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6.2.1 Organization Structure

The organizational structure of Narayana College of Nursing is at various levels,

and certain key responsibility areas have been identified and delegated by the

Head of the Institution to the Heads of the departments and the Chairpersons of

academic and administrative committees. The Curriculum Committeeis the

highest authority on all academic issues. Intemal Quality Assessment Cell,

through various committee activities, regular meetings, and follow-ups, ensures

that teaching and leaming quality and govemance are maintained to the highest

standards that are reasonably practicable. The Nursing education unit ensures

continuous faculty development and implementation of updated teaching

leaming strategies. Research advisory committee facilitates research promotion.

Maintenance committee ensures infrastructure maintenance. Student council

serves as a platform for implementation of student support activities. Students

representations are in various committees. Members of the teaching staff, non-

participation in the planning of the college's various programmes. There is a

system in place for performance evaluation.
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CRITERIA PLAN OF ACTION IMPLEMENTION

Teaching-
learning

To conduct Value-added and Add
on courses

Value-added course-5
Add on courses-2

To plan and conduct 4th

international Conference
Clinical Sequalae of COVID-19

'womb to Tomb.
I 

d webinar(16 &17s June-2021)
2 nd webinar( 14&15ti July-2021)
3'd webinar (18 &19 th August-2021)

Research &
lnnovation

To Publish book for question bank. Question bank for first year Bsc (N) -2021

tsBN-978-93-91538-80-4
Mechanical Ventilator-2021
tsBN-978-620-4-21397-2

To increase Publication in high
impact factor iournals.

Completed publication -6 (Scopus)

Faculty
emPowerment

To conduct FDPS on recent
advances in nursing education

Completed-5
1. Palliative Care.

2. Behavior change communication.
3.Chromosomal abbreviation
4.Online learning and assessment for nursing
faculty
5. Respectful Maternity care.
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2023-2024 2024-2025 2025-2026 2026-2027
l.Publication per
faculty in indexed
Joumal

Enhance MOU
with
Intemational
nursing Colleges
and [Jniversities.

Students
exchange
with
National
&lnternatio
nal college.

Innovative
teaching
Technology.

Create corp fund
for managing
college ofNursing.

2. PhD Scholar in
OBG Nursing

Establishment of
Speciality
Nursing
Program in
Critical care.

Strategy for
admission
for foreign
students.

PhD faculties
appointment.

Admitting foreign
students.

3. PhD Center in
Mental health
Nursing and Child
health Nursing.

Collaborative
research with
funding agency.

New
equipment
under IIC

Narayana
Arogya
Chaithanyalaya
policy in
Community.

Establishing
Narayana Arogya
Chaithanyalaya in
Community.

4.lndexing of NNJ Policy for
OET
Center.

Publication of
books in
collaboration
with
international
authors.

Plan for faculty
exchange program.

5. Publication of
Books In all
Subjects.

Policy for
integration of
clinical and
teaching for
faculty.

Plan for
Dual role.

Establishment of
C)ET Center.
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To

Hononble (ioverning Bodl Memben

\aral rnr (iroup of lnstitutions

l-ellore

Rerpctcd Sir/ lladam

t contirlly invile you for thc gorerning txxlv rnceting to he hcld on 19 fll12022rl

I l:(X)rm in council hell. l.'rrryrna \uniiog lnstitutions. \elkrre to discuss thc folloning

agenda

l. Iee fiution for the rcrdemic lear 2022- 2023

2. l.ift for Srce Ierersnr i\uning ( ollege and lfo'ilel !
3. lnformrlion Rrarrding sludcnt rdmision in 2021'2021 & d.te of rclievi[8 rfter

four lerrs -

{. Reliering lhc currenl {tr yttr sludents sfter lheir course complctkrn if uniYersiq

errminraion sre lxxtFrned' ,'
5. :r-unes rorkin8 in hospital hrs to gct r-t lD as it is mrndrton'from IIC to gct

ellilietion for borh auning orlleges. , /*.- ; '
NI.]RSI:\G DEA\

(-op1 ro

l. Dr. S. Vijrl-rkumrr. M.D.D.(-h, Crxrrdirrtor. ltaral'sne Medhal Gnrup - & 6Iq. .
*lt lt'

2. Dr. Srmbhasire Rao. M.E. Ph'D. OSD. \onvrna }lcdicrl (iroup k
3. l)r. Huriprrsed Reddl l\l.tl.B.s. 1l.l).F.-{.(,. }:. }lcdicrl Superirrrrdenl. :{eri}rne

Medicrl ('ollege llospilel

l)r. Rrma Rao . ('hief Opcreti

)l rs. l-rlithr. .{uditor. Irrrla
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6.

1.

E.

na \tqlical I x\titulii)ns f,(
\lr. Suresh, Chief Iinencirl ()Ificer. \aralena ]lcdical lnstitut td ("1"-

\lrs. l. Jalanthi. Il.sc (\-) . Principa l. Srce \aralans \uniing ('ollcgc
'- 1^ L--t '

Dr. Rnja*zri:{*{t Sc (:i). \'ice Principal. \:rre-r"enr Collegc of l{ursing

fr])

1 l4t* Von-ir&rrn*-"; M.(t(,<t ) Vi?. D4.xrr*'l "
{c-,//.q.

*,47
f,L4

LL€ ?lr,
Pflnctpal

NAffAYANA COLLEGE OF NURSINI,
Chinthareddypalem,
NELLORE - 524 OO3

NELLORE
524 003 c

1



ry6ttopFsac ooi

@

A./r^vo7.^,*

f"l;avl.er c6

o9 ol .LOLL

)l

e-1t.,:. c4 vrrr,r"rft

Lcrs Pr.<4,n

,D-S V)J.\ya igr,.q ' rra .-r -D- el a--o ovJla-ol<..

bWbva R.,o .ln'6 rl,a. ol_D tYAvtlaaa rY1

At ).lap," pcazA. kJA, fi Ce 3 m o.EOde - tvt <A^ot S.pt ,lr,.r

?-
3) mc,.'l

G) A. furv Q,za ' e-h e4a\n c.|f ra", nv-are..rn.6, M<diql P)-,rl

.l-elitt- 6 qrU hw 1 lY6v^<yea.,7 tr <do <-r, h'tJ

c1
-7)

E)

1)

t\

fvlYJ

lY\ r
NlY)

SeraSb,elr,c* Ea-or<,'a.t fl|'av 1 rtor-a 14.-e M <tn tol 2* l.rr-
V Cap.,*-'n,. ^4.Jc(^r) 

Or'ufcr . frre Nrrr< 7o^21 
,.u.rt;,^; c^llE(

D, ("r.^ro- l-). Vt2r gr;,,A1u | / ^-aray+ Glt qr % h.,o- ?
IY'l/J L4.nn 51; r k-n^14ri 1n-lc ({ \.f^L | lt^Li l\ I t N a-oy nl.^o Glt<gl

O( n"n;5

0;e^d'
F,,- ]rroSl o,- 1.. t*, <tLlde/'";c Y ?''? 2r)4' '2'!.

Lr)> ]ow -!rqn n .\--y4-., 7trr1.,^1 CLli-'Jq c{^.G l}os-t<l2)
3) $np.r^,a), o " )r<4:,'.{t lX SFuzl<.rf at) r, lJz.....'t io ,a Ll -22

GuJ Ar.rla "'6 lef,.:-g q1$v 4 yco-'

v) N.r,g€r ry\o? tiw l+,, A",p h .r.r Nu,-.p a-"rl<)
nn o^)a 4*1 L*" 4o i. r 4j]!-*,no- k* b, tt"

irr'Yh^J b[lqa
6't tly , |L!.r rh.,,lff v.r .\r1 c<tCt+ r ia OJ *t e,,,btr3

f,4o*"7 -h.-M at g atpt ar s.y.t\)4)r
lJor,, ,w,.'",y ',',. Cr'l)rg< 66

f?.!'c--.rr'..r
0

1-[...- CqYr'.^ U' Ll | -\ Yer' 8h^r\<-)i a/. al i-,t.u'.

etr*1 ,( 
"Jr "a-n) 1-k4r.., r n;lhat b P"rll'^E'

r

i ]u >9, .rt
i

.Dn^ <-;{vtl- s /ii{-cn)r^rrt L 6G

E,Ml.l tn cloal
NANAYANA COLLEGE OF NUBSING

QhinthareddYPalem,
NELLORE - 524 OO3

P\-d.le"1t A/v,i tM cq ['r ar
d

boi*-

A5 il oozl

2)

.ja"l c c-"r-. 'lorL1 't



Roat*t*nt

m4ut 8r.l )r },.rh "a: c^

lAi &-,^.-.e o\4)+l
ll ttl.e.r, bufi O<g+lcil a/, ? cr- ll^t

-*b

o - al\^ bn

flnr- tt':-tt'k - Q-!^t JA 6'r..o.,. tl
t4ulh; J.-
w avt 4,,/.t

Cs"nAgnA

a> .'..

aB-c"t

fiAr. 3a,r,ylnr).,V-a (rto A)bW on fi.trl &1., is

l) l l-u

)

b

o
f>t to 3){., Lrni

Ialr lru hr lcrtler -il) or4

ep'$ttc C^,, A UYe.." li lt-*

W 9!!,*.12t lr^ n ll.<vd fsn ad,m;b;v 6*J
eok-g t a,"6 +o

fta){ce &*, tfu
Ji lr,ylt fu.-o hotalc4. GY\cL $'dr^ / s) lir.Ja

e..tru.ai fq-i lrta

.V rnb &r: @>

tvy{lLo l^ t*,^f ! h. *€ s,violv^
U@tz 57i6 F 6A'.'aith< ire"o frr [ri. klt""r-

COLLEGT OF NURSINiJ

ELLORE - 524 003

tcrrt-- f 12y ," afrb.tq-wtO
v?.

t c,l I L6c

/L
Frincipar

4 Hru
h*.A"

b'4''i
l)rrnclpat v /vat-a-

NELLOTF
se,r oog-



,g
Prlilcipal

,{ARAYANA COLLEGE OF NURSING
ChinihareddYPalem'
NELLOBE-524003" t

.l

4r1
PRINCIPAL

Principai
NAfiAYlNA CoLLEGE 0F NURSnIj

Chinthareddypalem,
NELLORE - 524 OO3,

z Ill xanAYANA
G7, coLLEGE oF rrlrRstNc

tir.rn-,"4a,p.r.-
Ptr No: Oaat-?31 7969 | Fdr: 066l_231 lt66'

R-cog^i..d bY hdlon Nu6l^9 Councit ond /l P Nutrtt & Mldwlvtr Coun'll
irrrttol..r to Nln u.i".rrllv ol Hcottll scl.ncas. a P vilovo*odd'

accrsdrrad by "l^t.tnorlonol accrodilion orco^itotlon ll/\o)'
w.t sit.: M.no.oYononuBln9€oll.gd.com ll 6_moll: ndovonq-nuBlngicvdhd co'h

ra
?rt

o

A

1-\

oo(.J
,

/
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CURRICULUM COMMITTEEI

ACADEMIC COMMITTEE1
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INSTITUTION TNNOVATION COUNCILl4
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GU C COUN INGES LAE DNDANt7
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o F,ARN COMMITTE EAN EC DADERSw LLS20
ME MENT CO EMITTEMEEANDRNTo2l
NSS COMMITTEE22
SNA COMMITTEEl.t
SPORTS COMMITTEE24
DISCIPLINE COMMITTEE25
CULTURAL COMMITTEE-1-O

REPORT WRITING COMMITTEE27
oS COMMI ETTECN EAINTENMALTEH28

S C HERS SSOC ON C TTEEMMIoTIIAATEAARENTP29
EXTRACURRICULAR COMMITTEE30
CO-CURRICULAR COMMITTEE3r

c

AND
COMMITTEE

LEARNERS
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G4 Techn
Sr.

Tech ntct rvlsor,

Executive staff chaNurse/n Srr8e an, ComputerExecutive Electridan, AccoAssistant, untan Biot, Medical anElect ca Sun,rvi rso peSupe nHl,v ASOcharge, aP E)unlor Manatement
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G7 ,Auditor,
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ManaSer Addt Nursing Supert Resident Adm istln ativeE officerlectrical ChiefB o Medical E J I Registr Asst Hospital Adm inistrator
G8
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Sr.
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G10
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istrator,

f,
Gen, aM edM canager Admin Assoc a te ProfessoSenlor Management
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Vice
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D nation Flxation Chart

Narayana Medlcal lnstitutlons

5

N-1 Below 8000

Atsln nt, D,lv!r, Tallor, Ga.drn f , hclp!,, Att ln&.r , Ayas ,
S*{par!, ScavcnSarr , Baibc,, Carpcitlr, Oc.nGr,Dhobl, Hchcr,LJft
Oprr.tor,C.rc T.Iar,, Admln $strt nt,Blllnt Asrk .nt,Computc. '
Opcrator, Gcnento, Openator. Mcsscnlcrr, ,CCW OpcBtor, COOI(
bb Anandrn! PRO, .p.Eon l arsljtant, A$odat!, S.clrlty
Guardi^ssoclatlJr.PRE,Pharm.cy AlO, Mcr5€ng.,

Nurtlht Asslstant

.trkt nt, Ophtialmtc Aislst nt , O.T. ACrtant
Asalstant, DrrI Room Aasur.tab Tcchnlcl.n,

lr.Electrlclan, lr"AC Tcchnlcl.nJr.Blo Mcdtctl T.chotcl.n,
ECG/EEG Technlcl.n, HW Asslst.nt

5

N-2 E0o1 > 12000

, PRE, Jr. Ubrrry A5rt, ,lr. Accountant, p€rron l rccratary,
,t Astlrt nt, W.d.O PiO, Trdlnlct.n, bundry ln c|||rt!, HW
f lcruldm, S.curlty Suparrro.

,r. Erecutiv.

