Job description of HESM


Primary responsibilities of Health and Education Managers (HESM’s)-:


· Health and Education Manager must submit their advance tour plan for the coming month at Head office & Regional office before or till 25th day of the Month on the tour plan portal.
· HESM’s must ensure the submission of hard copy of the advanced tour plan at their base branch latest by the end of the month in which plan is prepared.
· Achievement against the tour plan will be submitted at head office latest by 5th day of the following month.
· HESM’s will ensure their assigned visits in given Manner:
· In the Region where only one HESM is deployed, He or She must cover all the assigned Branches at the time span of 45 Days. Tour plan will be submitted accordingly.
· The Region where 2 HESM’s are deployed and assigned 12 Branches, their HESM’s has to cover all the assigned branch visits in that particular Month Only.
· In the Region where 4 HESM’s are working and assigned for 6 concern branches, so in that case each HESM’s has to cover all the assigned branches at least thrice in a month.
· The Concern HESM’s will ensure their GPS tracking during their branch & center visits. In case if not done then it will not be marked as achievement against the plan submitted.
· During the branch visits, HESM’s will share HES program updates with the branch staffs and to aware them of the current ongoing activities of the department.
· In case of change in tour plan, HESM’s must inform and take the approval of the change in plan submitted from their higher supervisors one day prior only. Only two times change in tour plan will be entertained in a month with valid reason for the change.
· In leave cases, which will be applied only through the leave portal and duly approved by concern supervisors.

Duties of the Health and Education Managers-HESM’s-:
Health Services: -


CHF PROGRAM: -

1. HESM’s will ensure two Centers Visit at their visit day for observing different programs of health department related to CHC.
1. HESM’s Must Check CHF Presentation & Communication Skills during their module delivery at Center meetings.
1. If Staff visit the CHC Center, then he must write all the observations regarding CHC in her Monitoring register with suggestions & observation in the register carried by the Concern CHF & CHF Must carry one Monitoring register while going in the field.
1. HESM must Observe the Following points in CHF while communicating in the field by her: -

· Regarding Sanitation & Menstrual Hygiene.
· Regarding Livelihood Activities (Sale of SNP)
· Regarding CHC Program 
·         Regarding CEC Program

1. HESM must go to the branch and there they must be meet with all the CHF & discuss with them all the programs & collect Performance Sheets.
1. All Trainings regarding CHF Refresher Training, & other partner’s Meeting must be done on timely basis.
1. [bookmark: _Hlk511310834]HESM must ensure that CHF Recruitment done on time.
1. HESM must prepare CHF Training Observation Report.
1.  HESM must prepare CHF training calendar and share it with HO team till 15th of next month.
1. HESM must prepare CHF tour plan and share it with HO team till 10th of the month.


CHC (Cashpor Health Clinic): -

1) HESM’s must ensure following things during their visit at CHC organized at branch-check medicine expiry date, maintain the patients & medicine register, check doctors slip to ensure registration number & signature on slip, required medical equipment’s –stethoscope, BP machine etc. If any doctor is using plain paper for prescription, then he must put his stamp, doctor’s registration no. & must his sign on it.
2) HESM’ must keep one copy of doctor’s registration & agreement copy duly signed with both parties mentioning all the agreed term and conditions at regional office, concern branch office and at Head Office.
3) If MHC held, all the HESM’s must ensure timely deposit the collection done from conducting CHC program in the account of Regional Cashpor Micro Credit Account.
4) HESM’s must plan each MHC properly to ensure with minimum 50 patients during the Camp.
5) In Case of Postponement/Cancellation of the planned CHC, Prior information, and approval regarding the same must be taken by the HESM’s from their immediate supervisor of the department.
6) With deposit slips of MHC collection there must be attached register details of patients & collection.
7) HESM must renew their CHC room arrangement before the upcoming expire month.
8) MDR Register must be kept for medicines. MDR Details must have Branch Name, Date of MHC, Client Name.
9) Training to be conducted by HESM for CHFs, HCAs, CM, ABM & BM regarding how to use all medical equipment, electronic gadgets, computer hardware and make calls through M - Swasth application for all CHC.
10) All the registers should be updated on regular basis: -
             a. CHFs/HCAs attendance register, MDR & MSR register.
b. CHC Asset register (assets with serial number of assets).
c. Visitor remark register
d. Key register of CHC handover and takeover daily. 

