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OTfICE ORDER

ln reference to this hospital Office Order No. NS-11013/2/2O24-Nursing
Section-Or. RMLH/33O7 dated 18.11".2025, and in continuation of the administrative
requirement to ensure the smoolh funclioning of Nursing Services, thE interim work
allocation is herehy issued after foltowing Administrative Justificatiorr:

a. The new Recruitment Rules (RRs) for the post of Nursing Superintendent {NS) have
not yet been finalized.

b. The existing RRs, notified in 2OOO, have becorne outclaled due to major changes 1r-r

cadre structure and qualification requirenrents,

c. The Diploma in Nursing Education & Administration {DNEA} course-previously a
key eligibility qualification-has been cliscorrtinued in many Government Nursing Colleges.

d. Earlier, the basic nursing qualification wasGNM diploma, but the cadre structure has
evolved significantly

e. The posts of Assistant Nursing superintendent (ANS) and Deputy Nursing
superintendent (DNS) were merged into Level-1o, and the DNS post no longer
exists in Dr. RML Hospital.

f. As a result. the fe@der cadre for promotion to NS has changed, and regular DpC
cannot he conducted until new RRs are finalized.

g, Therefore, to rnaintajn conlinuity ancl uniformity in Nursinq Administration, aninterim
officiating arrangement is essenlial,

h. The officiating charge is purely temporary and willnot confer any financial
benefits.

2. The followinE elght (O8) ANSs are assigned officiating charges of Nurslng
Superintendent with specific work allocations:
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S.No.
Name

&
Designation

Work Allocation /
Building ln-Charge

Link
Officer

Full Duties &
Responsibilities

1.

2

Ms. Urrnil
Jaiswal
ANS
l(Senior-most)

Officiatinq NS 0ffice;
ln-Cltarge Nursing
Honre

Ms.
Sharda
Shammi

. Overall supervision of all
nursing services.
. Participale in policy
formulalion & implementatj0n.
. Deployment & Iotation of
nursrng personnel.
. lnv6stigate complaints &

recommend disciplinary action.
. Conduct regular & surprlse
rounds.
. Write APARs of ANS; review
APARs of SNO/NO"
. Maintaln leave roster of ANS.

l. f orwarO CCL > 15 clays,

lrnaternitylabortion leave,

lansence reports,

l. Recornntend LTC/NOC {post,

lstudy, conference, at:road ).

l. Arralyze claily census.
l. Parlicipate rn

lCommittees/D PC.

l. trrtaintain nursirrg rerords,

lgrievances, census books.

I' Provide counseling &

lrnaintain discrpline.

l. nny cluty assigned by
lCompetent Authority.

Ms. Kanta
Sagar

ln-Charge Trauma
Building

Ms. Sunite
Bhatia

. Maintain ANS duty roster.

. Generate e-Office lDs for ANS

& above.
. Maintain Ieave roster (ELICCL

< 1"5 days).
. Forward LTCINOC/CCL > 15

days to Senior N5.
. Write APARs of AI,J5; review
SNO/NO.
. Organize nursing care
activities.
. Conduct regular & surPrise
rounds.

l. Prepare staff rotation Plan.
l. Ref:ort exceptional
lcircumsla nces.
I

l. Maintairr discipline &

lpunctuality.
l. Monitor sar:itation.
I' lnvestigate complaints.

l. Conduct perfortnance
lappraisal.
l. Participate irr orierrtation/in-
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ervice programs.
Any olher duty assigned

3
Ms. Sharda
Sharrrmi

ln-Charge X-Ray
Building (Seating:
New Block + NS
Office)

Ms,

Sheela
Singtr

K,

. Recomme nd transfer/posting
of nursing personnel.
, coordinate V1P, Haj & Nursing
Cotlege duties.
. Recon'imend training &
conference nominations.
. Supervise CNf programs.
. Participate in
professiona l/commun ity
activities,
. Mainlain leave roster {ELICCL
< 15 days).
. Forward LTC/NOC/long CCL to
Senior N5.
. Write APARs & review
SNO/NO,
. Conduct rounds.
' Prepare rotation plan.
. Mainlain discipline &
san itatto n.
. lrtvestigate complaints.
. Conduct performance
appra isal.
. Participate in
orienlation/training programs.

4 Ms. Lajwanti ln-Charge OPD BXock

+ Old Emergency
Ms.

Bibiana

. Assign relieving duties.

