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Abstract
Power Depairtment-Malabair Cancer Cendie, Thalasscry - Szivice Rules -
Approved — Orders issucd.
POWER (R)DFPARTMENT
G.C.{Ms.)No.4/08/FD. Dated, Thiruvananthapuramn, 01-03-2008

Read:- 1. G.O.(M8] 3/98/ FD. Dated, 03.02.1998.
2. G.0.(Ms)23/2000/PD. Dated 30.09 2000.
3.1ctler No. 1228/ Admn-i 04/ MTC. Daled 18.01.2005 [rown the
Director, Malabar Cancer Centre, Thalassery.

ORDER

Government arc pleascd to accord formal approval {or the Scrvice
Rules {Malabar Cancer Centre Society Seivice Rules 2008} of the Malabar
Cancer Centre, Thalassery annexed herewith. ‘

2. Thesc Rules shali come inio force on 01.03.2008.

3. All other rules, circulars etc in respect of matters which are

repugnant to or in-consistent with provisions made in this rule will gstands
cancelled thereupon.

By Order of the Governor
L. Radhakrishnan
Sccretary to Governuncent

Te
“he Director, Malabar Cancer Centre, Thalassery
The Accountant General {Audif/ A&E) Trivandrum
The General Adanuislration (8C) Depl. (vide ilem No.2002
dt.27.02:2008} -
The Findnce Department (vide 59963/?1.10,,107/?"1:1. dated 10.12.07)
S8/F, OfC.
Copy to:-
The P& to Minister (W8 & BC & EJ
‘I'he PA to Secretary (Power)
The CA to Additional Secretary (Power)
Forwarded/ By Order

Section Officer
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' ANNEXURE
MALABAR CANCER CENTRE SOCIETY

SERVICE RULES, 2008
Chapterl

PRELIMINARY

(1} Short titlé, cxtend and commencement. - (1) These rules may be called the
“Malabar Cancer Centre Socicty Service Rules, 2008.™

(2) Thesc rules shall apply to all employees of the Malabar Cancer Cenlre except
whose conditions of service are governed by contract or agrcement or
appoinicd on daily wages, part-time or on fixed tenure basis.

(3) These rules shall come into force on 01.03. 20083.

Chapter 11
DEFINITIONS

(2) Definifions. - In these Rules, unless the context otherwise requires-

(1) “academic stalf” means Doctors and Clinicians, Senior Consultants, Junior
Consultants, Senior Registrars; Junior_chistrars. Medical OfTicers, Senior
Doctors. Junior Doctors, Scientific Officers, Rescarch Associates, Stalisticians or
fZngincering Scientists and includes such other staff specified as such by (he

Executive Commiltlee.
(2) “acwal pay” means the minimum pay of the employee in the grade plus the
increments eamed by the employee.” ' '
(3) “administrative staff” means the staff who are engaged in admiristrative work
and includes every person specified as such by the Executive ‘Commiittee.”
(4) “allowances™ means all allowances to the employces sanctioned by the Society,
from time (o ime.
(5) “appointing authority” means thc authority competent to make appointments
under the Rules of the Society.
© (6) “auxiliary (cchnical staff” means Fi_tlcr, IForeman, Tradcsman/Opcralors.
Mechanics, Machinists, Welders or Turncrs, and includes such other stalf
_ specified as such by the Executive Committee.

(7) “basic pay” means the minimum pay of the employee in the grade in which he is
appointed plus the increments carried by him. :




(8) “competent authority™ in respect of an cmployee, in so far as any power

delepated under these Rules is concerned, means the authority to which such power
, g

has been delegated, and where no such specific delegation has been made, the
competent authority shall be the Exccutive commilice.

(9)“clinical stall™ mcans Doclors;, Clinicians, Scnior Consultants, - Consultaats,
Registrars, Mcdical OfMicers and such other staflers directly engaged in the practice

" of medicine; such olher staff specified as such by the Execulive Commit(ce.
(1O)*day” means calendar day, beginning and ending at midnight. !
(1 Iydircclor”™ means the Direclor of the Sociely.
(12)*duty” includcs: -

(a) scrvice as a probalioner or trainee provided that such scrvice is
lollowed by confirmation.
{b) joining lime. .

(c) a course ol instruction or training which an cmployce undergoces,
specially ordered by the Socicly (o be treated as duty.

(d) all periods which are specially ordered to be treated as duty by the
appointing authority .

(13) “cmployce” means an cmployce under the whole time cmployment ol the
Sacicly ‘

(14)“cxceutive commiltee™ means (he Exceulive Commillee of the Malabar Cancer

Centre Socicly. _

(15) " (amily™ mecans an cmploycce’s wife or husband, children including step children

#ind legally adopted children and parents who are wholly dependent on the

cmployee and residing with him.

(16)“lorcign service” means scrvice in which an employee receives his pay with the
sanction of the Saciely from any source other than the fund of the Society.

(l;a')“holida)?“ means a holiday declared by the Socicly from time (o time.

(1 8)“honorariunm™ mcans a rccurring or non-recurring payment madce to an emplaeyec
from the funds of the Socicly as remuncration (or such special work ol an
occasional or intérmillent character as may be determined by the compelent

authoritly (rom timc to time.
(19) “joining (ime” mcans the time allowed Lo an employcee 1o join in a new post.
(2()“last grade servan(s™ mcans Attenders ot Peons and includes every person
specificd as, such by the Excculive Commilice.
(21)cave szllzlry" mecans the x'nontllly amount paid by the Socicty (o an employee

on leave.
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(22)“lien™ means the title of an employee to hold substantively either immediately
or on termination of a period or periods of absence, a permanent post to which
he has been appointed substantively. '
(23y'medical certificate” means Medical Ceriificate from any Medical Officer
serving in any hospital under the State or Central Government:

(24)“month™ means a calendar month

Note (i): In computing a period expressed in terms of months and days,
complete calendar months, irrespective of the number of days in each. should
first be calculated and the odd number of days calculated subsequently.

Note (ii):  whenever it is necessary to calculate a period in calendar months.
the period shall be taken to end either on the day of (he month corresponding
to the day before the day on which the period begins or if there is no such
corresponding day in the month, then on the last day of the month.

(23) “non-clinical staff” includes paramedical and administrative staffers of the

Society
(26)“nursing staff,” means staff who ‘are engaged in nursing care of patients and

include Nursing Superintendent, Nursing Officers, Ward Sisters, Staff Nurses.
Nursing Assistants and every person specified as such by the Executive Committee.

(27)‘officiate™ means an employee officiates in a post when he performs the duties
of a post on which another person holds a lien. The appointing authority may. if it
thinks fit., appoint an employee to officiate in a vacant post on which no other

employee holds a lien.

(28) “paramedical stafl” means the staff who are engaged in scientific. technical or
skilled work and includes Technicians, Radiographers. Laundry Supervisor.
Scientific Assistants. Dietician, Electricians, Refrigeration & air-conditioning
Mechamic-cum- Plant Operators, Cook, Medical Records Officer and Stalf
Pharmacist, Unit Helpers, Lift Operators, Security staff, Medico Social Workers.
Drivers or Receptionist- cum-Telephone Operators.

(29)“pay” means the amount drawn monthly by an employee as.-

a) the pay in the time scale attached to the post in or against which he/she is
working; and 3
b) personal pay or special pay or other emoluments, if any, which may be
specially classified as pay by the Society.
(30)‘permanent post”™ means a post ‘carrying a definite scale of pay sanctioned
without time limit.

(31)“personal pay” means additional pay granted to an employee, -

(a) to save him from loss of substantive pay in respect of a permanent post
due to a revision of pay or to any reduction of such substantive pay
otherwise than as a disciplinary measure or

(b) in exceptional circumstances, on other personal considerations.

