
[image: ][image: ]
	[image: ]
	MTI – HAYATABAD MEDICAL COMPLEX
	Doc. Code
	HMC-HRD-MAN-01

	
	DEPARTMENTAL OPERATIONAL MANUAL
	Version No.
	03

	
	HUMAN RESOURCE MANAGEMENT
	Date
	03-10-2024



 





























Departmental Operational Manual
Human Resource Management






Document Code	HMC-HRD-MAN-01
Version No.	03
Classification	Internal & Confidential
Date	02-10-2024
Status	Approved




DOCUMENT CONTROL

	Sr.  #
	Type of Information
	Document Data

	01
	Document / Process Title
	Human Resource Management

	02
	Document Code
	HMC-HRD-MAN-01

	03
	Date
	22-12-2025

	04
	Document Superseded
	N/A

	05
	Current Version No.
	03

	06
	Document Owner
	Manager Human Resource

	07
	Document Author(s)
	OS HR 
Senior HR Officer, 
HR Officer 




REVISION HISTORY

	Version No.
	Section No.
	Details of Change
	Request / Prepared by
	Reviewed by
	Approved by
	Date

	01
	Section 01
	Disciplinary Process
	Manager HR
	Medical Director
	Hospital Director
	19-08-2023

	02
	Section 03
	Entitlement to Free Service Policy
	Manager HR
	Medical Director
	Hospital Director
	02-10-2024

	02
	Section 04
	HR KPI
	Manager HR
	Medical Director
	Hospital Director
	02-10-2024

	02
	Section 03
	Quiz Evaluation Form
	Manager HR
	Medical Director
	Hospital Director
	02-10-2024

	03
	Section 03
	Locum Policy
	Manager HR
	Medical Director
	Hospital Director
	03-10-2024

	03
	Section 03
	Attendance Policy
	Manager HR
	Medical Director
	Hospital Director
	22-12-2025






	Document Issuance and Approval Certificate

	
This certificate authorizes the issuance and approval of

Departmental Operational Manual

of

Human Resource Management

for

MTI - Hayatabad Medical Complex, Peshawar


	Prepared By:
	Reviewed By:
	Approved By:

	

			
Manager Human Resource 
	





			
Medical Director
	





			
Hospital Director

	Date: 22-12-2025





TABLE OF CONTENTS

PART 01 INTRODUCTION	4
1.	DEPARTMENTAL OVERVIEW	5
2.	SCOPE OF SERVICES	5
3.	KEY TERMS & DEFINITIONS	5
4.	KEY ABBREVIATIONS	6
PART 02 DEPARTMENTAL STANDARD OPERATING PROCEDURES (SOPS)	9
SOP # 01: RECRUITMENT POLICY	10
SOP # 02: PROMOTIONS	21
SOP # 03: HOUSE JOB POLICY	24
SOP # 04: INTERNSHIP POLICY	28
SOP # 05: TRAINING AND DEVELOPMENT	31
SOP # 06: PERFORMANCE MANAGEMENT SYSTEM	37
SOP # 07: HUMAN RESOURCE OPERATIONS	43
SOP # 08: DISCIPLINARY PROCESS	49
PART 03 DEPARTMENTAL POLICIES & GUIDELINES	53
POLICY / GUIDELINE # 01: LEAVE POLICY	54
POLICY / GUIDELINE # 02: ENTITLEMENT TO FREE SERVICES POLICY	60
POLICY / GUIDELINE # 03: MEDICAL REIMBURESEMENT POLICY	63
POLICY / GUIDELINE # 04: AGE RELAXATION POLICY	65
POLICY / GUIDELINE # 05: RESIGNATION POLICY	68
POLICY / GUIDELINE # 06: ATTENDANCE POLICY	70
POLICY / GUIDELINE # 07: CODE OF CONDUCT & ETHICS POLICY	73
POLICY / GUIDELINE # 08: COMPENSATION POLICY	78
POLICY / GUIDELINE # 09: REFUND POLICY	81
POLICY / GUIDELINE # 10: LOCUM POLICY	83
PART 04 QUALITY INDICATORS & OBJECTIVES / GOALS	85
PART 05 Enclosures	90


[bookmark: _Toc3043030][bookmark: _Toc10463519][bookmark: _Toc15567361][bookmark: _Toc7645405]
[image: ]








[image: ]












[bookmark: _Toc217303666]PART 01
INTRODUCTION


1. [bookmark: _Toc217303667]DEPARTMENTAL OVERVIEW

This Human Resource Manual is provided as a central reference for all employees and applies to staff across all locations where the MTI-HMC carries out its business and operations. This manual states policy that promote the philosophy of MTI-HMC with regard to standards of excellence, terms of employment, employee development and employee services. 

It may be necessary to change these policies from time to time to reflect changes in the workforce, employment trends, economic conditions and relevant laws and regulations. 

The Human Resource Department manages human resource and aligns individual objectives with the overall objectives of the organization through planning.

2. [bookmark: _Toc217303668]SCOPE OF SERVICES

Refer to the “Scope of Services” document (HMC-QAD-F-31).

3. [bookmark: _Toc217303669]KEY TERMS & DEFINITIONS

	Term
	Definition

	Compensation and Benefits
	A sub-discipline of human resources, focused on employee compensation and benefits policy-making.

	Competence
	A competency is a set of defined behaviors that provide a structured guide enabling the identification, evaluation and development of the behaviors in individual employees

	Employment
	A specific defined relationship between an individual and a corporation/ company

	Internship
	A system of on-the-job training for professional careers.

	Interview
	A conversation between two or more people where questions are asked by the interviewer to elicit facts or statements from the interviewee.

	Job Descriptions
	A broad, general, and written statement of a specific job, based on the findings of a job analysis. It generally includes duties, purpose, responsibilities, scope, and working conditions of a job along with the job's title.

	Maternity / Parental Leave
	Parental leave is an employee benefit  that provides paid time off work to care for a child or make arrangements for the child's welfare.

	Performance Management
	Activities which ensure that goals are consistently being met in an effective and efficient manner by employee.

	Probationary Period
	A status that allows a supervisor or other company manager to closely evaluate the progress and skills of the newly hired worker, determine appropriate assignments and monitor other aspects of the employee – such as how they interact with co-workers, supervisors or customers.

	Recruitment
	The process of attracting, screening, selecting, and on boarding a qualified person for a job.

	Resignation
	Resignation is the formal act of leaving or quitting one's office or position. A resignation can occur when a person holding a position gained by election or appointment steps down, but leaving a position upon the expiration of a term, or choosing not to seek an additional term, is not considered resignation.

	Staffing
	The selection and training of individuals for specific job functions, and charging them with the associated responsibilities.

	Training
	Training is the acquisition of knowledge, skills, and competencies as a result of the teaching of vocational or practical skills and knowledge that relate to specific useful competencies.

	ESTA CODE
	Establishment code for Provincial/Federal civil servants 

	EOL
	Extra Ordinary Leave



4. [bookmark: _Toc217303670]KEY ABBREVIATIONS

	Title
	Description

	MTI
	Medical Teaching Institute

	DGHSP
	Director General Health Services Khyber Pakhtunkhwa

	KGMC
	Khyber girls medical college

	KMC
	Khyber medical college

	BOGs
	Board Of Governors

	HD
	Hospital Director as spelled under the MTI act.

	MD
	Medical Director as spelled out under the MTI Act.

	DN&P
	Director Nursing & Paramedics

	BB
	Budget Book

	MHR
	Manager HR

	OSHR
	Office Superintendent-HR Department

	ECF
	Employee Clearance Form

	ERF
	Employee Requisition Form

	HOD
	Head of Department

	JD
	Job Description

	HO
	House Officer

	TMO
	Trainee Medical Officer

	PNC
	Pakistan Nursing Council

	RFID
	Radio-Frequency Identification

	OMR
	Optical Mark Reader

	PAS
	Training Attendance Form

	DOJ
	Date Of Joining

	TNA
	Training Needs Analysis

	KPI
	Key Performance Indicators

	CL
	Casual Leave

	SL
	Sick Leave

	EL
	Earned Leave

	ML
	Maternity Leave

	IL
	Iddat Leave

	RPL
	Religious Pilgrimage Leave

	LWOP
	Leave Without Pay

	LPR
	Leave preparatory to retirement / encashment

	STL
	Study Leave


	COC
	Code of Conduct

	CI
	Conflict of Interest

	MOU
	Memorandum of Understanding

	PMDC
	Pakistan Medical & Dental Council

	NOC
	No Objection Certificate

	BTC

	Bi-Annual Training Calendar

	PMS
	Performance Management System



5. SUPPORTING DOCUMENTS

	Document Title
	Ref. #
	Retention Medium

	MTI Act 2015 
	External
	Soft/Hard

	MTI HMC Regulations 2015
	External
	Soft/Hard



6. RELATED RECORDS

	Document Title
	Ref. #
	Retention Medium
	Retention Period

	-
	-
	-
	-
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[bookmark: _Toc217303671]PART 02
DEPARTMENTAL STANDARD OPERATING PROCEDURES (SOPS)


[bookmark: _Toc217303672]SOP # 01: RECRUITMENT POLICY

1. PURPOSE

The purpose of this procedure is to standardize protocols for HR induction or recruitment in MTI-HMC and to provide the most competent people through applicable laws, rules and regulations.

2. [bookmark: _Toc15567362]SCOPE

This procedure is applicable to Human Resource Department, existing and potential employees of MTI-HMC, for systematic selection and onboarding.

3. [bookmark: _Toc3043031][bookmark: _Toc15567363]RESPONSIBILITIES
[bookmark: _Toc3043032][bookmark: _Toc10463520][bookmark: _Toc15567364]
	Actor
	Role / Responsibilities

	BOG 
	· Approval for an additional/new / abolishment position.

	Dean/HD/MD/ND/HOD
	· Authorize and Supervise the execution of  recruitment process as per approved hierarchy 

	MANAGER HR
	· Ensures the execution of the Scrutiny, Interviews, Induction, Performance evaluation, Promotion cases, Appointment Letters, Endorsements

	SCRUTINY/SELECTION & PROMOTION COMMITTEE
	· Interviews, Scrutiny, Promotion cases and up-gradation cases

	HR TEAM
	· Supervision of all activities involved in recruitment process.
· Signature on biometric Form
· Verifications 
· Screening tests
· Scrutiny committee meeting minutes 
· Selection and promotion committee meeting minutes.



4. STANDARD CLAUSE REFERENCE:

Clause 7.1.2, 7.3, 7.2 & 8.5 of ISO 9001:2015 Standard
5. [bookmark: _Toc3043035][bookmark: _Toc15567368]PROCESS DESCRIPTION

The process of recruitment includes job analysis, development of  job specifications and developing job description for a  position. The entire process or a part of it may be outsourced at times where a reputable external party is hired to steer the process as guided by the institutional policy. For transparency and fairness, the Hospital director shall notify Scrutiny and Selection & Promotion Committees. These committees shall have TORs that explain the objectives, scope of work, activities, and tasks to be performed, respective responsibilities of the committee and expected results and deliverables of the process. 

5.1 Establishment of Department Hierarchy

In MTI HMC department hierarchies shall be established by Board of Governors (BOGs) to delegate authority, responsibility and resources in the manners prescribed by MTI Act 2015, MTI Rules and Policy board regulations or MTI HMC regulations and by laws. Within all clinical, basic sciences and administrative/supportive a hierarchy shall be established to that clearly defines reporting relationships as prescribed by MTI Act, Rules and Regulations. This relationship is essential for the performance management..   

5.2 Job Analysis
Job analysis is the process of identifying, analyzing, and determining duties, responsibilities, skills, competencies, and work environment for a specific position defined in institutional hierarchy. 
Job analysis helps in determining key tasks, knowledge, skills and competencies required for completion of these tasks according to the expectations.. The process will help the institution formulate specifications for persons (a person’s education & knowledge, skills and experience, both essential and preferable) to be recruited. It examines roles, reporting roles,, tasks, education, skills and other key requirements for successful completion of the job. 
5.3 Hiring Criteria
HR department follows the prescribed criteria for hiring/induction of Human resource according to the Service Rules and Regulations through scrutiny and Selection & Promotion committees. This criteria shall be drafted by the HR department, reviewed by Hospital Director, Medical Director, Nursing Director and Dean MTI HMC. The criteria is further examined by HR sub-Committee and approved by Board of Governors. These service Regulations apply to the recruitment, training, development & Promotion processes and to all other matters such as leaves, reward and compensation of faculty members, Clinical & non-Clinical staff of Medical Teaching Institution Hayatabad Medical Complex & its constituents.

5.4 Employment Types
HMC offers the following types of career opportunities:

	Type of Employment
	
Description

	Regular Institutional Employee (MTI-HMC)

	· Regular Institutional means a post sanctioned in a budget book and will continue till superannuation. Regular Institutional employee works at MTI-HMC on permanent basis, entitled for CP fund, and other allowances. (MTI Act, 2015 amended time to time).

	Contractual Employee (MTI-HMC)
	· An employee of a Medical Teaching Institution-HMC who is on contract. 
· Contractual employees are hired, on “contract,” for a one year time period at a fix rate of remuneration. An Employee’s contract can be renewed for a specific time period as approved by BOG MTI-HMC subject to satisfactory performance.
· Any employee hired on a Contractual Position created by BOG MTI-HMC.
· Contractual Employees are entitled for CP fund, (MTI Act, 2015 amended time to time).

	Civil Servant (DGHSKP)

	· Staff of different cadre employed by Government under Civil Servant Act 1973, deputed/transferred to work in MTI HMC & constituents.
· MTI Act 2015 prescribes that All civil servants working in MTI, shall at all times be deemed to be on deputation, and shall be dealt with in such a, manner as provided in Section 11A of Khyber Pakhtunkhwa Civil Servant Act 1973.
· During their services in MTI-HMC they shall governed by the rules & regulations of MTI-HMC.

	Training & Residencies (House Officer, Trainee Medical Officer & Rehab Officers) (MTI-HMC)

	· Trainees acquire practical experience and eligibility as outlined in various training programs, for Pakistani and overseas PG exams . Qualified/certified trainers supervise PG trainees who are registered with Pakistani or Overseas Specialist Colleges or Licensing bodies. 
· Trainees are governed by the MTI Rules & Regulations and PGMI code of conduct
· When Inducted by PGMI, the PG trainees receive stipend during training, paid by Government of Khyber Pakhtunkhwa. 
· PG trainees must sign a contract with MTI HMC



5.5 Hiring Requisition

a) The concerned department head should send their justification for induction on Employee requisition or SNE form of the HR department for further necessary verification & scrutiny.
b) HR Department shall counter-check the availability/vacancy of the said position(s) from the Budget Book (BB) to ensure the smooth recruitment process.
c) HR department starts the process of Hiring against vacant positions. The recruitment of staff against vacant positions is recommended by the relevant authority MD/ND and approved by the Hospital Director.  
d) Approval from BOGs is required in case an additional/new position is being created.

5.6 External Recruitment criteria

MTI-HMC follows external recruitment criteria from “ESTACODE (Edition 2015) for the Terms and Condition of Service which serves as an accessory to the MTI Rules and Regulations. HR Department follows the protocols stated below;

5.7 Advertisement

All other positions must be advertised in at least three newspaper of national repute, except for the appointments of class-IV. Advertisement is also displayed on HMC Official website along with official social media mediums i.e. LinkedIn & Facebook etc.

a) Pre-requisites for advertisement are;

· In any advertisement at least 02 week response time shall be given.
· Applicants can submit job applications via: online postal/courier as mentioned in the advertisements. 
· The post which is to be filled through selection or promotion process should clearly indicate the Nomenclature, Gender, Age, qualification & experience (according to the approved criteria) in every advertisement.

b) Process of Advertisement Handling:

· After SNE or requisition identification (HMC-HRD-F-44) in HR department, an advertisement is recommended by MD (clinical staff only) and finally approved by HD (for all advertisements) to be forwarded to Information Department KP for publishing.
· Applications are received till the closing date of the advertisement (14 days from the date of publish). 
· Applicants submit their applications along with their respective documents as per criteria mentioned in advertisement.
· HR department shall acknowledge receipt of application form. 
· An advertisement is published in the newspaper through Information department KP. 
· After last date, summary of advertisement is to be submitted to Manager HR & OSHR.

5.8 Initial Screening or Shortlisting

The initial screening of the applicants would be carried out through Pre Interview assessment against approved criteria and or screening test.

In-case of Screening Test

a) Application forms (HMC-HRD-F-10) of candidates are reviewed by recruitment section.
b) Test date is decided by the scrutineer committee and date for screening is decided in consultation with HR department.
c) Candidates appearing in screening test must be informed through letters and emails.
d) List of candidates is uploaded on the official website of HMC.
e) OMR answer sheets are used for the screening test.
f) Test result is generated on the same day by initiating the result through OMR process.
g) Results of screening test are displayed on the MTI-HMC official website.

5.9  Scrutiny

The scrutineer committee is chaired by the Chairman scrutiny committee. It is mandated to review profiles of candidates through meticulous assessment of the applications against approved criteria mentioned in the advertisement. A maximum of 5 candidates are shortlisted for every single position. The shortlisted candidates are informed through letters, emails and telephone calls.  Relaxation of age that can be granted by MTI-HMC in the upper age limit required for a position according to the age relaxation policy, ESTA CODE 2015. 

Process for scrutiny 

a) Profiles of applicants are scrutinized according to the approved rules and regulations including ESTA CODE (most recent edition).
b) Date for scrutiny meeting must be decided in consultation with the Scrutiny committee members and members are informed through written communique.
c) On the day of scrutiny meeting, Complete profiles of each applicant is scrutinized through a consistent and fair process (HMC-HRD-F-10).
d) The minutes of the meeting shall be documented and disseminated and each member including the chairman shall sign the minutes. Each member is completely empowered to share his view/opinion during the meeting and if necessary opposing views shall be documented. 
e) Any member who disagrees with the draft minutes of the scrutineer committee can convey his opinion/remarks to the chairman of the committee in writing.  

