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PREFACE

I'he Kerala Health Research and Welfare Society is a Society
constituted and registered under the Travancore Cochin Literary,
Scientific and Charitable Societies Registration Act XII of 1955.
As per G.OL MS T46/73/HD dated 19-6-73, Government have san-
ctioned o project for the construction of paywards for Government
hospitals by the Society with institutional finance. The Society funct-
ions on 4 no profit no loss basis. The Employees of the Society are
mainly working in the paywards constructed by the Society attached
to the Government medical institutions in the state. No separate
service rules to regulate the service conditions of its employees
have so far been prescribed. The appointments made in the society
il 5-10-87 were by direct recruitment from open market duly
approved by the Governing Body of the society. The Governing Body
in the meeting held on 5-10-87 resolved that future vacancies be filled
up through the Employment Exchange.

‘The question of laying down a separate set of rules to regulate
the conditions ol service of the employees of the Kerala Health
Research and Welfare Society was engaging the attention for some
time past.

Under Rule 10 sub Rule (13)(g), the Governing Body of the
Society is competent to make rules regarding the recruitment pay and
allowances and other conditions of service of the employees of the
Society. Accordinglv, o set of Rules have been drawn up. The
Governing: Body ol the Society in its meeting held on 20-4-89 has
approved the diadt rules submitted by the Managing Director.

Under Rule 21 sub rule (vii),the prior approval of Government
is necessary for the Rules.

The Rules in this book are classified into IX chapters and are
applicable 1o all the regular Employees of the Society.

Note:(Any Emplovee, who notices any error or omission or difficulty
m implementing these Rules may bring it to the notice of the
Managing Dirvector. Kerala Health Research and Welfare Society,
Thiruvananthapuram.)



KERALA HEALTH RESEARCH AND WELFARE SOCIETY

Rule 1.

THIRUVANANTHAPURAM

SERVICE RULES APPLICABLE TO THE STAFF
CHAPTER -1
General Scope

These rules may be called the Kerala Health Research and
Welfare Society Service Rules.

. These rules shall apply to all categories of the staff of the

Societv except those who are on deputation from Govern-
ment or Quasi Government institutions.

_These rules shall be deemed to have come into force with

effect from 1-11-1990

. Doubts regarding the interpretation or application of any

of these rules. shall be referred to Government and the
Government’s decision shall be final.

. The Managing Director may, subject to the approval of the

Governing Body, and so long as the Governing Body may
deem necessary, delegate to any officerduly authorised by
him in this behalf any of the powers conferred on him by
these Rules with the approval ot Government.

. Notwithstanding anything contained in the rules the Govern-

ing Body may make appointments in the interest of the
Society by deputation of officers from the State or Central
Government Department or other Statutory Bodies.



CHAPTER - I

Rule 7. Definitions.

(1)
(@)
®)
)

()

(6)
™

®
9)

(10)

(11)

(12)

(13)

Society means : Kerala Health Research and Welfare Socety,
Government means : Government of Kerala.
Temporary post : means a post carrying a definite rate of pay
sanctioned for a limited time.
Permanent post : means a post carrying a definite rate of pay
sanctioned without limit of time
Probation : A person on probation on a post is one appointed
to a post for determining his fitness for eventual substantive
appointment to the post.
Probationer : means an employee employed on pmbdtmn in or
against a substantivevacancy in the cadre of the society.
Competent Authonty Competent Authority in respeci of an
employee in so far as any power delegated under these rules
1s concerned, unless otherwise stated.means the authority
in whom the power to appoint such employee has been or is
vested from time to time by the Governing Body. '
Employee : means an officer o1 a servant of the Society.
Disciplinary Authority : means the authority competent to impose
penalty on the employee.
Joining time : means the time allowed to an employee to join
a new post or travel to or from a station to which he is posted.
Duty : Duty includes
(i) Service as a Probationer provided thar such service is
followed by confirmation.
(ii) Joining time. ,
(iif) Performance of work assigned to the categories of staff of .
the society. :
(iv) Casual leave, special casual leave or authorised holidays
coming between periods of actual work in a post. '
Month : means a calendar month. In calculating a peviod
expressed in terms of months and days, complete calentlar
months, irrespective of the number of days in each, should first
be calculated and odd number of days calculated subsequently.
Lien : means the title of an employee 1o hold Substantively,
either immediately or on termination of a period or periods,
of absence, a permanent post to which he was appointed
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substantivelv.