11) Medicines stock available at CHC should be cross checked and verified with M-Swasth         team in writing and same must be updated in the application weekly.
12) While receiving medicines in regional office, checking of expiry date quantity to be     verified by the appointed ROE of the concerned region. A confirmation mail and text through phone should be sent to M- Swasth, HESM & HO by ROE.
13) Dispatching of medicines to the clinic from regional offices should be done within the week and ROE should dispatch medicines through messengers/HESM and inform BM, HESM, CHIB & HO through email, call & WhatsApp message.
14)  Registered patients should get the consultation if not registered, then the patient should be enrolled to avail the benefit of this preventive healthcare program. No call or group call to be made at center meetings only individual beneficiaries should make call to doctor form their house.
15) M- Swasth application should be installed at all CHC computers and video call must be     made through google meet only.


· REGARDING SANITATION: -

1. Sanitation Loan Proposal must come from those areas where Health session have been given by CHF’s.
1. HESM’s will ensure that CHF will check all Sanitation loan (utilization check (LUC) + Product utilization check ` (PUC) of the concerned branch.
1. HESM will check 45% of WATSAN loan disbursed by the Branch through Sugam.


·    PARTNER: -

1. Good liaising & coordination to be maintained with partners in the field, healing field staff etc.


· SETTLEMENT: -

1. All bills during the settlement must be check by HESM properly and timely settlement must be done.
1. Vendor must be empaneled where there is No GST.


Education Services

1.     CEC (CASHPOR EDUCATION CENTER): -
 
· All HESM’s will ensure at least one visit to all the CEC center in a month which are running in the Cashpor operational area. In Case where only one HESM is working, he/she has to cover at least 50% of the CEC Centers running in that particular region.
· During the visit of CEC centers, HESM’s must update the CEC checklist in application. He/ She has to examine & ensure that all the required registers are maintained in proper format and as per standard operating Procedure (SOP).
· He/she must also ensure that all the necessary equipment required related to smooth functioning of CEC should be present at the center in working condition.
· HESM’s must check and match all the equipment related to CEC which is present at the center from the stock registers. In case of any variation, he/she must inform the concern supervisors and take necessary action as per their instructions provided.
· All the HESM must coordinate with the CEC teachers to conduct baseline grading in first quarter and end line grading of the students in last quarter. They will also ensure Updating of the record and progress report in the progress updates register.
· Tutors will have to ensure the grade appropriate batch wise classes along with the proper adhering of the timetable maintained at the CEC center.
· For Monthly parent’s teacher meeting’ HESM’s must ensure that teacher is organizing the monthly parent’s teacher meeting and record of the minutes is updated in the register.
· HESM must capture the data of new children from their last visit and enroll them in the application. In same way, he/she will examine the children who is absent from last month, for that HESM will examine the reason and put them in suspended/Dropout column of application.
· In case of Teacher dropout at any CEC center due to his/her personal reasons, HESM’s with the support of Branch team will assure the recruitment of new teacher within time span of 7 working days.
· For fees collection against our plan, HESM’s will have to ensure the timely & targeted fees collection. He/she must also ensure that the proper record of the fees collection has been updated in the register kept at branch.
· The concerned HESM’s will have to ensure the timely submission of the teacher’s honorarium sheet of their concern region for timely payment of honorarium.
· HESM’s must keep the record of the new joining teacher and the dropout of the previous teacher. Required copy of the teacher’s documents must be submitted at branch office, regional office & Head office level.
· In case of room rent, wherever we hired rooms for opening of new CEC/ reallocation of the CEC at new place. Proper agreement is to be done with the owner to ensure the payment through the accounts. Required copy of the landlord’s documents must be submitted at branch office, regional office & Head office level.