5.10 Interview Selection & Promotion Committee

The interview panel shall include Head/In charge or Chairman of the requisitioning department or his / her appointed nominee as the subject specialist. In case a specialist/Consultant for a specialty is not available in the institution or under special circumstances when the competent authority decides to include an external party in the interview process, credible specialist/consultant, Head of a department or his/her nominated person can be invited to join the interview panel. Following are the committees for selection and promotion: 

a) Selection& Promotional Committee for BPS-17 & Above.
b) Selection & Promotional Committee for BPS-1 to BPS-16.
HMC employees while appearing for a job interview after completion of the due process may be entitled for additional 03 marks in the interview, subject to good standing certificate from the employee’s supervisor. 

5.11 Interview / Selection Process

a) Recruitment Section shall prepare a working paper of all candidates who are called for interview. 
b) Shortlisted candidates must be informed for interview via email/letter.
c) List of candidates appearing in interview must be uploaded on HMC official website.
d) HR department provides ‘Assessment sheets’ for each member of an Interview Panel along with Candidate employee application forms (HMC-HRD-F-10) with supporting documents are placed in the conference room.
e)  All members of the selection committee must be informed at least one week before the date & time of interview.
f) The committee members will assemble; candidates will be called one by one for interview. Each member of the panel shall independently mark his/her assessment.
g) Interview notes/ minutes shall be approved & signed by the Chairperson of the committee and all members.
h) Original Notes/minutes will be placed in the respective folder & a copy of the recommended candidate assessment sheet shall be filed for record.
i) Original documents of applicant in interview must be reviewed in Selection and Promotion Committee meeting.
j) Minutes of the meeting will reflect selected candidates & waiting list.

5.12 Employment Offer
a) The selected candidate should be informed about his/her appointment through telephone call or email.
b) The successful candidate shall be given an appointment order (HMC-HRD-F-69) signed by Medical Director for clinical staff and non-clinical staff by the Hospital Director. 
c) The appointment order will contain details concerning the appointment date, compensation & job title and the tenure of contract.
d) If the selected candidate fails to submit arrival within the stipulated time i.e. 14 days the competent authority shall withdraw the offer of appointment in writing and offer the position to the next waiting candidate according to rules and regulations of MTI/Esta Code. Meanwhile if the candidate requires some relaxation in the arrival time, he/she shall contact the relevant competent authority and the case is disposed upon the decision of competent authority (MD/HD). 
5.13 Employment Health Screening

This pre-employment screening is a tool of assurance that candidates with excellent physical and mental aptitude are recruited.  
a) Pre-employment Occupational Health Screening is mandatory for all candidates selected in MTI-HMC.
b) In-case of any significant finding in OHS reports, the decision is made in view of the MTI Rules and Regulations/ESTA Code or when there is ambiguity in rules a Medical Board can be made and approval of the board’s decision may be sought from the BoG wherein MD/Dean/HD will assist the Board of Governors.
c) The recruitment section will make sure that every staff of MTI-HMC undergoes the Pre-employment health screening from Police Services Hospital or MTI HMC.
d) The Recruitment Section must ensure that Pre-employment Health Screening is properly done from the prescribed hospital.
e) The examining Hospital will issue a Medical Fitness Certificate duly signed by Medical Superintendent or Hospital Director of aforementioned hospital.


5.14 Verification Checks

The HR department shall conduct verification of academic degrees and experience certificates or other documents provided by the applicants in the form of receipts of verification from concerned Educational board/university/Organization etc. 
a. HR department shall send receipts and documents to the concerned education board/University/Organization etc. for the purpose of verification.
b. Once replied, HR department maintains records of  the verified documents.
c. HR department shall issue endorsement letter to the candidate when the verification process is completed.  
d. Next step is the HR recommendation letter to the Finance department so that salary of the newly recruited person is issued.  
5.15 Contract Agreement

Contract agreement must be given to the employee prior to the signatures so that he/she can read the terms & conditions including COC, COI and all other applicable HR policies.
Contract agreement must be signed by both parties i.e. employee (MTI-HMC and Employee).
5.16 Orientation

In order to introduce the newly inducted employees with the Organizational vision, Mission values & Objectives and to make employees familiar with the Departments and the working culture therein. Prominent speakers give employees tips for successful execution of their responsibilities. Senior HR Officer arranges and delivers orientation comprises of the presentation on the following: -

a. HMC Mission & Vision
b. Organizational Background & History
c. Overview and HMC Administration, activities & programs
d. HR benefits & staff support
e. Safety & security protocols
f. HMC mandatory policies/code of conduct
g. Documents required for file completion
h. The employee must certify that he/she has been through the conditions of employment outlined in this manual, that he/she understands them fully and that he/she agrees to comply with them. 
i. Feedback Orientation Form (HMC-HRD-F-32)
j. IPSG Goals

5.17 Employee Identity Card

Each MTI-HMC HMC staff member shall be issued an Employee card and made aware to wear it during working hours. MTI-HMC uses the standard format of the hospital’s employment card. An ID card has an HMC logo; name, designation, DOJ, department, photo of staff member, HMC number and signature of the Head of HR.


5.18 Employee Documentation

On the day of the arrival, HR Department shall complete the following information of the employee and the date of commencement shall retain a copy in the employee’s Personal file. In addition, the employee shall be required to submit the following documents on the day of his/her joining:

a) Personal Bio data form (HMC-HRD-F-07)
b) Employee ID card form (HMC-HRD-F-08)
c) Service Arrival form (HMC-HRD-F-06) 
d) Updated Curriculum Vitae
e) All attested copies of documents (Both Educational and Professional)
f) Photocopy of his/her National ID Card, Domicile, (front & Back)
g) Undertaking (HMC-HRD-F-50)
h) Terms & Conditions (HMC-HRD-F-45, 46, 47, 48, 49) on judicial stamp paper. 
MTI-HMC has the following terms and conditions as per requirement;
	CONTRACT TYPE
	DESCRIPTION
	Terms and conditions

	Non-Clinical /Administrative Staff
	Contract agreement for non-clinical staff  signed by HD (HMC-HRD-F-45)
	
· One year contract and  extendable 
· resignation notice period 1 month
· renewal of contract at the end of fiscal year

	Clinical Staff
	Contract agreement for clinical staff signed by MD (HMC-HRD-F-46)
	· One year contract and  extendable 
· resignation notice period 1 month
· renewal of contract at the end of fiscal year

	Trainee
	Contract agreement for trainees (one Year Internship) signed by MD (HMC-HRD-F-48)
	· One  year contract and  non-extendable
· resignation notice period 1 month



5.19 Record

a) The HR Recruitment & Staffing section shall be responsible for obtaining and ensuring that all the mentioned records are filed and complete in all respects. 
b) HR Record Section shall be maintaining and keeping all the employees personal files up-to-date and complete. 
c) Updating of these files shall be carried out periodically by the assigned record keeper.
d) HD/MD/MHR shall be authorized to access any information and HR file at any time required.
e) Different HR Personnel will  have access only to the types of documents/information for which they are either authorized by the competent authority or by the HR manager according to the organizational policy of privacy and right to information. Unauthorized access to official documents/information especially pertaining to employees profiles is strictly prohibited and files shall only be maintained in the HR department for official use only. 
f) Dealing Assistant (Record) will be liable for archiving personnel files including updating, maintenance and retrieval of files present in record section. 
g) HR Record keeper must not disclose information to unauthorized persons including MTI HMC staff unless permitted by HR manager or competent authority
h) If any employee requires having any information or any document/file related directly to him/her or the function, shall have right to fill the document request Form (HMC-HRD-F-68) to the Manager HR with proper justification and view his/her personal file in presence of HR Record Keeper.
i) Record Keeper shall make sure that the file/document is returned back to the Human Resource department within the given time frame. 
j) Personnel files shall be reviewed quarterly by the Senior HR Officer to ensure all the documents are in place and well-maintained. 

· [bookmark: _Toc107473264]Maintenance of Personal File

a) Every employee’s personnel file will contain a Checklist along with page numbers (odd order) that will clearly show the documents included and the documents missing. 
b) HR record section must keep updating files and folders on daily basis as the correspondence comes up time to time.
c) HR- Record Section shall be responsible for filing and documenting all the information related to an employee from the date of hiring till the date of release.
d) The HR Recruitment & Staffing section shall ask for all the required documents from the employee when hired.
e) Any document missing shall be followed-up from time to time by the HR Recruitment & Staffing section with the employee. The time frame for providing the documents shall be no more than the employee’s probation period (3 months).
f) Every new employee shall have a personal file in which all the provided documents by the employee and documents issued by the department  shall be filed and must be assembled in files according to checklist for file completion
g) All other HR Personnel files shall be maintained and updated in a similar way; by the concerned person handling employee personal file.
h) Employee personal file must contain signed Terms and conditions by HD or MD.
i) HR Record Section shall make sure all the documents mentioned in the checklist should be in the employee’s file. An employee shall be liable to provide his/her required documentation within 14 days after the appointment. 

5.20 Probation Confirmation

New employees are required to spend at least three months in probation when they are employed for one year on contract basis. Employee probation period can be extended for maximum 06 months. The competent authority must document clear reasons for extension/continuation of the probation period. 
Process for probation confirmation
a) HR department must inform important stake holders for example the employee him/her self, HD, DF using HMIS when an employee’s probation period is near to complete. 
b) Probation confirmation form (HMC-HRD-F-42) along with employee details i.e. name, designation, department & arrival dates, is sent to HOD for confirmation or extension.
c) After confirmation, the employee is issued a letter of confirmation along with entry in HMIS software.
d) In case of extension, employee is informed about the decision made by his/her HOD and is allowed to continue his/he services till further confirmation of his/her probation.
e) No casual, earned or any other leave is allowed during this time except sick leave/short leave/medical leave. 

5.21 Employment Regulations
Different cadres of employment are governed by MTI-HMC Rules. Refer to service rules 2019 of MTI-HMC amended time to time.


6. SUPPORTING DOCUMENTS

	Document Title
	Ref. #
	Retention Medium

	Establishment rules- 2015 (ESTA Code)
	External
	Soft/Hard

	Service Rules & Regulations
	Internal
	Soft/Hard

	Khyber Pakhtunkhwa Civil Servants Act 1973
	External
	Soft/Hard



7. RELATED RECORDS

	Document Title
	Ref. #
	Retention Medium
	Retention Period

	Service Arrival Form
	HMC-HRD-F-06
	Soft/Hard
	H: 01 Year
S: 05 Years

	Bio-Data Form
	HMC-HRD-F-07
	Soft/Hard
	H: 01 Year
S: 05 Years

	Employee Identity Card Form
	HMC-HRD-F-08
	Soft/Hard
	H: 01 Year
S: 05 Years

	Employee File Checklist
	HMC-HRD-F-09
	Soft/Hard
	H: 01 Year
S: 05 Years

	Employment application form
	HMC-HRD-F-10
	Soft/Hard
	H: 01 Year
S: 05 Years

	Job Descriptions
	HMC-HRD-F-02

	Soft/Hard
	H: 01 Year
S: 05 Years

	NOC Form
	HMC-HRD-F-28

	Soft/Hard
	H: 01 Year
S: 05 Years

	Orientation Feedback Form
	HMC-HRD-F-32

	Soft/Hard
	H: 01 Year
S: 05 Years

	Probation Confirmation Form
	HMC-HRD-F-42
	Soft/Hard
	H: 01 Year
S: 05 Years

	Contract agreement  (Non-Clinical Staff )
	
HMC-HRD-F-45
	Soft/Hard
	H: 01 Year
S: 05 Years

	Contract agreement (Clinical Staff)
	HMC-HRD-F-46
	Soft/Hard
	H: 01 Year
S: 05 Years

	Contract agreement (Trainees)
	HMC-HRD-F-48
	Soft/Hard
	H: 01 Year
S: 05 Years

	Undertaking
	HMC-HRD-F-50
	Soft/Hard
	H: 01 Year
S: 05 Years

	Appointment Order
	HMC-HRD-F-69
	Soft/Hard
	H: 01 Year
S: 05 Years








[bookmark: _Toc217303673]SOP # 02: PROMOTIONS

1. PURPOSE
Promotion is the progress of an Institutional employee from his/her current level to a higher level. 

2. SCOPE
HR Department carries out Promotions cases in light of approved set Service Rules and Regulations for selection and promotion.

3. RESPONSIBILITIES

	Actor
	Role / Responsibilities

	BOG 
	· Approval of Promotions recommended by relevant Promotion & Selection committees. 

	Dean/HD/MD/ND/HOD
	· Monitor, supervise and evaluate performance of the employees reporting to them and recommend them to the concerned Promotion and Selection Committees. 

	MANAGER HR
	· Support, facilitate, execute and document processes relevant to performance management of the staff including but not limited to scrutiny and promotions of all staff by relevant committees.  

	HR COMMITTEE
	
· Hold meetings from time to time
· Oversee and provisionally approve promotions of staff recommended by the concerned Promotion & Selection Committee of MTI HMC & constituents.  .

	SCRUTINY/SELECTION & PROMOTION COMMITTEE
	· Scrutinize & discuss matters related to Promotion proposed/ recommended by ND/MD/HD/Dean. Recommend/defer cases of promotions forwarded to the concerned S&P committee. 

	HR TEAM
	· Supervision of all activities involved in promotion process.
· Verifications 
· Scrutiny committee meeting minutes for promotion.
· Selection and promotion committee meeting minutes.



4. STANDARD CLAUSE REFERENCE:

Clause 7.1.2, 7.3, 7.2 & 8.5 of ISO 9001:2015 Standard


5. PROCESS DESCRIPTION

The criteria for promotions are:

a) There must be a vacant position of the same cadre of one step higher pay scale (in the budget book).
b) An employee must meet the promotion criteria and performance evaluation criteria to become eligible for a promotion.
c) An employee must have served for the time period required as part of his/her eligibility for promotion to the next level. 
d) For promotion, an employee must score above average last 05 annual appraisals.

Process Steps:
a) The Employee submits an application to the reporting officer i.e. MD/HD/ND/Dean or the application can be addressed to Manager HR when the employee fulfills the required experience, qualification and other essential criteria. 
b) MD/HD reviews the application and it is forwarded to HR Dept with recommendations.
c) Routinely HR department must maintain an up-to-date seniority list for each cadre. Meanwhile every department must submit PERs/ACRs to the HR department as scheduled.  
d) HR Dept. shall prepare the working paper consisting of an assessment sheet and the profile of each candidate, for members of the scrutiny committee to review each case with every essential information available to them. 
e) To forward the promotion case, pre-requites of promotion should be carried out in scrutiny meeting.
f) When found eligible after scrutiny, the employee is informed to appear for an interview before the selection and promotion panel on a specific time & date.
g) The panel members shall interview eligible candidates one by one. Each member of the panel shall independently mark the candidate.
h) Each Assessment Sheet provided to each panel shall be completed and duly signed by the interview panel and shall recommend or defer the candidate according to his/her profile.  
i) Interview notes/ minutes shall be approved & signed by the Chairperson and members of the committee.
j) Original Notes are placed in the respective folder & a copy of the recommended candidate assessment sheet shall be filed for record.
k) Original documents of applicant in interview must be reviewed in Selection and Promotion Committee meeting.
l) Promoted employee is informed through email & letter and promotion order will be handed over.

6. SUPPORTING DOCUMENTS

	Document Title
	Ref. #
	Retention Medium

	Establishment rules- 2015 (ESTA Code)
	External
	Soft/Hard

	Service Rules & Regulations
	Internal
	Soft/Hard

	Khyber Pakhtunkhwa Civil Servants Act 1973
	External
	Soft/Hard



7. RELATED RECORDS

	Document Title
	Ref. #
	Retention Medium
	Retention Period

	Service Arrival Form
	HMC-HRD-F-06
	Soft/Hard
	H: 01 Year
S: 05 Years

	Job Descriptions
	
HMC-HRD-F-02

	Soft/Hard
	H: 01 Year
S: 05 Years

	Orientation Feedback Form
	HMC-HRD-F-32

	Soft/Hard
	H: 01 Year
S: 05 Years






[bookmark: _Toc217303674]SOP # 03: HOUSE JOB POLICY

1. PURPOSE

House job is a phase of training wherein a graduate is expected to participate in the provision of curative health services and acquire skills under complete supervision so that he/she may health sector as an effective, responsible and competent health care provider. 

The guidelines have been framed in conformity with the following governing provisions; 
a) Pakistan Medical & Dental Council – Undergraduate Education Policy and Regulations 2023
b) MTI Act 2015 (subsequent amendments) and relevant regulations
c) Policy board notification

2. [bookmark: _Toc107830871][bookmark: _Toc109025916]SCOPE

The scope of this document extends to all fresh MBBS graduates seeking house job in MTI-HMC and its constituents. It serves to address;
 
a) Yearly mechanism of induction
b) Code of conduct
c) Rights & Obligations

3. [bookmark: _Toc107830872][bookmark: _Toc109025917]RESPONSIBILITIES

	Actor
	Role / Responsibilities

	Medical Director
	· To formulate regulations aligned with existing laws and regulations governing House Jobs.

	Chairperson    Department/ In-charge Units
	· To teach, train, terminate & assess house officers on the basis of their performance.
· To supervise house officers in their respective department.

	       HR Manager
	· To provide HR services i.e. induction, certificates issuance etc.

	         HR Team
	· HR services (advertising, recruitment & induction, warnings & terminations, leaves, certificates and verifications etc.) provided for Junior as well as Senior House Job.