Note: Personal pay granted under Clause (a) shall be absorbed in any future

Y mraacn 11 Hhe haclis ay
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/ . Chapter I
GENERAL CONDITIONS OF SERVICE

3. Emplovees at the disposal of Society. — (1) Unless in any case it is otherwise
distinctly provided. the whole time of an employee shall be at the disposal of the
Society and he may be employed in any manner required by competent autherity
without any ¢laim for additional remuneration.
(2} in the interest of the Society. an employee shall be transterred from one post W
another by competent authority. but not to a post carrving lower time scale of pay
otherwise than on a disciplinary measure or on account ot inefficiency.
- 4. Subscription to Provident Fund. — An employee shall be required to subscribe 1o
Emplovees Provident Fund. The emplover’s share shall be [2%6 of pay and deirness
allowances and that of employees share shall not be less than [2% of pay and
dearness allowance
5. Pay of an emplovee. — An employee shall begin to draw pay and allowances
attached to a post with effect from the date he assumes the duties of that post and
shall cease to draw them as soon as he ceases to discharge those duties.
Note: 1€ the charge is assumed or relinquished in the forenoon or afternoon. drawal
of pay and allowances shall commence or cease from the same day or as the case
may be. from the following day.
6. Subsistence allowance. - An.employee shall be paid subsistence allowance during
a period of suspension. ' bl
7. Effect of unauthorised absence. - Unauthorised absence from duty may be
treated as misbehavior and such absence may constitute an interruption in service
entailing forfeiture of past service, for all purposes, unless otherwise regularized by
the competent authority.
Note: The forfeiture of past service shall have the effect of losing the benefit ot
increments earned by an employee in the whole service and forfeiting leave at his
credit as on the date of such mterruption.
) 8. Absence from duty. - Unless the competent authority in view of the exceptional
circumstances of the case otherwise determine, on a continuous absence from duty for
a period of six months, an employvee shall be deemed to have resigned and shall

accordingly cease to be in the employment of the Society.

9.Probation. — () A person appointed to a post directly shall be on probation for a
period of two vears on duty within a continuous period of three years. If appointed on
promotion the probation shall be for a period of one year within a continuous period of
W0 years.

(2) The appointing authority may extend the period of probation for a further period not
exceeding one vear if the said authority is satisfied that the emplovee has not
established his titness for eventual continuance in the post against wnich he (s

’ appointed,
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(3)  An employee shall be compulsorily retited by the appointing authority -

(a) as a penally: or
(b} on being declared medically unfit for service by a Medical Board

constituted by the commitiee.

(2. Resignation. — (1) Subject o acceptance by the appointing authoruty. an employee

may resign from service by notice of one month in writing (o the Appointing
authority or an payment of one month’s pay in licu thereof.

Noie: At the request of an employ 2¢ where resignation i3 accepred trom a
date betore the compiericn of the noiice period. the pay jor the perod o
fallen short in the rotice period shall be recovered from the employec.

(2) The resiznation tendered by an emploves shall normally be accepted after

the suitable settlement of his liability. it any. outstanding in the name of the
employee. Where the employee concerned is engaged in an important work of
emplover. or it may take time to make alternative arrangements to fill ihe
posts. the resignation may be accepted only when altemnative arrangements tor
the filling of the posts have made. The resignation becomes effective when it
is accepted and the employee is relieved of the duties. When the resignation is
not become effective ard the employee desires to withdraw his resignation it
is open to the Appeinting authority either to permit or refuse to permit or
refuse to permit the employee to withdraw resignation.

However, once the resignation is become effective the employee is no longer
in service of the Society.

An employes on leave may be permitied to resign his post without rejoining
duty-after the leave. prov.ded the Appointing authority so decides with due
regard to the administrative convenience.

{13) Resignation or dismissal. - An employee who has resigned or who is dismissed.
from service shall forfeit his past sefvice for all purposes. An employee dismissed

from service shall not be eligible for any appointment in the Society.

{ 14) Initial Pay. - An employee on his first appointment to a post on a time scale of pay

shall draw as initial pay at the minimum of the time scale.

Provided that the appointing authority may with the approval of the Executive
Committee permit an employee to draw pay at a higher stage.

Provided further that in the case of Ex-servicemen. weight age for their past
military service ar the rate of one increment for every ten years of such senvice
subject to.a maximum of Iwo increments shall be allowed on their mtial
appointment with the approval ¢f Executive Commilttee.

{ 15) Appointment to higher time scale. - Where an employee holding a post or grade is
appointed to a post/grade on 2 higher time scale, his initial pay in the new post or grade
Whall be fixed at the stage next above the pay notionally amrived at in the lower time scale

ol pay by increasing the pay drawn by the employee in the time scale of the lowzr
post grade by an tncrement.




Note 1. A scale of pay shall be reckoned as higher time scale on the following

principles namely: -

a) according to the higher maximum; or

b) il the maxtmum is the same, according (o the higher minimum; or

(c}4t the maximum and minimum are the same, according to the rate of increment.
Note 2: Special pay granted in lieu of a higher time scale and drawn continuously
for a mintmum period of one year shall be taken into account for the purpose of
fixation of pay.

(16) Increment. — (1) An increment shall be granted on the first day of the month in
which it fafls due unless i is withheld.

Note: where an efficiency bar is prescribed in a time scale, an employee without the
specific sanction of the appointing authority shall not draw the increment ncxt
above the bar,

2)

4)

An increment may be withheld from an employce by the appointing authority
il his conduct has not bezn good or his work has not been satisfactory. In
ordering the withholding the authority shall state the period for which it is
withheld and whether the postponement shall have the eflect of postponing
future increments.

Increment accruing, conscquent on declaration of probation shall be drawn
only with effcct from the date of completion of probation but subscquent
increments shall be drawn on the first day of the month in which (hey fall duc.

The following kinds of service shall count for increment in a time scalc;
namely-

a. duty ina pest on a time scale;

b. service in another post other than a post carrying a lower time scale of
pay:

c. all'kinds of lcave except leave without salary taken otherwise than on
medical certificate, and

d. joining tlime in the ost, the pay of which was drawn during the perod.

Provided that the Committee may, where it is satisfied (hat the feave without
salary was laken for acquiring a higher qualification or for any other reason
beyond the control nl‘lhe employce. dll’CCl that such icave shall be counted lor
increment;

(17) Unauthorised absence from duty. - (1) Notwithslanding anything contained in this
where an officer unauthorisedly absents himself from duly on account of participation in
any strike it shall cause intercuption in service entailing [orfeiture of past service for all
purposces. provided that the Direclor may at his discretion decide that the period of such
unauthorized absence be treated as “dies non’.

(2) Where an officer forfeits his past scrvice as above he shall losc the benefit
of all incremeats earned by him in the scale of pay of (he pmt which he
was holding at the time of interruption and such part service shall not
count for purposes of increment leave.
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(%) Where the period of unauthorized absence is treated as “dies non’. the
officer shall lose the pay and allowances [or the period and the berefit of
- such period being counted for leave.

Note: Relusal to do work though physically present at the place ol duty by
resorting 1o pen-down strike or stay-in-strike ot other methods shall be wreated
as unauthorized absence constituting interruption in service and emailing
lorteiture of past service or at the discretion of the Appointing authority as
“dies non’, '

~ (18) Leave includes, -

a.  Leave without salary - - - - ©
: D, Leave with salary .
¢. Maternitv Leave
d. Casual Leave
: e, Special Casual Leave B
- t. Compulsory Leave to Radiation workers.

