F.W.& M.C.H.C.No.MIES/ 4523/2008                          Corporation of Chennai,
                                                                                        District Family Welfare Bureau.

                                                                                        Dated: 29.12.2008.

District Family Welfare Bureau, Corporation of Chennai 
01. Introduction: 

         Family Welfare Programme was implemented in Corporation of Chennai as  a pilot project.  The re-organised Family Welfare Scheme was started by Corporation of Chennai on 10.2.1967 with one District Family Welfare Bureau functioning at Ripon Building.  First Maternity Centre was started in Chennai city during 1917 by Corporation of Chennai. The World Bank aided India Population Project-V was introduced in 1988 and Family Welfare Department and Maternal Child Health Department were integrated under the programme.  As on date, 10 Emergency Obstetric Care Centres, 13 Sterilisation Theatre Units and 93 Health Posts are run by Corporation of Chennai. 

02. Particulars of Organisation, functions and duties:

         District Family Welfare Bureau is headed by the Deputy Project Co-ordinator and assisted by the   District Family Welfare Medical Officer. At Zonal level there are 10 Zonal Officers (I.P.P.-V), and  E.O.Cs., Matrernity Centres and Health Posts are governed by the  Medical Officers.   M.C.H.Os will assist the Zonal Medical Officers.  In total there are 1306 staff working in this department.  
Functions: 

         All the 93 Health Posts are rendering Family Welfare and M.C.H. services to the beneficiary population in the area.  Enumerated Population as on 1.4.2008 in Chennai city is 50,17,408.  Services rendered in Health Posts are listed below:
1. Ante-natal care 

2. Intra natal care 

3. Post natal care 

4. Family Welfare Services 

5. Immunisation for Children 0 – 16 years and A.N.Mothers 

6. Intensified Pulse Polio Immunisation for the Children under 0-5 years.

Out patient clinic are conducted at the Health Posts from 8.00A.M. to 3.00 P.M.

         In all the 10 Emergency Obstetric Care Centres, Round the clock services for delivery, Laboratory facilities are available and Family Planning Operations such as Vasectomy, Tubectomy and Laproscopy are performed.  Medical Termination of unwanted pregnancy is done at these centres. Infant Warmer is provided at all the 10 E.O.Cs. Ultrasonagram test is done at free of cost to the Antenatal mothers registered at the Corporation Centres.  At present Ultrasonagram machines are available at 68 Centres.  Remaining 25 Centres will be provided U.S.G. in a phased manner.  Integrated Counselling Testing Centres (ICTC) are functioning at the Health Posts where testing of Antenatal Mothers and their spouses for HIV is done.  Pre-test and post-test counselling also done. One Creche is functioning at Ripon Buildings where pre-school children of the staff of Corporation are admitted.      

03. Powers and duties of Officers and employees:      

        Job functions of the Officers  are furnished below:
JOB FUNCTIONS OF DEPUTY PROJECT CO-ORDINATOR    (CLASS -1B)
1. Incharge of Administration,  Accounts, Information, Education and Communication,  MIES and also in charge of Zonal Centres Comprising of Health Posts including the field Operations.

2. Supervise the District Family Welfare Medical Officer and Maintenance of records, achievement of performance.

3. To see that the staff at different level have clear understanding of the Programme, Principles, Objectives, functioning and strategies, expectations and priorities which help them to identify their specific role in the accomplishment of goals.

4. Certify the Diaries of Dist. Family Welfare Medical Officer and Zonal Officers.

5. Conduct review meeting every month with the assistance of Dist. Family Welfare Medical Officer to assess and evaluate the work and submit the reports to Deputy Commissioner (Health) and Commissioner.

6. Chalk out Family welfare and Maternal and Child Health Programme in consultation with Dist. Family Welfare Medical Officer and Zonal Officers.

7. Monitor and Guide all media activities in the Zones with the help of District Family Welfare Medical Officer and Zonal Officers.

 JOB FUNCTIONS OF DISTRICT FAMILY WELFARE MEDICAL OFFICER (CLASS-1B)

1. The District Family Welfare Medical Officer has to inspect all the Health Posts under her jurisdiction and submit reports regarding performance, staff position, equipments, drugs and maintenance of Health Posts.

2. She also has to conduct review meetings of Zonal Officers twice a month to asses the progress.

3. If necessary, she has to conduct meetings of each Zone with Medical Officers and Para Medical Staff category wise for the effective implementation of the Programme.  These meetings are held to find out the lacunae in the functioning of each category and help to fill it by orientation and setting right the administrative defects.