Jr.Statf Nu.'e

Tccholclan, Aldiomctrlc Tccholclan Ther.plr!
.,r.Pa,tu onlrt, Acct id.o, AC Technlchn, x.R.y
TcchnlcLn, JT.CATHtAB TGchntcl.n Jr,M.R.t Tcchntct.n,
,r,olAl-YSIS Tcctrnlcl.n,ECllO T.chntcl.n,Eme.trncy

n, HW Trchnlclan, PFTT.chnlclan

tb

7 N-3 12001 > 150@ Erccutlv! Staff NurE, ICN Nur5r

8 N-4 15001 > 18000 s.st.ft Nufiry'ln chrte
N-5 18001> 25000

Sr,tuecutive

NuGint Supervlso,

Parfurlonlrt, CI T.chnlclan, CATI ,AS
tcchnldan,M.R.l Tcchnlcl.n, OtALysls Trchnlct.n,TMT
Ylchnlclan,gnE tcncy TcchnlclanA[.rticala Tacinlcl.n,
s. Elo Mcdlc.l Enalncrr,El.stricl.l Supcrvltor, T.chnlcll
Supawlsot

Sr.Lrb T€chnicltn,

N-6 25001 > 35000 t Mahatar Ain Nurrlng Supcrlnt.ndent .En8ln.€r-HW. Elcctrical, Ctvll, p,ojrc$,gto Medlc.l
35001 > 50000 M.n t.,, Adminlstra0vr Oficcr o.puty Nurrlnt Sup.dntendent Enthcer-Hw, Elcctdc.l, Ovll, projecti,Blo Mcdic.l

t2 N-8 s0001 > 55000 Sr.Manaaer, Audltor Addl Nunln3 Supcylntendlnt

13 N-9 65001 > 850{X) A$lstant 6aner.l M.n.8cr

14 N-10 85001 > 120000 ocPuty G.ncr.l ManrSrr

Chlct Engloeer-Hw, Electrtcal, Ovil, pro.i.cts,Bto M.dtc.l

N-lr 120000 > 150000 GeoaralMana8er

16 N-12 150000 > 200ooo fuilitant Mae presldant

t1 N-1.3 200000 > 350000 Vlc! P..sldcn! . C L.vGl"

NurJlnS Supcrlnt.nd!nt

Hard -EnCneerln8 Sarvlcar

IEEE
;
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NARAYANA MEDICAT INST
'TUTIONS

Version : HRM/01

HUMAN RESOURCE DEPARTMENT lssue Date :01-Sep2015

},;.8-EERUTF!VIENI$ PqElG.ts & PROGED U R E

1. OBJECNVE

The Organization recruitment policy aims at attracting and retalning the best
talent in the industry so that the riSht quality of manpower is available to the
company at the rlSht time. The company would seek to ensure, as far as
possible, that the selection process is fair and reliable.

2. ETIGIB]UTY & APPTICABIUTY

2.' rhls polrcy is appricabre to ar new recruits in a[ Brades of Non-Teaching
departments

2.2 provlslon ln approved HR annul operating plan (AOp) will be a pre-
requlsite for all recruitment in the organization

RASO

-(
3.1
3.2

3.3
3.4.

-t )
3.

4.t

Responsible
Approver
Support

: HRD

: PRINCTPAVMS/ CEo / HoD,s /HRD
: HRD

t, 8q"..1
fl princlpar I

AYANA COLLEGE OF NLIRSING
Chrnthareddypalem,
NELLORE - 524 OO3

lnform : HOD/HRD/A& F Department

4. POIOUCT&PROCEDURE

S€lecdon of personnel ln Grades / Bands

4.1.1 Vacancy:

When a budgeted vacancy needs to be filled up, the Manpower Reguisitlon form
with minlmum quatiflcation, experlence and salary range, duly approved by the
Head of the Department, should be forwarded to the HRD. HRD will obtain
management's approval before initiating action. For creation of new post, the
Head of Department has to submit the requisition form with justification to HRD.
The HRD will review the apprication for need and financiar imprication and
fonrard to management for approval.

.i
L{oc

I

o

G.
Approved By

c.

4.1.2 lntemalselectlon

l,iAB
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HR will first examine whether the approved vacancy can be filled up from among

the internal candidates, either by way of transfer from the surplus staff or by

way of up gradation/ Promotion.

4.1.3 OP€n Market

lf no suitable person is available within the organization, HR will proceed to fill

up the vacancy from the open market. ln case of candidate who attends the

interviewisrejected,he/sheisnotellSibletoattendtheinterviewwithinnext3

months.

4.1.4 Adverds€ment

HR will, in consultation with the Recrulttnent Body (Management + HOD)'

prepare an advertisement for release in the newspapersArowse from iob

portals. lf the decision is to entrust the selection work to a Placement Agency,

the advertisement will be forwarded to them'

4.1.5 Scn dny and Shon llsdnt

HR will, on recelpt of the applications alont with the desired documents and two

referrals, screen them so as to draw up a short list of candidates for Preliminary

lnterview. Technical/functional interviews shall be scheduled after consulting

with concemed technlcalfunctional heads'

Note: Reimbursement of fares for the candidates attendin8 interviews (shall be

described from time to time by the management| ln general policy of the

company is not to pay or reimburse the TA"/DA and other expenses to the

candidate called for an interview.

lntervlew Panel

the prelimlnary lntervlew Panel will be constituted by the HR in consuttation

with the HoD/Admlnistrators/ lnstitution Head.

(to l,
,BM

J/PrinclPal /

NARAYANA COLLEGE OF NUBSING
ChintharedciYPalem,
NELLORE - 524 OO3

o

0

Approved ByPrepared By
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4.3

4,4

Process of Approval

4.3.1 For all cadres, selection will be made by the following chart

Appolntment

The selection result will be informed to the candidate after ascertaininS the

antecedence. ln any a case it should not take more than O5 working Days'

The standard letter of offer of appointment will be issued to the candidate

upon selectlon by panelwho will siSn the offer of appointment letter' A

welcome kit has to be prepared by the HRD lncluding the Appointment

Letter, lD, lob Profile, Employee Hand Book, Uniform and others should be

handed over to the candidate after obtaining the receipt.

A.l.f Selealon of Pe6onnel ln Non'Cadre Grades

As a rule, there will be no dlrect recruitment of personnel in non-cadre

grades. Exceptions will be considered only in respect of highly specialized

and skilled personnel. Specific approval of the institution Head will be

necessary for initiating the selection. I - +.r(:"tr
NARAY,It:i cel-! t-Lrs 0r- liunsiilu

ChirithartddTPaletn,
03

q
(r C

-r1

Grade (or) SalarY band
Manpower Requlsltlon

Approv.l Authority
lntervlew Panel Salary Approvlng Authority

HOD+HR+CEO/MS
(Hospital)

HOD+HR Manager
HR Manager
(As per defined guidelines)

HOD+ HR+ PrlnciPal

G6-G10/ Rs. 15001 up to
Rs. 60000 Gross salary

HOD+HR+CEO/MS HOD+HR+CEO/MS
(Hospital)

MS + CEO+HR Manager

HOD| HR+ Principal

)

HOD +HR+ Principal
(College)

Principal +HR Manager

6U-G13 / Bs. 60001 UP

to Rs. 80000 Gross Salary

HOD+HR+CEO/MS
(Hospltal)

CEO/MS + Central HR

HOD+ HR+ Principal
( college)

HO}} HR+ Prlnclpal

{college)
Principal +Central HR

Rs. 80001 and aborre

Gross salary

HOTFHR+CEOIMS
( Hospital)

HODIHB+CEO/MS
(Hospital)

Pdncipal +Central HR+ CFO}

Executive Director/Managing
Olrector

HOD+HR+ Principal HOD+HR+ Princlpal
(collegel

Principal +Central HR+ CFO+

Executive Director/Managing
Director

Apprirvcd By
(Manatement)

BY

(HR Depart

'/-

co

-l

G1-G5 / UP to Rs. 15mO

Gross glary
(collece)

(Hospital)

HOD+ HR+CEO}MS
(Hospital)
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5.0

5.1

5.2

6.0

7.O

8.0

lnducdon/Otlentatlon

HRD has an inductlon program, and the new recruits are exposed to various

functions and Teams before being placed in thelr actual jobs. The lnduction

training will be carried out for a week where the employee will undergo

orientation to medical college hospital's history and philosophy, rules and

regulatlons, facilities and policies and procedures, basic etiquettes, HR

policies.

They will then report to their respective HOD's for a detailed introduction to

the activities of the department and the people. The employee will be

handed over their job description and trained on same. They will be

explalned about PF, ESIC, Medical Claim rules of the hospital. At the end of

the lnductlon weeh on HOD'S and HR's recommendation the employee is

taken on probatlon,

Probadon

Perlod of PmbaUon: Allemployees will be on probation for a perM of 06

months irrespective of the cadre and category. During probation, they can

be taken Sick leave and Casual leave only on pro rata basis. The employee

can not resiSn during probation period, However, the management can

termlnate hlm/ her without any prior notlce at thelr discretion.

Conllrmadon:

Employees, whose performance ls found to be satlsfactory by HOD and HR,

will be confirmed in service at the end of the probation period. An

employee is deemed as confirmed only after a letter to this effect is issued

indicating the satlsfactory completion of the probationary perlod from that

day onwards he ls entitled for employment benefits.

campus Recrultment

lManagemem Tralnees, I{ursing Tralnees, Tedrnlcal & paramedlcal Trainees)

8,1.1 To induct fresh Management Trainees, Management Graduates fro

Care Trainees from Nursin
fr,!el

oLLEG

Z.

o

F lJURSlllr
dypalem,
524 003G. NELLORE

Prepared By
HR

Approved 8y

524 003 i Management lnstitutions.
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Technlcal & Paramedical Trainees reputed Training lnstitutions to impart

intensive training and thereby create a pool of talent to meet company,s

future technical manpower requirements.

Campus Recrultment Body: HR +HOD

8,1.2 Requirement wlth regard to MT and Technlcal & paramedical Trainees,

Nursing tralnees are obtained from the concerned Head of the

Departments

8,13 Communicatlon of organlzation requirement is sent to reputed institutes

and colleges.

8.1.4 Vlslts to the campuses are planned in consultatlon with the college

authorities and the panel of interviewers by the HR.

8.1.5 Primary Selection is made on the basis of written test and interview.

Finalizatlon relocation will be made after a formal interview by the

Recruitment Board. lnumation about the successful candidates is sent to

the respective campus. However the letter of appointment will be issued

only after dec{aration of the results.

Annexures:

Annexure-l : Manpower Requisition form

Annerure-2 : Talent Acquisition form

Annexure.3 : lnterview Assessment form

Annexure4 : Jolning report

Annexure.S : lnduction attendance record

Annexure-6 : lnductlon feedback form
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Date o, Iequ6t

E Replenent

(tf new equiennnt
i'Jstificatbn rEuired)

Course

Account/Frptre
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Human Resources DePartment

Ma Requisition Form

JOB INFORMATION

for tha Job Profile with Skills & abilities

Prefened Related
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Unit

No. ol
Vacancies:

Reporting:

Reason For Requiement

Please add a sheet iI the above is not

Prefened Education
lf Masbrs Degree:lf Behelois DegEe: lf 0fiecf Technid lTl / Dhloma:

E H.R/Personnel&

Adminisffiion

D Hardware &

Nemrfing
D Radiotogy
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NARAYANA MEDICAT TNSTUTIONS
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JOINING REPORT

To,

Ihe HR Depaftnent

Narayana ttiledical College & Hospihl,

Chinhareddypalem, Nellore.

HT]MAN RESOURCE DEPARTMENT

I Mr/Ms/Mrs joining as

in the departnent of trom at........AM

Thanking you,

Yours hitrtully,

(Sigmtura:........................................)

C LLE

<1 NELLORF
szr ooa-

tl,l#,M
NARAYANA COLLEGE OF NUBSING

C h in th ored C')/p c:r x,
NELLORE - 524 OU3

1., o\
N

Date:

(Narne:............._..................,...............)
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2i.Afr[ENDANGEBOLIGY

1. OB.IECT'VE

The objective of this policy is to provide guidelines for managing the Time

Office effectively and concerned reports to be Benerated.

2. ETIGIEIUTY & APPTICAEIUTY

This policy applies to all Narayana Medical lnstitut,ons regular employees and

employees on contract

3. RASCT

3.1
3.7
3.3
3.4

Responsible :lndividual
Approver :PRINICPAL/MS/CEO/HOD/HRD
Support : HRD
lnform : HOD/HRD

4, POUCY & PROCEDURE

4.1.0 lt is mandatory that the previous day's attendance data of all shifu is

captured from the Time Office machine on a daily basis.

4.1.1 ln order to prevent the machine from being over loaded the total number

of swipes should be closely monitored and maintained within the

designed capacity.

4.1.2 Posting of captured data is to be done immedietely. On postin& fmm the

sorted aRendance data, various reports are to be generated. All the

leaves applied. in prescribed Leave form and the same to be updated in

' Attendance software on daily basis.

4.1.3 On receipt of the duty rosters from the respective departments the sh,fu,

week-offls postings should be updated immediately.

4.1.4 On receipt of the inter-office communication regarding official trips,

posting on duty should be updated simultaneously. $ #^M
NAfiA}'ANA COl!".E{iE r,ri tiij
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4.2 Procedure for generatlon of employee,s attendance

4.2.1 Employees attendance has to be generated on a daily basis. This is the

base data of an employee,s attendance, in order to monitor his/her

punctuality and for processing salary.

4.3.1 The generated report for shourd be cross verified with duty rosters and the
final report to be generated

4.4 Procedure for generatlon of early golng employees

Early going report (of previous day) ofthe employees is to be generated on

a daily basis. Thls is the base data for processing the early going

deductions from leave/salary.

Absenteeism report (of prevlous day) of the employees should be
generated on a daily basis the generated report must be cross verified with
duty.

4.5 Procedure for generatlon ol Weekly / Monthly attendance

_ (-)

0
()

-i

',7 Attendance report of every employee is to be generated on a weekly basis.

This data helps to highlight the habitual absentees, employees on

{p
il>-

od^,-1
rinctpatl

c
ri

NARAYANA C{]LLEOE OF IIURSIIJG
p:!cin,rc

NELLORE.

(HR rtment
Prepared By Approved By

I.IELLoRF
sz,l ooi

-) unauthorized leave, abscond ls etc.