Now: An employee on casual leave or special casual leave shall not be treated as
absent trom duty and his salary shall not be intermitted.

(19) Leave not to be a right. - Leave cannot be claimed as a matter of right. When the
exigencies of service so demand leave of any description may be refused or revoked by
: the authority empowered to grant it.

(20} Combination of leave. - Any kind of leave other than casual leave and special
casual lcave under these rules ~ may be granted in combination with any other kind of
' leave,

! Note: Sundays and notilied holidays can be prefixed or suﬂ*(ed as the case may be
to leave.

(21) Application for leave. — (1) Leave shall always be applied for and got sanctioned
before it is availed of except for satisfactory reasons.

(2) Any application for,leave or for extension of leave shall be made in the prescribed
form to the authority empowered to sanction it. (proforma annexed)

(3) Applleatlon for leave on medical ground shall be accompanied by a medical
certificate. The authority empowered to sanction leave may direct an employee to’
produce medical certificate in support of leave applied for on ground of ill health.

. [t may. also arrange to secure a second medical opinion from an appropriate

medical authority as it imay decide in respect of leave applied for with a medical
certiticate.

Note: An employee who is granted leave on medical certificate shall produce
a fitness certificate at the time of reporting for duty on the expiry of leave.

[22) Overstay of leave. - An employee remaining absent after the end of his leave shall
Mol be entitled to leave salary and the period of such absence shall be treated as
unazuthorized absence unless the period is otherwise regularised by the authority
Lompetent to sanction leave.




(23) Maximum period of continuous feave. - No employee shall be granted leave of

kind lar a continuous period exceeding two ycars.

(24} Lapse of leave. - Lecave with salary earncd by an employec as on the date

retirement shall lapse on his retirement provided the leave salary for the leave witlh salan

carned as on that date subjeel (0 a maximum 300days shall be paid for.

Note © This henelit shall accrue also to an employee who dics while in service o
whose service is teeminated as per the rufes.
~ (1) An employee shall be entilled to avail leave with salary at

(25) Leave with salary. _
2) working days tift the completion of probation.

the rate of anc (1) day for twenty-two (2
(2) An employee who has completed the probalion shall be entitled to avail feave
with salary at the rate of ouc (1) day lor eleven (11) working days in a calend
vear.
(3) An employce who has completed one year of service is entitled to get twenty (20)
days of hall pay leave for every completed year. So also he/she is eatitled to
commute the hall pay (o full pay.

Note: Only the days on duty with salary will be reckoned for the purpose of
caleulating tcave The days on casual leave sanclioned will be treatcd as duty.

(4} [lall pay leave may be granled (o an employee on medical certificate or on privale
affairs.
(3) Employces in the non-clinical categoty and others except clinical calegary will be

permitied to surrender the leave with salary at the rate of state Government

employces are allowed to surrender earned {eave.

(26) Commutation of leave. — The commuted lcave during the cntire service shall bc
limited to a maximum of two hundeed and forty (240) days. The commuted lcave not
exceeding hall the amount of hall pay leave due may be granted to a permanent
and when the commuted leave is granted twice the amount of such leave shall

cmployece,
The commuted leave should be sanctioned only i the

be debited to hall pay [cave.
sanctioning authority finds it reasonable.

(27) Lease without allowance. — Leave without allowance may be granted lo an
employee at a time up to 180 days without medical certificate

Ppapopoy
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Note (i): The maximum leave without salary that may be granted to an cmpioyee
without medical certificate in his entire service shall be two years.

(28) Materaity leave. — (1) Maternity leave for a period of 135 days may be granted to a
female employee.

(2) Maternity keave may also be granted to a female employee in case of misca
including abortion, subject to the condition that such leave shall nol exceed 45

days and Lhe application for leave shall be supported by a medical cetificate.

rriage

(29) Leave for Study purpose. — Deleted
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- Subject 1o the foltowing conditions. special disability
mployce who is disabled by injury sustained during the

(30} Special Disability Leave.
feave may be granted Lo an ¢
course of his employment. namely:-

4 such leave shall be admissible to those employees who have sustained
injury or disability as stoppable to the services by the enquiry committee
formed for the purpose.

b, such leave can be granted only on the recommendations of the Medical
Officer of the Society not helow the rank of a Consultant authorised for

the purpose by the Sociely.
such leave shall be considercd as special category leave with pay and

&)

allowances.
d. the period of lcave shall be fixed as per the recarmendations of the

Medical Oflicer.
such leave will not be debited against the regular leave account ot

L]

cmployce.

(31) Casual leave. — Every cmployes of the Socicty shall be entitled ta casnal lcave s
given below, namely:- ' :
1) the amount of casual lcave admissible shall be at the rate of 20 (bwenty)
days in a calendar year subject to the condition that the total period ol abscnce
on casual lcave combined with holidays shall not exceed 15 days at a time.
b) casual lcave may be combincd with holidays
¢) casual leave for halla day ata time may be granted for half days cading
lunch recess; and
d) employees. who join the society during the course of a calendar  ycar.
shall be pranted casual lecave in proportion to the period ol service during
that, year.
(32: Special casual leave. — Special casual leave may be granted to an employec in the

following circumstances; namely: - £
2y When he is ordered by the society to absent himsell from duty on the cectificate
of a medical officer or sanitary authority on account ‘of presence of infcctious
Jdiscase in his house. _ :
Provided that where the employee himself is infected. no special casual leave
will be granted. ' ;
L ore i) The lollowing discase shall be treated as infectious discases ior the purpose
grant of special casual leave.
21 Small Pox  (b) Plague (c) Cholera (d) Acute inflllenza pneumonia
‘(1 Typhaid (e) Diphtheria (g) Cerebra spinal meningitis :
ve i) Leave under this hcad shall not ordinarity _be granted lor a petiod
sseceding 21 days but in exceptional cases, it may be graited up o 30 days.




—ay Whien hefshe 1§ qummgned la §erve as 4 Juror or assessor ot fo give cvidend A
(css m Civib and Critninal cascs in which hizfbor prvate %

~helore @ comrl as a Wi
Slerests are nol atissue o cover the peiind of absence necessary.
¢y When he ts bitten by o rabid animal, or i it becomes neecssary o undsrpo anli-
cabid - reatment duc o mlection during post-mortem cxamination vroother shilar
reasons (o cover the actual period required for reatment and lor (he jourmoys o amd
from the nearest anti-rabid reatment cenler.
dy. When undergeing slerifisation operation for a period not excecding six (0) days
cor men and 1 days [or womelt: _
¢ Women comployees (o undergo [UCH inscrtion. for the day of nscition -
fy The cmployee Tonated blood 1o he piven lcave for the day of suc donation
provided @ cerlificate of voluntary pload donation {3 produced Tom e Mecdical
Offcer ol the instiiution where the blood 18 donated, Maximum nuiber of leave that
can he availed with be twe in a calcndar ycar
(13 Compensatory OfF. = (1) Compensatory ol for working on destenaicd holidays as
ocdered by the competemt authority imay be combined with casunl leave or other
anthorized holidays within a month from the datc of compensatory of [ is cltective.
(2) The maxunui compensatory of [ for working on designated fioliduy ihat can be
pranted at a titne shall be three (3) days.

.