4. The Zonal Officers meet the District Family Welfare Medical Officer to organize health services in their area with reference to target in Maternity Child Health and Family Welfare.

5. The Planning of I.E.C. Activities for the target group by scrutinizing the performance of the Health Post is done along with Zonal Officer and Medical Officer.

6. The indent of vaccines for all the Zones under her  jurisdiction every month has to be done and vaccines collected and distributed according to utilization.  All the statements and periodical information and any other information urgently required on Health and Family Welfare by the Bureau every month.

7. The action plan to be prepared for each zone with Zonal Officer and for the Health Posts where certain services are poor.

8. Dist. Family Welfare Medical Officer has to redeploy staff whenever necessary to achieve target and to update information.

9. Inspection of Private Voluntary organizations are also to be done and report with recommendation submitted to Deputy  Project Co-ordinator.

10. Dist. Family Welfare Medical Officer has to organize programme assessing the need for each category of staff.

11. Dist. Family Welfare Medical Officer has to do field visit and verify 2% of the 5% verification done by Zonal Officers.

12. The Dist. Family Welfare Medical Officer has to conduct survey and workout vital rates for their area.

 JOB FUNCTIONS OF THE ZONAL OFFICER (CLASS-II)

1. Incharge of the Zonal Centre and Health Posts in the Zone including field 

      Operations.  Guide, Supervise and review the proformance of the staff of the 

      Health Posts.

2. Supervise the maintenance of records.  Responsible for the data maintained in the  

Health Posts.

3. Ensure that each Health Post has sufficient stock of drugs, Medicines, Vaccines, Family Welfare Contraceptives like condoms, Oral Pills, Copper-T and Stationery.

4. Look after the maintenance of buildings, vehicles, ensuring power and water supply for the Health Posts.

5. Monitor and assess the training needs of the Health Posts with the assistance of the Deputy Communication Officer and monitor the implementation of training at Zonal level.

6. To see that the staff at different levels have clear understanding of the Programme principles, Objectives, functioning and strategies, expectations and priorities  which help them to identify their specific roles in the accomplishment of the goals.

7. Certify the tour diaries of the Medical Officers of the Health Post.

8. Co-ordinate the field work and clinical work of the Health Posts.

9. Render professional assistance and guidance with regard to FW & MCH Services/Operations/MTP conducted in the Operation Theatre located in their Zonal Centre.

10. Conduct review meetings atleast twice a month to assess and evaluate the work and send reports to the Dist. Family Welfare Medical Officer.  The review should be conducted on 15th and last working day of every month (If 15th is a holiday, next working day).

11. Chalk out the motivational programme in consultation with Deputy Communication Officer and Medical Officer of the Health Posts.

12. Monitor and Guide all media activities in the Zone allotted to the deputy Communication Officer.

13. To install the I.L.R. and Deep Freezer Unit at each Zonal Centre and indent for every month and ensure regular supply every Tuesdays to the Health Posts under them.

14. The Advance Programme of the Zonal Officer and Deputy Communication Officer should be sent to Office regularly and the copy should be kept in the Zonal Centres for ready reference of the inspecting Officer.

            JOB FUNCTION OF DEPUTY COMMUNICATION OFFICER (CLASS-II)

· Identify the educational needs related to various FW& MCH Programmes.

· Collect all information relevant to FW & MCH and prepare a work plan for IEC activities.

· Form Committee at the slums/sector level to enlist co-operation of the people specially women for FW & MCH Programme

· Organise and conduct short OTC/Educational Programme for various Voluntary Agencies and Other target groups.

· Work with industries/factories and other Government and Non-Government agencies to strengthen IEC activities  related to FW & MCH.

· Organise mass media programme, Exhibitions, Video Film Show, Radio and Cultural Programmes etc.

· Use Opinion leaders, satisfied customers and source credible persons for bringing out recordings, news letters etc.,

· Use various approaches (individual, group, mass) to popularize FW & MCH programmes among urban Community.

· Organise in-service training for Lady Health Visitor and MPHWs on IEC.

· Organise short orientation training on IEC for supportive staff such as Private Medical Practitioners, Teachers, Social Communications/Link Leaders/Sanitary Workers, Adult Education Supervisors, Animators and ICDS Workers.

· Organised educational programmes for formal and non-formal groups on Population Education and Health Measures.

· Co-ordinate non-governmental organization like Andhra Mahila Sabha, Punjab Association, VHS, Working Womens Forum, CSI Hospitals, Women Voluntary Services, FPAI, Womens India Association, Guild of Service etc.