4 C03

NARAYANA MEDICAL INSTITUTIONS

4.2.2 Attendance of the employees being recorded on the Attendance Register

must be restricted. However where it is done then manualry updations of
Time Oflice software records needs to be done simultaneously.

4.3 Procedure for generatlon oJ report on late comlng employees

4.3.0 Late comings report of the employees is generated on a daily basis (for
previous day). This is the base data for processing the late coming

deductions from leave/salary.

4.5 Procedure for generatlon of absenteE llst

I

i

I
I
I

'

I
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4.7 Procedure for consolldatlon of employee leave balances

The postlng of leaves / compensatory offs sanctioned have to be updated

on a daily basis. The same should also be updated on the Leave master

4.4 Procedure for head count

4.8.1 The headcount report is generated on 2Gn of every month to have an

accurate data of the physical count of employees in the departments.

This is a vital mandatory input for processing salary.

4.8.2 The report has to be generated department wise and the same to be

certified by concemed HODs.

()

4,9 Procedure for late deductlons

4.9.0 The late deductions report is generated on 266of every month, The

perlod for calculation is from 2Gs of previous month to 25ff of current

month. leave will be deducted against late coming. At the initial

instance Cts will be deducted; if there is no C[s balance then Sts will be

deducted. Leave will be deducted as per the following scale

4.9.1 Deduction for all other late comings/ early goings is worked out on the
above mentioned model of calculation.

lf there are no leave balances then salary will be deducted /oP,k^t
NARAYANA COLLEGE {

Ch jntharcddyp

-(J
_o

()

)F NURSING
alem,

t te coming Deduction

Up to 15 mins (03 times in payroll period) No Deductlon (i.e., grace period)

046 to 056 time late deduction ofot day

06s time & above for each late coming
uction of 01 day + Disciplinaryded

-<
Hn Depanm

Approved By

4.9.2

521 003

action as per rules of Disciplinary
Policv

Prep.red 8y
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4.10 Procedure for permisslons

4.10.1 Daily report ofthe applied permisslons in the prescribed format is to be

geneftted.

4.10.2 Employees are allowed to avail permission for going out up to a

maximum of two times in a month for duration of not more than 2 hour

on each occasion or one time not more than 4 hours, for extremely

important reasons and urgent work. Appropriate deduction will be

made for those who avail permission on more than 2 occasions,

4.11 Procedure for monitorlng tlme offlce operatlons

The employee responsible for time office functions must monitor the swipe

of employees and ensure it is correctly done. prory swipe and any other form

of misuse should not be permitted. The adherence to dress code shourd arso

be monftored by the Time HRD. Details of employees who are habitually

imppperly dressed should be rendered to administrator and appropriate

action shall be initiated as per disciplinary policy.

5.0 Annexure:

Annexure-7

Annexure'8

ooLt

{)

{t

A/Er

: Attendance Punch Missing Form

: On Duty Form

t{Aq
{r#fu

AYAIIA COTLEGE OF NURSINGunlltnareddypalern.
NELLORE - Siq OO3'

ts:
,7 -\

Approved By
P.ep€.red 8.1

(lrR

€
o

Ma mentl
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NARAYAIId COLLEOE OF NUBSING
Cli:n:ha:cCi/Palem,
NELLCRE .524OO3

l wourd inb'm about anendanc6 punch missing. Kindry consider and update aterdanca as per foro!,ving

Approved By HOD Updated By HR

Date

Date ot Punch

ARAYAN
TAL

N A MEDICAL CoLLEGE & o Ps I
NelloreChinthareddypabm, 524 003. INDIA.

HUMAN RESOU RCE DEPARTMENT

Sirnature of the Emp,oyee

To,

HR Dcpartnen!

Reason of Punc$ Mbsing:..--.

l

+
i:.

oC

o

tnIour fJ

P,

H



A MEDICAL COLLEGE & HOSPITAL
Chinlhareddypatem, Neflore - S24 003. A p, tNDtA.

Kindly updata attendanca as per tho bllowing details:

Signature of tho Empbyes Approved 8y - HOD Updaled By HR

Dale:

From To

Emp to

No. of

NARAYAN

Place ot

HUMAN RESOURCE DEPARTMENT

To,

HR DEPARTT'EIiIT

f)

-t )

-(l
-{}

-o
_o

() 6Otl

q o
,8fu

/Princrpat i

NABAYANA COLIIGE OF IIUNSI}JG
Chinthareddypalcm,
NELLORE.524 OO3

r)

-{-;



NARAYANA MEDICAL INSTITUTIONS

HUMAN RESOURCE DEPARTMENT lssue Date :01-Sep2016

3. LEAVE POTICY

1. OUECnVE

The obJective of this policy is to provide guidelines on availing leave

ETIGIBIUTY & APPUCABIUTY

All employees on regular rolls of Narayana Medicitl lnstitutions

RASCI

2.

3.

3.1 Responslble
3.2 Approver
3.3 Support
3.4 lnform

: lndlvldual
: PRINCIPAVMS/CEO/HoD
: HOD/HRD
: HOD/HRD

4. Policy & Prccedure

4.1 Casual leave: Every employee will be entitled 12 days Casual leave in every

calendar year of service or proportion thereof.

4.1.1 Gsual leaye should be availed as far as possible with prior approval of
' the HOD. However, in case it is not possible to do so, the employee

should lnform the HOD and submit the Gsual Leave apptication

immediately on resuming duty.

4,1.2 Gsual Leave cannot be accumulated and Un-arrailed leaves will

lapse at the end ofthe calendar year.

4.1.3 Casual Leave can be prefixed or suffixed with holiday/we€kly off.

However such holidays occurring during the period of Casual Leave

will be counted as part of Casual Leave.

4.1.4 All employees will be enthled to Casual Leave from the date of
joining. (Calculated proportionally i.e., 1 CL per month to be
determined from the date of joining will be credited to the leave

_o
o

NA4.1.5 Casual leave cannot be permitted more than 03 days GE t)F NURSING
dypalem,

{r{^*,7

HR Oepartmentl
By Approved By

?

one
RAYAIJA C()LLE
ac'trlqffriQll'ed

003

Version : HRM/01
i

account at the beSinning of the month)
NELLOBE
524 003
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4.2 Academic leave: All the teaching staff ls entitled to 15 days privilege

Leave in every calendar year (01st January to 31st Oecember) to a$end

the Examinations, conferences, paper presentations &workshops

4.2,1 Those who join midway during the year will get leaves on pro rata

basis Leave should be availed as far as possible with prior approval of

the Medical Superintendent.

4,2.2 Leave cannot be accumulated. Un-availed leaves will lapse at the

end of the calendar year.

4.2.3 Leave can be prefixed or surfixed with hollday/weekly off.

, However such holidays occurring during the period on Leave will

be counted as part of leave.

4.2.4 All Teaching Professionals will be entitled to leave from the date

of joining. (Calcuhted proportionally i.e., 1.25 per month to be

determlned from the date of joining will be credfted to the leave

account at the end of the month)

4.3 Sick Leave: Every employee will be entitled 12 days Sick Leave in a year, on

grounds of sickness or accident in case. Trainees however will not be entitled

to Sick Leave. Probationers will be entitled to Sick Leave.

4.3.1 An employee availlng Sick t-eave due to prolonged illness should give

the probable date of resuming duties to consider his / her request for

leave by the HOD.

4.1.2 Sick leave can be accumulated up to 30 days

. 4,t.4 ln special circumstances for employees not covered under ESl,

management reserves the right to grant additional sick leave in

genuine cases of long illness. Such cases have to be referred to the

Medical Superintendent for approval.

On separation from the organization, the employee will not be

his/her credit.
NARP,YAIIA CCL!-E

q' o
z

o

d^-'icjrpai I

B
Prit

GE OF NURSINU
dypalem,
524 003

kepared By
(HR

Approydd By

*-O
entitled to any compe for Sick Leave to

ri

n' NELLCRE
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'13.6 Sick Leave can be prefixed or suffixed with holidays/weekly offs.

However, such holidays occurring during the period of leave wilt be

counted as part of Sick Leave.

4.t.7 The employee has to submit Medical Certificate from a Registered

Medical Practitioner if availing sick leave more than 03 days.

4.4 Matemity reaye: Maternity Leave for a period of 90 days can be avaired of by

women employees. The same will not be sanctioned on more than 2

occasions.

4.4.1

per ESI Act.

4,4.2 Before proceeding on Matemity Leave the indlvidual concemed will

have to produce a certiflcate ftom the doctor indicating the probable

date of delivery based on which she will be sanctioned Maternity

Leave as indicated above.

4.4.3 As a general rule gO days of leave will be availed in two parts l.e. 45

days before and 45 days after the date of delivery. lf the period of
leave availed before confinement is less than 45 days, the balance

leave will be allowed to be utilized in the post confinement period,

subject to the total leave not exceeding 90 days.

4.4.4 Any further leave required after the explry of the Maternity Leave may

be adjusted against Sick Leavg in which case the request for extension

may be considered subject to furnishing of a Medical Certificate from
a Reglstered Medical practitloner,

Probationers have to complete six months of service so as to be

{,
ARAYANA CO LLEGE OF NURSING

Chinthareddypa lem,

R4^1
r-rnclPat 1

i\i

Prepared By
(HR ent) (Managementl

Approyed By

4.4.5

entitled for Maternity Leave.

4 003

Employees covered under ESI will be entitled for matemity leave as
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4.5 Compensatory off: Compensatory off is granted to those employees who
work on their weekly off / holidays/ as well as continuous double shift.

4.5.1 ln order to meet exigencies of company work, employees working on

their weekly off / fixed holidays will be permitted to avail

compensatory off.

4.5.2 The compensatory off has to be availed within 03 months of having

worked on the weekly off / fixed holiday/ continuous double shift.

4.5.4 Compensatory off can be availed only with prior permission of HOD.

4.6 Flxed holldays: 12 days in a calendar year out of whlch Republlc Day, May

Day, lndependence Day and Gandhi Jayanthi will be mandatory holidays.

The balance eight holidays will be determined by the Management based

on recommendations. The State Govt. notification in declaring holidays

should be considered while finalizing the same.

6.3

{\

-{J
-f)
-()
*o

C, 4.6.1. The list of holidays wilt be published by HRD in the month of
December for the succeeding year.

4,6.2 Fixed holidays can be preflxed or suffixed with Slck / Gsual leave.

5.0 Procedure to avall leave

6.1 An employee shall apply for leave in Leave Application Form mentioning
reason. The same will be fonryarded to the concemed Reportin[
Authority for necessary approval.

6.2 Reporting Authority shall approve the leaves of his/her team employees.' 
ffter Betting approved by Reporting Authority the same wili be
fonrarded to HRD.

ln case an employee wants to cancel approved leave he/she shouH seek
the approval of the HOD on an application and submit the same to the
HRD. The application should be submitted within 24 hrs of the availing
dates and in any case before 2oth of the month.

5.4 As payroll is processed from lst to 30th / 31st of the month and
g month till 256 of the present 13

rpal
GE OF NURSING
dypalem,
524004

<
Chinthare

HR Departrncnt)
Prepared 8y Approved By N

attendance from 256 of tn

Paop 17 ol 59
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5.5

month, therefore leave ayailed till 25th of the present month will be
taken into account in order to calculate monthly salary. Leaves availed
from 25h to 3fth / 31st of the present month will be calculated in the
succeeding month payroll.

Leave without pay: ln case an employee exhausts all his / her leave, he /
she may be granted leave without pay in special cases, at the discretion
of the Principal/ Medical Superintendent/CEO.

All Departments and employees should adhere to the leave policy for a
proper work schedule. Leave records should be meticulously malntained/
updated by HRD.

(

(

6.7

7.0 Annexure: Annexure.g : Leave application

- 
(.)

-(J
_o

o
o
o
o
f)

ACo

9r'tl

o

I
to?^ffil

NARAYANA COLLEGE OF NUBSING
Chinthareddypalem,
NELLORE - 524 OO3

lssue Date :01-Sep2016



From
Nama
Erlp lD
DesigrEtion
Departnent

NARAYANA MEDICAL COLLEGE
Chintharcddypalem, Nellole

LEAVE APPUCANON FORi'

To
The Humanr€sorJrca Departnent
Narayana Medical CoIeg€ A lfospital
NelloIe.

- (.1

_s
o
s
f-!

Contact Address Ouring Leaves:

Phone

For HR Depaftncnt Use

I
-/rfi#ril

NABAYANA COLLEGE OF NUESING
Lrnrntnal'ecjdypalem,
NELLORE - 524 OO3

From To Rema*s-

on

br

I ecceB b cary th€ iobs of the appfrcant
dring leat/€ pedod

Nama : Signature
of applilantDate

Date:

Recomrnended / l'rot recomrnended

HOD Signatire

Typa of leave Leave at

--lredit
Leav€ applied tor Ba Leace

On Otny
Day

ofr II
Anydrer

RecoflrDerlded / Not recorf,nendcd Sanctiooed / Not Sandioned

XEDICAL SUPERINTEIIOEIIT
PRINCIPAL

o
oo

s
,to
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NARAYANA MEDICAL I NSTITUTIONS

4:,TOU R$ &TRAVET PO.L|cY

to employees for reimbursement of expenditure

food &incidentals incurred during travel on business,

1. OBJECNVE

To provide guidelines

towards travel, hotel,

offlcial work or tralning.

2. EUGIBIUTY&APPUCAEIUTY

All employees on regular roll of the organization

3. RASCT

3.1 Responsible
3.2 Approver
3.3 Support
3.4 lnform

: lndivldual
: Ms/ CEo / HoD's /HRD
: HRD/ A&F Department
: HOO/HRD/A& F Department

4, POU)UCY&PROCEDURE

4.1 Business visit / official work would be treated as "tour., if the visit is to

a place outside the city limit from respectfue location and the distance

to the place of visit is more than 80 kms and / or the duration of the

travel ls more than 04 hours.

It is necessary that every employee before undertakes the journey gets

the tour proSramme approved by approving authority

For the purpose of allowances, a day is considered as 24 hourc from the

time one leaves home, with 12 hours intervals counted as halfday.

