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6.3.1 Effective welfare measures for terching and non teaching staff

Response:

The management recognizes that the $owth of the institution depends on the

wellbeing and strength of its employees. Employees are entitled to avail leave such

as Earned Leave, Casual Leave, Sick Leave, Compensatory Leave, and Maternity

leave. Apart from the above mentioned leave privileges, teaching staff are also

granted on-duty leave for Participating, presenting papers/postersand as

chairperson at various conferences/workshops/seminars, and ADHOC committee

member for inspections and examination duty. The institution offers welfare

schemes like option to join group health insurance.

Employees can also avail an educational concession for their children in Narayana

Group of Schools, higher educational Institutions also offers residential

accommodation within the campus for the faculties. Free for Medical checkup and

25Yo concession Dental checkups for the employee and family members are

offered in the Narayana Medical college hospital.Faculties and staff who have

served for more than five years receive gratuity benefits. As per the existing norms
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implemented for the teaching, non-teaching, and contingent staff.Transportation

facility is provided to the staff members working in Narayana College of Nursing.
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NARAYANA MEDICAT INSTITUTIONS Version :HRM/01

HUMAN RESOURCE DEPARTMENT lssue Date :01-SeF20l6

3. TEAUE Potrot

OUECflVE

The objectilre of this policy is to provide guidelines on avalling leave

ETIGIB]UTY & APruCABIUTY

All employees on regular rolls of Narayana Medical lnstltutlons

RASCI

2

3.

3.1 Responsrble
3.2 Approver
3.3 Support
3.4 lnform

: lndlyldual
: PRINCIPAVMS/CEO/HOD

: HOD/HRD
: HOD/HRD

4. Policy & Proc.dure

4.r C.su.l lGaIG : Every employee will be entitled 12 days Casual Leave in every

cilendar year of s€Nice or proponion thereof.

4,1,1 Casual leave should be availed as far as posslble wlth prior approval of

the HOO. Howevet in case it is not possible to do so, the employee

shouH inform the HOO and submit the Gsual Leave applkation

immediate.ly on resuming duty.

4.1,2 Casual teave cannot be acolmulated and Un-avalled leaves will

lapse at the end of the calendar year.

4.1.3 Casual Leave can be prefixed or suffixed wlth holiday/weekly off.

However such holidays occuring during the period of Casual l-eave

will be counted as part of Casual l-eave.

4.1.4 All empbyees will be entitled to Casual Leave from the date ot

Ioining. (Cakulated proportionally i.e., 1 Ct per month to be

determlned from the date of joining wi[ be credited to the leave

account at the b€ginning of the month)

Afrproved By

4.1.5 casual leave cannot be permitted more than o3 dap oll each occaion.\\
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4.2 Academlc leaye: All the teaching staff is entitled to 15 days privilege

leave in every calendar year (01st .lanuary to 31st Oecemberl to attend

the Examinatlont conferencer, paper presentations &workshops

a.2.1 Those who join midway during the year will get leaves on pro rata

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

the Medlcal Superintendent.

4.2.2 Leave cannot be accumulated. Un-availed leaves will lapse at the

end of the calendar year.

{.2.3 Leave can be prefned or suffixed with hollday/weekly off.

, However such holldays occuning durint the perlod on Leave will

be counted a5 part of leave.

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

of ioining. (Calddated proportionally i.e., 1-25 per month to be

determlned from the date of ioining will be credhed to the leave

account at the end of the month)

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

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

to Sick Leave. Probatloners will be entitled to Sick Leave.

4.3.1 An emplolree a\raillng Sick Leave due to prolonged illness should give

the probble date of resuminB duties to conslder hls / her requ€st fo,

leave by the HOD.

4.3.2 Sick teave can be accumulated up to 30 days

4.3.4 ln special circumstances for employees not covered under ESl,

management reseles the right to grant additional sick leave in

genuine cases of lont illness. Such cases have to be refered to the

Medlcal Superintendent for approval.

4.l.5 On separatlon from the ortaniration, the employee will not be

his/her credit. l-t
t.. . .,,, l

b"Prepared By
(HR

App.oydd By
(M.naternent )

entitled to any c for Sick Leave to

fl\
q
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4.3.6 Sick Leave can be prefixed or suffixed with holidays/wee y offs.

However, such holidays occurrint during the period of leave will be

counted as part of Sick Leave.

4.3.1 The employee has to submit Medical Certificate from a Registered

Medical Practitioner it avaitiog sick leave more than 03 days.

4.4 M.rrmlty le.y.: Matemity Leave for a period of 90 days can be availed of by

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

occasions.

4.'l.l Employees covered under €Sl will be entitled for matemity leave as

per ESI Act.

4,4.2 Eefore proceeding on Matemity Leave the individual concemed will

have to produce a certificate from the doctor indicating the prDbable

date of delivery, based on which she will be sanctioned Materniry

Leave as indicated above.

4.4.' As a general rule 90 days of leave will be availed in two parts Le. 45

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

leave will be allowed to be utilized in the post confinement p€rbd,

subrect to the total leave not erceeding 90 days.

4.4,r1 Any further leave required after the explry ol the Maternity Leave may

be adjusted against Sick Leave, in which case the request for exteflsion

may be conskJered sub,ect to furnishing of a Medical Certificate from

a Registered Medical Practitioner.

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

entitled for Maternaty Leave. qlc

ls

c l
+

Prepared By
(HR

Approved By
Ma

TLEGE OF NURSIITO

I
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4.5 Compensatorl 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 ri€et erigencier of company work, employees working on

their weekly off / fixed holidays will be permitted to avail

cornpensatory off.

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

urorked on the weetly off/ fixed holiday/ continuous double shift.

4,5.4 Compensatory otf can be availed only with prior permirslon o, HOO.

4.6 Fhcd hollday:: 12 days in a calendar year out of wfiich Republic Day, May
Oa% lndependence Day and Gandhi rayanthi will be mandatory holidays.

The balance etght holldays will be determined by the Management based

on recomm€ndaflons. The State Govt. notification in declaring holldays

should be considered while finalizing the same.

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

4.6.2 Fixed holidays can be prefixed or suffixed with Sick / Casual leave.

5.0 Procedure to arall leave

6.1

6.2

6.3

An employee shall apply for leaye ln Leave Application Fofm m€ntioning
reason. The same will be forwarded to the concemed Reponing
Authority for necessary approval.

Reporting Authority shall approve the leaves of his/her team employees.
After getting approved by ReportinS Authority tne same 

-Jti 
be

forwarded to HRD.

ln crse an emplol€e wants to cancel approved haw he/she shouH seek
the,approval of the HOD on an applicarion and submit the,"ru L,fr"
HRD. The applicatiofl should be submitted within 24 hrs of the availing
dates and in any case before 2oth of the month.

a
7

.!

