HKERALA HEALTH RESEARCH AND WELFARE SOCIETY
THIRUVANANTHAPURAM

SPECIAL RULES OF
KHRWS EMPLOYEES

G.0O. (MS) NO. 98/2000/H&AFWD. DT. 22.4.2000



GOVERMNMENT OF KERALA
Abstract

KHRWS - Establishment and method of appointment to various posts
in the KHRWS - Orders Issued.

Health and Family Welfare (G) Department /

G.0.({Ms) No. 98/2000/H&FWD. Dated. Thiruvvananthapuram, 224, 2000

Read :- Letter No. Spl. Rules/99/KHRWS dated 30.11.99 from the
Managing Director, KHRWS

ORDER

Government are pleased to approve the Special Rules
prescribing qualifications for the various posts in the KHRWS as ap-
pended to this order, These Rules are issued in supersession of all the
existing rules in the matter and the rules shall have immediate effect

By Order of the Governar,

VoA wyachandran
Principal S citary 0 Government.

To
The Accountant General {Audit){A& i Thiruvananthapuram.
The Managing Direclor, KHREWS, The c-ananthapuram.
The Director of Health Services, Thir. .ananthapuram.
The Director of Medical Education, T:iuvananthapurarm.
The Director of Indian System of Medicine, Thiruvananihapuram
Finance Department
SF/OC.
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DUTIES AND RESPONSIBILITIES :

A . CLEANERS:

1)

2)

3)

4)

2)

)

B.
1)

2)

3)

4)

o)

6)

The duty time shall be from 8 AM to 4 PM and they will be
posted lo different areas in the paywards as per need or on
demand.

Cleaning of rooms, toilets, wash basin, furniture in the
paywards, walls, flooring, ceiling fans, lamps, ventilators, cots,
bedside lockers, ward furniture and ceiling of payward, corridor,
premises of payward including side drains etc.

Issuing bed sheels and pillow covers and such other items to
patients and collecting old bed sheets from patients and
helping the patients for spreading the bed.

Operating water pump and other equipments if necessary

To carry unserviceable or defective articles from paywards to
store for replacement or repairs as per orders of superiors.

Other works entrusted by higher officers on the matter not
covered by the above,

PAYWARD ASSISTANT

Maintenance of allotment Register

To be in charge of linen, furniture, cleaning materials etc. and
to maintain the stock register

To furnish information to the superintendents of hospitals
regarding the payment of rent, discharge of patients and
vacancy position

Payment of current charges and water charges of the paywards

To supervise the cleaning works of paywards

To assisl the Regional Engineer/Civil Engineer in the office work



7)
8)

9)

20
Otlier duties as ma, be assigned by e Tughees

To attend to the office works, if any

In the absence of water pump operalur, e b
Assistant should attend the work.

C. PAYWARD KEEPERS

1)

2) .
3)
4)
5)
6)
7)

8)
Duties

1

Mainlenance of Allotment Register and other registers

To be in charge of linen, furniture, cleaning materials el 2
to maintain the stock register

To furnish information to the Superintendents of hosp!
regarding the payment of rent, telephone charges dis~""
patients and vacancy position.

payment of current charges and water charges of Ihe payward

To supervise the cleaning works of paywards every day and
keep the area scrupulously clean all the time

To assist the Regional Engineer/Civil Engineer in the oflice
work

Other duties as may be assigned by the higher authorities !
mainfain a clean and orderly patient care

To attend to any other duties assigned by superiors
and responsibilities of Cleaning Supervisors.

The duties and responsibilities of Cleaning Supervisor shal
mare or less the duties and responsibilities of Cleaners exco)
the cleaning of Toilets. was basin etc, under normal circum
stances. If any necessity or urgently comes, he/she will attend
all the duties of cleaners on demand or in the absence !
cleaners. '
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2 The Cleaning Supervisors will work under the direct control
of Payward Keeper and they will be given posting on
rotation and area wise

3. Hel/She will be fully resposibile for sweeping the payward
rooms. verandhah, staircase, compounds, Lift room, Laboralo
ries elc., hygienically and cleanly round the clock and every
room will be checked twice or more often when required and
ensure its neatness by the cleaning supervisor,

4 To ensure issue of cleaning materials, collection of cloths of
linen to laundry and supply of new cloths and their proper
accounting and economic use.

