OBSERVATION HOME & SPECIAL HOME, BOUDH

No..22:2../DCPU/BOUDH Date: _(05+0.C. 9022
ADVERTISEMENT

Application are invited from the eligible candidates for different posts in
Observation Home (OH) & Special Home (SH), Boudh following the process of engagement
as laid down in the Resolution No. 10102/WCD-CW-MISC-0023/2020 Dt-15.09.2020 issued
by the Woman & Child Development Department, Govt. of Odisha, Bhubaneswar and as
decided by the Selection Committee Constituted for the purpose. The posts are purely
temporary, time bound and coterminous with the scheme or depending on the satisfactory
performance whichever is earlier. The period of engagement will be initially for one year
and may be extended further depending on the performance appraisal report every year.

Eligible candidates may submit their applications with all required documents and
testimonials addressed to the DCPO - cum-In-charge Superintendent, OH& SH, Boudh, Office
of the District Child Protection Unit, District Museum Campus, Boudh, 762014 latest by
r?—g-g-Zl.- through Speed Post / Registered Post only. Separate applications in sealed
cover is to be submitted against each post super scribing the post applied for on the top of
the envelope. Application received after stipulated date or time or by hand or any other
mode shall not be entertained and will be rejected. The authority reserves the rights to
cancel the advertisement in response to a single post or all posts without assigning any
reason thereof. Details of vacancies, eligibility criteria, application form, other terms and
conditions are available in the district website: www.boudh.nic.in
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PROTOCOL FOR ENGAGING NEW STAFF FOR CCI (OBSERVATION HOME) & SPECIAL HOME
(SH) BOUDH WITH REFERENCE TO RESOLUTION NO.10102/WCD-CW-MISC-0023/2020 DT-

15.09.2020 ISSUED BY THE WOMEN & CHILD DEVELOPMENT DEPARTMENT,
GOVERNMENT, OF ODISHA.

The vacant of staffs in Observation Home (OH) & Special Home (SH), At- Brundabana
Po- Kelakata Block- Harabhanga District- Boudh will be recruited as per the post prescribed
in the Child Protection Service (CPS) guidelines and as per the qualifications prescribed in
GIA guidelines 2020. The posts are purely temporary, time bound and co-terminus with the
scheme or depending on the satisfactory performance whichever is earlier. The period of
engagement will be initially for one year and may be extended further depending on the
performance appraisal report every year.

1. The District Inspection Committee shall make quarterly inspection and assess the
performance quality of staff and the staffing structure in OH & SH.

l. The staff strength of the institution will be maintained as per the CPS guidelines,
and as revised from time to time. Any vacancy in the institutions shall be
reported to the District Administration and will be filled-up from the panel
recommended by the selection committee following the procedure outlined in
GIA guidelines.

iii. The District Inspection Committee shall conduct an assessment of the current
staff position in the OH & SH and intimate the vacancy position to the District
Collector. ‘

v. The recruitment to new/vacant post shall be cc.xducted through a transparent

procedure including advertisement for the post in at least two widely circulated

newspapers by the management. The funds for the advertisement will be spent
by the OH & SH from its contingency budget, DCPU of the concerned District will
facilitate the process.

How to Apply

Eligible candidates may submit their applications with all required documents and
testimonials addressed to the DCPO-cum-In-charge Superintendent, OH&SH, Boudh, Office
of the District Child Protection Unit, District Museum Campus, Boudh, 762014 latest by
XX - -2 through Speed Post / Registered Post only. Separate applications in sealed
cover have to be submitted against each post super scribing the post applied for on the top
of the envelope. Application received after stipulated date or time or by hand or any other
mode shall not be entertained and will be rejected. The authority reserves the rights to
cancel the advertisement in response to a single post or all post without assigning any
reason thereof. Selection of candidates will be made on the basic of the procedures
specified in the Resolution No. 10102/WCD-CW-MISC-0023/2020 Dt-15.09.2020 issued by
the Woman & Child Development Department, Govt. of Odisha, Bhubaneswar and as
decided by the Selection Committee constituted for the purpose.

