINIAILS uonensiday AdO

uonensi3ay (dO Jo SWSHYSH



80 3d

g xipuaddy : ISI[OYD PAsO[dUF Jun 10190p Sunean
oy} Aq pauonuaw se sjuounaedap I9U10 0} UONRINSUOd syuoned JoO [BLIQJAI SSOID JO WSIUBYIIW
o) osiazadns osfe Aoy usym pue Se sjuowpedop pauroouod Yy 0} Modar dy} ywqns pue
919 ‘sjuowdbe ‘Areuone)s “SAUIIIPIW ‘sons130] “$}001s *KI0JUIAUL JO PIOOAI AINUS I} UIBIUIEW
Koy, "Wy} 0} paudisse I00[f Ay} JO Juruonounj YloOwWs I} SAIMSUI a8reyo-ur Suisimu YL, ‘€1

-anonb oy 1 Juaned paIy) AI19A3 SB PIIRPOWUOIIE ST USZHID
101UDS 3 ], "10100p Furjeal) oy} £Qq PaSIAPE USYM PUE SE UOTOE JO 3SIN0J IXIU 34} Surpredar juoned
oy} 01 9ouepng pue [esiadsip U0} ‘onanb 9y} JO JUSWAAOW [JOOWS ‘wa)sAs ananb o) dInsud
W00l UONE}NSU0d I0J00p JO juoi} ul pamndap st oym ‘A[19pio Suismu pue [ouuosxad A)Moss
‘jyers Suismu ‘a3Ieyo-ur JuisIu 3y YN, "Wool UONE)NSU0D 10}00p [BUONIUNY KI9AS PuE (9L
JO JUOIJ Ul pauone)s SI edle Junem pajedIpap e pue poudisse wool Ay} Yoeal 0} papm3 st qdO Jo
yuourpredap /10300p N Jurjeal} pauidduod ay) Jo 100} 9A1}02dsa1 oY) FuIyoeal uo woaned ayJ 71

quaryed pajqesip pue Apasu dy 0} SK3[[01 “SITeYd
-[ooym oy} sop1Aoid OS[e J[ "SIDIAIS IIBD woned (O 0} Sururenad sanIANdE Kep 0} Aep Ioye
$Y0O[ YoIYM “Yo0[g (O UIEIA Y} JO JOO[ punols 3y i pauone)s st 3sa(] d[oH P1edIpap v °11

POST “€CET “LT1H1 “OLST “STST ~"WXH "00¥TETECTI0 = (dO Jo 1qunN dur dPH “01

‘gaIe (O Y U sased A19gqo1 Junuaaaid
ay) 10} pa[[eIsul serdwe) SA LD pue pakojdap uaaq daey spreny AILNAIS * YL 3unuoaald 6

-J001d KJuap! [euIsLIo
s juoned oY) Suryoayd sso1d £q 12UN0Od uonensi3ar 100 punoid ay) e paisod jjels pauIdduod 3y}
y3noIy) pajoaLIod s dwes Y} pIe) uonensi3ay (4O Y ut 1ySnos S1 UON02110d Aue 38D U] '8

‘010 sdi[S (IdO JO Sunjew 10§ IS djeuldle
ue o} uonensisy (dO Jo suruoness ‘A[renuew spre) uonensisay AdO JO Jumss! -:9[durexa
105 uado opmm suondo 19410 Furdooy A[ssa[wieas sunl SIJIAIdS uonensidoy qdO dYL "sonsst
paje[al 191SESIP AU 1O [SBIO IIAIDS ONSST [EOIUYI9) © o aseo ur padsefd [[om st ue[d dnqdeq L

*adO oy Surpuane syusred ay) JO JUSWAAOW 314 J[SSEY o astazadns 0y pakojdap ae
jyess Sunzoddns pue [ouuosiod A11Nads aY) YU, ‘JdO PIUISIU0D oY) 0} JustAow Judrjed 10§
Yoord dO UrejA 24} Jo 100} K19A5 pue yoea jo doe|d ur ind [[om d1e SUONIDIIP pue sageusdis Jo
Kepdsi(y sodoid udrped oy 03 papuey St pIed uonensi3ay ado jo mopund pazuamdwo) Y], 9



14. At the outset, it is pertinent to mention that are our esteemed institution has a variety of OPD
services like Broad Specialty, Special Clinics, Panchkarma, Unani, Covid 19 Screening and
Sampling OPD, etc. Also various activities of patient care interest and to boost the moral of
Health Care Workers special activities like :- celebration of Yoga Day., Yoga Week, Happiness
Therapy is organized time to time. This brings a positive and happy environment at work place
for both patient and staff. Various Preventive, Promotive and Curative health services and
implementation of National Health Programs are done in departments.

15. After the doctor consultation the OPD Card is duly signed and stamped by the treating
doctor. Further the OPD Card is checked by the supporting staff and the investigation as advised
the forms are filled and the patient is directed accordingly. Also separate counters are stationed at
various floors of the OPD for taking of Blood Samples, dispersal of medicines and reports. A
dedicated department of Radiology for CT, MRI, X-Rays and Ultrasounds is well placed.

16. For revisit patients, the OPD Registration counter applies revisit stamp of the treating unit
doctor’s in the OPD Card and the patient is directed accordingly as per the points mentioned
above.