· Co-ordinate activities with service organizations like Rotary/Lions/Jaycees

· Prepare, procure and supply educational equipments/materials on FW & MCH.

· Conduct simple studies to assess the impact of IEC.

· Maintain proper records relating to IEC activities.

· Evaluate the IEC Activities  from time  to time.

· Prepare talking points (Lesson Plan) in relation to educations at activities carried out in the Urban Health Post area.

· Maintain and use mass media equipment and materials.

· Provide Guidance to field mass in IEC Activities related to MCH and Family Welfare.

· Identify depot holders in the area for the supply of contraceptives.

· Maintain class contact with co-operative Societies in the area, train and work with member of co-operative Societies and use them as Depot Holders.

· Preparation of simple Audio-Visual Aids with locally available materials pertaining to local areas.

· Identify, involve local traditional folk media people, train them and propogate Family Welfare and Maternity Child Health Activities through local folk media.

                    JOB FUNCTION OF MEDICAL OFFICER – (CLASS-II)
1. Medical Officer incharge of the Health Post will guide, supervise and review the weekly performance of the staff of the Health Post including field work.

2. Responsible for the maintenance of records and for the data to be maintained in the Health Post.

3. Ensure sufficient stock of drugs, Vaccines, Family Welfare Contraceptives  Oral Pills, Copper-T and stationery by sending regular indents to the Zone.

4. Will look after the maintenance of buildings, Cleanliness, power and water supply Health Post.

5. Will see that the staff at different levels have clear understanding of the Programme Principles, Objectives, functioning and strategies, expectations and priorities which help them to identify their specific roles in the accomplishments of the goal.

6. Must maintain the diary and submit in the Ist week to the Bureau and 15th of every month to the Zonal Officer.

7. Conduct review meeting weekly on Tuesdays and evaluate the work of the Staff.

8. Guide and monitor all media activities of the Health Post with the help of the  Deputy Communication Officer.

9. Must maintain good co-ordination with all the Organisation like Mandram, Private Practitioners, Local Leaders, ICDS and any other institution.

10. Maintain common attendance register, leave accounts and look after the general administration of the Centre.

11. Send a combined (single) periodical statements/reports in time as required, through Zone.  Where there are more than two Medical Officers, Senior Medical Officer will be overall incharge of the Health Post.

12. Must fully co-operate and co-ordinate with the Zonal Officer.

13. The drawing Officer of the Health Post who is responsible to the drawal of salaries and supplementary bills to the staff working under their control and sanction of leave and periodical increments to the staff i.e. categories Class III & IV.

14. To maintain the imprest amount pertaining to the Health Post.

JOB FUNCTIONS OF M.C.H.OS – CLASS III


The M.C.H.Os. is directly responsible to the Zonal Officer for accounting all health activities carried out by the other nursing personnel in the Urban Health Posts.

                                                           
DUTIES

A. GENERAL;-

1. To take the responsibility and authority under the jurisdiction of the Zonal Officer to   organist and develop all Public Health Nursing and Midwifery Child Health and Family Welfare Services at the Zonal Level.

2. To take part in the meetings of the Medical Officers, Zonal Officers and Deputy Communication Officers and will Co-ordinate for better health promotion.

3. Liaison Officer between Zonal Officer, Medical Officer and the other Nursing personnel to the higher Officials through the Medical Officer.

4. Directly take the responsibility of the reporting system on the activities  by helping the Statistical personnel of the  Office.

5. Overall incharge of the Female Supervisors, Maternity Assistants, Auxilliary Nurse Midwives, Multi Purpose Health Workers and other workers, working for the purpose of Maternity Child Health and Family Welfare.

B. ADMINISTRATION (TECHNICAL)

1. Responsible for the efficient implementation of the Programmes, Objectives and 

goals.

2. Evaluate and furnish reports of her Sub-ordinates on their activities.

3. Review the periodical reports on MCH/FW/Immunisation/Nutrition/Environmental/Sanitation/Communicable diseases/Health education done by the Staff of the Health Posts and submit to the Medical Officer the points requiring attention and further action.

4. Report to the Medical Officer and Zonal Officer for any cases in which disciplinary action is necessary.

5. Prepare ADVANCE TOUR PROGRAMME  for her area and supervise her subordinates.

6. Conduct monthly review meetings and work assignment for her sub-ordinates atleast once with the Medical Officer and on occasions without the Medical Officer which shall be reported duly.

7. Conduct inservice education Seminars, Staff Education Seminar, Workshop and refresher Courses actively for her Sub-ordinates for the purpose of continuing education along with Deputy Communication Officer.