Where tour ls for attending a conference , particlpating for an

event, Group booking of hotel should be done to avail negotiated

rates. The same should be coordinated with the rest of group peopte.

Where employees travel on tour together, twin_sharlng

accommodation shall be utilized.

4.3

4.5

4.6 Tours lastlng between 3 and S days will be approved by HOD and Tours

exceeding five days will be approved by principa/Medical

4.2

4.4

OLL€

,VEL
5?4 , 84,^a

JlPrinapar I
NARAYANA C0LLEGE 0F liufiSltiu

C,/palem,
524 CC3NELLCRE

P

HR

BY

q
4

+

toRr I
oot- i

Superintendent /CEO

|':rrp 19 nf 59

cl

o
()

o
o
()

Approvgd By
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4.7 Classlffcatlon of Gtles/ Towns:

For the purposes of these instructions cities/ towns wifl be crassified as under

f"i

o
o
o
f)

5.2

The authorization of travel while within the places that are being toured is
as follows

Travel allowance is given to an employee to cover the expenditure
normally incurred by him while he is on tour and is not lntended to be asource of income,

/rfr**;l
NANAYAN A C0LLECE OF NUfisIilG

nthareddypalem,

Classification Citles & Towns

Group A Chennai, Delhi, Hyderabad, Kolkata, Mumbai and Vijayawada

Group B other than in A-class and Vizag;
Guntur, Tirupati, Warangal, Nellore, Rajamundry Kakinada,
Surat, Aurangabad, Jamshedpur, patna and Bellary

All other state capitals

Group C All District Head euarters / Major Towns other than in .8"
class

Group D places not described aboveAll other

DeslgnaUons/Grade
mode of travel

Eligibility

G11-G13 I AC / By Air- Economy cl-ss (Distance more than
800 (ms

G7-G10 ll AC Train/ Sleeper Bus

G5.G6 n/ Semi Sleeper Buslll AC Tra

G1 to G4 Sleeper Class Train /l-uxury Bus

App.ovEd By

chi

-i':

5. Travel erpenses:

5,1

+

c
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6. LodglnB expenses:

6,1 Employee himself arranges the hotel accommodation; the permissible
limits of reimbursements are shown in the table below.

5.3 Employees can stay under own arrangements, lncase Employees are staying
under own arrangements then tariffs will be paid 5$_ of todgine
entitlement

7. Boardln8 expenses:

7.1 Boarding expenses shall be payable to the Employees on tour when they are
halting at outstations and also when they are in journey. Boarding expenses
will be claimed on actual, based on submission of bills, subject to the
maximum amount as per entitlement tiven in below-

{}

Grade A Grade '
Amount

(Rs.)

B Grade

Amount (Rs.)

C Grade
Amount

(Rs.)

D Grade

Amount (Rs.)

G11-G13 25OOl- +Tax 2ON/- +Tax 1500/- + Tax 1100/- + Tax

G7-G10 Z00lO/- +Tax 1500/- + Tax l2CF/-+Tax 800/-+Tax

G3-G6 15fi/- + Tax 1200/-+ Tax 8OO/-+Tax 600/-+Tax

Grade A Grade

Amount (Rs.)
C Grade
Amount

{Rs.)

D Grade

Amount
(Rs.)

G11-G13 1500 1250 1000 800

G7-G10 1250 1000 800 500

G+G5 1000 800 600 400

G1.G3 800 600 400

LEG

LONE

7.2 Employees preferred to have food other than the hotel where they are
put-up, shall only claim 7596 (rounded-off) of the eliSible amount without (p$
submitting any bills for nnclpal

NARAYANA COLLEGE OF NUNSINI
clypalem,

NELLORE

{HR Department}
red Bya Approved Ay

(Management )

Z. 52.1 003 i

i
li

5.2 Where organization guest House /accommodation facility is available, staff
will have to stay in the same.

n

B Grade

Amount {Rs,)

300

expenses.
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t)

()

o
o
o
t)
rl

7.3 Bills may be waived in case of certain minor rtems such as tea, minerar
water etc. Where bills are not normally provided by vendoq in such
cases, self certification will be necessary

8. Conveyance

8.1 The authorization of conveyance allowance within places that are being
toured is as follows:-

9. Other lncldentals:

Any expenditure which is not connected to tours like purchases of gifts, any
freight paid etc., shall not be included. A such expenditure shall have to be
submitted by the Employees separately after obtainlng the approval ofthe
approvlng authority for taking reimbursement

10. General guldellnes

10.1 Soon after the journey is completed the Employees shall submit the
expenses bill in the prescdbed form. lf any advance is left over, the
same shall be remined to the accounts office withln 3 days completing
the joumey.

10-2 The expense statement with bifls sha[ initiafly be submitted to their. HOD. After the same is bills are certified and approved by the HOD, the
Employees shall submit the same to the Accounts Department for
adjustrnent of advance and necessary accounting

I
/r?,fui

ilARAIANA CoLLEGE 0F NuR8til(i
Chinthareddypalem,dt;.t

Grade A Grade

Amount (Rs.)

I 6rade
Amount

(Rs.l

C Grade
Amount

(R3J

D Grade

Amount lRs.)

cA8 CAB CAB CAB

G&G10 AUTO AUTO AUTO

G1.G5

PUBLIC IX.ANSPORT

/AUTO
PUBLIC

TRANSPORT

/AtJto

PUBI.IC

TMNSPORT

/AUTO

PUBLIC

TXANSPORT

/AUTO

)\...HR
Approyed By

re' 10 : TA &DA format

Peoe 22 of gg

HUMAN RESOURCE DEPARTMENT

o

G11-G13

AUTO

Preparcd By
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Employee Name:

Department

Total Expenditure : Rs.
Net pay : R5.

TA & DA Format

Date:

Emp

Designation:

AdyanceAmount : Rs-

nnct
NARAYANA COI.LEG E OF NURSIiJG

Chinthareddypalem,
NELLORE -524AO3

PrincipayMs/CEO Sign

Part-A
Travel ils

S.No f.om To
Modc ofjourney
(rrahlBusl
Ntfiznl

Arnount
(ln Rs.l

Convenlence
Arnount (ia Rs.l

Reasoh

1

2

3

4

5

Sub Total -(

ses&
Part -B

Mode o, stay
(Hotel, S€lf arrangemcr*s) Boadlnt Expenses othersDate

Details Amourt
(in

Arnount
RsJ

Anount
Rr.

Remarks

1

2

4

5

i,)

HOD Sign Accounts Sitn

Date

S.No

3

Ssb Total
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$,r Eo. ca l: Cbnven ien-ce

1. OB'ECTIVE

1.1 To provide guidelines to emproyees for reimbursement of reasonabre
local conveyance expenses when own vehicle is used for official
purposes

o
s
o

3.1 Responsible
3.2 Approver
3.3 Support
3.4 lnform

: lndividual
: PRINCIAPUMS/CEO/HOD
: Accounts
: HOD/HRD

4 Policy & Procedure

4.1 Employees using their own vehicres for official work are entitled to craim
reimbursement at the following ratei:

4.2 Employees using pubric transport or Autos wilr be a owed reimbursement
. at actual.

4.3 Reimbursement should be claimed on a weekly basis.

4.4 Local conveyance expenses will be claimed ln the prescribed format gMng
due justification

ure:

: Local conveyance reimbursement form
{*o,#"1

NARAYANA CCI-I..EGE OF NUBSING
Chinth.rrcddr'Palem',$

Grades of
oyees

Rate per l(m. (funount in Rs.)

Four Wheeler (4W) Two Wheeler (2W)
G1G,G15 Rs.7.00 Rs.3.00
G5.G9 Not eligible Rs.3.00
G1.G5 Not eligible Rs.3.00

Approved By

o

t\

Annexure-11

- 524003

HUMAN RESOURCE DEPARTMENT

1.2 To enable employees to travel with comfort, contributing to work
effectiveness.

2 EUGIBIUTY & APPUCABIUTY

All employees on regular rolls of Narayana Medical tnstitutlons

,3 RASCT

\ ./.



LOCAT CONVEYANCE REIMEURSEMENT. CLAIM FORM

Employee Name:

De6lgnatlon

Date vehlde
tlo.

flom

(Orlrrnl

To

lDestlnadon)

l(mt 2 / d Wheeler

(Wdle 2 or 4)

Amount (Rr.l Purpos€

only)

Sltnature of Employee vedffed by HOD Accounts Approved by

0
o
o
C!

()

co

NARAYANA COLLEGE OF NURSING
Ch inthared dyp alem,
NELLORE.524 OO3

z-t
+ c

EMPNo

TOTAL;

/ o|,."fu
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t

2.

ffiue
oSJECnVE

To assist the employees to tide over the difficuhies ln day to day / special
occasion/ fu nd requlrements

EUGIBIUTY & APPUCABIUW

All employees on regular rolls of Narayana Medical tnstituuons

RASCI

3.1
3.2

3.3
3.4

Responsible

Approver
Support
lnform

: Individual
: MS/CEO

: Accounts/HRD
: HOD/HRD

4. Pollcy & procedurc

4.1 Purpose for which staff advances can b€ recommended.

i.

ii.

iii.

tv-

Medlcal expenses

Children Educatlon

oemise of family members

Self MarriaBe

Event Management & Tour

6S^a
Principat I

COLLEGE OF NURSING

4.2 Employee is e[gibre for advance equivarent to one-month Gross pay. who
have put up tnore than 02 years service in the organizatlon. However in
the view of event management the employees may draw reasonable
estlmated advahce for their proposed tour/ Events. While submitting the
tour programme/ planning of event the employee shall indicate the
amount of advance required and same would approved by approving
authority.

Staff advance shall be paid once in a year not exceeding the eligible
Amount in the events of self marriage, medical expense
educatlon and demise of family members.

LLE

C

ypalem,4 7 \
tn

NELLORE
Prepared 8y

(HR
M
Approvid gy

s, drildren 7
A

NARAYAIJI.

ti

fl

3.

NELLORE
524 @3

524 003
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4,4 The amount will be recovered in 06 equal monthly installments

commencing from 01 month after the advance is given.

4.5 This monthly installments advance recovery procedure is not applicable

to event management & tour advances. Soon after the event/tour is

completed the employees shall submit the expenses/ bill in the

prescribed form with approval. lf any advance is left over, the same shall

be remitted to the accounts oflice within 3 days completing the

event/tour,

4.6 Where employee requests for an advance of more than one month,s

gross pay under special circumstances (self marriage/children,s

marriage/higher education/medical of family members) and where HOD

is convinced about the need. He / She shall forward his

recommendations not exceeding turo months gross pay that too only in

case of employees who hav€ put up more than ()4 years service in the

organlxation and as well two Co- employee,s surety is required above

his/her salary level. This special sanction shall be accorded only by

lnstitution Head. The amount will be recovered in 10 equal monthly

installments commencing from 01 month after the advance is given

4.7 lf any advance is recommended/sanctioned over and above the normal

limit, it is the responsibility of the HR/Accounts HOO,S to infom the

sanctioning authority as to the eligible amount and obtain special

sanction but not exceeding 02 months gross pay.

4.8 The HRDs shall update the advance details in employee records and

. payroll.

4.9 The HR/Accounts Department be responsibre to recover in coordination

with the advance in prescrlbed installments from salary every month as

a
CI

e
(-?

(';

per the sanction

General Guidellnes:

5.1 Advance approval should be taken on the requisition form and
NARAYA

Ci
"{rfr^",*1NA COLLEGE OT IIURSIITIi
r inth ared Cyoa !cm,

Prepared By
(Hn ent)

Approvcd gy

submitted to the HR and Account Department.

003

5

-4,
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5.2

5.3

Process Chart

5. Annexures:

Annexure-12

Employee Request for advance

The Employees advance shall ensure that all the advances previously
drawn are fully settled.

The expense statement with bills shall initially be submitted to their HOD.
After the same is bills are certified by HOD and forward to Institution
head for approval then the employees shall submit the same to the
Accounts Departmmt for further proceedings.

HR validation
&
.{&

"{t
Accounts Department conrirmation

f)

o
a
o
(l
n

Obtain lnstitution Head Approval

: Salary Advance application

I' (

o
.r

cc

GOr_

S. -l(HR nmenl (Management)
Apptot ed By

NA

Prepared By



Name:

Emp Code;

Purpose of Advance

Amount Requested (Rs)

Tour/ Event

Purchase/others

Passed for payment of Rs,
dated on

Amount paid by Cash/Cheque number

I

I

t

1
-l

Slgnature ot Accounts with date

Approved advance of Rs. . Eventsfour D personal D purchase El

ilgnatu re of HoD wlth date Signature ot Approving Authority with date
1. I have read & understood the poticy / Rules for grant ofadvance framed by the Company & agree to abide by them.2. lf I can't subm it relevant voucheG^i,ls /supporting documents please recover the same from my salary3. I will be persona,h lieble for any unrecovered amorrnt

received advance of Rupees 

--
in Cash/Cheque bearlng number dated

ac
NANAYAf./

-44^^^.Pnncipat I.{ NELLORE
-n
tZ

COLTEGE O FNURSING
v e,n,

o

ONSSTITUTIINCALI{ARAYANA MEDI
FormllcationAAdvance

Oesignation:

Date of rolnlng:

Salary Advance Event/four Purchase

(Purpose)

No. of Years of Service of
Applicant Attendane record of last

one Year (LOp deta s)
His/her Discipllnary record Satisfactory tr Not Satisfactory D

and Eligible for Advance E
be.granted. To be recovered ln

Slgnature of HR ltanage, wtth dat€

Particulars verifled and found in order
Advance of
salary from

Rs.
the month of

Not Eligib,e for Advance D
installments from the

of M\rance Sanctloned Recovered Closing
Sala

NELLORE. 524 003 t

of cant with date

:

i

i

i
I

I
I

I

I

I

I

I

I

(

(

Department:

lrotat
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4BEBEPREIADIGE.MANAG EMENT PoTIGY & PRoGEDURE

1. OBJECNVE

2.