(14) Foreign Servecezmeans service in which an emiplovee recenes his
= payv with the sanetion of the Society from any sowree other than
the society’s Fuids,

(15)

(16)
(17)

(18)

(19

(20)

21)

(22)

Hohday : means a holiday prescribed or notufied by Government

and those declared by the Society from time to time,

Day : means a calendar day, beginning and ending at midnight.

Officiate : An employee officiates in a post when he performs

the duties of a post in which another person holds a lien. The

appointing authority may il it thinks fi, appoint an employee
to officiate in a vacant post on which no other emplovee holds

a lien.

Honorarium : mears a Tecurring or non-recurring payment

granted to an employee from the Sodiety’s funds as remunerat-

ion for such special work as may be determined and granted by
the Society with approval of Government.

Leave Salary : means the monthly amount paid by the Sodaety

to an employee on leave.

Pay : means the amount drawn monthly by an employee as

(i) the pay, other than special pay or pav grunted in  view of
his personal qualificadons which has been sanctioned for a
post held by him substantively or in an officiating capacity or
to which he is entitled by reason of his position in cadre, and

(ii) personal pay and special pay.

Personal pay : means additional pay granted to an employee.

{a) to save him from loss of substantive pay in respect ol a perma-
nent post due to 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.

Special pay : means an addition ol the nature of pay to the

emoluments of a post of an employee granted in consideration

of the following :

(a) Where a post would call for a higher scale of pay in view
of the additional or higher responsibilities attached toitor ;

{b) where the nature of work is specially arduous.

or

(¢) where an employee has to atend 10 work in addition to

normal duties avtached to his posi.

(23) Substantive pay : means the pay other than special pay. Personal
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(24)

(25)

(26)

@7

(28)
(29)

pay or emoluments classified as pay by the socicty o wincin o
employee is entitled on account of holding a post to wh b e i
been appointed substantively or by reason of hix !
position in a cadre.

Note : When a special pay is granted in lieu of a highcr time
scale such special pay will also count as substantive pay provided
the officer holds a lien on the post to which the special pay 15
attached.

Time scale of pay : means pay which subject to any conditions
prescribed in these rules, rises by periodical increments from a
minimum to maximum. It includes the class of pay known as
progressive.

Subsistence Allowance : means a monthly grant made to an
employee who is not in receipt of pay or leave salary.
Travelling Allowance : means an allowance granted to an
employee to cover the expenses which he incurson vavelling
in connection with the affairs of the Society.

Public Conveyance : means a Train, Steamer, Bus, Boat or other
conveyance which are regularly used for the conveyance of
passengers.

Managing Director : means the Managing Director of the Society.
Cadre : means the strength of a service or part of a service
sanctioned as a separate unit.



CHAPTER - III
General Conditions of Service.

8. Apponting Authority :

(a)All appointments to the posts, shall be made by the Managing
Director subject to Rule 9 of the Rules and Regulations of the
Society. All such appointments shall be subject to the approval
of the Governing Body or a Committee appointed by the
Governing Body for this purpose.

(b)All appoinuments to posts by deputation from Government
Departments and other Quasi Government organisations
shall be made by the Managing Director and such apppomt-
ments shall be subject to restrictions mentioned in sub
rule (a).

(c) Appointment to the post of Managing Director shall be made
by the Government.

9.  Method of appointment : Recruitment to the posts are made by
(a)Recruitment through P.S.C.or as prescnibed by Government

from time to ume.

(b)direct recruitment either by means of an advertisement or
other methods as approved by the Governing Body.

(c)appointment of employees, borrowed from State or Central
Government departmc:nts, and other statumory bodies.

