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NSS RESIDENTIAL CAMP AT MUNDERI FROM 10/02/2023 10 12/02/2023
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To whomsoever it may concern

\We express our sincere thanks and appreciation for

organising health camp under Aster charitable trust,
especially to Ms Jipsa K, Assistant professor, Dept.
Community Health Nursing,for her talk on adolescent
health to our students The program was designed

to ensure prompt use of health care services,

control and prevent communicable diseases,

provide educalionand counseling services, provide
or individuals, families, and the

t will help students to make
avoid risky behaviors.
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ajneemnle@gmd! com
Cell Ph : (+01) 9447 405 704
AIC No.: 07256541010, IFSC SOIN 0070858

SB1 Ramanaltukara Branch
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MIMS COLLEGE OF NURSING, PUTHUKKODE

REPORT ON HEALTH CAMP, PUTHUKODE

The NSS unit of MIMS College of Nursing and RHC Karad in collaboration with
Puthukode Library and Kudumbasree conducted a health camp and Vyojana Sangam at G.L.P
School Puthukode on 08/01/2023. The camp started at 8.30 am with 4™ year BSc Nursing
students, Asha workers and Kudumbasree people. The students were divided into 4 groups,
registration committee, blood pressure monitoring, GRBS monitoring and feedback from
people who attended the health camp. The programme was guided by Mr. Liju James Associate
Professor and Mrs. Blessy Mathew Senior Lecturer MIMS College of Nursing. Around 150
people attended the camp. The medical camp has found out that 28 people with abnormal BP
and 21 with elevated GRBS. The camp authority instructed them to consult in Aster MIMS
RHC Karad. The health camp ended at 1pm and camp was successful. The people attended the
camp were given positive feedback. The ward member has given appreciation letter to MIMS
College of Nursing for the medical camp.

I:nclosed: The photographs were copied below
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REPORT OF
NAITHIKAM 2023
HEALTH SURVEY AND MEGA HEALTH CAMP
AT
MUNDERI

FROM 06/02/2023 TO 12/02/2023
BY

MIMS COLLEGE OF NURSING



INTRODUCTION

Munderi is a small village in Nilambur Taluk of Malappuram district, in Kerala.
The place got its name from “mount area” as it is surrounded by mountain ranges.
The place is renowned for the oldest teak plantation in the world -The Conolly's
Plot- which is just 2 km from Nilambur town. The place is noted for its tribal
settlements; the world’s first teak museum, vast rainforest, waterfalls and ancient
residences of maharajas called as kovilakam famous for their beautiful frescoes

and artworks in wood.

The place has been home to a large group of tribals for years and continues to be
so. The government has done a lot to protect them and to ensure that their rights
are not being violated. Most tribals of the region prefer to be isolated and have
not been very open to developments. This has created a gap between the rest of

the world and them that yet remains to be bridged.

The NSS unit of MIMS College of Nursing, Aster MIMS Academy and expert
committees decided to conduct a camp at Munderi and came up with a name
‘Naithikam’. It was scheduled to be conducted from 6" to 12" of February, 2023.
Thepreparations for the camp began weeks before.

Plans were made, committees were formed, funds were collected and

responsibilities delegated.



DAY 1 06/02/2023

On the 1st day of the camp, all the students of 17th batch and the assigned
faculty members assembled at the college by 8 am. All the essentials for the
camp were packed and loaded into the bus by 9am. Dr Assuma Beevi TM,
Dean of aster MIMS academy and principal of MIMS college of Nursing gave
us instructions and wished us success on the endeavour. We started on our
journey by 9:30 am and reached Munderi, Nilambur By 12:30 pm. Our stay
~was arranged at the Shreyas hall of kristuraja malankara catholic church,

Munderi. After having lunch we began the work to set up the NSS camp site.

In the evening we had tea, after which there was a session by Mr.Sharone,

Circle Inspector, Munderi police station.

In the session, he briefed us about Pothukallu gram panchayat and the tribal
settlement in the area. He explained about what development and innovations
the tribals lacked and what is currently being done by the government to
support them. He also gave us advice on how to approach them and to create
a good trusting bond with them. From the session we understood that it is not
just the government or the police department that has to help them, and that
each of us have an equal responsibility in the matter. After the session, we
had dinner prepared by group 1 members which was kanji, kappa and

chutney.
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Before bedtime, we had a briefing session by faculty members Mr Naseem M,
Mr. Riju Samuel, Mr. Lijo James, Mrs.Dinshamol, and Ms.Soorya. The briefing
involved the instructions for the next day, and we were divided into groups for
conducting a survey in the area Appankappu, Naranjapoyil, Thamburattikallu.
The survey forms were provided and we were given instructions on how to fill

it out and how to use the scales in the form. .

DAY 2: 07/02/2023

On day 2 of the NSS camp, four teachers from MIMS Academy joined us. At

8.00 am we assembled to discuss the survey. Students were divided into groups
under each teacher. Five groups of students, each containing four members, were
assigned to the Appankaappu tribal area and the rest of the students were assignedto
conduct surveys at local areas. After breakfast the students went to their assigned
areas. The health survey form consisted of demographic data, PHQ 9, GAD 7,
alcohol smoking and substance involvement screening test. The survey was
conducted in about 81 homes. After conducting the survey students came back to
the campsite by 1.00pm to have their lunch. The lunch wasprepared by group Il
students. Afier lunch, students took rest for a while before beginning the activities

planned for the rest of the day.



FINDINGS

Distribution of Family Based on type

Type of family Frequency Percentage
Nuclear Family 60 74.07%
Joint family 19 23.45%
Extended Family 2 1.62%
Total 81 99.14%

Out of families.74.07% were belongs to nuclear family,23.45% belongs to joint

family and 1.62% belongs to extended family. _
Distribution of family based on religion

FFamily based on religion

7

® hindu  * muslim * christian

Among families .88.88% belongs to Hindu community ,7.4% belongs to Muslim

community and 3.7% belongs to Christian community.



Distribution of family based on age

Family based on age

f.ll |
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' B family based on age

Among population,58.05% belongs to the age group of 18-60 years,26.59%
belongs 1o the age group of <18 years,7.92 % belongs to the age group of <5
years and 7.41% belongs to the age group of >60 years.

Distribution of population based on gender

Population based on gender

® Male ® ey



Educational status

ikl

il

A P

Primary Higher secondary Gradualte

=
Post graduate

B | ducational status

From the total population. majority is 76.12% had primary education,16.12% had
higher secondary,7.41% had graduated and 4.5% were post graduated.

Distribution of family based on marital status

Marital status
7]

" Married  * Unmarried * Widow * Seperated

Among the total population,52.89% were married,45.7% were unmarried.1.31%

were widow and 1.2% were sepearted.



Distribution based on occupation

Occupation

Distribution based on treatment

Treatment

!J' Govermment = *® Non golernment

Out of the total families, 96.67% families depend son Government hospitals and 3.2% depends

on private hospitals for health maintenance or treatment.



Distribution of families based on housing

Housing

Rented

Housing

Among 388 families have their own house and remaining 3 families rented

houses.

Distribution of family based on source water

Source water

Well water tap water other

£ SOUrce waler

Out of total families,30 families have well water,26 families have other

sources and 22 families have tap water.
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Distribution of population based on habits

Ennﬁ i%ahils e Frequency Percénlage

I | Alcoholism 22 3437%

2 Smoking 15 23.90%

3 _ Beetle Chewing 27 45.18%
4 | Others - 0 0 A
| | Total 64 100%

Among population,64 individuals have bad habits. In that 34.375 having
alcoholism,23.90% having smoking,42,18% had beetle chewing.

Distribution of population based on health needs

Health needs

Diabetes Hy pertension CAD Others
Mellitus

B Health Needs

Among the total population affected with various diseases. Among that
39.28% had hypertension,26.19% had Diabetes Mellitus,3.57% had
CAD and 30.95% have other diseases.

Vital Statistics

In last one year among 81 families there were 10 births,10 deaths and 10

marriages underwent.

Lighting and sanitation
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All houses are electrified and having sanitary latrine for excreta disposal. Solid wastes

disposed by burying. Closed drainage system for liquid waste disposal.

In the evening, a session was conducted by Mr. Basheer, the Arabic teacher from Munderi
HSS. In his session he briefed us about social service by relatingto some of the major events
that required social services in the previous years. Some of those events included the Kerala
flood and the landslide that occurredin Kavalappara. He pointed out that such events often

bring out humanitarian values in each individual.

He even taught us a few Arabic words like ‘kum’ and ‘ijlis’ which means ‘to stand’ and ' to
sit’. After the session we had dinner prepared by group II whichwas ghee rice and egg roast.
After dinner, we had a meeting where we discussedthe events that had occurred on that day and
what changes needed to be made. We also made groups for the next day. We were divided into
2 main groups forsurvey and school health programme. Before ending the meeting, we

playeda few rounds of dumb charades during recreation time. @

DAY 3 :08/02/2023

After breakfast, we were divided into 2 groups of which one went for survey and the other

went for the school health programme. On day 3 the survey was conducted in the local areas

of Thamburatikallu, Chalikkal and Munderi. The survey was conducted in about 110 homes.

On day 1 of the school health programme, students of grades I-V were screened.

The screening included anthropometric measurements, vital signs, visual acuity.and héad to toe o
assessment. By screening the students, we were able to identify several students with health

problems like being underweight, overweight, dental caries, skin diseases, an& visual problems.

After the screening was completed, an exhibition was organized for the students. <
Explanationson ‘malnutrition and substance abuse’ to the students using models, posters and

charts. Afier having lunch, we completed the rest of the screening by 4.30 pm.

In the evening, a session was conducted by Mr. Rajesh, a former journalist whois currently

working as a Malayalam teacher at Munderi HSS. In the session. hetalked about his experiences

as both a journalist and a teacher, the problems faced by tribal students. He also shared his
experiences about interacting with the tribals and going to the forest.

Afier the session we had dinner prepared by group 3 which was “kappa and chicken curry’.

After dinner we had a briefing session where the instructions and plans for the following day

were made and ended the session with the NSS song.

I



DAY 4: 09/02/2023

After having breakfast, we were again divided into 2 groups, of which one went
for survey and the other for the school health program. On day 4, the survey was
conducted in the local areas of Munderi. The survey was conducted in about 44
Homes. On day 2 of the school health program, students of grade V-VII were
screened. We were able to identify several health problems like malnutrition,
dental caries, skin diseases and visual problems. The screening was completed

by 12 pm. After that, a role play based on substance abuse wasconducted for the
students in the school auditorium. The role play was enactedby the 4" year of
MIMS College of nursing. It was very interesting and we were able to convey
the message to the much younger crowd.