6.4 As pay'ol, is procersed from lst to 3oth / 37st ol the month and
of the present /^

GE OF NURSING
.Jyp3iem,
52A a?x

<
(Hn Dep..tmelnr

Prepared 8y Appro\red By t.r r!.

tL!',attendance from 266 of ing month till 25s l4(

lsiue Date :0l.Sep20l6

?
1

Chintha!'e
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6.5

month, theretore leave availed till 25ri of the present month will be
taken into account in order to calculate monthly salary. Leaves availed
from 25rh to 3oth / 31st ot the present month will be calculated in the
succeeding month payroll.

Leave without pay: tn case an employee exhausts all hii / her leave, he /
she may be trantd leave without pay in special case, at the discrelion
of the Principal/ Medical Superintendent/CEO.

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

6.7

7.0 Annexure: Annexure-g : Leave application

_ (.i
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Name :

Date:
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4i,rouR$. &rRAvEr poucY

1. OUECTIVE

To provide guidelines

towards travel, hotel,

official work or tralnin8.

2. EUcIBIUTY & APPI.ICABIUTY

All employees on regular roll of the organization

3. RASC|

to employees for reimbursement of expenditure

food &incidentals incurred during travel on business,

3.1 Responsible
3.2 Approver
3.3 Support
1.4 lnform

: lndividual
: M5/ CEO / Hoo's /HRD
: HRD/ A&F Department
: HOD/HRD/A& F Department

4. POTOUCY & PROCEOURE

Business visit / offcial work would be treated as "touf, if the visit is to

a place outslde the city limit from resp€ctive location and the distance

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

travel ls more than 04 hours.

It ls necessary that every employee before undertales the journe, gets

the tour proSramme approved by approving authority

For the purpose of allowrnces, a day is consldered as 24 hours from the

tlme one leaves home, with 12 hours intervals counted as half{ay.

Where tour ls for attending a conference , panicipating br an

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

rates. The same should be coordlnated with the rest of group people.

Where employees travel on tour totether, tlrin-sharinS

accommodation shall be utilired.

Tours lastlnt between 3 and 5 days will be approved by HOD and Tours

exceeding live days will be epproved by principalluedical 
+_

/,

Approved By
ManagamentR

By

/

Sup€rintendent /CEO
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4.7 Clasimcatlon of gtles/ Towns:

For the purposes of these instructions cities/ towns will be classified as under

5. fravel ex;renses:

5.1

5.2 Trayel allowance is given to an employee to cover the expendlture
normally incurred by him while he is on tour and is not intended to be a
source of income,

ov
NARAYAI,IA

Chint

Pr.p.red 8y

Classification

Group A

Citles & Towns

Chennai, Delhi, Hyd badera Kolka ta mU abai nd jayawada

Group B

Guntur, Tirupati, Warangal, Nellore, Raiamundry, Kakinada,
Surat, Aurangabad, Jamshedpur, patna and Bellary

All other state capitals other than in A-class and Vira&

Group C All Dirtrict Head euarters / Major Towns other than in .9.
class

Group D other places not described aboveAll

Deslgnations/Grade Eligibility
mode of trayel

G11-G13 I AC / By Air- Economy class (Oistance more than
80O Kors

G7-610 ll AC Frain/ Sleeper Bu5

G5.G6 Semi Sleeper BuslllAC T

G1 to G4 Sleep€r Class Train /Luxury Bus

Approyad Ev(HR

The authorizatbn of travel whih within the places that are beint toured is
as follows
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6. LodBint erpenses:

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

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

6-3 Employees can stay under own arrangements, lncase Employees are staying
under own arranBements then tariffs will b€ paid 5O% of l-odging

entitlement

?

',.1la(a{ ''

7. Boardlnt erpenses:

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

7.2 Employees preferred to have food other than the hotel where they are
put-up, shall only claim 75% (tounded-off) of the eligible amount without

\

l

Version : HRM/01O lssue Date :01-Sep.2016

Grade A 6rade .

Amount
B Grade

Amount (Rr!
C Grade
Amount

(ns.l
Rs.

2500/- + Tax 2000/- + Tax 15 /- + Tax

D Grade

Arnount (Rs.l

G11-G13 110O/- + Tax

G7-G10
20fi/- + Tax 1500/- i Tax 1200/-+ Tax

1500/- + Tax 1200/-+ Tax 80O/-+Tax

800/-+Tax

600/-+Tax

Grade A Grade

Amount (Rs.)

B Grade

Amount (Rs.l

C Grade
Amount

(Rs.l

D Grade

Amount
(Rs.l

1500 1250 800

c7.GI0 1250 1000 800 500

G4-66 1000 800 500 400

G1.G3 800 400 300

Approved By

submitting any bills for expenses.

G3.G6

Gl r-G13 1000

600

-.-.:
'i



NARAYANA MEDICAT I NSTITUTIONS Version : HRM/01

HUMAN RESOURCT DEPARTMENT lssue Date :01-Sep201G

7.3 Bllls may be waived in case o, cenain minor items such as tea, mineral
watet etc. Where bills are not normally provided by vendors, in such
cases, self certification will be necessary

E. Conveyance

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

Any expenditure wtich is not connected to tours like purchases of tifts, any
freight paid etc., shall not be included- All such expenditure shall have to be
submitted by the Employees separately after obt.ining the approval ot the
approvint authority for taking reimbursement

lo. General guldellnes

Annexure

Annexure- 10: TA &DA format $t
TTAHAYAI'JA C

Chrrti.

10.1 Soon after the journey is completed the Employees shall submit the
expenses bill in the prescribed form. tf any advance is left over, the
same shall be remitted to the accounts offtce within 3 days completing
thejourney.

10.2 Ite erpense statement with bills shall initially be submitted to their
. HOD. After the same is bills are certified and approved by the HOO, the

Employees slrall submit the same to the Accounts Department fo,
adiustment of advance and necessary accounting

t- A.

{

Grade A Grade

Amount {Rs.l

B Grade

Amount

lRs.l

C Grade
Amount

(Rs.l

D Grade

Amount (Rs.)

G11-G13 CAB CAB CAB
AUTO AUTO AUTO AUTO

G1.G5

PUBI.'C TRA SPORT

I AUrO
PUELIC

TRANSPORT

/AIJIo

PUEUC

TRANSPORT

IAUTO

PUEUC
.IXANSPORI

lAwo

-/.\-Prepared 8y
(HR

Approved By

9. Other lncldentals:

CAB

G6,G1O



TA & DA Format

Employle tlame:

Department i

Emp

Designation:

Total Cxp€nditure : Rs.
Net pay : Rs.

