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MANUAL-2

» POWERS AND DUTIES OF OFFICERS AND EMPLOYEES (UNDER SECTION 4 (1) (B) (Il

1. The Power and duties of Director, DSCl are envisaged under Bye-laws /Memorandum of
Aseociation at Pg.No.15 to 16 at Paint No.12 [Funclions and Powers of the Project Director, Director
(copy enclosed as Annexure-'A'),

2. The Power and duties of Joint Director (Admin) are envisaged under Bye-laws /Memorandum of

Association al Pg.No.15 al Point No.: 12.1 = Joint Director will assist Director in daily administrative
maltiers (copy enclosed as Annexure-'A’),

3. The Power and duties of Administration Incharge - | / Il are as per Office Order dated 08,12 2025
(copy enclosed as Annexure-'B') are as undar,

» Officar Dealing with DAK at initial stage.
¢ Dealing with files pertaining to Adminstration Branch.
« Reply lo starred/ un-starred questions.

4. The Power and duties of Assistant Director (Coordination): vide Office Order dated 08,12.2025
(copy enclosed As Annexure-'B') are as under,

¢ Dealing with matter pertaining to outsourcing of staff.
¢ Aranging of Goverming Cauncil Maetings
* Any olher matter related to haspital functioning Coordination / services.
» Updated information to be uploade:'
* Admin-ll (HR) Branch Staff duties :

SLNo. | Name of the | Designation | ~ Duties in Brief
| Officer/ Official’s

‘Service Matters pertains fo Al
Faramadical Technical Stafi Oniine

Hospital Executive-
1. Mr Rishi Kumar " RTl of Admin-ll (HR) Branch & other
Misc, works perains to  above
calegories of Staff,

O=sas 1 = 9
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DELHI STATE CANCER INSTITUTES

« contrés par excellence in the service of humanity
(A grovp of autenomous institutions under the Gout. of NCT of Deify)
: DILSHAD GARDEN, DELHI 110095, INDIA
EPARX: «#3-11-2213 5200, 2213 5700 FAX: +91-11-2211 Q505
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Designation Duties in Brief
!Sem Matters perains to regular &
o adhoc faculty staff, Engineering and all
2. Ms Manju Bhatt " other urgent time bound & Misc. works
pertaing to HR Branch and above
categones of stafl.
5 Sevice  Matter  perlaims 1o
Hospital Execitives Admimnstrative: Ministzrial/ Nan-
3. Ms Pooja Gandhi RABE Ministerial, EPFO, CA, Indent Book &
other Misc, works pertains (0 above
' catagories of Stafl

Service Matters pertains to Senior
Hospital Exacutive- | Resuwlants, Junior Residents. Dietary &

H/LDC other Misc. works pértains to above
categories of Staff.

4, Mr Dinesh Bisht

Enclosure:
1. Memorandum of Association {(Annexure-' A7),
2. Office Order dated 08.12.2025 (Annexure-'B') .
3. Office Order dated 14.01.2028 (Annexure-'C) .
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MEMORANDUM OF ASSOCIATION

OF THE DELHI STATE CANCER INSTITUTE, DELHI

1. NAME OF THE SOCIETY : DELHI STATE CANCER INSTITUTE

2, THE REGISTRED OFFICE : The Society’s Registered Office shall be situated
OF THE SOCIETY at the Delhi State Cancer Institute's building

in Dilshad Garden, Deihi (presently a part of
the campus of the GTB Hospital complex).

3. AIMS AND OBJECTS:

The primary mission of the Society shal: be as follows:

(1) To davelop a facility with international standards, which shall provide a
comprehensive and most modern Sel-up for the diagnosis and treatment of all
types of cancers; an advanced Institute for dedicated research and a resource
for advanced training in the field of Oncology. The Institute would provide
world-class medical care for patients suffering with cancers including

matching with standards maintained by some of the best available
faciljties in the field in India and abroad.

(2) The Delhi State Cancer Institute would serve as a ‘role model’ for
health care by amalgamating the academic skills of the Universities,
clinical acumen of the Super-specialists, research skills of the
international institutions, managerial Sk > 0f the corporate world and
technology development skills of t NAGSTr= o

The broad ohjectives for which the Delhi Stafs s
A. Patient Care:

) To establish a "centre of excelle
capital that would provide stat
and management facilities for patients

Jnaptute Jsibeing established are:
i =t

&

a5 28 natigoalfresource facility in the
Il Fie- & i""r nostic, early detection
1 various types of cancers.

r& To establish and maintain an ultra-modern Super speciaity hospital to

% provide comprehensive medical, surgical, interventional and related
facilities under one roof for patients suffering from various types of
cancers.

fivy  To explore and establish facilities for heavy particle radiotherapy as a
National Fadility for management of difficult CANCErS.

\y/ FfLEF\}LTﬂ
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To develop facllities for newer modalities of treatment in cancer and
related disorders.

To set-up advanced facilities for diagnastic and therapeutic endoscopy
for cancers Including LASER treatment, photodynamic therapy,
hyperthermia and other newer modalities under investigation.

To serve as the Naticnal Core facility for the diagnosis, laboratory
investigations and management of various cancers with international
accreditation of various facilities.

To manage all other patients with different types of cancers and related
dicsorders in addition to what stated above.

Te organise facilities for supportive care for patients with cancer,
espacially in the domiciliary set up for terminally ill patients.

To establish facilities for the practice of telemedicine.

To establish all ancillary and incidental IaGIILIES required for achieving

the objectives of the Institute. %
A

To coordinate and collaborate e

professionais for back referrals of ptie snaggment of routine

problems and follow ups near their L

organizations working in the country in the field of medicine, surgery,
endoscopy, Indigenous systams of medicine, virology, molecular bialogy,
community medicine, biotechnology, physiology,  pharmacology,
immunology and related clinical and basic science areas.

To carry out research for developmant of vaccines and other tools for
prevention against cancer.

Te provide consultancy and interact with the industry for development
and manufacture of newer technologies and drugs for the management
and prevention of cancer.

To collaborate with foreign research institutions and laboratories and
other International organizations in fields relevant to the objectives af the
Institute.

AN L
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Teaching and Training:

The training shail primarily cover the medical and surgical aspects of
various cancers in all age groups with special references to specific
problems af the aged and paediatric age cancers.

The training shall lay emphasis on the latest techniques and concepls

evolving in the field of Cnecology including alijed sciences and basic and
malecular as !

To Initiate dedicated academic curricula of POSt graduate ang post
doctoral courses (like MD, MS, ONB, DM, MCh, BSc MSc, PhD etc) in

clinical, applied and  basic Oncology including investigative

benefit of having clinicai and research experience of highest standards

and the country shall get the most well trs Red human resource in the
field of Oncalogy, - ;

higher learning both in India add 0 Selor the purpose of
enabling physicians and research % a8 for post-graduate
degrees,

Affiliations from international Cen shall be t for
recognition of work and improvement ium of training

To develop the Institute into a deamed university with independent
Curriculum and degrees.

To offer professorships, other facuity positions, fellowships, research
cadre positions and scholarships, etc.. for realizing the objectives of the
Institute.

To organize training programs for the technical staff in methods and
techniques, related to the objectives of the Institute,
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. R waiy  To establish, maintain, manage and administer the hospital, laboratories,

E s workshaps, stores and all other facilities for the efficient discharge of

i

{xiv)

mode! patient care, scientific and technological research in the field of
Oncology and related areas.

To publish and disseminate information relating to results of new
developments and research.

TECHNOLOGY DEVELOPMENT:

The Institute, in coliaboration with technical experts, researchers and
reputed industrial houses shall guide and coordinate indigenous growth
and development of modern technology equipments to make the same
pasily available, affordable and maintainable for those in Dethi or
slsewhere in the country in the larger public interests.

To recsive monetary assistance from foreign sources including

international organizations for training programs, scientific research and
other activities.

To acquire by gift, purchase, exchange, lease, hire or otherwise,
howsoever, any property movable and/or immovable and to construct,

improve, alter, demolish or repair building _and structures in any part of
India or overseas as may be necesss I”_"_L'.:,j jent for carrying out
the activities of the Institute/Socieyf:- St

i O
5 .
To draw, accept, make and endafse,
notes, bills of exchange, cheques

purpose of the Society.

Qe andggotiate promissory
= i -l . j___;] ﬂﬁtlun'ﬂ_ﬂts h."' the

€
=
L

To enter into any agreement with Bny gEéNRRIEYAL or authority, Indian
or overseas, to obtain fram such Goveérnments or authorities any rights
or privileges, concessions, effectively or gtherwise, to obtain and
carryout, exercise and comply with such arrangements and nghts,
privileges and concessions that the Society may deem desirabie.

To invest the funds or money entrusted to the Institute, to open such
securities or to invest in such manner as may, from time to time, be
determined by the Governing Body and to sell/transpose such
investment as deemed fit in the interests of the Institute/Society.

To do all cther such activities, as may be necessary, incidental or
conducive to the attainment of all or any of the above objectives.

As a long-term plan, to develop the Institute into fully autonomous and
self-reliant centre of excellence of national and international repute.

t

Deulupandmaintalnpmpercnmpusnfuwlnsﬂtummthuaimadv
mmwmammﬁmuunymmmmimd in
future with congenial and patient friendly environment at par with the
best internationally acceptable standards.

Page 5 of 29
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fj  Collect information and scientific Knowledge in the form of books

journals, audiovisual and electronic material in a well-equipped and
staffed Reference Library of international standards.

iv)  Provide technology transfer and technical service facilities to

v Invite representatives of Government, Universities, other organizations

vy Appoint, employ and associate persens reguired for the purpase of the

posts of wvarlous descriptions and salaries, wages
honorariums, feeg, gratitude, etc

fviiy  Deal with the property belonging D | gd MCihe Institute in any
manner, which is considerad ooy TopaEemotng the objectives as

i) Issue appeals and applications for § oney aue furtherance of the
said objectives. e

fix) Offer grants scholarships/fellowships, tipends, prizes and awards, in

furtherance of the goals of the Institute.

Make and enforce rules and byelaws and, If necessary, to appeal, amend
and alter the same from tims o time,

Do all such things as are Incidental or conducive to the attainment of the
aims and objectives of the Institute.

The affairs of the Society shall be managed, administered, directed and
controlied, subject to rules, byelaws and orders of the Governing
Council. The names, addresses, occupations and designations of the

A
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Chief Secretary, Govt. of NCT, Delhi

: Principal Secretary (Health & FW), Govt. of NCT, Delhi

incipal See Finance), Govt. of NCT, Delhi ~ Member,
Principal Secretary | ) |

Principal Secretary (Planning), Govt. of NCT of Delhi | Member,

“Director Ganeral Health Services, Ministry of Health & FW, | Member,
GOl or his/her nominee Ex-Officio

-

Director General, ICMR, New Deihi or his/her nominee ' Member,

D | Ex-Offlicio
" Director, ATIMS, New Delhi or his/her nominee | Member, |
- | Ex-Officio
sRresccity College of Medical Sciences, Delhi Member,
v ' . o Ex-Offi

T '

4 | S = |
' ,ﬁ;‘i:{ ists from the country

TRV 1

xi) | W A sMefitists related with research and/or | YMember
N L jafepfnent in field of Oncology . )
(xil) | Two renowned-thedia personalities/social activists Member

! ( xifi) : Director/Project Director of the Institute

. DESIROUS PERSONS: We, the undersigned are desirous of forming a sooety,
namely, Delhi State Cancer Institute, ummsmuummumm
860 (XXI of 1860) in pursuance of this Memorandum of Assodation.

‘ - el tary
: i. Chief Secretary, Chairman, e Delti
Govt. of NCT of Delhi Ex-Officio ; Effﬁsu

Govi. of NCT gi Delni

Setruterial.
ii. Principal Secretary (Health & _ Vice L. P, Entete. New Celti
FW), Govt. of NCT of Delhi  Sharmad e
-i'
iii. Principal Secretary (Finance
Moember,
& Pnr;nning}, Govt. of NCT of MemBer '=3E'Bf£
e o W
o T e o)
hhtrw A Flaceang) Page7of 29
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Services, Ministry of Health Member Pr. A K, SHIVASTAVA
& FW, Gowt. of India Ex-Officio ‘@/5’" Girmcr Ganetal

fewta ot fardt
Wik Basane o D

V. Director General Member
ICMR, ’ Ex-Officls N 'Muf; 'K—'
— e waNGULY
e al
Ind®n Counscrl of Muodical Resei
vi. Director, ’ | Amrzel Negur, Poow Debhi i
ATIMS, New Deihi Ex-omicie |- VMWJ N
i fiws O o<t o
vi. principal L ey s e
Unl?trs[ty m*&ﬂﬂ of Medical ot Hm Sci " ||' )
Sciences, Delhi El:ﬂuﬁ.m T =5 “ml ﬂ" oy, at FE-29 0Ll awes
Hﬁw-lcul—lg_ -Ij_: - " vl
Ansuri Nagaf 1¢l.ﬂ=.ur (B i::":
viii 'Eﬂ.‘"'ﬂ g DA
- Medical Superintendent, Member, st :

GTB Hospital, Delh| Ex-Officlo
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RULES OF
THE DELHI STATE CANCER INSTITUTE, DELHI

___“-

1. Address of the Society: The H&gistﬁrenﬂfﬁcenmeSutlmr shall be
situated in the premises of the Dealhi State Cancer Institute at Dilshad

Garden, Delhi.
- Definitions:
2.1 The "Act” shall mean the Societies Registration Act, 1B60 (XXI of
1860).
2.2  The “Chairman” shall mean the Chairman of the Governing Council of
the [nstitute.
2.3 The "Director” shall mean t g«iirector of the Institute appointed

2.4 The "Governing Council’. shall f
Institute.

rning Council of the

L =]
e
2.5 The“ﬁavemment'ﬂwi&—qan € yemor of the National Capital
Territory of Dethi appointed by, therWsident under Article 239 and
designated as such under article 239 AA of the Constitution of India.