After having lunch, there was a visit to the seed farm. A tour of the
grounds wasgiven by Mr. Nithin, Agricultural officer, Seed Farm
Munderi, The seed farm spreads over a vast 1500 acre and has 5
sections. He explained in detail about the varieties of plants, animals
and fish. He showed us genetically improved varieties of fishes like
Rohu, Catla, and Gift Tilapia which are grown and then sold. There
are also genetically improved varieties of plants including herbal
plants and exotic plants like Rambutan, Chembada, Ramacham,
Chitharatha, Brazilian thipally, Neelambari, Adalodakam,
Pathimukham, Red lady papaya. There was a hardening unit with
saphng of rose, cactus, varieties of pepper, andother indoor plants
and outdoor plants; which ensured adequate temperature for the
proper growth of plants. There were also varieties of domestic
animals likegoats and cows. Apiculture/beekeeping was also a part

of their integratedfarming; we returned to the NSS camp site by 5.00

12
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pm. In the evening we hada session by Mr. Sharath Babu, forest

officer, Munderi, Nilambur. He discussed the biodiversity of
Nilambur forest and his life experience of being a forest officer and
also explained about the history of Nilambur forest. After the session,
we had dinner prepared by group IV members which was kanji,
thoran and pickle. After that was a briefing session by faculty
members, involving major events of the school health programme

and survey. DAY 5: 10/02/2023

On day 5, the mega medical camp was organized by MIMS College Of Nursing,
Aster MIMS Calicut, Aster Volunteers and Aster Mother Hospital, Areekode. In
the morning we had assembled together by 8 am and the group was addressed by
the manager of MIMS charitable trust, Mr.Haseem. He gave us instructions on
how to function effectively as group and how to regulate the crowd. The medical
camp was set up at TVS Auditorium, Chalikkal and were conducted by 40
students, 1 nursing staff, 3 doctors and their assistants. The medical camp was up
and running by 9 am. Several counters were set up for registration,
anthropometric measurements, vital signs, OP consultation for general medicine,

ophthalmology, gynaecology and feedback. As the patients started showing up,

o
\.

they were guided to the registration counter and then to the following counter for
monitoring blood glucose level and then the respective OP’s. A token system was
used to regulate the crowd. Services provided were ophthalmic examination,
gynaecological consultation, general consultation, and investigations like ECG,
blood glucose examination and visual acuity. After the consultation, the
prescribed medicines were dispensed from the pharmacy as per the physician’s
order. After consultation patients were given health education on malnutrition and

substance abuse using posters and charts .We returned to the NSS camp siteat

13



4

3.30 pm

In the evening, we had a session by Mr. Ramesh, a Malayalam
teacher at MunderiHSS. In his session, he spoke about folk songs,
famous writers and singers. He also shared his own experience in
the world of singing. He encouraged many of us to come forward
and sing along with him .He shared some of his own works like
‘Pullikkuda’ with us. He ended the session by quoting “talent is a
cosmos ofenergy within us”. After the dinner we had a briefing
session, the.rc was an introductory session, in which two students
were called forward and they had to introduce each other. Weended
the briefing session with the NSS anthem. 118 patients registered for
today's medical camp and received the services. DAY 6: 11/02/2023

The 2™ day of the mega medical camp, was organized by MIMS College Of
Nursing, Aster MIMS hospital Calicut, Aster Volunteers and Aster Mother
Hospital, Areekode. In the morning we had assembled together by 8 am and
assigned students to set up the medical camp. On the 2" day, the medical camp
was set up at Munderi Higher Secondary School and was conducted by 45
students, | nursing staff, 3 Doctors and their assistants. The medical camp was up
and running by 9.00am. Several counters was setup for registration,
anthropometric measurement, vital signs, OP consultation for general medicine,
ophthalmology, gynaecology and feedback. . As the patients started showing up,
they were guided to the registration counter and then to the following counters
for assessing BMI, vital signs , blood glucose level examination and to the
respective OP’s. A token system was used to regulate the crowd. The services
provided in the medical camp included ophthalmic examination, gynaecology

consultation, general consultation, and investigations like ECG, blood glucose
14
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examination and visual acuity. After the consultation, the prescribed medicines

were dispensed from the pharmacy as per the physician’s order. After
consultation patients were given health education on malnutrition and substance
abuse using posters and charts .We returned to the NSS camp site at 3.30 pm.
About 167 patients registered for today's medical camp and received the services.
We had dinner at 7:30 pm, after which we had a small session by Mr. Muhammad
Shameer, Assistant Professor of MES Arts College. It was an interactive session

and he sang many songs and also encouraged us to sing along with him.

FINDINGS
PERCENTAGE DISTRIBUTION OF PARTICIPNTS BASED ON BMI;

Chart

UINDERWEIGIHTT NORMAL OVERWEIG

Percentage distribution of participants based on BMI score . Among total
15 |
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participants 38.3%are having BMI below 18.5, 38.3% are having normal BMI,

29.2% are overweight.

PERCENTAGE DISTRIBUTION BASED ON GRBS SCORE

Sales

E HYPOGLYCEMIA NORMAL =

Percentage distribution of participants based on GRBS score. In total
participants 83.1% participants having GRBS in between 80-120mg/dl , 2.2%
' having GRBS below 80mg/dl and 14.6% having GRBS greater than 120mg/dl.

PERCENTAGE DISTRIBUTION BASED ON BLOOD PRESSURE

Chart
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Percentage distribution of participants based on blood pressure. In total
participants 15.1% participants have hypotension, 34.3% have normal blood

pressure and 50.5% having hypertension.

PERCENTAGE DISTRIBUTION BASED ON ECG

Column

ENORMAL = 2
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ECG of 4 participants were only monitored in which 1 had the normal ECG and 3

of them showabnormalities.

FINDINGS:

e Among total participants 38.3% are having BMI below 18.5. 38.3% are having
normalBMI, 29.2% are having BMI more than 25.

e In total participants 83.1% participants having GRBS in between 80-120mg/dl ,
2.2%having GRBS below 80mg/dl and 14.6% having GRBS greater than 120mg/dl.
e In total participants 15.1% participants have hypotension, 34.3% have normal blood
pressure and 50.5% having hypertension.
¢ ECG of 4 participants were only monitored in which 1 had the normal ECG and 3
ofthem show abnormalities
After the session. we started our camp fire at Munderi HSS. We built a small fire around
which we set up benches. The students, faculty and medical staff gathered around the fire to
spend some quality time together before the camp ended. We sang songs, played tongue-

twisters, and a few other games. We put out the fire and ended the day by 11 pm.

DAY 7 12/2/2023

Day 7 was the final day of the camp so we began our day early. All of us were up
by 5am and made sure that all our bags were packed and ready to be loaded onto
the bus. As usual we were divided into many groups and were assigned many
responsibilities. About 43 students went for the mega medical camp at
Appankapp, and the rest of the students stayed back at the NSS camp site for
compiling the data obtained from the survey and for cleaning the camp site. On
the last day of the mega medical camp 133 residents of the Appankapp colony
showed up for health check up and with various health issues. The medical camp
site was set up by 9:30am and we started registration as soon as the people started
arriving. Afier registering and enquiring about their health problems, they were
directed towards another area for assessments like vital signs, blood glucose level
monitoring, anthropometric measurements etc. After the assessments were done,

18



i
they were directed to different speciality doctors according to their need. There

were 2 doctors from general medicine, 1 pulmonologist, lENT doctor and |
optometrist. After consultation the patients were directed to the pharmacy for
getting their prescribed medications. They were also given free biscuits and

clothes after the consultation. The clothes were donated by students, faculty

members of MIMS College of Nursing and also staff of Aster MIMS hospital.

DISTRIBUTION BASED ON SEX

Male
41%

Female
59%

Figure 1
Frequency and percentage distribution of participants based on their age

Among 85 participants 50(58%) are females and 35(41%) are males.



FREQUENCY AND PERCENTAGE DISTRIBUTION OF PARTICIPANTS BASED ON
THEIR AGE

Figure 2 shows the frequency and percentage distribution of participants based on their age.
Among total participants, 34.4% belongs to the age of below 19 years, 36.47% belongs to the

age group 20-40 years and 29.4% are belongs to above 60 years.

PERCENTAGE DISTRIBUTION OF PARTICIPANTS BASED ON BMI



BMI

I'-_:'J-@
R o =
m<185

®185-249 -

m25-29.9

Figure 3

(n=85)

Percentage distribution of participants based on their BMI score. Among total participants

38.83% are having BMI below 51.76%. 60.5% are having normal BMI, 9.4% are overweight.
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PERCENTAGE DISTRIBUTION BASED ON HEIGHT

® 100 - 120
® 121 - 140
¥ 141 - 160
E 161 - 180

pn

[Figure 4

0 Percentage distribution of participants based on their height measurements. In total participants
10.58% were below 120 CM, 11.76% we’re below 140 CM. 50.58% we're below 160 CM and
25.88% we’re below CM.

PERCENTAGE DISTRIBUTION BASED ON WEIGHT
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Figure 5

Percentage distribution of participants based on their height measurements. In total participants
20% belongs to 0-20kg. 17.64% belongs 21-40kg. 52.94% belongs to 41-60kg. 9.41% 61-80kg.

PERCENTAGE DISTRIBUTION BASED ON GRBS SCORE




GRBS

x Hypoglycemi e Normal = Hyperglycemia

Figure 6 (n=85)

Percentage distribution of participants based on their GRBS score. In total participants
32.94%participant having GRBS in between , 90mg/dl, 55.03% having GRBS below 90-140mg/dl and
11.76% having GRBS 140-200mg/dl..

PERCENTAGE DISTRIBUTION BASED ON BLOOD PRESSURE
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Figure 7 (n=85) .

Percentage distribution of participants based on their blood pressure score. In total 77.66 participant

having normal blood pressure and , 22.35% having hypertension.

The medical camp was over by 1:30pm and we returned to the NSS camp site by2pm.

The panchayat vice president visited our NSS camp site and addressed the group.
By 3pm we had lunch and started loading the luggage into the bus. We started on
our journey back by 3:30 and reached the college by 5:30pm. Althoughwe were

exhausted, we were pretty thrilled as ‘Naithikam’ turned out to be successful.
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MIMS

Lulluye af Mursiry

REPORT OF
HEALTH CAMP
AT
THACHAMPARAMBA
ON 15/10/2023
BY

DEPT.COMMUNITY HEALTH NURSING, MIMS
COLLEGE OF NURSING



INTRODUCTION
Aster MIMS hospital and MIMS College of Nursing organised a mega medical camp at
Thachamparamba, Malappuram on 15/10/2023 from 8.00am to 5.00 pm.

The camp begins at 9.00 am with an inaugural session.

Health camp
The camp started at 8.00 am. We have arranged the following stations for the smooth functioing
of the camp.
1. Registration
. BMI

2
3. Vital Signs and Elderly assessment
4, GRBS
5. Consultation

6. Lab

7. Pharmacy and

8. Opinion
A total of 116 persons attended the camp.
The following departments are available at the camp

1. General medicine

2. Padiatrics

3. Gynaecology
4. Orthopaedics

5. Oncology

6. Dietitian

7. Cardiology

8. Neurology and
9. Ophthalmology
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CONCLUSION

This camp brings health awareness in people and fosters them towards their health care. The
people who are not in the position to spend money on their medicines and check-up got benefits
through this. It was a growth experience for all and one with satisfying opportunities to help
others less fortunate. The response and appreciation of the people was very encouraging this

brings the satisfaction of fulfilment of our objective.
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MIMS COLLEGE OF NURSING
REPORT ON HEALTH CAMP AT BUDS REHABILITATION CENTRE

Dept.Community Health Nursing, MIMS College of nursing and Aster MIMS Charitable
trust and Aster volunteers had done a one day health camp at BUDS rehabilitation centre,
Karad.

BUDS Rehabilitation Centres (BRCs) are day care centres for mentally challenged persons of
16 or above years of age. BRCs are part of a Kudumbashree imtiative to fill a gap in the
State’s existing system for providing care to the mentally challenged that caters only to
persons up to 18 years of'age. BRCs unlike BUDS Schools, do not have special education;
the centres are meant for those who have already undergone special education through BUDS

Schools or other centres. However, centres are also open to mentally challenged chil

are unable to attend schools. SFPVKFS g
(HPLLENGED
The health camp started at 9.00 am with inauguration. Welcome speech was given by

Administrator, BUDS centre. The inaugural address was given by Dr Assuma Beevi T M,

Dean. Aster MIMS academy and Principal MIMS College of Nursing. Vote of thanks is

given by Ms Jipsa K, Asst Professor, Dept.Community Health Nursing, MIMS College of

Nursing.