(3) When the employces are required (0 work an a designated haliday. they will begs

cligible for an ol equal pericd within a fortnight after the haliday. The head of

department ol the section will permit the time for the same. —
(34) Compulsory leave (o Radiation Waorkers. - All stall designated as Radiatio ==
workers shall he granted compulsory leave (or thirty days cvery calendar vear of whiclmS
granted hy {he Malabar Cancer Centre and 15 2
ith or without salary. Seall working 1—

ialion Physics args

15 cays will be special leave with salary
days from the cmployees leave account W
Departments ol Radiotherapy. [mageology including RIA Lab, and Rad
also dectired as radiation workers (or the said purposc. -
(35) Leave Salary. - An cmployce o lcave with salary oron maternity fcave shall be
allowance which e would have drawn o

————

entitled Lo deave salary cqual to the pay and
“he been on duty during the petiod of leave.
(36) Leave Account. - A leave account shall be maintained lor cact cinploycc and (e

details ol every leave shall be catered therein.



Chaprer IV
GRATUITY AND OTHER BENEFITS

(37) Gratuity. — (1) The scheme introduced by the Life Insurance Corporation of India

- o - E - e e e ———
tar payment of gratuity will be applicable to all permanent emplovees of the Sociely and
- (s as tollows.

a. An employee retiring from service under Rulell will be granted gratuin
. at the rate of halt months emoiuments (Pay = DA, which he drew lasi for
— each compieted yvear of qualifving service and the anaual premiun
covering all the emplovees coming under gratuity scheme will he paid b
Y the emalover.
b. [ an employes dies in harness the gratuity will be paid by the [nsurance
Department for the entire period of his service of retirement and the
-~ employer wili pay a nominal amount towards "Lite Cover Charue’ along
with the annual premium.

{2} Unless otherwise specitically provided the service that qualifies for increment
shall qualify tor gratwity.

Mote: The Executive Commirntee shall be competent to declare any other
| service as service qualifving for gratuity,

) (3) Any amount bwed by a retired employee to the Society shall be recovered from
his gratuity.

{38) Medical benefits. — The Kerala Government Servants Medical Atiendance Rules.
1960. as moditied from time to time, shall apply t6 the employees of the Society also.

(39) Traveling Allowances. - Traveding allowances to employess shall be paid as par
the relevant provisions ot Kerala Service Rules. as amended from time 1o time.




Chapter V

RECRUITMENT RU LIS

40) Posts and appnintmculs@ authority for ercation of cadres and posts under
ty shall be the exccutive committee by vi
them according Lo the Memorandum of Association and Rules relating Lo the
Malabe Cancer Cenlic Society. Khe Exceutive Commitlce shall by regulations
made f this behall, Tay down terms and conditions and methods ol
reeruitment and payments. including age. experience and qualification Lo the
< cadres in the society.

respeclive posts in various
41 Recruiting Authority-The recruiting authority to various posts shall be us

the socie rlue of powers vested with

follows:-

. ;1)__l3£3‘_t_lg_1g_____ -Gavernment of Kerala
vy~ Academic Stafl# T o
Senior Administrative Stall

- §aff Sclection Commitlee of the Malabar
Cancer Centre Soctely
¢y Paramedical. Nursing. Auxiliary. '

Technical stalf. Junior administration

stalf, Last grade Director or Recruitmient Commiliee -
Constituted  for  (he  purpose

42 Seaff Sclection Committee of Malahar Cancer Centre Socicty shall consist

of:

a) Sceretary to Governme
by cceretary o Governme
Government. Finance Departi

it. Power Department or his nominee  -Chairman

nt. Tiealth Department or his nominee  -Members
sent or his nominee -Members

¢) Scerctary l@

d) Members of he scientific Committee -Members

¢) Principal. Medical College, Calieul -Members
Thalassery -Convener

) Director. Malabar Cancer Centre Socicty,
43 Appointing Authority- The appointing authority 1o

Director
44 Method of Recruitme

recruitment to cach post whe
It shall have the authority 1o recruitme
invitation and promotion :
Universilics, Rescarch Centres. o other
d Central Government Departments ot

all posts shall be the

nt-(1) The exceutive Commitiee <hall fix the method of
1e is created or when the same falls
nt personnel to (ill up posts
of personnel in the

n the san

vacant .
through direct recruitment.
sociely or on deputation  from
autonomous Cenlres or other State an
on contracl hasis

2) The rules of Reservation followed by
observed strictly in the case of recruitment of stall of Lo the Sociely.

3) Nothing in these <hall be constructed to limit or abridge the powcer of the
Governing Body oF [ixccutive Commitlee O re-cmploy persons in the service
ol the socicty whe have retired from service.
4 Provides that — such re- employment sha
b for other special eircumstances o be rc

by the Exccutive Committee: and

e Government of Kerala shall be

11 be in the interest of the sociely:
corded in writing and sanctioned
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¢ the re-emglovment is not sanctioned bevond iwo vears afier the date ¢
normal reiirement. the re-employment being onlv for cne vear at a time
435 Rules for promotion and up gradation of posts of non academic staff.-

L. There shali be 2 system of assessment promotion or ug gradation Itom new
grader o the next higher grade irrespective of the occurrance of vacuncies i4
the higher erade tor employees classified as Admunistrative non academis
staft of the Society

2. An employee shallbe eiigible to the considereil for assessment piamotion or
Ll Urfld"[[lO‘l arier the ».\pl"\ of live years sen Ice in a par‘.xuur Jriie
Noze: (i The sarvice thai counts for incremer: in the Riies of the

Society shall count as service for the PUTPOSE.
Noredddy T Any periods ol leave without salaz not suzported b
mzdical cartiticare and not exceading ainery days at a ime shall also
couni as service foe the purpose.
Nore /iif): Service rendered in the pre-revised scales of payv of z
grade shall also count as service for the purpose.
The assessment of emplovees for promotion or upgradation hall be made once ir
a calendar vear sufficiently early after I January in respect of all who have
becomz eligible for consideration for such promotion or on before 31° December
of everv vear. .
An employee who is under suspension or against whom a disciplinary proceeding
(s pending shall not be efigible 1o be considered for assessment for promotion untii
the disposal of the disciplinary proceedings.
Note:- Ina cased where an emplovee was not considered toe assessmen:
due to suspension or disciplinary procesdings and whets he was
exonerated of the charges his case foe assessment shall be considered in
the year in which he completed live vear of service in the grade
> Assessment promotion or upg gradation of an emplovee shall take effect
from the first of the moth in “l'nch be completed five years of service
n the grade. ’
6. The eligibility of an employee for prometion or upgradation shall be assesses by
a Commitiee constituted for the purpose . and in accordance with the criteria
prescribed by he Executive Committee
7. The employee being assess g shall be reauired to fill in a self assessment
proforma which shail be placed before the assessment Committee alonz 2 with the
recommendations of the condemed head of division who has supe'\ ised the
work of the employee for a period not less than 45 days which shail be duly
reviewed by the Director.

‘el

8. The case of an employee who has been found unfir or assessment promotion or

upgradation shall be considered against vacancy for the next vea

9. No appeal shall lie against the recommendation of the:assessment C ommitie:
10. The pay of an employees appointed go a higher grade by assessment promotion or

Llpﬁradanm shall be fixed in accordance with the provision in these Rules

- P due to promotion a junior draws more payv than ihe senior in the higher tme scale,
the pav of the senior shall be fixed at the same stage as that of th2 Junior. who draws
higher pay than his senior



2. Assessnient promoton or upgradation in respeet of an employee shall be alter every
five year ol service i the lower grade and such upgradation shall be limited (o three
inic whole of his entire service,

(3. The StalT assessment lorm shall be with following proforma namcly.-

Proforma

PART-1

Five Yearly Assessment Form

(to be filted by the ofTice)

L . Reported period from.....cocoeeeee. [0 R

21 o Name (iveapilalsii o s o e e s et e i

300 Date ol Bieth e, . |

4 DIeSiERmlion D SN G e e L s e e e e .

5 Present grade; scaic of pay and pay

6 Date ol enfry into service R e e IO

7 Date of uppoiHI;uCNI lo th: present SR R R et U TS R
grade !

§  Academic/Prolcssional qualilications
(Underline any qualifications oblained
dunizgtheipestod under FEPOrl) 75 10 s s s ik e s i s e

Y Period pfabscoce from duty on lcave,
training suspension cte, during period
17100 (S R T (S e e 0 g L0 L) o O ok .

