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Flow Chart of Recruitment Process

Recrament profess woll e povoernad | a5 pér BT reguiations adopted by BOG fram tume ta

Advertement

\NZ

Receiving of Applications

N

Shart listing of candidates {an merit)

N\

Intarviow

N\

Email to selected candidates/Job offer

N

Contract signing

N2

Charge Assumption (Subject to Medical Fitness & Facial Scanning)

N\

Durections to repart an duty station

7

HR communication to Finance Department abaut new employere
Performance Evaluation of Prabation Period by Reporting Otficer
(Dean, HD, MD, HOD, Supervisar)

\Z

Approval/Disapproval of BOG for contract extension/ repularization

N

Communication to the employee by MR about BOG decision

i

L]
Fass LN M paiin hEaleug
& Pt Tl

Prod [ newk ¥ sl i
LT Y

1% LB b i v g Bl bl LT TR e

imi Fam Wamlwr fam

Zip e I e

Scanned with CamScanner



Attendance Policy

Hng de JCes installed af the

1 Attendance of each employee shall be marked through the facial scan
designated places of the Govt Khawaa Muhammad Safdar Medical College, Sialkot and Allied
Instatutions as per the duty roster

2 Facul scanning 15 mandatory for all Employees of the Govt. Khawaja Muhammad Safdar Medical
College, Siatkat and Allied Institutions. No other form of attendance shall be accepted except in
accordance with this policy

3 Attendance shall be marked, first, at the time of entry (Time-in) and, a secand time, upon exit [Time-
Out] as per the Institutional time and duty roster a5 set under MT1.

4 Incasethe facial scanning device 1s out of arder or netwark is dawn or is nat operational, employees
shall report to the HR Department on the given contact number near the device to report the fault

5 Incase of any errars with the facial scanning devices, manual attendance shall be managed by the
HODs of the respective departments and presented to the HR Department till such time that the
errors of the facial scanming devices are resolved,

G. Salary payment and deductions shall depend upon the attendance record genarated by the facial
scanning dewice

2. A hall-hour margin shall be given to the employees far Time-in Any Employees NG at a time
beyond the hall-hour margin afforded shall be marked absent for such number of hours 1hat
Employee is late.

o DEDUCTION: Any Emplayee whose hours of absence due 1o delayed arrivals accumulates
to (0Z) eight-hours shall be deemed absent for an entire workday

8. Short leave can be applied for any delay anticipated to £0 beyond the half-hour time limit provided
the approving authority approves the leave which shall be deducted from the leave balance of
employee

9. In case of three days of unapproved lale attendance i e beyond the half-hour time margin, in a
month, the employee will be issued a warning letter by the HR Department and on fourth instance,
a show cause notice shall be issued to the Employees

© DEDUCTION: Provided the Employee fails to show sufficient cause, one day's salary shall be

deducted
10. If one of the instances, like TIME IN or TIME QUT is missing, HR will issue the warning letter to

employee and a meeting to show cause for failure to mark presence or absence shall be conducted
)
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1 DEQUCTION if there is no techmical issue and employee has not marked attendance ether TIRE 1N

or TIME-QUT, half day's absence (04) four hours shall be marked 1f this porsists ta a secor d oocasion
in a month, a full day's absence shall be marked and salary for sand day shall be deducted and lar
each upcoming instance i amonth Afrer the fourth instance, a show cause natice shall be issued to
the Employee and failure 1o show sufficient cause shall deem the Employee to be deliberately not
marking time-in and time-out,

13. Regularity and puncluality are mandatary and strict action will be taken against employees who fail
to comply the rules.

14. DEDUCTION: Provided any Emplayes deliberately fails to mark time-in and time-out through the
facial scanning devices, a warning or show cause notice shall be issued to said Employee and falure
to show sufficient cause may result in deduction of a full day’s salary or cancellatian/ terminatian of
contract ar emplayment, depending on the sevenity of the situation

15. The above-mentioned rules are applicable on all em ployeesof thenstitute including, but not limited
to, MTI Employees, Government Employers on deputation, contract employees, adhoc employees
][4

16. The institute 1s only hable to pay salaries for the days attended by the Employees in accordance with

this Policy.