3,

3.1
3.2

3.3
3.4

Responsible
Approver
Support
lnform

: lndividua/HOD/HRD
: PRINCIAPVMS/ CEO
: HRD/ HOErs
: HoD/HRD/A& F Department

{}

s

4, PURPOUSE OF PERFORMANCE APPRAISAT

4.t A performance appraisal serves the following purpose:_

4.L.2

4.t.3

4.7.4

4.1.5

4.7.5

4.7.7

Provides feedback to Employees about their performance and
encourages enhanced performance

Determines who gets increment and promotion

Counselling of poor performers

Determines training and development needs

Confirming that good hiring decisions are being made

Facilitates layoff and downsizing decislons

Creates an alignment between the expectations of the Management
and execution on ground,

4.1.8 Reinforces the desired type of behaviour

POIOUCT & PROCEDURE

4.1.1

/ Bd.4
I PrinctPal /

NARAYANA C{Ii.!.EljE CF tIURsIfuIi
performance management is a method used to measure 

"r$Jlu,#:'ir';11,,effectiveness of Employees at the work place. lt is a system composed

of several activities including goal setting, tracking changes, coachin&

--A
Prepared By

(HR
ApprovCd By
Management)

5.1

?epc ,-l ^f c,a

To lay down guidelines for imprementation of the performance Management

System (PMS).

EUGIBTUTY & APPI.ICABIUTY

This poliry is applicabre to a[ emproyees of Narayana Medicar rnstitutions

Hospital. Except trainees, apprentices and contract staff

RIL9Ct

C

o

$
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5.3

motlvatlon and Employee development'

The performance management cycle begins with KRA s/goal setting'

Performance is then tracked against the Employees KRA's/8oals and

eventually reviewed in a formal onetotne meeting' An informal

midterm appraisal review will also be held' The results of the formal

end term meeting will feed into the incentive / lncrement system'

The Strategy Based Performance Management SYstem will be followed'

The PMS model will have four phases as enumerated in succeeding

paragraPhs.

f

//

Phase1-PerlormancePlannlng.AtthebeginnlngoftheappraisalPeriodthe

Appraber and Appralsee will get toBether for a performance planninB meetinS'

ln this s6sion they d'rscuss as to what the EmploYee will adrieve during the

appraisal period' The Key Result Areas' Key Performance lndicators' the

comPetency desired of the appraisee and the individual developmental plans are

recorded on the Performance Planning Form and kept in the personal tile of the

Employee that is maintained in the HRD' A copY of the same ls given to the

Employee.

Phase 3 - Performance Assessment' This is the assessment

Supervisor /Appraiser / Reporting officer has to fill out an

blank Appraisal Forms and a copy of the Performance Pla

o?{
OO

o
e

Phase 2 - Perlormance Erecutton' over the course of the appraisal period the

Employee works to achieve the goals' obiectives and undertakes to complete

key responsibiliUes' The Appraiser coaches and provides leedback as well as

creates conditions that motivates and resolves performance problems that arise'

SemFformal periodic reviews are held to monitor performance and set

correctionsinordertoenabletheAppraiseeachievethelaiddownobjectives.

coL(

ser. The completed APPraisal

system wherein the

App6isal Form. The

nnins Forms -tllffin^r%
Form i0l*RBiHOFeCLLESE CF NURSING

Ch inth arcc d YP alem,
<I
6.\

(€il

(s
D5

ApproJed BY

(

+o
3 c. sent bY the HRD to the APPrai

Pacp 28 nf B9

4 003

{

C}

0
o
(,)

()

5.2

-(.j
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the supervisor/s senior/ Reviewing officer and submitted to the HR Dept who in

tum will scrutinize the same for its correctness. The performance assessment of
the Reporting Officer will be shown to the Appraisee and signed by both.

However the remark/assessment of the Reviewing officer wifl not be shown to
the Appraisee and will be kept confidential. Ihis is a measure to bring in
objectivity, as also avoid a , one man report , and even out the inflationary

trends that is generally seen in appraisals that have to be shown to the
Appraisee.

Phase 4 - Performance Review. The Appraiser and the Appraisee meet and

discuss the assessment. They wir arso set a date to hord performance pranning

discussion for the next appraisal period, at which point performance appraisal

starts a fresh,
()

f)
o
CI

5.0 Flllng and Handllng of Appralsal Forms

5.1 The Appraisal Form is a privireged document. rt shoutd be treated with
confidentlality. Receipt/dispatch of the Forms shoutd be done in a

secure/confidential envelope. The Form should finally get filed in the
personal file of the individual. HR Dept must ensure the confidentiality of
the Appraisal Forms.

7.0 Crlteda for lnltladon of Appraisal Forms

The following will be the norms for initiation of the Appraisals

Z1 The Appralsee should have served for at least 90 days under the Appraiser.

ln case he/she has not served for 90 days then the previous supervisor/
Reporting Officer will be entitled to initiate the appraisal. ln case he/she has

served for less than 9O days in the Organization then he/ she will be eligible
for an appraisal in the succeeding appraisal period.

tt
o

"*ps,,#^i
7.2 All appraisals will be reviewed and endorsed by the next senior in

NARAYAIIA CCLi JUBSING
m,

NELLORE.524

HR Depa
By AmrcyetBy

(Management )

!.

(

reporting l.e. Revlewing Offic
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-'{ }

-(l
_0
_CI

_o
_o

{.}

7.3 ln case the Appraiser and Appraisee are of the same designation then the

next senior in line should initiate the appnisal,

8.0 Performance Ratlng

Employees will be assessed by the appraiser on various individuar quarities as

well as their overall performance on ratings as underl

9.0 Promotion

9,1 Promotions of employees will depend on conslstent good performance and
existence of vacancies at the higher designations. While policy on
promotions will change from time to time, as a general rule the following
aipects can be considered:

9.2 Promotions should normally be carried out along with the paying out of
performance increment and will follow the same channel of approvals.

Annexures

Annexure-14
Annexure-15

: PMP Template (G1-G5)

/l

/of,ffiil
NARAYANA CCI-LEGE OF NUBSIi'I.G

ChintharcddYPalerrr,

Meani
Performance rati ,N Performance nal and consist levelh

Performance ,8,
Performance superior and consistently exceeds overall
performance R uirements

Performance rati ,c,

Performance satisfactory meets most parameters of

,D,Performance rat
Below satisfactory performance. However displays progress
towards an enhanced nce

G1.G3 2lSYears 'B'(last2years)

3 years Min 'B' with at least one 'A' ( last 3 years)

G7-G9 Min 'B' with 'A' during last 2 years ( for last 3 years)

G10 and

Above
3 /4 years Grading Depends on the decision by thc

Top Management ( for last 3/4 years)

Consistent ?'

t'e

z

Prepared ApDroved By

: PMP

Pacp lO of Sq

Ratinp

performance requlrements. Weaknesses offtet by strong
points.

G4- G6

3 Years



Nrnc:

Dcsignetion:

NARAYANA MEDICAT INSTITUTIONS
COMPETENCY ASSESSMENT

(Grades of G6-GtSl

Appnisel Drte:

Appreisd Venue:

s Name:
Period covered for thi:

Ratiug

Margiral Higbly Sstbfactory
D B A

- {otc: xetilgs cer bc given rccordilg to t}e rbovc nentioDed oss.s3Eent sclh rnd N/A cru h mcltioncd whcrcvcr itis requircd.

.S. No

A. to work:

l3
l4
t5
l6

D. ts aad dead liaes:
t7
l8
l9

E. al skills:

t:

7

-l
I
-T

20
2t
22
23
24

G

o

From: To:

PERFORIIANCE CRITERIA Marks Comnen

Follows irsfuction
Proacrive

3 &
corstrwtive criticism

5 Flexible &
B. Tecbnical skills:

6 Job know
7 ication of skills
8 the

Follows9
l0 Follows Standards

New Skills. lt
ofsork:c.

t2
Prcsentation
Reliabil
Erorless work
Fol and

of work on-tirnc
Abit to work uoder

Rel with col

Coordination
Team work

25

I

/ Bd"^4d Princrpar/
frIARAYANA COLLEGE OF NURSING

Uhtnthareddypalem,
NELLORE.524 OO3

I

)

Satisfrctory
c

4



S. No

26

3l
32
33
34
35

40
4t

-Sigr of Apprir

2E

29
30

NARAYANA M EDICAT t NSTITUTTONS
COMPETENCY ASSESSMENT

(Grades of G6-G15)

F. to lcarn and skills:

IL Persone

I Code ofconduct:

J. Leedersh Skills:

OVERALL ASSESSMENT

Design a tion :
ri

-1

I
I
1

..ppniser,s Nrme :

Actiol pltr! for d€velopDelt:

..emarls of the Reviewer / Medlcal SupedntendrnvcEo

ral Raunt :

-1i,1 Comments:

I
-I

T
Sltnaturc wath date

Signature with date

ACO

O

F actorsRa Rti Commen a

Seeks training and development

to ideas

Fair and mature

Volunteer in lnfronic's Aai

Work
Attendance
hmcnral
Email & mobile
Dr€ss code

Coach and others
Team Buil
Business Acumen42

43 and DreationNew
Client inleraclion & Coordination44

45 Client

Total:

RzUng necorded:

I t'tt

(

>,

, 
^J,.*,,f P[nciPat I

NARAYANh coLLEStJj"TH:t*,

NELLORE.524OO3, 1

joEmentt rld sugg€stioB by the Apprdscr:



Narayana Medical lnstitutions
Appraisal Form - for Annual lncrement

Format for Gl. G6

state key fob responsibiriues handled by the emproyee durrng the perrod and rate theperformance.

ffi*f
A{utstanding B- Very Good C_Good D - Average

ffi
Eyaluate the employee on the followlng factoE

OLL

-q)
-(}
_o

o
s
(-\

C

o

Emp.No. Designation

Emp, t{ame Date of Joining

Department
Qualification

1

2

3

4

5

6

Ir
Goals/Key Job Responsibilities

Job Inoudedge: Grasp of knowled
and related matters.

ge, technique and procedure in work

Analytlcal ability: Ability to size
and reach sound conclusions.

up problem, collect and evaluate facts

lntere3t ln work: Ability to leam
together with others.

new job quickly and willingness to work

teadershlp! Ability to inspire others.

and/or

Communlcatlon toAbility nformation anconvey d ideas
cla of oralrity written commun ications

Quality of work:

me,
Acc1lra eRcy Presentation, etionliability ofCompl work on-ti noP rity

mCo of work on-time

Work place ethuette, punctuality 
, Attendance, Dress code, Team work

Code of conduct:

in relation to his/her position.
Overall Ratlng! Assessment of employee

35*i?3F z {rP".*;7
NARAYAIJA COLLEGS OF NURSING

s.No. ABCD

Factors ABCD

effectively to
others;



1

2

3

Narayana Medical lnstitutions
Appraisal Form - for Annuat lncrement

ffi

PART.D

4

- (')

-()

-o
_e

o
(}
()

Major Strengths Consistently
Displayed

lhave completed the annual performance appraisal ofthe appraisee and communlcated the outcomeof the appraisal to him/her in terms of strengths and areas of improvement and the ffnal performancerating forthe year,

Dec,aration:

Slgn of the Emploryee wit]l date: Slg of the HOD with date:
Remarkr of the Reviewer / Medlcal Superlntendent/CEo

Slgnature with date
HR Comments!

Ratlnt Recorded:

Signature with date

NELLONF
524 003

* I

<\

LLE

. Bd-a
-^-^,a\.'I,[9'i!5{;T,.JU'''-"

Area/s That Need
lmprovement

Required Tra;nings

Flnal Ratlnt :
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-(i

POHG'T
1. OBJECNVE

Training is an important part of the Employment in the hospkal. Training is

the process of imparting necessary knowredge, skilrs and attitudes to the
employees to enrich their existint knowledge, skills and attitudes, and
develop newer ones.

This poliry reflects the lntent of Narayana Medical lnstitutions to build its
workforce capability by supporting and encouraging its people and prepare

them for future career opportunhies while attaining and maintalning service
delivery.

2. PURPOUSECI

o
o
o
{-)

To support continuous leaming across all areas and levels of Narayana
Medical lnstitutions with the aim to:

. Create a supportive envlronment to promote a strong leaming culture.

' Align and incorporate rearning with priorities across a[ revers ofthe
Organization;

o lntegEte best practlce concepts, standards and frameworks into practftr.
. Provide and promote appropriate and innovative learning options.
. Lead and manage learnlng effectively and efficiently.
. Evaluate learning and development.

3. F33Ct

3.1
3.2
3.3

Responsible
Approver
Support
lnform

: HOD/Individua/HRD
: PRINCIAPVMS/CEO
: HRD/ HOD's

3.4 : HOD/HRD

4. PROCEDURE

4.L Tralnlngprogramme: /enn
NANAYA OLLEOE OF NURSI

Chinth
NELLO

aie.-rclypalem,
NO
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A complete Training Programme is developed for each category of employee.

The lnstitutions conducts induction training, regular on job training and mock

drills. The HR manager, Respective departmental Head, Quality Coordinator,

decides the contents of the Training programmes. This is reviewed once in a

year.

4.2 Tralning Needs ldentiffcatlon:

- 
(-.!

_o
_o
_e
_o

o

4.2.L

4.2.2

4.2.3

The Human Resource department wlll list all the training programs

and lndicate those training programs that are mandatory for different

positions as well as ldentlfo standard training programs for all

positions across the organization.

Each department head will list out all the possible technical training

programs for each positlon in the department and classify those that

are mandatory for different positions within the department.

Need based training programs will be identified through various

sources:

Position guidellnes

Confirmation Appralel Systems

Performance Appraisal Systems

Personal Development Goals

Observation of dally performance

As expressed by the indMdual

Organizational Needs

i.

ii.

iii.

iv.

vi.

vii.

4.1 lnductlonTralning:

LL€

4.3.1 Thls training is provlded to all the rew recruits at the time of joining.

This training generally introduces the employee to the hopital,s

philosophy, Vision, Mission, hospital pollcies and procedures, T

employees Job Description etc. { rrq"frh
NABAYANA COLLEGE OF NURSING

Chinthareddypalem,
3

--<
eR

Prepared By Apprdved By

)

,.

!!rr

(.