The “Institute” shall mean the Delhi State Cancer [nstitute, Delhi that
would function under the Society.

The "Society” shall mean the Society for the Delhl State Cancer
Institute, Delhi.

The “Year" shall mean the period of twelve calendar months
commencing from first day of April and ending on 31" day of March
in the succeading vear.

3. it is clarified that the words importing the singular number shall Include the
plural number and vice-versa if the context so requires and further that the

words importing the masculine gender shall include the feminine gender, if
the context so requires.

4, Powers and functions of the Society: The powers and functions of the



W

(&

T —

4.1

4.2

4.3

44

4.5

4.8

4.9

To establish, administer and manage the National level Institute in
Oncology and such other centres for treatment, research, education,
instruction, Human Resource Development, competence bulld up,
technology development, technology transfer and other such
functions as may be necessary for the furtherance of the objectives
of the Soclety/Institute;

To establish and provide facilities for teaching and training at the
post-graduate and post-doctoral level in the specialty of Oncology
comprising fields of clinical oncology, experimental oncology,
oncology nursing, para-medical technology, biotechnology, social
sclences and other related d at the National and
Internationa! level;

Tu;n initiate dedicated academic programmes flike DNB, MD, DM, MS,
MCh, BS¢, MSc, PhD and other such research/academic programmes
where the country shall have the benefit of having exceptionally weill
trained human resource with excellent clinical and research experience;

To establish affiliation with recognized universitias and institutions of
higher learning both In India and abroad for the purpose of

collaborative research, training and exchange programmes for staff
and students of the Institute;

Te seek affiliations from international Centres/organisations of

Oncology for recognition of work and Improvement in the curriculum
of training;

Ta serve as a National Reference Centre for cancer & related diseases/
aspects and to provide consultancy service to medical and paramedical
nstitutions, public health agendes and industry in the country;

To create professorships, other faculty positions, fellowships, research cadre
positions and scholarships, etc., for realizing the objectives of the Institute;




4.10

4.11

4.12

4.16

4.17

4.18

4.20

To organize post-graduate teaching courses, workshoss, live training
programs, seminars, symposia, conferences and other training
programs of a specialized nature through audio-visual, print and/or
electronic means in the field of Oncology and related areas;

To organize training programs for the technical staff in methods and
techniques, related to the objectives of the Institute;

To establish, maintain, manage and administer the hospital, laboratories,
mmmmmu&ammmhmmm
discharge of patient care services
research in the field of Oncology 2 hdd rdlqte

Te publish and disseminate Filk
deveiopments and research; §

TnmmmdmmmmﬂieWMMdmamm
mnkemﬁuﬁpﬂnawmhm‘ﬁmnsmbemm

To appoint persons as professors, associate professors or otherwise
as leacher, researchers & advisors of the Institute:

To provide for printing, reproduction and publication of research and
other works in electronic or print form and to organize exhibitions for
bringing awareness amongst professionals as well as in general
public about various aspects related with the disease;

To determine the number, order and grades of pay of academic,
technical, administrative and other posts: to create and abolish the
academic, technical administrative and other posts: to fix
emaluments and terms and conditions of service of the employees of
the Institute; and also to fix special terms wherever required;

To appoint all academic, technical, administrative and such other
staff as may be needed;

To make ruies for the conduct of meetings and affairs of the Institute
and to adopt and vary them from time to time, if necessary:

.~ et
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Delhi State Cancer Institute, Delhi - propasad Rules of the Society

4.21

4.22

To issue appeals for raising funds in furtherance of the objectives of
the Institute; to receive grants, subscriptions, donations and gifts for
the purpose of the Institute - provided that no subscriptions,
donations, gifts shall be accepted if they are accompanied by
conditions inconsistent or in conflict with the satisfactory running of

the Institute or conflicting with the objectives for which the [nstitute
Is established;

To interact with various forms of print and electronic media, other

communication/promotional methods and with various social welfare
arganisations for furthering the aims & abjectives of the Institute;

4.23 To sell, exchange, lease or otherwise dispase of all ar any portion of

4.24 To delegate, all or any of its powek

Teaching at the Institute:

3.3

5.4

the properties of the Institute, movable or immovable, on such terms
as the Governing Council may deem fit and proper without prejudice
to the interests and activities of the Institute; provided that for the
disposal of the immovable propgftys f&,‘ij}} exchange or long-term
lease, concurrence of the Ghvernme 1 “ taken;

- {1_';' raéctor/Project Director

of the [nstitute.

All recognized teaching, iIn connection with the courses, shall be
conducted with guidance of the Academic Committee by teaching
staff of the Institute, and shall include dinical training, lecturing,
laboratory work, research work, fieldwork and other teaching
conducted in accordance with a syllabus prescribed by the Rules.

Teaching by eminent visiting dignitaries, scientists or Professors from
india & abreoad shall also be imparted, whenever feasible. The

Academic Committee shall function under the overall control of the
Governing Council,

The authorities responsible far organizing such teaching shall be
prescribed by the Regulations.

The courses and curricula shall be prescribed by the Rules and
subject thereto, by the Regulations.




Authorities of the Society:

6.1

)
)
i)
v)
v)
vi)

Governing Council
Finance Committee
Academic Committes

Public Welfare Committee

Membership of the Governing Council:

The following shall be the authorities of the Society:

Scientific Advisory Committes or Research Committee

Such other authorities, as may be declared as such,

7.1
. 7.2
)
(i) | Chief Secretary, Govt. of NCT, Delhi Chairperson,
l == Sl : | Ex-Officio
{H} i Pnnmpal Sm:mtary (Heaith & F‘WL . of NCT, Delhi | Vice Chairman,
-l a Ex-Officio
{if} | Principal Secretary {Finance), Govt. of NCT, Delhi Member,
= I . Ex-Officio
(i) | Principal Secretary (Planning), Govt. of NCT of Delhi Member,
—— e W0 - _ Ex-Officio
fv) | Director General Health Services, Ministry of Health & FW, | Member,
GOI or his/her nominee Ex-Officio
(vi) | Director General, ICMR, New Delhi or his/her nominee | Member,
S | : Ex-Officio
(vii) | Director, AIIMS, New Delhl or his/her nominee Member,
| Ex-Officio
{wiif) | Principal, University College of Medical Sciences, Delhi | Member,
| W ) Ex-Officio
(ix) | Medical Superintendent, GTB Hospital, Delhi Member,
I E RS Ex-Officio
(x) | Two renowned Oncologists from the country | Member
 (xi) | Two renowned scientists related with research and/or | Member
technology development in field of Oncology .
(xii}) | Two renowned media personalities/social activists Member
{xiii) | Director/Project Director of the Institute | Member
| Secreta

)&, é\aﬁ
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H’-
8.1

8.2

Membership Roll

The Society shall keep a roll of members of the Governing Coundcil,
stating therain his rank or occupation and address and every member
shall sign the same. No perscn shall be deemed o be a member or
be entitlied to exercise the rights & privileges of a member uniess he
has signed the Membership Roll,

If a member of the Governing Council changes his address he shall
notify his new address in the roll of Members; but if the member fails

o notify his new address, the address in the roll of Members shall be

8.3

9.1

Mectings of the Governing Council: ‘.E*

deemed to be his correct address,
The list of members will be sent tg.the Regighsar of@ycieties annually.
*, -

-
The Chairman shall preside over -.'-. cadnissof the Governing
Council and in his/her ahsence the an shall do so and if
both are absent one of the members present shall preside over the
meeting.

L alig

10. Functions and powers of the Chairman:

10.1

10.2

The Chairman shall exercise such powers for the conduct of the business
of the Institute as may be delegated to him by the Governing Council,

The Chairman may, in writing, delegate such powers as are considered
essential for the efficient running of the Institute, to the Director.

Director:

11.1. The Governing Council with the concurrence of the Government, shall

11.2

appoint, a distinguished and dedicated Oncologists as the Director of
the Institute, if the post is filled by a serving officer of the CHS or any
other cadre of the All India Services, the filling up of the same would
be subject to the rules governing the service to which the officer
belangs.

The Professor Incharge of the Institute who has been cdossly
associated with the establishment of this Institute may be appointed
as the Director/Project Director of the Institute till a regular
appointment against the post. The Project Director shall have the
same powers, functions and responsibilities as that of the Director,

\ {1@3 é‘\gﬁ
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Governing Council, subject to age limit as applicable to similar posts in
other premier institutions like the AlIMS and PGIMER etc. under the

Govt. of India. The tenure of the first Director shall commence from
the date of commissioning of the Institute,

12. Functions and Powers of the Project Director/Director:

12.1

12.2

12.3

12.4

12.5

He shall be the Chief Executive Officer of the Institute and would be
responsible for the proper administration of the affairs and funds of
the Institute under the direction and guidance of the Governing
Council. He shall be vested with such exe ye and administrative
powers of the Institute, as may be Aecds '3\{.-. cidental for the
purpose, subject to these rules 2 {m
a Joint/Deputy Director (Admin.) And an A sgant Oepector (Admin,)
in dally administrative matters. T T

':'i:_"
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He shall, subject to the provisions Tl and byelaws and
decislons of the Governing Council, exercise tf&neral supervision ang

disciplinary control over the staff and officers of the Institute and
prescribe their duties & functions.

He shall have the power to fix, on the recommendation of the
Selection Committee, the pay at the time of initial appointment of
an incumbent at higher stage than the minimum of the scale but
not involving more than 5 increments in any case, Cases, where
more than 5 increments are recommended by the Selection
Committee, shall be put upto the Governing Council. Where ad-hoe
appointment is made by the Director in terms of byelaws, he shall
be empowered to grant higher start by granting up to maximum of
5 increments on initial of the scale. This shall be subject to the rules
of the Government of India, as applicable on the subject.

He shall coordinate and exercice powers and general supervision
over all the activities of the Institute.

He shall be the Member Secretary and shall have the same
administrative status and pay scales etc. as the Director of the
Institute of Human Behaviour and Allied Stiences (IHBAS) and the
Institute of Liver and Biliary Sciences {ILBS) under the Government

W =
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12.6

of NCT of Delhi. For the purposes of the Society Registration Act, the
Principal Secretary (H & FW), GNCTD shall be considered the
Secretary of the Institute. In case of emergency, the Secretary may
taks such action as may be necessary and report it to the Governing
Council.

All members of the staff of the Institute shall be under the
administrative control of the Project Director/Director. He shall
allocate duties to officers and staff of the Institute and shall
exercise such supervision, control and discipline as may be
necessary.

13. Terms of Office of Members of the Governing Council:

131

Unless the membership of the Governing Council is terminated as
provided under the Rules and subject to the provisions under the
Rules, each nominated member of the Governing Council shall
relinquish his membership on the expiry of two years from the date
on which he becomes a member of the Govemning Council. But he
shall be sligible for re-appointment. In cﬁse of a casual vacancy,
the person appointed to fill the vacancy shall hold office for the

empluvarmh.:s:stngranthim permission to serve the Governing
Council or he goes abroad for a continuous period excesding one yaar.

i) If he does not attend three consecutive meetings of the

Govermning Council, without prior permission of the chairperson.

13.3 Whenever a member déesires to resign from the membership of the

13.4

Governing Council, he shall forward a letter containing his
resignation addressed ta the Member Secretary and his resignation
shall take effect on its acceptance by the Chairman.

Whenever a person holds the membership of the Governing Council
by virtue of an office held by him (ex-officio), his membership shall
terminate when he ceases o hold that office and the vacancy so
caused shall automatically be filled by his successor to that office.

(1)

v LRT
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13.5 The members of the Governing Council shall not be entitled to any
remuneration from the Institute excepting the full time Director of
the Institute. However, the members of the Governing Council or
any commiitee appointed by it may be paid by the Institute such
travelling allowances and honorarium/sitting fee as may be decided
by the Gaverning Council from time to time.

13.6 A person holding the membership of the Governing Council by
vitue of an office held by him {(ex-officio) shall attend the
Governing Council meetings himself in person.

13.7 The Member Secratary shall attest the signatures of all the
members of newly elected Governing Council and shall ensure that

the said signatures of the o "!7'.".'":* g Council tally with the

annual list as filed with the/Registra BiXute before 30 days of

the succeeding month in ledHia I%\ |
i-.

L l‘

14. Vacancies among Hnmlnrs of t "‘ ncil:

14.1 Any vacancy in the Gﬂvernintr ‘Ce "E all be filled either by
appointment ar nomination, as the case may be, by the respective
authority or association entitled to make such appointment or

nomination and shall be valid for the unexpired portion of the term
of the member who has left,

The Governing Council shall function, notwithstanding any VaCancy
in its body and notwithstanding any defect in the nomination of any
of its members, and no act or proceedings of the Governing Council
shall be invalidated merely by reason of the existence of a vacancy

or vacancies in the body or of any defect in the nomination or
appointment of any of the members,

15. Functions and Powers of the Governing Council:

15.1 The Governing Council shall be the principal executive authority of the
Institute, anc shall have the power to review actions of the Scientific
Advisory Committee, Finance Committee, Academic Committee, Public
Welfare Committee and all other Committees and shall exercise all
powers of the Institute not otherwise provided for by the Rules,

L eF
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15.2 It shall generally carry out and pursue the objectives of the Institute,
as set forth ¥ the Memorandum of its Association.