4. STANDARD CLAUSE REFERENCE:

Clause 7.1.2, 7.3, 7.2 & 8.5 of ISO 9001:2015 Standard

5. [bookmark: _Toc107830873][bookmark: _Toc109025918]PROCESS DESCRIPTION

a) MTI-HMC shall induct house officers based on the minimum criteria set out in relevant PM&DC rules and regulation amended from time to time.
b) MTI-HMC & its constituent shall ensure house job to all graduates of KGMC. 
c) Specific seats in open merit shall be allotted to Public & Private for the year as approved by the board of governors (optional only).
d) A minimum of one-year, full time house job shall be mandatory for complete license.
e) House job rotations shall be divided into six month periods covering medical & allied and surgical &allied specialties provided that three months rotation in general medicine and general surgery shall be mandatory for all graduates as per PM&DC guidelines
f) Mutual house job exchange shall be allowed after the approval from the Medical Director.
g)  A house officer is not permitted to transfer to another teaching hospital once the house job program has started.
h) Change/exchange of ward after allotment shall not be permitted.
i) If the provisional license is denied by PM&DC, name of the graduate shall be dropped from the list & waiting list shall be followed for induction.
j) Provisional PM&DC registration / license shall be compulsory for all graduates.
k) If any admitted student has not been issued a provisional license, PM&DC shall be contacted to issue the same within14 days. 

5.1 [bookmark: _Toc107830874][bookmark: _Toc109025919] Allocation of seats

a) Khyber Girls Medical College Peshawar = all students
b) Khyber Medical College Peshawar = open to merit based on selection onwards.
c) Azad Jammu and Kashmir having domicile of KPK and newly merged districts = 03
d) Public sector of the province and country respectively = Any seats remaining vacant amongst the above. 
e) Open for Public/ private/ foreign graduates holding domicile of KP= 20 (for the year 2022/2023, it may increase or decrease or abolish as per instruction of competent authority.

5.2 [bookmark: _Toc107830875][bookmark: _Toc109025920] Mechanism Of Induction

a) Advertisement shall be made within 07 days of result declaration or seats falling vacant.
b) All applications along with undertaking and documents shall be received within 07 days of the advertisement.
c) Interviews shall be as per merit list based on marks obtained in professional exams or tests conducted. 
d) A list of house officers selected shall be communicated to PM&DC after 07 days of the interview process.
e) All Junior House Officers are given a maximum period of 07 days for arrival in their respective selected wards/units otherwise, the seat shall be deemed vacant. 
f) After completion of 06 months of Junior House Job, merit-based interviews shall be held for induction in senior house job rotations. 

5.3 [bookmark: _Toc107830876][bookmark: _Toc109025921]Unit Distribution

[bookmark: _Toc109025922]Unit distributions are determined and maintained as per need and requirement of the wards/units and are finalized and approved by MD along with other house job committee members.

5.4 [bookmark: _Toc107830877][bookmark: _Toc109025923] Competencies To Be Achieved
a) [bookmark: _Toc109025924]Competencies for house officers during their training have been defined by Pakistan Medical & Dental Council and adopted by MTI-HMC for mandatory compliance. 
b) [bookmark: _Toc109025925]PTC & ELS workshop arranged by MTI-HMC shall be mandatory for all house officers.
c) [bookmark: _Toc109025926]Kindly refer to approved ‘logbook for house officers.

5.5 [bookmark: _Toc107830878][bookmark: _Toc109025927] Assessment

[bookmark: _Toc109025928][bookmark: _Toc109025929]A log book has been designed and formulated by the house job committee members for quarterly assessment of house officer’s performance at the end of their unit rotation and shall be carried out based on a set of assessment tools including mini-CEX, DOPS & behavioral evaluations. The scale used is called ‘Dichotomous scale’ with either Yes or No answer and includes assessment KPI’s i.e.:

a) [bookmark: _Toc109025930]Patient care
b) [bookmark: _Toc109025931]Continuous medical education
c) [bookmark: _Toc109025932]Teaching and learning
d) [bookmark: _Toc109025933]Doctor / Patient relationships
e) [bookmark: _Toc109025934]Working with colleagues and other staff in hospital setting
f) [bookmark: _Toc109025935]Probity & legal issues
g) [bookmark: _Toc109025936]Personal health issues

5.6 [bookmark: _Toc107830879][bookmark: _Toc109025937] Entitlements

a) [bookmark: _Toc109025938]Stipend:
[bookmark: _Toc109025939]A stipend is provided to all house officers as prescribed by Government regulation.

b) [bookmark: _Toc109025940]Leave:
[bookmark: _Toc109025941]
· Casual Leaves: A maximum of 10 days per house job.
[bookmark: _Toc109025942]
· Sick Leave: A maximum of 05 days per house job. (In case of an emergency where a house officer is unable to attend his/her duties on account of illness, he/she must inform to respective departments by Phone, Email, or any other means, HO concerned shall produce Medical Certificate on arrival after availing leaves.)
[bookmark: _Toc109025943]
· Maternity Leave: Pre-maternity 30 days followed by 30 days post maternity.
[bookmark: _Toc109025944]
· Miscellaneous: At the discretion of Medical Director.
[bookmark: _Toc109025945]
· Note: Except for casual leave, all other leave requests must be supported by appropriate      evidence and the period shall be served at the end of the house job rotation.

c) [bookmark: _Toc109025946]Medical benefits:
[bookmark: _Toc109025947]As per medical entitlement & reimbursement policy of MTI-HMC. 

5.7 [bookmark: _Toc107830880][bookmark: _Toc109025948] Issuance Of Experience Certificates

At the end of House Job, house officer shall be granted an experience certificate by HR department after submission of logbooks and duly completed clearance from along with other relevant documents.

6. [bookmark: _Toc107830881][bookmark: _Toc109025949]SUPPORTING DOCUMENTS

	Document Title
	Ref. #
	Retention Medium

	PM&DC – Undergraduate Education Regulations 2023
	PMC-UGE-21
	Soft/Hard

	PM&DC House Job induction notification 2023
	PMC-HJ-I-22
	Hard

	Policy Board Notification
	08/PB-MTIs
	Hard



7. [bookmark: _Toc107830882][bookmark: _Toc109025950]RELATED RECORDS

	Document Title
	Ref. #
	Retention Medium
	Retention Period

	Logbooks
	HMC-HRD-F-61
	Soft/Hard
	H: 01 Year
S: 05 Years

	Unit Distribution Notification
	HMC-HRD-F-60
	Soft/Hard
	H: 01 Year
S: 05 Years

	Undertaking (HO)	
	HMC-HRD-F-05
	Soft/Hard
	H: 01 Year
S: 05 Years

	HOs Application Form
	HMC-HRD-F-12
	Soft/Hard
	H: 01 Year
S: 05 Years

	HOs Card Form
	HMC-HRD-F-13
	Soft/Hard
	H: 01 Year
S: 05 Years

	HOs Clearance Form
	HMC-HRD-F-41
	Soft/Hard
	H: 01 Year
S: 05 Years

	HOs Arrival Form
	HMC-HRD-F-52
	Soft/Hard
	H: 01 Year
S: 05 Years






[bookmark: _Toc217303675]SOP # 04: INTERNSHIP POLICY
1. PURPOSE
Internship is the capstone experience that provides students and fresh graduates with hands-on, real-world experience in a professional environment.

2. SCOPE
Ideally, the internship will enable interns to: 

a) Integrate and use their knowledge and skills. 
b) Identify areas where further work on competency is required.  
c) Take steps to gain that competence under professional supervision, and 
d) Become better acquainted with the types of work settings in which such competence can be applied.

3. RESPONSIBILITIES

	Actor
	Role / Responsibilities

	MD
	· To formulate regulations aligned with existing laws and regulations governing internship programs.

	Chairperson Department
	· To supervise internees in their respective department.

	In-charge Units
	· To teach, train, terminate & assess internees on the basis of their performance.

	HR Manager
	· To provide HR services i.e. induction, certificates issuance etc.

	HR Team
	· HR services (advertising, recruitment & induction, warnings & terminations, leaves, certificates and verifications etc.) provided for internees.



4. STANDARD CLAUSE REFERENCE:
Clause 7.1.2, 7.3, 7.2 & 8.5 of ISO 9001:2015 Standard

5. PROCESS DESCRIPTION
Following are key types of internships

a) Mandatory Degree-Based Internship
Mandatory internship programs would be designed for university students as a part of their degree requirement. Mandatory internships would usually be available to students of Bachelor’s or Master’s programs of institutions who have signed an MOU with MTI-HMC (approved by BoG). This may enable internees to work in various departments of MTI HMC according to the provisions of the concerned MoU. The focal person of the institute is responsible to communicate and share the detail list of students along with a mandatory pay cheque as per the dues declared in the MOU. 

Following mentioned is the induction requirement for non-MOU interns:-

· The candidate must write an application for an internship.
· A reference letter from the concerned institute including complete particulars of the student and also defining the period of internship required and the field of interest where the student would want to be placed shall be attached with the application form (HMC-HRD-F-01).
· Duration of internship: 1 to 6 months but not more than 6 months.

b) Trainees

This program shall be designed to provide opportunities to graduate students to gain experience in relevant specialty.  In case of overwhelming number of applications for internship at MTI HMC, the internship slots (the number of which shall be determined by the concerned departments and approved from BoG) shall be filled through a competitive process. In this regard the HR department has the responsibility to develop appropriate criteria with the help of the concerned departments and the same shall be approved jointly by Nursing Director, Medical Director and Hospital Director. The internees must be evaluated at least once through an objective but simple evaluation tool. This may help the MTI HMC to explore an intern’s potential for future induction within the institute. The induction of an intern shall require the following: 

· Resumes of candidates with degrees or diploma as required by the program
· The candidate shall apply through proper channel
· Duration of Internship: 1 Year.

5.1 Post Internship Report

All interns are required to submit a post report before a certificate of internship is issued to them. A report sheet must be developed by the HR department that shall cover the intern’s scope & place of work at HMC, Duties/responsibilities/tasks assigned during the internship, procedures if any performed and skills learnt. A part of assessment tool must be reserved to assess abilities to work under stressful conditions, communications skills and leadership & team work.  

5.2 Award Of Internship Certificate

The intern shall fill out the clearance form (HMC-HRD-F-25) from the concerned departments and submit it to the HR department. The intern shall be issued the internship certificate if the clearance form duly completed along with return of the internship card issued to the intern at the time of induction and the transport card, if the availing transport facility is submitted to the concerned HR Personnel.

5.3 Retention beyond internship period

a) An intern may be retained after the HoD provides justification for retention after expiry of the approved retention tenure provided there is potential intern candidate waiting in the pipeline. Additional but mandatory requirement is that the recommendation of the HoD must be supported by above average performance on the evaluation sheet.  
b) The internship retention for an additional period shall be limited only between 3 months to a maximum of 06 months. There will only be a one-time retention.  

6. SUPPORTING DOCUMENTS

	Document Title
	Ref. #
	Retention Medium

	Memorandum of Understanding (MOU)
	External
	Hard




7. RELATED RECORDS

	Document Title
	Ref. #
	Retention Medium
	Retention Period

	Internee ID Registration Form
	HMC-HRD-F-15
	Soft/Hard
	H: 01 Year
S: 05 Years

	DPT Clearance Form
	HMC-HRD-F-54
	Soft/Hard
	H: 01 Year
S: 05 Years

	DPT House Job  Arrival Form
	HMC-HRD-F-55
	Soft/Hard
	H: 01 Year
S: 05 Years

	Internee Arrival Form
	HMC-HRD-F-56
	Soft/Hard
	H: 01 Year
S: 05 Years

	PICO Internee Clearance Form
	HMC-HRD-F-58
	Soft/Hard
	H: 01 Year
S: 05 Years




[bookmark: _Toc217303676]SOP # 05: TRAINING AND DEVELOPMENT

1. PURPOSE

This policy and procedure set out the measures that MTI-HMC has in place to support its objectives in relation to Human Resource of all levels in such a way that the develops a strong culture of learning and continuous development following an objectively structured pathway.

2. SCOPE

a) Main scope of TND is to effectively target deficiencies in performance and identify gaps that may hinder an employee’s career growth & progress.
b) To increase the overall performance of the hospital.
c) To help educate and improve employee’s skills.

3. RESPONSIBILITIES

	Actor
	Role / Responsibilities

	Dean/MD / HD/ND/Chairman & HOD
	· Will ensure that sufficient resources are committed to staff training and development such, that the aims and objectives of this policy can be achieved.

	Director Finance
	· Be responsible for assistance in appropriately budgeting and maintain accounting records of expenditures for approved training activities.

	Head of Department
	· Assistance of MD/HD/Dean in training Need Assessment
· Identify and design relevant trainings 
· To ensure that staff is attending mandatory training events, follow up individual staff who fail to attend required mandatory training escalating the issue to HR Department, if individual persistently fails to attend. 
· To ensure that details of all training and development needs identified via annual appraisal and Personal Development Plan process are forwarded to HR to inform the TNA process. 
· To identify team or service-wide training needs within their areas of responsibility as part of the annual training needs analysis, in conjunction with the HR (training) manager. 
· To assist in delivery of staff training and development activities where appropriate.

	Manager HR
	· Has overall responsibility for the implementation TND. To assist, inform and advise MD/HD/ND/Dean and line managers about risks and any other essential requirements related to TND of staff under their control.  

	HR Teams
	· To manage the annual training needs analysis (TNA) process and to lead on the planning, development, monitoring and evaluation of staff training and development activities in conjunction with key staff and the Staff Training and Development. 
· To produce the annual training prospectus to reflect training needs analysis. 
· To monitor and report attendances and staff compliance regarding mandatory training events, issuing sanctions for non-attendance where necessary.



4. STANDARD CLAUSE REFERENCE:

Clause 7.1.2, 7.3, 7.2 & 8.5 of ISO 9001:2015 Standard

5. PROCESS DESCRIPTION

HMC is committed to the utmost career development of all team members at each level, accordingly following are the key types of learning interventions available at the facility;

a) Staff Training and Development Used to include all activities which aim to assist staff to maintain, update and enhance their knowledge, skills and capabilities. This includes formal, informal and on-the-job training, as well as a range of other learning and development activities including: electronic learning; self-managed learning; mentoring and coaching that is Basic Life Support and [Patient Trauma Care.

b) Statutory training Is that training which an employer is required to deliver and is determined by legislation, to ensure the safety of the workforce and those that come in contact with the workplace, include the Occupational Health and Safety, Employment Regulations, and The Protection against Harassment of Women at the Workplace Act 2010, Fire Safety drills upon need.

This process includes various steps as mentioned in subsequent sections.

5.1 Training Need Assessment / Identification (TNA)

MTI-HMC will undertake an Annual Training Needs Analysis. (TNA) (HMC-HRD-F-38), must lead by the Manager HR according to a process agreed and monitored by the HR Teams. 

a) The aim of the TNA will be to identify priorities for staff training and development. 
b) The hospital will adopt a structured approach in identifying the development needs of individuals and particular staff groups. This will take place at various levels, reflecting a ‘top down’ strategic:

· The annual Performance Management review process (Performance Appraisal) supplemented by regular follow up reviews. 
· Ongoing discussion with staff about work performance and any changes to the work of the job holder. 
· Identification of needs and requirements during the process of setting out operational and work plans like new procedures. 
· Regular performance review: monitoring evaluation of Planning processes, operations and Out puts.  Overall review of the indicators for effective team work and assessment of a favorable workplace environment in question.

Performance based training needs

a) Annual Performance Report shall consist of areas where the employee needs further training 
b) HR shall conduct meeting with the HoD/Chairman to discuss potential areas in the PR/PER of the employee that needs re-training/more.
c) A personal Proposal/Request can be submitted by the employee with enough justification if he desires for further training & development.

5.2  Bi- Annual Training Calendar (BTC)

a) A Bi-annual training calendar for the next calendar year must make according to TNA. 
b) The TNA for trainings shall be given priority in the bi-annual training calendar (HMC-HRD-F-62).
c) Like TNA, the HR function shall be responsible for preparing the Bi-annual Training Calendar with mutual consent of HoDs, MD/HD and the Trainer. 
d) The BTC shall be acknowledged by the HR Department, HOD and MD/HD for validity. 
e) The Training Calendar is to be notified to all Departments through Letters and emails.
f) HR Department re-validates the participant lists by ensuring that managers have given approvals for the attendance of their employees to the training. HR must also check for exited employees, role changes, or employees no longer requiring the identified training(s). 
g) HR will notify the participants at least 15 days in advance of the confirmed training date. 
h) Individual participants are expected to confirm their availability based on the training event via email at least 10 working days to the training date. 
i)  If there is no confirmation of attendance from an individual participant within 10 days, another reminder e-mail will be sent. 
j) Employee participation and performance in training shall be reflected in Annual PER. 

· List of Trainers
a) Internal experts/specialists must be given preference as Trainers. The list of potential trainers 
 (HMC-HRD-F-66) with respect to their skills shall be maintained by the HR Team.
b) HR Department shall submit profiles of potential trainers with the recommendation of concerned HoD, to HD/MD for approval prior to inclusion of training in the BTC.  
c) The HR engages the Trainers to confirm training dates based on their availability and the planned training dates.
d) Trainers working as consultants, faculty members, specialists or lecturers or any other technical positions not below officer level in degree/diploma/academic certificate awarding public or private organization recognized by (PMDC, CPSP, HEC, PNC, PEC, PNRA, PNAC, HCC) shall be given preference while establishing trainers list. 
e) The approved list should be made according the number of trainers, their experience and expertise.
f) If trainer is not available for the planned day of training, a backup trainer from list of trainers must be informed at least 5 days before.

5.3 Training Budget

a) HR Department shall carry out direct and indirect costing of the Annual Training Calendar.  
b) HR department will get the training budget to Accounts and Finance Department for approval.
c) The financial implications of the BTC, prepared by HR department, are circulated through the offices of the Director Finance & MD (clinical staff) and HD. 
d) In view of the available resources entire BTC is budgeted like any other activity/operation in MTI HMC.   


5.4 Cancellation/Postponement of Trainings– (For both Internal & External Trainings) 

A cancellation or postponement will be granted only upon receiving an email from the participant 10 days in advance of the training. This should be in consultation with the HOD who will in turn inform the HR Manager. 

In that instance, notice of cancellation or postponement is given by the HOD less than 10 days before the start of training, an immediate replacement must be provided.