A total of 20 were participated for the medical camp. Dr Devi Komath was the consultant.
Prescribed medicines were given at free of cost. Basic lab tests like GRBS and CBC was

done.

PHOTOS
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SCHOOL HEALTH
PROGRAMME
2023



INTRODUCTION

As a part of community health nursing practical requirement we 4" year B Sc nursing
students conducted school health programme under the guidance of Mr. Riju Samucl
(Assistant professor, department of community health nursing. MIMSCON) and Mrs. .
Dinshamol (Senior lecturer, department of foundation of nursing, MIMSCON) from 8-H,_3din
9/2/23 at Munderi Government high school. We reached there at 8:30 am. thesl We affanl”“j ,
the hall for conducting the health checkup and we return at 4 pm. On first day we 27 students

" 3 £l 1 em-
and on the second day 30 students were present there for screening th
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SCHOOL HEALTH PROGRAMME

need the hall into different sections like registration, Body Mass [, dex By

s . Vi
1on test, Head to toe assessment, Health exhibition and Opinion COungey

b TIN223). we sereened the students from 19 std to 5% std. After registratio, oo
ki we lead them to each counter for checking their height, weight, visjop ete. 25
Hdent . were sereened on the first day of health camp. [nitially the students were s, o
hout injection. So we interacted with the students in a friendly manner and encourage ey
W07l their talents along with school health programme. We also arranged heajy
Bhibiag, regarding menstryal hygiene, nutrition and substance abuse .The session came

W 01 the Tine a1 4pm.

iy, (%12/23) of the camp, the next batch of students including the 6 gnq 7th 3 i
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RESULT
\ter the health assessment we came 1o know that among 444 students

BMI

e lHealthy weight : 295 ( 66.44%)
e linder weight :73 (16.44%)

e Overweight 76 (17.11%)

VISION

¢ Normal 1420 (94.59%)

e Abnormal 223 (5.18%)

HEAD TO TOE ASSESSMENT
Problem identified:

o Dental caries

e Squint

e Skin problems

e Vision problems

e [ar wax
Most of the students were affected with dental caries and skin problems. least were

affected with vision problems and squint. The hygienic practices among the students

need to be improved.
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INTRODUCTION

As a part of community health nursing practical requirement we 4" year B Sc nursing
students conducted school health programme under the guidance of Ms Jipsa K (Assistant
professor. department of community health nursing. MIMSCON) and Mr. Naseem M
(Associate professor. department of foundation of nursing. MIMSCON) on 1" December
2023 GVHSS. Omanoor. We reached there at 9.00 am. then we arranged the hall for

conducting the health checkup and we return at 4 pm. A lotal of 490 students were screene
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SCHOOL HEALTH PROGRAMME

We urr;m},'cd the hall into different sections like rcgisnaliun. B()d_\ Mass Index (BMI). Vital

sipns. Vision test, Head to toe assessment. blood grouping. Health exhibition and Opinion
counter.

490 plus one and plus two students were registered for the programme. We lead them to each
counter for checking their height. weight. vision etc. Initially the students were s0 afraid
about pricking. So we interacted with the students in a friendly manner and encourage them
lo explore their talents along with school health programme. We also arranged health

exhibition regarding healthy diet.
RESULT
Afier the health assessment we came to know that among 490 students:
BMI

o Iealthy weight: 205 (66.44%)
o Under weight :73 (16.44%)

e Overweight 76 (17.11%)

VISION
e Normal + 420 (94.59%)
e Abnormal :23 (5.18%)

HEAD TO TOE ASSESSMENT
Problem identified:

o Dental caries

e Squint

« Skin problems

¢ Vision problems
o larwax

e llypertension
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CONCLUSION
At the end of the programme we figure out that the camp was so helpful for the
teachers as well as the students. We selected GVISS. Omanoor as our target. [
provide us a great opportunity to interact with students directly and thereby we
identified the health issues faced by them such as dental caries. squint. vision problem
and skin problems. We also assessed the nutritional status of the children and
cateporized them into healthy weight, underweight and overweight. School stafls

were so supportive and cooperative. Students were referred into the higher centers for

follow up.
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SCHOOL HEALTH PROGRAMME 2023

Health exhibition
1 st
December
2023

on 9:00am - 3:00 pm |
Venue : GVHSS, Omanoor [t

Services provided

Organized By :
Community Health Nursing,
NSS unit - MIMS College of Nursing,
MIMS College of Allied Health Sciences and
Aster MIMS Charitable trust

Aster ,
vofuntees @ AsterMINIS
Powered by humanity W Charnilable Trust




GOVT.VHSS OMANOOR

P.O.OMANOOR , MALAPPURAM DT.673041

evhss 11 30omanur@gmail.com
B0B6354048,9544849169

Olffice of the principal
Higher Secondary Section
03-11-2023

To

The Principal
MIMS Nursing College, Kozhikode

Sub: Permission Letter for conducting Medical Check-up camp reg....

Dear Sir,

We would like to conduct a free medical check-up camp on 21-11-2023 Tuesday (or
a date of your convenience) at our school with the support of your renowned MIMS Nursing
Coilege,which has been offering various health services to the community for years. We
believe that such a camp would greatly benefit the students and staff here.
this moble

Our NSS volunteers are willing to volunteer their time and expertise for

cause.
We kindly request that you provide us with approval,permission and resources 10

ensure the successful conduct of the event.

Looking forward to positive response from you.

yours faithfully \§,-/‘t“//
S

Prificipal

SUNEETHA PC.
PEh 4Tl
PRINCIF- -
GUVHSS OMANS -
COANOOR RALAS S - - -
piPT OF GERERA L .. -

MIMS Oy
.DL,' il ¥y

Magar
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VT.VOCATIONAL HIGHER SECONDARY SCHOOL, OMANOOR

o SCH.CODE : 11130
; .thANOOIl.hﬂhl.AI’I’UI{AM DT,,673645.
L-mailpvhss L1 30omanu@gniil.com
Cont.0006354048

Certificate

Dept.of Community Health Nursing in association with NSS Unit, MIMS
College of Nursing organized School Health Programme at GVHSS Omanoor on 1*
pecember 2023. 56 Fourth year BSc Nursing students and Medical team from
ASTER MIMS Charitable Trust had done detailed assessment of 520 plus one and
plus two students, which includes General Medicine Consultation , head to foot
examination, BMI assessment, vision and hearing testing and blood grouping. They
were guided by Mr.Naseem M (Associate Professor, NSS Co-ordinator) and Jipsa K
(Asst.Professor, Dept.of Community Health Nursing)-

The Programme was really beneficial to our students and was well organized. I

express my sincerc gratitude to each and every member of this team on behalf of our
school and extent my best wishes for future.

Principal

Omanoor 5
01-12-2023

VIMS COLLE? £

PUTHUKODE - 673
MLLPPM



MIMS

MIMS COLLEGE OF NURSING
NARIKKUNI PAIN AND PALLIATIVE CARE CENTRE

IV year BSc nursing students had visited Narikkuni Pain and palliative care centre on
19/06/2023 under the guidance of Ms Jipsa K (Asst.Professor) and Ms Neenu V (Senior
I.ecturer). There were 128 inmates at the centre. The students had done various cultural

programme and donated Rs 9000 for their welfare activities.

% 3 54 - ~ oy
Signature of the coordinator:/? Signature of the Principal:

e ———— - —



UARIKKUNI PAIN & PALLIATIVE CARE CENTER

ATHAN Reg.No. S 504/20(?5
NIC BUILDING, PO.NARIKKUNI - KGZHIKQDE - KERALA
ge-> pin 673 585 - Phone - 0495 2247412, 2243404, 2244388
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NARIKKUNI PAIN R FALLIATIVE CA
ATHAN Reg.No. S 6042005
NIC BUILDING, PO.NARIKKUN| KOZHIKODE - KERAL A
Pin 673 585 - Phone 0495 2247412 2244404, 2244388
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Received with thanks from
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MIMS COLLEGE OF NURSING

CHILDREN’S DAY CELEBRATION

As a part of children’s day celebration MIMS Colle
Kerala state council for child welfare.

ge of Nursing handed over Rs 5000/ to

attukara, Kazhikode,
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Signature of the coordinator:

Child HelpLine: 15 17
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An Inittative by
Kerala State Councit for Child Welfare

4
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Signature of ¢he Principal:




peeip! lor State Bank Collect Payment

KERALA STATE

(> COUNCIL FOR CHILD WELFARE

KERALA STATE

INCIL FOR CHI

NEAR SANGEETHA COLLEGE, THYCAUD PO, , THIRUVANANTHAPURAM-695014
Date: 28-Nov-2023

SBCollect Reference
Number :

Amount :

NAME OF INSTITUTION :

MOBILE NUMBER :

ENTER STAMP YEAR :

STAMP YEAR (AMOUNT) :

Transaction charge :

Total Amount (In Figures) :

Remarks :

Natification 2:

DUL9208320

25000

MIMS college of Nursing

9946359894

2022-2023

5000

0.00

5,000.00

MIMS college of Nursing

FOR ENQUIRIES CONTACT
9846700400

Print

Category :

Total Amount (In waords) :

Notification 1:

Close

CHILDRENS DAY STAMP

Rupees Five
Thousand Onily
THANKS FOR USING

STATE BANK PAYMENT
GATEWAY




MIMS

REPORT OF OBSERVATION VISIST AT OLDAGE HOME &
REHABILITATION CENTRE-ATHANI, NARIKKUNI

Introduction

As a part of fourth year Bsc Nursing, community health nursing clinical posting a
observation visit was conducted in old age home& rehabilitation centre” Athani” on
16/08/2023 It was a different experience for students and the students could understand

about old age home and various activities carrying out.
Objectives

1. Explain the organizational sctup and staffing pattern of the old age home
7. Describe the services offered to the inpatients

3. Explain the therapeutic protocol and procedures carrying out

It was a one day visit. There were30 students of fourth year Bsc were participated in the
observation visit, accompanied by 2 teachers. They were conducted an orientation class prior
(0 the visit. After that introduce the inmates to us. Students conducted various interactive
sessions and cultural programmes along with the inmates. It was good experience for the

group.

Morning 10 am we reached the old age home and the old age home manager conducted
an orientation programme about the matters related to the history of the old age home. There
are various services offered by the institution to the inmates including direct patient care, free
(ood and accommodation facilities, nursing care etc. There are rehabilitation services also
provided their by ensure the financial security of the institution. It was a private institution

run by money from the public and well-wishers.

The visit was a good experience for the students. They conducted various cultural
Activities and interactive session, the inmates were enjoyed well . the visit was a different
expericnce for the students, they can understand about the functioning of an old age home as

well as life in an old age home.by 12.30 returned back to coliege
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ATHANI

Assistance Treatment
Healthcare 1o Al Needy Individuals

Date :16/08/23
To
:?;.- The Principal
¢ MIMS College of Nursing
Puthukeode , Malappuram
Dear Sir,

30 no’s 4 th Year B Sc¢ Nursing Students & 1 Teacher of MIMS
College of Nursing, Puthukode, Malappuram , visited our Organization
. Athani Destitute Home » Narikkuni on 16/08/2023 as a part of their
' | community health nursing posting,

Thanking You 2 5% é/dp

_ Manager Athani

| MANAGER
' ATHANI DESTITUTE HOME
P.O. Parannur, Nankkun
Calicut-873585

Reg. No. S 604/05
Run by Narikkuni Pain & Palliative Care Centre
Ph: 0495 2247412, 2244404, 9446646763

E mail: athaninarikkuni@gmail.r_om www.athaninarikkuni.com



MIMS

REPORT OF
OBSERVATION VISIT
TOM A MOOPEN

SCHOOL FOR SPECIAL

NEEDS



INTRODUCTION

As a part ol IV year BSc¢ Nursing practical posting 47 students visited M A Moopens school
for special needs on 16/06/2023 under the supervision of Ms Jipsa K. Asst Professor. Dept
Community Health Nursing and Ms Neenu V. Senior lecture. Dept Community Helath

Nursing. They conducted different cultural activities for the students.