15.3

It shail have the powers, in particular and without prejudice to the
generality of the foregoing provisions, subject to the provisions of
these Rules and the byelaws framed by it to:

1

ii)

iif)

consider the annual and supplementary budgets and reports
placed before it by the Director from time to time, and pass them

with such modifications as the Governing Coundil may deem fit;

create and abolish posts - the creation of the posts of Group
‘A" & 'B’ category Is to be done after getting the approval from
Finance/Planning Departments of the Government;

appoint the Director, Profes:
faculty members, consulta
technical/administrative £
Institute, fix their remd
terms of employment; !*—

LY

assor-Emeritus, various
* scientists, scientific/
‘H and staff of the
their duties and

.fg}‘“"'

e

a4 g
enter into arrangements the-r arpfment of India, State
and local Government, ut:her Dublic-of private organizations or
individuals for securing and accepting grants-in-aid,
endowments, donations or gifts to the Institute, on mutually
agreed terms and conditions, provided that such terms and
conditions, if any, shall not be contrary to, inconsistent or In
conflict with the objectives of the Institute; provided, further
that for any such arrangement with foreign and/or
international agencies, organization/corporate bodies the
approval of the Government of India shall be obtained,

take over, acquire by purchase, grants, gifts, exchange, lease or
hire or otharwise from Government of India, State and local
Governments and other public or private bodies or individuals,
institutions, llbranes, laboratones, Iimmovable properties,
endowments or other funds and facilities together with any
attendant obligations and engagements not inconsistent with the
objectives of the Institute; provided that for any such activity
involving a foreign and/or intermational agency or organization,
the approval of the Government of India shall be obtained.

\~ Gt
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vi)  appoint Committees and Sub- Cummittees for such purpuses i
and with such powers and for such periods and on such terms
as It may deem fit, and dissolve/discontinue any of them,

vil)  delegate such administrative and financial powers as it may think
mrmmmaimnwtnthemmctur.asmvbz

considered esser tial for achleving the objectives of the Institute:

viii) frame, amend or repeal bye-faws, for the proper and efficient
administration and management of the affairs of the Institute
and in particular to provide for the following matters.

1.

3. lay down terms and tenures of appointments,
emaluments, allowances, rules of discipline and other
conditions of service of the establishmient of the
Institute;

4. set out terms and conditions governing the grant of
scholarships, fellowships and grant-in-aid for research
schemes and projects not inconsistent with the
objectives of the Institute.

3. 5et out such other matters as may be necessary for the
administration of the affairs and funds of the Institute,

15.4 co-opt from time to time as its member, eminent clinician, scientist,
distinguished person of repute as it deems desirable in the interest of
the Institute and with the approval of the Govarnment.

15.5 consider and pass the resolutions on the annual réeports and the
financial estimates and audit report on such accounts;

15.6 undertake such steps as are reguired for full autonomy or establish
Corporate structure based on a sound economic policy:

RE



Bt T (=
'|.I v T

_-;|_-f-:.l-:l;-\._.-.|_ [ P -1 - e— - ol -

Delhi State Cascer Institute, Delhi - proposed Rules of the Soclety

H

15.7

15.8

15.9

give directions on specific matters.

approve and adopt the amendments to the Rules and Regulations of
the Institute.

conduct pericdical review and monitoring of the activities of the
Institute and take remedial measures as deemed fit to meet the aims
and objectives of the Institute.

15.10 recommend the broad policies and programmes of the Institute and

16. Proceedings of the Governing Council _
16.1 The meeting of the Governing Euun"!llgml:i

16.2

16.3

16.4

16.5

16.6

suggest measures for the improvement and the development of the
[nstitute.

least once In
every three rmonths. '

In the first meeting of the Governing Council, in every financial year,
a report of the working of the Institute during the previous year,
together with a statement of receipts and expenditure, the audited
baiance sheet and the financial estimate shall be presented.

Meetings of the Governing Council shall be called by the Chairman,
and in his absence by the Director either on his own or at the reguest
of not less than five members of the Governing Council.

Every meeting of the Governing Council shall be presided over by the
Chairman: in his absence by the Administrative Secretary of the
Dept, of Health & FW; and in his absence by the Director; and if he is
also not available, then by a member chosen from amongst
themselves by mambers present, to preside over the meeting.

Five members of the Governing Council, present in person, shall

constitute a quorum at any meeting of the Governing Council.

Not less than fifteen day's clear notice of every mesting of the

Governing Council shall be given to each member of the governing

Council. The accidental omission to give notice to or the non-receipt

&
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of notice by any member shall, however, not invalidate the
proceedings at the meeting.

16.7 Normally two meetings of the Governing Council shall be heid in each

half of the year or more frequently, if the need arises in the opinion
of the Chairman.

16.8 The decision of the Governing Council shall be taken by the majority
of the members present and voting.

16.9 The Chairman may himself call, or by a requisition in writing signed
by him, may require the Director to call a meeting of the Governing
Council at any time and on the receipt of such a requisition, the
Director shall forthwith call such a meeting.

16.10 Five members of the Governing Council may, by a requisition In
writing signed by them, request the Sefretary b call & meeting of
meﬁuverningﬁuundlnndunﬂ're__ S0 =1y
Secretary shall call such a mesting w
consultation with the Chairman.

16.11 Each member of the Goveming Council shall had fne vote and, if
there shall be an equality of votes on'dny qigef to be decided by
the Governing Council, the Chairman or the member presiding over

the meeting shall have a casting vote.

16.12 Any business which may be necessary for the Gaverning Councll to
perform may be performed by a resolution in 'writing circulated
among all its members and any such resolution so circulated and
approved by a majority of the members by signing, shall be as
effective and binding as if such resolution had been passed at a
meeting of the Governing Council provided that at least five

members of the Governing Council have recorded their approval to
the resolution,

or

If urgent action by the Governing Council bacomes necessary, the
Chairman of the Governing Council may permit the business to be
transacted by circulation of papers to the members of the Governing
Council. The action proposed to be taken shall not be taken uniess
agreed to by a majority of members of the Governing Council. The
action so taken shall be forthwith intimated to all the members of the
Governing Council. The papers shall be placed befors the next
meeting of the Governing Council for confirmation.
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Governing Council, refer any question, which in his opinion is of
mﬁﬂﬁﬂwmmﬂ.mrdechmmmwmmtnfmnfﬂam.

17. The Finance Committee:

17.1 In order to consider important ’ al 2 tha ated matters,

the Gaverning Council shall nom e Efnikfe Committee to
mmmmﬂmmmwmmmmm Institufe
with the following composition’

i, Principal Secretary (Finance), GNCT of Delhi Chairperson

ii. Principal Secretary (H & FW), GNCT of Delhi Member (Ex-

offico)

fi. Secretary (Pianning), GNCT of Delhi Member (Ex-
officio)

lv. Secretary (AR), GNCT of Delhi Member (Ex-
officio)

v. Director/Project Director of the Institute, Member (Ex-
GNCT of Delhi officio)

vi. Special Invitee: Two senior faculty members of Member

vil. Financial Advisor of the Institute Member
Secrotary &
Convener

17.2 The Finance Committee shall meet at lsast once in three months.

17.3 The tenure of the non Ex-officio members shall be for the period of
two years. However, they will be eligible for renomination.

\,* @f@f
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Functions of the Finance Committee:

18.1 The Financial Committee shall function in accordance with the Rules
of the Institute. The functicn of the Finance Committee shall be:

1B.1.1

18.1.2

18.1.3

18.1.4

18.1.5

18.1.6

18.1.7

18.1.8

18.1.9

to consider in details annual budget estimz'es and revised

estimates of the Institute and make recommendations
thereon to the Governing Couneil:

to consider proposals for creation of new posts and make
recommendations to the Governing Council;

to consider financial aspects of various projects and make
suitable recommendations to the Governing Council. The
Governing Council shail exercise Full powers for sanctioning
projects within the approved budget/scheme. It may aiso
delegate such powers in this regard to the Director of the
Institute, as deemed appropriate;

to recommend fixing, levying and reviewing user charges for
various services rendered by the Institute to the Gaverning
Council for its consideration and approval.

to consider the periodical statements of the accounts and to
revieﬂt!uﬁénmsnftlulrﬁﬁmmfrmnume-tummm
WHHMUPMWMHmmamm
make recommendations to the Governing Council in regard to
financial flows and the gap, i any likely to develop and
means to bridge such gaps.

Tnmmﬁviewsammmak:mnmwme
Governing Coundl on any financial question affecting the
Inmmmﬂthﬂrnnitsmlnﬁm“.ﬂmunmmmme
Governing Councll, or the Director.

\,.”
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19. The Scientific Advisory Committee:

19.1 A Scientific Advisory Committee (SAC) to facilitate clinical and basic

research work shall be constituted to advise on policy, to monitor
progress and t~ facilitate in-depth exchange of views in specific
fields. The Governing Council would nominate the Scientific Advisory
Committee and this would bs chaired by a renowned Oncologist/
academiclan/sclentist. The Director of the Institute would be the
mefber secretary of the SAC. Facuity members from the Institute
and renowned academicians/researchers/ scientists in the field shall
be invited to the SAC. A senlor legal expart shall be nominated to the
SAC to look into the ethical and legal aspects.

19.2 The Scientific Advisary Committee shall evolve the scientific and

20. The Academic Activities:

technical programs of the Institute, review them periodically ana
shall take further course of action as deemed fit for furthering
scientific and technological research of the Institute. The
recommendations of the Cm'rgnittﬂe would be submitted to the
Governing Counci! for appraval. The Scentifiesddvisory Committee
shall meet at least once every three pfonttis/ vaSddjeast 4 time a
year. The tenure of the non-Ex-officig are will'geXor the period
of two years. However, they will be €lig Fr '

20.1 For realizing the objectives indicated in the Memorangum aof

Association, the Institute shall have long-term courses/training
leading to award of MD, MS, DM, MCh, MSc, PhD, Fellowships and
other courses/programmes as may be considered necessary in
national and public interests. The Institute may conduct these
courses as a3 ‘deemed university’ or seak affiliation with
Universities/Institutes of higher learning in the country or overseas
for conducting such coursés. An Academic Committee/Council shail
be constituted in terms of the respective ardinance of the concerned
University/Institute of higher learning, which would be chaired by
the Director of the Institute and shall have senior faculty members
from the Inctitute and renowned academicians/technical experts
from India/abroad as its members.

03/
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21.1 The funds of the Institute will consist of the following:

21.2

21.3

21.1.1 Grant-in-ald provided by the Government of NCT of Dealhi for
eéstablishing the TﬂﬁtHHEE, to cover both the recurring
expenses as well as the growth of the Institute, to fulfil all

the objectives envisaged in the Memorandum of Association
and byelaws of the Institute. The Institute shail be provided

Grant-in-Aid on the basis of the Pattern of Assistance
approved by the Finance Department of the Government.
The funding of the Institute shall be on the net deficit basis.,

21.1.2 Grants received from Gavernment of India.

21.1.3 Charges for providing diagnostic and therapeutic services to
mhﬁc.ﬁpmmrthnﬂfﬂnmm,asdﬁmwm
Governing Council, would be seen free or at concessional rates
mﬂmmﬂmmﬁvfﬁrmemtﬁﬂw -
down by the Goveming Council. The fundsSo genely
? would be utilized for the growth of the Institu , for the
ufthepuﬁeni:aamnsfnrmestaﬁaﬁpérthe
gown by the Governing Councll from time to time.

21.1.4 Project related assistance from various Bilatacs askiy
Multilateral funding agencies from India/abroad. ™

to time. All funds of the Institute shall be paid into the Institute’s
account with State Bank of India or in a scheduled/nationalized bank
and shall not be withdrawn except on cheques signed and

countersigned by such officers as may be duly empowered in writing
on his behalf by the Governing Council.

The income and property of the Institute, howsoever derived, shall
be applied towards the promotion of the cbjectives thereof as set
forth in the Memorandum of Acsociation of the Institute. No portion
of the Income and property of the Institute shall be paid or
transferrad directly or indirectly to any of the members through any
means either by way of dividends, bonus, or otherwise hewsoever
by way of profit, to the persons who at any time are or have been
members of the Society or to any of them or to any persons
claiming through them or any of them.

&
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24,

Accounts and Audit:

22.1 The accounts of the Institute shall be audited by accredited
Chartered Accountants., The nature of audit to be applied and the
detalled arrangements to be made in regard to the form of accounts
and their maintenance and the presentation of the accounts for audit
shall be prescribed by bye-laws to be framed by the Governing Council
and in general, would conform to the guidelines followed by other
similar organisations functioning under the Government. The accounts

of the Institute shall be open for audit by the Examiner Local Fund
Accounts (ELFA), GNCT of Delhi.

Annual Report:

23.1 An Annual Report of the proceedings of the Institute and of all work
undertakan during the year shall be prepared by the Director of the
Institute. This report and the audited accouplS-of.8ie Inglitute along
with the auditor's reports thereon shaflBe placed disfore the
Governing Council at the General Meeting.,. )

{ .
=

Alteration of Rules: ' iy

24.1 The Rules of the Institute may be amended atr ime on the
recommendation of the Governing Council by a Resolution passed by

a majority of the members of the Councll with the concurrence of the
Government.

24.2 A resolution passad by a majority, not less than 3/4" of the total members
of the Institute, can determine that the Institute shall be dissolved
forthwith or on such date as may be agreed upon and confirmed by 3/4%
of the members present at the second special meeting.

Terms and conditions of Service of the Staff of the Institute:

25.1 These would be formed in detail by the Governing Council and form
a part of the Byelaws. These would be, by and large, comparable to
those applicable to similar categories of employees in other premier
institutions like the AIIMS and PGIMER etc., under the Gowvt. of India.

25.2 The employees of the Institute shall be classified into the four
functional categories on approval by the Governing Council.