F

NARAYANA MEDICAT INSTITUTIONS

a]

NELLORE
524 003
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4.3,3 Human Resource department rt/ill update all department heads on the

induction schedule and the participants on the day of joining of the

new colleaBues.

4.3.4 The lnduction schedule will be adhered to, the person responsible for

inductlon and the new joiner will sign the schedule on completion of

the department induction.

t1.3.6 New Joiners will be trained on Fire Safety standards and Grooming
' 

Standards before they start with their on-job induction in

departments.

-i'

4.4 On Job Tralnlng

{l,l The department head/supervisor will provlde each new team member

a copy of the departmental standards (standard operating 
,1

procedures) with a training schedute attached. /nfr^ffJ
4.4.2 They will be introduced to their buddy in the a"panmen{ ARAYANA COI.LFGE OF NUHSINO' Chintharerld;,palem,

trvN

003 ,
e_

(HR oepartment,
BY Approved By

(Ma

.4 l/

PapF 11 nf qq

4.3.2 The objective of the lnduction program is to ensure that the new

Joiners feel a sense of belongingness in the organization, to provide

them with the necessary information about the hospital and to help

them settle into the organization quickly.

tL3J Each department wlll present their department activities and place

them in their departments for observation of the process, where

applicable.

43.7 At the end of the inductlon programme, HR will admlnister the

induction questionnaire. On completlon of the basic induction

program, the new joiners will be given a basic induction

evaluation/feedback questionnaire, which will be analyzed by HR

dept. to improve the lnduction process.

O
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4.4.3

A)

B)

4.4.4

4.4,5

The buddy ls responsible for:

Answering all querles which may arise in the joiners mind upon joinlng

the department.

8e a guide and counsellor and help to develop values.

Three months later the HOD will conduct an informal meet to check

the settling down process of new entrants and to check their progress.

On completion of six months a confirmation appraisal will be

conducted for alljoiners to evaluate performance and feedback shall be

glven to the Job holder.

Change of Department/Rotauon /fransfer:

-{
( .)

4.5

z4 event, spill management, needle stick injury, blood a

exposure, occupationa, safety aspects, medicatlon

Training is imparted to the employee at the time of Change of
DepartmenvRotation /fransfer to other department in order to make
him acquainted with the policies and procedures of the new

department, roles and responsibilitles of the employee, HIS and

equipment etc.

The entire concerned employee will be provided training to upgrade

them to such situation. ln case of installation of new equipment training

is also provided by the Service/installation Engineer to all the concemed

staff. A record/certificate of such training is to be obtained and filed in

the respective employee's Personal File.

4.7 Mock Drills:

4.7,t Mock drills are conducted twice in a year for different category of
employee to provide them practical experience of handling critical
situatlons such as various Emergency Codes like fire, bomb
threats, mass casualties, child abduction etc.

o 7.2 Trainings also given on safety related aspects such as adverse

OLL

\l

nd bodv fluid/ /2

",rrnnfn'li'IJT
4^--1
crpat I

-,1

LEGE {]F NURSIN6
Ciiintiiar em,

.tq
Prepared By

(HR {Management
Approved By

eliminate and mini risks-

24 003

4.6 Advancement^ntroductlon/changelnTechnology/equlpment
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5.0 Tralnlng Methodology:

Training can be done by issuing manuals to the employees. Basic
training manual is issued to every class of employee. Training is also
imparted by PowerPoint presentations, lectures and drills. The training
imparted is documented in traininS register maintained by HRD. The
training is also documented in training formats for each employee,
dated and duly signed by the employee and the HR personnel. This
training format is then filed in the employee personal file.

Feedback shall be taken for the assessment of trainings and
development prognrmmers, which is to be used to improve training
Programme. (Applicable for both internal training programme and
external training Programmel.

5.0 Tralnlng Program Categorles

5.1 lnternal Tralnin$ Refers to training imparted by the organization to
its employees such as one department to another or within the
department to its team.

A When the need for intemal training arises involving other

departments the person imparting the training will co_ordinate

with the department head and make the necessary tGining

arritngements and announcements.

.:. The agenda, training material and the participants attending the

internal training program will be documented.

6.3 lntra Department Tralning!

* This may be done when staff/s in a particular department needs to
take additional knowledge in some other department (or) a particular

()

o
o
()
(l

z departmental head/tralner Sives training on particular topiclsubie*_ A 4f._4

od;;ii?i:'^,+ NI]RSIIIGo
Ch;nihare dciypa;rrm,

G,,
By

HR De (Managem ent!
Approved gy

&.

d n03

6.2 lnter Department Trainlng procedure:

Ii
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r)

o
()

* The department head / in-charge ls responsible to ensure that
adequate training is provided to the concerned staff.

.3. The training agenda, contents and handouts if provided is

documented within the department.

* The department head must evaluate the effectiveness of the training
progfilm in terms of the oblective defined and document the results
wherever possible.

6.4 ln House Tralnlng:

+ RefeB to trainint obtained for a group of employees with similar job
profile or training requirement. Such programs are conducted by an
extemal institute or consultant either withln the office premise or at
any other locat,on. The treining prcg,jam is designed and qjstomized

according to the participant profile.

* The HRD/department manager is responsible for coordinating the in
house training program.

,, Once the training need is identified the HRD/concerned department

head identifies a suitable institute to conduct the program.

t The expectation ofthe department head and participant's nominated
for the program must be obtaine4 collated and forwarded to the
lnstitute wherever necessary.

* The HR responsibre/department head must provide the institute with
the hospitar profire, participant profire and any other detair that is

relevant for the training institute to tailor make the program
pafticularly if it ls a new training institute.

t!. The HR must also archive a copy of the in-house program tralning
material the institute.

COL(

-,-\

L /r.,4;1.i
* NARAYAIJACOLTEOS OF NUBChinth

Approlred By
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{. Refers to open house programs offered by various institutes.
€. Based on the specific training need identified, department Manager

together with HRD will identify suitable extemal training programs
that are offered by different institutes.

* The program content obtained from training institutes will be
communicated to the concerned department head and a written
approyal is obtained.

* Sign-off by Principa/MS/CEO is required for all External training
nominations.

,, The Department Manager must ensure that the training report is
submitted to HRD.

* HR Manager will archive a copy of the training material provided to
the partlclpant by the external institute.

.:. All the trainees of the level of asst. manager and above, attending
extemal open house training must give a small presentation to all
HO[trs about their leaming within one week of their retum from
training.

.i All the trainees below the level of asst. manager shall generate a
leaming and action report which has to be submitted to the HOD/HR.

7.0 Tralnlng Logs:

Every employee is responsible to update hls/her trainlng log in the
format provided on a quarterly basis and on a quarterly basis submits a
copy ofthe same to HRD

7.1 Post Tralnlng Evaluatlon:

Post trainlng evaluation is made by the HRD after 1 week of training to

the employee. This is also filed in the employee personal file. The post

trainlng Evaluation is assessed on the basis of the marks obtained in the

Post Evaluation Tests.

8.0 Annexures

-()
_o

o
o
o
(l

EGc\-\q
Annexure-16
Annexure.lT
Annexure: 20

: Employee Training Card
: TraininB Feed Back Form n
: Training Needs tdentification Form t ,f#6i
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HUMAN RESOURCE DEPARTMENT
TRAINING AT'TENDANCE CARD

|.lorne of Troinirg:

Dota of Trorhirg:

Troarler llom":

Plocc of Trroinirrg:

o
o
O
(i

S.No. Emp Name Deparbnent Deslgnafon Sign
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o
o
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HUMAN RESOURCE DEPARTMENT
Thaining Needs Identification Form

2 Vvhat tainilg and exposure (lncluding visib to other Hospitals) can help
to achieve Excetlence in the tasks listed above_

A) Cornpetenry and skill based training (Functional)

B) Knodedgeimprovement(JobResponsibilities)

C) Managernent Retated (Soff Skils)

D) Any specific taining programs you knor of that you think will help you

3'Training priodties (to bo fiilod up by HoD in discussion with concemed)

HOD Sign with Dats HRD Sign with Date

tGfrd;/

o
o
o
()

EL €c
z

NARAYAIIA COLLEGE OF NURSIN6
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Emp Sign with Dats
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1. Broadly list your Major Tasks
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griFME fPlr s e,rRAsF E Ri Po Lt cY

1. OBJECTIVE

To provide employees career / professional growth, through job assignments

in different functional areas, thus providing scope for their lateral movement

and development in other functions / operations ofthe Ortanization

*(t
.-o

t.

-i

oOL

3.1

3.2

3.3
3.4

2. EUGIBIUTY&APPUCABIUTY

rhts poliry applies to all regu,ar employees of Narayana Medical institutions

3. RASC]

be the same as specified

respective Grades.

: lndividual
: PRINoPAVMS/ cEo/ HOD
: HRD/HOD
: HOD /HRD

Responsible
Approver
Support
lnform

4. PoucY&PRocEDt,RE

4.1 This policy is applicable to employees involving Transfer to a new

location for an unspecified period oI time.

Where an employee requests for transfer to a new location for personal

reasons, the organization, if it deems fit, may accept the employee,s

request.

Expenses like travel temporary accommodation at the new location and

tftlnsportatlon of perrcnal belongings shall be paid based on

quotation, bills and it would obtain prior approval

Transfer / relocatlon will be effective after mutual agreement between

lransleror and ttansferee of the organization.

The sanctlonlng authority for mode of travel and allowances shall

4.3

4.4

4.2

o

+
the Domestic travel policy ,o, ,y 
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4.6 Transfer, as a practice, need not attract promotion or salary revision.

However, the respective employee will be eligible for Continuity of
Service, Statutory Benefits, cerry forward of leave balance, etc.

4.7 As far as possible, the employee will be given a minimum of one.month
time to pran for her/is rerocation, when the transfer involves moving

from one city/town to another. However, wherever it is an
organization / business exigenry, necessary notice time for transfer may
not be posslble. The dlscretlon about the exigency of such kansfers
will be with the Head of the lnstitution.

4.4 Upon relocation of employee (arlsing out of transfer), he/she will be
granted not more than 3 working days speciar reave at a stretch for
settling dosm in nelv location. Not applicable for new joiners.

4.9 Due care should be taken by HOD while deciding on relocating an

employee so that the intended relocation does not cause

discomfort to the emproyee rn terms of drirdren,s educatron and

other domestic commitments.

4.10 After finalization of the date of relocatlon, HOD should inform HRD for
issuing the transfer litter.

4.11 After the transfer, the employee should adhere to the rules &
regulaflons as applicable of the transferee Company.
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10,. IMMUNTZATION.OE SrAFF pOLtCry

1. OBJECTIVE

This pollcy applies to all employees who are at the risk of acquiring Hepatltle

B while performing duties and the purpose is to immunize them from that

risk as a welfare measure.

2. ETIGIBIUTY & APPUCABITITY

This policy applies to below category employees of Narayana Medical College

Hospital -
a. Laboratory technicians performing tests/ Blood Collections

b. Staff nurses and other nursing staff

c. Radlology Technicians dealing with CT /MRt, where lnjections are given

d. Paramedlcs and drivers of Ambulance

e. Housekeeping staff ( on selectlve basis by H/K HOD)

*€)
e
e
o
()
(')

: lndividual
: MS/ cEo/RMo
: NursinS Superintendent /HRD
: HOD/ Nursing Superintendent /HRD

4. POUCY & PROCEDURE

4.1.0

4.1.1

Employees who are at risk to acqulre Hepatltls B as determined by

their departmental heads, will be ellgible to receive Hepatitis B

vaccine

The dose shall give to employee in three times and ensure each dose

gap period to be maintained minimum a month and later than

arrangement of 01 booster dos€_ _

by the hospital. ,, 6
l/t,, '
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3. RASCI

3.1 Responsible
3.2 Approver
3.3 Support
3.4 lnform
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4.1.2 The cost of dose of the
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4.1.3

4.1.4

4.4.5

4.4.6

4.4.7

Employee unwilling to receive the vaccine may do so but at their risk

and responsibility of acquiring diseases in future, in case they
produce proof of having taken the dose recently.

Employees on probation who receive the vaccine and leave during the
probation period or before the medication cycle is completed, shall be

charged for the vaccine received.

The concerned HOD of the staff shall approach the Nursing

Superintendent with the list of names to indent the medicine. The

Nursing superintendent will indent the requtred medicine through the

approval of RMO.

The medicine for the required staff will be indented by the Nursiog

Superintendent from the pharmacy. The pharmary will send the

medicine to the RMO through the Nursing Superintendent and the

medicine will be administered by the lnfection Control department.

lnfection Control department shall maintain the card/record entering

the details of doses of medicine administered with dates in order to
track the history of each staff member so immunized.

The copy of the vaccination record to be place in employee personal

file by HRD

5. Annexure:

Annexure-18 : Vaccination Record
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lql: P ERS$-NAE Ft [E: MAr\iAGEM ENT POUCY

1. OUECIVE

Every staff of the hospital shall have a personal file which is started from the

day of the staff member is selected. The contents of each file shall define and

documented.

Personnel files for each and every staff/employee shall be made on their
joining to the lnstitutions and maintained by HRD.

2. PURPOUSE

It is important to have a perrcnnel file management for all the lnstitutions

employees such that it remains to the lnrthutions authority as a record and

which can be kept for references in the lnstftutions

3. RASC|

Responsible
Approver
Support

: HRD

: PRINCIPAVMS/CEO

: HRD/ HOD's

4. PROCEDURE

4.1

4.2

An employee's personal file ls opened by the HRD on the first day of
reportlng on the job.

Employee's personal profile are maintained for all employees as per
the format and Personal Records contains:
. Employee Personal Profile
. Employee's Photograph (Five coples)
o Employee ldentity/Employment No.
o Employee's resume as submitted at the time of recruitment-
o Employee's Oocuments supporting his/her Educational

Qualification in the order-Matriculation, lnter, Degree, post
Graduation, Profersional courses, special trainlng age proof;

dpaaExperiences Certificates (photocopy), if any

4
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. Application Forms filled up at the time of Appointment

. Duly filled and signed Offer Letter, Joining Letter and
Appointment Letter

o Pre employment health check up Reports
. Relieving letter from previous organization of the employee, if any
. Training log of the employee;
. Post training evaluation form,
o Performance evaluation reports.