Moopen Institute for Local Empowerment (MILES) was the result of a lifelong dream of the
founder of Aster DM Healthcare, Padma Shri. Dr. Azad Moopen - to help those who can't
help themselves take charge of their destiny. Teaching critical livelihood skills in
Kalapakanchery, this pioneering project serves as a model that can be replicated across rural

India. which is full of untapped human potential just like this village.
Mission

Empower the children with neurodevelopmental disabilities by providing education and other
rehabilitation services to help them live with dignity and integrate into the mainstream
society. Facilitate the chances for the community to mingle with the differently- abled so as

to develop fellow feeling and a sense of inclusion and acceptance among the public
Vision

An inclusive society where people with special needs live with self esteem and self reliance.
M A Moopen School for Special Needs was established in 2009 by Dr. M. Azad Moopen. a
physician turned entrepreneur and philanthropist. for the education and rehabilitation of
children with various Neurodevelopmental disorders such as cerebral palsy. autism and
intellectual disability. The school provides special education, vocational training, speech

therapy. physiotherapy and facilities for sports, games and cultural activities,

HISTORY

A survey conducted in Kalpakanchery panchayath by Moopen Institute for Local
Empowerment (MILES), a village adoption project by the same trust, had revealed the fact
that 125 (55 male and 70 female) pesons were mentally challenged in Kalpakanchery
panchayath alone. It was found that these people with intellectual disability were extremely
marginalized due to lack of education and training. The indifference and the wrong attitude of

the community was another reason. There were no institutions for the intellectually disabled



STAFFING PATTERN

Principal: |

['eachers: 6 .

Music therapist: 1

Physiotherapist: |

Speech therapist: 1

Physical education trainer: |

Vocational trainer: |

Clerk: 1 .

Class IV workers: 3

CONCLUSION

As a part of IV year BSc Nursing Community Health Nursing Practical experience students
got a chance to visit M A Moopen school for special needs run by Padma shree Dr Azad

Moopen. The organized different activities to engage the students with special needs.
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* Prevocational class

[t1s for 15-18 years children.

e Vocational class
Vocational training is giving at this level.

VOCATIONAL TRAINING

I'he aim of vocational training is that to make the students independent. They are making

candles. soap and cleaning solutions etc.
SPEECH THERAPY

Mrs Lubina is the speech tehrpaist. There are giving speech therapy to the needy students and

spending 30-45 minutes for each student per day.
PHYSIOTHERAPY

Mr Ashique is the physiotherapist. They are providing physiotherapy on a daily basis to the

students
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within a circle of fifteen kilometers. Hence the trust wholcheartedly identified the felt need of

the locality to start a school for the intellectually disabled children.

I'he school. started with eleven students. one teacher and a helper. has now grown into a full-

fledged special needs school with 120 students. 13 teachers and 10 non- teaching stalt. over a
period of ten years. The new building was inaugurated on 3 August 2019 by Smt.K K
Shailaja teacher.Honourable Minister for Health. Social Justice and woman and Child

Development, Govt. of Kerala.
THE TRUST

Dr. Moopen’s Family Foundation was founded by Dr. M. Azad Moopen for the purpose of

doing services in the field of education. medical aid. rehabilitation of the differently-abled, .
reliel of the poor and similar charitable activities beneficial to the public. Moopen Institute

for Local Empowerment (MILES) is a village adoption project by the trust at Kalpakanchery

aiming at grass root level community development.

ACTIVITIES

Special Education

Ditferent categories of the classes

Based on the ability of the students they were admitted in different sections
¢ Pre-primary section

Admission age is minimum 3 years. If 80% of the gaol attained the students will be

promoted to primary class.
» Primary class 1 and primary class 2

Itis for the children between the age of 6-12 years
e Secondary class

\ge is in between 6 to 15 years.
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Moopen Institute for Local Empowerment

AN Lndeavor Tor Grassrool | ey TRTON i JOT 0N

1706/2023
Kalpakanchory

Dear Sir or Madam.

[am writing to express our heartfelt gratitude for the visit of Aster Nursing Academy
students to MA Moopen School for Special Needs on June 16. 2023,

Your students' visit brought immense joy to our students. creating cherished memories for
all. Their genuine care and compassion had a profound impact on our special students.
fostering a sense of inclusivity and understanding among students from different

. backerounds.

We deeply appreciate Aster Nursing Academy's commitment to community involvement
and their dedication to connecting with our students. Such interactions play a vital role in
raising awareness about the challenges faced by individuals with special needs.

On behalt of our school community, I extend our sincere thanks to Aster Nursing Academy
for this meaningful visit. If possible, please share any photographs or memories from the
day. as they would be treasured by our students.

We look forward to future collaborations and initiatives that will enhance the lives of our
special students. Once again, thank you for your visit and convey our appreciation to the
students of Aster Nursing Academy.

Sincerely.,

'_““-«r-'_,-/' v
Ashkar Ali Kokkarattil. MSW, LLB
Administratar
Moopen Instiiute for Lozal Empowerment
Kalpakar chery P.O, Malappuram Dt

Kerala, Pin. 676551

Anininiative

Kadurgaing Iy, Kalpaxa y Malappurarn di<t
Dr. Moopen's
Kerala i { |
; “&ﬂﬁ Family

Phone +91 ? nesmfoorg | www.miesinio.o! J et Foundation
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M EIEMS

REPORT OF OBSERVATION VISIT AT PANCHAYATH OFFICE VAZHAYOOR

Introduction

As a part of fourth year Bsc Nursing, community health nursing clinical posting a
‘ 5 ]
observation visit was conducted at Panchayath office Vazhayoor on 12052023 It was a

different experience for students .
Objectives

I. Explain the organizational setup and staffing pattern of the Panchayath office

=]

Describe the services offered to the public

L

Identify the role of local governmental bodies in the delivery of health services

There were 60 students of fourth year Bsc nursing were conducted a observation visit at
Panchayath office Vazhayoor. It was a one day visit. The Panchayath president and secretary
given an orientation class regarding services and activities of the panchayath including the

software used for the office purposes.

Various softwares used for the office purposes are Sulekha, Sanghya, Sanchaya,
Soochika, Sangetham ete. the students were identified the services varios scctions of the
Panchayath and they were participated in daily Panchayath activities. The section clerks and
officers discussed about the daily works, about the organizational setup and staffing pattern.
The students clarified their doubts. By the end of the visit a interactive session was
conducted including the Panchayath president, secretary staffs and students. In this session
they were discussed about various soft wares using in office purposes. digital records ete. Tt

was more informative and useful to the group. By 12.30 returned back to college.
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MIMS RHC VAZHAYOOR

PROTOCOL

1) The aim of this RHC is to provide quality health care at affordable cost to the people

and also to provide free medical aids to the deserving poorer section of the vazhzyoor

panchayath 2.50

7) Working hours from 9am t0 $.30pm
Working days — Monday to Saturday
Holidays — All Sundays

3) Available facilities
Medical consultation
Nursing care (out patient care
Lab facilities
Pharmacy
4) The consultation fee will be charged as Rs. 50 / head for APL and is given free of
cost for BPL card holders
5) The lab and pharmacy services need to be paid for all (5% reduction will be given for
BPL card holders )
6) Atthe time of Ist Registratior
RHC Number. Card will be valid for next tw
During which free consultation will be provided,

Rs.10/- per head
7) All records and reports
8) Those requiring specia
9) Specialist services will be arran
10) Observation facilities for patients will be provide

1 each patients will be provided as MIMS CARD with

o weeks
if necessary. Registration fee is

are maintained for further references
list treatment will be referred to MIMS

ged according to the need
d for the needy for 24 hours

ent will be transferred to MIMS hospital if necessary )

have to do registration first

nt will be done by a nurs¢

for consultation as per due

rding to prescription patients

(After 5 p-m pati
-All patients
_General assessme
- patient has 10 £0
-After consultation acco

Lab and Pharmacy
_Nursing car¢
.Ambulance facilit

can utilize facilities such as

will be provided for the needy in the observation room itself

y will be available if necessary
and Pharmacy without Registration

_People can avail the usc¢ of Lab

R i
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COMMUNITY OUTREACH ACTIVITY
MANUAL
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Vazhayoor, Malappuram
Kerala 673633



INTRODUCTION

Community engagement 15 of paramount importance for nursing students av it provides a multufaceted
learning experience that goes beyond traditional classroom settings. Communily engagement in nursing

education is transformative, offering a multifaceted learning experience for students Acting as a pateway

10 holistic learning. it exposes nursing students to diverse populations and healthcare settings,

transcending theoretical boundaries. This immersive approach enables them 1o apply skills in real-world

situations. navigating varied healthcare scenarios and gaining insights crucial for the complexities ol

nursing practice.,

Interactions with communities become a comerstone for developing cultural competence among nursing

students. Exposure to diverse cultural practices nurtures the sensitivity required for delivering patient-

centered and culturally competent care. These interactions go beyond textbooks, fostering an

appreciation for the diverse backgrounds encountered in nursing careers.

[-ngagement with communities creates invaluable opportunities for interprofessional collaboration
Nursing students collaborate with healthcare professionals, community leaders. and organizations,
mirroring  the teamwork essential in their future carcers. This exposure enhances effective
communication and collaboration skills. emphasizing the interconnectedness of healthcare roles in

addressing community needs.

Active participation in community health promotion initiatives empowers nursing students as
contributors to public health. Involvement in campaigns, screenings. and educational programs dircctly
benefits the community and equips students with practical skills and a deepened understanding of the

social determinants of health.

Community engagement serves as a crucible for nursing students' critical thinking abilitics. Diverse and
unpredictable situations compel students to think critically, encouraging problem-solving, adaptability,
and informed decision-making in real-time, significantly contributing to the development of analytical

skills.

This transformative journey in professional development is marked by the cultivation of essential skills
effective communication, leadership. and tecamwork. Honed through hands-on experiences, these skills

are instrumental for success in the dynamic and collaborative ficld of nursing practice.



ST - o hearetical knowledge. enhancing
I ngaging with communities facilitates the practical application of theoretical knowledg
: - e Active participation in real-
sudents’ capacity to translate academic lcarning into eflective patient carc. Active particip
- : ‘ - c ol concepls .paring them for the
world scenarios reinforces their understanding of theoretical concepls. preparing then

complexities of nursing roles.

al responsibility. emphasizing the role of nurses

This experience

Community engagement instills a profound sense of soci
as advocates for health equity, social justice, and positive change within communitics.
shapes students into healthcare professionals committed to making a meaningful impact on the broader

social determinants of health.

Immersing themselves in community settings fosters not only academic but also personal growth and

empathy among nursing students. Exposure to diverse life experiences contributes to a deeper
understanding of the human experience. This heightened empathy becomes a cornerstone of their ability
to provide compassionate and patient-centered care, addressing the holistic needs of individuals within

diverse communities.