5.5 Training Program

a) HR function shall arrange venue and necessary resources (Audio/ Visuals, Refreshment, Noting Pad, stationary etc.) for training in coordination with respective functions.
b) Attendance of participants shall be marked on the Training Attendance Form (TAF) (HMC-HRD-F-39) which shall be maintained by HR Team. 
c) In-case of any cancellation or postponing of training session participants along with trainer must be informed at-least 5 days before.
d) In-case of trainer non availability a backup trainer should be informed as mentioned in the training plan.

5.6  Modes of Training

	S.No
	Mode of Training
	Duration
	Attendance Procedure
	Reminder
	
Evaluation

	a) 
	Short sessions

	1 hour
	Training program attendance  
	Email/letter
	
Quiz/test (optional)


	b) 
	Coaching

	Depend upon the content of training
	Training attendance form
	Email/letter
	Training Feedback form & Quiz

	c) 
	Online Training

	Depend upon the content of training
	Zoom/Google Meet etc
	Email/letter
	Training Feedback form or Quiz/test



· Institutional staff applying independently (not through government of KP/Pakistan)  on their own shall obtain NOC from MTI HMC, through the concerned controlling officer i.e. MD/HD/Dean. 
· The internal and external trainings must be part of the annual Performance evaluation of the staff if applicable.

5.7 Review of Training program:

Prior to embarking upon a training program, modules of any training program developed indigenously by MTI HMC, shall be reviewed by the concerned HoD and Competent authority i.e. Dean, HD & MD.  Feedback shall be sought from the participants before and after program.  


5.8 Evaluation of Training

a) For Trainees

In order to reap the full benefits of a training program, the training program shall be evaluated for continuous improvement of training programs.  The process of evaluation is carried out at four levels using quiz evaluation form (HMC-HRD-F-20). 

· Level 1: Reaction – to assess how the trainees responded to the training. This is commonly measured with the help of a survey using Training Feedback Form (HMC-HRD-F-40) (given to the participants to complete after the training program) for the purpose of feedback.

· Level 2: Learning – This level measures learning of trainees from the training program. Formats of structured Short quiz or test, using 05 Likert Scale to measure changes in trainee’s knowledge and skills. This level is employed for all staff including Class IV employees (HMC-HRD-F-63).

· Level 3: Behavior – This level assesses behavioral change of the participants as a result of training. This is measured through workplace observations, comparing before and after training behaviors in the form of performance appraisal.

· Level 4: Results – The final step measures and evaluates the result of the training program against the expectations of MTI HMC.  It reviews whether learning objectives have been met or not. Using certain metrics or factors hospital measures attributes such as productivity, quality, efficiency, and patient satisfaction ratings through training satisfaction index.

5.9  Training Certificates

a) The Training certificates (HMC-HRD-F-67) shall be issued upon the successful completion of the training.
b) Those Training Programs which include post or pretests for evaluation/assessment shall indicate the performance of the participants.
c) A copy of Training Certificates issued to the participants shall be maintained in the training file along with the receiving from the participants.

6 SUPPORTING DOCUMENTS

	Document Title
	Ref. #
	Retention Medium

	Occupational Health and Safety,
	NA
	Soft/Hard

	Employment Regulations
	NA
	Soft/Hard



7 RELATED RECORDS

	Document Title
	Ref. #
	Retention Medium
	Retention Period

	Training Need Assessment
	HMC-HRD-F-38
	Soft/Hard
	H: 01 Year
S: 05 Years

	Training Attendance
	HMC-HRD-F-39
	Soft/Hard
	H: 01 Year
S: 05 Years

	Training Feedback Form
	HMC-HRD-F-40
	Soft/Hard
	H: 01 Year
S: 05 Years

	Training Certificate
	HMC-HRD-F-67
	Soft/Hard
	H: 01 Year
S: 05 Years

	Bi-Annual Training Calendar
	HMC-HRD-F-62
	Soft/Hard
	H: 01 Year
S: 05 Years

	Training Quiz Form
	HMC-HRD-F-63
	Soft/Hard
	H: 01 Year
S: 05 Years

	Quiz Evaluation Form
	HMC-HRD-F-20
	Hard
	H: 01 Year
S: 05 Years

	Training Requisition
	HMC-HRD-F-64
	Soft/Hard
	H: 01 Year
S: 05 Years

	Orientation Feedback Form
	HMC-HRD-F-32
	Soft/Hard
	H: 01 Year
S: 05 Years

	Training Satisfaction Index
	HMC-HRD-F-65
	Soft/Hard
	H: 01 Year
S: 05 Years








[bookmark: _Toc217303677]SOP # 06: PERFORMANCE MANAGEMENT SYSTEM

1. PURPOSE

From setting goals for individuals or groups, to planning, strategizing, executing tasks, appraising/ evaluating/assessing performance and rewarding or penalizing, with the ultimate purpose of Performance management is managing individual or organizational behaviors and outcomes.  

2. SCOPE

Commonly, the scope of Performance Management/Appraisal Process includes the following aspects;

a) Performance— The HR functional shall explain organizational Vision/mission/goals & Objectives and subsequently discuss & develop realistic individual goals & objectives in view of the Job description while managing regular feedback throughout the year.  The Job description shall be discussed with the staff at least once after induction and may be discussed again upon the request of the concerned staff or when the HR department deems it is necessary. Quantifiable Bench marks shall be agreed upon so that performance can be gauged against these mutually agreed standards. The performance appraisal shall be carried out following the best HR practices.  Performance of staff shall be rewarded or reprimanded according to MTI HMC rules and regulations. 
b) Working relations--This aspect focuses on recognizing and managing professional relationships (vertical & horizontal) between different types of workplace relations for example Top management ( HD, Dean, MD, ND, DF) reporting Managers, Team members, co-workers, subordinates and clients. 
c) Grey areas across the HR paradigm of HMC. While executing operations administrative staff or clinical staff e.g. consultants, SpRs, Trainees and Nurses may work in teams led by Dean, MD, HD or ND. Respective Supervisors and HR function shall incorporate realistic, quantifiable and achievable benchmarks while carrying out performance appraisal for effective management of their performance. 

3. RESPONSIBILITIES

	Actor
	Role / Responsibilities

	Dean/HD/ MD/ MANAGERS/ HOD/ Chairman of the Dept
	· Evaluate employee performance annually
· Get the employee’s consent
· Send the final appraisal to HR
· Approval of all the process administered through software.

	FOCAL PERSON
	· Select the appraisal format according to the employee designation and distribute them to their respective supervisors or to those in line of supervision to recommend

	EMPLOYEE
	· Employee shall give consent and submits his/her opinion about the evaluation done by HOD

	HR TEAM
	· HR Department confirms and approves the final appraisal
· Maintain record of each employee’s appraisal in their respective personal files.



4. STANDARD CLAUSE REFERENCE:
Clause 7.1.2, 7.3, 7.2 & 8.5 of ISO 9001:2015 Standard

5. PROCESS DESCRIPTION

To evaluate the performance of employees, HMC conducts an Annual Performance Evaluation Program in the end of year. All appraisals are carried out through HMIS software. The decisions especially about salary increments and promotions are based on the Performance Evaluation of the employee.

5.1 Performance Evaluation Criteria:
Employees are evaluated online via HMIS software by their designated supervisors. It is forwarded to another supervisor/manager or in-charge in line (if any) for recommendation & comments and is finally forwarded for approval by the competent authority. The flow of performance evaluation for different cadre employees is as followed;

· Faculty staff: Focal person → Chairperson of dept. →MD→ Dean
· Clinical staff: Focal person → Chairperson of dept. →MD
· Administrative staff: Focal person → HOD/Manager →HD
· Nursing & Paramedics staff: Focal person → Chief OTA/Head Nurse →ND
· Chairperson/HODs: Focal person → MD →Dean
· TMOs: Focal person → Chairperson of dept. →MD
· Class IV & Below: Focal person → Facility Manager →HD

5.2 Annual KPIs Formation

	
Performance Appraisal
	
KPI’s

	















Administrative Staff
	a) Quality
· Accuracy & efficiency of work
· Verbal & written expression / Behavior
· Quantity
· Amount of work performed on daily basis
· Completion of work on schedule

b) Work Habits
· Attendance, punctuality & reliability
· Appearance & Cleanliness
· Observance of rules & regulations
· Seeking Supervision when appropriate

c) Interpersonal Skills & Attitude
· Ability to effectively communicate with all levels of employees & maintain positive attitude
· Flexibility with tasks assigned
· Leadership & supervision skills
· Handling of complaints & problem solving ability
· Ability to learn, train & work under pressure

d) Job related functions
· Comfortable working with all employees
· Adherence to working hours
· Ability to perform tasks under less or no supervision
· Commitment & devotion to duty

e) Duties & Tasks
· Performance of assigned job duties as outlined in job description
· Job knowledge, judgment & decision-making skills
· Professionalism & discipline maintenance

	













Clinical Staff
	a) Quality
· Accuracy & efficiency of work
· Verbal & written expression / Behavior
· Quantity
· Amount of clinical procedures performed on daily basis
· Completion of work on schedule

b) Work Habits
· Attendance, punctuality & reliability
· Appearance & cleanliness
· Observance of rules & regulations
· Patient confidentiality & safety

c) Interpersonal Skills & Attitude
· Ability to effectively communicate with all levels of employees, patients & maintain positive attitude
· Flexibility with tasks assigned
· Ability to learn & train others
· Handling of complaints & related issues
· Knowledge of patient record software

d) Job related functions
· Comfortable working with all patients’ population
· Understands & operates within legal & ethical boundaries
· Adherence to working hours
· Ability to perform clinical procedures under less or no supervision

e) Duties & Tasks
· Performance of assigned job duties as outlined in job description
· Clinical knowledge, judgment & decision making skills
· Efficiency in handling of emergencies

	










Class-IV & Below
	· Knowledge about organization objectives and its structure
· Obedient & responsible
· Attendance & punctuality
· Productive & improve performance
· Behavior with other staff members & Patients
· Team work & multi-tasking
· Performance under pressure & work load
· Commitment & devotion to duty
· Meet deadlines assigned
· Learning & training others
· Observance of rules & regulations
· Comfortable working with all employees
· Courteous & helpful
· Appearance & self-cleanliness
· Ensure hospital cleanliness & safety
· Follow safety protocols while on duty
· Handling & use of hospital equipment 
· Report supervisor regarding equipment & supply shortages
· Reporting any improper incident, misuse of hospital property or breach of policy to supervisor
· Perform duties as outlined in JD or assigned by supervisor



5.3 KPIs Score & Appraisal Scale 
The scale used for the all appraisals is ‘Likert Scale’ from 01 to 05;
· 01 = Unsatisfactory
· 02 = Needs Improvement
· 03 = Average 
· 04 = Good
· 05 = Outstanding
       KPI Score 
· 100-80% (Grade A)   –      Outstanding
· 60-79%   (Grade B)   –      Commendable
· 40-59%   (Grade C)   –      Satisfactory
· 01-39%   (Grade D)   –      Needs Improvement

5.4 Appraisal Schedule

· Performance of each employee who has successfully completed his/her probationary period shall be appraised by his/her HOD/Supervisor/Manager annually.  
· An employee shall only be eligible for an annual performance review after one year of their services at MTI-HMC.
· An employee may be evaluated more frequently at the supervisor’s discretion only.
· Performance Appraisals should be done at least once a year. 
· Performance Appraisal Form shall be maintained separately for Medical staff and Administrative staff.

5.5 Employee Annual Performance Appraisal

· All employees shall be appraised annually in the end of calendar year.
· The HR function shall open the annual period that needs to be appraised to all the units/departments to carry out appraisals at least a month before and inform them accordingly
· The focal persons select the appraisals as per the employee designation and distribute them to their respective supervisors or to those in line of supervision to recommend and then to be approved by the HoDs/ Managers/ in-charge/ Chairmen/ HD/ MD/Dean.
· The line managers recommend and give scores to the employee based on his/her appraisal and forward it to the final appraisal i.e. HoD.
· The HoD then gets the employee’s consent and sends the final appraisal to HR.
· HR Department confirms and approves the final appraisal. A report is generated from that appraisal which is attached and maintained in the personal file of the employee.


6. SUPPORTING DOCUMENTS

	Document Title
	Ref. #
	Retention Medium

	NA
	NA
	NA



7. RELATED RECORDS

	Document Title
	Ref. #
	Retention Medium
	Retention Period

	Performance Appraisal Form (Administrative)
	System Based
	Soft
	S: 05 Years

	Performance Appraisal Form (Clinical)
	System Based
	Soft
	S: 05 Years

	Performance Appraisal Form (Class-IV)

	System Based
	Soft
	S: 05 Years





[bookmark: _Toc178853727][bookmark: _Toc217303678]SOP # 07: HUMAN RESOURCE OPERATIONS
1. PURPOSE

The basic purpose of HR Operation is to facilitate employees related to post recruitment requirements and tasks. HR Department of MTI-HMC shall build relationship with employees through HR operations with the help of officially acquired HRMIS. The current HRMIS has been installed and made operational with the assistance of Shaukat Khanum Memorial Cancer Hospital and Research Center (SKMCH&RC). 

2. SCOPE

HR Operations covers Human Resource Department that caters all current employees of MTI-HMC and its constituent institutions including employees inducted for IBP. 

3. RESPONSIBILITIES

	Actor
	Role / Responsibilities

	HOD
	· Evaluating employees through module of the HRMIS
· Define duty rosters.
· Signs entitlement of employees

	HR Team
	· Employee performance management system
· Monthly duty roster changes
· Salary process
· Different reports regarding HR
· Monitoring employees attendance
· Entry of employee personal data
· Issuing ID card
· Assigning biometrics to employees
· Salary process
· Employee leaves entry
· Employee deactivation
· HR team is responsible to run disciplinary process with the coordination of Disciplinary committee.
· Responsible for clearance after resignation.
· Maintain report and statistics of different KPIs of HR
· Supervise, assist and works in record section



4. STANDARD CLAUSE REFERENCE:
Clause 7.1.2, 7.3, 7.2 & 8.5 of ISO 9001:2015 Standard



5. PROCESS DESCRIPTION

The HRMIS software allows the HR Department to maintain the following process;

a) Employee Registration
b) Employee Menu
c) Salary Process
d) Attendance Report
e) Leave Management
f) Duty Roaster
g) Reimbursement of Medical Claims and procedures
h) Disciplinary Process
i) Performance Management

5.1 Employee Registration

The initial registration of an employee after submitting his/her arrival includes the following process;

a) Department, Position and Employee Type (Contract, Institutional, Civil, stipend) is entered.
b) Personal Bio data of the Employee is entered including Name, Father Name, CNIC, Gender, Marital Status, Address, Contact details etc.
c) License Details are entered i.e. For Doctors PM&DC and for Nurses PNC.
d) MR.No. is generated for the employee, also known as an employee number which is different for different employees and is never repeated.

5.2 Employee Menu for Employee registration.
Following fields are filled in the Employee menu after the generation of MR.No;
a) Pay Scale and Card Swipe No.
b) Head of Department or Supervisor.
c) Joining / Arrival date. 
d) Contract duration (for stipend, trainee). 
e) Probation period.
f) Department and Duty location.
g) Picture is uploaded. 
h) Employee RFID Card is generated and printed.

5.3 Salary Process

a) Salary Process of MTI-HMC is initiated on 21st of every month. 
b) The process is initiated after all arrears and outstanding dues are cleared from accounts & finance dept.
c) Process type is entered and the process is initiated.
d) The total active employees will show the data in fields given in the form.
e) After the process is completed, salary certificates are generated for all the employees and the process for that month is closed.


5.4 Leave Management 

a) To apply for leave employee shall use his/her MR.No. and mention type of leave. 
b) The application shall be legibly documented and forwarded for the recommendation which is further forwarded to the sanctioning authority.
c) Leaves are entertained both online & offline. 
d) Online: Leave is entered in HRMIS system and forwarded to  the sanctioning authority
e) Offline: Leave is approved through leave Performa (Leave application form) and submitted for further processing.

5.5 Duty Roaster

a) Each departments’ duty roasters are entered by focal persons (computer operators) of every unit / ward before 21st of each month in the HRMIS Software;
b) Duty roaster tab is selected from the menu.
c) Month and department are selected for which the duty roaster is required to be entered.
d) List of employees is displayed and duty roaster for each employee as per their shift is entered one by one.

5.6 Employee Entitlement
Employees applying for medical entitlement shall complete the entitlement certificate Form, duly signed by their respective HODs and complete other formalities if any, prior to submission in HR department for assessment and activation.
 
5.7 Registration of dependents in HRMIS software
The following documents must be attached with the Medical treatment entitlement form.

· Father & Mother CNIC photocopy. 		
· Nikahnama (Marriage certificate) photocopy or wife CNIC photocopy       
· Children Form-B photocopy 
· RFID Card Photocopy	

5.8 [bookmark: _Toc107423416]Reimbursement of Medical Claims and procedures
· Reimbursement generally follows the KP Medical Attendance Rules 2016, however in some instances the MTI Policy and Rules & regulations shall dictate certain exceptions whenever notified by the Board of Governors. 
· Reimbursement is available only for cases, when a specialized treatment or a treatment modality is not available in Government hospitals of the province and when an eligible employee of the institution incurs out of pocket expenditure during the course of the said treatment.  
· The medical reimbursement claims shall be processed/paid upon production of complete record and necessary verification from authentic designated official caregivers and concerned administration office. 
· All eligible employees are required to submit a complete reimbursement form along with all prescriptions, original bills/cash memo, and discharge slip to the finance department for the payment process. 
· The medicines, disposables or any other item provided by MTI-HMC pharmacy shall not be reimbursed under any circumstances.
· Cases catered under Sehat Sahulat program (government social health protection initiative) are not eligible for reimbursement. 
· The verifying office (pharmacy, concerned clinical unit and office of the resident medical officer) shall counter check items claimed, using HRMIS. RMO/Admin Coordinator office shall clearly document verification of HRMIS on every bill. 
· Reimbursement form will be signed by the concerned ward head and admin coordinator/RMO, MTI-HMC.
· MRI & CT (128 slides) will not be available under the entitlement policy to government servants not employed in MTI-HMC. Reimbursement is not allowed for eyeglasses, dentures, braces, cosmetic surgery, and vitamins/tonic. 