" e
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25.3 The four categories proposed are:
I. Clinical and Teaching Staff;
II. Research & Scientific Staff:

III. Nursing, Paramedical and Technical Staff including
dieticians, social scientists, Record keeping & Statistics staff
and other supportive staff like photographers, artists,
peons, nursing orderlies, sweepers, gardeners, drivers etc. :

IV. Administrative, Finance and Maintenance Staff including
Housekeepers and Publi: Relation Managers,

25.4 Tmﬂhmhm:mwﬂmtﬂaﬂmtwwm
will be initially made for a period of 2 years on set/probat
review will be carried out at the end of 2 years to vs5flss 1
of the candidate for regular appointment thereafts
prabation or termination of the contract, as the

25.5 The Governing Council may sanction special W
mmfcmﬁmwmwmm rtspecty 4= 4 b3 als
conditions of service. The actual detsils of the pay scales and
allowances including special allowances will be approved by the
Governing Councll taking Intc account the specials needs and
objectives of the Institute. Special privileges  honorarium,
allowances, payment, etc. for specialists coming from

approval of the Governing Councll, may appoint experts/specialists
as consultants for specific assignments requiring special expertise.,

25.6 Superannuation: The age of superannuation for the Institute's staff
shall be at par with other similar institutes in the country like the
AlIMS, PGIMER, IHBAS, ILBS etc. It may be extendable, in
exceptional cases as per rules, if the interests of the Institute so
warrant, with the approval of the Governing Council,

25.7 Re-employment of superannuated persons: Superannuated
PErsons may be re-employed on contract in exceptional cases and
with the approval of the Governing Council subject to the terms and
conditions specified therein. On re-employment, the total

emoluments will be regulated in accordance with Central
zovernment orders on the subject.

‘i ;/ %. wﬂ
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5.9

25.10

25.11

25.12

25.14

25.15

Delhi State Cancer Instituto, Delhl ~ proposed Rules of the Saciety

Termination of Appointment: The appointment shall be
terminable on either side after giving to the other party not less than

three months notice in writing except during the period of probation
when no sucl notice will be required.

The Institute will encourage participation of scientific/academic staff
and scholars of the Institute in recognized professional meetings,
symposia and conferences etc. within the country and abroad.
Academic papers to be presented by the Institute staff in such
mesetings will have the approval of the Director. Staff attending such
meetings with due approval shall be considered on duty leave and will
be eligible to actual trainfairfare, incidental expenses, 0.A. and
registration/delegate fee, if any, paid by them, as per rules.

For pursuance of the scientific activities, scientigis gre required to visit

transfer programmes, WHO/UN and other aideditlectselt. For this
wmmmmmmmm ik v i :

guidelines from time to time for the accep -' . consultancy/
sponsored research/assignment by the staff of the Institute.

Sharing of Royalties/Consultancy earnings, etc.: The Institute
shall encourage an atmosphere promoting active intarests of the staff
towards patients’ care, research, inventions, patents and publications
etc. in the field of Oncology, beyond their normal duties, The
Governing Council, with approval of the Government, may formulate 3
policy, as might be axisting in other similar institutions, for shanng of
royalties/consultancy, earnings etc. received for any such work, as an
incentive for the staff in acknowledgment of their achievements.

The Institute staff may, if invited to do so, accept pirofessional

assignments subject to the approval of the Competent Authority of the
Institute.

Training: Members of the staff may be deputed for training for the
work of the Institute at the discretion of the Director.

Publications in scientific literature, resulting from the work carried
out in the Institute by the scientists/staffs of the Institute, shall be
made with the approval of the Director and shall carry the Institute’s
name even after the scientist has left the Institute.




27,

28.

30.

executed by the Director.

Suit by or against the Institute:

27.1 The Member Secretary or his nominee shall be considered to be the

appropriate authority of the Institute to initiate or defend any legal
proceeding in the name of the Institute,

Applicability Clause:

Dissolution:

30.1 Dissolution, if necessary, shall be done in accordance with the
relevant rules under the Act
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OSCl-AD1 /%2201 8=-D0R(DSCI D v CHRIDSEN)

'Sl | Officer’s  Official’s | Department's/ Portfolio. "~ [Details of Link |

IHn. Name Added/deieted Officer

DELHI STATE CANCER INSTITUTES

- centras par axcollence in the service of humanity
{A group of mnsfilutions under the Govt. of NCT of Deihi)
DILSHAD GARDEN, DELM! 110095
: 48T 11-2210 5200, 2213 5700 FAX; +91-11-2211 0504
C-2B, JANAK PURI, NEW DELHI 110058
DRI-10-E550 1110, 2554 1111 FAX: «81-11-2954 5905
Wibeite: wiw el nis i E-madl: gisector dack@nic o NIN No: 1112312380

F.No. AD11/5/2019-DIR (DSCi)l/ Date:

OFFICE ORDER

In continuation of the even Office Order No. 123256 dated 08/12/2025, regarding allocation
mdm.hmHMﬁMMdM!.MWMM
Wmum.Mﬂmeamm:rmnmmM.m
HWWwWH.WmM.hMmm.

!

1. |DrPragya Shukdla |1 I/C Preventive Oncology (Added) | Dr Swal Bhan |
 Associate Professor |  Admn Imﬂsu -1 (All the count | |
i Oncology matter of I, submission of |
e A replies of Lok Sabha, Vidhan
Sabha, Rajya Sabha questions)

i Iuhdiuﬁlﬁnkaapﬁnoniﬁdd-d} |
ey |iv. C Canteen (deleted)
'| el ¥. VUC Dietary Branch (deleted) .| -
2. | Dr Dhruv Jain I, Admn Incharge-| Dr Amit Tyagi
- Assistant Professor (All the court matter of DSCI,
| {Onco - path) submission of replies of Lok Sabha,
Vidhan Sabha, Rajya Sabha
questions) (deleted)
i,  UC Canteen (added)
3,Lnrllinihmﬁm"',i- IIC Dietary Branch (Added) [ Dr Parul Chopra |
Assistant Professor |
 (Cancer Ressarch)
Wy = —= == = —— ! - | == =
The duty allocations is Ordered with immediate effect
This Issues with prior approval of Director, DSCI.
"\ﬂnlm-
(Dr Ravinder Singh)

Copy for Information and necessary action to:

1. All the HODs/ Officer In-charge, DSCI
2. Admin In-charge, DSCI

3. All Concemad Officers

4. DCA, DSCI

3. In-charge (IT) for necessary arrangements in e-office etc.

8. PA o Director, DSCI N
7. PA to Jt Director (Admn), DSCI

171 0Q748,2014
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INFORMATION
REGARDING
MANUALS UNDER

SECTION 4(1)(B)
RTI ACT, 2005- |

SUBMITTED BY:
PURCHASE BRANCH \
DSCI
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‘ POWERS AND DUTIES OF OFFICERS AND EMPLOYEES ‘
SECTION 4(1)(B)ii

PURCHASE BRANCH, DSCI
| Name of the Designation Duties in brief
| w Official |

1. | Dr. Manish Kumar e« Supervision and Dealing with all the
Sharma Purchase matters such as Medical and
(Medical Officer) General items which include Equipment,

Furniture and Fixtures, Medicines, Stationery
etc., Audit Para Replies, RTI replies,
meetings with higher Autorities, DSCI and
GNCTD

All files are routed through APO to the

Purchase Officer.

e APO assists the PO for smooth convening of
the procurement related meetings.

e APO under her supervision prepares and
submits replies to all the queries/RTI's
/Grievances/issues being brought forward to
the Purchase Officer with due approval of the
PO and Worthy Director, DSCI.

« APO assists in procurement of the
Equipments/Drugs
Medicines/Consumables/Non-consumables
through the modes of procurement (GeM/e-
tendering [RC/Open Tender/Limited
Tender/Local Tender/Proprietary etfc.) as
recommended by the HPC.

e APO assists the PO in proper disposal of all
the DAK received in purchase section.

« APO assists the PO and coordinates with the
Accounts Branch in RE BE preparation and
shall ensure the funds are properly utilized as
per the budget allocated by the accounts.

« APQO assists as the member secretary to
provide secretarial assistance in the
respective commitiees in tender document
finalization, tender fioating, opening,
evaluating and finahzing the tender meets.

e All the miscellaneous work related to smooth

functioning of purchase department.

| Chander Asha Trilok

Mr Rakesh Kumar Asstt.
Purchase
| Officer-2
|

All files are routed through APQO to the

Purchase Officer.

¢« APO assists the PO for smooth convening of
the procurement related meetings.

« APO under her supervision prepares and

submit replies to all the queries/RTI's




Ms Shilpa Bakshi

Mr Ashwani Kumar
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/Grievances/Issues being brought forward to
the Purchase Officer with due approval of the
PO and Worthy Director, DSCI.

APO assists in procurement of the
Equipments/Drugs
Medicines/Consumables/Non-consumables
through the modes of procurement (GeM/e-
tendering RC/Open Tender/Limited
Tender/Local Tender/Proprietary etc.) as
recommended by the HPC.

APQ assists the PO in proper disposal of all
the DAK received in purchase section.

APO assists the PO and coordinates with the
Accounts Branch in RE BE preparation and
shall ensure the funds are properly utilized as
per the budget allocated by the accounts.
APO assists as the member secretary to
provide secretarial assistance in the
respective committees in tender document
finalization, tender floating, opening,
evaluating and finalizing the tender meets.

All the miscellaneous work related to smooth
functioning of purchase department.

Procurement of the reagent/Consumables of
all the equipment installed at DSCI East on
proprietary basis under rule 166 of GFR-2017.

Procurement of 24hr urgent demands of
Surgical/Consumables.

Process of bills related to GeM

Process of EMD related to surgical
consumables.

Preparing purchase orders and maintaining
procurement records.

Extension of the rate contract all the
equipment installed at DSCI East

Other miscellaneous work related to
oroprietary consumables

Purchasing Drugs/Medicines through GeM
portal, Rate Contract/Open Tender, Different
Jan Aushadhi Kendras, Local Chemist, Local
Purchase & Local Tender Enquiry.

Procurement of 24hr urgent demands of

Drugs/Medicines
Verifying the quantity as per demanded of
Drugs/Medicines before procurement.

Comparing prices on GeM portal for cost-
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effective purchasing.

» Preparing purchase orders and maintaining
procurement records.

» Ensuring that all purchased medicines comply
with hospital policies and government
regulations.

* Coordinating with the store department to
minimize the Nil/Minimum stock regarding
Drugs/Medicines requirements.

» Communicating with vendors regarding
product availability.

* Ensuring the procurement of genuine and
high-quality pharmaceutical products.

* Keeping updated records of suppliers,
products, and purchase transactions.

* Follow up with the venders for supplies/issued
Purchase Order

» Conducting the Hospital Procurement
Committee Meetings and finalizing minutes of
meetings.

* Process of EMD related to Rate Contract of

Drugs/Medicines, Jan Aushadhi Kendra, Local

Chemist.

» Other miscellaneous work related to
Drugs/Medicines/Extension of tenders.

Convening meetings
Work as and when directed by Purchase
Branch

¢ Assist the process related to Tender.

* 4. Processing procurement related files

' Mr Rafat Khan Junior
and bills as and when directed

7. | Mr Mukesh Kumar Hospital GEM Carting and GEM Committee Approvals
Executive -1 of
Surgical Consumables
»  Housekeeping ltems
o Stationary items
o IT ltems
o Other misc items
* Proposals and issuing Supply orders on GEM
and through email.
« GEM Bills of -
o Surgical Consumables
o Housekeeping Items
o Stationary items
o IT ltems
o Other misc items

o O
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I Mr Sandeep Yadav

Mr Sonapal Data Entry
Operator

Mr Shobhit Nursing e Multitasking work
Orderly

Processing files for procurement of Equipment
and related bills

All L/C Related work, Bank Guarantee and
balance payments related to Equipment.

All EMDs of Equipment

All Proprietary Bills
Movement of various files seeking exemption

in procurement of Equipment from Honorable
Minister, GNCTD

Matters related to TLD cards
Any other Misc work related to Equipment

Assist the process related to Tender.
Process of bills related to Drugs/Medicines
Maintain and distribution of DAK related to
Purchase Department

Other miscellaneous work related to
Tenders/RTI/AuditVDrugs/Medicines
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DEPARTMENT OF NURSING ]
MANUAL-2

POWERS AND DUTIES OF OFFICERS AND EMPLOYEES
[Section 4 (1) (b) (ii}]

 NAMEOF | |
A DESIGNATION DUTIES IN BRIEF

'« Organizes and plans nursing care activities. |
Plans staffing pattern and the other
necessaryrequirements of wards and deptts

« Complies and submits nursing statistics to

the concerned authonties.
» Conducts and attends to the departmental
and nterdepartmeantal

meetings/conferences from time to time.
» Makes regular rounds of wards/ deptis.
Ensures lo the safely and general dealing
ofthe wards/deptts.
« Looks into general comforts of the patient
Officiating Asstt.

Ms. Sinimol Baby and his/her relatives.
Ms. Jyoti Joshi EINCHOY

(Nursing) » Receives report from the Night Supervisor of
wards/deptis.

e Scrutiny of Duty Roster and ensure
availability of requisite number of staff in

avery shift. |

» Makes rotation plan for the nursing staff
anddomestic staff under her/his jurisdiction.

e Supervise the proper use and care of the
gquipment and supplies in the Wards and
depariment

e Arranges and conducls slaff deveiopment

programmes
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|« Assists in planning for a ﬁarticipaﬁon in the
training of nursing personnel.

» Supervision, Guidance and Control of Group
D" employees of the hospital.

« Ensure all possible preventive measures for

infection control and maintain infection
control practices
» Enforcement of Biomedical Waste
| Management protocols.

s Recommendation of leaves of Nursing Staff
for approval by the Director

e Review of all relevant nursing records

e Regular checking serviceability status of
equipments n use.

o Review of stock of emergency medicines
held in crash carl

e Supervision of nursing care provided to the
patients and take feed-back from patients.

« Liaison and coordination with other
departments.

e« Check all ward stock registers and other
documents for accuracy, error free and
reliability

| | « Ensure near expire medicines information

sent to store and replaced as per policy.