V. The following document have to be attached with the application forms: -
(Application form is enclosed below)

a. Self-attested photocopy of Certificate and mark sheet in respect to qualification
of the candidate for Under-Matric (For specific posts). HSC, CHSE, Graduation,
Post-Graduation or any other professional degree.

b. One recent self-attested colour photograph (3.5 *4.5 size) should be affixed to
the application form. .
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Vii.

c. Certificate of experience issued from previous employer or any other institution if
any.

d. Self-declaration regarding noninvolvement in any criminal activities especially
child related offences.
The concerned OH&SH will make a list of the applicants received for different
position separately and submit it to the Selection Committee comprising the
following member. ‘

Collector & District Magistrate, Boudh — Chairman

Addl. District Magistrate, Boudh- Member

Sub-Collector, Boudh-cum-Secretary, OH&SH- Member

Retired Educationist /Administrative Official from the locality — Member

DCPO-Cum-In-Charge Superintendent, OH & SH, Boudh — Member

Chairperson, Child Welfare Committee, Boudh- Member

Member, Juvenile Justice Board , Boudh — Member

The quorum of the committee be one third of the members

Vili. The recruitment shall be on the basis of career marking as per weightage

assigned below or the selection committee decides as think fit and proper.

ix. Preference will be given to the candidates who have past experiences in working
with children in conflict/contact with law (CICL).
X. The mark obtain from personal interview shall be added to the weightage mark
and final selection will be made.
Weightage of Marks: -
SL. No | Qualification Weightage
1 Secondary 10
2 Higher Secondary 15
3 Graduation 25
4 Post- Graduation : 30
5 Any other professional course / Training related to child | 10
rights and its protection or MPhil, PhD etc.
6 Work Experience related to CICL 10
Total 100

Xi.

The merit list shall be drawn up on the basis of weighted percentage of marks
obtained in all the 6 categories mentioned in the table above. In case more than one
candidate has equal marks, the candidate with past experience of working in child
rights will be given preference. The decision of the Selection Committee in this
regard shall be final.

The Selection Committee shall make and recommend the name of 5 candidates
for each position if found suitable in order of preference to the Governing Body
of the institution for appointment against vacant positions. The candidates
scoring the highest marks will be called for a verification of certificates prior to
issue of appointment order. The panel will be valid for 1 year from the date of
finalization.
A. Any joining or exit of employees shall be done with the prior approval of
the concerned District Magistrate and Collector.
B. The list of appdintees shall be submitted to the District Child Protection
Officer and Director, OSCPS for due information and record.



xiii.

Xiv.

Xv.

The Governing Body of OH & SH will be the authority to issue the engagement
order to the staff.

The OH & SH applying for this component of the GIA should also have a
Human Resource Management Policy for its staff which should cover leave
norms, job responsibility, working hours, reporting norms performance appraisal
criteria and disciplinary proceeding etc. the OH & SH shall decide the
continuance service of its staff based on the annual performance appraisal.
Number and names of positions lying vacant (along with period) should be
mentioned in the Utilization Certificate and annual applications for GIA.

The District Inspection Committee (DIC) shall verify the details (position, name,
qualification, experience, recruitment procedure, performance, etc) during its
visit to the OH & SH. In case the District Inspection Committee finds any
discrepancies in the recruitment procedure, in performance of any staff, if the
activity of any staff is going against the interest of the children, the DIC can
recommend the management of OH for taking action as deemed proper.

The required age of candidates as on the first day of the year of the publication
of recruitment notice shall be with limit to lower age:21 years and upper age:45
years.

Required qualification and remuneration for various vacant positions (Purely Temporary)
in Observation Home, Boudh.

SL | Type of Position | No of Position | Required Qualification Remuneration
No Vacant per Month (in
Rupees)
1 Counselor 1 (Male/Female) | Post Graduate in 17,500.00
Psychology/Psychiatry Social Work
(Preference will be given to the
candidate possessing special
course in rehabilitation and
vocational training)
2 Probation 2 (Male) Master’s Degree in Social Work/ | 17,500.00
Officer/Case Sociology/Psychology
Worker/Child
welfare Officer
3 House Father 2 (Male) Graduate in Psychology/Sociology/ | 11,000.00
Home Science
4 Paramedical Staff | 1 (Male) Pharmacist having diploma /| 9,000.00
degree from the institution
recognized by the Govt. of India.
5 Store Keeper- | 1 (Male/Female) | P.G. Preferably in Commerce /| 14,000.00
Cum- Accountant M.B.A (Finance)
6 Cook 1 (Male) Under Matric (8" - 10™ 7,500.00
7 | Helper 1 (Male) Under Matric (8" — 10" 6,000.00
8 | House Keeper 1 (Male) Under Matric (8" — 10 6,000.00




APPLICATION FORM

- PERSONAL DETAILS
Application for the post of
(Separate applications for specific
post) Affix Recent self-
attested Color
Applicant’s Name (In Block Letters) Photograph
Address for Correspondence Permanent Address
Phone Number e-Mail
1D
Date of Birth Sex(Tick) | Male Marital | Unmarried
(DD.MM.YYYY) Female Status Married
Caste
Mother’s Name Father’'s Name
Nationality

Educational Details Attach Photocopies of Certificate & Mark sheets.