10. Employees absent from duty on leave etc.

The absence of an employee of the society from duty whether
on leave or on foreign service or on deputation, whether his lien
in a post horne on the cadre of the Socety is suspended or not, shall
not render him. if he is otherwise fit, ineligible on his return :-

(a) For re-appointment to a permanent or officiating vacancy in
the cadre of post on which he may be on probation.
(h) For promotion from a lower 1o a higher category in the
service, as the case may be, in the same manner as il he had
heen present. He shull be entitled to all privilages in respect



of appoim.menr.. seniorit}r. pmmﬂ\tiuu and  confirmation
which he would have enjoyed but for his ihsence subject to

his completing satisfactorily the period of probation on

his return.
(c) No permanent employee shall be granied leave ol any kind
fora continuous period exceeding  five years,excepl o

to takeup employment elsewhere

(d) When an employee does not resume duty after remaining on
leave for a continuous period of five years or when an
employee, after the expiry of his leave remains absent
from duty, otherwise than on foreign service or on accouni-
of suspension, for any period which together with the period
of the leave granted to him exceeds three vears. hus lien
shall, unless the Governing Body in view ol the exceptiona!
circumstances of the case otherwise deteinuic . be deemed
to have been terminated and he shall cease 10 be i the
Society's service.

11. Declaration to be signed by Employees :

Every emplovee on being admitted to servive of the Society
shall sign the declaration form (Form - 1) regarding the conditions of’
service in the Society signifying his consent to comply wiih the rules
orders and regulations of the Society. The employces already in
the service of the society shall sign and submit 1o the Managing
Director such an undertaking in the prescribed torm within two
months of implementing the service rule in the socien

12. Confidential Report :

A Confidential Report in the prescribed form (Form Ne i)
shall be recorded countersigned and kept under sale custody
annually in respect of all employees by the Managing Director
or any officer/officers authorised by the Society in that behall.

(a) The objectives in writing the Confidential Report ol Giny
employee is to obtain an objective assessment of the work
and conduct of an employee and judge his cipacity fos
shouldering such and higher responsibilities. The reporung
officer is expected to give a frank, full und unbiased
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assessment of the employee’s abilities and conduct and to
facilitate such frank and unbiased opinion it is imperative
10 keep his report confidential. Adverse comments, if any
therein on the work, conduct of an incumbent shall be
communicated to him as an opportunity for sell improve-
ment. Explanation if any obtained from the employee shall
after due examination be filed as a part of the Con-
fidential Report.

(b) No Confidential Report will be maintained for Last Grade
Employees of the Society.

13. Acquisition of Movable, Immovable and valuable property :

1) Every employee shall on histher first employment in the
Society's service and thereafter annually as prescribed by the
Managing Director submit a statement of his movahle or immovable
properties in the prescribed form No 111 giving full particulars
regarding.

(a) the immovable property inherited by him or owned or
acquired by him or held by him on lease or mortgage
either in his own name or in the name of any members of
his family or relatives or in the name of any other person.

(b) Shares, debentures, cash including bank deposits inherited
by him or owned, acquired or held by him.

9) No employee shall, except with the previous sanction of the
Managing Director, acquire or dispose of any immovable property by
lease, mortgage, purchase sale, gift or otherwise either in his’her
own name or in the name of hisfher wife/husband/children.

14. (a) Unless in any case it be otherwise, distinctly provided, the
whole time of any employee is at the disposal of the society and
he/she may be employed in any manner required by proper authority,
without claim for additional remuneration. No member shall engage
directly or indirectly in private practice or trade or business or
occupation.

(b) In the light of the orders contained in G.O. M.S.
103/88/GAD. dated 11-3-88 :-
“where an employee unauthorisedly absents himsell from duty on
account of participation in any strike, how the period of such
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absence is to be treated, will be decided by the Geonernne By
with the specific approval of Government.”

15. Unless in any case it be otherwise provided, i the rules an
employee on substantive appointment to any permanent post acguines
4 lien on that post and ceases to hold any licn previonsle o juied
in any other post.

16. Unless his lien is suspended or transferred under Rule 17 an
employee holding substantively a permanent post retains o lien on

that post,

(a) while performing the duties of that posi.

(b) while on Foreign Service or holding a temporany pos,
or while officiating in another post.

(c) during joining time on transfer to another post unless he
is transferredsubstantively to a post of lower pay in which
case his lien is transferred o the new post lrom the date
on which he is relieved of his duties in the old post

id) while on leave.

(e) while under suspension, and

(f) while under training.

17. (a) The Governing Body shall suspend the lien of the employee
on permanent post which he holds substantively il he is
appointed in a substantive capacity fo a permancnl post
outside the cadre on which he is borne,

(b) The Governing body may suspend the lien of an emplovee
on a permanent post which he holds substantivelv .l he s
transferred to Foreign Service or in circumstances nol
covered by clause (a) of this rule, is translerred, whether
in a substantive or officiating capacity 1o a post it another
cadre and there is reason to believe that he will remain
absent from the post on which he holds a lien for o
period of not less than three years.