.« Review various audit reports of the
departments to ensure compliance 1o |
process as required

» Information processing & research.

| EDUCATIONAL FUNCTION

* Arranges classes and clinical teaching ur

[ = = e —
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| | Staff in the department, related fo the
specialty experience

s Implements the ward teaching programme

and clinical expenence of the staff with the
| help of doctors and senior nurses.

e« Counseling and gudance of staff and
stugents.

e Armange and conducts staff development
programmes of her/his departimenis.

GENERAL AND OFFICE DUTIES

« Takes hospital rounds with Director and
special visitors for the hospital rounds.

e Attends o general correspondence.
Maintaings necessary records concerning
the nursing staff confidential reports and
health records.

e« Submits Annual Report of the Nursing
Department,

¢ Participates in professional and

communitywork

|« Arranges and participates in professional and
social function of staff.

o Submits monthly and annual report of
Biomedical Waste Management to the
Director

o Submit monthly EWS report

e Nodal Officer of Biomedical Waste

Management & Kayakalp Programme

P
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[ « Senior Nursing Officeris a first level ﬂLII'Eh"IQ_.

supervisor who is accountable for nursing
care management of wards OPD and other
diagnostic depariments.

| « Managemeant of patient care.

» Management of personnel

¢ Maintenance of safe environment for the
patient and staff

 Maintenance of supplies and equipments

« Management of emergencies
» Information processing and research
| JOB WORK

» FEnsures safe and clean-environment for the

ward and department.

Ms Rekha Garg
Ms Veena Singh « Makes duty roster and work assignments
- Mr Kanivalan Officer | | _
Radhakrishnan personnel working with her / fam.
Ms Susha James + Indenting and procurement of ward
supplies and equipment and keeps

records. Does regular inventory checking.

e« Makes list of condemnation of articles and
submits it to all concemned.

| e Maintains good public refations.
« Ensures that ward statistics are regularly
submitted.

« Reports about any medico - legal cases in
| the wards.

¢« Supervises nurses duties.

| » Writes reports of all wards and makes census
of patients on daily basis.
e Custody of Narcoties drugs and their |
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~ administration

« Report about any notifiable disease

e Get verffication of ward stock, indents
maintenance and condemnation of stores

glc. on regular basis.
« Organize staff meeting with departmental and
| inter-departmental staff.

. Act as liaison between nursing staffs, public |
and other depariments.

« Keep the Nursing Officer informed of the
needs of the Nursing units / wards under her

supervision and of any speciai problem
1 « Deal with problems, complaints of nurses,
‘ nursing students / patients and relalives and
| of Group 'D' staff of her / his unit and try 1o
solve them |

« Organize orientation programme for new staff
of ward,

| » Making use of opportunities to take par in
the professional and community organization.

e Attending the educational meeting in the
hospital and out the hospdal

« Ensunng the implementation of Infection
Control and Biomedical Waste Management
guidelines.

« Supervising for patients chemotherapy
administration and preparation of cytotoxic

drugs.
Ms Hﬂ[lﬁ Rani _ '« Nursing Officer is a first level professional
I"M_::lhmT‘fHdhu nurse who provides direct patients care 1o
Ms Reena Rawat_ | one patient or group of patients assigned to

Ms Sarika Sharing
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II_::_PE!" - T = | herhim during duty shift and assist in |
' Chanu
’ | manageament
MsClinduBala | oo b I
Ms Tessy Gambhir Mian |
_Ms Jaseentha Jose * Carry aut the procedures of admission and
' Ms Rajbala discharge of the patient At the time of
Ms Sonia admission-explain the hospital
| procedure
_HE Rimpi Bhardwaj ot bl

= ‘| '
...:5_2'!91!2 :Eht:: — « Al the time of discharge explains the
NS LIncy cebastian : _ |
]HESI'I'IIH'IHEKHI‘UP doctor's advise to the relatives of the
 as Bt = ’ patients

| Nursing Officer * Makes beds of all patients and helps or

Ms Yamuna George |

| Ms Jyothi Lekshmi | guides students or Group "D” employees to
Ms Ruchi Frank | make beds by supplying linen Maintains
‘Mr Megin Skaria personal hygiene like mouth care give bath

. Mr Kiran Kuriakose | with the help of group “D” employeas daily.

- Ms Nysi Thomas | Altends to the nutritional needs of the

 Ms Preeti patients and feeds the helpless and serious

| ::: :‘ ZTE t!::'“" l | patients

Sebastian - R * Maintains and help with group D" for
Ms Soumya A J feeding lo the patients,

Ms Vandana Masih * Maintains clean and safe environment for

Fz.:_ﬂrﬁﬂﬁz':::f;‘“ | th&.panenta- Implements and maintains ward
Wasnik | policies and routines.

| Ms Soumya Jacob | * Takes rounds with the doctors when called

' Ms Chamma o list new orders and see that they are |
Ms Suby Mol P E | carried out.

Ms Reena Thomas | = Staff nurses participate in counselling and

| :: ::]Eit:a darm'ﬁiiaT_: educate patient and his family members
Ao Eh_iﬂg_j ;:i::i a::t:: of llness and neesd for |

r__!!s Dim NgaihLian
_Ms Khooni Aricho

* Maintains the records and reports to the

—_—— e ——
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Ms Irengbam
' Ranibala Devi

Ms Lamilalchoi

Gangte

| Ms Jn-gy Jose

M: Akhilas Hnl

Ms Pushpa Swain

'_ Ms Princy Joseph

 Ms Kanjka Sachdeva

Ms Seena Alias

e L R Y e —— e ——— e el e e

Ms Mariamma
Abraham

Ms Sherly Salu

‘Ms Jelitta James

Mr Binesh P S

Ms Vinita Singh

Ms Teena Biju

' Ms Vandana Stone

. Ms Deepika William _

Ms Bincy Thomas

| Ms Shincy Sebastian '_

Ms Soraisam Bonee
| Devi

| Ms G Parvathy

| Ms Bincy Thomas-ll

| Ms Lekhamol KS

A — .

Ms Suchitra CS

. Mr Satheesh V

o ——

' Ms Sheena Das -

' Ms Soumya Soman

Ms Sairom Kiranbala
Devi

Ms u‘-"4.1!'|l‘.|\il3.¢r TP

Ms Viji Peter

e

Nursing Officer

units

Perfarm various technical tasks related to
the nursing care.

Administration of medication -3
chemotherapy, tablets, injections, infusions
and transfusion on prescription or according
to standing instruction

Assisting doclors i vanous medical and
surgical diagnostic procedures by preparing
patients and getting ready with required
things.

Performing simple diagnostic procedures.
Collecting and sending of specimens for
laboratory

Recording of vital signs.

Observes all patients conditions and take |
suitable action and report.

Give expert bed side nursing care to all
patients

Give pre-op, intra-operative and post-
operative care for patients.

Ensure cleaning and autoclaving of OT
instruments.

Assist surgeon for all major and minor
surgeries.

Maintain sterilization and disinfection and
following principles of sterile technique.
Explain patients about the chemotherapy
administration and its side effects and how to |
minimize the side effects.

Giving health education regarding proper

P
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diet. persanal hygiene and precautions to be |

Ms ManjushaMJ |
Ms Elizabeth James taken before and after chemotherapy
- Mr Manu Das e Preparation and administration of cytotoxic
Mr Saneesh Simon drugs by following the 5 rights of medication,
Mr Sajan Thomas L « Attends last offices in case of a patient dying
Ms Kajal Deshwal during shifts and arrange to preserve
sk il e dead body in mortuary or hand over the bod
Ms N Rameshwori ¥ RSN R T OVRS SR
Devi with respect to concerned family members /
Ms Usha Biju | | relatives / authonties.
 Ms Aleyamma George
Ms Bilas Aleyamma
_Varghese R
r_Hs Sithara Mathew |
'Ms Julie Abraham |
Ms Soumya K N
Ms Soosan Korulla
Ms Josmy Joseph =
Palliative Care
M Eryona Daghs Nurse working
Ms Charu Gola at DSCI through
DSHM SO .. B =
| e Service Matters pertain to Nursing Staff and
: Ms Sonia Malhotra other Misc. work pertains to above categories
Hospital of Staflf. |
E’:fﬁu;g& ~« Matters pertain to Security Services, Laundry
Mr Praveen Kumar Services, Dharamshala and work pertains to
| Condemnation Branch,

o,

b .
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MANUAL - 2

POWER AND DUTIES OF OFFICERS AND EMPLOYEES

‘S.No. | Name of the Official

1 | Ms Meenakshi Dixit
2 | MrNeeraj Kumar
3| Ms Beenu

4 Mr Bharat Lal

[ SECTION 4{1)(B)(lI)]

Designation

Jro ]
Executive

" Pharmacy

o — o

Duties in brief

e -DI-EPEI‘IEII'IQ medicines .

prescrbed lo the Patients from |
09:00 am to 05.00 pm

Patient counseling regarding
dosage, duration -
administration of the medicines

Inventory Management

1

. E——

Indenting stock of medicines
for OPD Pharmacy from Store |
Department I

Monitoring Expiry dates c-f'i
medicines !

storing the medicines as per
the instructions mentioned on
its label

To maintain the daily records
such as Consumption entries
and Stock entriez of the |
inedicines

Providing List of available |
medicine in OPD Pharmacy |
and List of Near Expiry
medicines to the doctors

(=3}




POWERS AND DUTIES OF OFFICERS AND EMPLOYEES
ISECTION 4{1)(b)(u);
CARE TAKING BRANCH, DSCI

S.No  Designation Duties in Brief

] MOl1/C. CTB » Head of the Department
+ Supervision of Branch

2  In-Charge, CTB « Operational control, e
+ Ensure implementation of SOP
« Maintain duty rosters and attendance
« Coordinate with clinical, engineering and security
departments
+ Submit monthly performance and compliance reports

3 ANO,CTB « Supervision of HE-III/LDC stafl
« Coordinate with different operational staff of the branch
+ Issiie instructions for processing of files and ministenial
works

« Assist [n-Charge in operational control of the branch

4 HE-l « All works related to PWD Electrical

« Day-to-day urgent matiers concerning the Electrical
Branch of PWD

« Handling and processing of files related to the Electncal
Branch of PWD

« RTI matters related to the Electrical Branch

+ Processing of lime-bound utility bills (Telephone,
Electricily, Water)

« Other miscellaneous works as per direction of officers of
CTB

5 HE-I + All works related to PWD Civl

» Day-to-day urgent matiers concerning the Civil Branch of
PWD

+ Handling and processing of files related to Civil Branch of
PWD / MCD Waste

« RTI matters related to the Civil Branch

+ Dealing requests for civil works estmate with PWD

» Put up civil work estimates in PWD Works Commuitiee
Meeting

« Prepare attendance sheet and draft MOM for PWD Works
Commillee

« Put up e-file for approval of MOM and expenditure
sanctuon for approved estimates

» Processing of AMC/CAMC bills (Pest Control, EPABX and
other similar services)

. Other miscelluneous works as per direction of officers of
CTB




B

HE-III

(39

* Act as the central point for all DAK received in Care
Taking Branch

* Maintenance of proper records of DAK and files
pertaining to CTB

* To assist DSC] staff for all maintenance works and act as
point of contact for CTB

* Authorized to take new Mobile SIM connections from IT
Department of DSCI on hehalf of CTH

* Look alter official email of CTB and ensure timely reply to
urgent matters

* Conduct lortiightly physical rounds of DSCI West and
submit reports on day-to-day functioning in respect of
PWD works

* Processing of miscellaneous receipts and bills pertaining
to CTB

* Other niscellaneous works as per direction of officers of
CTB

av \,:ﬂ\i’\wh
T‘?\?



S.No | Name of Officer/Officials Designation Duties of brief -
1. | Sh Anil Kumar | Deputy Controller of Head of Accounts Branch |
| Accounts & Financial Advisor, DSCI
51 Sh Kishore Sharma | Senior Accounts Officer, | DDO, vetted all the |
| ]  Accounts related matter
3 | Ms Devika Bisht Upper Division
i __ B Clerk/HE-Il
a._| ShV.N. Tripathi HE-NILDC
5. | Sh Arun Kumar | HE-I/LDC/Cashier Copy Attached |
6. | Sh Naved HE-II/LDC as Annexure -A
7. | Sh Amit Kumar [ HE-ILDC
8. | Sh Ziya Mubin HE-III/LDC
| Farooqui _ |
9. | Sh Gaurav Kumar Data Entry Operator |

e

Deputy Controller of Accounts, DSCI



. R

1. | Ms Devika Bisht “Timely Upkeep & Maintenance ~ PBRs with Verification Of all |
HE-ljuDC entries in PBRs with countersignatures. l
| preparation of Bill-wise as well as month-wise details of GST, TDS & |
| Labour Cess. N
Scruting of Income Tax Declaration Forms and Form-16 of
_Emgh‘.‘&&i- ) _ o |
submission of Proposals for Reimbursement of monthly claims of |
| officers for their Telephone/Mobiles & Newspapers.
| preparation of Monthly Reimbursement Bills of Telephone/Mobile
| & Newspapers of officers.
|
Cross-checking of the correctness of claims, submitted documents |
and the calculations in the respective proposals for Reimbursement
of Medical Claims, CEA Ctaims of all Staff & TA claims.
Cross-checking of the correctness of claims, submitted documents |
and the calculations in the respective Proposals for Files in respect
of Engineering Wing.
- All other/ Miscellaneous Correspondence of Accounts Branch as
assigned. _
L . ]
Any Other works as assigned from time to time. il
submission of Proposals for Credit Patients (for cases of PM Relief
=l _| Funds) . ; .
2. | Sh. V. N Tripathi Preparation of Salary, Arrears & TA Bills. i i
HE-11I/LDC Preparation of Vouchers (Payments, Receipts, Journal, Transfer
_ Entries & cnntm_entries}* - |
LPmpa[atinn of Monthly EPF Contribution details & online |
| Payment on EPFO site.
Daily updation of Computer based Cash Book, Bank Book & all types |
| of _Lﬂdsers on Busy Software/required |
Correspondence with ~Banks, |
schedules+Cheques for  Deposit of monthly GPF/DGHS
Contributions .
preparations of Challans for Filing of Monthly GST/IT/LC and related
i J1 correspondence .

o —



Maintenance of Expenditure Register and preparation of Monthly
Expenditure Statement.

| Calculation of Income Tax of employees & Issue of Form-16/16-A to I
| Employees .

