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Daily Activities Calendar

FORENOON

AFTERNOON

Drinking water samples testing, during supply hours (Morning & Evening).
Identification of Pipeline leakages, observation of Valve pits for leakages.
Inspection of Open Drains chocking areas and inform to sanitation secretary for
rectification.

Attending Execution of civil works including Housing, Nadu-Nedu/water leakage
repairs and street light repair works.

Inspection of WTPs, Pump houses, Service Reservoirs.

Observation of low-pressure areas and tail end points supply.

Recording of complaints from public regarding issues of water supply, repairs to
drains and roads etc., Identification of UGD manholes overflow.

Visiting Spandana and Puraseva grievances received and interacting with
citizens regarding their problem.

Preparation of estimates/DPRs for infrastructure works including Housing and
Nadu-Nedu.

Updation of Grievances (Spandana/PGR module) and preparation of reply
reports.

Recording of M. Books and maintenance of field registers during the execution
of works, capturing work photographs, following of inspection of Reporting
Officers.

Conducting quality control tests during execution of works and maintaining
standards as per IS Codes.

Road maintenance works such as identification of pot holes, repairs &
preparation of estimate proposals

Receipt of New Water Tap connection & UGD connection applications from the
public.

Identification of Individual Toilets/processing for sanctions/execution.
Updating Field Visit Register as per Check-slip.

Attending office work such as
preparation of Bills,

Preparation of Progress
Reports,

Quality Control Reports,
Updation of Registers

(Complaint register, Roads
Register, Drain Register, Water
Supply pipeline, Asset Register
Meeting with Departmental
officers/ Higherups,
Interaction with drawing
branch for tenders, agreement
of works etc.

Managing the counter in office
as per the term schedule
communicated by the
Administrative Secretary.
Attending other duties and
Govt. Flagship programmes as
required by the  Higher
Authorities.

File clearance.
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Monthly Activities Calendar

Day Activities (Week Wise)
1st Week 2nd Week 3rd Week 4th Week
Monday Inspection of WTPs Inspection of Inspection of Open spaces & Inspection of Housing
Municipal Schools proposals for development construction.
Nadu-Nedu.
Tuesday Review meeting with Review meeting Rain water Harvesting Structures Inspection of Burial
Ward Volunteers at with Ward in Public Buildings, Parks, open | Grounds & Its maintenance
Secretariat office Volunteers at sites, Review meeting with Ward Review meeting with Ward
Secretariat office Volunteers at Secretariat office Volunteers at Secretariat
office
Wednesday | Meeting with Municipal Inspection of Inspection of Parks, Avenue Inspection of roads and
Engineer & higher Community Halls/ plantation & Its maintenance drains along with planning
authorities. Municipal staff to prevent
buildings. encroachments.
Thursday Recording of Water Convergence Identification illegal water/ UGD Mass Plantation in wards
Meter Readings for meeting with ward | connections and informing higher | Convergence meeting with
Commercial & resi - secretaries authority. Review on Service Level ward secretaries
dential connections. Indicators for water supply,
Convergence meeting Convergence meeting with ward
with ward secretaries secretaries
Friday Visiting community Capacity Building Updation of HSC connections Conduct of ward sabha with
toilets & public toilets and Training during the month & submission ERs, NGOs, RWAs and
for their hygienic related activity. to Revenue Section other Associates for
condition. beneficiary selection,
recommendations, basic
service maintenance issues
and other activities.
Saturday Inspection of ELSRs Second Saturday Inspection of Greenery, Preparation of fortnight
and its cleaning. beautification & maintenance reports.
works
Sunday Holiday Holiday Holiday Holiday

Ward Secretariat Functionaries
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Seasonal Activities Calendar

Season

Activity

Summer season
(March to June)

Focus on uniform distribution water to all areas, and tail end areas through piped
supply and through water tankers.

Special care to avoid water contamination by pipe leakages, shifting of taps, crossing
of drains, etc.

Establishment of "Cooling Water Centres" (Chalivendram)

Providing Temporary shelters during Heat wave period.

Providing Open Water Tubs for Animals/Birds.

Focus on Water Quality tests to maintain the Chlorine levels in supplied water.
Desilting of major out fall drains.

In addition to the daily activities, the Ward Amenity Secretaries shall perform the Specific
activities during the season, as per the priority

Rainy season
(July to December)

Readiness for clearing of blocks in the drains by keeping available with Diesel Pump-
sets/Motors to avoid inundation of low-lying localities.

Focus on Water Quality tests to maintain the Chlorine levels in supplied water.
Monitoring of Turbidity of water

Specific Water Tests such as e-coli, to prevent water contamination.

Immediate action for removal of fallen trees during heavy rains.

In addition to the daily activities, the Ward Amenity Secretaries shall perform the Specific
activities during the season, as per the priority

Ward Secretariat Functionaries @ Ward Amenities Secretary




Annual Activities Calendar

Month Activity
January | Summer Action Plan Proposals for Water Supply
February | Implementation of Summer Action Plan
March Pot Holes filling for Roads, Man Holes Repairs, Valve Pit Repairs
April Desiltation of Drains & Special focus on watering of plantation
May Desiltation of Drains
June Focus on Water Quality Tests and monitoring
July Mass Plantation
August Mass Plantation
September | Mass Plantation in respective wards, Furnishing of M. Books and other relevant records for Audit
October | Stakeholders meeting for preparation of annual action plan.
November | Budget Preparation- works proposals, maintenance proposals etc., Preparation of Administrative Report
December | Summer Action Plan Proposals for Water Supply & School repairs and provision amenities such as fans,

lights, water supply for exam preparation of Students.

Ward Secretariat Functionaries @ Ward Amenities Secretary
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