OBJECTIVES OF THE MANUAL FOR COMMUNITY ACTIVITIES/
OUTREACH PROGRAMMES

1. Enhance students' understanding of community health and nursing roles in a broader societal

context
2. Provide structured learning experiences that align with academic curricula,
3. Foster critical thinking and problem-solving skills through real-world community challenges
4. Facilitate interactions with local community leaders and organizations
5. Develop cultural sensitivity and competence among nursing students
6. Provide opportunities for students to reflect on their own cultural biases
7l

Train students in conducting community health needs assessments

8. Equip students with skills to promote health and provide community education

9. Introduce students to research methodologies applied in community health

10. Enhance students' ability to communicate effectively within diverse community settings.
I'1. Instill a strong sense of ethical responsibility in community engagement

2. Develop skills in documenting and evaluating community activities.

13. Cultivate leadership qualitics among nursing students




ACTIVITIES/ PROGRAMMES DESIGNED FOR STUDENT’S
EDUCATIONAL SOCIAL RESPONSIBILITY IN COMMUNITY

S | 1y act » enhance their skills, contribute to
Nursing students can engage ina varnely of community activities 1o enhance their I

i are mat n ity activities that can be
public health, and foster a sense of social r\_-_\pnn_thu_\_ lHere are major community activities that ¢:

included tor nursing students:
I. Health Education Workshops/ exhibitions:

Conduct workshops on topics like nutrition. hygiene. and disease prevention in collaboration with

community centers, schools, or local organizations

2. Immunization Programmes:

Collaborate and participate in immunization programmes for children. adults, and at-risk populations,

promoting vaccination awareness and accessibility especially during outbreaks with government

agencies
3. Screening Programmes:

Offer health screenings for conditions such as hypertension. diabetes. vision problems. and infectious
diseases in collaboration with local healthcare providers and NGOs. Conduct mass screening programme

for school and aganwadi children
4. Community Health Fairs:

Organize health fairs where nursing students can provide information, screenings. and resources to the

community, promoting overall health and w ell-being of diverse population.
5. First Aid and Basic Life Support Training:

Conduct training sessions in schools, community centers, drivers or w orkplaces to empower community

members with essential first aid and basic life support skills like BLS.

6. Support Groups:

Establish and facilitate support groups for individuals facing specific health challenges, fostering a sense

of community and emotional support. This is specifically for challenged children and vocational training

help for adults for self-sufficiency.



7. Maternal and Child Health Programs:

Organize programs focusing on prenatal and postnatal education. nutritional education, nutritional
exhibition. role plays on breast feeding, weaning. accident prevention, pediatric health check-ups, growth
and development needs of children and adolescents, and vaccination drives to support maternal and child
health. The campaign on Avalkopam and Avarkopam with special emphasis on gender sensitivity.

women empowerment. violence against women. child abuse prevention, and girl child safety.

8. Nutrition Programs:

Conduct nutritional workshops, cooking classes, and community gardens to promote healthy cating

habits and address nutritional deficiencies.
9. School Health Programs:

Collaborate with schools to conduct health screenings, provide education on hygiene and nutrition, and
address the health needs of school-age children. Sign MOU and carry out the school health activities

according 10 the needs of the school based school authority requests
10. Senior Wellness Programs:

Develop programs targeting the elderly population. including health fairs, fall prevention initiatives, and
home safety assessments. Develop adoption procedure for Old age homes with Aster volunteers as CSR

activities. Medically adopt institutions requiring medical services.
11. Smoking Cessation Programs and prevention neck text syndrome

Organize workshops and counseling sessions to support individuals in quitting smoking and promote
tobacco-free living. Campaign on Undoing the wrong doing for neck text syndrome and reducing screen

time for school children
12. Community Fitness Classes:

Offer fitness classes, walking clubs, or yoga sessions in community spaces to encourage physical activity

and a healthy lifestyle.
13. Mental Health Awareness Campaigns:

Raise awareness about mental health issues through workshops. awareness campaigns. and support
groups to reduce stigma and promote mental well-being. Organize mental health day celebrations in the

community with Local government support.



T Commumity Clean-Up Tmitiatives:

. a clean and sale comn :
Engage i environmental health by organizing clean-up events, promoting a clean and sale commun
environment Follow swich Bharat Abhivaan proteols for the green and healthy initiatives of the

community. Participate in communicable discase prevention activities in line with government protocol
IS Disaster Preparedness Workshops:

Conduct workshops on emergency preparedness, response. and recovery 1o enhance community
resthience in the face of disasters especially during the floods as the college 1s situated in flood prone arca
16. Community Research Projects:

Collaborate on research projects addressing community health issues. contributing to evidence-based

practices and interventions. Maintain family health folders and conduct health surveys, compile data and

hand over the report to [.SGs.
17. Telehealth Initiatives:

Explore virtual healthcare opportunities to provide remote health education. consultations. and support

to community members through rural center and Aster MIMS Hospital and Aster volunteers

I8. Partnerships with Local Organizations:

Collaborate with local non-profit organizations, clinics, and community groups to address specific health
needs and promote community w ell-being.

19. Language and Cultural Services:

Provide cultural services to diverse populations, especially different religious groups ensuring effective

communication and understanding of healthcare information.

20. Community Surveys and Needs Assessments:

Conduct surveys and needs assessments 1o identify community health priorities and tailor interventions

to address specific needs not only as a part of curriculum but also as social educational responsibility

These activities not only provide valuable learning experiences for nursing students but also contribute

to the improvement of community health and well-being. It's essential to tailor these initiatives based on

the unique needs and characteristics of the communities being served.

Iy



Developing 4 comprehensive manual using these gmdelines will provide a structured and effective
ramework for community outreach activities in sour nursing college | nsure that the manual 1
accessible, user-friendly . and aligns with the mission and values of your institubion Regularly update

and adapt the manual 1o reflect changing needs and best practices in community outreach
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MIMS

MIMS COLLEGE OF NURSING, PUTHUKODE
HR POLICY

CHAPTER 1

COMPANY PROFILE

MIMS College of Nursing is under the MIMS Academy Trust which is a Public Charitable and

Educational Trust for minority communities.

The trust is governed by board of management with not more than 5 members. Dr.Azad Moopen is the
Chairman of MIMS. The day to day activities are controlled by the managing trustee.

The educational activities of MIMS Academy trust is carried out by a Vice Chairman, MIMS Academy.
Under the Vice Chairman, MIMS Academy has a Director and Deputy Director.

POLICY AND PROCEDURE MANUAL

The MIMS Academy’s Human Resources Policy and Procedures Manual has been developed to facilitate

the implementation and clearly define The MIMS Academy’s policies on human resource management.

The Manual provides guidelines to be followed in the administration of these policies, and assists all
employees in defining who is responsible for each human resource management decision, and the correct

procedure which is to be followed.

The policies specified within are consistent with those of best practice management principles. They have

the full support and commitment of The MIMS Academy’s management. e
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Any suggestions, recommendations or feedback on the policies and procedures specified in this manual

are welcome. This should be provided by email.

These policies and procedures apply to all areas of operations within The MIMS Academy and related

entities.

CHAPTER II

HR POLICIES

1.PERSONAL CONDUCT

Policy Statement
MIMS Academy expects its employees to achieve and maintain a high standard of ethics, professional
conduct and work performance to ensure the Company maintains its reputation with all internal and

external stakeholders.

Objective
To enhance MIMS Academy’s reputation as a quality service provider and an enjoyable, stimulating and

challenging place to work.

Application
The policy will be seen to be successfully applied when all employees are seen to perform their duties

professionally with skill, care and diligence.

This includes:
| observing MIMS Academy policies and procedures
| treating colleagues with courtesy and with respect for their rights, duties and aspirations
| employees who do not conform to this standard of conduct will be subject to disciplinary action
as detailed in this manual C (;o“ege of Nu,?
/' &\\ ,,/
\ e \‘
Pin 673633 ) |
1.1 DRESS CODE A
=%
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All male teaching staff should wear shirt and pants by tuck in their shirts during duty hours. If they wear
full sleeve shirts, it need to be properly buttoned at the wrist. Folded sleeves or loosened sleeves are not

permitted. Wearing of ID card is mandatory.

All male non-teaching staff should wear shirt and pants and executive cadre staff including, accounts, it,
HR and administrative staff are expected to tuck in their shirts with ID cards during duty hours. If they
wear full sleeve shirts, it need to be properly buttoned at the wrist. Folded sleeves or loosened sleeves are
not permitted.

Wearing of jeans or any other formal dress, not suit to professional atmosphere is strictly prohibited.

All female teaching and non-teaching staff should wear Saree with minimum ornaments during duty
hours. Sarees with fluorescent colors and over decoration need to be avoided. They are expected to put up

their hair in suit to professional atmosphere.

1.2 PERSONAL COMMUNICATIONS
Phone Calls [choose one of the following]

The making and receiving of personal phone calls must be limited to a maximum of five minutes in
duration, unless otherwise approved by your manager.

Or

It is acknowledged that personal communication is inevitable and sometimes necessary. It is expected this
will be kept to appropriate or reasonable levels.

Email

Email has legal status as a document and is accepted as evidence in a court of law. Even when it is used
for private purposes, MIMS Academy can be held responsible for the contents of email messages,
including any attachments. Access to emails can be demanded as part of legal action in some
circumstances.

It is therefore important that email is used within the following guidelines:

| email should mainly be used for formal business correspondence and care should be taken to

maintain the confidentiality of sensitive information. Formal memos, doc dqii?eikfor which
Hege of

signatures are important, should be issued on company Ietterhead re \ﬁ&s lpdw\su,al or

electronic delivery method is used 0
Pin 673633 ) )
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| limited private use of email is permitted, provided that such does not interfere with or distract
from an employee’s work. However, management has the right to access incoming and outgoing email
messages to determine whether staff usage or involvement is excessive or inappropriate

I non-essential email, including personal messages, should be deleted regularly from the ‘Sent
Items’, ‘Inbox’ and ‘Deleted Items’ folders to avoid congestion

| all emails sent should include the approved company disclaimer
2. EQUAL EMPLOYMENT OPPORTUNITY

 Policy Statement

MIMS Academy provides equal employment opportunity to all qualified persons without discrimination
on the basis of age, sex, race, disability, marital status or religion in accordance with applicable local,
state and national laws and regulations. MIMS Academy will make reasonable job accommodation for
persons with disabilities who can perform the essential functions of the position for which they are
qualified and selected.

All employment and promotion decisions will be based solely upon individuals’ qualifications,
experience, and prior contribution and demonstrated capacity to perform at higher or improved levels of
performance and will be in accordance with the principle of equal employment opportunity. MIMS
Academy will take whatever affirmative action is necessary to attract and retain qualified persons.

B Objective

The objective of the Equal Opportunity Policy is to support the attraction and retention of employees that
contribute most to the development of the MIMS Academy business.

I Application

The Equal Employment Opportunity policy will be successfully applied when all roles are filled by the
best qualified and experienced candidates available regardless of personal circumstances.

| Process

The Equal Opportunity Employment process is reflected throughout MIMS Academy’s staff recruitment
and retention processes.