Issue of TDS/GST forms to firms/contractors .

e bt i 4

Preparation of RE&BE & Correspondence for GIA
Balance Sheet related Works.

L/C Account related correspondence/works .

 Submission of comments as sought in the respective proposals in e-

office pertaining to various issues, with due Cross-checking of the
Correctness of facts, documents and calculations provided in the
respective Proposals as marked from time to time.
Any other works as assigned from time to time m

Sh Arun Kumar
HE-II/LDC

Receipt & Deposit of Cash, Cheques, DDs, IPOs, other encashable
instruments in Bank & GPO with slfzgl_.rard of received FDRs .

2. Issue of GAR-6 Receipts for acknowledgements & Maintenance of
records of all GAR-6.

| 3. Withdrawal & Disbursement of Cash as per AC Bills .

4. Liaisoning and correspondence with Banks alongwith Collection of |
Cheque Books from Bank.

5. Shall act as the Custodian of all instruments (encashable & Non-
encashable) as well as Cheque Books in the Chest. _I

|
6. Preparation & Maintenance of Manual Cash Book on daily basis .

7. Preparation & Submission of Bank Reconciliation Statement .

= |

8. Maintenance of Interest Bearing Register (for the deposited |
EMDs, PGs, other encashable instruments & Employees Securities)
and Maintenance of Non-interest Bearing Register (for the
_depnsitad FDRs/other Non-Encashable Instruments - if any).

9. Preparation of Monthly/Quarterly TDS Statement of Employees,
I Suppliers, Service Providers, Contractors & Professional Services and I
scheduled deposit of same with timely Filing of their TDS/Revised
TDS Returns (Forms 24Q & 26Q).

'|
10. Preparation of Contingency Bills for Monthly charges of Office
Telephones, Mobiles, Water & Electricity as well as for IPD/Pet CT
' Refunds, as per respective Sanctions. i

11. Submission of proposals for discharge of Leave Salary & Pension
Contribution (LSPC) & Maintenance of all records of LSPC.

(=)



12. (i) Maintenance of the Common Bill Register.
(ii) Correspondence with Bank/Branches/Others as per requirement

with respect to various claims/payments pertaining to respective
bill.

13. Submission of comments as suug-ﬁ In the respective proposals In
e-office pertaining to various issues, with due Cross-checking of the
correctness of facts, documents and calculations provided in the
respective proposals as marked from time to time.

Any other works as assigned time to time.

Maintenance of PoS Statement.

I 15, Mlingenance gf‘ PoS Statement

Mr. Naved Khan

 Preparation of all Contingency Bills (excepl for Monthly Office
Telephones, Mobiles, Water & Electricity Charges) as per
:' respective Sanctions from different Branches.

Preparation of Abstract Contingency (AC) Bills towards Drawl of
__Advanl:e as per respective Sanctions.

_of drawn Advances as per respective Sanctions.

Preparation of Detailed Contingency (DC) Bills towards Adjustment

Preparation of Running Account/Final Bills of Engg. Branch as per
respective Sanctions.

Maintenance of the Common Bill Register.

Maintenance of Advance Drawn Bill Register,

Maintenance of Cheque Book Issue Register.

All FC works.

'RTI work of A/c branch, However reply will be prepared by the
concerned dealing assistant

Correspondence with respect to final settlement of Pending
Advances.

office pertaining to various issues, with due cross-checking of the
correctness of facts, documents and calculations provided in the
|_respective Proposal so as marked from time to time.

Any other works as assigned to him from time to time.
Clearance of outstanding payments shown on the GeM Portal in r/o
DDO, DSCI

| Submission of comments as sought in the r;specthe proposals in e-




Preparation of Medical Reimbursement Bills.

Preparation of CEA reimbursement Bills. |
Entries of Tuition Fee Claims & Medical Bills in concerned Registers..
Completion of all Entries correctly in PBRs inclusive of all details of
officials/officers, monthly allowances, deductions/Recoveries {with
Interest), contributions, Bill Nos., LPC, Dates of Taken on strength,

Relieving as well as Monthly Abstract at the end of the PBR (with
signatures). ) N

Liplnading of all Scanned Bills & Correspondence of Physical Files
(after scrutiny) in the e-office.

—l

| Requisition for Stationery for the Branch, j

Maintenance of all Diary & Despatch Registers, File Movement
Registers, Dak Pads, Stationery Indent Registers, Tuition Feel
Registers, Binded Books of serial-wise Bills and other
Registers/records as assigned to him,

Submission of comments as sought in the respective proposals in e-
| office pertaining to various issues, with due Cross-checking of the
Correctness of facts, documents and calculations provided in the
respective Proposal so as marked from time to time.

Typing/Any other works as assigned to him from time to time.

Specific Assistance for works related to Salaries, Income Tax, |
Monthly Returns Reports related works (with Calculations) etc. &
[_variuui other official works.

Recording of Movement of all Physical Files of Accounts Branch.

Diary & Dispatch of all Physical letters.

| Making of Envelopes for letters to be issued.

Scanning of All Bills, Documents and Correspondence from Physical
Files | -
Liaising for movement of letters & files to concerned Branches or

between staff and officers in the office,

| Typing Works as assigned to him from time to time by the
ﬂl‘ﬁl:ars{nther staff of the Accounts Branch.

—— — = —fl

Making/providing Photocopies of all the required Documents from |
| time to time in Accounts Branch,

Scanning of Bills and relevant documents on daily basis.
[ |




'- Sh Amit Kumar .
HE-lII/LDC

1. Processing for furnishing of Timely Replies of Audit Paras (AGCR &
Govt. of NCT of Delhi).

2. All correspondence with respect to Audit as well as Maintenance
rﬂ‘f all records of fo,udit.

3. Cross-checking of the correctness of claims, facts, submitted
documents and the calculations in the respective proposals in e- |
office pertaining to procurement of various items and services so as
marked from time to time.

— T —

' 4. Submission of comments as sought in the respective proposals in

e-office pertaining to various other issues with due cross-checking of
the correctness of facts, documents and calculations provided in the |
| respective proposal so as marked from time to time.

5. All Correspondence |pertaining to EI:F.

— —

6. Any other works as assigned to him from time to time |

Sh Ziya Mubin
Farooqui

1. Act as Petty Cashier and the Custodian of all instruments
(encashable & Non-encashable) as well as GAR-6 Books
(used/unused) & shall be responsible for Preparation and
Maintenance of Petty Cash Book on Daily  Basis.
2. Coordinate with DSCI (West) regarding payrents & Act as Help
Desk also for guidance related to Private Patients for resolving thair
| queries,

3. Receiving of amounts from Patients, Dharamshals & canteen Sales
through Cash, POS, Cheques, DDs & other eéncashable instruments
(by issue of GAR-6), Deposit of amount with the Main Cashier (DSCI)
& Maintenance of Register in this regard.
| 4. Maintenance of all GAR-6 Books with the Petty Cashier.
5. Liasoning and correspondence with concerned Patient (including
relative/concerned Person) or respective Banks in case of any Issue
with respect to received amounts through Cash, POS, Cheques, DDs
& Other encashable instruments.
6. Submission of Proposals in e-office for Credit Patients (for cases
other than PM  Relief Funds) & IPD Patients.
| 7. Cross Checking of IPD (Private Patients) Bills & verifications of ,
payable amounts of the IPD, Pet CT, Credit, Other Refund Bills.
8. Submission of comments as sought in the respective proposals in
e-office pertaining to various issues, with due Cross-checking of the
Correctness of facts, documents and calculations provided in the |
respective Proposal so as marked from time to time.
9. Entries of Refunds of IPD patients/Credit Patients in Concerned
Register.

| 10. Maintenance of all Financial records/Other Records towards |
Refund of IPD and Credit Patients for the purpose of submission
before Audit Team, as and when required.

11. Typing/Any other works as assigned to him from time to time. |




Manual 2
Radiology Department
Duty & Responsibility Chart
Dethi State Cancer Institutes
| Name ‘Designation | Duties & Responsibilities |
"Dr. Nidhi Shrivastava Hematooncologist & Administration
Incharge, Overall supervision of Radiology
Department of Depariment, policy implementation,
Radiology | ental administration, patient
care coordination, staft supervision,
quality assurance, interdepartmental
coordination, ensuring smooth |
functioning of radiology services.
' Mr. Sasindaran M. Medical Physicist & | Radiation Safety / Administration
Link Officer to In- Radiation safety monitoring, technical |
charge support, compliance with safaly
regulations, equipment performance
| monitering, departmental coordination,
| administrative assistance o
- department incharge
Dr Manish Kumar Senior Resident Perform and report routine radiclogical
Dr Suhail investigations
Dr Niraj Bhattaral Interpret  imaging findings accurately
and prepare preliminaryffinal repors.
| | Correlate radiological findings  with
clinical histery and laboratory data.
Communicate urgent or critical findings
immediately to treating clinicians.
Assist or perform image-guided
e — _procedures under Supemvision
Mr. Uday Kumar Technologist & Equipment Management
" Incharge of Monitoring functioning of radiclogy
Radiology eguipment, preventive maintenance
Equipment coordination, breakdown reporling,
service engineer coordination, machine
readiness, calibration monitoring.
Mr. Puran Chandra Radiographer Performing  radiographic  imaging,
Sinha patient care during procedures,
Mr. Netra Fal ' radiation  protection,  maintaining
Mr. Nikhil Oscar Joseph imaging records. workflow suppor,
Mr. Rajnish Singh Store Management
. Mr. Rajender Kumar
M. Manish Vierma
Ms, Priya Kapoor
{Posted in DSCI-West)
Ms. Preeti Dogra LDC (Lower Division | Record maintenance, :l:a-mmantauqn,i
Ms. Jyoti Malhotra Clerk) report handling, clerical support, office
Administrative Work | communication, administrative

assistance.
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DEPARIMENT OF HEMATOLOGY

TNAME OF THE
OFFICERS

DESIGNATION

e —

DUTIES

r_._ﬂ—"ﬂ-—

(IR NIDHI SRIVASTAVA

ASSISTANT
PROFESSOR,
HEMATOLOGY

- institutional policy

L. Clinical Responsibilities: Diagnosis and management of
patients, Conducting OPD, ward rounds, and emergency duties,

supervision of Chemotherapy, Management of complications

2. Teaching Responsibilities: Training residents in Bone marrow
pracedures, interpretation of laboratory hematology, Rational
transfusion practices, Preparing teaching schaduies and
assessment material

3. Academic Responsibilities: Publication of: Research articles,
Case reports, Reviews and Developing departmental protocols

' and SOPs

4. Administrutive Res Duty roster pregarabon,
Supervision of residents, and nursing staff, Maintenance of
departmental discipline

5 Availability for emergency consultation and might duties as per

DR MEDIHA GUPTA

DR MOLINI

| 'SENIOR RESIDENT

- reports, Conference presentations

1. Clinical Duties: Daily ward rounds and patient assessment,
Admission, evaluation, and documentation of new cases,
Monitoring of admitted patients and treatment response,
Management of hematological emergencies, Conducting OPD
services under consultant supervision, Coordination of referrals
and interdepartmental consultations, Preparation of discharge
summaries and treatment plans

2. Procedural Responsibilities: Performing and assisting in Bone
marrow aspiration and biopsy, Lumbar puncture and Intrathecal
chemotharapy, Central venous catheter care, PICC line assistance,
Blood sample collection and handling where regquired,

Supervision of chemotherapy administration protocols
3. Emergency and On-call Dutics

4. Acsdemic Responsibilities: Participation in Seminars, Case
presentations,Mortality meetings and Teaching Junior residents
and nursing staff

3, Ruscarch Responsibilities; Data collection and
maintenance Assisting in preparation of Manuscrnpts, Case

e

Yyt
gt




S.NO | Name of Official | Designation

Duties in Brief

1.

"Dr Dhruv Jain | Assistant Director-
Coordination

1.
.

3.

<

Nodal Officer E-Samiksha
I/C Qutsource staff, DSCI
Helping organize Governing
Council Meetings of DSCI
Chairman, CSR Committes,
DSCI

Gaurav Duggal | H.E-II/LDC

2.
3.

Dealing Assistant Coordination Branch
1.

Movement of proposals related
to Coordination & Outsource
staff in E-office files.
Management of records of
Qutsource staff in DSCI.
Handling of various matters
related to Outsource staff.

4. All other clerical work assigned

time to time
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Powers and duties of Officers and E mployees
[Section 4(1)(b)(ii)]
Medical Record Department
Name of Officer/ Designation | Duties in brief
Official o
Dr Pankaj Tyagi MOINC MRD | In-charge of Medical Record Department
| Sh Hemant Sharma | Medical Record | Responsibility of Medical Record Department
Officer functioning and r<lated task.
Details of tasks dealt in MRD are appended
[ | below.
Sh. Rajat Kumar Hospital + Gy ) :
Executive-lll « Collection, compilation, indexing/coding
_I of patient's data, analysis of data,
' Sh. Mukul Kumar Hospital preparation of various reports.
| Executive-ll

Preserving of Indoor & Outdoor Patients
Files.

Preparation of Indoor Patients Census in
r/o data r:ceived from respective wards
for Admission, Discharge, Deaths, Lama
and Abscond patients.

Preparation of Monthly Morbidity Report
in ICD-10 Format according to the
guidelines of WH.O.