18. Employees are whole time employees of the socicty and shall
not while in service of the sociery engage inoany other teade. contric
husiness or any other job under another employer whether on
remuneration Or not.



i 4 i
—=19.  Probation and ronfirmation
i

(1) Every person appointed to any of the categories shall {11

the

(1)

(i1)

date on which he joins duty, be on probation ;

if vecruited direct or by transfer from another sei i o,
for a total period of two years on duty withir &
continuous period of three vears. and

it appointed by promotion, for total period of onc e
on duty within a continuous period of two years

(2) Where a person appointed to a post under the Socct o
probation is, during his period of probation, found un-
suitable for holding that post or has not completed his
period of probation satsfactorily, the appointing authoiiry
may :

(1)

(ii)

(i)

in case of a person appointed by promotion revert him
o T.[IH': post held by him immediately before such
dppointment.

i case of a person appointed by direct recruitmen
terminate his service under the sodiety without non e,
and

extend his period of probation to the extent necessiny
as specified in sub rule (1) above.

{3) Every person appointed to a permanent post undes (he
society, by promotion or by direct recruitment shall. on
satisfactorily completing the period of his probation. be
eligible for confirmation on that post.

(1) No employee shall be confirmed in any post unless :

(1)

such post is permanent and no one else holds o
lien on the post

(ii* the service of the employee under the society s

approved by the appointing authority.

20. Sentority :

The

seniority of employees of the society in cach categon

shall be determined by the order of the merit in which they were
selected for appointment to the grade in question. Those selected
oa an earlier occasion will be ranked senior to those selected, Lies
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21. Promotion

Based on merit and ability, seniority being considercd only
where merit and ability are approximately equal.

22, Temporary and Permaneni Service :

(1) An employee shall be temporary employee of the socien
until he is confirmed in a perinanent post under the socety

{2) An employee confirmed in permanent post under the
society shall be a permanent employee of the socien

23, Termination of Service :

(1) The services of a temporary employee may be ternunated by

the Managing Director if found unsuitable.

{i) during the period of probation following the firsi
appointment, at any time without notice: ane

(ii) if the post is temporary, at any time by a notice ol
one month in writing given by the appointing authority
to the employee, or at any time without notice on pay-
ment of one months’ pay.

(2) The services of a permanent employee may be terminated
by a notice of three months or on payment ol pay for
such period as the notice falls short of three months, o
without notice, on payment of three month’s pay, it the
post in which he was confirmed is abolished.

{(3) An employee who is given notice of termination of service
under clause (2) may be granted, during the period of
notice, such earned leave, as may be admissible o him
and where the leave so admissible, and granted is more
than three months, his services shall be terminated on

the expiry of such leave.
24. Retirement

{a) The age of retrement of the staff shall be 55 vears
(b) An employee shall be retired :-
(1} on his being declared medically unfit for service by a
standing Medical Board constituted by the Government .
(i) on the imposition of the penalty of compulsory
retirement.



15. It is not in the interest of the socicty to retain an unwilling
employee in service. Resignation from service shall therefore be
accepted only after setting the liabilitics outstanding against the
incumbent except in the circumstances indicued below :-

i Where the employee concerned is engaged in a work ol
! importance and it would take time to make altcrnate arrange-
; ments for filling the post, the resignarion should not be
! accepted straight away but only when alternative arrangements
! for filling the post have been made.

| 26, The appointing authority in respect of each category of post
"is the authority competent to accepl the resignution of the members
of the staff of the society.

27. Resignation ;

Subject to the acceptance of rosignation by the competen
authority, a permanenttemporary emplovee way, by notice ol
three monthslone month in writing addressed 10 the appointing
authority resign Irom service of the society

e —

| Provided the appointing authenity way, it it deem proper in
- any case permit a permanent/temporary employes to resign from
" " " o

' the service on notice of less than three months/one month.