Working hours for all employees

1. Timings
Working hours for employees will be as follows including a thirty-minutes for lunch & prayer break

except on Fridays when the break period shall last for ene-hour to accommodate Jumma prayars.

2 Administrative staff
8:00 am 1o 4 00 pm from Monday to Saturday
Sunday QOFF
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1 Basic Sciences Facully
8 00 am to 4.00 pm from Monday ta Friday

Saturday and Sunday OFF

4 Clinlcal Faculty
£.00 am to 1.00 pm from Monday to Friday

Saturday and Sunday OFF

5 Clinical Staff including Senior Registrar, PGRs, MOs, and Nursing Staff
Doctors, Medical staff may be required to attend In three shifts in a day, on weekends and nights
as determined by the department head and the Medical Director, in order to provide complete
medical service to patients at all times. Such attendance would be on a roster basis, ensuring that

each medical staff member is treated in an equitable manner.

Duty roster should ensure engagement of cach emplayee to minimum 40 hours in a week and 5

On Calls in a manth. However, in cases of emergency, stafl may be called in for extra duties.

Any nursing stafl deputed to the Nursing College for Post Graduate training shall also be required

to waork at least 4 hours in the evening in the duty roster since we are paying their salaries

6. Security staff, ward boys & Janitorial Staff
7:00am to 7:15 pm First Shift
7:00pm to 7:15 am Second Shift

7. Change of Shift

The employee working in the previous shift will nat leave until and unless he/she hands over

his/duty to successor [/ reliever assipned by Hospital Directar / HOD.

Leave Rules under MT . m
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thne ang implement rifes governing emplayee vacations/leave

T0 Qul
Al leaves must De entered in leave account of the concerned employee and communicated to the
concerned employee at the end of every liscal year

All leave apphcations shall be routed through HOD cf the Functional group to Dean (in case of collepe
employee), and through concerned HR stalf to Haspital Directar lin case of hospital employee) and
Nursing Director (in case of Nursing staff)

Institutional emglayees within the meaning of the MTI Act 2021 shall not be allowed deputation
outside the institution

Scheduled vacations shall not be counted as leave.

Leave other than covered by these Regulations shall not be granted.

METHOD

The 8T leave year is from 1 July of current year to 30" June of succeeding year

Leave applications must be complete in all aspects such as approvals by the Heads of Department,

Frevious Leave Balance, Reliever Name and Signatures are mandatory

The Reliever must have same knowledye/skills/espertise or experience a5 the one whao is absent

The salary will be deducted and disciplinary acton taken of those wha failed to inform about ther

leave.

Leaves for a period of one week or more will need to be submitted at least ten days prior to the
commencemant of the proposed leave date in order ta be timely approved

Leaves with the previous date will not be acceptable unless emergency leaves (Process defined
below)

Sick leave or leaves taken for marriage must be submitted with the proper supporting documents
{r.e. Medical Prescription/Wedding card)

Leaves can be availed even if you don't have sufficient balance only in some special cases with
approval of Dean or HD or ND These will be unpaid leaves for which salary will not be paid.

In case of emergency leave Professors/Assistant & Associate Professors/ Directors can directly inform

Gean through e-mail which shall be copied 1o the HR Manager. Hospital staff can directly inform
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10 There must be a vabid reason to aval leaves other than caseal fearned leaves HR manager has the
tight to accept or repect the leave application after the verilication

11 No maore than 02 short leaves in d week and 04 short leaves in a month will be acceptable

Types of leaves

1. Annual/Earned Leaves
1 All permanent, full time [confirmed) and contractual employees (minimum of one-year contract)
are entitled 1o avail Annual/Earned Leave.