5 To report the breakage of equipments, fittings, furniture if
any noticed to higher authorities to guard against theft, misuse
or over use of the facilities,

6. To help transport of patients to other areas from payward
for investigation or carrying message from paywards to ward
sister and doctors etc.,

7. The Cleaning Supervisor will always be available for under-
taking any other duties assigned by higher authorities and on
any circumstances change of duty will be allowed.

8. Issuing bed sheets and pillow covers and such pther items to
patients and collecting old bed sheets from patients and
helping the patients for spreading the bed.

Duties and responsibilities of staff of units
1. Typist - cum - Cashier
i) Typing of the reportsiresults in the form in consultation aof umnt
heads. 1 ’
i} Collection of charges, issue ofreceipts, preparalion of monthly

stalements elc. : i

up Other duties if any assigned by tha unit chief or higher author
ties from time 1o time
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2. Attender

i) To help carrying medicines to stock.

iy To work as office Peon when required

i) To do duties of Attender and Nursing Assistan!s |*
in exigencies of service.

iv) To carry unserviceable articles to store and replace
from store to labfunit

v) To carry patients in trolly/wheel chair from lab to roon v

vi) To carry massage and letter from the lab lo ward/ollc.

vii) Help to destroy condemned articles.

viii) Cleaning of wheeled equipments

ix) Assisting in dressing, calheterisabion, lumber punciur
other procedures.

¥) Carrying patients to olher departments and to other L
in case of emergencies.

xi} Assisting duty sisters.

xii) Other duties if any assigned by duly sisler in emergencie:
or in the absence of Cleaners

3. Cleaners.

i) Cleaning of the floor, rcom varandhas, latrines etc
ii) Removal of bed pans and urinals after use and cleaming
them. Giving bed pans and urinals ro inpatients if necessary
i) Helping the Nursing Assistants/Nurses in giving the Enima
Bowel wash etc.,
iv) Washing soiled linen.
v) Disposal of Human wastes.
vi) Sweeping the floor and swabbing when required
vii) Conveying the sweepings and disposal by brial, buining
incineration etc.,
viii) Cleaning drains etc.,
ix) Helping in the cleaning of walls, windows, doors elc, wher
directed.
x}) Clean the beds when soiled by motion or urine
xii) Other duties assigned by duty Nurse or other authonties
from time to time or emergencies or in the absence ol
Allenders,
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Head Nurse

i) To be in charge of stock of all items.

i) Preparation and maintenance of stores and stock registers.

i) Preparation of monthly stock account and indent

iv) Giving directions to staff Nurses and other staff for the
smooth function of the unit.

v} Duty arrangements of Nurses and other staff considering
the necessity in consultation with the unit Chelf/duty doctor.

vi) Other duties/responsibilities which found necessary for
the smonth functioning of the unit or allotted by the unit
chief or other higher authorities etc.,

vii) Supervising the work of other subordinate staff.

Staff Nurse.

i} Duties as in Government service.

i) Duties assigned by Head Nurse/Unit cheif or higher authori
ties from time to time for the smooth function of the unit.

i) Duties which found necessary for the well sake of patients
elc.,

iv) In the absence of Head Nurse, the duties assigned to
the Head Nurse should also be attended to.

Radiographer

i} All the duties/responsibilities as part of the post
of Radiographers.

ii) Duties/responsibilities, if any, assigned by the unit Cheif
or any other authorities for the smooth functioning of the
unit as well as for the sake of the patient etc.

