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REVISION SHEET

1. ISSUE STATUS :

SI.NO ISSUE NO DATE REASON FOR REVISION
1 1 05.07.2017 | Upgradation & Integration of
QMS(9001:2015),EMS(14001:2015),0HSAS(18001:2007)
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SCOPE
The Main Stores provides services for assessing the requirements and
prepares the indent for the procurement of medicines, surgical, laboratory chemicals and
reagents, X-Ray films, X-Ray chemicals and Hospital equipments.

IMS POLICY OF THE PORT

We are committed to provide seaport facilities and related support services for seaborne
transport facilities by —

e Ensuring quality service to EXIM Trade, by adhering all legal requirements.

e Protecting the environment including prevention of pollution.

e Ensuring safety by preventing injury and ill health.

e Continually improving the overall effectiveness of IMS through

Employee motivation and empowerment with social responsibility towards the progress of
the Nation.
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IMS OBJECTIVE OF THE DEPARTMENT
QMS
Core Objective of this department is to provide comprehensive medical care to the full

satisfaction of the Port employees and their family members, the retired employees and their
spouses, the CISF and others registered with this department.

EMS

To ensure reduction of paper and to conserve energy
OHSAS

To ensure prevention of ill health and injury.

IMS OBJECTIVE OF THE SECTION
QMS
Verifying new stock in 3 working days and issuing of indent the next day.

EMS

To ensure reduction of paper and to conserve energy.
OHSAS

To ensure prevention of ill health and injury.
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ABBREVIATIONS
CISF Central Industrial Security Force
CMO Chief Medical Officer

Sr. Dy. CMO |Senior Deputy Chief Medical Officer

Dy. CMO Deputy Chief Medical Officer

SMO Senior Medical Officer

MO Medical Officer

MMS Medical Main Stores

MAO Medical Administrative Office

FA & CAO Financial Adviser and Chief Accounts Officer
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SIPOC
S[POC RevNo: 00
RevDate:
Process Name: MEDICAL-MAIN STORES Process Qwner: (Mo Date: 25.07.2017
Process Receiver of Output
Source of Inputs (S) . / pf
Activity (P) Customer (C)
| [ 1 [ 1 r 1
! Drug [Surgical ! : : I Procurement of all kind of | | PlacePurchase | : :
| : | I Referto procedure | | . . - | | I ol o I
| 1. Selcetion i L ofMAO i i medicines,Surgical,Chemic | | orderand collect | I Medical main stores |
| Committee l | I ! alHospital equipments | | materials ! | I
| | | | | | | . . | | |
I I I I I I I Verifytheindent 1 I i I
I I I I I I I e I I Sections(Duty I
I I I I I . I I with availability and! I . I
: , ! : : I Supply of materials for | : , ! | Pharmacists,Nurse, |
I 2. Sections | I Indent | b | | enterin the system | | |
| | | | | indent | | ) i | resserlab |
' ' ' ' ' ' | andissueof ' I Tech,Radiographer |
I I I I I I | materals I L I
| | | | | | | | | |
| | | | | | | | | |
| | | | | | | | | |
| | | | | | | | | |
| | | | | | | | | |
| | | | | | | | | |
| | | | | | | | | |
| | | | | | | | | |
| | | | | | | | | |
| | | | | | | | | |
| | | | | | | | | |
| | | | | | | | | |
[ I [ I | | | | | |
KPI
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Interested Parties

4.2 Understanding the requirements of the Interested parties

Interested Parties Requirements

Pharmacists Receiving of materials

Nurse Receiving of materials

Dresser Receiving of materials

Radiographer Receiving of materials

Lab Technician Receiving of materials
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BENCH MARK
Verifying new stock - 3 working days.
Issuing indent — the next day.
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Procurement of all kind of Medicines, Surgical,

Chemicals & Hospital Equipments.
Input / Ref. Documents Activities Responsibility / Out put
Once a year > Drug / Surgical Selection Committee < ,
(December) headed by CMO makes the suggestion Sr. Pharmacist
¢ Sr. Pharmacist

Refer to the procedure of MAO (chart No.QMD / MAO) |
up to the stage of Administrative approval for the estimate | Supdt., Dy.CMO

value approval by the Chairman.

Estimate medicines / Surgical called for e-quotations. | Sf- Pharmacist
L1 firms selected and sent for final approval of Supdt., Dy.CMO
Chairman through Finance Department.
v

Following the approval of Chairman, Purchase Orders|
are prepared with Inventory Control in the system. Srfpharmacist (Stores)

| Place the Purchase order. | CMO
On Collection of materials boarded by transport agencies on Door delivery of | _Pharmacist

consignment and bills entries made in the Way Bill Register QOMD/MMS/RWB

Pharmacist (s)

Unpacking, checking, counting, storage & enter in the system.
Attender
—— - - ¢ §r. Pharmacist (S)
Certifying and endorsing the bills before forwarded to MAO Dy. CMO
v
| Scrutinising Indents of various units and issue of materials | Pharmacist (s)
* Unit in-charge

Transportation of materials vehicle needed arranged by concerned unit
v .
Entering stock position in the system. |« Pharmacist (S)

v
Handling and safe keeping of materials. Recording process |¢___Pharmacist (S)

¢ Attender
- - — Sr. Pharmacist (S
Survey reporting of expired medicines etc. < : )
Superintendant, Dy. CMO
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Supply of materials for indent

Input / Ref. Documents Activities Responsibility / Qutput

Duty Pharmacist / Nurse/ Dresse
Indent created by sections viewed | <

=

at Medical Main Stores. Lab Tech. / Radiographer
A 4
Verifies the indent with availability of stocks Sr. Pharmacist (S)
and enters in the system. <
Y
Materials taken from stock counted Attender / Pharmacist (S)
and counter checked M.O./SMO / Sr. DY.

l

Sr. Pharmacist (S)

<
<

Issue of materials

A 4

Duty Pharmacist / Nurse/ Dresser
Verifies and collects materials <

Lab Tech. / Radiographer
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Organization Chart - Pharmacy

CHIEF MEDICAL OFFICER

SENIOR DY. CHIEF MEDICAL OFFICER

Dy. Chief Medical Officer

Senior Medical Officer

\ 4
Pharmacists

v

Hospital Attendants
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RISK ASSESSMENT AND RISK TREATMENT

RISK CONTROL METHOD/PROCESS

e |Intend Proper Intend

KEY PERFORMANCE INDICATOR:
Verifying new stock in 3 working days and issuing of indent the next day

ACTION TO ADDRESS RISK AND OPPORTUNITIES
We determined the risks and opportunities related to its environmental aspects (see 10.2),
compliance obligations (see 10.4) and other issues and requirements,

Sli ASPECT IMPACT CONTROL

NO METHOD

1 Disposal of discarded Land SEA/240CP/4
medicines, contaminated pollution
drugs and out-dated
medicines

2 Generation of dry waste Land SEA/250CP/10
like cartons and boxes. pollution

Reference Standard Requirement

ISO 14001:2015, Clause: 6.1.1
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Hazard Identification, Risk Assessment and Controls

Sl

HAZARD RISK CONTROL
NO METHOD
1 Generation of dust and Infection SOP/4
garbage
2 Generation of dry wastes Infection SOP/2
like box and cover
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REGISTERS :
Sl REGISTERS CODE RETENTION
No. PERIOD
1. DDA register QMD / MMS / RDD Permanent
2. Indent originals register QMD / MMS / RIO 5 Years
3. Way bill register QMD / MMS / RWB 5 Years
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