Entry of Death cases through Online
Institutional Death Registration with East
Delhi Municipal Corporation (EDMC)

Forwarding of Monthly Report for
Communicable and Non-Communicable

Diseases to the Directorate of Health
Services, GNCTD

Disposal of Insurance Claim Cases on
the life of patient

Correction/Rectification in record of
cancer patients being treated at this
Institute.

e



Providing of Trealment / Case Summary
in r/o patients at this Institute

Dealing with patients related grievances

Weading Out of Old Records viz
OPD/IPD. Jeath Files




L
! NO.

|

NAME OF THE
OFFICIAL

DESIGNATION

DUTIES IN BRIEF

¥

Dr Minakshi Mann

Office In-charge |
(Dietary
Department)

Physical verification of all the bills related to
Dietary Department received from M/s
MOTHER DRIRY, NAFED, IGL-PNG & GeM
from time to time,

Verification of all the bills related to
department in e-office.

Processing of files related to all important and
bme bound matters from time to time in e- |
office as well as physical file.

Taken up all the important decisions related to
Dietary Department.

Ms. Deepti Lahot]

Senior Dietary
Executive

* Kitchen round for hygiene and sanitation.
» Diet counseling of OPD patients

Preparing duty roaster of kitchen staff twice a
month.

Preparing records of total duties done by the
kitchen staff as well as leaves taken by the
kitchen staff at the end of every month so that
salaries can be drawn by them timely.
Supervision of job assignments done. by both |
Junior Executives.

Verifying all department files in e-office.

To provide/ prepare answers and explanation
for Audit paras & RTI questions

Checking of bills entries in the perishable
stock register,

Verification of bills.

Ms. Anjuman

- Junior Dietary

| Executive ,

Preparation of staggered annual demand of
non-perishable kitchen items (being procured
from GeM).

Checking and verification of entries of non-
perishable kitchen items in the stock register.
Checking of proposal of bilis for payment of |
non-perishable kitchen items in e-office. |
Checking of IGL-PNG bills on monthly basis
and checking the proposal of the same for
payment in e-office.

Taking bed-to-bed rounds of patients on daily
basis.

Preparing menu and demand FOR |IPD !
patients as per patient's census on a daily
basis.

Kitchen round for physical verification.
hygiene and sanitization. |
Regular general pantry round for hygiene and
sanitization.

Checking o’ quarterly demand proposal made |



* Maintaining department related essential

for procurement of non-perishable iftems
through GeM. |

Diet counseling of IPD and OPD patients.
Nutrition education / Awareness session.

Ms. Puja Gupta

‘Dietician

Checking of entries of perishable kitchen

items (being procured from NAFED) in the

stock register.

Checking of proposal of bills of perishable

kitchen items for payment in e-office.

Checking of proposal of Mik bill (TIME

BOUND) (from Mother dairy) in e-office on a

monthly basis.

;::ing bed-to-bed rounds of patients on daily
is.

Updating diet sheet daily.

Diet counseling of IPD & OPD patients.

Preparation of reading material and diet

charts provided to cancer patient on Chemo

and Radiation and other Sx.

Kitchen round for physical verification,

hygiene and sanitization.

Imparting education to kitchen and pantry |

workers regarding personal hygiene and food

handling practices.

Maintaining department related essential

rE_l:ﬂFdE |

| Ms. Anil Rawat

| Hospital

Executive

Processing of bills received from M/s IGL

(Time bound) and any other matter related

to the IGL-PNG.

Issuing of kitchen non-Perishable items

from store according to demand prepared |
by Dieticians (on daily basis) foliowing |
FIFO.

Receiving of kitchen Perishable items (Ie.

Fruits, vegetable and other dairy items)

(Thrice/ twice a week).

Processing cf leave application of staff of

Dietary depariment and workers working

under ICSIL to CRU section,

Deals in all correspondence related to |
dietary department.

Stock entries of perishable items with

representation of data in stock register

individually on meonthly basis |
Processing of bills of all kitchen Perishable |
ltems procured from M/s NAFED on
monthly basis duly verified by the Dietician |
/ SDE and MOIC.




» Settlement of all the Reimbursement of
bills and advances taken from Accounts
| | section by Dietary Department from time to
time. |
e Annual demand preparation of Non-

perishable items for approval i.e Atta, Sugar,
Salt etc. and further quarterly demand
preparation out of it for procurement In
staggered manner.

L
GeM (time bound)

* Preparation of demand for Non-perishable
and consumable items for rate approval of
commodities preparation by carting each

|. |  items on GeM using business analytical tools |

| and fo prepare L1 comparison sheet with
consultation of Dietician) further process file
for amount approval.

» Ordering of all non-perishable items with

| consultation of Dietician after checking the
availability of the items one by one with
receiving of the items after checking of
quantity and quality as well.

* Processing of bills after receiving individually for |
all the items

» Updation of payment on the GeM's website
after payment done for individual item in

| buyer's GeM Id.

* Re-submission of proposal of non-perishable |
items from quarterly demand, in case any item is
not available on previous approved amount.

» CRAC of items.

¢ Processing of milk bills (time bound) on
monthly basis.

* Preparation of all formats used in Dietary deptt.
(le temperature monitoring, kitchen workers
monthly attendance eic) on monthly basis.

« Processing of special menu file occasionally

+« Weighing of cooked food/ items of breakfast
and lunch on daily basis.

+ Preparation of patient demand census format
on daily basis as per data provided by
Dieticians.

» Other work assigned from time to time.

o= m— d I—

NOTE: As, at present, no DEO has been assigned to the department, therefore all the duties of
the DEO are now being shared among dieticians and one clerical staff.

"_r_u_lu'-})
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Powers and duties of Uffizers and Employees

[Section4(1 (b)(ii)]

Department of Cancer Research

Molecular On Lab

Faculty in the Department:
S.No. Name Designation
l. Dr. Minakshi Marn Assistant Professor

Stalft in the Department:
S.No. Name Designation
1. Ms. Sarita Singh Lab Technician

Activities and Duties of the Department:

1. The Department became operational afier the first faculty appointment on
March 21% 2025.

2. Currently. diagnostic and research activities are in their initial phases:

% Diagnostic services: Cirrently being established through a MolU
with VRDL, UCMS/GTHB. Simultanco _ly. efforts are underway
lo operationalize the existing departinental infrastructure, including
available space and equipment to facilitate the commencement of
in-house diagnostic services.

“ Academic & Thesis Work: Actively guiding and conducting
dissertation theses for M.Sc. students from external umiversitics.

% Rescarch [Initiatives: Formulating and  submitting  research
proposals to funding agercies to secure grants,

% Standard Operating Procedures: SOPs to formalize work flow
for diagnostic and research services are v der development.
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POWERS AND DUTIES OF OFFICERS AND EMPLOYEES
[Section 4 (1) (b) (ii)]
. 4
Planning Branch
Name of Officer/Officials | Designation | Duties of brief
§h Neeraj Kumar | Statistical Officer Head of Depariment N
Overall Supervision
| Mr Shavab | HEAWLDG Matters Pertains to
¢« Outcome Budget
« Annual Plan .
* Annual Writeup Plan il
« Annual Audit Plan
* Court Casa Matters
(DSCI vis VINITA SINGH & OTHERS)
« Processing of bills of Ld Counsal
| » Annual Report
| » Annual Action Plan
| * Financial Analysis of Autonomous
+« Post Crealion
| * Recruitment Rules of all the post at
DSCI except Faculty
« \Various time bound information fo be
. - - forwarded 1o various departments

S
0
Kumar

(Statistical Officer)
Planning Department, DSCI



nqgrt-mnr HIJCI.;I-IAR MEDICINE

N‘lmﬂfﬂﬂhi
Dir. Rajesh Galtam

Doctor an duty i
Nuclear Medivie

| =
Mr Sasindran M

wis DMallavi Shuimg

(&)

o Inventory of consamables

o loventary of isolopes

e Eguipment ko book

OQC of nll the equisment,

Patient preparition,

Atquisition of shlies.

Elution ol isstope .,

*  Radiopharmmcention preimatios,

®  Basic duta processing und filig EXpikLr

LS

- e o - -

~ Manual2
Powers and duties of OFficers and Employees
IScctiond(1)(b i)
il — o ]
Designation ﬂuﬂmn l:ritf f
| Senior Medical | Overall Supervision, administration and quality assurance of
OMicer [ Nuclew Medicing procedures, Planning & implementation of the
and Incharge future envelopient. services.
Nuclear Medical |
-Fhmmmﬂhg-:wwﬁimﬁhmm :
precuring & maintaining of machinery equipment's &
INSTruInents.
e  Duties related 1o Medicil Edacorion & Rescarch
e Supervise duties
o Strfl Training
»  Supervise the medical, paramedical and technical waif
*  Administrztive functions. ,
* To exhibit keen imerest, initintive & drive in the overall |
developmernt of the Department.
| ;tdimll " i 6 Supervise the work url'_tl:u':__tr:_-:-l:m_w:ll sulf, N
LYSICIN ahy e Prepare Annual Status Reports according 1o AERB / BARC]
| Nodal Officer resilation, i
*  Dealing with AERBBARC a4 per the requiretient
1 Technical e  Rewular check e-LORA
Officer and o Obtdin NOC for otopes |
Radiological o QU ofull the cquinsien
Sinaaty; ofsice: o Radiuticn monitoring
(RSO} g
| & Pesomnel monitoling &m0 records maironanod
*  Ensure Rudiation Satety.
»  Display of Radimbon Symbaois
*  Penodictminimeclasses of Radiation sufen
e« Lnsuring the periddic Rudiution Safety meeting |
Senior o Maintain department records - N _
Technologist e Paticntl records




T E— L} — - — f— l"

Nursing Officer | Nursing Officer | & To ensure  dolivery of patient  care throuzh * |
| implementation  of  prescribed  medication  and

:I mﬂl“ﬂﬂ@m .

* To provide nursing care o patients based on established
clinical practice standards.

*  To eollaborate with other disciplines to ensure effective |
and efficient patient care delivery,

* Topromole a safe environment for patients, visitors dnd
co-workess including the implementation of infection

| cantrol policies of the hospital,

*  Maintain the lnventery of medical consumables

o Chick ‘that the central oxvigen, suctiof apparatus. B
apparatiss, stethoscope ete. are jn woeking condition. |

*  Tosupervise the policy of waste segregarion |

*  Toseethe every provedure tripy must be ¢lean

*  Other miscelluneous work issigried by the supervisor.

— = — —_ - T — S : e —
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powers and duties of Officers and Employees

[Section4(1)(b){il)]
Dept Of Oncopathology(Hematopathology section)

" Name of Official

| Designation

Duties in brief

Dr. Monica Gupta

" Assistant Professor &
HOD Oncopathology
(Haematopathology)

Overall Supervision, administration and
standardization and quality assurance of
diagnostic procedures.

Planning & implementation of the future
development, services, teaching and training
activities of the department.

Help in standardization of new procedures.
Reporting on samples received.

Daily supervision of records

Implementation of quality assurance program in
the lab

Senior Residents

r

Routine reporting

Participating in teaching activities of the
department

Participation in the quality assurance program in
the lab

Mr Sohan Singh
Mr Vijay Kumar
Mr Pramod

Mr Ashwani Rathi
Mr Vijay Amrit Raj
Ms Anu Singh

|

C

Lab Technologist

T

Their duties range from processing and preparing
for reporting, stock maintenance, indent, file
work, report entries, dispatch.

Mir.Neera) Chawla

H.E.-II{LDC)

Bone Marrow Report Typing
All Computer related work.
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Powers and duties of Officers and Employees

[Sectiond(1)(b)(ii)]
Dept of Transfusion Medicine (Blood Storage Centre)

| Name of Official -

Designation

Duties in brief ]

Dr. Monica Gupta

Assistant Professor |
Oncopathology &
Nodal Officer
(Blood Storage
Centre)

Overall Supervision, administration and
standardization and quality assurance of
diagnostic procedures.

Planning & implementation of the future
development, services, teaching and training
activities of the department.

Help in standardization of new procedures.

Dr. Abhijeet Biswas

Senior Resident

Routine reporting

Participating in teaching activities of the
department

Participation in the quality assurance program in
Blood Storage Dept.

| Mr. Sachin Dhingra

Incharge
Technologist (BSC)

Overall supervision of Blood Storage Centre 1
work, managing duties of Blood Storage staff,

Indent, E-office and miscellaneous work related
to Blood Storage Dept.

"Mr. Vinay Prakash
Yadbendu

Ms. Pooja

Lab Technnlugﬁ

Respansible for managing blood and blood
products, ensuring safe handling and availability
for transfusions. Their duties include processing,
testing, and siorage.

Perform blood typing and compatibility testing.

Mr. Inderjit

H.E.-IN(LDC)

Maintaining daily / monthly census update, E-
office, Patient dealing in Blood Storage Centre,
all computers related work and miscellaneous
work related to Blood storage Dept.




Faculty in the Department:

S. No Name Designation
1. Dr Surendra Kumar Associate Professor & HoD
2. Dr Swati Bhan Associate Professor
3 Dr Anuradha Patel Assistant Professor
4, Dr Satvaki Sarkar Assistant Professor
3 Dr Meghna Singhal Assistant Professor
Senior Residents Junior Residents
Dr Surabhi Dr Rishav
Dr Karan Dr Swetlana
Dr Megha Dr Aashish
Dr Shubham
Dr Jagdish

Activities and Duties of the Department:

Preoperative assessment and optimisation of patients requiring surgical interventions for
diagnostic/ therapeutic interventions.

Preoperative assesSment and optimisation of patients requiring non- surgical
interventions (ez. Radiation Therapy, endoscopy, bronchoscopy) for diagnostic/
therapeutic interventions.

Perioperative anaesthetic management of patients requiring diagnostic/ therapeutic
surgical interventions

Postoperative ICU management of patients undergoing such interventions.