%/c’ﬁ;aemq
3. SEXUAL HARASSMENT /@\\\“ \_:6:/',\;\
Zo \
MIMS Academy has a legal responsibility to prevent sexual harasstgents, © /" 673 633 ) )
* //«’ *}//
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Therefore, HODs and Management have a responsibility to:

e monitor the working environment to ensure acceptable standards of conduct are observed at all
times

e model appropriate behavior themselves
treat all complaints seriously and take immediate action to investigate and resolve the matter

o refer complaints to another manager if they do not feel they are the best person to deal with the
case (e.g. if there is a conflict of interest or if the complaint is particularly complex or serious)

All employees have a responsibility to:

o comply with the organization’s sexual harassment policy

o offer support to anyone who is being harassed and let them know where they can get help and
advice (they should not approach the harasser themselves)

e maintain complete confidentiality if they provide information during the investigation of a
complaint (employees who spread gossip or rumors may expose themselves to defamation action)

B Objective
To foster a professional, open and trusting workplace.
I Application

The sexual harassment policy will be successfully applied when all staff are treated on merit by their
managers, by peers, by direct reports and by all other team members.

| Process
Making a Complaint:

If you believe you are being, or have been, harassed, follow the procedure below:
» inform the offender the behavior is offensive, unwelcome, and against company policy and
should stop (only if you feel comfortable enough to approach them directly)
> keep arecord of the incident(s)
> if the unwelcome behavior continues, contact your HOD for support
> if this is inappropriate, you feel uncomfortable, or the behavior still persists, contact your

Principal

Receiving a Complaint:

When an HOD receives a complaint, he/she should follow the procedure below
/S,C’;"‘;‘éem

s,
S SN

N\ \
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« listen to the complaint seriously
« treat the complaint confidentially
« allow the complainant to bring another person to the interview if he/s
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« ask the complainant for the full story, including what happened step by step
o take notes, using the complainant’s own words
« ask the complainant to check your notes to ensure your record of the conversation is accurate
« explain and agree next action with the complainant
« ifinvestigation is not requested:
o act promptly
o maintain confidentiality
o pass your notes on to your HOD
« ifinvestigation is requested, or is appropriate, follow the procedure outlined

Investigating a Complaint:
When a manager investigates a complaint, he/she should follow the procedure below:

o interview all directly concerned, separately
interview witnesses, separately
o keep records of interviews and investigation
e do not assume guilt
« interview the alleged harasser, separately and confidentially
o letthe alleged harasser know exactly what he/she is being accused of
« give him/her a chance to respond to the accusation
o listen carefully and record details
« make it clear he/she does not have to answer any questions
« ensure confidentiality, minimize disclosure
« determine appropriate action based on investigation and evidence collected
o check to ensure the action meets the needs of the complainant and company

If resolution is not immediately possible, the complainant should be referred to more senior management.

If the resolution requires the authority of a more senior person, the complainant should be referred to the
appropriate level.

Outcomes as they affect the complainant should be discussed with the complainant to ensure that needs
are met, where appropriate.

Potential Outcomes:

If the complaint is found to be justified, the complainant may be entitled to any or all of the following:
The complainant may receive:

commitment the behavior will cease

pr!vate.apology (verbal or written) /S’C,;"‘;Je of Nu
re-credit of any leave taken due to the harassment — s,,, N

payment of medical and counselling expenses @ \
Pin 673633 ) |
/
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e Y

transfer, with no job disadvantage
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other compensation
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4. INDUCTION

I Policy Statement

All new employees should complete an induction program upon their commencement. The induction
period also refers to the three month probationary period during which it is recognized all staff may need
ongoing familiarization with their role, the business, systems and processes.

B Objective

The objective of the induction policy is to familiarize the employee with the company, their job, the
industry, colleagues, company systems, processes and policies with a view to ensuring they can make a
contribution to business outcomes as quickly as possible.

The induction should be a combination of standard components as well as learning specifically tailored to
the role.

B Application

The induction policy will be successfully applied when all new employees meet their probationary period
performance targets.

I Process

Complete the induction planning format prior to the employee’s commencement date.
Introduce the employee to the induction schedule and dates.

Review the progress against the schedule with the employee at the end of each week.

5.HEALTH AND SAFETY POLICY
I Policy Statement

MIMS Academy is committed to providing and maintaining a safe work environment for the
health, safety and welfare of our staff, contractors, visitors, students and members of the public
who may be affected by our work.

We undertake to provide resources in terms Wwd financial outlay

commensurate with the commitment we place on O )ﬂﬁﬁﬁ&' t,w\es
7 ,/
To do this, MIMS Academy will: Pin 673633 _. \)
* s / /
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B develop and maintain safe systems of work, and a safe working environment

I provide information and training at all levels in the organization to enable all employees
and students to support this policy

B require all risks to be assessed prior to engaging in new areas of operation, purchasing
new equipment, and implementing new work methods, and that these risks continue to be
reviewed

All persons who are responsible for the work activities of other employees will be held
accountable for:

I identifying practices and conditions which could injure employees, students, members of
the public or our environment

I implementing steps to control such situations

I if unable to control such practices and conditions, reporting these to their superiors

MIMS Academy demands a positive attitude and performance with respect to health, safety and
the environment by all employees, irrespective of their position.

5.1 Smoking

MIMS Academy employs a nonsmoking policy. Smoking is not permitted on MIMS Academy
property or offices at any time. Smoking is accepted to be harmful to the health of those who
smoke and those around them (passive smokers). Consequently, smoking while on company
premises will be considered as gross misconduct and will render an employee liable to instant
dismissal.

5.2 Alcohol, Drugs (& Other Substance Abuse)

This policy applies to all levels throughout MIMS Academy .The policy is not concerned with
social drinking or the taking of prescribed drugs for medical purposes, the concern is directed to
instances where alcohol or other drug dependence or abuse affects the job performance and
or/safety of any employee(s).

MIMS Academy is concerned by factors affecting an employee’s ability to safely and effectively
perform work to a satisfactory standard. The Company recognizes alcohol or other drug abuse

will cause short-term or long-term impairment to such Work;p@ﬁ"ﬁ
g P 7 \3\5 CC‘;i eg%\

- . . /
MIMS Academy is committed to creating and ‘m%xrﬁ]g a safe, hea\h/@ngl productive

workplace for all employees. MIMS Academy has a ero\toleratite §dlicya regérds)/to the use of
*
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illicit drugs on their premises or the attending of other business related premises (e.g. clients)
while under the influence of illicit drugs. Contravening either of these points may lead to instant
dismissal.

Attending work under the influence of alcohol will not be tolerated and may result in disciplinary
action or ultimately dismissal.

5.3 Total & Permanent Disability

If an employee is injured while away from work, MIMS Academy will allow them to exhaust
their paid sick leave, accumulated annual leave or ESI leave.

If the injured employee has used all leave owing, been off work for a lengthy period and is not fit
enough to return to work then management will discuss with the employee their expectations of
returning to work.

If the employee has an incapacity to perform their duties because of the disability, their
employment will be terminated in compliance with the termination provisions in their
employment contract.

MIMS Academy will hold an injured worker’s position open for a period of time as stated in the
relevant legislation unless it is not reasonably practicable to do so.

Employees whose employment is terminated due to an incapacity to perform their duties because
of a disability, will be paid all amounts owing to them, including accrued wages, leave
entitlements, severance pay and superannuation.

Employees should undergo a health checkup during the first month of joining at Aster MIMS hospital,
Kozhikode.

All confirmed employees can be insured under Aster MIMS health care forum by an annual payment of a
nominal amount for availing the health policy.

Work safety is prime important in MIMS academy and all employees should aware about safe work
practices in and around the campus.

Knowing about fire exit and knowledge about fire extinguishers are some basic aspects of safety
practices. All employees those who unaware about such aspects need to attend the training sessions

conduct by security supervisor of aster MIMS hospital every year d-Stackants.
y y sup p Yy ES Csonege of N,
Riding two wheeler without helmet is strictly prohibited, "@M{M‘smvmmers and four

wheelers should have only minimum speed to avoid accidgits.
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6. RECRUITMENT POLICY

1. Purpose

Policy on recruitment of faculty is designed to ensure the right faculty in right place.

2. Scope

This policy is to recruit Graduate and Post graduate nurses as faculty to MIMS College of Nursing.
3. Policy Statement

Faculty recruitment policy consists of two steps.

Step I: Scrutiny of obtained Curriculum vitae by an expert team with a written Curriculum vitae, scrutiny
criteria laid down by the college. The panel of expert team consisted of four members. 1. The head of the
Institution 2. HOD Of the concerned department 3.Administrative officer 4. A representative from the
Management side. Curriculum vitae need to be scored. A score of 70% and above will be called for an
interview.

Step Il: Candidates called for an interview have to undergo the following interview procedure. A written
examination, Personal interview, oral presentation and OSCE

Interview Procedure
Chair welcomes the candidate and introduces other members of the committee

1. Invites the candidate to make a short presentation (15 minutes). The presentation to cover:
a. Personal Introduction-including family status, number of children ages(s) of children-
approximately
b. Teaching Philosophy
c. Research Interests —

d. Awards & personal highlights ,f;\ w&w\%‘?\j\
e. What does the candidate has to offer MIMS Academy L '

Pin 673633
i. Special skills
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ii. Professional net-work

2. Questions from the Panel to clarify issues in the candidate’s CV or in his/her ~ presentations.

3. Panel to verify candidate’s claims in his CV and application in-terms of

a. Teaching
i. Philosophy
ii. Experience in teaching required courses
iii. Ability to develop or revise course content
iv. Ability to assure quality of courses and curricula
V. Capacity to supervise or advise students
vi. Capacity to teach in English
b. Research
i. Research interests
ii. Relevance of interest to MIMS Academy
iii. Publication Record
iv. International Recognition
V. Experience in attracting external funding
c. Service
i Executive Positions
ii. Committee memberships-College, University, National & International
iii. Organization of workshop & conferences
iv. Consultancies to Private & Public Sector

4, Panel to assess Inter-Personal Skills

Ability to Communicate

General friendliness

Willingness to take directions(Dominant or Submissive)
Commitment

Task orientation

® o0 o

5. The chair invites the Candidate to ask questions

6. Principal/Director/Joint Director of the Academy or respective College to assess credentials stated
inthe CV.

7. The chair thanks the candidate for his/her interest in joining I\W@ég“@‘ﬁe&tue salary

package based on candidates experience and MIMS by-laws. /‘“\“’ S/,, N\

spW&F‘oﬁ@h@ col I)egel)/
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8. The panel completes the scoring sheet and hands it over to the
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Grading Criteria for interview

1. Written test: Weightage 40 %
2. Presentation: Weightage 30 %

3. Personal Interview: Weightage 10%
4. OSCE: Weightage 20 %
Those who score 70% or above will be recruited according to the merit list prepared. A viable waiting list

also will be prepared.

4. Reason for policy

To provide clarity in the process of recruitment and to avoid confusion among those concerned in

recruitment of faculty.

5. Procedure

The candidate called for interview will be given a written test for one hour with 50 multiple
choice questions from the concerned Specialty.

The preparation of the question and conduct of the test is the responsibility of the concerned HOD
from their question bank.

HOD of the concerned department should score the test with scoring sheet available in the
college.

Executive secretary has to arrange the venue for written test, interview and oral presentation.
OSCE conduction and evaluation is the responsibility of the HOD of the concerned Department
Executive secretary should inform the interview time and requirement to the candidates as well as
to the interview panel members in consultation with the HOL.

Panel members have to score the candidates according to the criteria provided (Scoring criteria 2
and 3)

OSCE need to be scored by the concerned HOD or their representative.

Cumulative score is converted to percentage

A percentage of 70 or above will be considered suitable for appointment.

6. Definition

OSCE: Objective Structured Clinical Evaluation. Separate OSCE checklist is attached.

7. Related Information

R
1. Scrutiny criteria — Appendix -1. | _/-;\w&urs;;\
/ \ 3

2. Interview scoring Sheet — Appendix -1.11 Pin 673633 ‘) )
o * /

il /
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3. Oral Presentation scoring Sheet — Appendix — 1.111
4. OSCE scoring sheet — Appendix — 1.1V

5. Clinical Instructor interview form — Appendix -1.V

7. LEAVE POLICY

Leave Regulations OF MIMS Academy (Non-teaching staff)

Leave means permitted absence from duty.

General conditions:

1. The MIMS Academy Vice Chairman is the Sanctioning Authority for the grant of Leave
without Pay exceeding 20 days at a time. All other kinds of leave are sanctioned by the
competent departmental authorities.