8. Take part in the Workshop, Seminar, Inservice education and refresher courses conducted by the State and Central Government of India (If deputed by the authority).

9. Submit a monthly report (DIARY) through Zonal Officer to the Deputy Project Co-ordinator.

C. SUPERVISORY:-

1. Try to work in close relationship with her staff and help to solve their Official and 

personal problems in the best possible manner by putting up the matter to the Medical Officer for rectification.

2. Take necessary steps to promote professional growth i.e. further education and 

promotion of her Sub-ordinates.

3. Interpret to the Staff-Policy, Plans and Rules laid down for regularizing and developing the services.

4. Advise the individual staff help and evaluate their work and select priority in promoting Health Services.

5. Help in setting up new Organisational activities (e.g) O.T.C.,. Workshop, Debates Panel discussion etc.

6. Work in Co-ordination with the other Staff.

7. Prepare a check list for those categories coming under her supervision in her area.

8. To see to the proper implementation of the Health services according to the job description of respective staff.

D. EDUCATION:

1. To initiate and assist in the inservice education Programme for all Nursing Staff.

2. To provide Field, practice area for the sake of demonstrative purposes.

3. To get facilities for, further training and higher education to acquire more knowledge and develop skill to implement the programme.

4. To rise up to the occasion to acquire more knowledge and develop skill.

5. To help the Deputy Communication Officer in the Health Education Programmes.

6. To attend the works assigned by Higher Authorities then and there.

04. Rules, Regulations, Instructions, Manuals and records for disciplinary functions 
       M.C.M.C. Act 1919  and Government rules are followed in all service matters.

05. Particulars of any arrangement, that exist for consultation with, or representation by the Members of the Public in relations to the formulative of its policy or implementation thereof.
         --
06. A Statement of the categories of documents that are held by it or under its control

         --
07. A Statement of Boards, Council, Committees and other Bodies constituted as its part.

Health Committee, Appointment Committee and Council

08. Name and designation and other particulars aof of  Public Information Officer:

         Thiru P.Kuganantham, Health Officer is the P.I.O. for Health Department and Distrirct Family Welfare Bureau.  
09. Procedure followed in decision making process
         Sanction of the competent authority (Vis.) Commissioner and Council will be obtained for decision making process.

10.Details of Officers and Employees.
  Details of Officers and phone number are furnished below:
List of Officers and Phone No.

	Sl.No.
	Name and designation of the Officer
	
Address   
	Telephone  & Mobile 

Numbers 

	1
	Dr.K.Divyasundari
	Deputy Project Co-ordinator, District Family Welfare Bureau, Ripon Buildings, Corporation of Chennai, Chennai-3
	9444934641

25383736, 25619338

	2
	Dr.K.Vijaya
	D.F.W.M.O., Address as above
	9840257058
25380634, 25619269

	3
	Dr.Pushpa
	Zonal Officer,Zone-1, 88,Kathivakkam High Road, Meenambal Nagar, Chennai-112
	9445190751  25923143


	4
	Dr.C.M.Banumathy
	Zonal Officer, Zone-2, 194, Solaiappan Street, Old Washermenpet, Chennai-21
	9445190752 25951219

	5
	Dr.Kalaiselvi
	Zonal Officer, Zone-3, 40,Thiruvengadam St., Pulianthope, Chennai-12
	9445190753 26670557

	6
	Dr.Manohari
	Zonal Officer, Zone-4, 
29, United India Nagar, Ayanavaram, Chennai-23
	9445190754 26449758

	7
	Dr.Shamsunissa
	Zonal Officer, Zone-5,
 43, Pulla Reddy Advenue, Shenoy Nagar, Chennai-30
	9445190755 26263240

	8
	Dr.Indira
	Zonal Officer,Zone-6, 
11, Beguam Sahib VIth land, Royapettah, Chennai-14.
	9445190756 28474147

	9
	Dr. Hema latha
	Zonal Officer, Zone-7, 30,Kariappa St., Purasawalkam, Chennai-7
	9445190757 26422106

	10
	Dr.Sumathi
	Zonal Officer, Zone-8, 
65, Arcot Road, Kodambakkam, Chennai-24
	9445190758 24801539

	11
	Dr.Banumathy Easwaran
	Zonal Officer, Zone-9, Jeenis Road, Saidapet, Chennai-15
	9445190759 24358465


	12
	Dr.B.Charumathi
	Zonal Officer, Zone-10, Seva Nagar 2nd St., Velachery, Chennai-42
	9445190760 22434186