Advance Amount : Rs.

Accounts Sltn

Q

S.No Oata

Part-A

ls

Iiom ,o
,tilod. o, ,ourncy
(tt.hlautl
Alr,af.ri)

Atllount
(tn Rr.l

ConytnLoca
ArnoEot lln Rr.)

1

3

4

5

Sub Total

Lodsing. Boardine & Other Exlrcnses

Part -B

Modt otn.y
(Bot.l,Sclt rrntcrnfdr) Sotrdlnt Expens€3

S.No Data

Oetails Arhollnt Amo|,
Rernaaks

2

l

4

5

5ub Tolal ii}

€rn HOD Sign

+
' ti. PrincipaTMs/cEo siSn

Oate:

otherr

Amount
(ln Rr.l (ln Rr-)
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$;td, galConvenience

l.t To provide tuidelines to employees for reimbursement of reajonable
local conveyance erpenses when own vehicle is used for official
purposes

1.2 To enabh employees to travel with comfort, contributlng to work
effectiyeness.

2 EUGIBIUTY & APruCABIU'Y

All employees on regular rolls of Narayana Medkal lnstitutions

3 RASCT

3.1 Responsible
3.2 Approver
3.3 Support
3.4 lnform

4.3

4.4

4 Policy & Procedure

4.1 Employees using their own vehicles for oflicial work are entitled to claim
reimbursement at the following rates:

4.2 Employees using public transport o, Autos wil be allowed reimbursement
at actual

Reimbursement should be claimed on a weekly basis.

Local conveyance erpenses will be claimed in the prescribed format givint
, - due iustification

5. lnderure:
-:. ,. lAnnexure.r.1

6.1

E

Grades of Rate per Km. (Amount in Rs.)

Four Wheeler (4W, Two Wheeler (2W)
GlGG15 Rs.7.00

G6.G9 Not eliSible Rs.3.00
G1.GS Not eliSible Rs.3.00

S. /.HR
BY Approvcd 8y

Local conveyance reimbursement form
l{

1. OB.|ECTIVE

: lndividual
: PRINCIAPVMS/CEO/HoD
: Accounts
: HOD/HRD

Rs.3.00

\i
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LOCAt COT{VEYAI{CE REIMBURSEMEMT . CI.AIM rORM

Employee t{ame; EMPNo

D.ta Vehlcle Frcan

(ftrrnl
To

(o.!dl..tlonl
Xmr 2 / a Wh.rk?

(*tt. 2 o. i!)

A,lldrnt (R .l Purpora

TOIAI-:

tn tur! ot t nployec Verificd by HOD

only)

Aee.ovld by

I
4 r9.",',*l#,1

!IAI'iAYAI.IA COLLEGE OF IIURSII'IG
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I
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ltfiffifilLiseouEY
OB'ECNVE

To assist the employees to tide over the difflerhies in day to day / special
occasion,/ fund requirements

EUGIBIUTY A APPUCABIUW

All employecr ofi regllar rolls of Narayana Medical lnstitutions

RASCI

2

3.

4.

rtrone \:
24 ooi i(

Po{cV e Proc.durr

4.1 Purpose for whlch staff a6rrnce5 can be recommended

i. Medlcal erpenses

ii. Children Education

iii. Demise of family membeB

iv. Self Marriage

v. Eyent Management & Tour

4-2 Employe€ i5 eligibh lor advance equivalent to one.month Gross pay. Who
have put up mo.e than 02 years service in the organilation. Howeirer in
the view of eyent management the employees may draw reasonable

estimated adyance for thetr proposed tour/ Events. While submtttlng the
tour programme/ planning of event the employee shall indlcate the
amount of advance requlred and same would approved by apprDvint
authority.

3.1 Responsible
3-2 Appror€r
3.3 Support
3-4 lnform

: lndividual
: MS/CEO
: Accounts/HRD
: HOD/HRD

Staff adyance shall be paid once in a yea

Arnount in the events of self marriage,

educatlon and demise of tamily members.

r not exceeding the eligible

rnedical expenses, childreB
3r|, 

^'1 
.. ,. i

Preprred 8y
(HR D.partmcnt)

Approeed By

( -J" Version ;HRM/01

4 7 \
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4.4 The amouot will be recovered in 06 equal monthh installments

commencing from 0l month after the advance E given.

4.5 This monthly installments adyan€e recovery procedure is not applicable

to event manatement & tour adyances.Soon after the eyent/tour is

completed the employees shal, submit the ery€nses/ bill in the
prescribed form with approval. tf any advance is left over, the same shall

be remitted to the accounts office within 3 d.ys completing the
event/tour.

4.6 Where employee requests for an advance of more than one month,s
gross pay under special circumstan€es (selt marriaSe,/children,s

marriage/higher educatlon/medical of famih members) and wfierc HOO

is convinced about the need, He / She shall forrard his

recommendatbns not erc€eding two months gross pay that too ofllv in
case of employees who have put up more than 04 years s€rvice in the
ortanlzation and as well two CG.empbyee,s surety is required above

his/her salary level. Ihls special sanction shall be accorded oaly by

tngtitution Head. The amount urlll be recovered in lO equal monthh
installments commencing from 01 month after the advance is given

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

limit, it ts the resgonsibility of the HR/Accounts HOO,S to info.m the

sanctionlng authority as to the ellgible amount and obtain speclal

sanction but not exceedlnt 02 months gross pay.

4.8 Ihe HRDS shall update the a.hr.nce details in employee records and

. payroll.

4.9 The HR/Accounts Depanment be responsibre to recover in coordination
with the adyance in prescrlbed installments from salary every month as

per the sanction

Gmcral Guldellnes:5

5.I A&ance approval should be taken on the requisition form and.o6olt'i' ."1
submitted to the HR and Account Department. IJA;IAi,t,,.l ,',,i I

version : HRM/O7

lssue Date :01-Sep2016

<
HR

A!'proved gy

--\
ti

Prlpar"d By
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5.2

5.3

Procesr Chart

5. Annoxures:

Annexure.l2

Employee Request for advance

Version : HRM/01

lssue Date :01-Sep20l5

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 HOO and forward to lnstitution
head for approval then the employees shall submit the same to the
Accounts Oepartment for further proceedings.

.{L

e
o
ri

HR validation

Accounts Department confi rmation

Obtain lnstitution Head Approval

: Salary Advance application

{1 1
ARAYAI.