L Punishments. i any imposed during
the period under report B L e A T S A e A

CLODDDPEDDDRDPDIDONDINDDPNASY

\
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b e ol e e et e o

Part-11
- {to be filled by the emplovee)
- 1 .Educational qualitications
' | Degree/Diploma/Certificate | Class/Grade | University/Board/Institutions |
| i) '
i)
i)
iv)
(v
2 Additional qualifications /training acquired during the period under review:
3. Employrrlent record of last five vears endingon  12-200 staring with the present
' post. .
; List in reverse order every employment held
Designation of post [ Salary/Scale of pay | Date of joining | Date of leaving |
i | §
i) ! L
iii) I
iv) | |
v) |
vi} }
) 4. Brief description of significant contributions in your work during the period under
report:

Signature

Name

(in block létters)
Date: ' Designation:




part =111
y the Head in

(10 be filled b charge)

owledge.

st of you kn
ve ycals

othehb
ring the Jast @i

loyee correct 10
loyec du

fed by the eﬁnp
¢ by the emp

ot provic
¢ the work do

LIs the in (orms
mec O

2. Please give @ fesu
cetif

assigned to him/het. (attach separalc sh

3 Pleasc commen
a) Amecnability L0 di

[)] Punctualtity:
¢) Intogrity:

_ended
an 12-200 in relation 1O tasks
nceessary)
L on employec‘s
scipline:

¢ Diviston Head in charge

ommendation of th

4, Rec

Signature

Name
(in block lctters)

Designatiot:

2 206 h %
1222 Pl B 222l 3 22 RMND

prart 1V _
liECOMMENDED}}TlON OF THE DIRECTOR
Signaturc
Name
(in block elters)
Date Dcsigna\inn:
18



46 Promotion of academic Staff—;

(1) Promotion to higher posts of academic staff in the society is not automatic. )

Promotions to higher posts shall be based on merit and seriority shall nor
be the sole criteria for promotion. Promotions will be based on abtlity,
efficiency. previous work assessment reports, conduct and seniority of the
cmployees. The Society shall. however reserve the right to advertise any
vacancy and select a candidate on the basis of an interview.

‘. _ (2) All academic posts -are selection posts the selection to higher posts tor

academic staft’ will be based on dedications and excellence in clinical
work. original const'tutions in research. organizational  ability -and
Seniorty. _

(3) The assessment from shail be with tollowing proforma. namely:-

Yearly Assessment form (Academic Staff)

Part-1
(to be filled by the Officer) _
Reported Period From..........c........ Lo,
I Name :
2 Date of Birth
3 Designation & Grade
) 4 Date of appointment to the posts
53 Qualifications acquired during the
period of report :
6  Period of leave, training, suspension

etc during the period under repor:

I\9 7 Punishment if any during the period
L, ' under report :
L* Pait-I1
(to be filled by the emplovee)
\5 1  Educational qualifications ' . _
) 2 Date of Birth
~? 3 Additional training during the vear
\? 4 Employment record (Giver a brief
summary of your contributions to the
‘3 centre during the reporting period under
ﬁ the heads, academic research and
clinical in a separate sheet of paper)

\b > Publications if any
g: 6  Conference attend if any

7 Awards. nomination, visiting
\5 appointments etc which may help to

A assess your standing in the specialty
‘P Signature
Name {in block letters)

'ﬁ Date:

W




Part-111

(tor Be filled by the Head oFfDivision)

1 Whether information given by the oflicer is
corredt
2 Y our assessment about the work of the officer
a Academic
b Clinical
¢ Rescarch
d Organisation

3 Your comments on integrity and amcnability to
discipline

4 Performance of the Offtcer

Final ceconmmendation

A

[Jate: Signature with Name &Designation

Part-1V
Recormemendation of the Directlor

Signature
Name & Designation:

Pate:

20



Chapter VI

CONDUCT RULES

(4?) Acceptance of Rules. - (1} Prior to actual appointment to any post. candidates
selected for appointment saall sign an acknowledgement and agreement in the
form. specified by the Society. which confirms acceptance of the Conduct
Rules and Service Rules and Regulations of the Society. The administrative
office ot the Society will retain this form.

(2) As a condition for appointment, a person must produce a certificate of fitness in
the approved form from the Medical Board of the Society. The Society may. in
individual cases dispense with the production of a certificate and mav. by
general orders, exempt any specified class of employees from operation of this
rule.

(3} Specified categories of employees shall submit themselves to periodical medical
tests or inoculations, as may be decided by the Society. from time to time.

(48) Deduction from salary. ~ There shall be deductions from the salary of employees,
wherever necessary, on account of the following items, namely: -

Professional tax

Income tax

Provident Fund contribution

Contribution to FIC

Contribution to patient welfare fund

House rent for residential accommodation
Co-operative recoveries, if any

Contribution to staff benevolent fund
Contribution to the patient's benevolent fund
J.- Any other deductions ordered

=0 hom e o

[ —

(49} Questien regarding pay. - Any question regarding pay must be discussed first with
the employee's superviso; who may refer the matter to the Accounts Section

(50) Lockers. - (1) All employees shall themselves make necessary arrangements to
protect their personal belongings. Lockers may be supplied to the employees depending
on their availability on a first come first served basis.

(2) The Society is not responsible for loss of personal items by the employees.

(51) Transfers. — (1) A person wishing a transfer within the hospital from one
department to another department or section should first discuss the same with his
immediate supervisor or departmental head.

(2)The employees to be considered for transfer must have been on staff for at least six
months and recommended by his supervisor. He should apply in writing to his
department head requesting a transfer to a particular department in which he would like
v work :




™

scer shall make a decision on the request in consuliation with

(3)Administrative Off
neste for transfer are accepted only when a

the Departmental Head concerned. Req
specific position is vacant.
fered from one Department or section to any

(4) Employees are liable to be wrans
without prejudice to the

other Department or Section at the discretion of the Society
existing conditions of service, and emoluments of such employees.

(52) Holidays. — (1) A list of holidays will be declared in the beginning of every calendar

vear.
(2) When employees are required to work on a designated holiday. they will
ordinary be granted compersatory leave for such davs worked within a month

after the holiday. Paramedical staff for whom compensatory leave is granted
will be allowed to combine the leave with the holidays. provided the total

absence does not exceed 48 hours.

(53) Cleanliness. - The employees should, -

not spit except in the spittoon provided.
not smoke in the hospital premises.
keep clothes and uniforms clean.

use bath rooms and toilets hygienic

person who follows them.
or such categories of staff, as the Director may

(54) Uniforms. - Uniforms are provided f
specify. The employee shall not leave the hospital wearing the uniforms. Cost of uniform
willfully damaged by an employee will be deducted from his salary.

miliar with their role in case of

n. — (1) All employees must be fa
d the lecture demonstration or dnlls. which are heid

ally and not leave them dirty for the

a0 o8

(55) Fire Preventio
actual fire and must atten
periodically.

2) Essential procedures:

i) Keep calm,

it) If fire is inpatient

iii) Notify the hospital telephone oper
is burning,

iv) Use fire exti

v) Remove patients
fire.