T 28, Date from which resignation becomes effectives

&

i

F. The authority competent Lo accepl resignation should decide
| the date from which the resignation should become effecuve. The
i date imay be tha with effect Jrom which aliermive arrangenicnis
¢ can be made for Gilling up the post. Where an employee is on leave.
| the competent authority should decide whether he will aceept the

resignation with immediate elfect or with effeat from the dare Tollow-
' ing the termination of the leave. There is also no objection 1o an
ing permitted 1o resign his post without re-

employee on leave be
authority so decides

joining duty alter leave, provided the appointing
with due regard to the administrative convenience ol the Sodety,
Where period of notice is prescribed which an cmplovee ol the
Society should give when hie wishes 1o resign [rom service, thwe
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competent auihority may decide to count the period of T e o s
the notice period. In other cases also it is open to the compeieni
authority to decide whether the resignation should becoie cilecive
immediately or with effect from some prospective date. i ihie Lt
case, the date should be specified. -

29. Authority competent (o permit withdrawal of resignation.

A resignation becomes effective when it is acceprod and the
employee relieved of his duties. Where a resignation has not become
effective and the employee wishes to withdraw it, it is open to the
authority which accepted the resignation either to permit the
employee to withdraw the resignation or to refuse the request-
for such withdrawal. Where however a resignation has heconie
effective, the employee is no longer in the service of the society.

30. Service books and Character Rolls

(1) The society shall maintain a service book in respect of each

employee.

(2) The entries in the service book of an employee shali be
authenticated by the Managing Director or any other officer
duly authorised by the Managing Director.

31. Contributory Provident Fund Scheme.
-Contributory Provident Fund Scheme for the employees
of the society will be introduced. Necessary rules for the same

will be issued separately with the approval of the Governing Body.

31. A. Formation of Service under the Socety

The Service will be formed after the approval of the rules by
the Governing Body, with the persons who are iworking  in the
society, whose appointments are regularised by the Governing body.



CHAPTER-IV
Pay

32. Except in the case of personal pay, the pay of an employee shall
not be increased 5o as to exceed the pay sanctioned for the post,

33. An employee shall, on his appoiniment to a post on a time scale,
draw pay at the minimum of the time scale, unless the appointing
authority decides that he shall draw pay at any higher stage.

34. Where an employee holding a post in a substantive temporary or
officiating capacity is promoted or appointed in substantive,
temporary or officiating capacity to another post carrying a higher
time scale of pay, his initial pay in the higher time-scale ol pay shall
be fixed at the stage next above the paynotionally arrived at in the
lower time-scale of pay by increasing the actual pay drawn by hin
in the lower time scale by one increment. A refixation of pay will
be allowed whenever there is a change of pay in the lower time scale.

Provided that the provision of this rule shall not apply w0
promotion from posts carrying a scale of pay, the minimum of
pay of which exceeds Rs. 1300/-.

Provided also that where an employee is immediately before
his promotion or appointment to a higher post, drawing pay at the
maximum of the time scale of the lower post his initial pay in the time
scale of the higher post shall be fixed at the stage next above the pay
notionally arrived at by increasing his pay in respect of the lower
post by an amount equal to the last increment in the time scale of the
lower post.

Note - The provisions of this rule will no apply to cases of re-
vision of scales of pay relerred 1o in the lollowing rules,

35. The holder ol a post, the pay ol which is changed or revised,
shall be treated as if he were translerred o o new post on the pay,
provided that he may at his option retain his old pay until the date on
which he had earned his next or any subscguent increment in the oled
scale, or until he vacates his post or ceases o draw pay in that tme
seatle, The vption onee excrcised shall be final.
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3. Unless aotherwise menrtioned in the arders of (L
ctioning revision of the scale of pay, the following prinogle - will be
followed for fixation of pay when the scale ol pay. ol o postsessed

(a) I the pay drawn in the previous scale o less v the
minimum of the revised scale, then the pay o e revised

scale mav be fixed a the minimum.

{(h) If the pay drawn in the previous seale = o stage in the

revised scale, the pay in the revised scale mav be fived at
that stage.

{(¢) If the pay drawn in the previous scale i not a sage,
then the pay in the revised scale may be fixed o the next
stage.

37. In the case of persons joining the sacely on depuiation from
Government departments the terms and conditions ol depuranons
may be |"L‘g|-liill€d as per the rules HI}[J]i.{'HI}!{' 1o thern s Covernment
service from time to time.