NEI

\. IPrepared 8y
(HR

Approyed By

()

&

!.

./^^,
crc3i /



oNSMEDI
FormA

NARAYANA

Oesignation:

Dat ot Jotnlng:

Salary Advan€e Eventfour Purchasa

(Purpose)

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

one Year (LOp details)
Hls/h€r Disclpllnary record Satlstactory O Not Satisfactory D

Slgn.turG ot HR Haaag.r wlth dat
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NARAYANA M EDICAL INSTITUTIONS

HUMAN RESOURCE DEPARTMENT

FPfSEONIi'AT{€E MANAGEMETfi POT.ICY & PROCEDURE

r. OUECTIVE

To lay down guidelines for implementation of the performance Maoagement

System (PMs).

EUGIBIUTY & APPLICABIUTY

This policy is appli€abre to a[ emproyees of Narayana Medicar rnstitutions

llospital. Except trainees, apprentices and cofltract staff

RASCI

2

3.

3.1 Responsible
3.2 Approver
3.3 Support
3.4 lnform

: lndividua/HODI|RD
: PRINCIAPUMS/ CEO
: HRO/ HOD'S
: HODIHRD/A& F Oepartment

4. PURPOUSE OF PERFORMANCE APPRAISAI.

4.7 A performance appraisal serves the following purpose:_

4.1.1 Provldes feedbark to Employees about their p€rformance and
encourages enhanced performance

Deterrnines who gets increment and promotion

Counselling of poor performers

Determines training and development needs

Confirming that tood hiring decisios are being made

Facilitates layotf and downsirinS decisions

Creates an allgnment b€tween the erpectations of the Management
and erecution on ground.

Reinforces the desired hrpe o, behaviour

4.1.2

4.1.3

4.1.4

4.1.5

4.1.6

4.7.7

4.1.8

bqL
3t/

"5.

POIOI.ICY & PROCEDURE t
tjARAYllll a- : '

Performance management is a method used to measure ",ilrge*
effectiueness of Employees at the eork place. lt is a system composed
of several activities including goal settin& tracking changes, coachi n&

--A
Prepared 8y Approvdd By

5.1

t,
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motlvatlon and Employee development'

5.2 The performance management cycle begins with KRA's/toal settinS'

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

eventu3lh reviewed in a formal oneto-one meetin6' An informal

midterm apPr'isal review will also be held' The results ot the formal

end term meetin8 will feed into the incentfue / lncrement system'

5.3 The Strategy Based Perfotmance Management System will be followed'

The PMS model will have four phases as enumeratd in succeeding

ParaSraPhs.

Phas€1-PcrformanccPlannlng.AtthebeSinninEoltheappralsalpe'iodthe

Apprals€r and APpraisee will 8et toBethet for a performance Planning meetinE'

lnthissesslontheydiscllssastowhattheEmgloyeewillachiewduringthe

appraisal p€tiod' The Key Resuh Areas' Key Performance lndicatoB' the

comp€tency desiled of the apptaisee and the indMdual developmental plans are

recorded on the Perlormance Planning form and kept in the peBonal file of the

Employee that is maintained in the HRO' A copy of the same is given to the

EmploYee.

?ia!e3 - Pctton ance Erccutlon' Over the course of the aPpraisal period the

Employee worrs to achleve the goals' obiedives and undertakes to cotnplete

key responslbilities' The Appralser coaches and prorides feedbad as well as

creates condltlons that motivates and resolves p€rformance probl€ms that atise'

SemFformal p€tbdic reviews are held to mdtitor performance and set

corection'inorde'toenabletheApPraiseeachievethelaiddownobiectfues'

?i3fg! - PGttormatrcc Ass'ssment' This is the assessment system wherein the

supeMsor /Appraiser / BePorting officer has to fill out an APpraisal Form' The

blank ApFatsal Forms and a copy ol the Performance Planning Forms "tlflf {f; I

iajts|H$d:S? : i .'r)' ,1i,.,
(:, ,. ,

Pr€pa red 8y
HR

rc
sent bY the HRD to the APPtai 5er. The completed APPraisl Form

P;rre 28 
^f 

qq

lssue Date :01-SeP20l6

Approjed 8Y
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the rupervisor/s senlor/ Reviewing Offcer 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 Apprdisee and signed by both.

However the remarks/assessment of the Reviewing Officer wifl not be shown to
the Appraisee and will be kept confidenthl. Ihis is a measure to bring in
obiectMty, 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.

Phas€ 4 - Perforfiancr Review. The Appraiser and the Appraisee meet and

discuss the assessment- They will also set a date to hold performance planning

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

starts a tresh.

6.0 Flll'ts and H,andllrt of Appralsal Forms

6.1 lhe Apprairal Form is a privileged document. lt should be treated with

confidentlrlity. Receipt/dispatch of the Forms should be done in a

secure/confldentlal envelope. The Form should finally get filed in the

personal fih of the individual. HR Oept must ensure the confldentiality of
the Appralsitl Forms.

7.0 Crlterh tor lnltl.don o, Ap?ralsal Form.

The following will be the norrns for Inatiation of the Appraisals

7,1 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 supervlsor/

Reponing Officer will b€ entitled to initlate the appraisal, ln case he/she has
t-1... served for less than 90 days in the Organization then he/ she will be eligible
'i - ,, for an appraisal in the succeeding appraisal period.

7.2 All appralsals will be reviewed and endorsed by fhe next seniorin thTXpS

IIARA\Ixlll';.;
n

Prepared 8y
(HR

App.ov6d ey
Manat€ment

reponing i.e. Reviewint Offic
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7.:! ln case the Appraiser and Appraisee are of the same designation then the

next senlor in line should initiate the appraisal,

8.O Perrormanco n Unt

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

well as thelr overall performance on ratinBs as under:-

9.0 Promotlon
ii

9.1 Promotions of employees will depend on consbtent good performance and
existence of racanchs at the higher deslgnations. While policy on
promotlons wlll chan6e from time to time, as a general rule the following
aspects 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 approvats.