Note: The reimbursement cases will be only entertained by the approval of competent authority and availability of budget.

5.9 Disciplinary Action
Applying the philosophy of collective wisdom and giving employees every possible opportunity to defend themselves in matters pursued under Efficiency & Disciplinary Rules, employees facing disciplinary proceedings are forwarded to Disciplinary Committee for personal hearing and recommendation for decision making. Minutes of the Disciplinary Committee shall be signed by all members and forwarded to the competent authority through the HR department for final decision. The final decision shall be strictly in accordance with MTI Rules & regulation or government rules if adopted by the MTI HMC. The cases placed before the Committee shall follow one of the following pathways in view of the final decision. 

· Suspension: Employee shall remain active on the hospital HRMIS and the time period of suspension shall be clearly documented. 
· Stoppage of salary: While freezing/ceasing salary of an employee, the competent authority shall direct the HR department via written directive wherein the reason for such action should be clearly stated. Names of employee dismissed, removed or retired from services shall be forwarded to Account office/Director Finance through the copy of the office orders.  

5.10 Clearance Process
1 
a) Employee seeking clearance shall get clearance form along with exit interview form from HR department.
b) Clearance process shall be mandatory and shall be incorporated in an employee’s contract agreement. 
c) Clearance form must be signed from all authorities mentioned in the form.
d) Exit interview form must be completed and reason of departure must be mentioned.
e) After the fulfillment, clearance form must be submitted to HR department for further final settlement process.
f) After the final settlement process, all the salary must be paid to the employee. 
g) Employee leaving HMC is required to submit 30 days’ notice forwarded to HR department on designated resignation form, correctly signed and dated. In  case an employ wishes to give a 24 hour notice period, employee must submit 1 month salary.
h) After completion of all legalities of the clearance process the employee can claim certificate of experience of work at MTI-HMC through HR Department.
i) The salary of an employee must be endorsed through accounts & finance department and shall only be paid to the account established in the name of the employee in a private commercial or national Bank of Pakistan located in Pakistan. Payments of salary in cash is strictly forbidden.  
j) Civil Servants joining MTI-HMC on deputation are not required to submit police clearance. The relevant authority (BoG in case of Senior Management or HD/MD/Dean for rest of the staff) can demand police clearance from civil servants, provided they have justification for doing so. Contract employees or institutional employees inducted in MTI-HMC shall produce police clearance at the time of their induction. 

5.11 [bookmark: _Toc107410028]HR OPERATIONS POLICY

a) HRMIS has the primary responsibility for handling employee profile.
b) The responsibilities shall include confidentiality of employee’s personal information, its periodical update. 
c) HRMIS should maintain report and statistics of different KPIs of HR.
d) HRMIS has rights to delegate and distribute appraisals yearly.
e) HRMIS has rights to attendance record of employees.
f) HRMIS section should be renewing and incorporating their software with SKMH & RC’s system and more features are added now in the system therefore.
g) In-case of expiry of any staff license or diploma, proper notification should be received in the system.
h) Employee or the employee’s supervisor will be notified through a proper letter of circular regarding the need to submit a renewed license, certification, or registration within the given deadline.
i) HRMIS with the help of HR Record section will ensure a copy of current/renewed license; certification or registration is kept in the personnel file and updated in the software.
j) Proper reminders will be given to staff on the non-provision of documents by the HRMIS section.
k) Monthly salary process of MTI-HMC goes through HRMIS Section of HR department.
l) In-case of any deductions HRMIS should be kept in loop and deductions should be made through the software.
m) HRMIS is responsible for the entry of new employee data entry along with the issuance of Employee Identity Card.
n) HRMIS should make sure that each employee gets his/her own MR.No. through which employee record can be tracked down in the software.
o) Leaves should be entered through HRMIS to keep record of employee leaves.
p) Employees should be de-activated at the time of resignation.

6. SUPPORTING DOCUMENTS

	Document Title
	Ref. #
	Retention Medium

	
E&D (Efficiency and Discipline Rules, 2020)

	External
	Soft



7. RELATED RECORDS

	Document Title
	Ref. #
	Retention Medium
	Retention Period

	Resignation Form
	HRD-HRD -F-24
	Soft/Hard
	1. H: 01 Year
S: 05 Years

	Employee Identity Card Form
	HMC-HRD-F-08
	Soft/Hard
	2. H: 01 Year
S: 05 Years

	Employment Entitlement form
	HMC-HRD-F-11
	Soft/Hard
	3. H: 01 Year
S: 05 Years

	HOs Card Form

	HMC-HRD-F-13
	Soft/Hard
	4. H: 01 Year
S: 05 Years

	Internee ID Registration Form
	HMC-HRD-F-15
	Soft/Hard
	5. H: 01 Year
S: 05 Years

	Leave Arrival Form
	HMC-HRD-F-14
	Soft/Hard
	6. H: 01 Year
S: 05 Years

	Leave Form
	HMC-HRD-F-19
	Soft/Hard
	7. H: 01 Year
S: 05 Years

	Departure Form
	HMC-HRD-F-23
	Soft/Hard
	8. H: 01 Year
S: 05 Years

	Clearance Form
	HMC-HRD-F-25
	Soft/Hard
	9. H: 01 Year
S: 05 Years

	Experience certificate Form
	HMC-HRD-F-26
	Soft/Hard
	10. H: 01 Year
S: 05 Years






[bookmark: _Toc217303679]SOP # 08: DISCIPLINARY PROCESS

1. PURPOSE

To prevent, reverse, or eliminate employee behavior that is detrimental to the MTI-HMC

2. SCOPE

The Disciplinary Procedure provides for warnings to be given for failure to meet the Employer's standard of job performance, conduct (whether during working hours or not) and attendance, or breach of any of the Terms and Conditions of Employment. The aim is to ensure consistent and fair treatment for all.

3. RESPONSIBILITIES

	Actor
	Role / Responsibilities

	MD / HD
	· Review of decision of disciplinary committee meetings.
· Signing authority in-case of terminations and end of contracts.

	HOD
	· Informing HR department in-case of employee misconduct.

	
Disciplinary Committee / Grievance & Redressal Committee/ Harassment Committee


	· Inquiries/ decision on the concerned  misconduct
· Harassment issues
· Conflict among employees
· To deal and decide penalties to the misconduct addressed to.

	HR Team
	· To keep record of committee meeting minutes.
· Make duplicate files of each employee under allegation and present it to Disciplinary committee.
· Letters to those employees who are addressed in process of disciplinary process.



4. STANDARD CLAUSE REFERENCE:

Clause 7.1.4 & 8.5 of ISO 9001:2015 Standard	


	

5. [bookmark: _Toc115685788]POLICY / GUIDELINES DESCRIPTION

The Board of Governors of MTI Hayatabad Medical Complex (MTI–HMC) is pleased to approve the following Disciplinary policy, proposed by the Policy Board.
This disciplinary policy shall come into force at once and will be applicable to all employees of MTI HMC. Disciplinary proceedings may be undertaken by the concerned authority, namely the Hospital Director, Medical Director, Nursing Director, Directors of Affiliate/constituent institutes or Dean, or by a committee formed by the concerned authority. Depending on the results of the enquiry and the seriousness of the infraction a disciplinary action may be taken which may consist of minor or major penalties (see below).

5.1 [bookmark: _Toc115685789]MISCONDUCT
Misconduct means conduct prejudicial to good order or working discipline or contrary to MTI regulations, employee code of conduct under the MTI Act, 2015 (as amended up to date). 		
a) [bookmark: _Hlk45611157]Simple Misconduct includes, but is not limited to:
· Persistent poor performance of assigned duties
· Unlawful gathering.
· Insubordination and breach of lawful order.
· Unauthorized absenteeism.

b) Gross Misconduct includes, but is not limited to:
· Unauthorized absenteeism of more than 07 days.
·  Dishonesty and theft or financial misappropriation
·  Threatening or causing physical harm to patients, staff, or visitors in MTI-HMC
·  Harassment (verbal, physical or sexual) – see Harassment policy
·  Violation of MTI Rules, regulations, policies including health & safety and security regulations and procedures. 
·  Violation of law. 
·  Engagement in subversive activities on MTI HMC premises.
·  Misappropriation, corruption, or misuse of MTI HMC funds or property. 
·  Unauthorized disclosure of internal correspondence or confidential   documents, decisions, procedures or actions of MTI HMC.	
·  Any other act which the competent authority deems serious in nature.

5.2 [bookmark: _Toc115685790]MINOR PENALTIES:
a) Written reprimand, which may be simple or severe. 
b) Reprimands will be maintained in the employee's personnel file. A third simple reprimand or second severe reprimand may lead to a major penalty.
c) Withholding, for a specific period, promotion or salary increment.
d) A fine in the form of withholding of salary for a specified period, 
e) Restitution of any financial loss to MTI HMC, by withholding of salary or direct reimbursement by the individual
f) Recovery or deduction of pay for unauthorized absence
g) In the case of suspected simple misconduct the suspected individual will be given an opportunity for clarification/rebuttal of the charges, after which the competent authority may proceed to award a penalty. The concerned individual will be informed in writing of the penalty and the reason for the action.
5.3 [bookmark: _Toc115685791]MAJOR PENALTIES:

a) Termination of employment, with or without fine, and restitution for financial loss to the institution, if any.
b) Further legal action as deemed fit by the concerned authority.

5.4 [bookmark: _Toc115685792]INQUIRY PROCEDURE
Suspicion of gross misconduct will require a detailed inquiry.
a)  An inquiry may be undertaken by the competent authority, namely the Hospital Director, Medical Director, Nursing Director or Dean, or by a committee formed by the competent Authority.
b) Depending on the seriousness of the infraction, the individual may be suspended from    work and entry to the hospital until the completion of the Inquiry.
c) The Inquiry authority or committee shall identify and communicate the infractions to the concerned employee 
d) The concerned employee must respond in writing within three days of receipt of the above letter, with an explanation and stating whether he desires to be heard in person. 
e) The Inquiry will consider all the available facts, including witness statements, and documents or video or audio recordings, and any other relevant materials, and the Suspected individual would be given the opportunity to explain in writing or verbally, any mitigating factors, discrepancies, or factual errors.
f) The Inquiry shall examine the case with no unjustified delays and submit its report within 7   days of institution of the inquiry.  

5.5 [bookmark: _Toc115685793]Powers of the Inquiry authority
a) The Inquiry may;
· Summon and enforce the attendance of any person and examine him on oath, require the discovery and production of documents,
· Receive evidence on affidavits, 
· Call for witnesses or documents.

5.6 [bookmark: _Toc115685794]Inquiry Report
The Inquiry committee or authority will, based upon the ascertained facts, ascribe responsibility for the infraction, recommend punishment(s) and make recommendations regarding any changes in processes to prevent future repetition of the events.

5.7 [bookmark: _Toc115685795]Disciplinary Actions
Upon receipt of the inquiry report the concerned authority will decide the penalty, if any, to be imposed, and shall so inform the individual in writing.

5.8 [bookmark: _Toc115685796]Appeal
An employee on whom a penalty is imposed shall have the right to request a review by the MTI-HMC Management Committee within seven days of issuance of the written disciplinary order. The employee may appeal the decision of the Management Committee, within thirty   days of issuance of the decision to the Board of Governors, whose decision in the matter will be. However, the individual may appeal the decision to the Appellate tribunal.


5.9 [bookmark: _Toc115685797]Civil Servants
Civil servants currently serving in the MTI-HMC are considered on deputation. In the case of a suspected infraction of the rules and regulations, the same process as outlined above will be undertaken, except that any disciplinary action or penalty for the civil servant will be recommended to government and the services of the civil servant may be returned to government as authorized under the MTI act (as amended to date). 

6. SUPPORTING DOCUMENTS

	Document Title
	Ref. #
	Retention Medium

	Act No. Iv Of 2010 ‘The Protection Against Harassment of Women at The Workplace Act 2010’
	External
	Hard

	E & D (Efficiency and Discipline) Rules, 2020
	External
	Hard




7. RELATED RECORDS

	Document Title
	Ref. #
	Retention Medium
	Retention Period

	Charge Sheet
	HMC-HRD-F-33
	Hard
	H: 01 Year

	Show Cause
	HMC-HRD-F-34
	Hard
	H: 01 Year

	Explanation Letter
	HMC-HRD-F-35
	Hard
	H: 01 Year

	Warning Letter
	HMC-HRD-F-36
	Hard
	H: 01 Year
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[bookmark: _Toc109025952][bookmark: _Toc217303680]PART 03
DEPARTMENTAL POLICIES & GUIDELINES


[bookmark: _Toc109025953][bookmark: _Toc217303681]POLICY / GUIDELINE # 01: LEAVE POLICY

1. [bookmark: _Toc107420917][bookmark: _Toc109025954]PURPOSE

The purpose of this policy document is to outline and describe leave policies and implement rules governing employee leaves. This policy is designed to facilitate the employees and to ensure the smooth functioning of the employee facilitation.

2. [bookmark: _Toc107420918][bookmark: _Toc109025955]SCOPE

This policy shall apply to employees currently working at MTI-HMC and its constituents including but not limited to Civil Servants.

3. [bookmark: _Toc107420919][bookmark: _Toc109025956]RESPONSIBILITIES

	Actor
	Role / Responsibilities

	BOG 

	· Approval of leaves more than 30 days.
· 

	Medical Director/ Hospital Director
	· Approval of leaves For Clinical Staff & Paramedical Staff
· Approval of leaves For Non-Clinical Staff
· Approval of leaves more than 15 days.

	Dean
	· Approval of leaves For Faculty Staff

	Director Nursing & Paramedics
	· Approval of leaves For Nursing

	Respective Heads
	· For Affiliated Institutes

	HOD
	· Approval of leaves for their own departments.

	HR Team
	· Keep record of employee leaves.
· Issues leave letters.






4. [bookmark: _Toc107420920][bookmark: _Toc109025957]POLICY / GUIDELINE DESCRIPTION

4.1 TERMS AND CONDITIONS

a) For the purpose of leave calculation and entitlement, the calendar year will be followed i.e.1stJanuary to 31st December.
b) All leave applications must be made on the prescribed form and shall be routed through the Departmental Head.
c) All leaves shall be approved by the competent authority or his /her appointed signatory.
d) Leave is a privilege not a right and will depend on exigencies of service and be granted at the discretion of the competent authority.
e) All leave types except Casual Leave shall be applied 2 weeks in advance in order to avoid delays and issuance of notification.
f) Human Resources Department will be responsible for maintaining employee leave records and balances.
g) It will be the responsibility of Departmental heads to ensure appropriate coverage of duties during the absence of the leave applicant.
h) The Competent authority has the power to approve maximum leaves of 30 days; leaves beyond the above-mentioned period shall be forwarded to the Board for onward decision.
i) Public Holidays will be observed in accordance with Government announcements and notifications.
j) Scheduled vacations shall not be counted as leave.
k) Leave other than covered by these Regulations shall not be granted.
l) It will be the responsibility of employees availing continuous leaves for more than 15 days to submit a departure report at the time of proceeding on leave and an arrival report duly signed by the Head of Department after availing such leave.
m) Employees must ensure that the same as mentioned in clause m) shall reach the HR Department well in time to avoid delays. In case of failure, it may lead to disciplinary action as prescribed under the rules.
n) An employee deputed by the MTI-HMC for attending conferences, seminars, and meetings shall be considered on duty for the period of their duration as well as for the specific period on a journey to and from the venue.
o) An employee who is required to undertake examination duties within or outside the MTI-HMC shall be treated on duty up to a maximum of 15 days or one examination.
p) For reasons to be recorded in writing the BOGs may suspend any leave generally or in specified cases.
q)  A leave account shall be maintained or each employee subject to these Rules in such form as prescribed.
r) 	Leave cannot be claimed as a matter of right, when the exigencies of service so require, discretion to refuse or revoke leave of any description is reserved to the authority empowered to grant it.
s) An MTI employee who absents himself without leave or remains absent without leave shall not be entitled to any pay for the period of his or her absence without leave.
t) BOGs have the power to amend, relax, suspend, alter or remove any type or clause of leave if and when required.
u) The Following a schedule will be observed for the purpose of availing leave.