Elgible employees are entitled to avail fourteen {14) working days leave during the financial year

Pt

However, the leave is credited on a pro rata basis, each menth.

3 Maximum accumulation of Earned Leaves should not exceed fourteen ([14) working days, Any leave
which exceeds the 14 working day limit will lapse on the first of July, each year,

4 All accumulated Earnad Leave if available can be encashed at the end of Financial year

5 There shall be no separate leaves for Umrah and Annual Leaves will be consumed for Umrah visit

6. Annual/Earned leaves may only be sought once an Emplayee has concluded her probation period

of & months ar more and not before.

2. Casual Leave

1. Casual leave up 1o a mavmum of 12 days in any fiseal year may be granted in unusual or special
circumstances, with wnitten justification by the concerned authority and must he approved by the
Dean/Medical Director/Hospital Director/Nursing Director/Head of Department as appropriate

2 [05) five-days of casual leaves can be given at a particular ime or circumstance

3. Casual leaves may only be sought ance an Employee has concluded her probation period of 3

months or more and not befare.

3. Sick Leave (5L)

1 Sick/Rledical leave up to a maximum of 8 days in any calendar year may be availed which shall have

to be supported by cvidence in the form of medical certilicates or prescriptions (etc.) which may

be submitted, depending on circumstances, either before or
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The authonty competent 1o sanction le)yv My, Dodeeser, U dostretion, venly the evidence

provided fram the body/person ssuing such evident wleertificate/prescrption

3 Anemployee must apply for an extension in Sick Leave at bizast two days pricre ta hisfher schoedylod
return, Laling which the employee would bie considered absent Wl hout leave

4 Sich Leave cannot be encashed at the time of final seltlement

5 Employees found falsifying infarmation or using Sick Leave for purposes other than illness ar injury
will be liable to disciplinary action

6. DEDUCTION: salary shall be deducted for the days of any sick leaves sought and availed after the

designated (08) cight days of sick leaves have been availed.

4. Maternity Leave
L. Female employees will be entitled to 50 days of paid maternity leave two times during their period
of service.
2. Maternity leave may only be sought once an Employee has concluded her probation period of 6
months or more and not before.
5. Paternity Leave
1 Rale employees will be entitled 1o 07 days paid paternily leave two times during the service peniod.
2. Faternity leave may only be sought once an Employee has concluded her probation period of 6
months or more and not before.
6. Ex-Pakistan Leave

1. Ex-Pakistan leave that is not counted towards an Employee's carned leaves shall be considered

leave without pay

2. Ex. Pakistan leave of all regular stafl can only be sanctioned by the Dean intimated at least 3.4
weeks before the date of availing said leave,

3 DEDUCTION: salary for the number of days that an Employee is on Ex-Pakistan leave which cannot

be counted towards an Employees earned leaves shall not be paid

7.  Special Leaves To Femnale Staff

1. Afemale Employee may an the death of her husband/divorce, bo granted special leave on full pay

not exceeding 130 days/ period of iddat.

2 Thus leave shall not be debited to her leave account and will commence fram the date of death of

her husband/dworce as the case $11.r be. y g
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4 DEDUCTION No deductions from salaries shall be made lor quch Pecial feaves unless the female
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8. Hajj [Religious Pilgrimage Leave

L All emplayees of the institution will be entitled 1o leave for performing Hayj as follows

2. Amanimum of 5 days leave will be granted for Hajy ONCE during the service.

3 The employee must provide documented proof such as visa, forms/ ticket reservations etc. for
performing Hay

4. The Prescribed Leave apphcation farm along with supperting documents must be submitted three
manths prior to leave commencement.

5 The Department head/approving authority of the application must ensure appropriate cover of
duties during the absence of the leave apphicant, else can decline the leave request.