1O.0 Annexures

Annexure-14 ; PMP Template (G1-G5)

, t i'
.t

Meanl
Performance ra Performance pxc aland levelh

Performance rati ,8,
ormance superior and consistently exceeds overallPert

ance flequirements

Performance rati c'

Performance satisfactory meets most parameters of
performance requirements. Weaknesses offset by str

ts
on8

Performance rating 'D'
lowBe sfactsati nce fperformaory Howeve d tsp ressays ptog

owards an en hanced performance

G1.G] 2/3Yea'5 '8'(last2years)

G4. G6 Min 'B' with at least one ?, ( last 3 years)

G7€9 3 Years Min '8' with 'A' during last 2 years ( for last 3 years)

6I0 and

Abore
3 14 yea$ Consistenr 'A' Grading Dep- s on the decision by th

Top Mrnagement ( for last 3/4 yeaBl

nd

(HR Depanment)
Prepared 8y

t

-r X:r'rl-
-. ' Annexure-15 : PMP T a

Pate ltl ^l Sc

3 years

ApproYed By



Nerc:

llcsigardoo:

NARAYANA MEDICAL INSTTTUTTONS
COMPETENCY ASSESSMENT

(Grades of G5-G15)

Appr.illl Dttc:

Appni!.l V.[ue:

rtDeDl: Nemel
P.riod covered for lbi! a

Ratitg
MrrgiIrl S.ti!frctory Hiehly Settfrctorv-

D C B

S. No

lo work:

l2
ll

t5
l6

D. aad dead liacs:
t7

t9

E. Ilte I skills:

.*

1

-T

I
20
I
22
23
24

25

rd:i 1#,".*
'JARAYANA COLTEGE OF NURSINC

U11rnthareddypcle-n.
NELLORE.524 OO3

From: To:

PERfORTIANCE CRITEFUA Ma rks Com

Follows irstruction
Prqrctive
Planni &l

.t corEtnidivc
5 Fleriblc &

E Techric.l lkille:
6 Job know

ofskills7

8 the
Follows9

t0 Follows Standards

Ncw SkillsII
ofFoaL:C.

hei€ntatioIl
Reliabil
Errorless work
Fol and Fol

of work on-timc
to work underAbit

Pri seltr

Relationsh with

Coordinatim
Tearn wort

A

iolcl Rllilgt clo ha givcr rccordil8 to t5c aboyc DcEtiotr€d r!s.!s[cDt 3c c rad Il/A cu bc mcraioDcd whcr.a,cr itis nqrircd-

I

_I_



NARAVANA MEDICAL INSTITUTIONS
COMPETENCY ASSESSMENT

(Grades of G6-G15)SNo

26
21

3l
J:
l3
34
35

40
.lt

.tl

.1.1

45

-$;r of Apprir

F. to lcaro rDd skills:

lL Persooa

L Codr ofcoDduct:

Skillr:

OVERALL ASSESSMENT

DtsED.tiio!:

:8
29
i0

J.

ti

I
-t

I
1

-l'

.ppreirer'r Nrme:

-oEEC!6 rld soggcstiou by thc Apprrirr:

Actio! phlr for dcvcloplnrlt:

ral Ratlng :

--?trt commmts:

R.ting Record€d:

-r ..cmarls of thc Revlewer / Medk l Supcrlntend.nt/CEo
.I

SiSnatqra with date

Signature with date

,1

lr?^k1
YAIIh COLLEGE OF IIURSIIJII

Chintt,or r.jil y'ilaierx'
NELLoqE - 524 003 r

R.a Frcaor! R:lti Coo

S€.kt traini ng and dcvelopmct

!o ideas

Eruhusiasric. Fair and maturc

Volunteer in tnfronic's Acti

Wort
Ancndance
h&ctuali
Email & mobilc
Dress code

Coach and others
Tcam Buildi
Bl6incss Acumcn

and DrcctionNa.v
intcractionClient Coordinarion

Clicnt les

Totrl:

,@\w



St te tey rob responsibilttle3 handl.d bV thc erlrplolyee durlq the pcrtod ard r.te thrperrormance.

to.m.t for Gt- G6

A-Outslanding

PABRA

8- very Good

r&t
Evaluate th€ employae on thc fdloryht ,.ctor.

Narayana Medical lnstitutions
Appraisal Form - for Annual tncrement

C-6ood D - Average

-l

4
IIARAY,iIJA

Emp.No. Desitnation

Emp. t{ame Date of Joining

Department

1

2

4

5

5

,ob Xnouledge: Grasp of knowledge, technique and procedure in wort
and related maners-

Ability to size up problem, collect and evaluate facts
and reach sound conclusions.

Analytlcal ability:

lnt.rlst ln rort: Ability
toBether with othe6.

to leam new iob quicHy .nd wiringness to wDrk

Le.d.r3hlp: Ability to inspire others.

Cornt r catlo.r : Abifrty to eftectivet convey information and ideas to
othe6; clarity of oral ,nd/or writtm communications

Quality of work:

etion

Accu ntPrese ation liabRetacl oc m etion ofility p work on- time Priority
sett n mCo of on-time

Wort p,ace ethuette, punctuality, Atrendance, Oress code, Team work

Code of conduct:

Assessment of employee in relation to his^er poshion.Overall RatlnB:

ABCD

tt

Qualification

Goals/Key Job Responsibiliriess.No. AECD

Factors

a/.



Emp.No. Oesitnation

Emp. l{am€ Date ot roinint

Oepartment Qualirlcation

Narayana Medical lnstitutions
Appraisal Form - for Annual lncrement

Form.l ,or Gl. Go

state t€y job responsibiritres handrcd by thc emprove€ durrnt th€ p.rrod and rete $r.
pcdormancc.

POIFA

A-Outstanding &-VeryGood C_Good D _ Average

EffiT
E\aluate the efiployc€ on the followlrg factors

4
I'IARAYAIJA

1

2

3

4

5

6

,ob ltrouledt.: Grasp of knowledge, technique and procedure in wort
and related maners.

ability: Ability to size up problem, collect and evaluate facts
and reach sound conclusions

Analytlcal

n wort: Ability to leam new job quickly and rxilllntness to wo.klnterest i
together with others.

teadership: Ability to inspire others.

Communlcatioo : Ability to effective ly convey information and ideas to
others; clarity of oral and,/or written @mmunicitions

Quality of work:
racy, itv,Accu Pt Reli biaesentation, Com ofon owork n-plet time Priority

nletio of k on- me

Coda o, corducl:
Wort place ethuene, Punctuality. Anendaoce, Drcss code, Team work

Ratlnt: Assessment of employee in ,elation to his/her position.Overall

e""
clpai I

/

Goals/Key Job Responsibilitiess.No. ABCD

Factors ASCD



Narayana Medical lnstitutions
Appraisal Form - for Annual lncrement

P'lrrc

PART.D

Area/s That Need
lmprovement

L

2

3

4

I have compreted the annuar performance apprarsar ofthe appraisee and communlcated the outcomeofthe appraisar to him/her in terms of strengths and area, iirf-rl-r"r"n, ,nd the finar performanceratlng for the year.