4.2 Authority Matrix

	Sr. #
	Competent Authority
	Description

	1.
	Medical Director
	For Clinical Staff & Paramedical Staff

	2.
	Hospital Director
	For Non-Clinical Staff

	3.
	Dean
	For Faculty Staff

	4.
	Director Nursing & Paramedics
	For Nursing

	5.
	Respective Heads
	For Affiliated Institutes


[bookmark: _Toc107420921][bookmark: _Toc109025958]
4.3 LEAVE TYPES

Following are the different types of leave.

a. Casual Leave (CL):
b. Sick Leave (SL):
c. Earned Leave (EL):
d. Maternity Leave (ML):
e. Iddat Leave (IL)
f. Religious Pilgrimage Leave (RPL):
g. Leave Without Pay (LWOP):
h. Leave preparatory to retirement / encashment (LPR)
i. Study Leave (StL)

4.4 [bookmark: _Toc107568491][bookmark: _Toc107568645][bookmark: _Toc108607805][bookmark: _Toc108609823][bookmark: _Toc108610005][bookmark: _Toc108610187][bookmark: _Toc108610368][bookmark: _Toc108687147][bookmark: _Toc108786987][bookmark: _Toc108874483][bookmark: _Toc109025806][bookmark: _Toc109025959][bookmark: _Toc109026283][bookmark: _Toc109026711][bookmark: _Toc109026861][bookmark: _Toc109027010][bookmark: _Toc109027159][bookmark: _Toc109027308][bookmark: _Toc109027696][bookmark: _Toc109027931][bookmark: _Toc109028078][bookmark: _Toc109028223][bookmark: _Toc109028366][bookmark: _Toc109028488][bookmark: _Toc109028608][bookmark: _Toc109028727][bookmark: _Toc109028844][bookmark: _Toc109028961][bookmark: _Toc109029075][bookmark: _Toc109029188][bookmark: _Toc109029297][bookmark: _Toc109029397][bookmark: _Toc109029497][bookmark: _Toc109029595][bookmark: _Toc109029686][bookmark: _Toc109029775][bookmark: _Toc109029861][bookmark: _Toc109029944][bookmark: _Toc109030024][bookmark: _Toc109030101][bookmark: _Toc109030172][bookmark: _Toc109030242][bookmark: _Toc109030309][bookmark: _Toc109030370][bookmark: _Toc109030430][bookmark: _Toc109030485][bookmark: _Toc109030539][bookmark: _Toc109030583][bookmark: _Toc109030619][bookmark: _Toc109030648][bookmark: _Toc109030736][bookmark: _Toc109030804][bookmark: _Toc109031032][bookmark: _Toc109031069][bookmark: _Toc109031181][bookmark: _Toc109041381][bookmark: _Toc109041442][bookmark: _Toc109992793][bookmark: _Toc110243085][bookmark: _Toc110243118][bookmark: _Toc110323227][bookmark: _Toc110323282][bookmark: _Toc110410946][bookmark: _Toc107568494][bookmark: _Toc107568648][bookmark: _Toc108607808][bookmark: _Toc108609826][bookmark: _Toc108610008][bookmark: _Toc108610190][bookmark: _Toc108610371][bookmark: _Toc108687150][bookmark: _Toc108786990][bookmark: _Toc108874486][bookmark: _Toc109025809][bookmark: _Toc109025962][bookmark: _Toc109026286][bookmark: _Toc109026714][bookmark: _Toc109026864][bookmark: _Toc109027013][bookmark: _Toc109027162][bookmark: _Toc109027311][bookmark: _Toc109027699][bookmark: _Toc109027934][bookmark: _Toc109028081][bookmark: _Toc109028226][bookmark: _Toc109028369][bookmark: _Toc109028491][bookmark: _Toc109028611][bookmark: _Toc109028730][bookmark: _Toc109028847][bookmark: _Toc109028964][bookmark: _Toc109029078][bookmark: _Toc109029191][bookmark: _Toc109029300][bookmark: _Toc109029400][bookmark: _Toc109029500][bookmark: _Toc109029598][bookmark: _Toc109029689][bookmark: _Toc109029778][bookmark: _Toc109029864][bookmark: _Toc109029947][bookmark: _Toc109030027][bookmark: _Toc109030104][bookmark: _Toc109030175][bookmark: _Toc109030245][bookmark: _Toc109030312][bookmark: _Toc109030373][bookmark: _Toc109030433][bookmark: _Toc109030488][bookmark: _Toc109030542][bookmark: _Toc109030586][bookmark: _Toc109030622][bookmark: _Toc109030651][bookmark: _Toc109030739][bookmark: _Toc109030807][bookmark: _Toc109031035][bookmark: _Toc109031072][bookmark: _Toc109031184][bookmark: _Toc109041384][bookmark: _Toc109041445][bookmark: _Toc109992796][bookmark: _Toc110243088][bookmark: _Toc110243121][bookmark: _Toc110323230][bookmark: _Toc110323285][bookmark: _Toc110410949][bookmark: _Toc107420922][bookmark: _Toc109025963]CASUAL LEAVE (CL)

	Sr. #
	DESCRIPTION
	REMARKS

	a) 
	Leave Entitlement
	· 02 CL will be allowed per month up to a maximum of 10 days during the calendar year,

	

b) 
	

Terms & Conditions
	· CL cannot exceed more than 5 days in a single instance.
· Duration of short leaves may be combined and calculated at 7 hours for one day.
· Casual leave combined with any other kind of leave will be regarded as one spell of regular leave.



4.5 [bookmark: _Toc107420923][bookmark: _Toc109025964]SICK LEAVE (SL)

	S.NO
	DESCRIPTION
	REMARKS

	a) 
	Leave Entitlement
	· Total Number of 18 days will be allowed in a calendar year.

	


b) 

	



Terms & Conditions
	· SL for up to 2 days can be availed without the production of a Medical Certificate.
· SL for more than 2 days will require a medical certificate from an authorized/designated Medical Officer.
· In case of an emergency where an employee is unable to attend his / her duties on account of illness, he/she must inform his/her respective department by phone, fax, email, or any other means, the employee concerned will be required to produce a Medical Certificate on arrival after availing leaves.
· Where the recommendation for due rest is signed and stamped by the Admin Coordinator.
· If SL is to exceed an employee’s entitlement the excess leave may be adjusted from the CL and accumulated Earned Leave on full pay.
· In-case of prolonged illness under special circumstances Not covered in para IV & VI), such cases shall be granted on full pay to the standing Medical Board on the production of medical certificate upto180 days at a time and 365 days in entire service.
· SL cannot be carried forward from year to year.



4.6 [bookmark: _Toc107420924][bookmark: _Toc109025965]EARNED LEAVE (EL)

	S.NO
	DESCRIPTION
	REMARKS

	a) 
	Leave Entitlement
	· Total number of 30 days will be allowed, including weekends.

	b) 
	Terms & Condition
	· EL is not applicable to employees during the probation period.
· EL will be carried forward to next year.



4.7 [bookmark: _Toc107420925][bookmark: _Toc109025966]MATERNITY LEAVE (ML)

	S.NO
	DESCRIPTION
	REMARKS

	a) 
	Leave Entitlement
	90 Days

	

b) 
	

Terms & Condition
	· ML can be granted for a maximum of 3 times during the course of employment with MTI-HMC.
· Such leave shall be applied for at least 2 weeks in advance for processing and issuance of notification on a prescribed form along with consultant gynecologist prescription and necessary medical reports.




4.8 [bookmark: _Toc107420926][bookmark: _Toc109025967]IDDAT LEAVE (IL)

	S.NO
	DESCRIPTION
	REMARKS

	
a) 
	Leave Entitlement
	· Maximum number of 130 days shall be permissible to female employees on the passing of her husband by the competent authority or his/ her appointee.

	

b) 

	Terms & Condition
	· In order to avail IL, the death certificate of the deceased shall be mandatory.
· IL cannot be used for any other purpose.



4.9 [bookmark: _Toc107420927][bookmark: _Toc109025968]RELIGIOUS PILGRIMAGE LEAVE (RPL)

	S.NO.
	DESCRIPTION
	REMARKS

	a) 
	Leave Entitlement
	· For Hajj Leave Maximum of 45 days leave will be granted
· For Umrah leave Maximum of 21 days will be granted

	

b) 
	

Terms & Condition
	· In order for availing of such leaves, employees must provide documented proof such as visas, forms/ ticket reservations, etc. for performing Hajj or Umrah.
· RPL for Hajj can be availed once during the course of employment.
· RPL for Umrah can be availed once every 05Years.



4.10 [bookmark: _Toc107420928][bookmark: _Toc109025969]LEAVE WITHOUT PAY (LWOP)
	S.NO.
	DESCRIPTION
	REMARKS

	
a) 
	Leave Entitlement
	
	Period of Leave
	Approving Authority

	
	
	
	Up to 30 days
	Medical Director/Hospital Director

	
	
	
	More than 1 Month
	Board of Governor

	

b) 
	Terms & Condition
	· LWOP shall not be granted under normal circumstances.
· LWOP can only be granted at the sole discretion of the concerned authority under exceptional circumstances i.e. for a maximum of 30 Days. Unpaid Leave for more than 1 month shall only be approved by the Board of Governors



4.11 [bookmark: _Toc107420929][bookmark: _Toc109025970]LEAVE PREPARATORY TO RETIREMENT (LPR) (For Regular Employees)

	S.NO.
	DESCRIPTION
	REMARKS

	a) 
	Leave Entitlement
	· Maximum of 12 Months on full pay

	








b) 

	
Terms & Conditions
	· Employees must attain the age of 60 or 25 Years of service to be eligible for availing of LPR.
· Where an employee opts not to avail of the LPR, he shall be allowed leave pay for the period for which LPR is admissible, subject to a maximum of 365 days.
· For the purpose of LPR, only the senior post allowance will be included in the leave pay so admissible.
· The payment of leave pay in lieu of LPR may be made to the employee either in a lump sum at the time of retirement or may at his option, be drawn by him month-wise in arrears, for and during the period of LPR.
· An employee of the MTI-HMC accepting employment elsewhere during leave preparatory to retirement from the MTI-HMC without the previous sanction of the appointing authority shall be liable to forfeit his leave salary from the date of his accepting such appointment.
· Competent Authority shall grant leave preparatory to retirement.


[bookmark: _Toc106108672]
4.12 [bookmark: _Toc107420930][bookmark: _Toc109025971]STUDY / TRAINING LEAVE
	S.NO.
	DESCRIPTION
	REMARKS

	
a) 
	Leave Entitlement
	· Maximum 03 months for institutional employees by IMC.
· More than 03 months will be allowed on the discretion of the Board, MTI-HMC.

	




b) 





	



Terms & Conditions
	· Employees who have been inducted in approved training programs whereby they are expected to train in premises of MTI-HMC or its affiliated institutes shall be granted 03 month leave on unpaid basis.
· It is pertinent that the period of leave above 03 month should be linked with the condition that the training placement must be in MTI-HMC or its affiliates/constituents.
· Any other leave above 03 month) should be considered on a case to case basis to ascertain the length of training and any monetary support where the institution stands to benefit from the training) as approved by the respective competent authority on recommendation of the study leave committee.



5. [bookmark: _Toc107420931][bookmark: _Toc109025972]SUPPORTING DOCUMENTS
	Document Title
	Ref. #
	Retention Medium

	NA
	NA
	NA



6. [bookmark: _Toc107420932][bookmark: _Toc109025973]RELATED RECORDS
	Document Title
	Ref. #
	Retention Medium
	Retention Period

	Leave Form
	HMC-HRD-F-19
	
Soft/Hard
	H: 01 Year
S: 05 Years






[bookmark: _Toc217303682]POLICY / GUIDELINE # 02: ENTITLEMENT TO FREE SERVICES POLICY

1. [bookmark: _Toc107423409]PURPOSE

This policy is meant to guide and govern all employees of MTI HMC & constituents regarding rules, regulations, and benefits pertaining to the entitlement policy of MTI-HMC.
.
2. [bookmark: _Toc107423410]SCOPE 

This policy shall apply to all employees currently working at MTI-HMC and its allied institutes including Civil Servants, Institutional, contractual and retired employees

3. RESPONSIBILITIES

	Actor
	Role / Responsibilities

	OSHR/Senior HR Officer
	· In-case of medical re-imbursement
· Signing entitlement form for specific employee.

	HOD
	· Signing entitlement Form for specific employee

	Admin Coordinator/Clinical coordinator
	· Reimbursement form will be signed by the concerned, MTI-HMC.



4. [bookmark: _Toc107423412]POLICY STATEMENT

This policy has been framed to facilitate employees, staff and trainees of MTI HMC in terms of their entitlement to free selected health services subject to relevant terms and conditions.

4.1 Entitlement Policy for Employees of MTI-HMC

· All patients for diagnostic and therapeutic procedures shall be subjected to endorse signed and stamped by head of unit or designated faculty member of MTI-HMC.
· Staff members who are on payroll of MTI-HMC, its allied institutes and members of their families are entitled to free diagnostic and therapeutic services.
· Trainee Medical officers and House Officers are entitled along with family members during the course of their training period.
· Poor/ unaffording patients as ascertained by the medical/ hospital director shall be entitled to free medical services.
·  The process of obtaining entitlement is as under:
4.2 Registration for Entitlement:

· The employee shall use his/ her employee MR No for personal entitlement to respective hospital services.
· For the family members, the employee shall obtain an entitlement form from Human Resource Department. All the required documents including copies of NIC, form B, institutional ID card and marriage certificate (nikahnama) shall be attached to the form and submitted in HR department for generation of family MR number (s) to the applicant.
· All other patients shall be issued routine MR numbers.
· MR numbers as explained above entitles the patient to free medical services subject to fulfilment of the criteria set out in the following section

4.3. Procedure to avail Entitled services:

· Before extension of any free services, entitlement of the employee or their family members or any other patient under the Sehat Sahulat Program shall be ensured which must be availed as a priority
· The employee / trainee or their respective family members must use the allotted MR number in conjunction with an OPD or Emergency consultation slip duly signed and stamped by a member of MTI HMC/KGMC faculty. This shall suffice for any routine investigation.
· In case of specialized investigations/ procedures (annexed), the entitlement request shall be counter signed and stamped by Medical or Hospital Director.
· Poor patients shall present the consultation/management request signed & stamped by respective faculty member to the office of medical or hospital director for counter-signing 
· The staff / patient shall present the duly signed and stamped entitlement request at cash counters. 
4.4      Entitlement Policy for Employees of Other Provincial Government Institutions:

· All patient requests must be signed by head of concerned unit of designated faculty member of MTI-HMC.
· Employees of Provincial Government desirous of getting free services shall produce entitlement certificate duly signed and stamped by the head of department of their organization.
· The entitlement certificate shall be approved by the Medical or Hospital Director. If the patient is dependent of the employee as defined by the rules and regulations of KP, he/she shall present evidence of dependency relationship of employee and the patient.
· Provision of services under entitlement shall not be extended to specialized investigations
which the government servant shall reimburse from their respective department.
· The entitlement certificate duly signed as above shall be presented on cash counter for obtaining invoice.
· All investigation other than mentioned below will be considered special investigations;
i. Full Blood Count /Complete Blood Count
ii. Uria/Creatinine
iii. HBS AG; HCV by ICT method
iv. Urine R/E
v. Routine X-Rays (AXR, CXR etc)
vi. Ultrasound Sonography (routine i.e; abdomen, pelvis etc)
a. Family.  
Family members” mean parents, wife or wives, husband, sons and daughters of the employee provided that:-
· Sons will be taken as part of the family till the age of 18 years or till they get married, whichever is earlier.
· Daughters will be taken as part of the family till they get married.
· Parents will be taken as part of the family if both of them are not in any service.


5. [bookmark: _Toc107423419]SUPPORTING DOCUMENTS

	Document Title
	Ref. #
	Retention Medium

	NA
	NA
	NA



6. [bookmark: _Toc107423420]RELATED RECORDS

	Document Title
	Ref. #
	Retention Medium
	Retention Period

	Entitlement Form
	
HMC-HRD-F-11

	Soft/Hard
	S: H: 01 Year































[bookmark: _Toc217303683]POLICY / GUIDELINE # 03: MEDICAL REIMBURESEMENT POLICY

1. PURPOSE

Medical reimbursement describes the payment the staff of MTI-HMC receives for giving a medical service. Often, a health insurer or a government payer covers the cost incurred in the employee healthcare process.

2. SCOPE

This policy shall apply to employees currently working at MTI-HMC and its Constituents including but not limited to Civil Servants, Institutional Regular, Fixed pay.

3. RESPONSIBILITIES

	Actor
	Role / Responsibilities

	Chairperson BOG / MD / HD
	· Approval of bills

	HOD
	· Medical Bill sanctioned by Hospital

	Ward Head and Admin Coordinator
	· Reimbursement form will be signed by the concerned, MTI-HMC



4. POLICY STATEMENT

Medical reimbursement means the money is claimed by an official of MTI-HMC by submitting the medical bills. Related rules are framed below. 

a. Staff members of MTI-HMC and members of their families are entitled to Medical Attendance and Treatment including reimbursements.
b. Family for these purposes means, the staff member’s spouse, children including stepchildren and adopted children and parents, wholly dependent on the staff member. For the purposes of determining dependency, the following shall be the criteria:
· Son: Till he starts earning or till he attains the age of 25 Years, whichever is earlier. For son(s) suffering from permanent disability of any kind (physical or mental), there will be no age limit.
· Daughter: Till she starts earning or gets married whichever is earlier irrespective of the age limit.
· Parents: Who are residing with the staff member and whose income from all sources including pension does not exceed the limit of Rs. 50,000 per month. A female employee may choose to include either her parents or parents-in-law as dependents. This option can be changed only once during service.
c. Medical reimbursement shall be allowed for in-patient only. Only in specific circumstances whereby permission/approval is granted by the board, shall this condition be waived. 
d. Medical bills up to Rs. 50,000 per annum of an official shall be sanctioned by Hospital Director
e. Medical Bills more than Rs. 50,000 shall be approved by the Board of Governors provided that 
· In-case of an elective procedure, the approval shall be sought well in advance.
· In case of emergency, the Principal Accounting Officer shall liaise with the Chairperson of the Board of Governors for urgent approval and comply with all government rules and regulations.
f. For continued treatment of an official, one-time approval of BOG shall be sought.
g. Reimbursement of the cost of artificial appliances including hearing aid, artificial joints, pacemakers, etc. shall be made if such is approved by BOG.
h. The invoice of medicines/drugs shall be on the letterhead of the seller and duly signed and stamped.
i. Only those medical bills shall be reimbursed if such are signed and stamped by:
· Consultant (Faculty) managing the patient.
· Resident Medical officer.

5. SUPPORTING DOCUMENTS

	Document Title
	Ref. #
	Retention Medium

	NA
	NA
	NA

	NA
	NA
	NA




6. RELATED RECORDS

	Document Title
	Ref. #
	Retention Medium
	Retention Period

	Entitlement form
	HMC-HRD-F-11
	Soft/Hard
	H: 01 Year
S: 05 Years









[bookmark: _Toc217303684]POLICY / GUIDELINE # 04: AGE RELAXATION POLICY

1. PURPOSE

This policy deals with the relaxation of age that shall be granted to candidates applying for the post at MTI-HMC under rules by ESTA CODE-2015.

2. SCOPE

This policy gives benefits to candidates applying through process of external recruitment under rules by ESTA CODE-2015.