‘s room, remove patients, close doors and windows.
ator about the location of fire and what

nguishers until the arrival of Fire Force,

from adjoining areas if there is danger of spreading the

(56) Visiting, - Visiting of patients by employees must be confined to off duty hours.
Visiting among employees while on duty interrupts work and is disapproved.

(37) Telephone. — (1) Goed telephon
S interested in serving them.
in using the telephones.

o habits are essential to let others know that we are
Employees must abserve the following guidelines

answer promptly
identity yourself by name and department

transfer calls courieously.
give accurate and careful answers.

replace phone carefully.

a0 oe
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(58) Equipme

department of the Society
touch with the Society's
not permitted except in
k calls are not permitied

(2) The PBX system will enable employees 0 dial any
directly. PBX system will put the employees 1D
hange- Incoming personal calls are

telephotnie €XC
personal calls or personal trun

emergency. Qutgoing
on Society's phone.

nts. - Employees must bastion care and caution in the use of hospital
property and must not attemj to use any equipment unless they have been

ucted and approved by the Deparimental Head to use or operate it.

previously instr
f any equipment is found defective.

Employees must inform their supervisor i
(39) Attendance and late coming. — (1) All employees shall report for work at
the Society in time and according to the duty rotation fixed for them from time 10
time by the Departmental Head or such other officer authorized in this behalf. All

employees shall be at their work spot prepared to start work exactly at the
noiified time.
rovided with the time card and they shall punch in the

(2) All employees shall be p
h out the time of departure after work.

time of their arrival for work and punc
Occasionally 5 minutes late attendance is permitted. But if an employee 1s coming

late (over 5 minutes) for every three days late, he/she will lose one day's casual

jeave. Fatlure to punch in or out will be considered as misconduct.

(3) All male and female employees of the Society are liable to be searched while
All employees shall be co-operative ik

entering or leaving the Societv's premises.
having the gearch made which shall be carried out in the case of female

employees by a female employee appointed'for the purpose. The gsearch shall be

made in the presence of witness of the same SeX only.

ng Tiffin boxes, document cases, bags and similar cases shall

pass out of the Society's door.

raployee is in wrongful possession of any
the Hospital Administrator  Nursing

Director shall have the power to cause

(4) Any employee carryl
keep them open when demanded as they

{5) When there is reason to suspect that an e
property belonging to the Society,
Superintendent of Department Head or the
a search to be made at once in the society’s premises.

from those searched any article belonging to the

{6y The society has a right to remove
der would endanger the

society and such other articles as the society may consi
personnel or property of the society.

(60) Obligation during working hours. = (1) Every employee shall carry out the work
for which he has been employed to the best of his ability and in accordance with tne
instructions given to him by the Departmental Head or the Hospital Administrator.

(2) Employees shall not enter or pass through departments other than those in which
they are employed unless this is necessary i the course of their duties.

and takes proper care of his work areas and
hall not take out of the premises any articles
belonging to the society without the

(3) Each employee is responsible for
equipment in his charge. Employees S
or documents, X-Ray film materials, etc..
written permission of the superior ofticers.

273



se intervals fixed and no employee
mes. Any complaint regarding
ve Officer through

he canteen only during tt
inside the canteen at other {1

(4) Employees shall use t
ust be routed to the Administratl

shall be allowed to sit
the working of the canteeh m

the Supervisor.

(5) Employees must not encour
visitor wants to meet any em
the Receptionist and arrange

ter any department at any time with

staff shall have the power 10 en
he concerned supervisor or department head.

nt beyond the period of leave granted he shall lose his
hin 7 days of the expiry of the leave
Head his inability to reiun

o visit them during hours of work. If any

age visitors t
ct the employee through

ployee, the visitor shall conta
the meeting.

(6) The Security

- the permission of t
ains abse
1ent unless he returns wit
faction of the Departmental

(7) If an employee rem
lien on his appointn
or he explains to the satis
after the expiry of his leave.

ises or leaving after the scheduled hours 0

(8) On entering the prem
employee shall punch their card at the authorized places.

f work. all

d in the interest of employees, all injuries and
ental head as soon as possible after
in which another employee

can and escort or direct the employee 10

erior or departmental head.
tation duty shail be
head in writing with

otection an
superior or departm
r discovers an accident

(61) Accidents. — (1) For the pr
accidents shall be reported to the

they occur. If an employee witnesses 0
is involved. he should give whatever first aid he

the duty doctor and report the accident to the sup

(2) In the case of an injury sustained by an employee on outs
informed to the Director through Supervisor Or departmental
necessary medical certificate from a registered medical practitioner.

or head of department shall furnish a written report as early as
kind of injury taking place within the premises of the Society.

(4) An enquiry may be ordered by the Director in all such cases t6 establish whether
injury was sustained during performances of the benevotent duty and the nature

seriousness of the incident.

(5) If a patient is injured or involved in any accid
sssistance possible and report the incident to the
patient 1s seriously injured. do not attempt to mo

supervisor approves that.

(6) If an employee witness oT discover
injured. he should assist him/her in every way p
doctor and report the incident to the supervisor Or departm
seriously injured do not attempt to move him until a physici
The Appointing Authority shall have the right to effect any kind of
ed under Rule 73 as amended from time to time on an employee
duct for the following acis of omission and

n Chapter VIL:-

(3) The supervisor
possible on any

and
ent. the employee should give all

Head Nurse orf Supervisor. If the
ve him unil a physician or

an accident in which a visitor to the Society is
ossible, escort him/her to the duty
ental head. If the visitor is

an approves that.

{62) Punishment. -

punishment mention
including an order of dismissal for miscon

commission as per the procedure laid own i

Willful damage to Society's property.
ith Society's property.

1)
1 in connection W

i) Theft. fraud or misappropriatio

iii) Taking or giving bribes or any illegal gratification.

24
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iv) Discourtesy or unbecoming conduct towards patients. visitors and fellow
= employees.
v) Drunkenness, riotous or disorderly behavior within the premises of tne
Society or any act subversive of discipline.
vi) Habitual absence without leave or continuous absence without leave for more
than 7 days. =
vit) Habitual break of law or rules applicable to society. +~
viii)  Addiction to drugs.
ix) Willful insubordination or disobedience whether alone or on combination with
another or others of any orders of a superior.
x) Frequent repetition of acts of negligence or neglect of work.
xi) Collection or canvassing for the collection of any money within the Society's
premises.
xii)Overstay of leave without proper authority or satisfactory explanation.
xiii) Engaging in a trade, money, or any other business within the premises of
the society.
xiv)  Distribution or exhibition within the society premises of any bills. posters.
or pamphlets without the permission.
xv) Refusal to work on any >ther job as may be required by the superior for
bonafide reasons.
; xvi)  Holding or attempting to hold meeting within the premises of the Society
without the sanction. v~
xvii) Sleeping while on duty. i
' xviii) Gambling within the premises of the society. :
xix) Intimidating, assaulting, or threatening any person within the society's
premises.
xx) Unauthorized use of Soc1et§, s quarters.
xxi) Conviction by a court of law for a criminal offence involving moral
turpitude or entailing punishment by imprisonment.
xxii) Furnishing false information at the time of employment in respect of
details about himself, parent, age, qualification, previous experience etc.,
xxiii) Divulging of information regarding patients except to proper authorities in
the Society.
xxiv) Unauthorized use of Society's facilities such as X-Ray. Laboratorics,
ECG/EEG etc for patients other than those registered at the society.
xxv) Bigamous marriage unless permissible under personal law applicable to
such employee.
(63) To do any work on demand. - The Supervisor/Departmental Head shall have the
right to require for bonafide reasons, an employee to do any work other than the work on

which he is usually engaged.
(64) Grievance about employment. - If an employee has any grievance arising out of |

his usual employment he must inform the same to his immediate superior. If no
satisfactory reply is received within 2 days, he/she can adopt the following course of

action, -
a. Present a written statement to the Departmental Head. The Departmenial
Head shall investigate into the complaint and if possible give a reply
within 3 davs.




b.