Technician

i} All the duties/responsibilities as part of the post of Technician.

iy Duties/responsibilities, if any, assigned by the unit Cheif or
any other authorities for the smooth functioning of the unit as
well as for the sake of the patient etc. :
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KHRWS SPECIAL RULES
IV FLUID UNIT
The Staff structure in 1.V. Fluids Unit of KHRWV:

number of posts, qualifications and method of appaintmen:
follows -

Sl Name of post No.of Method of ap

ment

No. post

1. General Manager One By Deputation

2. Manufacturing Chemist One By direct recruitmen:
(Rs. 2650-4000)*

3. Quality Control Chemist One -do-
(Rs. 2060-3200)

4. Technician (Pharmaceutical) Two -do-
(Operation (Rs. 1400-2300)

5. Technician (Quality Control) One -do-
(Rs. 1400-2200)

6. Boiler Operator One -do-
(Rs. 1200-2040)

7. Worker (Male) Two -do-
(Rs. 850-1500)

B. Worker (Female) Four -do-
(Rs. 950-1500)

9. Fumigation Attender One -do-
(Rs. 80D-1200)

10. Animal-cum-Laboratory Attender COne -do-

11. Lasker (Rs. 775-1065) One -do-

12 Driver (Rs. 825-1250) One -do-

13. Security Guard (Rs. 800-1200) Two -do-

14 Female Packer Two -to-

(Rs. 1700 consolidated)

" Allowed Rs. 2650-4200 as personal scale till the present incun
bent vacales the posi.
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Quanncalions:

General Managei

Prof /Asst Prof. of Department of Pharmacy of Medical Educa-
tion Directorate. Experience as Head of Department is desirable.

(Mote: The Project Officer, |.V. Fluid is redesignated as Gen-
eral Manager, |.V.Fluid Unit) '

2. Manufacturing Chemist

B.Pham with at least five years experiém:e in the manufactur-
ing of large volume parenterals of which atleast one year experience
must be in the manufacturing of PVC pouch filled 1LV, Fluids

3. Technician (Pharmaceutical) :

Diploma in Pharmacy from an institution recognised by the
Pharmacy Council of India. Permanent registration with the Kerala State
Pharmacy Council. A minimum of one year experience in the various
Pharmaceutical like sterilisation, mixing filtration, filling etc. essential

4, Chemist (Quality Control)

B.Pham with three years experience in the analysis of raw
materials, dosage forms and microbiclogical & biological testing.

5. Technician (Quality Control)

Diploma in Pharmacy from an institution approved by the
Pharmacy Council of India, Permanent registralion with the Kerala State
Pharmacy Council. Two years experience as Laboratory technician in
guality control laboratory of a pharmaceutical concern or a Pharmaceu-
tical Sciences College.

6. Boiler Operator

Pass in the 5.S.L.C. examination Pass in the ITI examination
in the trade of fitter. Must have passed the Factories & Boilers Certifi-
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cate Examination conducted by the Inspectorate of Factorics -
One Year experience in the operation and maintenance of & 1!

7. Fumigation Attender

Pass in VIl class. Three years experience in the clean:
furnigation of the aseptic area of a pharmaceutical plant

8. Laboratory-cum-Animal Attender

Pass in VIl Class. Three years experience as an Animal Attende
in a Medical College, Pharmaceutical concen or an University Depart
ment.

9. Workers (Female)

Pass in the SSLC examination or any other examinatior -
lentto it. One year experience as a worker in the filling and scaling uril
of a Pharmaceutical, Food or soft drink factory or a hospital

10. Workers(Male)

Pass in the SSLC examination or any other examination equiva
lent to it. One year experience as a worker in the filling and sealing unii
of a Pharmaceutical, Food or Soft drink factory or a hospital.

11. Lasker

Pass in the VIl class. Knowledge of Bicyle riding. Gooo
Physique.

12. Driver
Pass in VIl £td. Light vehicle + Heavy motor vehicle licenc
Experience preferred

13. Security Guard
Pass in SSLC, Ex-Servicemen or Pass in SSLC and 6 moni:
Police or Military training

14. Female Pac cer
Fass in SSLZ. 1 year Experience in Pharmaceutical uri
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Method of Appointment

a . Appointment by transfer of qualified hands of the |V Fluid
Unit

b. In absence of qualified hands for appointment by (a) above,
by direct recruitment.

Age Limit

18-35 years. Upper age limit of 5 years will be given to SC/IST
candidates.

Special Conduct Rules for I.V.Fluid Manufacturing Unit.