4.3 The employee can access to his / her Records by a written Request to
the HR Manager and only in presence of the HR personnel.

4.4 Once an employee leaves the organization or on cessation of hls/her
employment, the employee's file will be labeled as Ex-employee file.

4.5 Every employee must be issued an employment number as per the
serial no/ date ofjoining of the employee.()

()

o
(]

4.6

4.7 Every employee shall submit records of ln-service training and
education prior to the annual appraisal and thls shall be documented in
the personnel file.

Employee lD cards are issued within one week of issue of appointment
letter to the employee. The lD card must have employee,s name,
Employee Number, Designation, Blood Group, Signature of lssuing
Authority

4.8 All records of in-service tralning and educatlon shall be documented in
the personal files. personnel files shall contalned Trainlng eyaluations
and appraisals for all cadres of staff.

5.0 Annexure

Annexure-13

I
/r,e,."*1

NARAYANA COLI,EGE OF NURSINT
C h i ntharericiy'1-.; al enr,
NELLORE - 524 OQ3

Prepared By
Department)

Appr<lved By

{Manage

,c

: Personal file checkllst.(Teachlng & Non-Teaching)



()
()

o
()

TEACHING STAFF CHECK LIST
NAME

DESIGNATION

DEPARTMENT

DOJ

Availability
(please tick)S.No Details

YES NO NA

1 AppointTent Order

2 Joining Report

3 Resume

4

PAN Card

6 Address Proof

7 10 Or Class Cerlificate Copy

a lntermediate Certificate Copy

9 Tecfi nical qualifi cations

10 UG Qualification Copy

11 PG Qualifcation Copy

12 Other Qualification(s)

't3

'14 Pay Slips for tast 3 Months

15

I'JELLORE
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Recenf Passport Size photos - 2

Experience Certificates

Bank SaErnent (or) Form _ 16



NON.TEACHING STAFF CHECK LIST

NAME

DESIGNATION

DEPARTMENT

ooJ

S.No Details

Availability
(please tlck)

YES NO NA

Appointnent Order

a Joining Report

,t Resume

Recent Passport Size Photos - 2

5. PAN Card

6 Address Proof

7 '10 th Class Certificate Copy

8. lntermediale Certificate Copy

9

10 UG Qualification Copy

11. PG Qualification Copy

12 Other Qualification(s)

13 Experience Certifi cates

14. Pay Slips for last 3 Months

Bank S'tatement (or) Form - 16
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#a0lS.etPitNARy poucy & pRocEDuRE

1. OBJECflVE

6
o
o
()

OLL

2. EUGIBITITY & APPUCABIUTY

All employees of Narayana Medical lnstitutions

3. RASC|

3.1

3.2
3.3
3.4

Responsible
Approver
Support
Coordination

: lndividual
: PRINCIAPUMS/CEO

: COMMITIIE/HRD
: HRD

4. PURPOSE

This Disciplinary Code aims to:

Promote efficient and safe performance of work,
Malntain good employee relations withln the Hospital.
Help and encouftrge staff to achieve and malntain the appropriate

c\ standards of conduct that the Hospital expects of its entire staff

i,#, rcipat
NARAYINA COLI-EGE ()i: TiUNSIi.JO

Cilinthareddypalorn,
E

HR rtmentl
Prepared By Approved 8y

i5r,,"4

c

N -5

Unsatisfactory job performance, misconduct, habitual lateness, absenteeism,
failure to comply with hospital policies and procedures or any other breaches
of employer/employee relationship may resuh ln disciplinary actiofl. The
lnstitutions policy is that disciplinary action aSainst employees should:

. 8e undertaken only in cases where good reason and clear evidence
exist.

. Be appropriate to the nature of the offence,

. Be demonstrably fair and consistent with previous actlon in similar
circumstances.

. Take place only when employees are aware of the standards that are
expected ofthem or the rules with which they are required to conform.

o Allow employees the ri8ht to be accompanled by a colleague of their
own droice.

o Allow employeB the ritht to appeal against any dlscipllnary action.

-(}
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Dlsclpllnary Procedure -sequence of activities to be carried out when statf
does not confirm to the lald down norms, rules and regulations of the health
care organization.

Disclpllne - The Practice of training people to obey rules or code of behavior

Mlsconduct- Behaving in an unprofessional manner.

Maror mlsconduct : Repeated acts of misconduct.

Gro$ mlsconduct : Gross misconduct is conduct so serious that it effectivery

breaches the contract of employment.

6. Pollcy & Procedure

6.1

5. DEFENISS]ON :

6.2

6.4

6.5

(}

e
0
$
(r

The Departmental Head shall make a recommendation for an
appropriate reprimand for the delinquent employee, proMded the
employee is indeed found to have committed the misconduct.

The HR Manager shall examine the complaint, consult the
Departmental Head, and consider the gravity of the misconduct as
well as the past record of the delinquent employee, ln case the
misconduct is mlnor in nature and the past record of the employee is
unblemished, the HR Manager shall carry out counsellini of the
employee or warn the delinquent employee, oralty or in writin-g.

ln case the misconduct ls major in nature and/or the employee has a
blemished past record, the HR manager shall consuitation with
institution Head and order a preliminary enquiry by appoinUng an
lnvestigating officer or/and to issue show cause notlce to the
delinquent employee.

On receipt of the reply to the show cause notice, if the delinquent
employee accepts his role in the misconduct and if the institution
Head is satisfied with the reply, he shall issue a written warning or
suspend the employee for one to four days, as a reprimand.
ln case, the de,inquent employee does not accept his role in the
mlsconduct or the institution Head is not satisfied with the reply of
the delinguent employee, he shall direa the GCC to further enquiry
the delinquent employee.
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7. General Dlsclpllnel

All employees are expected to conduct themselves in a manner conducive to
efficient and smooth working of the organization, An employee who does not
conduct himself/ herself in a proper manner must be corrected through
appropriate disciplinary action. An illustrative list of .misconducts, 

warranting
disciplinary action is given in.a section below. The purpose of disciplinary
action is to correct rather than to punish the employee. lf the offense is of a
grave nature or if efforts at correction do not meet with success, severe
disciplinary action such as discharge or dismlssal may have to be resorted to.

7,1 Secrecy3

No employee will take any paper, book, drawings, photographs,
equipment or any other property of the Hospital out of the premises

of the Hospital offlce in which he/ she is engaged provided he/ she is
specially authorized by the Management to take such things out of the
office premises.

No employee will be permitted to keep copies of classified official
documents with him/ her.

No employee will write to any person including another employee
and/or communlcate to newspapers, joumals, books, pamphlets or
leaflets, or disclose or ctuse to be disclosed, or discuss at any place or
at any time during the service of the Hospital, any information or
documents, official or otherwise relating to the Hospital except with
the approval ofthe Management.

No employee will use the Hospital's name or properties for his/ her
personal benefit,

Except in the offfcial discharge of his/ her duty, no employee will
disclose during service or after leavlng service of the Hospital, any
secret or information

-o
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&0 Conduet:

An employee during the whole tenure of service will devote time and
attention to the work of the institution. He/ She will, in all respects act
according to the orders and d issued

An employee will not di engage in any other whole
time or part time enter into the service of
competitive nature. ,1-
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An employee should at all times conduct himseff/ herself soberly and
temperate,y while on duty and will use his/ her best endeavor to
promote the interest of the Hospital.

An employee proceeding on annual leave will hand over charge of all
records, papers to the immedlate head before he/ she proceeds on
leave.

9,0 MtscoNDUcTs:

ACTS AND OMISSIONS CONSNTUTING MISCONDUCT

The followlng act' and omissions on the part of an employee shall be treated as
mlsconduct: -

a

lmpertlnence, wlllful lnsubordination to or disobedience of, whether alone or
in combination with otherc, any lawful or reasonable order of the superior.
Theft, fraud or dishonesty, embezlement, mlsappropriation or misdrief in
connection with the patients or Hospitafs business or prop€rty.

Causing willful breakage, loss or damage to the property of the establishment
or of its patients and their relatives lnside the hospital.

Demonstrating withln 1y) meters of the Hospital / Hospitdl,s premises and /
or participation in strike. Or incitin8 others to partlclpate in strike, which is

illegal or unjustified, or against the provislons of any law, agreement or award
or settlement.

Slowing down in the performance or work or incitint others to dow down or
adopting or inciting others to adopt any tactics to that effect by whatever
name called.

causing disturbance to the contentment and or comfort of others at work.
Drunkenness or drug addiction being under the influence of drug or akohol.
Flghtin& rlotous or dlsorderly or unruly or indecent behavlor or conduct or
committing any act which is likely to cause breach of peace.

Threatenlng, lntimidating coercing other employees or interferlng with the

. work of other employees or conduct which endangers or likely to endanger
the life or safety of another person, and any act involving moral turpitude or
conduct whlch violates common decenry or morality.
Commission of any acts subversive of discipline while on duty or off duty
wlthin the Hospital premises or precincts.

lntimidating or threatening or assauhing any employee or employees whether
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xil.
xil.

Demanding, taking offering or giving bribes or any illegal gratification.
. Absence from duty without reave or absence from duty without reaves for

more than seven consedjtive days without sufficient cause or overstaying the
sanctioned leave without sufricient grounds or proper satisfactory
explanation.

Engaging in other employment or business or profession while in services of
the hospital

Habitual late attendance.

Habitual absences without reave i.e., absence on more than 3 occasions within
a period of 12 calendar months.
Habituar absence without reaves on the day precedrng or the day succeedrng a
national and festival holiday or a weekly holiday.
Sollcitlng and or accepting any tlps from the patients and thetr relatives
Using unparliamentariry, abusive or firthy or four ranguage ora[y or in writing
against any other employee or employees or superiors or patients / tuests.
Soliclting or collection or promoting contributions or pledges for any purpose
or function at any time in the hospital premises without the prior written
permission of the Management,

Obtaining or attemptlng to obtain leave of absence by false pretencg or
abuse of leave facilities or by fatse representation.
Gross negligence of work or habitual negligence or neglea of work,
Breach or violation of service rule or rutes or any other rule or rules or
instructions of the Hospital / Hospital.
Organizing, holding or attending any meeting within the Hospital / Hospital
premises without prior permisslon in writing of the Head of HRD.
Writing / sticking notices, posters on the walls or any portion of the premises
of the Hospital / Hospital or wearing badges with words or slogans tending to
incriminate cc.employees or Management while on duty,
Sleeping or dozing in any posture while on duty.
Possession of any lethal weapon, knife, arms, or ammunition, or explosives ln

. the Hospital/ Hospital premises or precincts.
Arrest or conviction by any court of law for any offence.
Giving false declaration regarding name, age, fathe/s name. gualifications,
emoluments or of previous service, or any such personal details or producing
fake or bogus certificates or documents at the time of employment, or
suppression or concealing of material facts relating to antecedents for the A
purpose of securing employment in the Hospita/Hospital, which should have ,^ t3 d{-"1
prevented emptoyment had they been made known before emptonnnqVn1ffiJ,ff?,li,O/,,r*r;,,,
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xxx. Committing any act within the premises of the Hospital/Hospital or outside
whether amounting to any offence or which wou,d tend to have effect or
result in impairing the reputation, the public confidence, the discipline, or the
prestlge of the Hospital or is in any way prejudicial to the interest of the
Hospita/Hospital.

Refusal to accept a charge sheet or any other communication from the
Management.

Refusal to accept or carry out any order of transfer.
Refusal to accept or carry out any order of deputation.
Falsifying or refusing to give testimony when an accident or any other matter
connected to any incident related to the business or any daily funcdoning is
under Investigatlon.

Ooing money lending business or any other monetary transaction by utilizing
one's position as an employee ofthe Hospital for personal gain, irrespective of
whether the actual transaction is made inside the Hospltal premises or at any
other place.

Making false statements about himself or any other employee or about the
Superior or misrepresenting facts.

Disclosing to any unauthorized person any information with regard to the
processes, facts or figures, particulars, details of the work of the Hospital,
technical know'how, security airangements, admrnistrative or organizationar
matters of confidential or secret nature, which may come into the possession

/ knowledge of the employee during the course of his work, unless compelled
to do so by judicial authority or under raw or without written permission from
the Management.

Wastage or excess usage of Hospital,s materials or property either willfully or
due to negligence.

committing any nuisance in the Hospitar or near the outskirts of the Hospitar
premlses thereby disturbing the peace of the Hospital.
Willful non co-operation with fellow employees for proper discharge of duties.

. Disobeying any lawful and reasonable order of the Management or superlor
and refusal to accept any communication or letter from the management or
endorse the fact having received any communication or letter on any peon
book or on the duplicate copy ofthe document itself.
Refusal to srgn any documents forms or regrsters kept or maintained for the
purpose of maintaining daily records.

xxxt
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R Failure to deposit any lost article found in the establlshment premises with
Security Department (Lost and Found) and obtain a receipt for the same.
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XLIV.

xtv.

xLvt.

xLvil.

xtv,[.

xilx.

Lendlng or borrowing money, article from his subordinates or a co_worker or
any other person connected with tfte business of the Hospital.
Spreading rumor or giving false information, which tends to disrepute the
Hospital or its employees, or spreading panic among the employees.
Leaving work without permission or before being properly relieved at the end
of his shift/duty.
commission of an expressry prohibited act, or wiflfur breach of arry
instructions or rule as regards the safety and health of patients, employees
and safety or property of the Hospital or an act exposing the Management to
any penalty under any law.

Smoking, chewing pans / tobacco or spitting on the Hospital / Hospital
premises.

Possesslon or use of any intoxicating liquors drugs or narcotics while on duty
within the premises of the hospital.
willful damages or damages due to negrigence or careressness caused to the
Hospital.

10. Grorrp @mpllance Commlttee

r'0.1 ln case an anonymous complaint carries references to verifiable facts
and figures, these would be verified and if found true, the complaint' wlll be taken up and investigated. lf an employee or external person
makes an allegation which she/he knows to be untrue or with an intent
to defame and is confirmed by subsequent investigation, appropriate
action wi[ be taken against the percon under the rures of the rnstitute.