If the employee is not satisfied stll, he m matter with the

Administrative Officer who wil] conduct a preliminary inguir

reply. If the employee is still not satisfied, the Administrative Offi

consultation with the Director wil] give a final ruling on the com plaint.
Note:-No employee shali have recourse to a court of law for re-dressal of his /hs
grievances on service or o allied matter unless and unttl he/she has

/ exhausted all the means available to him/her under relevant rules of society.

job elsewbere. - AJ] application for employment elsewhsre

he Director. Only two applications from a confirmed employes
ons from a probationer will be forwarded in a year for emplovmen:
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‘/(_65) Employees seeking
should be routed through t
and four applicati
elsewhere.

(66) Bulletin boards. - Bulletin boards are provided at the society to Keep the employees
informed of the happenings, events. and changes that may be taking place. The main
bulletin board is located near the front lobby and notices placed on it shall be deemed to
have read by the employees.

(67) Property Statement.-
must submit the society
annexed showing all the
which he/she

All employees of the society
not later than 135" January each
immovable proper
had an interest at the close of tl

except those in the last grade
year a statement in proforma
ties of which he/she stood possessed

or in
1€ preceding calendar year.

Chapter VII
RULES FOR DISCIPLINARY PROCEDURE

(68) Definitions. - Unless the context otherwise requires:-

(I)"Appo'inting Authority" means the authority empowered to make appointiment to
a post which the employee for the time being holds; '

(2)"Disciplinary Authority” in relation to Imposition of a penalty on an employee,
Mmeans the authority competent under those rules to impose the employee that

(69) Suspension, - An employee may bé placed under suspension from service. -

(1) Where a disciplina

ry proceedings against him ig contemplated or is
pending: or

MR 2P 2222222922

(2) Where a complaint against him of any criminal offence is under
investigation or trial and if such suspension is found necessary in public
interest.

Note (i): The appointing authority shali
under suspension from service.. The sus
of communicating the orders placing th

be competent to place an employee

pension shall take effect from the date
¢ officer under suspension.

r e o =
Note (ii): In respect of an employee whose appointing authority is the <
committee, the Director shali exercise the powers of the appointing authority, ki
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(70) Detention in custody. - Ap employee who s detained in custody whether
on a criminal charge or otherwise, for a period longer than 48 hours shal] he
deemed to have been suspended with effect from the date of detention. The
appointing authority shall issue an order and the employee shall remain under

(72) Revocation. - An order of suspension made or deemed to continue, may at any
time be revoked by the authority, which made the order or by higher authority

(73) Subsistence allowance, - Whenever an employee is placed under suspension, he
shall be paid subsistence allowance at the rate as prescribed in the Kerala Service

Rules.

Note: No such payment shali be made unless the employee furnishes a certificate
that he/she is not engaged in any other ¢mployment, business. profession or

~ vocation during the period.

(74) How the period of suspension to be treated. - If ap employee s fully exonerated
) of the charges for which he/she was placed under suspension and s reinstated, the
period spent under Suspension shall be treated as duty with a] attendant benefits,
but for the suspension. In other >ases, the authority Competent to impose the penalty
shall decide as to how the period. of suspension shal] be treated.

(75) The Penalties, - The following penalties may, for good and sufficient reasons and
as hereinafter provided, be imposed upon an employee:

a. Censure:

b. Withholding of increments,

C. Recovery from pay of the whole or part of, any Pecuniary loss caysed to
the Society by negligence or breach of orders or otherwise.

d. Withholding of promotion to a post or grade.,

€. Reduction to g lower grade or post or to a lower time-scale or a stage in a
time-scale,

£ € ompulsory retirement.
Dismissal from the service of the Society.

Note: The following shall not amount to penalty withip the meaning of these yyles:




consequential 10 the extension of

f an employee appointed on
riod of probation. in
[ post or

of increments
rsion to previous post. O
\er post during or extended pe
Rules or orders governing the service 0

i Withholding
probation or T€Ve
probation (o anotl
accordance with .he
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the terms of his appointment.
-
i, Recovery from pay to the extent necessary of the monetary value 5 |
equivalent 1o the amount of increments ordered to be withheld. 'z'-'
(76) Disciplinary authority. - The Appointing Authority may impose the penalties ~;..
specified in Rule 75 on an employee. ‘-~
Note: [n respect of employees whose appointing authority is the Executive :
Committee the penalties specified 10 item nos.( a) to (©) of Rule 75 may be b
imposed by the Directof. -
. . . My
(77) Powers of higher authority. - The powers which an authority may exercise under o
Rule 75 shall be exercised by the higher authorities also.” .
action. — (1) No order imposing >
]

o be followed in taking disciplinary

fied in items (a) to (c) of Rule 75 shall be passed except

Ls

(78) Procedure t
any of the penalties speci

after: -
al to take action against.
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A

a the employee is informed in writing of the propos

hin/her and of the allegations on which it is proposed to be taken and is <
given an opportunity to make any representation he may like be to make 4
against the proposal. N
b. such representation, if any, made by him is taken into consideration. »c
(2) No order imposing on an employee any of the penalties specified in items (d) to C;
(g) of Rule 75 shall be passed except after an inquiry in the manner herein after A
provided. namely: - ¢
a. The disciplinary authority or any other authority empowered by it in this "
behalf shall frame definite charge or charges which shall be communicated o
to the employee, together with a statement of allegations on which each v

charge is based and of any other circumstances 10 be taken in 10
consideration in passing orders on the case. The employee shall be <
required to submit within a ceasonable specified time 2 written statement v
of his defense and also to state whether he desires an oral inquiry. If an M
oral inquiry is desired by the employee, OF is considered necessary. the "
authority referred 10 above or a person authorized by it (hereafter referred v
to as the inquiring authority) may during the course of the inquiry. add to. b’
amend, alter or modify the charges framed against the employee in which |-
case the employee shall be required to submit within 2 reasonable -
specified time, any further written statement of his defence and inquire 1
‘nto such of the charges as are not admitted in the written defence J
statement if any received within specified time. i
defence. be permitted S

purpose of preparing his

from official records pe
fficer authorized by gene

b. The employee shall, for the
to inspect and iake extracts
he may require in the presence of an 0

special order:

rtaining to the case as
ral or

M
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¢. The Disciplinary authority, if it is not the inguiring quthorily. may
nominate any person to present the case in support of the charges betore
the Inquiring Authority. The employee may be allowed to engage a legal
practitioner if the inquiring authority permits it having regard to the
circumstances of the case. ‘

d. The Inquiring Authority shall in the course of inquiry consider such
documentary evidence and lake such oral evidence as may be relevant or
material in regard to the charges. The employee shall be entitled to cross
examine the witness sxamined i support of the charges and to give
evidence in person and to have such witnesses. as are permitted and
produced / examined in his defence. The person presenting the case in
support of the charges shall be entitled to cross-examine the employee and
witness exarained in his defence. The Inquiring Authority may decline to
examine any witness if his evidence is considered not relevant or material
and shall record the reasons in writing. If the Inquiring Authority proposes
to take into account the oral evidence of any witnesses, the authority shall
examine such witness and give an opportunity to the employee to Cross-
examine the witness. All oral evidence adduced by the witness shall be
cecorded in writing by the [nguiring Authority and attested by the persons

concerned.