38. An increment shall ordinarily be drawn as 0 moaner of conrse

unless it is withheld. An increment may be withhield from an
employee by the competent authority if his conduct has not been
good or his work has not been satisfactorv. In ardering the with-
holding of the increment, the withholding authority shall state
thé period for which it is withheld whether the post-ponement shall
have the effect of postponement of future increments.

39. Where an efficiency bar is prescribed in a time scale, the

increment next above the bar shall not be given 10 an employves

without the specific sanction of the authority empowered 1o wathhald
increments.

40. The following provisions prescribes the condiions on which
service counts for increments in a tume scale :

(a) All duty in a post on a time scale counts {or mcrements
in that time scale,

(b) All leave except leave without allowances taken otherwise
than on Medical Certificate count for increments in the
time scale applicable to a post.



41. Good service entries, incentive awards and advance increments
can be awarded in recognition of meritorious service rendered
by the employees of the Sodiety.

42. All proposals for the grant of incentive award and advance
increments in recognition of the meritorious work will be considered
by the Governing Body and decisions taken on the merits of each casc.

43. The Governing Body shall have powers to ievert an employee as a
penalty for misconduct or inefficiency from a higher o a lower grade
or post or to a lower stage in his time scale. He may be allowed
to retain his earlier pay if it is less than the maximum of the lower
scale of pay. otherwise he will be given the maximum of the lower
scale of pay.

44. (a) If an employee is, on account of misconduct or inefficiency.
reduced to a lower grade or post or to a lower stage in his time
scale the competent authority shall state the period for which it shall
be effective and whether, on restoration, it shall operate to postpone
future increments, and if so, 10 what extent.

(b) The whole time of an employee is at the disposal of the
society; hence there shall ordinarily be no question of extra re-
muneration for additional work performed.



CHAPTER - V
Leave Rules

45, In these rules:-

(a) Leave includes “Farned  leave”  “Thalb-pay oo™
“Commuted leave”, "Leave without allowinee™, “Teave oo
due”, “Maternity leave” and

{h) “Hall-pay leave™ means leave earned in respect of connplened
vears of service calculated accornding o the rules here-
in after contained.

(c) “Completed years ol Service™ means wontimions service of
the specified duration under the socien

46. Right of feaue:

Leave cannot be claimed as a0 pner of gl When oh
exigencies of service so demand, the leave ol o desorption can
he refused or revoked by the leave sanciiommg auhonn,

47. Earning of leave:

Except as otherwise provided in these rules, leave shell be
carned by period spent on duty only.

48. Commencement and tevmination of feaie:

(a) Leave begins from the date on which leave = acnualls
availed of and ends on the day preceeding the day on which
duty is resumed. _

{(b) Sundays or other holidays miy be prefised or sulbied o
ihe leave

49, Return to duty on expiry of leave:

Except with the permission of the authority which granned
leave no person on leave may return to duty Lefore the e
prriod of leave granted o him.



fi0. Combination af leave :

Except otherwise prﬁvirlerl in these rules any kind of leave
jther than casual leave under these rules may be granted in
wmbination with or in continuation of any other kind of leave.

§1. Grant of leave beyond the date of retivement :

i
! No leave shall be granl_-ed bevond the date on which an

employee must ordinarily retire.

|

ﬁﬂ. Any leave granted under these rules may be retrospectively,
ymmuted into iy other kind of leave admissible 1o the employee
t the time the original leave was granted.

Provided that earned leave shall not be commuted into leave ol
different kind

’53. Rejoining of duty on rvetwrn fram leave on Medieal Gronids.

| A person who has been granted leave on Medical Centificate
|w1]] be required to produce belore resuming duties a Medical
| Certificate of fitness in such manner andlorm as mav he prescribecd

i be prescribed.

54. Leave should always be applied tor and got sanctioned before it
is availed of except in case of emergency and lor sausfactory

reasorns.

55. Earned leave :

{a) The earned leave admissible o an emplovee shall be
on-cleventh of the period spent on duty. In respea ol
first vear of service, the earned leave admissible s one-
twentv-second of the period spent on duty.