Declaration:

Sign of the Employc€ with date:
Slg ot the HOD with date:

Final Ratlnt :

Slgnature with date

Remarks ot the Revls€r / Medlcal Supedntendent/CEo

Hn Comments:

Ratlnt necorded:

A
w

Maior Strentths Consistently
Displayed

Required frainrngs

Sitnature with date

,B
* Pnr

ARTi{ANA CC''-

Cirri'lnJ:
NELLOii



NARAYANA MEDICAI- INSTITUTIONS Version : HRM/Of

HUMAN RESOURCE DEPARTMENT lssue Date :01-Sep2016

S. EAi,NfiIE& UfVETOPMENT POI.ICY
1. OB,ECTIVE

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

the process of impartint necess.ilry knowledge, skills and attitude, to the
employees to en.ich thelr existint knowledge, skills and attitudes, and

develop newer ones.

rhis poliry reflects the intent of fiarayana Medicar rnstitution3 to buiH its
worHorce capability by supporting and encouraging its people and prepare

them for future career opportuniti6 s,tlile attaining and maintaining service

delivery.

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

. Create a suprrortive environment to promote a stront leamint culture.

. Align and incorporate learning with priorities across all levels of the
Organiration;

. lntegrate best pr.ctke concepts, standards and frameworts intg pradke.

. Provide and prcmote appropriate and lnnovative learnlng options.

. tead and manage learnlng effeaively and efticiently.

. Evaluate learning and development.

3. PaSCt

3.1

3.2

3.3
3.4

Responsible
Approver
Support
lnform

: HOO/IndividuayHRO
: PRIiJCIAPVMS/CEo

: HRD/ HOD's
: HOD/HRD

PROCEOURE

4.1 Tralnlntpro8ramme: 14P

2. PURPOUSE

4. R
aRt
ocJ

/t/-1
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4.2 frrnlnt Needs ldentificatlon:

4.2.1 The Human Resource department will list all the traininB protrams

and lndicate those trainin8 proSrams that are mandatory for different

positions as well as ldentlry standard tralning proBrams for all

positlons across the orSanlzati(m.

4.2.2 Each department head will list out all the possible technical training

prognms for eadr posnbn in the department and classify those that

are mandatory for differcnt posftlons withln the department.

4.2.3 Need based training progEms will b€ ldentified through various

sources:

i. Porition guldellnes

ii. Confirmation Appralsal Svstems

iil. PerformanceAppnrlsalSystems

iv. Personal DeveloFnert Goals

v. obs€rvation of dally performance

vi. As expressed bythe indMdual

vii. OrganirationalNe€ds

4.3 lnducdon Tralnlng:

4,3.1 Thls tralnlng is provlded to all the new recruits at the time of ioioing.

This training generally lntroduces the employee to the hospital,s

philosophy, Vision, Mission, hospital pollcles

employees rob Description etc.

and procedures, j

ii, r' -r
t,' r'\ i

ljl\;r,'.'r.. r -' I 'l'J,..
0I
4

Prepered 8y
(HR

HUMAN RESOURCE DEPARTMENT

A complete Training Programme is developed for ea€h category of employee.

The lnstitutions conducts induction trainin& retular on iob tr3ining and mock

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

decides the contents oI the Training Programmes. This is reviewed once in a

yeat.

^

l

ApproYed By
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4.3.2 lhe obiective o, the lnduction protram is to ensure that the flew

joiners feel a sense of belongingness in the or8anitation, to provide

them with the necessary information about the hoipital and to help

them settle into the orSanization quiclly.

lt33 Human Resource department will update all dePartment heads on the

induction schedule and the ParticiPants on the day of Joinin8 of the

new colleagues.

4.3.4 lhe lnduction schedule will be adhered to, the peBon resgoniible for

induction and the new ioiner will sign the schedule on compl"tion of

the department induction.

4.35 Each department wlll pres€nt their department a€tivities and place

them in their departments for observation of the process, where

apPllcable.

d3.5 New ioiners will be trained on Fire Safety standards and Grooming

Standards before they start with their on-lob induction in

deparlments.

d3.7 At the end of the induction proSramme, HR will administer the

induction questionnaire. On completion of the baslc induction

program, the new joinets will be given a basic induction

evaluation/feedback questionnaire, which will be anatyred by HR

dept. to improve the lnduction process.

4.a On rob fr.lnlnt

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

a copy of the departmental standards (standard operatinB

procedures) with a trainin8 t€hedule attached. {, !^
They will be introduced to thelr buddy in ttre dep.n-eJll: '1 

"1' 
' ; I

' ll"- - 
r

Version HRM/01

'r L
\ )

Approved By

4.4.2@

lssue Oate :01-Sep2016
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4.4.3

A)

8)

4.4.4

4.4.5

4.5

NARAYANA MEDICAT INSTITUTIONS

HUMAN RESOURCE DEPARTMENT lssue Oate :01.Setr2016

The buddy is responsible for:

Answerlng all queries vrhich may aris€ in the loiners mind upon .ioining

the department.

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

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

the s€ttlint down procesr of new entrants and to check their progress.

On completion ot six months a confirmation appraisal will be

conducted for all ioiners to evaluate performance and feedback shall be

glven to the lob holder.

Chenla o, D.p.rtment/Rotadon /franster:

1.6 Advancementlntroduction/chan$ ln Tcchnolog/egulpment:

The entlre concerned employee will be provided training to uptrade

them to such situation. ln case of installation of new equipm€nt trainint

ls also provlded by the s€Mce/inrtellation Enttneer to all the concemed

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

the respectlv€ employee's Personal File.

4.7 t ,oct Orills:

4.7.1 Mock drills are conducted twice in a year for different category of
employee to provide them practical erperience of handlint critical
situations such as various Emergency Codes like fire, bomb
threats, mass casualties, child abduction etc.

.,.4.'r.2 Trainints also gfuen on safety related aspeas such as adverse
event, spill management, needle stick inrury, blood and body fluid.l
exposure, occupational safety aspects, medication

YLEA,f'$,

.o

ELc 1

-'q
Prcpa.ld By

(Hn D.r.rtment)
Approved By

eliminate and min risks

Trainint is impaned to the employee at the time of Change of
OepartmenvRotation firansfer to other department in order to mate
him acqualnted with the policies and procedures of the new

depanment, roles and responsibilities of the employee, HtS and

equipment etc-
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Tralnlng Methodology:

Trainint can be done by i5suint manuals to the employees. gasic

trainint manual is issued to every class of employee. Traaning is also

imparted by PowerPoint presentations, lectures and drills. The trainint
lmparted is documented in training register maintained by HRD. Ihe
traininB is also documented in training formats for each employee,
dated and duly signed by the employee and the HR personnel. Ihis
training format is then filed in the employee personal file.