6. Areturn arrival report must ke submitted to the HR department after leave.

7 For Non-Muslim employees religious leave quota will be decided by the Board in consultation with
the respective religious leader

8 DEDUCTION No deductions from salaries shall ba made for Haj or Rehigious Pilgrimage leaves

provided net more than 40 days

10. Public Holidays
1. Public Holidays will be observed in accordance with Government announcements and Naotifications
2 DEDUCTION: Mo deductions fram salaries shall be made far public holidays except for person who,

on public holidays, were required to be presentin the hospitals/medical college but failed to be so.

11. EducationalfConference Leave (ECL)

1 Elgibility for Education/Conference Leave occurs altor completing twelve months of continuous

Service.

2. Request for ECL must be accompanied by official notification of the conference/meeting by the
Professional Society/University/Institution.

31 The request for ECL will be routed through the Department Head, who will note his signed
toncurrence, 1o the Dean and Academic Council, with a copy to the MD, for final approval.

4. The total ume for ECL will not exceed the actual conference/meeting time by more than 3 days
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5 Conmsultants must grve sufficient notice prier to their departure tur arrangement of replazement, 1.
cover the clinical work In case a replacement s not availlable, the detision 1o allow ECL ¢ it inciyde
documented approval by the MD

6. Onreturn fram ECL the fazulty member should provide documentation verifying his/her attendance
at the conference/meeting in the form of a registration/attendance certificate

7 Notwithstanding the above, a faculty member who has a research paperfpresentanon accepted at a
recognized, reputable scientific meeting in his/her discipline, or is invited ta present a talk or to chair
ascientific session at such a meeting, will receive ECL, even if the faculty member has the maximum
ten days of ECL

8 DEDUCTION. leave for the purposes of participating in examinations/council meetings etc of
recognized medical institutions/colleges, e.g The CPSP, RCP, etc will be considered official duty and
the time will not be deducted from ECL

9. Incase an emplayee proceeds an educational leave for an event for which he/she receives any
financial emolument, the lower of paid leave amaunt or financial emolument will be surrendered 1o

the institution

12, Sabbatical Leave

1. Sabbatical leave is meant for the academic development of faculty. It is provided <o that faculty
members may expand existing research programs, or develop new research programs in
collabaration with National or International experts/institutions, or for faculty members to develop
or enhance new research or clinical techniques or programs, or for faculty members to enhance or
develop new educational programs in  collaboration with national or International
expertsfinstitutions,

2. The applicant for sabbatical leave will be expected to provide a description of their proposed
program in sufficient distail to allow the Dean 1o adequately assess the proposal 1o arrive at a
satisfactory conclusion as to the value of the proposal te the Institution and the individual

3. All permanent/full time Faculty will be ehgible for Sabbatical Leave after 3 minimum pencd of 3

years of service
4 Sabbatical leave is a privilege and not a right.

5 The masimum period of sabbatical leave is ane year.

6. Sabbauical leave is given only for the specific purpose of education and/or research.
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13

8 All reasonable effarts will need 1o be made to ensure the provision of co

! The reguest for sabbatical laaye will be forwarded through the HOD to the Dean o

recommendation and formal approval ty the Board of Governors

ver Amimimum periad of
four months' notice will be required in order to arrange a sabbatical so that the hospital can make

reasonable efforts to arrange a reliever/ backup.

9  Faculty on sabbatical leave will receive 75% of the basic salary

10. No leave will acerue during the period of sabbatical leave.,

11. The masimum number of consultants peryear eligible for sabbatical leave will be as decided by the

Board of Governars from case Lo case
12, DEDUCTION: After availing the sabbatical leave hefshe will serve in the institute for at least twice

the tme spent in sabbatical leaves failing which he fshe will be required to return the salary drawn
during this sabbatical period

UNAPPROVED LEAVES

1 Where an employer has exhausted hisfher available lsave balance [earned, casual etc ], hafshe may avail
unpaid leave only after his/her application far unpaid leave hias baen approyed