2. Leave cannot be claimed as a right. In exigencies of service, the sanctioning authority may at
his discretion, refuse or revoke the leave of any description.

3. The nature of the leave due and applied for by an officer can be altered at the option of the
sanctioning authority.

4. Holidays can be prefixed or suffixed with casual leave

5. An officer when entered on leave on Medical Certificate (MC) may be allowed to join duty
after producing Medical Certificate of fitness.

6. An employee applying for leave without pay cannot combine casual leave or prefix or suffix
holidays. Vacation may be availed in combination with or in continuation of any kind of leave.

7. The maximum amount of leave, in combination or otherwise, granted at a time shall not exceed
20 days

8. An officer on leave may not return to duty before the expiry of leave unless he is permitted to
do so.

A. Classification of Leave

Leave is classified into ordinary leave and special leave.

MIMS ACADEMY-HUMAN RESOURCE MANUAL




a) Ordinary leave: This is the leave earned by an employee in proportion to his/her duty. A
leave account is maintained. Every leave except LWP availed shall be debited against the leave at
credit. This includes Earned leave and casual leave
b) Special leave: This is the leave granted to a particular person in a special circumstance. No
leave account is necessary. Disability leave, Maternity leave, Hospital leave and the leave deemed
special by the top management are the four types of special leave.

Earned Leave (EL):

All employees of the Academy are eligible for earning EL at the rate of one day for every 30 days on duty

in a year on completion of 12 months of service, the EL calculated @ 1/30 will be regularized.

The maximum amount of EL that can be at credit at a time shall not be in excess of 30 days. The
maximum amount of EL that can be granted at a time shall not be in excess of 20 days. But, in special
cases where the employee could not avail leave due to institutional need he or she may be permitted to
avail the leave preparatory to retirement or as the top management of the Academy’s decision to provide
remuneration for the same according to academy regulations.

EL Salary:
Full pay, if the person had been on duty +Dearness Allowance to that pay as admissible.

1. Earned leave for those persons enjoying vacations.

i) Those persons who are eligible for regular vacations are not eligible for EL, if they are
enjoying vacation as per regulations.  But, if they are prevented from enjoying

vacation in full they will earn EL as like that of any employee under MIMS Academy.

i) If in any year (actual duty period of 12 months and not calendar year) an employee is
not enjoying the vacation, EL is earned for that year @ 1/30

NB: This clause will be applicable when the Academy becomes an independent institution

where the course calendar is planned by the Academy instead of an affiliated institution as of
now.

Leave without Pay/Extra ordinary Leave —
’ e College of s
N

S
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This leave is granted to an employee in regular employment, when there is no other leave at credit or
there is leave at credit, but applies for LWP. Non-permanent employees with less than 1 year service are

eligible to LWP up to 15 days. This is granted on MC or otherwise.

Period of LWP exceeding 15 days requires the sanction of the Vice chairman of the Academy.
C. Three Kinds of Special Leave
1. Disability Leave

This leave is granted to an employee who is disabled by injury intentionally inflicted or caused in or in
consequence of due performance of his official duties or in consequence of his official position. It shall
not be granted unless the disability manifests itself within three months of the occurrence to which it is
attributed and the person disabled acts with due promptitude in bringing it to the notice of the sanctioning

authority with the support of MC.

The Maximum period is 3 months for one disability.

This can be combined with other kind of leave.

Leave Salary: Here the employee will be eligible for only the basic pay without other allowances.

2. Maternity Leave

o A certificate from the medical officer who attend the delivery showing the date of delivery along
with medical certificate of health should be produced for availing maternity leave.

o A total of 45 days shall be the number of days eligible for a female employee who had delivered if
she is not eligible for ESI benefits.

This is also granted in the case of miscarriage including abortion for a period not exceeding 1 week.
2. Hospital Leave

This is granted for treatment either at hospital or at home. The duration will be as suggested by the

attending Medical Officer. This leave will be on loss of pay. mem\

e S‘/// N

3. Casual leave:
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All employees of the Academy are eligible for 12 days of casual leave in a year. This leave may be
intimated to the authorities in advance. No medical certificate is needed for this leave. The
employee can avail this leave along with holidays or LOP. No employee is permitted to avail
more than 3 casual leaves at a time until and unless there is cumulated leave and with permission
of the head of the department.

4. Public holidays:

All the employees of the Academy are eligible for all public holidays declared by the Gowvt. of
Kerala as per the calendar. If an employee attends duty on any of these holidays due to institutional
need are eligible for compensatory offs corresponding to the number of days of work.

Such compensatory offs should be claimed within a period of three months.

Public holidays of National importance must be attended by faculties and non-teaching staff unless
and until it is an emergency for excuse. Such days are Independence Day, republic day and
Gandhijayanthi.

8. PERFORMANCE APPRAISAL

360 DEGREE APPRAISAL

The performance appraisal system applies to all permanent employees of the MIMS Academy

>

Every Employees of MIMS Academy are entitled to get the increment after successfully
completion of one year Probation Period.

MIMS Academy’s annual increments are normally effective from 1% April of Every year.
New employees of MIMS Academy will be entitled to get an increment after
completing their probation period ,If any one of the employee had successfully completed

one year probation period before or after the month of annual increment,

Increment Date

The incremental due date will be the anniversary of appointment of a new employee.

If the anniversary date of appoint is end of the month, he will entitled to get increment with effect

from next month onwards with arrears s if any

The incremental due date will change when — \
An employee is appointed to a vacant position at a highe evum 673 633 3 )/
"% /)

2 Golege of NS,
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An employee's position is reclassified to a higher level, or
An accelerated increment is paid at a date other than at the existing incremental date

And will be extended by the period of any leave without pay which is longer than two weeks.

Deferred Salary leave will not count as service for purposes of incremental progression.

1) HOD 50% weightage

2) Peer Evaluation 10% weightage

3) Self-Evaluation 10% weightage

4) Subordinate evaluation 10% weightage

5) Students evaluation 20% weightage

Score above 70% will be given maximum increment in the work
Score between 60 %-50 % will be given 5% increment

Below 50% will be given 3% increment

Top

Mzanagement

/"’“

immadiate

\Superiors

9. BENEFIT SCHEME POLICY 3,.’"
\\ 7
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Every employee of MIMS Academy is eligible for provident fut emg 1952, those _salé‘rﬂfs {Basic+

Da) limit up to 15000/month Y. BEISRY. |
_,/’/ *1///

2) Employee State Insurance Puthukode =

Every staff of MIMS Academy is eligible to avail the scheme of Employee state Insurance, whose salary
(Gross salary) limits up to 21000/Month

All the staff who has completed one year, drawing a consolidated salary of More than 21000/Month are
eligible to get Insurance.

3) Gratuity Policy

MIMS Academy policy is to provide Gratuity benefits to all employees. Gratuity is a lump sum payment
made by MIMS Academy as a mark of recognition of the service rendered by the employee when he
retires or leaves service. MIMS Academy will as a minimum, comply with legislation in this area.

An employee is eligible for receiving gratuity payment only after he has completed five years of
continuous service. He is said to be in continuous service when he has provided uninterrupted service
during that period.

e On superannuation

o On retirement or resignation

o Death or disablement due to accident or disease
This condition of five years is not necessary if the termination of the employment of an employee is due
to death or disablement. However, interruption on account of sickness, accident, leave, lay-off, strike,
lockout, cessation of work not due to any fault of the employee will not be considered as a break in

service.

Gratuity is payable @ 15 days wages for every year of completed service or part thereof in excess of six
months. Wages will include basic and D.A. The daily wages in respect of piece rated employees are to be
computed on the average of the total wages received by an employee for a period of three months. The

maximum amount of Gratuity payable is Rs. 3.5 lakhs.

. . — =
An Employee to whom the gratuity amount is payable shall mak/e, | E@&@W@ MIMS
/ LGN
Academy and gratuity amount will be paid within 30 days from fhaXate it becomesﬂp?yagf_é@gi‘mple
Pin 673633 ) |

interest at the rate of 10% p.a. is payable on the expiry of the said p
P //
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Every employee who completes one year of service is eligible to file nomination in Form - F in duplicate
to the HRD. In case of death of employee, a nominee or legal heir shall submit the application in Form J
or K for claim amount MIMS Academy shall pay the gratuity within 30 days of the receipt of the
application. If no nomination has been made, it shall be paid to the legal heirs of the deceased employee
or if the heirs are minor, the share of such minor shall be deposited by the controlling authority with a
bank till he attains majority.

10. PROFESSIONAL & PERSONAL DEVELOPMENT

 Policy Statement

MIMS Academy in partnership with the employee, will maintain a professional and personal development
plan for each employee .MIMS Academy’s role in this is as a supportive facilitator. It will be up to the
employee to take a leading role in managing their own development within an approved structure.

Funding for professional and personal development will be considered for support by MIMS Academy on

its merits.

MIMS Academy may, from time to time, require employees to attend specific training or instruction

delivered by internal or external facilitators. This may be on or off-site.
Development may take the form of training, education, mentoring, coaching or counselling.

B Objectives
The objective of the professional and personal development policy is to provide a structured environment

for learning and development for the individual within and external to the company.
B Application

The policy on professional and personal development will be successfully applied when employees are
managing their own development plans.

| Process
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B During the appraisal process the manager will identify and document which areas the employee’s
performance may be enhanced by further training. The manager will identify specific courses
where possible.

B The employee and manager will then work together to complete a professional development plan
for the employee.

B Inresponse to this the employee can source their own solutions instead of, or in addition to, the
manager’s suggestions. Requests to attend these should be submitted in writing to the
employee’s immediate manager and must include:

o suggested dates
o Ccosts

o anticipated outcomes

11. DISCIPLINE

 Policy Statement

MIMS Academy has a human resources’ strategy that recognises the value of its people. Part of this
strategy is the fair treatment of all employees. This requires a minimum standard of conduct and
performance be agreed, set and communicated with all employees. If employees do not meet this
standard, appropriate corrective action, such as training, should be undertaken. Discipline should only be
engaged with an employee on a performance issue if all other corrective action has failed to achieve the

desired result.

Where an employee has deliberately breached a Company policy or procedure, or engaged in misconduct,
disciplinary procedures should be initiated.

Employees should be treated fairly and the proper procedures should be followed.
Employees must be made aware of their responsibilities, counselled and given the opportunity to reach

the standards expected of them and the chance to defend themselves before action is taken.

It is a requirement to have a third party attend a disciplinary meeting, and notes taken be signed as a true

record of discussions. —
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The expected standard must be clearly defined and the measurement criteria understood. A reasonable
date for achievement of standards must be agreed. This should be shown as a minimum time, e.g. within

one month,

For serious issues, employees must be advised in writing and such advice should be recorded on the

employee’s personnel file.

Obeying rules and regulation by an employee has paramount importance for smooth functioning of an
organization. In disciplinary action from the part of an employee can be viewed seriously.

In disciplinary actions can be categorized as below:

I) Continuous late reporting without any valid reason.

I1) Non wearing of 1D card for a considerable period without any valid reason.
I11) Not following the dress code.

IV) Not following the safety parameters during driving inside the campus.

V) Prolonged delay in finishing assigned jobs.

V1) Availing leaves without proper communication.

12. TRAINING AND DEVELOPMENT POLICY

Duty leave for attending national and International Conferences once in a year for all faculty who had
worked more than a year in the institution. Application must be raised through proper with HOD
recommendation.