Feedbact shall be taken for the assessment of trainints and
development programmers, which is to be used to improve training
Programme. (Applicable for both internal training programm€ and

external tGining Programme).

6.0 Trelnint Protrem Categorles

lnt?rnal TralnlnF Refers to trainint imparted by the organization to
its employees such as one department to another or within the
department to its team.

5.2 lnter Deparlment Trainint Procedure:

When the need for intemal trainlnt arises involvint other

departments the person lmpartlng the traininB will cc.ordinate

with the department head and make the necessary training

arrangements and announcements.

The a6mda, training material and the participants attending the

intemal trainint program will be doanmented.

6.3 Intra Oepartment Tralnint:

6.1

ffim
+ This may be done when :taff/s ln a particular depanment needs to

take additional knowledge in some other department (or) a panicular

departmental head/trainer gives trainint on partiarlar topic/subject f .A^-,,l ,-.: -. 1
OR trainin8 on multi skills. 

AnAyilr" .,.,, r

G,,
f )

Ay
(HR Deprrtment

N

Approvcd By
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* The department head / in_charge ls responsible to ensure that
adeguate training is provided to the concerned staff.

+ Ihe training agenda, contents and handouts if provided is
documented within the department.

* The department head murt evaluate the effectiveness of the training
program in terms of the objective defined and document the results

wherder possible.

5.4 ln House Tralnlnt:

+ Refe.s to training obtained for a troup of emp@es with simitar iob
proflle or trainlng requirement. Such protrams are conducted by an

extemal institute or consultant elther withln the office premise or at

any other location. The training program is deslgned and cunomized

accordint to the panicipant profile.

+ The HRD/department manager is responsible for coordinatin8 the in

hous€ training program.

+ Once the training need is identified the HRD/concerned depanmert

head identifies a suitable institute to conduct the program.

+ The exgectation of the department head and particlpanfs nominated

for the program must be obtained, collated and forwarded to the
lnstitute whereyer necessary.

f lhe HR responsible/department head must prot lde the instltute wirh

rhe ho6pital profile, participant profile and any other detail that is
relelrant for the training institute to tailor make lhe progEm

panicularly if it is a new training institute.

.! The HR must also archive a copy of the in.house program tralnlng

maaerlal prygf4b! the instttute.

--*(
,--/ /

\;,\ ., COJ

Approrred 8y

+c

I
. l ,i, - t.lt :' I

tJA qi!,'r1iti ,.-
'1.,

,l



Ve6ion : HRM/01

lssue Date :01-S€F2016
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6.5 Enemel Tr.lnint:

.:. Refers to op€n house programs offered by various institutes.

.l Based on the specific trarnint need identitled, depanment Manager
together with HRD will identify suitable extemal traininB programs
that are offered by different institutes.

+ The pflryram content obtained from training institutB will be
communlcated to the concerned department head and a ffitten
appro\ral is obtalned.

.i Sign-off by PrincipayMS/CEO is requlred for all External trainint
nominatlons.

., The Department Manager must ensure that the training repon is

submined to HRD.

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

.! A,l the trainees of the level of asst. manager and above, attendint
ertemal open house training must give a small presentation to all
HOC/S about their leaming within one weel ot their retum from
trainh&

n Al the trainees below the level of asst. manager shall generate a

leaming and action repon which has to be submitted to the HOD/HR.

7.0 Tralnlng l4r:

Every employee is responsible to update his^er traininB lot in the
format provided on a quarterly basir and on a quarterly basis submits a

copY ofthe same to HRo

7.1 Pon Tralnln! Evaluadon:

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

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

trainlnt Evaluation is assessed on the basis of the marls obtalned in the

Post Evaluatlon Tests.

Il,1

8-O Annerures

Annerure 16

Annerure-17
Annexure: 20

: Employee Training Cerd
: TraininB teed BacI Form
: Training Needs ldentiflcation Form
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HUMAN RESOURCE DEPARTM ENT
TRAINING ATTENDANCE CARD

l.lonc of Troinirg:

Dote of Troinirg:

Troilic l.lonE:

Plocc of Truinirg:

S.No. Emp H Emp llame Dep.rtnent Designation Sign

/,ffi\,vy/
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HUMAN RESOURCE DEPARTMENT

Tiaining Needs ldentification Form

1. Broadv list your Major Tasks

2. What training and exposure (lncluding visits to other Ho6pitals) can help
to actrbve Excellence in the tasks listed above.

A) Conpetency and sl(il| based training (Fundional)

8) Knoudedgeimprovement(JobResponsibilities)

C) Managernent Retated (Sofl Skills)

D) Any specific faining programs you knorv of that you thinf wfl heD yo,r

3.Training priorifes (to bo lllled up by HOD in dbcussion wilh concornod)

HOO Sign with Dalo HRO Sign with Data

'.i.\
t(-frd;l
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NARAYAIIA CCTLEGE OF NURSIITO
Chi:riharcddypalem,
NELLORE.524 IJO3

Emp Sign with Date



NARAYANA MEDICAI. INSTITUTIONS

HUMAN RESOURCE DEPARTMENT

9.i:;,ET}:PKOYEETRASFER POTIcY

1. OBJECIIVE

To provide employees career / professional troMh, throuth job assignments

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

and development in other functions / operations of the Organizatlon

2. EUGISIUTY & APruCAEUTY

Ihk polky applles to all regular employees of Narayana Medical institutions

3. RASCT

3.1 Responsible
3.2 Apprwer
3.3 Support
3.4 lnform

: lndMdual
: PRINOPAUMS/ CEo/ HOD
: HRD/HOD
: HOD /HRD

4. POUCY & Pn(Xf DrrSE

4,1 This policy ls applicable to employees involving Transfer to a new

location for an unspecified period of time.

4.2 Where an employee requests for transfer to a new location for peronal

reasons, the organization, if it deems lit, may accept the emplovee,s

request.

4,3 Expens€s like travel, tem;nrary accommodation at the new location and

tranrportatioo of personal belontings shall be paH based on

. 
quotation, bills and it would obtain prior approval

4,4 Transfer / relocatlon wlll be effeaive after mutual atreement between

transferor and t araferee of the organization.
\

I
The sanctlonint authority for mode of travel and allowances shall

be the same as specifled in the Domestic travel policy for the

respectlve Grad€s. 4
B
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Version : HRM/01NARAYANA MEDICAT INSTITUIIONS
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4.6 Transter, as a practice, need not attract promotion or salary revision.