Qualification Name of the | Duration School/ Subject/ %/ Full time
Qualification | From | to | College/ | Specialization | Grade / | /part time /

Awarded University Division | Distance

learning

Under Metric (Only for
the post of cook, Helper
& House Keeper)

Secondary(Matriculation)

Higher Secondary
Education(+2)

Graduation

Post-Graduation

Others

Employment Details (Previous) attach self — Attested Photocopies of Experience
Certificate.

Name of the Designation Key responsibilities | Period
Organization Handled ey T0




Current Employment — Attach Proof of Current Employment

Name of the | Designation Responsibilities Working From Monthly
Organization Handled
Computer Literacy

Package / Applications

Details of Exposure Proficiency

Language Proficiency

Language

Ability to Converse Ability to read

Ability to Write

English

Hindi

Odia

Other(Specify)

Referees two persons to whom you have reported professionally in the recent past whom
we immediately approach for a reference.

Referee-1

Referee-2

Name

Address

Organization

Designation

Phone/Mobile

E-Mail ID

with the Referee.

Your Professional Relationship

Declaration:

| do hereby declare that the foregoing information is correct, genuine and correct to the
best of my Knowledge and belief and nothing has been concealed or distorted in it. -

Further, it is declared that, | have never been involved in any criminal activities especially
in child related offences and no police case has been lodged me in the past. If anything
found contrary to above declaration, my candidature will be rejected and | will be liable for
disciplinary action.

Place:
Date:

Signature of the Applicant




JOB TOR FOR THE STAFF WORKING IN CCI (OBSERVATION HOME & SPECIAL HOME)

8

Counselor:

Each CCl (Observation Home & Special Home) shall have a counselor for providing
counseling services to children in Conflict with law as well as their parents and families.
The Counselor shall provide Psycho-Social counseling to the Children in Conflict with
Law / CNCP children.

Counselor shall also help the DCPU/CWC/JJB as and when required in counseling the
children.

He/ She will help the superintendent in preparing CSR & ICP. He/ She will prepare plan
of action for Social Re-integration and Rehabilitation.

He/ She shall maintain the records of counseling both in hard and soft copy & report the
progress of the children regularly to the Superintendent of the home.

Any other duties assigned by the authority from time to time shall be complied by the
counselor without any hesitation.

Probation Officer/Child Welfare/ Case worker:

(1) Every Probation Officer/Child Welfare Officer/Case Worker in the CCI (Observation
Home & Special Home) shall carry out all direction given by the Board or the
Children’s Court.

(2) The Probation Officer/Child Welfare/Case Worker shall establish Linkages with
voluntary workers and organizations to facilitate rehabilitation and social re-
integration of the children and to ensure the necessary follow up.

(3) The Probation Officer/Child Welfare/Case Worker available in the CCl (Observation
Home & Special Home) at the time of receiving a child shall interact with the child
received with a view to put the child at case and befriend him and shall supervise the
process of receiving of the child. '

(4) On receipt of information from the police or Child Welfare Police Officer or on arrival
of a child in the CCl (Observation Home & Special Home), the Probation Officer/
Child Welfare Officer/Case Worker shall forthwith conduct social investigation of the
child through Personal interviews with the child and his family members, social
agencies and other sources, inquire into antecedents and family history of the child
and collect such other material as may be relevant, and submit the Social
Investigation Report to the Board or the Committee or the Children’s Court, within
fifteen days.

(5) All the children in the CCI (Observation Home & Special Home) Shall be assigned to a
Probation Officer/ Child Welfare Officer/Case Worker and such Probation Officer/
Child Welfare Officer/Case Worker shall be responsible for the child assigned to him
in all respects viz, care and development of the child, reporting to the Board or the
Committee or the children’s Court about the child or maintaining the child’s record
in the CCI (Observation Home & Special Home).

(6) Upon assignment of the child to a Probation Officer/ Child Welfare Officer/Case
Worker, the Probation Officer/Child Welfare Officer/Case Worker.

(i) Prepare the case file of the child. '

(ii) Maintain the Protective Custody Card in Form 41.