3. RESPONSIBILITIES

	Actor
	Role / Responsibilities

	Chairperson BOG / MD / HD/Dean
	· Age relaxation Up to two years by the appointing authority (HD/MD/ Dean) and exceeding two years up to five years by the BOG MTI-HMC.

	Manager HR/ OSHR
	· Must be in loop about age relaxation granted to any candidate through bodies mentioned above.

	HR Team
	· Must attach document of age relaxation with application form
· Must attach domicile with application form
· Must mention domicile along with remark in work of specific candidate granted age relaxation according to policy



4. POLICY STATEMENT

a. This policy deals with the relaxation of age that shall be granted by MTI-HMC for the upper age limit required for a post. 
b. Age relaxation shall be granted to:
· Government servants with a minimum of 2 years’ continuous service;
· Disabled persons; and
· Candidates from backward areas.
c. Maximum age limit shall be relaxed with respect the candidates mentioned in column 2 to the extent mentioned against each in column No.3 of the table below:
	Serial No.
	Category of Candidates
	Age Relaxation Admissible

	1. 
	· Government Servants who have completed 2 years ‘continuous service
	· Up to ten years automatic relaxation

	2. 
	· Candidates belonging to backward areas as specified in the Appendix attached herewith.
	· Three years automatic relaxation

	3. 
	· General candidates
	· Up to two years by the appointing authority(HD/MD/ Dean) and exceeding two years up to five years by the BOG MTI-HMC

	4. 
	· Widow or son or daughter of a deceased institutional employee who died during service
	· Discretion of the appointing authority

	5. 
	· Disabled persons/**divorced women/ widow.	
	· Ten years automatic relaxation

	6. 
	· Employees or ex-employees of development projects of the Government of Khyber Pakhtunkhwa
·  Employees or ex-employees of development projects of the Federal Government under the administrative control of the Government of Khyber Pakhtunkhwa.
	· Equal to the period served in the projects, subject to a maximum limit of ten years.



“Provided that the age relaxation at serial No.VI above shall not be availed in conjunction with any other provisions of these rules”.

d. In case of a divorced woman or widow, the following certificates shall be produced by the applicant at the time of applying for age relaxation;

· In case of the widow, the death certificate of the husband.
· In case of a divorced woman, a divorce certificate from the District Coordination Officer of the District concerned.
· Certificate from the District Coordination Officer of the District concerned with the fact that the applicant whether divorced or widow has not remarried at the time of submitting an application.
e. A candidate shall only be allowed relaxation in an age in one of the categories specified in point 3; Provided that the candidates from backward areas, in addition to automatic relaxation of three years under category (ii) specified in rule 3, shall be entitled to one of the relaxations available to Government servants, general or disabled candidates, whichever is relevant and applicable to them.
f. The age relaxation under category (iii) specified in point 3, shall be subject to: (a) full justification in support of the proposal; and (b) a certificate to the effect that no eligible candidates within the prescribed age limits are/were available. The certificate shall be provided by the Manager HR.
g. Age relaxation in respect of overage candidates shall be sought prior to their appointment by writing an application to HD/MD/Dean or BOG. The age relaxation application shall be submitted along with the job application.
h. For the purpose of this policy, the age of a candidate shall be calculated from the closing date of submission of applications for a particular post. 
i. For the purpose of this policy backward areas in point two (02) sub-point (c) means one of the areas from the list below :
· Khyber Agency
· Kurram Agency
· Orakzai Agency
· Mohmand Agency
· North Waziristan Agency.
· South Waziristan Agency.
· Malakand Agency including protected areas (Swat Ranizai and Sam-Ranizai)
· Bajaur.
· Tribal Areas attached to Peshawar, Kohat and Hazara Division
· Tribal Areas attached to D.I. Khan and Bannu Districts.
· Shirani Area.
· Merged Areas of Hazara and Mardan Division and upper Tanawal.
· Swat District
· Upper Dir District.
· Lower Dir District.
· Chitral District.
· Buner District.
· Kala Dhaka Area.
· Kohistan District.
· Shangla District.
· Gadoon Area in Swabi District.
· Backward areas of Mansehra and District Battagram.
· Backward areas of Haripur District, i.e. Kalanjar Field Kanungo Circle of Tehsil Haripur and Amazai Field Kanungo Circle of Tehsil Ghazi.

5. SUPPORTING DOCUMENTS

	Document Title
	Ref. #
	Retention Medium

	Establishment Code
	External
	Soft/Hard



6. RELATED RECORDS

	Document Title
	Ref. #
	Retention Medium
	Retention Period

	Employment Application Form
	HMC-HRD-F-10
	Soft/Hard
	H: 01 Year
S: 05 Years






[bookmark: _Toc217303685]POLICY / GUIDELINE # 05: RESIGNATION POLICY
1. PURPOSE

MTI-HMC Resignation policy presents guidelines for handling resignations at our hospital. Voluntary separations happen occasionally, and we want to ensure that our company appropriately handles them and maintains a smoothly-running workplace.

2. SCOPE

This policy applies to all of our employees. A “resignation” occurs when an employee voluntarily informs HR or their manager that they will stop working for hospital.

3. RESPONSIBILITIES

	Actor
	Role / Responsibilities

	HD/MD
	· Sign clearance Form
· Termination/dismissal issues must be under address of HD/MD.

	MHR
	· Signatures On Experience Certificate
· Signatures On Clearance Form

	OSHR
	· Termination/dismissal issues addressed of HD/MD must be through OSHR.

	HR Team
	· Final Settlement Process
· Experience Certificates
· File Closing



4. POLICY STATEMENT

4.1 Resignation (Voluntary or Termination)

a. An employee, who wishes to terminate his/her appointment, should, submit his resignation in writing.
b. The resignation shall not become effective unless it is accepted by the HOD/HD/MD. Till such time the resignation is accepted, the employee concerned continues to be in service and cannot absent himself from his duties without proper leave. 
c. Employees who wish to resign must submit a letter of resignation to the HR department through the concerned department.  
d. A minimum of one month’s notice must be severed by an employee who wishes to resign. However for Medical Officer ICU, the notice period of 03 Months must be served.
e. In case of 24 hour notice period one month’s gross salary in lieu thereof is required.


4.2 Separation For Cause/Involuntary
Separation for cause may be based on misconduct, malfeasance, abandonment of position, or unsatisfactory performance of duty. 
4.3 Termination/ Dismissal
a. On the recommendation of the Disciplinary committee or incident of gross misconduct, service is terminated.
b. Notice period on part of MTI-HMC is not required in such cases.
c. Employers will not be required to give a notice or compensation when service of an employee is terminated /dismissed for the reason of indiscipline or violation of HMC Rules / Refer to investigation and disciplinary action policy.

5. SUPPORTING DOCUMENTS

	Document Title
	Ref. #
	Retention Medium

	E&D (Efficiency and Discipline Rules, 2020)
	-
	Soft/hard



6. RELATED RECORDS

	Document Title
	Ref. #
	Retention Medium
	Retention Form Period

	Resignation Form
	HMC-HRD-F-24
	Soft/hard
	H: 01 Year
S: 05 Years

	Clearance Form
	HMC-HRD-F-25
	Soft/hard
	H: 01 Year
S: 05 Years

	
Experience certificate Form
	HMC-HRD-F-26
	Soft/Hard
	H: 01 Year
S: 05 Years

	Exit interview form
	HMC-HRD-F-27
	Soft/Hard
	H: 01 Year
S: 05 Years










[bookmark: _Toc217303686]POLICY / GUIDELINE # 06: ATTENDANCE POLICY

1. PURPOSE

The purpose of this policy is to ensure regular, punctual attendance and to maintain smooth operations, patient care, and workplace discipline.

2. SCOPE

This policy applies to all permanent, contractual, and temporary employees of the organization.

3. RESPONSIBILITIES

	Actor
	Role / Responsibilities

	BOG

	· Approves the Attendance Policy and any subsequent amendments.
· Ensures policy compliance with applicable laws, MTI rules, and governance standards.
· Provides strategic oversight and accountability for institutional discipline.

	Medical Director/ Hospital Director
	· Ensures implementation of the approved Attendance Policy across the hospital. 
· Monitors overall compliance and addresses escalated attendance issues.
· Issues administrative directives to enforce discipline where required.

	Dean
	· Ensures academic and clinical faculties comply with attendance requirements.
· Coordinates with HODs to monitor punctuality and absenteeism of faculty members.
· Reports persistent attendance issues to hospital administration and HR.

	Director Nursing & Paramedics
	· Oversees attendance compliance of nursing and paramedical staff.
· Ensures duty rosters are prepared, communicated, and followed.
· Initiates corrective actions for attendance irregularities in coordination with HR.

	Respective Heads
		

	· Ensure staff attendance within their respective departments.
· Verify and approve attendance records, leave requests, and duty rosters.
· Take initial disciplinary action for attendance violations and report to HR.




	HOD
	· Monitor daily attendance, punctuality, and shift adherence of departmental staff.
· Approve leave, shift changes, and emergency absences.
· Escalate repeated attendance issues to Respective Heads and HR.

	HR Team
		

	· Maintain and monitor official attendance records and systems.
· Generate attendance reports and identify trends or violations.
· Advise management on disciplinary actions as per policy and service rules.
· Ensure fair, consistent, and documented enforcement of the Attendance Policy.






a) Attendance Report of the employees is generated through Card Swipe Information form.
b) There are two modes for marking attendance, biometric attendance marked with hand digits and card swipe. Card Swipe is only permissible if an employee is not able to mark his biometric attendance due to unavoidable circumstances.  Routinely biometric modality is the primary method of marking attendance for all staff. 
c) Working hours are different for different cadre employees. All clinical employees have three different shifts which are determined by the wards/units HODs i.e. Morning, evening and night. Administrative employees have only one shift i.e. general shift.

· Morning:    8am to 2pm
· Evening:    2pm to 8pm
· Night:         8am to 8pm
· General:     8am to 4pm

d) Attendance Reports generated from HRMIS shall be shared with concerned controlling officer/supervisor on monthly basis. 
e) Cut off (relaxation) time for Punch in and Punch out not more than 15 minutes at the start of every shift, shall be decided by the competent authority. To ensure uninterrupted operations, documented handover/take over shall be in place for employees of successive shifts.
f) Salary shall be deducted accordingly in case of any delay punch in or early punch out beyond or before the relaxation time when more than three times a month exceeds.
4. SUPPORTING DOCUMENTS
	Document Title
	Ref. #
	Retention Medium

	Employee ID card Performa
	HMC-HRD-F-08
	Soft/Hard

	TMO ID Card Performa
	HMC-HRD-F-43
	Soft/Hard

	HO ID Card Form
	HMC-HRD-F-13
	Soft/Hard

	Internee ID Card Form
	HMC-HRD-F-59
	Soft/Hard

	DPT HO ID Card Form
	HMC-HRD-F-15
	Soft/Hard

	Duplicate ID Card Form
	HMC-HRD-F-04
	Soft/Hard



5. RELATED RECORDS
	Document Title
	Ref. #
	Retention Medium
	Retention Form Period

	Card Swipers
	S07FRM00047
	Soft
	H: 01 Year

	Duty Roaster
	S07FRM00006
	Soft
	H: 01 Year

	Clearance Form
	HMC-HRD-F-27
	Soft/Hard
	H: 01 Year
S: 05 Years








[bookmark: _Toc217303687]POLICY / GUIDELINE # 07: CODE OF CONDUCT & ETHICS POLICY

1. [bookmark: _Toc107488278]PURPOSE

The purpose of code of conduct & ethics policy is to provide a quick, effective, and consistently applied method for an employee to present his or her concerns or the concerns of any staff including patients and attendants from outside to management and have those concerns internally resolved. MTI-HMC expects its employees to strive for the highest ethical standards of conduct and commitment of their best effort in representing the hospital to the patients, visitors, government bodies, independent commissions, and suppliers.

2. [bookmark: _Toc107488279]SCOPE

The code of conduct and ethics is a guide for all the employees of MTI-HMC on the expectation of standard behavior expected from the hospital employees. The code of conduct will help set MTI-HMC apart from others and ensure our behaviors demonstrate major & minor offences that can cause to disciplinary process. The code of conduct is an ongoing process and will be updated from time to time according to the needs and expectation of the hospital.

3. [bookmark: _Toc107488280]RESPONSIBILITIES

	Actor
	Role / Responsibilities

	MD / HD
	· Review of decision of disciplinary committee meetings.
· Signing authority in-case of terminations and end of contracts.

	HOD
	· Informing HR department in-case of employee misconduct

	
Disciplinary committee / Grievance & Redressal Committee / Harassment committee

	· Inquiries/ decision on the concerned misconduct
· Harassment issues
· Conflict among employees
· To deal and decide penalties to the misconduct addressed to.


	HR Team
	· To keep record of committee meeting minutes.
· Make duplicate files of each employee under allegation and present it to Disciplinary committee.
· Letters to those employees who are addressed in process of disciplinary process.





4. [bookmark: _Toc107488281]Policy Statement

The Management of HMC shall expect staff, students, and others associated with Health care services to: 
a) All employees should demonstrate honesty, integrity and fairness in the performance of their duties.
b) Employees should report time and attendance accurately and work productively while on duty.
c) All employees should encourage teamwork and create structures, processes, and programs that enable a positive culture to flourish. Disruptive behavior that intimidates others and affects morale or staff turnover will not be tolerated and will be addressed appropriately.
d) All employees should refrain from any act of retaliation or reprisal against another employee who in good faith reports a violation of law, regulation, standard, Hospital policy, or the Code of Conduct.
e) All employees should make every effort to prevent and detect, and report any fraudulent, wasteful or abusive activity, which may affect the Hospitals patients and employees or resources.
f) All employees are prohibited from the use of alcohol, or drugs in the workplace and should not report to work under the influence of alcohol and/or an addictive drug.
g) MTI-HMC expects all employees to conform to the standards of their professions and exercise appropriate judgment in the performance of their duties.
h) All prospective employees are required to disclose any documentation that states that they have not been sanctioned by any regulatory agency and are eligible to perform their designated responsibilities.
i) All Employees should familiarize themselves and comply with the contents of the Hospital’s Employee Handbook and the Code of Conduct as well as with the policies and procedures applicable to their employment and responsibilities at the Hospital.
j) Employees must report any practice or condition that may violate any law, rule, regulation, safety standard, Hospital policy, or the Code of Conduct to the immediate supervisor, management, the Administration.
k) All employees should ensure to procure, maintain, dispense and transport drugs and controlled substances used in the treatment of patients according to applicable laws and regulations.
l) Any statement to a government body or independent commission by an Employee regarding work-related matters should only be made with prior approval from the Administration.
m) Employees must refrain from using cellular phones and especially social media during working hours, which will hinder the quality of service.
n) Employees who use social media after office hours should refrain from making statements with regard to the Hospital and its services unless authorized to do so and should not disclose any confidential information about the Hospital, Employees, and Patients.
o) Employees should demonstrate appropriate behaviors that foster collegial and collaborative relationships that support a health care and workplace environment that improve patient quality care, fosters a safety culture, and are professional, courteous, and respectful to all individuals.
p) Adhere to ethical standards and code of conduct as outlined in HMC. 
q) Committees are committed to smooth running/functioning of disciplinary issues; 

· Disciplinary Committee: MTI-HMC follows Civil Servants E&D (Efficiency and Discipline Rules, 2020) for the purpose of disciplinary process. HR department make sure that the disciplinary process must comply with the E&D Rules.

· Grievance & Redressal Committee: MTI-HMC address grievances under committee for the fair and legal process of handling grievances

· Harassment Committee: MTI-HMC follows Act No. IV of 2010‘THE PROTECTION AGAINST HARASMENT OF WOMEN AT THE WORKPLACE ACT 2010’.

4.1 [bookmark: _Toc106108668][bookmark: _Toc107488282]DISCIPLINARY PROCESS

a) [bookmark: _Toc106795712]Offenses lead to Disciplinary Process:
	
MAJOR OFFENSES
	
MINOR OFFENSES

	
· In-subordination, or willful disobedience
	· Being engaged directly or indirectly in other employment (applies to full-time workers only).

	
· Theft, fraud, or dishonesty
	· Using hospital resources for personal gain

	· Willful damage
	· Breaching rules or orders


	· Taking or giving bribes
	· Improper behavior


	· Unauthorized absence

	· Making false or misleading statements


	· Riotous or disorderly behavior or subversion of discipline
	· Malingering


	· Habitual negligence of work
	· Inefficient


	· Striking or inciting others to strike
	· Dilatory


	· Breach of confidentiality
	· Careless


	· Physical or verbal abuse
	
· Wasteful working


	· Unauthorized possession of arms or use of intoxicants or illegal drugs
	

	
· Immoral or indecent behavior.