17. Report of investigation is dispatched to the OPD floor wise.

18. Patient feedback and suggestion box is available at each and every floor. Regarding patient
grievance: 01 1-23232400, Extn.- 1525, 1576, 1417, 1333, 1504, the needy patient can contact on
the said phone numbers. Also the same can be attended in person through floor nursing in-
charge, nursing sister, office of AMS OPD. Enclosed: Appendix C & D

19. To update both patients and health care personnel visiting OPD various training program are
conducted from time to time as per latest guidelines. Display of IEC material for addressing the
patients.

20. The facility manager is posted in the OPD Block. who supervises the sanitation/ cleanliness
services and also provides supporting staff and floor supervisor who works in liaison with the
floor sister in-charge. He is also assigned to report his work on day to day activity to the Head of
OPD Services. Enclosed Checklist : Appendix E

21. All activities/ programmes/ day to day functioning must be informed by all supporting staff
to both the Head of OPD and ANS OPD.

Pg 09




22 The Floors. where the OPD Registration is run independently has to submit the census report
on daily basis to the office of AMS OPD and IT Department.

23. Further, as per Government mandate, the OPDs are running few clinics as reflected in
National/ State Program, for example:- ART Clinic: NACO, Immunization Clinics. Anti Rabies,
Antenatal Clinic, New Born Clinic, Family Planning OPDs (Male & Female), etc.

24. To assess the quality services provided by the institutions, the NQAS has been established
which provides inputs to the key areas and the scope of improvement.

25. A diagrammatic colored representation of flow chart of OPD with OPD Registration is
annexed as Appendix F.
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Appendix B
Safety Inspection Checklist
UNIT/WARD/DEPARTMENT/FLOOR: DATE:
S.No | FIRE AND SECURITY

1 Are Fire exits and fire equipment free from
obstruction?

Properly signage posted?

In good working condition?

‘T Are emergency procedures/ Codes displayed? _
What is the emergency number to call?

Are staffs aware of the security procedures in
the workplace?

5 Emergency signage is clearly visible

w

H

6 Staff are aware of procedures and know
emergency personnel
7 Staff are inducted in fire safety _
8 Extinguisher of appropriate type is close by;
i.e., within 20 m
9 Extinguisher is checked once in six months?
10 Staff aware about Non fire emergencies
11 Staff aware about evacuation plan during fire
| Jﬂd non fire emergencies

S.No WORKING AREAS AND PHYSICAL HAZARDS Yes/No | N/A Location and action to be taken

il Slippery or unsafe floor/corridors?

2 Work areas, store room, and corridors free
from clutter or obstruction?

3 Any protruding, sharp, exposed objects or low
overhead structures found?

4 Is the lighting adequate for the work required?

5 Is protective equipment available and used for
protection from blood or body fluids?

6 Are All safety signage displayed appropriately?

e.g. fire
F Adequate personnel available to handle
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HLL LIFECARE LIMITED MOF‘NING ?
STAFF WASHROOM CHECKLIST Location :-
DATE =
el 5 DAYS = MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY SUNDAY
FOLLOW WORK SAFETY
S.NO WASHROOM AREA TIME 09:00 | 11:00 | 13:00 | 09:00 | 11:00 | 13:00 | 09:00 | 11:00 | 13:00 | 09:00 | 11:00 | 13:00 09:00 | 11:00 | 13:00 | 09:00 | 11:00 | 13:00 | 09:00 | 11:00 | 13:00
|
1 |FLOOR R 3
.
< A
2 |WASH BASIN - .
v
3 |URINAL POT
4 |wic ~*~7
E
5 |FACE MIRROR : (‘\!;\_H

ELECTRICAL POINT

7 TAP's l:%
I
8 |DOOR's
s |FLOOR TRAP @
P e
10 |WALL TILES fv};\u ]J
el O <
11 |EXHAUST FAN ra e
3 N .
| "7
12 |NAPTHALENE BALLS U
13 |HAND WASH el g
[ 2%
14 |ODONIL =1

SUPERVISIOR SIGNATUER
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Aj/);wl/jc &

HLL LIFE CARE LIMITED

OPD BLOCK DAILY CLEANING CHECK LIST

OPD

Moty &

Ground Floor

PHARMACY

REGISTRATION

CASUALTY

MAIN HALL

OUT SOURCE OFFICE

1st FLOOR

AMS/PAC

OPD EAST WING

MFP/FFP

OPD WEST WING

2nd FLOOR

GAYNI

OPD EAST WING

ANC

OPD WEST WING

=

3rd Floor

MEDICINE OPD

OPD EAST WING

MEDICINE OPD

OPD WEST WING

4th FLOOR

SURGERY

OPD EAST WING

NEURU SURGERY

OPD WEST WING

5th FLOOR

PEDS. SURG.

OPD EAST WING

PEDS. MED.

OPD WEST WING

6th FLOOR

ENT

OPD EAST WING

RT / ART

OPD WEST WING

7th Floor

AYURVADIC / PANCHKARMA

OPD EAST WING

SKIN / M-F DRESSING

OPD WEST WING

Railing, Ramp, Stairs, Scurtting,
Floor & Dustbin cleaning to be
check. Washroom cleaning to be
check.

SITE NAME : LNJP HOSPIT: DATE :
e e Description 500 AM Taopm S ru 300 EM 1200 o 00 har Remarks
STATIONERY STORE Cob web removing, Glass, Table,
Chair, Bench, Sofa, Bed, Piller,
Signage Board, Wall Tiles,
Basement OTHER STORE ROOMS

A5

Checked By Supervisor Signature

Verified By
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