An individual shall cease 1o carn leave when carned leave
accumulated totals to 180 chays,

{1 The maximum carned Jeave that can be granted 1o an

inclividlual a0 a0 time shall be 120 days,

(h
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(ely Farned leave may be granted oo im0 g
exceeding 120 days il the enure leve e wionesd of
any portion thereol bs spent owside Todue poosaded ths
where carned  leave exceeding a pesosl on T2 s
granted under this sub-rule, the poriod ol s leave sped
i laddie shall not in the aggregane eveeed T2 s,

A, Half pay e

The Half-pay leave admissible tooa person in respect of cad
completed year of service shall e 200 davs. The Fhall vaan Beay
may be granted o a person on Medical Ceniticare or on priva
alfairs.

57.Commuied leave: Commuted leave not exceeding halt the amoun
of half-pay leave at credit may be granted on medical ground 1o th
permanent employee of the society subject to the f(ollowin
conditions.

(a) When commuted leave is granted, twice the sonoum
such leave shall be debited to the hall-pay leave

(b Commured beave shoobed be saosctioned omly of thie sami tion
authority is satislied that there is a ressonable clianee of th
incumbent rejoining duty afier the expiry of the leave,

58, Leave withow! allowearices !
)
1

(a) Leave without allowance shall always be without pay anc
may be granted upto a maximum of 5 vears lor ;wrm;m:-q;
employees only when no other kind of leave is adinssible.

{h) Leave without allowance does not count for meremen o)
gratwity unless s on Medical grounds,

5. Leave unt die : 1

Leave under this ruie shall be sanctioned only when no othel
lesve with allowsinees is available at the credit of the emplovec, Saw
i the case of leave preparatory to retirement. leave not due iy by
granted on half-pay 1o an emplovee in permanent Llllll]l“ll'll. nt for |
period not exceeding 360 days during his entive service, ol o
which not more than 90 days at a time and 180 days in dl ooy I

i " 2 & = & x: |
otherwise than on Medical Certificates. This will be debited Againg
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the hall-pay leave which the ermplovee carmns "-'Ilh.'\'t'qtlﬂ‘lll'!-'.r|£u1.'_l;_' nol
due shall he granted only il the sanciomng authority 15 satisficd
that there is a reasonable prospect of the employee returning to elute
on the expiry of the leave and carning an equal amount of hall-pa

leave thereafier.

fifl, A f.rd.ru'uif_\' fecren

G Camnpetent authioniy oay grand toga Lenuale el

hMaterniny leave on Pull gy Lon o perid Tor 890 days Trom
the: i{.tll' al s COMTER e e A,

(hy Such leave shall oot be detnmied v the leave accoumt b

e earned leave will be earned {or the period,

() Maternity leave may be combined with leave of any othe

kind but leave applied for in contination of the former may
be granted only il the request s supported by a Medical
Certficare,

Nowe o Materoiny Teave nan also be gramed in cises ol mis-

carriage indluding abortion subject 1o the condinon tha
the leave applied Tor does not exceed six weeks ol
the application Tor leave s supported by o Medical
Certiticare,

6. Casual leave

{a}

ih)

()

tel)

14

Casual leave is not recognised as leave, Technically therefore
an employee on casual leave is not treated as absent from
duty and his pay and allowances are not intermitted,
The amount of casual leave admissible is 20 days in .
calendar year subject to the condition that the period o
absence on casual leave shall not exceed 10 days w a0 time.
Casual leave may b conmibined with Sundays and other
authorised holidays however the tal period of absence shall
not exceed 15 divs

When the period of contimuous absence exceeds 15 days,
the entire period of leave shall be treated as either earned
leave. half-pay leave, commuted leave or leave withour
allowinees,

A casual leave register should be mainined o record the
casual leave taken,



(f) No person may, except un_ier un:wvoidable ¢ircumsiacos [k
sudden illness, avail himself of casual leave unl ,

been sanctioned previously by the competent authori

{

(g) With regard to person who join the society in the middle of
a calendar year, the superior authority competent to grant
such leave will have the discretion to grant either the full
quota of 20 days or only proportion thereof after taking into
account all the circumstances of the case.

62. Holidays:

The society will have the same holidays as declared by
Government for the Government employees.

63. Special Casual leave:

Special casual leave not counting against ordinary casua! lew
be granted to an employee in the following circumstances:

(1) When he is ordered by the head of his office to absent
himself from duty on the certificate of a Medical Otficer or
sanctioning authority on account of presence of infectious
disease in his house, provided no substitute is appointed and
no extra cost to the society is involved. If however, a sub-
stitute is necessary ordinary leave debitable to the leave

account of the employee shall be granted.