2 Inthe event an employee poes ofl fram work perding approval of without filing an application for unpaid
leave, he/she shall show cause for each day of atsence Along with leave applicatian far cansideration of the
dpproving authority if the approving authority s nol satisfied with the cause provided lor absence, the leave
50 avaided shall be considered “unapproved leave™ and shall be

processed by follawing the mechanism

prescribed Reremn below:
2 Incase of the first event of unapproved absence [one or twe days), HR Department will send notification ta

respectve Head of Department (Chairperson). The Chalrperson will send the Employee Disciplinary Repart
(E/DR) 1o the HR Department mentioning.
i Descoption of unapproved leave
0o Marking option of "Oral Warning™ in HR System
w. Sigring the EOR along with acknowledgment by the concerned stalf

v DEDUCTION. salary for the full day(s) of unapproved l2ave shall be deducted

b Incase of wacond event of unapgroved absence (one of two days), the same process as mentioned above

shall be followed except that the emplayee shall be ssued a writren warning by HR after following due
progess
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i third event ot vnappioved absanze for any number of lays veeen 100 D dayhin g calendar vog o

unndppredved abisence or thres ¢onse;

iwe days 0 more the case will be processad for termination a5 Doy
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d  The foregoing process will also be followed in case an employee appears absent on “No Facil Scanning
Report™ tnsuch cases, the Charparsan wili require subticient cause lram the respective employee and if the
Causd U‘ JIISE‘HL’!’ 1% "Jt ’Uihfll_'_‘dl thl_‘ chd;l’*'lr'll'iﬂ“ |.l.-|” "|__.”; t].._" I?illﬂ:'ﬂ'il?"?' AL '-r:-l.ilh!rﬂ" rh.. HR n"ﬂl.lllr“e”r

will send notiticatan 1o the Chairperson 1o process EDR as per the process mentioned above

e Inthe following cases, the approving authonty lor such types ol leaves would be the concerned HOD / Dean
after recommendanion by the Chairperson of the department In casa the employee who falls in the below
crteria requires leaves due to an emergency as outhned below

i Duning probation / part-time / contract employees where the employes is not entitled for any other leave,
they would be allowed unpaid leave.

It Unpawd leave far the purpase of Maternity in case of First year of employment ar Third Maternity

e Apainst any aisciphnary actian

Civil Servants

1. These Leave Rules shall also apply to ¢l servants working in the institution since the same {all
wathin the dehinition af an employees undor the MTI Act,

2. Civil servants shall be entitled to a Deputation Allowance @ 20% of the Basic Pay of deputations

3. Inthe event of death of a cwvil servant on deputation ta the Medical Teaching Institulion, his/her
legal hews shall seek any remedies from the Government of the Punjab in accordance with

Governmenl rules and policy
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Procedure for Applying Leave

Proper hilling of Application Form

(Number of days & substitut2’s name must be clearly mentioned)

\Z

Duly Signed by immediate reporting officer [HOD/Supearvisor)

N

submission to Ofhice Supennteéndent for approval from Dean/ Hospital
Director

N

Communication to HR and emplayee for approval/ disapproval of leave

V4

Commencemnt of leaye

SN

updating leave record by HR

N7

intimatien to Finance Department for salary purpose

Cancellation of leave

Approved leave may be cancelled depending upon unforeseen circumstances.

Eul

Leave once canzelled by competent authonty, intimation will be made to the employee by the HR Departmeant

3 Leave balance will be updated accordingly by the HAR Department,

4 DREDUCTION In case any Employees leave is cancelled and the Employee fails ta be present for work, salary of
the days absent shall be deducted and said days shall be counted as unauthorized leave
Extension of leave

1 Incase of extension of leave due to any unforesesan circumstances the employee must inform reparting officer
and HR Department o ddvance

2 Thisis the case when leave extension has been told verbally or aver the phone. Itis employee responsibility (o
regularize leave in HR Department ance employee has resumed duty

3

In case employee overstays without approval it will be treated as absence from duty and disciplinary action will

be taken against the employee

4 Leave extended without permission will be treated as absence

Explanation of Leave policy & procedure

HRE department will be sale Jutharity to interpret the contents of this policy
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