1. All the employees will have to work both in the general shills
and in any of the three shifts. The general shifts will be from 8 AM to 3
PM with a 30 minutes lunch break and two coffee breaks of 10 minutes
each. The three shift dulies will be from 6AM to 2 PM, 2PM to 10PM
and from 10 PM to 6AM. Only two coffee breaks of 10 minutes each will
be allowed in three shift duties.

2, Punctuality is very essential for the smooth running of the unit.
The time of reporting of the employees at the unit will be monitored
through card punching system and they will not be allowed to attend the
duty, if they report for duty by more than 15 minutes late.

3 During working hours the employees will not be allowed to leave
the unit, excepl in case of extreme emergency situations. In such cases
they will have to obtain the written permission from the controlling of-
ficer before leaving the unit.

S The unit will remain closed on all Sunday. all other days will be
working days.

5. The employees will have to wear uniform while working in the
unit. They will be provided with two sets of uniforms annually free of
cost.
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Duties and responsibilities (Manufacturing Unit)
1.Technical Phartmaceutical Operation

Operation and maintenance of the sterilizer, water stll. 1.
pump, distilled waler storage tank, filter press, membrain-filter &t
ply of distilled water as and when required. Sterilisation of arlecs
quired for daily use, procurement, weighing, mixing, filtering of diug
under the supervision of the manufacluring chemist. To assist and =
pervise the workers in all the cleaning operations of the various equ;
ment, including doing-the cleaning work also as and when required A0,
other duty assigned to him from time to time by the Manufacturing Chen
ist.

F ]

2. Worker {P_hannaceutical Operation)

i} Scree printing of pouches

i) Transportation of the pouches to the filling room

it} Opening, filling and sealing ol pouches

iv) Transportation of the pouches to the sterilizer.

V) Cleaning of the storage lanks, filter press, Membrance fille

holder, filling equipment and mixing tank under the super
vision and assistance of the technician

Wil Do the clarity testing.

wii) Do the leak testing

vili) Pack the filed pouches inlo cartons

ix) Cleaning the complete unit and its premises including wasli
basins, toilets etc, as and when required

X) Any olher duly assigned from ime to bme by lhe Manutaclu
ing Chemist

3. Fumigation Attender

i) Cleaning of the manufactunng area under the supervisian
the concerned Technician.

i) Fumigation of the aseptic area

i) Washing of the sterile room, garments and keeping them reai,
for sternihisation '

iv) To assist the Technician in the slerilisation

V) Transportation of materials and samples to qualily control un!
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vi) Communicate messages

vii) Cleaning the complete unit and its sremises including toilels
wash asins elc. as and when requir:d

wiii} Any other duty assigned from time 0 time by the Manulactur
ing Chemist

4. Lasker

i} Cleaning of the unit and the premis:s daily

i) Cleaning of toilets and wash basins wice daily

iii}) Transportation of finished good and raw materials

iv) To do any other work involving mainual labour in the unit as
directed by the Manufacturing Chenist or the Technician

V) Communication of messages.

wi) Transportation of materials and samples

wii} Any other duty assigned from time tc time by the Manufacturing

Chemist

5. Boiler Operator

i)
i)
i)

iv)

6.

Operation and maintenance of the Builer and to provide steam
to the sterilizer and water still as lonqg as required

Procure diesel for the boiler

Maintenance of electric supply and water supply to the unit and
to carry out minor repair in equipments under the supervision
of the Manufacturing Chemist

Any other duty assigned to by the Manufacturing Chemist
from time to time

Manufacturing Chemist

All the manufacturing operation will t=* carried out under his

direct supervision only.

7.Quality Control Chemist

1)

i)

To carry out all the Analytical proced . res legally required on
the raw malerials used in the manufac vring department and to
furnish analytical waork in the Quality 2 introl lab

Cleaning the extenor of all laboratory eqi pments and work tables
daily
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iv)

v)
vi)
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Procurement antl transportation of chemicals from the slore 16 i
lab

Transportation . /f all prepared solutions to the concerned wor
benches and bz

Opening and clt sing of the quality control lab at specified times
Any other duty assigned to from time to time by the Quality
Control Chemis .