(i)  Prepare and maintain the medical record of the child and ensure that the
treatment of the child is not interrupted or neglected:

(iv)  Meet the child every day to ensure his safety, welfare and development, assist
the child to adjust to the life in the CCl (Observation Home & Special Home). A
Newly received child be met more often than once a day;



(v) Gather information about the child within the initial five days to ascertain the
child’s education, vocational status and aptitude and emotional status.

(vi) Have the necessary medical or mental tests, assessments and examinations of
the child conducted; .

(vii)  Study the reports and prepare in consultation with the child and his family
members.an individual care plan for the child in from - 7 for the period pending
inquiry, to be placed in the case file of the child. The Probation Officer/Child
Welfare Officer/Case Worker may consult the counselor, psychologists or such
other person as he deems fit in this regard;

(vii)  In keeping with the individual care plan, a daily routine shall be developed for
the child and explained to him;

(ix)  Ensure that the child adheres to the routine activities so developed and take
timely reports form the caregivers in this respect;

(x) Review periodically the implementation and effectiveness of the individual
care plan and if necessary, suitably modify the individual care plan in from - 7
and/or the routine activities of the child with the approval of the Management
Committee;

(xi) Resolve the problems of the child and deal compassionately with their
difficulties in life in the Home; '

(xii)  Participate in the orientation, monitoring, education, vocational and
rehabilitation programmes in respect of the child and attend teacher meeting
in schools in respect of children assigned to them;

(xiii)  Attend proceedings of the Board or the Committee or the Children’s Court and
furnish all information and file all reports that may be called for;

(xiv)  On receiving the copy of the order of declaration of age, to make the necessary
changes in the record as regards the age of the child if any changes required
and to place the copy of the said order in the file of the child;

(xv)  Participate in the pre-release programme and help the child to establish
contact which can provide emotional and social support to the child after the
release;

(xvi) Maintain contact with the children after their release and extend help and
guidance to them; _

(xvii) Visit regularly the residence of the child under their supervision and also places
of employment or school attended by such child and submit fortnightly reports
or as otherwise directed.

(xviii) Accompany the child wherever possible from the Board or the Committee or
the Children’s Court to CCl (Observation Home & Special Home) as the case
may be;

(xix)  Maintain record of the next date of production of the before the Board or the
committee or the Children’s Court or medical treatment and ensure the
production of the child before the Board or the Committee or the Children’s
Court or for medical treatment on the said date;

(xx)  Maintain the registers as may be specified from time to time;

(xxi)  Any other assigned by the Person-in-charge of the CCl (Observation Home &
Special Home); . .

(7) The Probation Officer/Child Welfare Officer/Case Worker who has been assigned
the duty of verifying the daily cleaning in the premises of CCl (Observation Home &
Special Home) shall do so twice a day, one after the morning cleaning and the other
after the evening cleaning. The Probation Officer /Child Welfare Officer/ Case
Worker shall make a note of the same in the house-keeping register.



(8) The Probation Officer/Child Welfare Officer/Case Worker who has been assigned the

duty of verifying the daily cooking shall make a note of the same in the Meals
Register. In respect of every meal. '

(9) Other responsibilities of Probation Officer/Child Welfare Officer/Case Worker are as

(i)
(i)

(iii)
(iv)
(v)
(vi)

(vii)

(viii)

(ix)
(x)

(xi)
(xii)

(xiii)

(xiv)

(xv)

(xvi)

(xwvii)

(xwviii)

(xix)

follows;

To conduct social investigation of the child in From-6;

To attend the proceeding of the Board and the children’s Court and to submit
reports as and when required;

To clarify the problem of the child and deal with their difficulties in institutional
life;

To participate in the orientation, monitoring, education, vocational and
rehabilitation programmes;

To establish co-operation and understanding between the child and the person-
in charge;

To assist the child to develop contacts with family and also provide assistance to
family members; :

To participate in the pre-release programme and help the child to establish
contacts which could provide emotional and social support to the child after
release; _

To establish linkage with Probation Officers in other Districts and States for
obtaining social Investigation report, supervision and follow-up;

To establish linkage with voluntary workers and organization to facilitate
rehabilitation and social reintegration of children and to ensure the necessary
follow-up;

Regular post release follow-up of the child externing help and guidance,
enabling and facilitating their return to social mainstreaming;

To Prepare the individual care plan and post release plan for the child;

To supervise children placed on probation as per the individual care plan;