	

	· Continued minor offenses
	






4.2 CONFLICT OF INTEREST (COI) POLICY

a. A conflict of interest (COI) arises when there is a divergence between an individual's private interests and his/her professional obligations to the staff, Hospital, patients, and employees, such that an independent observer might reasonably question whether the individual's professional actions or decisions are determined by considerations of personal gain, financial or otherwise. A conflict of interest depends on the situation and not on the character of the individual. 	
b. It is never appropriate for an individual's actions or decisions made in the course of his/her Medical Staff or Hospital activities to be determined or influenced by considerations of personal financial gain. Such behavior calls into question the professional objectivity and ethics of the individual and it also reflects negatively on the staff and Hospital. MTI-HMC is an institute of public trust and the staff must respect that status, and conduct their affairs in ways that will not compromise their own integrity or that of the Hospital.
c. Staff members should conduct their affairs so as to avoid or minimize conflicts of interest when possible, but most importantly must respond appropriately when conflicts of interest arise. A conflict of interest, in and of itself, is not grounds for any adverse actions with regard to an individual’s status or privileges. However, a conflict of interest may well require an individual to rescue him or herself from participating in the discussion/determination of a given issue, and individuals with severe or multiple potential conflicts of interest should consider whether their involvement in the relevant activity of the staff is advisable. 
d. All Employees of MTI-HMC should perform their duties on behalf of the Hospital and its patients and should avoid conflicts or the appearance of conflicts between employees’ own interests or an outside interest and the interests of the Hospital.
e. All employees should devote their full time and ability to the Hospital during working hours.
f. Employees should not engage in any activity, practice or act that creates an actual or apparent conflict with the interests of the Hospital
g. Employees should report actual or potential conflicts of interest to the immediate supervisor or manager/HOD/Incharge/Administration.
h. Personal or official fundraising activities should only be conducted with the approval of the competent authority i.e.MD/HD/Dean, and unless otherwise are prohibited from being conducted onsite or during work hours. This prohibition includes the use of the Hospital facilities and resources.
i. Employees should act in the best interest of the Hospital, as an agent of the Hospital, and in dealings with suppliers, customers or government and non-government agencies, and independent commissions. This obligation includes those acts formalized in written contracts, as well as everyday business relationships with vendors, customers, government officials, and government employees.
j. All Employees are strictly prohibited from giving or receiving payments, kickbacks or bribes to induce the referral or the purchase of any healthcare service, equipment, medicine and consumables etc.
k. No employee shall accept any improper inducements or favors and kickbacks from vendors to influence our patients or others connected with the Hospital to use a particular product or service.
l. All employees must inform vendors of the Hospitals policies regarding ethical business conduct and compliance with the law, as well as our expectation that vendors act in accordance with such laws and policies.
m. Influence on purchases of equipment, instruments, materials, or services for the Hospitals from the private firms in which any staff member, or an immediate family member, has a financial interest.
n. Unauthorized disclosures of patient or Hospitals information for personal gain.
o. Giving, offering, or promising anything of value, as a representative of the Hospitals, to anyone to enhance relations with that official.
p. Transmission to a private firm or other use for personal gain of Hospital or staff-supported work, products, results, materials, records, or information that are not made generally available.
q. Influence upon the negotiation of contracts between the Hospital and private organizations with which the staff member, or immediate family member, has consulting or other significant relationships, or will receive favorable treatment as a result of such influence.
r. Improper use of institutional resources for personal financial gain.
s. Acceptance of compensation or free services from a vendor, service provider, or contractor of the Hospital, when the staff member is in a position to determine or influence the Hospital’s purchases from those persons.
t. As per the HR Procedure & Policy Manual Self-Declaration of employees can be used as a tool to minimize Conflict of Interest at MTI-HMC.

5. [bookmark: _Toc107480799]SUPPORTING DOCUMENTS

	Document Title
	Ref. #
	Retention Medium

	E&D (Efficiency and Discipline Rules, 2020)
	External
	Soft/hard

	TORS of the committee
	-
	Soft/hard



6. [bookmark: _Toc107480800]RELATED RECORDS

	Document Title
	Ref. #
	Retention Medium
	Retention Period

	NA
	NA
	NA
	NA

















[bookmark: _Toc217303688]POLICY / GUIDELINE # 08: COMPENSATION POLICY

1. [bookmark: _Toc107487804]PURPOSE

The Human Resources Department determines the amount of benefits payable to employees in compliance with MTI-HMC regulations.

2. [bookmark: _Toc107487805]SCOPE

Scope of Compensation policy is to provide salary or wages/ CP Fund to employees. MTI-HMC salary structure sets salary and benefits for each employee according to the position’s degree of complexity, the individual’s competence, individual performance record and external market conditions etc.

3. [bookmark: _Toc107487806]RESPONSIBILITIES

	Actor
	Role / Responsibilities

	BOG/HR Committee
	· Approval of budget availability and  other allowances

	Finance Department
	· Monthly Salary Confirmation Report
· payroll advances
· Other Allowances

	HR Team
	· Proceeds with salary process (salary certificates)
· Seek approval from the competent authority for payroll advance



4. [bookmark: _Toc107487807]POLICY  STATEMENTS

a. The Human Resources Department determines the amount of benefits payable to employees in compliance with MTI-HMC regulations. All employees must know the Salary Package they fall under according to the MTI-HMC policy in order to fully understand their entitlements. Employees shall draw their pay, allowances, medical expense, CP fund and fringe benefits as per the Salary and Compensation Package approved by the competent authority.
b. Compensation provides salary or wages/ CP Fund. MTI-HMC salary structure sets salary and benefits for each employee according to the position’s degree of complexity, the individual’s competence, individual performance record and external market conditions, etc.

4.1 [bookmark: _Toc107487808]Performance-Based Compensation

Performance-based compensation is a system for rewarding employees financially, outside of their regular salaries. Employee performance plays an important role in MTI-HMC’s accomplishment and its objectives.  
All employees are compensated to yearly increment, CPI (5%) and PI (5%) subject to their performance-based appraisal every financial year along with up-gradation, promotion and medical entitlement for all registered employees according to budget availability and approval from BOG MTI-HMC.

4.2 [bookmark: _Toc107487809]Compensation Package Criteria
The compensation level and placement in the Salary and Compensation package of MTI-HMC for newly inducted employees is determined on the basis of these factors; External job market, Relevant experience, Job analysis, Job evaluation, Job description and Level of responsibility, etc.
a. Employees must open a bank account with the designated bank branch of MTI-HMC within one month after being hired. 
b. Employee must submit their account numbers to the MTI-HMC Finance Department. An account application form may be obtained from the bank counter. 
c.  All employees who are paid more than Rs.10, 000 per month will have their salaries deposited directly into their bank accounts. Pay Slips will be generated on MTI-HMC payday to indicate that the deposits have been made.
d. HR Department proceeds with salary process (salary certificates) every month through HRMIS between the 20thto 23rd.
e. The Finance Department will use the “Monthly Salary Confirmation Report” to calculate the monthly salaries of all MTI-HMC employees.

4.3 [bookmark: _Toc107487810]Eid Allowance

The BOG’s MTI-HMC and constituents may announce Eid allowances on occasion of Eid for all registered employees at MTI-HMC and constituents depending upon budget availability and approval from BOG MTI-HMC.

4.4 [bookmark: _Toc107487811]Payroll Advance

a. No payroll advances will be given except to full-time, permanent employees who are going on leave for more than 7 days and whose leave falls on a payday.
b. The request for a payroll advance must be indicated through an application.
c. A copy of the approved application requesting an advance will be sent to the Finance Department no later than one week prior to the leave commencement date.
d. Permanent employees who are proceeding on leave and requesting a pay advance must indicate their request through an application. The employee must submit the application to the HR Manager for further action and record purposes.
e. HR Department will seek approval from the competent authority for payroll advance.
f. The HR Department will send a photocopy of the approved application to the Finance Department at least one week prior to the leave commencement date.
g.  Employees may collect their payroll advances from the Finance Department.

5.4 Retirement from Services
MTI-HMC follows ESTA code, 2015 for the purpose of retirement from services. HR department make sure that the legalities of retirement of civil servant and regular institutional employees comply with the ESTA Code, 2015 rules.




5. [bookmark: _Toc107487812]SUPPORTING DOCUMENTS

	Document Title
	Ref. #
	Retention Medium

	Budget Book
	System Based
	Soft/hard

	Establishment rules- 2015 (ESTA Code)
	External
	Soft/Hard



6. [bookmark: _Toc107487813]RELATED RECORDS

	Document Title
	Ref. #
	Retention Medium
	Retention Period

	NA
	NA
	NA
	NA





[bookmark: _Toc130814969][bookmark: _Toc217303689]POLICY / GUIDELINE # 09: REFUND POLICY

1. PURPOSE

This policy statement is the resource guide and summary of the rules, regulations, and benefits pertaining to the Health Refund policy of MTI-HMC.

2. SCOPE

This policy shall apply to all patients availing various services in MTI HMC and its constituents.

3. RESPONSIBILITIES

	Actor
	Role / Responsibilities

	Manager IT
	· Endorse relevant refund forms with proper justification and maintain due record in hard and soft forms

	KPO
	· Refund the amount after fulfilling all codal formalities as outlined in the policy and maintain due record

	MD/HD
	· Approve refund in extraordinary circumstances with written justification for audit purposes

	Focal person of concerned department
	· To ascertain facts and due documentation. 



4. POLICY STATEMENT

This policy has been framed to facilitate patients, employees, staff and trainees of MTI HMC in terms of fee refund subject to relevant terms and conditions.

4.1 Refund Policy for Patients

After issuing of the invoice, refund may be entertained if
a) the service is temporary un-available, 
b) the patient refuses to avail the service, 
c) the service provider withdraws the request for a particular procedure/ investigation.
d) the patient is declared un-fit for the investigation/ procedure
e) the patient has been wrongfully charged
4.4. Procedure to avail Entitled services:

	S. No
	Scenario
	Policy

	1.
	Invoice is generated but work order is not generated and investigations are not performed.
	In this scenario, refund form / original Invoice shall be communicated to the concerned department for remarks justifying the refund. Manager IT or his nominee shall countersign the form (maintaining real time record) which will be presented to and retained by the concerned KPO making sure that work order is not generated and investigation is not performed. The amount shall be refunded to the patient.


	2.
	Invoice and work order both are generated but investigations are not performed.
	In this scenario, refund form/ original Invoice shall be communicated to the concerned department for remarks justifying the refund. Manager IT or his nominee shall countersign the form (maintaining real time record) and un-acknowledge the work order in HMIS. Documentation will be presented to and retained by the concerned KPO making sure that work order has been disabled. The amount shall be refunded to the patient.


	3.
	Invoice and work order are generated as well as investigations are also performed.
	In extreme circumstances where refund has to be afforded after a procedure or investigation is carried out, a formal approval by the Hospital or Medical Director shall be endorsed in written form with full justification, to be maintained for later audits.

	4
	Refund due to Clerical Mistake
	In case of any clerical/ IT issues, KPO shall replace the order with correct details and get the manager IT or his nominee to endorse.




5. Record maintenance for Quality assurance and Audit.
The KPO and manager IT shall be responsible for maintaining record of all documentation in hard and soft form justifying the refund that has been offered. This shall be presented to the Q.A team and internal/ external auditors on demand as and when requested. 


[bookmark: _Toc217303690]POLICY / GUIDELINE # 10: LOCUM POLICY

1. PURPOSE
This policy deals with the recruitment of staff on a temporary/emergency basis, who fulfills a role required by a hospital or practice that is short-staffed and their placements may be as short as a few hours or as long as 03 to 06 months. This policy offers a means of satisfying temporary health-care needs of the community.

2. SCOPE
This policy gives benefits to the hospital to recruit human resource in short span of time to cater emergency conditions in the best interest of patient care.

3. RESPONSIBILITIES

	Actor
	Role / Responsibilities

	HOD
	· Will send demand/requisition to HD/MD for the advertisement of required position and suggested criteria in case of new creation

	
MD / HD 
	· Will direct HR department to furnish advertisement.

	MHR/OSHR
	· Will initiate process under the approved rules and regulations.

	HR Team
	· To upload advertisement on official website of HMC
· To receive application forms and prepare working paper of the applicants concerned.
· To inform candidates for the interview through emails and letters
· To prepare appointment orders  



4. Policy Statement
a) To provide services that is otherwise unavailable due to lack of human resources. 
b) To provide short term employment on emergency basis according to the requirement of the hospital.
c) The advertisement on locum basis will be uploaded on official website of MTI-HMC.
d) The total duration of the locum period may vary from 03 to 06 months or may further extendable subject to performance & approval by the competent authority of MTI-HMC.
e) The salary of the recruited locum staff will be equivalent to their counterpart/Market base.
f) The selection committee will be notified by the competent authority for the selection of staff on locum basis.







5. SUPPORTING DOCUMENTS
	Document Title
	Ref. #
	Retention Medium

	Establishment rules- 2015 (ESTA Code)
	External
	Soft/Hard

	Service Rules & Regulations
	Internal
	Soft/Hard

	Khyber Pakhtunkhwa Civil Servants Act 1973
	External
	Soft/Hard



6. RELATED RECORDS

	Document Title
	Ref. #
	Retention Medium
	Retention Period

	Service Arrival Form
	HMC-HRD-F-06
	Soft/Hard
	H: 01 Year
S: 05 Years

	Bio-Data Form
	HMC-HRD-F-07
	Soft/Hard
	H: 01 Year
S: 05 Years

	Employee Identity Card Form
	HMC-HRD-F-08
	Soft/Hard
	H: 01 Year
S: 05 Years

	Employee File Checklist
	HMC-HRD-F-09
	Soft/Hard
	H: 01 Year
S: 05 Years

	Employment application form
	HMC-HRD-F-10
	Soft/Hard
	H: 01 Year
S: 05 Years

	Job Descriptions
	HMC-HRD-F-02

	Soft/Hard
	H: 01 Year
S: 05 Years

	NOC Form
	HMC-HRD-F-28

	Soft/Hard
	H: 01 Year
S: 05 Years

	Orientation Feedback Form
	HMC-HRD-F-32

	Soft/Hard
	H: 01 Year
S: 05 Years

	Undertaking
	HMC-HRD-F-50
	Soft/Hard
	H: 01 Year
S: 05 Years

	Appointment Order
	HMC-HRD-F-69
	Soft/Hard
	H: 01 Year
S: 05 Years
























[bookmark: _Toc217303691]PART 04
QUALITY INDICATORS & OBJECTIVES / GOALS
[image: ]





















1. QUALITY INDICATORS

HR Department is dedicated to establish quality indicators with the aim to achieve excellence in contrast of employee learning & development and all activities with the focus to meet the international standard. 

	Sr. #
	Indicator Title
	Target Value
	Measurement Formula
	Frequency of Measurement
	Source of Data Collection
	Performer

	1
	Employee turnover
	<10%
	Employee Turnover Rate = Total number of employees left/                                                average number of employees*100
	Quarterly & Annually
	· Resignation form
· clearance form
· HRMIS Dashboard

	HR Team

	2
	T&D  – Compliance to Training Plan
	>80%
	Training/ orientation completion  rate=
Number of completions/number of employees participations* 100

	Quarterly & Annually
	Training matrix according to prescribed BTC
	HR Team

	3
	Time to Hire Rate
	90% in 180 Days per advertisement
	 Time to Hire = Day employees appointed – Day Candidate applied for the post
	Quarterly & Annually
	Days candidates applied for the posts
Days candidate was appointed
	HR Team

	4
	HR to Employee Ratio
	2.5 HR employees per 100 full-time employees
	Total number of HR personnel/ Total Employees *100
	Annually
	HRMIS Dashboard
	HR Team
















2. OBJECTIVES & GOALS

	Goal / Aspect
	Objective
	Indicators /Desired Outcome
	Activities/ Action Step
	Target Timeline for Action Item
	Responsible Person / Team
	Resources Required
	Related Evidence/ Record

	--To increase retention at MTI-HMC
	--Minimize turnover rate
--Successful implementation of Service Structure (grading system)  in MTI-HMC and its constituents
	--Increase in retention rate
--Employee satisfaction 
--Career growth 
	--Salary Enhancement 
--CP fund inclusion
--Increase in incentives
	June 2028
	HR Team
	HR Budget & management Approval
	-Decrease in turnover rate

	
	
	
	--Placement  in grades/levels
--Performance appraisals
--Service length
--Qualification
	June 2028
	HR Team
	HR Budget & management Approval
	-Service Structure Book
-Personal files
-Payroll (HRMIS)




3. COMPETENCE REQUIREMENTS & PERIODIC EVALUATION

	Sr. #
	Position Title
	Level
	Educational Qualification
	Experience
	Technical Competencies
	Other Skills

	1
	Manager HR
	Managerial
	
Master Degree in Human Resource or equivalent Degree in HR from HEC recognized institution.

	06 years’ experience in the relevant field in a reputed Health care institution will be preferred.
	-HR and relevant certifications/trainings in the HR field would be an advantage. Must be familiar with the tools of human resource management industry HRMIS, Microsoft Office and file management.
	Liaison
Mentoring
Conceptual skills

	2
	OSHR
	Managerial
	--2nd Class Master Degree with fast computer knowledge of office work.

--DIT from Board of Technical Education or its equivalent. No Need of DIT for having Bachelor Degree in Computer Sciences and its Allied.

--A computer Typing speed 30 words per minute.

	07 Years of experience as a management professional in any Govt. or Govt. registered Organization.
	--Good communication and administrative skills.

--Managing priorities according to the situation and nature of the case.

--Make HR plans and its successful execution.

--Provides coaching and advisory role when required.
	--inter-personal skills
Problem solving

	3
	Senior HR Officer 
	Supervisory
	MBA-HRM /MPA- HRM or equivalent from a recognized University.

	Experience: 03 Years of Experience as an HR professional in a reputable Institution.
	
	-interpersonal skills
Time management

	4
	HR Officer
	Officer
	BBA (HR) Or MBA (HR) from recognized university.
	02 Years of post-qualification experience in the relevant field is required from any reputed organization.
	
	-communication skills
Software skills
Team work




4. [bookmark: _Toc106880110][bookmark: _Toc114243147]EXCELLENCE PLAN

Refer to Strategic Plan HMC-HMD-SP-01

5. [bookmark: _Toc106880111][bookmark: _Toc114243148]GENERAL / MISC. PROTOCOLS

None.

6. SUPPORTING DOCUMENTS

	Document Title
	Ref. #
	Retention Medium

	Budget Book
	-
	Soft/Hard




7. RELATED RECORDS

	Document Title
	Ref. #
	Retention Medium
	Retention Period

	Updates MIS
	System Based HMIS-
	Soft / Hard
	H: 01 Year
S: 05 Years

	Job Description
	HMC-HRD-F-02
	Soft / Hard
	H: 01 Year
S: 05 Years

	KPIs Monthly Dashboard
	HMC-QAD-F-07
	Soft / Hard
	H: 01 Year
S: 05 Years

	Objective Monitoring Log
	HMC-QAD-F-08
	Soft / Hard
	H: 01 Year
S: 05 Years
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[bookmark: _Toc217303692]PART 05
Enclosures




























>>>>>>>>>>>>>>>>>>>>>>>>>>END OF DOCUMENT<<<<<<<<<<<<<<<<<<<<<<<<<<<<<
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