13. SALARY AND PERKS

Salary scales are set by the management by considering professional experience and qualification of the
staff

14. CODE OF CONDUCT

All staff are expected to follow a code of conduct productive to employee relationships and

organizational wellbeing.

o All staff are expected to upgrade their knowledge respective to their fieltj./,‘,“&/c;-‘;g e—;?\;\
N
/S

o Always exhibit an honest approach in all your actions.
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e Give respect and take respect. Respect your superior, colleagues and subordinates.

o Be a professional and breed professionalism in your organization for avoiding unwanted delays,
proper execution of services and amicable working atmosphere.

o Some recommended professional behavior:

e Wishing of superior with a proper greeting (good morning or good evening) is advisable and
recommended.

e Always fix an appointment for meeting with the head of the department.

e Gathering on corridors or loitering through the campus is not permitted.

e Unnecessary gossiping and cross talks are nuisance to a serene educational ambience and strictly
prohibited. Discussions beyond a noise limit can be avoided.

o All staff are expected to maintain a healthy relationship with students and are not supposed to
discuss any official secrets with students. Provide only such information to students only they
require and relevant to their studies.

e Ensure proper filing of records. If a system start to function in an organization it will take care of

the forthcoming lapses. So be a part of the system and enjoy the faultless working pattern.

15. MISCONDUCT

Behavior and responses of any employee which is not suit to a professional working atmosphere
and which collapses the serene work culture is considered as misconduct.

Misconduct can be categorized as below:

1) long absenteeism without intimation and reason

I1) Indecent behavior to colleagues and subordinates

I11) Unnecessary argument with superiors

IV) Any other behavioral traits not tolerable in an organization

VI1) Non response to contingency needs and exhibit lack of interest

16. TERMINATION OF SERVICE

If any in disciplinary action or misconduct notice in any one of the employee, he/she will undergo
the following procedure till termination of service.

1) The concerned person will be orally warned to curtail his/her misconduct or in

disciplinary action. —— S
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1) If the person repeat the misconduct or in disciplinar '\m&mmrhbé’ﬁsww a
/ \.“\‘9 \
)
rd *
P

warning letter. ~ Pin 673633 \)
/

* )/

—_— 74

Puthukode ==
—Page | 22

MIMS ACADEMY-HUMAN RESOURCE MANUAL



1)) Still he/she continues with such actions he/she will be issued a memo.

V) If a person receives 3 such memos he /she can be terminated from service.

17. RULES OF RESIGNATION

All permanent and contract employees and managers at all levels in the organization are expected

to comply with this policy.

Resignation of an employee can be done by three month prior notice to the employer from the date of
resignation.

Written resignation should be forwarded to HOD with the signature of the employee requesting to
relieve him/her on the mentioned date.

He/she should hand over all her assets/responsibilities to a new person or to a person assigned to

receive the assets/ responsibilities.

No dues should be completed in all aspects and submit to HRD after getting signature from
HRD/authority.

Should undergo exit interview after collecting experience certificate and relieving order from HRD

before the exit.

Employee should intimate to HRD regarding his/her exit minimum 24 hours before for avoiding
delay in receiving the experience certificate and relieving order (only to employees joining to

government cadre)

In emergency situations employees can undergo a 24 hour resignation after discussion with

HOD/concerned authority by full filling all above mentioned procedures.

If any employee resigns without completing the notification period of three month he/she should
remit three month’s salary as penalty. Those who resigns on 24 hours also need to remit one month

salary.

18. ORDER OF COMMUNICATION

Any employee can directly contact with their immediate superior for help and grievances. Only if the

superior neglect the request or failed to cater the needs of the subordinate he/she can approach the head of

Ur \\
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Employee Employee

Superior Superior

HOD HOD
Any employee who completes five years in an organization is eligible to get gratuity.

HR department will calculate gratuity for eligible employees.

19. TELEPHONE MANNERS

All employees are advised to follow telephone manners for showcasing the work culture of the
organization.
> An outside call should attend within three rings.
After taking the receiver tell the name of organization in audible voice.
If the person wishes you, respond to the wish and enquire about the help he needs.

Listen patiently to the caller and provide him/her required details.

YV V V VYV

If you cannot answer it, politely tell him/her about the concerned person who can answer it and
divert the call.

» After providing relevant information tell him/her ‘thanks’ for his/her call.

20. ATTENDANCE CALCULATION

» Biometric punching will be calculated along with the attendance signature in the register (Muster
Roll) and the presence in Biometric punching will be considered as final for the presence of a

staff in the college if any dispute arise between punching and signing.

» For both Teaching and Non-teaching staff only two late punches are m@m ird
late punch happens in a month for any staff one CL will be autonf&t¥aHy deducted from om the. (Zb\
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» Those who are planning to take one hour late coming/ Early going permission should inform prior

to HR department and it is permitted only once in a month.

> Lunch break would be one hour, employees can go outside for lunch break after informing to the
reporting authority and it is mandatory to mark log in and log out time in the bio metric punching

machine or in Movement register.

» Those who are working on Sunday and Public Holidays should inform prior to the HR
department with reason, otherwise compensatory holidays will not be granted.

21. SEXUAL HARASSMENT
MIMS Academy has a legal responsibility to prevent sexual harassment.

Therefore, HODs and Management have a responsibility to:
e monitor the working environment to ensure acceptable standards of conduct are observed at all
times
e model appropriate behavior themselves
o treat all complaints seriously and take immediate action to investigate and resolve the matter
o refer complaints to another manager if they do not feel they are the best person to deal with the
case (e.g. if there is a conflict of interest or if the complaint is particularly complex or serious)
All employees have a responsibility to:
o comply with the organization’s sexual harassment policy
o offer support to anyone who is being harassed and let them know where they can get help and
advice (they should not approach the harasser themselves)
e maintain complete confidentiality if they provide information during the investigation of a
complaint (employees who spread gossip or rumors may expose themselves to defamation action)
B Objective

To foster a professional, open and trusting workplace.

B Application
= .—‘——,‘\’~\
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| Process

Making a Complaint:
If you believe you are being, or have been, harassed, follow the procedure below:

» inform the offender the behavior is offensive, unwelcome, and against company policy and
should stop (only if you feel comfortable enough to approach them directly)

> keep arecord of the incident(s)

» if the unwelcome behavior continues, contact your HOD for support

» if this is inappropriate, you feel uncomfortable, or the behavior still persists, contact your

Principal

Receiving a Complaint:
When an HOD receives a complaint, he/she should follow the procedure below:

« listen to the complaint seriously
« treat the complaint confidentially
« allow the complainant to bring another person to the interview if he/she chooses to
« ask the complainant for the full story, including what happened step by step
o take notes, using the complainant’s own words
« ask the complainant to check your notes to ensure your record of the conversation is accurate
« explain and agree next action with the complainant
« ifinvestigation is not requested:
o act promptly
o maintain confidentiality
o pass your notes on to your HOD
« if investigation is requested, or is appropriate, follow the procedure outlined

Investigating a Complaint:
When a manager investigates a complaint, he/she should follow the procedure below:

o interview all directly concerned, separately
e interview witnesses, separately
o keep records of interviews and investigation

e do not assume guilt

« interview the alleged harasser, separately and confidential 7 <
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« letthe alleged harasser know exactly what he/she is being accused of

« give him/her a chance to respond to the accusation

o listen carefully and record details

« make it clear he/she does not have to answer any questions

« ensure confidentiality, minimize disclosure

« determine appropriate action based on investigation and evidence collected
o check to ensure the action meets the needs of the complainant and company

If resolution is not immediately possible, the complainant should be referred to more senior management.
If the resolution requires the authority of a more senior person, the complainant should be referred to the
appropriate level.
Outcomes as they affect the complainant should be discussed with the complainant to ensure that needs
are met, where appropriate.
Potential Outcomes:
If the complaint is found to be justified, the complainant may be entitled to any or all of the following:
The complainant may receive:
B commitment the behavior will cease
private apology (verbal or written)
re-credit of any leave taken due to the harassment

1
1
B payment of medical and counselling expenses
B transfer, with no job disadvantage

1

other compensation

22. ACCOMMODATION POLICY
Purpose

MIMS Academy is committed to creating and maintaining a barrier-free work environment to
ensure the full participation of all persons.

The purpose of this policy is to outline MIMS Academy’s commitment to providing an
environment that is inclusive and that is free of barriers based on age, race, ancestry, place of
origin, colour, ethnic origin, , sexual orientation, marital s.family status and disability,
through meeting its obligation to provide emplo;wwgﬂfalﬂéwp kv, accommodations,
whether temporary or permanent in nature. 7N SN
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This Policy applies to all female employees of MIMS Academy. It applies at all stages and to
all aspects of the employment relationship, including recruitment and selection, promotions
and transfers, and conditions of work.

I Policy statement

MIMS Academy provide reasonable hostel accommodation to the female employees based
on their requirement. MIMS Academy will, through the process of accommodation, enable
employees to perform the essential requirements of their jobs in accordance with the
principles of dignity, individualization and inclusion.

23. TRANSPORTATION POLICY

B The main goal of the Transport Policy is to act socially responsible and fulfill the travel
wants of MIMS Academy employees in a cost effective and eco-friendly manner. MIMS
Academy reduces environmental impacts of traffic generated by the corporate and
contributes to higher health of employees and therefore the society.

I Employees who are working at Puthukode campus can access institution’s transportation
facility which is provided mainly for the students.

24. GRIEVANCE

I Policy Statement

MIMS Academy supports the right of every employee to lodge a grievance with his/her manager if the
individual believes a decision, behaviour or action that affects their employment is unfair. We aim to
resolve problems and grievances promptly and as close to the source as possible with graduated steps for

further discussions and resolution at higher levels of authority as necessary.

Grievances should be actioned discreetly and promptly dealt with in an objective manner.
I Process
The employee should attempt to resolve the complaint as close to the source as possible. This can be at a

quite informal and verbal level. If the matter is not resolved then further steps need to be taken.

All available attempts to settle a grievance before starting the ﬂﬂ%ﬂocess should be taken.
1 ge
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For the formal grievance process to begin, complal gbe*pr grlevance in writing,
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The person(s) against whom the grievance/complaint is made should be given the full details of the
allegation(s) against them and should have the opportunity and reasonable time to respond before

resolution is attempted. The duration of this should not exceed one week.

If resolution is still not reached, the matter will be referred to the Managing Director for consideration and
final decision. A grievance taken to this level must be in writing from the employee.

The employee’s manager will forward to the Managing Director any additional information thought
relevant. The Managing Director will provide a written response to the employee and also communicate
with any other parties involved.

If the matter is still not resolved, the employee will be advised of his/her rights to pursue the matter with
external authorities if they wish.

In some circumstances, it may not be appropriate for an employee to discuss his/her grievance with the
immediate manager. Grievances relating to harassment would fall into this category and an employee

should be able to make their approach to a more senior manager.

All procedures must be followed in accordance with employment equal opportunity/anti-discrimination

legislation.

The above procedure takes place for individual employee grievances. Whatever the final outcome, it will
affect the attitudes of each party and their long-term relationship. The issues which sparked the grievance

should be reviewed by management at executive level so the dispute does not reoccur.

Supports the right of every employee to lodge a grievance with his/her manager if the individual
believes a decision, behaviour or action that affects their employment is unfair. We aim to resolve
problems and grievances promptly and as close to the source as possible with graduated steps for further

discussions and resolution at higher levels of authority as necessary. Grievances should be actioned

discreetlmWn@o(ﬁea@vith in an objective manner.
o NL[,. ;‘x

Z colle
//:/\V‘\ 57, N\
~ N\

Pin 673633 ) )
’_/*

7,

* -
— anl

Puthukode ==

—
—

MIMS ACADEMY-HUMAN RESOURCE MANUAL Page | 29



If you would like any clarification of any of the policies or procedures contained within this
HR Manual, please contact internal management who will be glad to provide guidance and
support.
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