Note(i): Any previous written record or a statement made by a witness shall not be
used or relied on and shall not form part of the record of the Inguiry except where

the employee agrees in writing to treat it as such.

Note(ii). The employee may przsent to the Inquiring Authority a list of witnesses
whom he desires to examine in his defence and shall produce such of the witnesses

as are permitted. for examination.

e) At the conclusion of the inquiry, the Inquiry Authority shall prepare a report of
the inquiry- recording the findings on each of the charges together with reasons
therefore. 1f, in the opinion of such authority the proceedings of the inquiry
establish charges different from those originally framed, it may also record findings
on such charges if the employee has ddmitted the facts constituting them or has had
opportunity for defending himself against them. The disciplinary Authority shall,
where it is not the Inquiring Authority consider the records of the inquiry and where
it does not agree with the findings of the Inquiring Authority, record its findings on
such charge with reasons thereof.
(f) If the Disciplinary Authority, having regard to the findings on the charges is of the
opinion that any of the penalties specified in items (d) to (g) of Rule 75 shall be

imposed, it shall, —

i, furnish the employee with a copy of the report of the Inquiring Authority
and where the Disciplinary Authority is not the [nquiring Authority. a
statement of its findings together with brief reasons for disagreement, if
any, with the findings of the Inquiring Authority, and
ii. give a notice stating the action proposed to be taken in regard to him

and calling on him 10 submit within a specified time, such
representation that he may wish to make against the proposed action.



n if any. made by the

r the representatio
if any. should be

termine what penalty.
ders on the case.

iii. The Disciplinary Authority shall conside
employee In response to the notice and de
imposed on the employee and pass appropriate or
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() If the Disciplinary Authority. having regard to 1ts findings is of the opinion that
any of the penalties specified in items (a) to (¢) of Rule 75 shall be imposed. it <
shall pass appropriate orders in the case. L
(79) Joint Inquiry. — Where two or more employees are jointly concerned in any .9
case. the authority competent 10 impose the penalty of dismissal from service on -~
all such employees or 2 higher authority may make an order directing that ""|
disciplinary action against all of them may be taken in a joint proceeding and ‘a
specifying the authority which may function as the Inquiring Authority for the 2
purpose of such joint proceedings. €
(80) Special procedure in certain cases. — Notwithstanding anything contained in these -
rules the requirements of sub rule (2) of rule 78 shall not apply — ‘_C
a) where a penalty is proposed to be imposed on an eimployee on the ground v
of conduct which had led to his conviction on a criminal charges; or £
b) where the Disciplinary Authority 1s satisfied for reasons to be recorded In
writing that it 1s not reasonably practicable or in the interest-of justice ot it 1s =
not expedient to follow the procedure prescribed in the said rules. .
(81) Appeal. - An appeal against an order, imposing 2 penalty by the Director shall lie ‘e
to the committee and these imposed by the Committee rest with the Governing K
Body. €
(82) Form and contents of Appeal. — Every employee preferring an appeal which shall A
pot contain any disrespectful or improper language. and shall be complete in itself. 3
shall do so separately and in his own name and addressed to the authority to whom >
the appeal lies through the authority which made the order appealed against. with '
all material, statements and arguments relied upon by the appeliant. -
(83) Withholding of Appeals. - Thesauthority which made the order appealed against &
may withhold the appeal, if - A
a) it 1s not preferred within two months from the date on which the order va
appealed against is communicated or _
b) it is an appeal against an order for which no appeal lies; o7 i~
I 1 does not comply with Rule 81 or Ca
it it is the repetition of an appeal already decided -
fil. 1o new facts or circumstances are adduced for a reconsideration of the ‘c
case; _ .
Provided that an appeal withheld under sub rule (iii) shall be returned to the ‘c
appellant and. if resubmitted within one month thereof after compliance with the
provision of the Rules. shall notbe withheld. ' &
Provided further that in every case in which an appeal is withheld the appellant &
shall be informed of the fact and reasons therefore with copy of the ordet, communicated  ca
to the employee and to the appellate authority and that such a decision shall not be H
appealable. C;‘:
§
£
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(84) Appellate Authority’s power to call for appeal. — The authonty tc which the
appeal lies may call for an appeal withheld under Rule 83 and pass such orders as it

considers fit.

(85) Procedure for disposal of appeal. — In the case of an appeal. the appellate
authority shall pass such orders 1s appears to it just and equitable, having regards to
all the circumstances of the case. Provided that no order imposing enhanced penalty
shall be passed without giving an opportunity to the employee to defend against the

penalty proposed.

(86) Orders of Appellate Authority.- Orders passed by the appellate authority shall be
final. '

Chapter VIIT

DEPUTATION OF STAFF FOR SHORT-TERM TRAINING COURSES,
CONFERENCE/WORKSHOPS, ETC.,

(87) Deputation for training courses, conference, workshops, etc. — The Director may
on merits of individual cases, sanction the deputation of academic/clinical staft of
the Society to attend short-term courses, conferences, workshops, seminars etc., in
India subject to the following conditions; namely; -

1.The short-term trainfng courses, conference, workshops, seminars etc., to be
attended by the academic/clinical staff are useful for the research activities of the

Centre.

2. The duration of short-term training course shall not normally exceed 31 days.
The total absence from headquarters in connection with seminar. workshops.
conferences etc. (excluding any training courses mentioned) shall not exceed
normally 31 days in any financial year.

(3) Employees shall be sponsored for conferences, workshops, seminars, etc.
only if they submit a paper,: which is duly approved by the organizers for
presentation before such conference, workshops, seminars etc.

(4) Permission to attend the conference, workshops, seminars etc.. shall be
given to the author of the paper or the senior or some other author of the joint
paper at the discretion of the Director on the merits of the case after taking
into account the recommendation of the Head of Division.

(5) The paper to be presented at a conference, workshop, seminar ete., should be
on the work done in the Society by the employees of the Society or on a
subject coming within the purview of the activities of the Centre.

(6) The number of conferences, workshops, seminars etc., in all to be attended by
the academic/clinical staff in a year shall not generally exceed the following
limits. subject to the condition that his/her absence shall not adversely affect
the normal function in the Centre.

Head of Division and Senior : 6 (2 within the State and 4 outside
Doctors & Registrars the State but within India)




Qiher staft

» 3 (2 within the State and 1 outside
the State but within India.)

{7) Except with the permission of the Executive Committee.
staff shall be deputed outside India to attend short-term
workshops, seminars etc. and that too will be in accordance with directions
issued by Government of Kerala in this regard from time to time

(8) The Academic /clinical staff deputed for short-term training  courses.
conferences, workshops, seminars etc.. shall be eligible for normal TA and
DA applicable to their grade from time to time in case they do not get TA and
DA from the organizers of such courses ete. Registration fee/Delegate fee. if
any. paid by them for attending  the  short-term training
coursesr’conferences/workshops/seminars etc.. shall be reimbursed. The period

of absence of the person during the attendance of the above course shall be
treated as on duty.

courses. conference

(9) No person shall be sponsored for m

ore than one training course during a
financial year.

Chapter IX
MISCELLANEOUS

(88) Employment to dependents of employees. - Where an emplayee dies while in
service, one dependant of such employee may get employment under the Society
subject to such conditions as +he Executive Committee may from time to time
specity. Such appointments shall be confined o non-clinical post and shall observe

the qualification, experience etc prescribed for the respective post.

Note: Dependents include w

ife, son, and daughter and in the case of unmarried
person brother and sister.

(89) Removal of doubts. - If any doubt arise
of any of these rules the marter
decision thereon shall be fipal.

S as to the interpretation or application
‘shall be referred to the Government and its

Frkkkkk ek gk

no academic/clinical

Chnces.
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