. Custodian of APAR records.

. Maintain leave roster {ELICCL
< 15 days).
. Forward LTC/NOC/long CCL to
Senior NlS,
. Manage APAR writing/review,
. Conduct rounds.
. Prepare rotation plan,
. Report exceplional
c ircu msta nces.
. Moni[or disciptine &
sa n itatio n.
. lnvestigate conrplaints.
. Perforrnance appraisal.
. Participate in
education/traininq.

s. Mam,ta
In-Charge Old
Building & Ms.

Lajwanti

. Manage sclredule &
adnrinistrative coordination for
Senior NS,
, Member of Condemnation
Commitlee.
* Support CNE Celt.
. Maintalrr leave roster {EL/CCL
s L5 days).
. Forward LTC/NOC/long CCL.
. APAR work.
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Psychiatric Block Conduct rounds & supervise
ursing care.
Prepare rotation plan.
Monitor puncLuality, conduct

i sanitaLion.
lnvestigate complai nts.
Performance a ppraisal.
Participate in in-service

o
Ms. Sunita
Bhatia

1n-Charge ECS

Buitding (Seating;
Trauma Building)

Ms. Kanta
Sagar

. Handle RTI rnalters.

. Maintain FR56(J) review
registers (50/55 yrs & 30-yr
service),
. Supervise NABH compliance.
. Maintain leave roster (EL/CCL
< 15 days).
. Forward LTC/NOC/long CCL.
. Write & revlew APARS,
. Conduct rounds.
. Prepare rotation plarr.
. Monitor sanitation &

Irlrscrplrne.
l. lnvestigate complaints.

l. Conduct performance
lappraisal.
I' earticipate in training
I

lproqra n'r5.

7
Ms. Slreela
K. Singh n-Clrarge New Block

Ms.
Sharda
Shammi

. Maintain contractual nursing
staff attendance,
' Forward records for salary
d isbursement,
' Recommend special p:ay

ca5es.
, Mainlaln leave roster,
' Forward LTC/N0C/long CCL.
. APAR writing/review"
. Conduct rour'lds.
. Prepare rotation plan.
. Monitor sanitation &
discipline.
. lnvestigate complaints.
. Perfortnance appraisal.

I'Participate in
Itra i n i ng/orie ntati on,

Ms. Bibiana ln-Charge Old
f rnergency Building

Mq

Lajwanti

. Particlf:ate in hospitallintra-
lrospital meetings.
. Participate in
comnr u n ity/professiona l

activities.
. Maintain leave roster (EL/CCL
* 15 days).
. Forward LTC/NOC/long CCL.
. APAR writing/review.
. Conduct rounds.
. Prepare rotation plan.
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. MoniLor sanitation &
iscipline.

. lnvestigate complaints.

. Performance appraisal.

. Participate in
orie ntation/tra i n i n g,
. Any other assigned duty

3. GENERAL INSTRUCT!ONS:

a. lf the Senior-most Officiating Nursing Superintehdent is otr leave, the Iink
cfficer shall act as the signatory authority.

b. All building in-charges must concluct regular and surprise rounds.

C. AllANSs shall remain present in their clesignated buildings cluring duty hours.

d. Biometric attendance is rnanclatoryi late-con'iing/early-teaving will be nronitored.

e. Onty the senior-most SNO will handle administralive cluties along with ward
supervision.

f. All other SNOs must remain at nursing stations until 1"2 noon.

g. Nursing Officers must be physically present in warcls with assigned patients,

h. Atl ANS & SN0 mr,ist n:aintain NABH, BMW, HlC, teachinq and Ieave records.

4. This lnlerim arrangen'rent shall rerlain in force until naw RRs are notified aild
regular appointment of Nursing Superintendent is made, or until further orders,
whichever ls earlier.
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5. This issues with the approval of the Director.

Copy for lnformation & Nacassary Action to:

l. Atl Concerned above,
2. PS to Director.
3. FS to MS,
4. Addr. MS (KKT).

5. Deputy Director (Adnrn).
6. 5r', Accounts Officer.
7. l/c Nursing Section
8. E-Governance Section - for updating e-Office & Hospital Website.
9. Nursirrg Superintendent Office.

10. Central Diary & Dlspatch,
11. Record File.

Digitally signed by
IGNATIUS EKKA

Date: 19-11-2025
16:09:35

(lgnatius Ekka)
Administrative Officer