Attending to critically sick patients in other areas of the hospital.

Managing CSSD at the Institute.

Managing medical gases supply at the Institute.

Teaching activities for resident doctors in the department.

ke s

Dr Surendra Kumar
Associate Professor & HoD

S
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Powers and duties of Officers and Employe s

1)(b)(ii

ADMIN BRANCH (RECRUITMENT)

=

Nameof Officer / N
Official Designation [
Dr Swati Bhan In-charge REEI'HH.I'I’IET"IIr

=h Hemant Sharma

Medical Record Officed|

Sh Vinay Kumar

Duties in brief

Cwverall In-charge of Recruitment Branch

Responsibility of Admin Branch (Recruitment)
functioning related task. Details of tasks being dealt
in Admin Branch (Recruitment) is appended below.

Hospital Executive-lll |

| requirement of Department.

. Taken on Strength of newly recruited staff
| after completing all codal formalities

. Recruitment of Faculty, Senior Residents,
Junior Residents, Para-medical, Ministerial and
Non-Ministerial Staff (including Nursing Staff) of
DSClin regular pays scales.

i Recrutment of Senior Residents and Junior
Residents on regul / adhoc basis as per

" Related RTI work

. Miscellaneous work

(s%)
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AND EM YEES

SECTION 4(1)(b)ii)

DEPARTMENT OF LAB MEDICINE

 Overall supervision ,administration and
standardization and quality assurance |

1
L —

* Participating in training activities

* [Participating in quality assurance

A Ms. C I;.‘;'lﬂﬂl;ﬂh[

.| Mr. Pradeep

Ms. Nidhi Kaushik |

Mr. Ganesh Dutt
Joshi

.| Mr. Sandeep

-

S.NO| NAMEOF |DESIGNSTION | DUTIES IN BRIEF
| OFFICIAL .
1. | Dr. Parul C hopra | Assistant
 Professor,
2. | Dr. Ankita Gupia Lab Medicine of diagnostic procedures.
3. | Dr. Anupama Jha | Senior Residents ¢ Routine reporting
[ 7. | Dr. Anuradha of the department
| Pandit :
| | program in ll}cf lab
5. | Mr. Rakesh Kumar | Senior In charge | Overall supervision of lab medicine
Technologist work ;managing duties of all lab staff,
| (Lab Medicine) | e- office and other file work and
miscellancous work related to lab
L | medicine department.
| 6. | Mr. Amlendu ' Lab Technologist | Duties range from processi ng and
7. | Ms. Nishi Nautiyal | preparing for repornting stock
= . ) maintenance, indent, file work ,report
8. | Ms. Shaily Negi | entries and dispatch.
9. | Mr. Sonu

Ms. Lamthienkim

[ Gangte

HE-III{LDC)

All I}rping work related to lab medicine

| department

=5 e —— —

fnkila Guy
%\. ﬁ nF'Lﬂb Mes ok

5)
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Faculty in the Department:
S. No Name Designation
1. Dr Surendra Kumar Associate Professor & HoD
2. Dr Vikram Pratap Singh Assistant Professor
Senior Resident n r = [ Junior Resident ]
Dr. Anshita Sharma _ . Dr. Shakshi Purokit ) |
Dr. Snigdha Sharma B ~ Dr. Satyaveer )
e Dr. Suresh -

Activities and Duties of the Department:

* Clinical assessment of palliative care needs of the cancer patients.

* Consultation and prescription of appropriate palliative care of the patient.

* Pain control measures including non-invasive opioid and non- opioid pharmacological
methods.

* Pain control measures including invasive methods including nerve/ plexus blocks and
nerve ablative procedures,

* Control of distressing symptoms including respiratory distress.

¢ Addressing nutritional needs of the patient.

* Daily clinical rounds,

o Teaching activities for residents.

* End of life care and counselling in cancer patients

X or
2%

Dr Surendra Kumar
Associate Professor & HoD



DELHI STATE CANCER INSTITUTES

- centres par excellence in the service of humanity
(A group of aufonomous insfitutions under the Govi. of NCT of Deihi)
X} DILSHAD GARDEN, DELHI 110085, INDIA
EPABX: +81.11.2213 5200 2213 5700 FAX: +81-11-2211 0505
== C-2/8, JANAK PURI, NEW DELHI 110058, INDIA
EPABX: +51-11-2550 1111, 2554 11 11FAX: +81-11-25654 3333
Website: www dsC . nicin E-mall: direstor dscid@oic jn NIN No: 1112313380

Date:-
To,

Nodal Officer (RTI)
Room No 6, Admin Block
DSCI,

New Delhi 110095

Subject: Submission of Manual 2.4 & 6.
Ref: Third Party Transparency Audit for the Year 2025-26

Respected Sir/ Madam,

In reference to the subject cited above, the requisite information in
third party Transparency Audit for the year 2025-26 pertains to Store
Department 1s attached as Annexure-A,B &C.

e

Dr. Parul Chopra
MOIC, Store

Copy to:-

1. DCA,DSCI
2. PA to Director, DSCI
3. PA to Jt. Director, DSCI

4 g



Name of Post

Duties in brief

MOIC, Store

Head of the Department

Store Keeper

PP

g
h.

1.
N E

Preparation of Annual Demands

Inventory management

Look after the expiry and slow moving items
Issuing of indents

Coordination with other departments for
timely disposal of items available in store
within their respective shelf life

Maintenance of records like indents voucher,
Challan, bills, stock issue registers,
demands, etc.

Looking after NIRANTAR portal for CPA items
Looking after GeM portal for CRAC and
verification of bills

Maintenance of closing stock

Miscellaneous works related to stock entries,

Hospital Executive-IIl

To assist store keeper in various clerical works and
day to day records updating in e-hospital and reply

of emails of store
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| Manual-2 .
Powers and duties of Officers and Employees
|Swetian 401NN

Departmentol RADIOTIERAPY - o I

Name of Official Designation | Duties in brief
I f " " == — 5

o Assoc, Proi]  Uvenal] sapervision, plinniag and lmmmumm

o  DePeierva Shitkli and HOD | developmient, services, teaching und traming petivites of the
HR department, slong with routine clinival |

= S —_—

o DrAlsinaShah | o Asstt | Administration and qualily e of sbomierps oo
Prof descussion and review of auliotheropy Oeoiment planidie o

o Dy Shambhavy = Assin patends. planning and smiplementamo of i Iuhﬂ'b!llﬂ:nﬁ,

| Sharmian | Prof routitie vlinieal e amd managerient of ancsiops patwnts o
o Modical | OPD, wanis amd div care servives, ﬂl‘;‘hlr'r,rt'_l-m_'llqr_ e

s Dr Manish Kuma Officer | deicking, ud Irining activities aloiig with rontioe il Wk,

pasticipation in multdisciplinary seetings sl tamor boands,
involverent in research activities. s ensaring compliance with
hospatal  polivies, afely  stomddarde,  aml gualty ssumnoe
- s S e
Dr Anujs * Nenkor To provide reatine climical chre and mangsmen of oncnlogs
Dr Raghis Resitfents | - paticnty in OPD, wards. and day cire services: assist in the
Dir Sk dugnovis. cviluatlon.  weabment planming. and fullow-up of
D Shrackiha putients wakr e supenvision of comadunts: ['Ill'l!th:lﬂl:' in
Dr Rahl Radiotherapy  OPD  services, radiviherapy  planning i
D Adnan implementation, chemothicrapy administrifion. snd supportive
Dr Sublesji | S rodares o emorprey calle aod, wied o
De Priyanka | purticipte in feaching. Wining o dademic activithes: wed
D¢ Kavnal| perfiem any other clinfenl or adiminiirative e wesigie Iy
Dr Res il the HéadIncharge of the Departnsess
Dir Nz
D Shetha ot = e =
| Mr Sasindean M | Mudical ¢ Lamy oul routite mcasueemionts ol aaolesis of bt
Physicist vels in the controlled arcn supervised aea ol Ihi
Radiclogk fdilion faciliy and il roconds o the woadts
al Safery Whercul
wiliver o lvestipate oy situation Wl could lestl 1o [ritetatinl |'
RS0 ARSI,
| * Albvise the empliner pegatding (0 The  prevessany
| | Masures aimed of eosuring mol the regulatory constriints
and the ferms and conditions of the Toence are mlhered o
(b} The safe storage and movement of radivactive moterial |
within the radistion facilits. f¢) Initisthon of suitshle
temedial measuncs in respedt of aa situstion (e could |
| e 1o pwotemtind exposures (i) Hmu_l:n:_mﬂ.lqmnwmud
I onady<is of eadition and rdesciivin fevels in the off-sie
i of the  mdimion processiiny facility kg i
miainenanes of the reconds theveel
*  BEwsure that west il aintenines wiedihs for waly |
mloted componsiits and systems are coerwed. oEl i
l | avcordance with the schedule
*  Hopon on ol hieardons shiustiens i vtk etals. o gy
ntivcdiate remedinl Mhons the e e available o 1hse
cmpioyer and hectsoe for submitone 1o the Coaipetcal’
Authonity.
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* Prepanitions of specifications for meatmesnt and dosimetric
M Anshy Cquipme,
*  Acceplonce 1esting commissioning and quality wssarance |
tincluding colibration of thertipy Supipiment ),
| Perindic callbeation of the dosimetsi cipigrnenl. ireably
W nadbonal standards nboratory: ]
*  Measurement s dialysiv of beam dmtal and tabulztion of
bt o fior clinival wsie; 'S J
*  Evalustion and optimisation of Wit plannicg
| il "
+ Camying ou on 1 the e e fope cfcultions
and panticipation in the review of patient |
*  Dewelopment of QA protoesly snd plinedures in mdiaton
herpy regarding deffvery of miiotien it rutdliation
oty and control aml ety complianue,
1 Mo Rudiben Rt nskenn | Radiotherspy | »  Paticl seteup strictly in acourdince with the prescripfion |
1 Mr Shaibessdpa Anand | Tech nologiss vhaut,

3. MrSngib M Klhan * Selection of treatment parmeters o the machine and the
4, Mr Sanden Anand sreatmeal control pncl as defincd in e presription chart: |
¥ Mir Ry Feou: *  Delivery of comrect dose W the plunning trentment volume.
| ﬁ. M K HR - ® Sloppiag the reatment nhcnu!‘hultnﬂuﬁﬁun'ihwm |

i il (*  Infinmting the nmwm_mmw} regarding the
. Mrs Ring N rdent:
[ 8 MegSween *  Unseing that oo further uesment iy given b the patic, |
9. Mr Madhusuian unless the RSO oortithes. in writhingt, that the faudl condition
[ 10, Mrs Vindia Bhani hass beeis rovtified, und i is sk fo commenee i trentment I
L. Mr Nisanjan Komas aller re-seiing of the treatment pastisciees o tije conirul
[ 12 Me Deo Kumar . m o il Lok pdlinde !
. | sefety instructions. specified |
13, Mrs H'.ﬂhljﬂhl Animl the RSO from Lotk 0 time
4. Mes Yogeis |
| 15, Mr Sanjecs Kumng |
lo. Mr Dipak Sharma [
LT, Mr Naveewt K umar |
18. Mr Akash Kumiar . I

| Dr Mamta Mabar, Merdient

| D Vorsha R Giedam

L —

astalbution.

Emﬁimpmmmammmﬂ;u;tmﬁﬂmw

workers rndﬁﬁ:iiﬁ}.um]ﬂmquiprdmdim;r slosued I

i it ndimtion-lee e,

Supervise during maintenance and test procedures on
S¥stema ancd Componenits or i aress where radistion safery
may be affected or where service/mainienance peersiame]
may nied 1o be given special pratection,

Hasure it monitoring instrients e calibrted

Muntain .wnmm.. operaion log ooks and assaciates) JA |

revorndy,

Asvist the emphiyer in: Istructing the workers oo havards
ol rudiabion and on swiabl: solety . mwasirey wnd wurk
practices aimed af cnsuring tat exgisure fo andiuthon |
Kt s luw s reasonably achigviible. « RS 5
Furnish 10 the leénsee and the - Alithaits
perihic reports on Ihe safely status of . he radiclion

My sicrsts

Faciity design and puimﬂ_nn caldulitions, il acovrdance
with the reguirements of (he mstallntion tht meets the
repulmon stipalations of radiation Presection smd sakety;

|




Manual 2
Powers and Duties of Officers and Employess
[Section 4(1)(b)(il)]
Department of Chest and Respiratory Medicine

Name of the Designation Duties
Officers/ Officials |- L | T N
Dr Shweta Anand Assistant Professor, = Overall supervision,
(Chest and Respiratory | administration of the HDU, chest
Medicine) indoor ward and OPD
+ Patent care in OPD, indoor and
HOU
* Procedure (like bronchoscopy,
EBUS, flucroscopic guided

| TBLB CT guided and USG
| guided biopsies)
| S = - | I i
Dr AnshitaChhabra | Senior Resident (regular) « Pabent care in OPDs, indoor
and HDU

+ Procedure (like bronchoscopy
fluoroscopic guided TBLB,
EBUS, CT guided and USG
guided biopsies, Pleural fluid
aspiration, lcd tube insertion)

Dr Era Senior Resident (adhoc) | e Patient care in OPDs indoor
and HDU
» PFrecedure (like urenchoscopy,
IFlucroscopic guided TBLEB
EBUS, CT guided and USG
guided biopsies, Pleural fluid

aspiration. lcd tube insertion)

'Mr Tarun Kumar | OT Technitian in

Assists In EruﬂEhnscnpm related
Endoscopic Room

procegures

| R . : - T— e ——— — e
‘ Nursing Staff Staft nurse in minor OT * Assists in USG guided
procedures

Radiology | Radiographer |« Assists in Fluoroscopic quided
| Technologist | Bronchoscopic proceduras and
| CT guided Lung Biopsies