10. Animal Attender

)
i)
i)

iv)
v)
Vi)

Feed the anima s daily on proper times :

Clean the animzl cages, the floors of the animal house and the
quality control I: b daily

Transport the avimals to and fro from the Cuality Contral lab
as and when rejuired

Burry the slaug!itured animals

Assist the quali'y control chemists in animal experiments

Any other duty assigned to from time to time by the Quality
Contral.
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KHRWS IPP Offset Printing Press

The staff structure in the KHRWS Printing Press and the method
of appointment and the qualification in respect of post will be as follows -

Sl
No. Name of Post

1. Assisiant Director

2. Supervisor

3. Offset Maching
Operator.

No. of
post
availa-
ble

1

Qualification with
experience

1. Diploma or Technical
examination certificate
in printing technology.

2. 15 years experiencein print
ing including 5 years experi-
ence as Supervisor.

Desirable : Graduate will be

preferred.

For Direct recruitment

1. Pass in SS5LC examination

2. Diploma in Printing Technal
ogy from Govl. recognised
instituion,

3 Syears expenence in a prnting
ing press preferably Offset
press.

For direct recruitment

1. Diploma in Printing Technology
(Offset)

2 3 years experience in offsel

press. (or)

1. S5LC Pass.

2. Group Certificate in KGTE/
MGTE. (Higher)

3 5 years experience in Offset

Fress. For Promotion

S5LC pass

Group cerlificate in KGTE/

MGTE (Higher)

fod =t



4. Assistant
Offset Machine
Operator.

;./ Binder
e

6. Plate Maker

7. Assistant
Plate Maker

8. DTP Operator

34

10

3.

1.
2,

1.
2,

Binding and Printing viz.,
composing (L), Machine

Operator(H) Press Work (H)

Pass in SSLC examination
KGTE(H) in Machine work

with two years experience in

Offset Press.

Pass in SSLC examination
KGTE/MGTE in Book Bind
ing (Lower). Experience
preferred.

For direct recruitment

1.
2.

3.

Pass in SSLC examination

Diploma in Printing Technol

ogy

from Govt. recognised
institute.

3 years experience in
Offset press in plate
making.

For Promation

g
2.

3.

=

—h

Pass in SSLC examination
KGTE Offset Printing Certifi-
cate.

5 years experience in plale
making.

. Pass in S5LC examination
. KGTE Offset Printing Certifi-

cate with two years experi
ence in platemaking.

FPass in SSLC examination

. Typewriting Malayalam

(Higher) and English
(Lower). 2 years experience
in DTP
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10.

11.

12.

13.

14,

15.

16.

Hand Compositor.

Store Keeper/
Maintenance
Technician,

Froof Reader

Letter Press
Operator-cum-
Screen Printer,

Helper

Peon

Driver

Security Guard

1

35

. Pass in S5LC examination
2. KGTE/MGTE Composing
(L) 2 years experience in

Hand composing.

—

—h

. Pass in S5LC examinalion

2. Pass in KGTEMGTE in
printers. Ware House work
(L)

3. Experience preferred.

1. Pass in SSLC examination,

2. KGTEMGTE in Proof read
ing (Higher)

3. KGTE/MGTE (Lower} in
Compositor's work,

4, Experience preferred.

1, Pass in SSLC examination.

2. Pass in KGTE/MGTE in
Machine work (Lower)

3. Experience preferred.

1. Pass in Vllth Standard.
2. Good Physique.

1. Pass in Vilth Standard.

2. Read and wrile Malayalam.
Good Physique, Knowledge
of Cycling.

1. Pass in Vlith standard.

2. Light vehicle + Heavy
Motor wvehicle licence,
Experience preferred.

1. Passin SS5LC

2. Ex-Servicemen{or) Pass in
S5LC and & menths {Police)
or (Military) training.
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17, Sweeper 1 Pass in Viith Standard.
Good Physique.

Mode of Appointment

a) The appointment will be done by ‘appointment by transfer’ from
the qualified staff of IPP press.

b} In absence of 'a' the appointment will be done by ‘Direct
Recruitment.’

Age Limit

18 to 35 years. Relaxation of 5 years given to the candidates
belonging to SCIST.
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