However, the r€spective employee will be eligible fo, Continuity of
Servic€, Statutory Benefits, carry fonrard of leave balance, etc.

4.7 As far as possible, the employee will be given a minimum of one.month

time to plan for her/is relocation, when the transrer inlrohres mo,vin8

from one clty/town to another. Howevet, wherever it i5 an

organiration / business exigency, necessary notice time for transfer may

not be possible. The dlscretlon about the exigency of such tranders

will be with the Head ofthe tnstitution.

4.E Upon relocation of employee (adslng out of transfert, he/she will be

granted not more than 3 wo*ing days special leave at a stretch for

settling down in nev, location. Not applicable for new joiners.

4.9 Due care should be taten ry HOD while deciding on relocatinS an

employee so that the intended relocation do€s not cause

discomfon to the emplo)ree ln terms of children,s education and

other domestic commitments.

4.10 After finalization of the date of rekacation, HOD should ioform HRD for

lssulng the transfer letter,

4.U After the transfer, the employee should adhere to the rules &
regulations as applicable of the transferee Company.

.-:
o, COr .
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rG [9ulttlt *sQl{qEsrf FP PoUGY

OB'ECIIVE

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

I while perlorming duties and the purpose is to immunize them from that

risk as a welfare measure.

2. EUGIBII.IIY & APPIICABII.ITY

Thk policy applies to below catetory employees of Narayana Medical College

Hospital -
a. Laboratory technkians performin8 te3ts/ Blood Collections

b. Staff nurses and other nursing staff

c. Radlology Technicians dealint with CT /MRl, where lniections are giyen

d. Paramedlcs and driveB of Ambulance

e. HousekeepinS staff ( on selective basls by H/K HOD)

3. RASCT

()

o
o
(}

3.1 Responsible
3.2 Approver
3,3 support
3.4 lnform

4. POUCY & PROCEDURE

4.1.0

4.1.1

4.t.2

: lndividual
: M5/ CEO/RMO

: Nursing sup€rintendent /HRO
: HOo/ Nursin8 Superintendent /HRO

Employees who are at risk to acqulre Hc?.dd3 B as determined by

thelr departmental heads, will be ellglble to receive Hepatitis B

vaccine

the dose shallgive to empbyee in thre€ tlmes and ensure each dose

gap period to be maintained minimum a month and later than

arran8ement of 0l booster dose,

The cost of dose of the yagehe v/flle borne by the hospital. Ad
lrli
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a.t.a

a.as

tLa.5

1.1.'

Employee unwilllnt to receive the vaccine may do so but at thei, risk

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

Employees on probation who receive the vaccine and leave during the

probation perkrd or before the medication cycle is completed, shall be

charged for the vaccine recelved.

The concemed HOD of the staff shall approach the Nu6in8

Superintendent with the lin of names to indent the medkine. The

Nursing superintendent will lndent the requlred medicine throuth the

approval of RMO.

The mediclne for the required staff will be indented by the Nursing

Superlntendent from the pharmacy. The pharmacy will send the

medlcine to the RMO throuth the Nursing Superintendent and the

mediclne will be adminlstercd by the lnfection Control department.

lntection @ntrol department shall maintain the card/record enterint

the detalls of doses of medidne administered wlth date, in orde, to
track the history of each staff member so immunized.

The copy of the vaccination record to b€ place in employee personal

,lle by HRD

5. Anncrurc:

Annexure-18 : Vaccination Record
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List of BeneJiciafies Of ll/elfare Measures-2021-2022

Accommodation
l. Dr. Indira, Principal,

2. Dr.Y Kumari Obstetrics And Gynaecology Department.

3. Mrs. Latha A Medical & Surgical Nursing Department.

4. Mrs. B.Vanajakumari, Community Health Nursing Department.

5. Mrs. K. Kantha, Community Health Nursing Departrnent.

6. Mrs. Subhashini N, Medical & Surgical Nursing Department.

7. Mrs. Smitha Mental Health Nursing Department.

8. Mrs. Shanmuga Vadivu, Child Health Nursing Department

9. Mrs. Chandana T, Mental Health Nursing Department.

10.Mrs. Pavithra G, Community Health Nursing Department

I l.Mrs. Anusha J Community Health Nursing Department.

Provident Fund Issued To Non Teaching Staff
l. Mr. J. Kishore

2. Ms. Syed Gousia

3. Mrs. Rasheeda Begum

4. Mr. Lakshman. P

5. Mr. T. Swami Dass

6. Ms. Sandhyarani. T
7. Mrs. V. Sarala

8. Ms. Ujwala. M
9. Mr. Penchalaiah G

1O.Mr. Somaiah. S

l1.Mrs. Usha. D
l2.Ms. I. Suma

l3.Ms. Ch. Padma

l4.Mr. K. Sai Kumar
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l5.Mrs. Nagamma. J

16.Mrs. Pavani P

17.Mrs. D. Marthamma

18.Mrs. K. Jayamma

l9.Mrs. Dhanamma T
20.Mrs. Pavanaja

ESI
l. Ch Padma.

2. Telimeti Sandhya Rani.

3. Dara Nagamani.

4. TirumuruAmani.
5. Praveen Kumar.P

6. Rasheeda Begum. S

7. Varalakshmi M
8. NagaramPolamma

9. Kattumudi Priyanka

I 0.Thallapaka Padmamma

l l.Vepakomma Sarala

l2.Dara Usha

13.Syed Gousia

l4.Kandunuru Saraswathi

l5.Sirisha R

1 6.Kummaragunta Suguna

I T.MeenatiSampoomamma

l8.Chevuru Shanthi

I 9.Vavileti Parameswari

20.AdduruVenkataramanamma

21.Dara Vani

StaffChildren Concession At Narayana Schools

l. Anjani Devi Nelavala
2. P Shanmuga Vadivu
3. Anusha J

4. K. Kantha

.c-/*7
c
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HEALTH INSURANCE

TEACHING FACULTY

r. Ms. Anjani Devi Nelavala

z. Ms.Subhashini.Nasina

:. Ms. Gattu Pavithra
q. Ms. Latha A
s. Ms. Somesula Suchithra

e. Ms. P Shanmuga Vadivu

z. Ms. Rt Giriia Rani

s. Ms. Somesula Suchithra

NON TEACHING STAFF
r. Mr. Kishore.Jamjam

GRATUITY
1. Dr. H Rajeswari, Mental Health Nursing Department.

2. Mrs. Anjani Devi, Mental Health Nursing Department.

TRANSPORTATION FACILITY
Transport Facilities Are Also Available For Teaching And Non Teaching

Faculty.
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