To make regular visits to the residence of the child under his supervision and
places of employment or school attended by such child and submit periodic
reports as per Form-10;

To accompany children wherever possible, from the office of the Board to the
observation home, special home, place of safety or fit facility as the case may
be;

To evaluate the progress of the children in place of safety periodically and
prepare the report including psycho-social and forward the same to the
Children’s Court;

To discharge the functions of a monitoring authority where so appointed by the
Children’s Court;

To maintain a diary or register to record his day activities such as visits made by
him, social investigation reports prepare by him, follows up done by him and
supervision reports prepared by him;

To Identify alternative of community services and to establish linkages with
voluntary sector for facilitating rehabilitation and social reintegration of
children;

Any other task as may be assigned;



House Mother/ House Father:

(1) Every house father or house mother shall abide by the direction of the person-in-
charge.

(2) The general duties, functions and responsibilities of a house father or house mother

shall be as follows;

(i) Handle every child in the CCI (Observation Home & Special Home) with love and
affection; ' '

(ii) Take proper care of the child and ensure his welfare;

(iii) Provide each child upon his reception with all necessary supplies like clothing,
toiletries and such other items required for daily usage;

(iv) Replenish the provisions or supplies as per scale and need of the child;

(v) Maintain discipline among the children;

(vi) Ensure that the children maintain personal cleanliness and hygiene;

(vii)  Look after maintenance, sanitation and maintain hygienic surroundings;

(viii)  Implement the daily routine of every child in an effective manner and ensure the
participation of the children;

(ix)  Look after safety and security arrangements in the CCl (Observation Home &
Special Home)

(x) Escort the children whenever they go out of the CCl (Observation Home &
Special Home) fore purpose other the production before the Board or the
Committee or the Children’s Court;

(xi)  Report to the person-in-charge and to the child welfare Officer about the child
assigned to the child welfare officer.

(xii)  Maintain the registers, relevant to their duties.

(xiii) Any other duty as may be assigned by the person-in- charge of the CCl
(Observation home & Special home).

Store Keeper-cum-Accountant:

(1) Maintenance of accounts and record keeping like cash book, ledger, journal,
Register, Journal Voucher, Vouchers(Debit/Credit), Bank reconciliation statement
etc.

(2) Support for preparation of District Budget for preparation of PIP at state level.

(3) Preparation of budget for any programme conducted at district level as per
approved cost norms and indicates the heads under which the expenditure will be
booked.

(4) Preparation of monthly financially report and Utilization Certificate at district
level.

(5) Submission of SOE and Utilization Certificate to the W & CD Department.

(6) Stock entry, issue of stock and maintenance of stock register (dead/consumable
stock register).

(7) All Financial file shall be endorsed through accountant and the accountant should
check and verified the stock entry and fund status before release of payment.

(8) The accountant shall be the member in a procurement committee at district level
for DCPU.

(9) Participate in financial review of CPS activities at various level.

(10) Maintenance of record and documents digitally in the system of the
institution.

(11) Any other duty assigned by the authority.



Paramedical staff:

(1) Provide first aid other medical aid like administration or medication as per
doctor’s advice.

(2) Regular medical check-up the inmates in the home.

(3) Coordinate with health Dept.in consultation with the superintendent in order to
provide any kind of medical support to the children.

(4) To extend primary medical help at the time of emergency.

(5) To intimate the superintendent of the home at the time of any ‘medical
emergency among the children for better solution.

Cook:

(1)
(2)
(3)
(4)
(5)

(6)

Ensure timely and hygienic meals for the children (4 times a day) as per the
prescribed menu of the home.

Ensure quality of food by purchasing good quality locally available items.

Provide special meals on holidays, festivals and for sick children.

To maintain records of the meals/stock of items and use the same during
cooking of food with an intimation to the superintendent.

To intimate the status of stock of food items to the superintendent for prior
purchase of the same.

Any other duty assigned by the authority shall be provided as and when
required.

Helper:

(1)

(2)
3)

Provide support to the cook in maintaining timelines and quality of meals being
cooked for children.

Clean the cooking utensils and the kitchen post every round of cooking.

Any other duty assigned by the authority shall be provided as and when
required.

House keeper:

(1)
(2)
(3)
(4)

Maintain cleanliness in the premises.

Ensure cleaning and washing of utensils, clothes, bed sheets etc. of the home.
To maintain hygienic inside the dormitory as well as in the premises.

Any other duty assigned by the authority shall be provided as and when
required.
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