10.2 Malpractice, impropriety, abuse and wrongdoing (hereinafter referred
to as .Concern") 

can include a whole varlety of issues and some are
listed on misconducts. However, those are not a comprehensive list but
are intended to illustrate the sort of issues, which may be raised under
case to case basis-

10.3 The Concern shall be investigated by the Group Compliance Committee

10.4 The Group Compliance Committee shall frame and circulate such rules
as may be deemed necessary to enable a fair conduct of inqulry and
investigation as well as decision.

t.
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.! 10.5 Once any disclosure of concern has been made by an em
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* Acknowledgement of the receipt- within 3 working days
.i Obtain full details and clarifications of the complaint.
.:. HR will notice to Group Compliance Committee with detailed

information about concern
.9 Fully investigate into the allegation with the assistance where ever

appropriate, of other individuals / bodies.
.! lf requires, Consider the involvement of the lnstitute,s Audito6 or the

Police or any other extemal investigation agency or person.
* dosing the matter within 15 working days.
.l Based on the findings after conducting various investigations as it may

deem fit and come to a final declsion
* For the purposes of this procedure an adverse personnel action shall

include :

. a dlsciplinary action

. a suspension

. a separation

. an involuntary demotlon
r an involuntary resignation
. Recover any loss suffered by it due to violation of the provisions
o an lnvoluntary reassignment to a position with demonstrably less. responsibility or status as compared to the one held prior to the

reasslgnment

. any other actions (Call for explanation, issue warning letter etc,)
10.5 All decislons by the Group Compliance Committees shall be by way of a

simple majority. ln the case of a tle, the matter shall b€ referred to the
Chairmen for a final decislon in the matter.

GROUP 6OVERNAI{CE COMMTTTEE

cot
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Desitnatlon

Prlncipal

Dr.S.Yray Kumar Academlc Coordinator

Dr.Sreeram Sateesh Medical Superintendent

Dr.C.Vijay Mohan Reddy

Dr.5.V.K.Subba Rao Hospital Administrator

Dr. 5. Satish External Member
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Mr.G.Suresh cFo

Mr-R. Sambasfua Rao Society Treasurer

ltl Types of Penahles

Employees governed by Conduct, Dlscipline and Appeal Rules:

10.1 Mlnor Penahles

(a)Censure;

(b)Withholding of promotion;

(c) wlthholding of increments of pay with or without clrmulative effect;

(d)Recovery from pay or such other amount as may be due to him, ofthe
whole or part of any pecuniary loss, caused to the Hospital by
negligence or breach of orden,

(E) Dlsdplinary action/Memo

10.2 Maror Penaltles

(a)

(b)
(c)

(d)

(e)

10.5

Reduction to a lower grade or post or to a lower stage in a time scale;
Dismlssal from service;
Removal from service, which shall not be a disqualification for future
employment.
A suspension
An in\oluntary reassignment to a position with demonstrably less
responsibility or status as compared to the one held prior to the
reassignment

Termrmtlon of seBlce:

/,

* Of an employee appointed on probatlon during or at the end of the
period of probation, in accordance with the, terms of his appointment.

* ofan employee appointed in a temporary capacity otherwise than under
a contract or agreement, on the expiry of the period for which he was
appointed earlier in accordance with the terms of his appointment.

* Of an employee appointed under a contract or agreement, in accordance
with the terms of such contract or agreement.
Of an employee on reduction of establishment nncrpal
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1. OUECTIVE

lndividual Employee grievances and complaints which are primarily a
manifestation of their dissatisfaction about worhng conditions, manageriar
decisions, if not promptly attended to may affect morate and productivity

The objectfues ofthe grievances process will be to settle:

1.1.1 Grievances of the employees in the shortest possible time

1.1.2 At the lowest possible management level

1.1.3 With appellate stages so that it is fair, transparent and reasonable.

EUGIBIUW & APPTICABIUTY

All employees on regular roll of the organizatlon

RASCT

2

ttoR
5240

Responsible

Approver
Support
lnform

: lndividual
: MS/ cEO / HODrs /HRD
: HRD

; HOD/HRD

3

3.1
3.2

3.3 .

3.4

4, POTOUCY&PROCEDURE

4,7 Scope & Coverage: Grievance for the purpose of this policy would
mean dissatisfaction arising out of the decisron of the'xoti/others
concerning the employee.

4.2 Grlevances for the purpose of thls pollcy will cover individual
grievances such as:

o Recoveries of dues etc.

o Worklng conditions/Health & Safety

a Leave

Medlcal facilities

Administration or professional issues

HR Policy administration

Compensation & Benefits
/,f,fu
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. Related to Appraisals

. lnterpersonal Conflkts/ssues with the HOD or team members

r Role fit

r Onh grievance affecting an individual employee may be raised.

4.3 The grievance arisinB out of the followint will not come under the

purview of the grievance procedure:

r Terms of appointment settled prior to joining

. Matters relating to discipllnary enquiry/ action

o Where the grierance does not relate.to an individual employee

Stages of Grlevance Redresal

The indivldual can raise grievance according to this procedure:

5.1 SrAGFt

5.1.1 The aggriwed employee may take up the grievance in writing with the

HOD, who must try to resolve the grievance at that level within 5

, worklng days.

5,1,2 ln case any grievances needs more than 5 woi*ing days to resolve,

the respective employee should be informed in wrfting within 5

worklnS days of the receipt of grievance by the HOD.

5.1.3 ln case the employee is not satisfied with the redressal of the
trie\rance he/her may submit the grievance, in writin& to the HRD
within 2 working days from end of stage above.

5.1.4 The HR Manager will record comments on the trievance form within 5

working days after making necessary enquiries and discuss with

concem(s)

ln case of any delay in resohing the grievance, the HR Manager will

inform the aggrieved employee of such a delay with reason from 5

working days of receipt of the grievance and commit to a resolution ,1

date not cxceeding an extension time of 4 working days. ,1-,8-*1'll ')(iaa.oal I

s.1.5
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5.2.7 ln case the aggrieved employee is not satisfied with the decision

communicated to him/her at Stage-l or if she/he fails to receive the

reply within the stipulated period, she/he may submit the grievance

within a period of 2 working days from the date he/her receives final

reply or in stage- I will have an option to appeal to administrator with

the detailed reasons forthe appeal who must give a personal hearing to

the grievance and a brief of same should be documented.

s.2.2 The administrator will examine the grievance in detail including

discusslons with the aggrieved employee, as necessary. The

administrator may consult an expert neutral consultant or committee

before taking flnal decision on the grievance.
()

€)

o
o
o

5.2.3 The administrator will take a declsion and communicate the same

within 7 working days from the receipt ofthe appeal and the decision

will be final and binding.

6.0 GENERAT COilDmOilS:

5.1 lf the grlevance is against the HOD then employee can skip one level and

escalate herlhis grleyane to next level.

The executive shall bring up the grieyance immediately within a

reasonable perld offlme not exceeding 3 months.

Only an atgrieved employee can raise the grievance

lf the grievance arises out of an order given by the Management, the said

order shall be complied with before the executive concerned invokes the
procedure laid down for redressal of the grievance.

The HR should maintain the detai,ed record of grievance and rcdresal

6.2

6.3

related aspects.

Annexure:

Annexure-19

6.4

6.5

>
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Grievance & Reason in brief :

HOO Response :

GRIEVANCE REDRESSAT FORM

{#,
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NARAYAI"IA CCLLTOE OF NURSING
Chintli.rediiypalem,
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Name:

Emp No:

Department

Designation

Name ofthe HOD

Date of lnitiation

Nature ofGrievance :

HR Response:

Administrator Response

Dated : Signature of the employee :
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1. OB,ECTIVE

To provide Pharmary and Nursing Certificate Allowance to Employees whose

certificate are submitted to the organization

EUGIBIUTY & APPIICABIUTY2.

(-)

O

o
o
o
o
()

3

This policy is applicable to all employees who are working as pharmacist and

staff nurse and submitted various statutory inspections to the organlzation.

RASCI

3.1 Responsible
l.? Approver
3.3 Support
3.4 lnfo|,m

: Pharmacist and staff nurse
: MS/ CEO

: HRD/ HOD's
: HOD/HRD/A& F Oepartment

4. POTOUCY&PROCEDURE

4.1 Eligibility - Employees working in pharmary and Nursing who submitted

to the Hospital.

4.2 An allowance of Rs15@ is paid to pharmacists and Rs.2000 is paid to
staff nurse whose certificates are submittd to the Organlzation. This

may be revised from time to time.

4.3 The c€rtificates may or may not be utilized for obtaining licenses and

\rarious statutory inspectlons, However as a standard protocol the

registratlon certiflcates are retained till the employee is working with

the organlzation.

4'4 HRD will prepare the statement based on the whose certificates are kept

with the organization and will take the recommendations from

Administrator before getting the approval from the Medical

Superintendent

4.5 Allthe certificates can be kept in HR Custody t{ rQ,N
J.
o on
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HUMAN RESOURCE DEPARTMENT

fkH$gg$lEaExttr PoucY
1. OBJECIIVE

To render fair and equitable treatment to an employee who is leaving the

2.

or8anization

EUGIBIUTY & APPUCABIUTY

This pollcy is applicable to all employees

RASCI3.

3.1

3.2
3.3
3.4

Responsible
Approver
Support
lnform

: lndiwdual
: PrincipafMs/ CEO / HOD'S /HRD
: HRD
: HOD/HRD/A& F Department

_()

_o
_c)
_c)

o

POUCT& PROCEOURE

4.1 R*lBnadon:

4.1.1 Any staff member desirous of resigning from the services of the

hospital may do so by a written application stating reason(s).

4.1.2 The staff member having once submitted his/her resignation in no

event, a resignation once accepted will be allowed to be withdrawn.

4.1.3 A staff member will be required to give at least 30 days notke in
writing during seryice or pay in lieu of such notice or as per terms of
appointment,

4.1.4 Depending upon employee urgenry and unavoidable circumstance,

The Management at its discretion may waiye the notice period and

relieve the staff member forthwlth.

4.1.5 On submission of resignation from services the staff member will hand

over to HOD all correspondence, documents, etc. belonging to the
hospital or related to its business as they are the property of the

o staff member can take copies of the same. ,
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4.2 Retlrement:

As a rule, an employee will retire from the organization on attaining 5g
years of age. The effective date of retirement will be the last day of the
calendar month in which he/she attains the age of 5g years,

4.4 Certtflcate of Servlce:

Every employee shall be entitled to a service certificate at the time of
leaving service, discharge or retirement from service.

()

o
o
o
rl

5.0 Annexure:

Annexure-22 : Exit interview form
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4.3 Rellevlng/ClearanceCenmcate

4.3.1 A staff member will be required to submit a clearance certificate/No
dues certificate to the Human Resources Department for full final
settlement of dues. f the staff member fails to retum any hospital,s. property its cost shall be deducted from his wages, or recovered in
any manner suitable, to the management.

4.3.2 The HRD will process the Full & final settlerDent and coordinate for
statutory claims related to emplol€e.
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1. Whal wa3 yorr expeciatirns at the tirne of ioinirE ? Hox ,ar your expectatbm fuffilled?

Human Resource Department
Exit Interuiew Form

DOR : ..................... ooLDOJ

tla.ne of tho Empbyee

Deparfilent

E Better Oppo.lunity (hda /Abroad)

n Family Prcblerns

El l/tbrl( overroad

E lack ot St?porl fio.n ql Manag€msnt

E Dissdbfied wffi Organisatbn Cllmate/ l.latJr€ of Job / Oesignato.r:

E OOEr ReasoB (Sp€dfr)

f:l Higher Education

r--I Marrirge

fl High RBpdBitility Less Aut odty

E Poor Relalirns \Mth peers / Superiorg

f:l Transfer of Parents / Spqjse

E:l Leaving Abroad

ElAlt€rrlanco kEgdadty f--lEt*5 yto&atirn

EReo.garisatm Et4-otr
Other ReasoB Oo b6 Spedfed) by lnbwiewer.......-..-.

f:l Miscondud

E Posiuon Elimindion

2. Hq would you rate the overall wolting errvironmenl in the orgsnizalion ?
Avery Good B-Good C. Satisfadory
3.Swgest aIea $fiii you think requires impro\renEnb ?

D.Unsalisfuory

4. \.JouH you coosider retrming b work ior thls oqanizalbn in lh3 fr.jture?

5. Vlbid you recor nend thb Organisation b a ffeod, as a good place to \,Jork ?

6. vrnat dd you find mos* salisfying about your job?

-1

I
-l

I.I
.I

T
T
T
T
r

8. \,\&Rrld ydl [1(a b ba in buch with us afrer you leava us ?
a. Persond E-Lafl lO .....................
c. Addre$:

Signaturs ot Empto,reo
Dato :

o
o

HR Pcrsonal ,{eme :
Signatro with d.to :

HR kmgon
Signaur. with dab:

<r

^r B il^,*,'tt Prinirpat I
IARAYANA COLLEGE CF NUBSINO

Chinth ared dypalem,
NELLORE - 524 OO3

+
o

z

Emp lD : .........-...
Desirnetion ;

7. \.lhat did you tud th€ rno€i tusrahg abon your ,ob?
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Annexure-1

Annexure-2

Annexure-3

Annexure-4

Annexure-5

Annexure-6

Annexgre-7

Annexure-8

Annexure-g

Annexure-18

lilsl OF ANNEXURES
Mano r Reouisition form

:Ta Acquisition form

: lnterview Assessment form

: Joinin report

: Training attendance record

: lnduction feedback form

: Attendance Punch Missins Form

: Emolovee Ou t Door Workins Form

Leave a lication()

( ) Annexure'10 : TA &DA format

() Annexure-ll :Local nveyance reimburse ment claim

Annexure-12 : Advance apDlication

Annexure-13 : Personal e checklist

Annexure-14 I PMP TemDlate (61- G6l

Annexure-15 : PMP TemDlate (G7- G1s)

: Emolovee Traininr Card

: Trainins Feed Back Form

: Vaccination Record

Annexure-17

Annexure-19 Grieva nce form

Annexure:20 : TNI Form

: No Dues Form

; Exit lnterview Fonn

Annexure:21
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