Note: (1) The following diseases are treated as infectious diseases for
the purpose of grant of special casual leave.
(a) Small-pox
(b) Plague
(c) Cholera
(d) Diphtheria
(e) Cerebro-spinal meningetis
(il)Leave under this head shall not ordinarily be granted for
a period exceeding 21 days, but in exceptional cases 1t may
be granted upto 30 days.
(iii) (1) When the employee himself catches any of the infectious
diseases listed above, he should produce a certificare
from a Medical Officer not below the rank of ad



(2)

(3

(4)

(6)

Assistant Surgeon as proof and he will be granted

only eligible |eave.

When he is summoned to give evidence before a Courl

as a witness on the Government side in civil or criminal
cases in which his private iinlerests are not at 151,
the leave to cover the total period of absence is
Necessary.

When he is bitten by a rabid animal, or if it becomes

necessary to undergo anti-rabic treatment due to in-

fection during postpartum examination or other similar

causes, leave to cover the actual, period required fin

treatment (14 days) and for the journeys toand from
the nearest anti-rabic treatment centre.

When an employee in the last grade is temporarily
incapacitated on account of typhoid und cholera inno-
culation leave for one day,

Special casual leave will be allowed to employees lo
undergoing sterilisation operation for a period not
exceeding 6 days for men and 14 days for women in-
cluding holidays subject te production of a certificate
issued by a Medical Officer. This will be recorded in
the Service Book to avoid repetition or misuse.
Women employees who undergo IUCD insertion will
be granted spedal casual leave for the day of insertion
subject to producuon of necessary certificate.

64. Leave Salary :

21

(a) A person on carned leave and commuted leave is entitled
to pay and allowances at the rate as on the day before
thl:'_' ll"a'\"t.' COTMIMEences.

A person on half-pay leave is entitled to leave salary equal
to hall the pay at the rate as on the date before the leave
commences. During half-pay leave employees drawing pay
upto Rs. 605/~ will be eligible for full D.A. House rent
allowance will be admissible only for the first four months
of leave,

A person on leave without allowance is not entitled 1o
any leave salary.

]

(c)



65. All leave except leave without allowances taker oilerwise 1
on Medical Certificate will count for incremeni.

G, A leave account shall be maintained for eanch emploves,
67. Surrender of Earned leave :

Employees of the Kerala Health Research and Wellare 50
will he allowed to surrender cained leave as allowed in the e

of Government Servants,

Note : Wherever specific mention is noi made regarding any of e
conditions in the above rules, the rules in the K.S.R.s will appiy.’

CHAPTER - VI
Travelling Allowance

68. Classification of employees under the Society and the payicis of
Travelling expenses 1o them shall be governed by the provisions of
the rules in part 11 K.5.R.

9. The claims towads T.A. are 1o be finally admitted by the
Managing Director. For the journeys outside ihe Statc. Sedie THom
from the Government shall be obtained.

70. The Maunaging Director is the exccutive head of the socery and
hence the privileges concessions enjoyed by similarly pla eel g
satioms {ully owned by Government, will be allowed 1o the Managug
Director also as regards o journeys performed for the purpose of th
SOCICEY.



* CHAPTER VII

Gratuity Scheme
i], This shall apply to all employees of the Kerala Health Research
ind Welfare Society from I.1. 1985,
Pefinition

I‘l‘z, In this scheme, unless repugnant to the context ‘employees
means those whose names are on the registers of the society.

73. *Salary’ means the basic pay and does not include any allowance
o T T - e —
and denotes the average of the monthly basic pay of the emplovee
reckoned from the date of termination to the previous twelve maonths.

74. Gratuity shall be payable to the employees on termination of
service in the Society according to the scale mentioned in the schedule
below.

75. A minimum service of five vears is required 1o make an employee
eligible for gratuity under this scheme.

76. No gratuity shall be payable if the emplovee is dismissed or
removed from service for official irregularities or misconduct.

77. Completed years of service do not denote calendar year, but
number of years counted backward from the date ol termination of
SETVICES,

SCHEDULE

Scale of Gratuily payments.
1. On the death of an employee  One month’s salary for vach
while in service of the Society  completed year ol service subject
or on his physical or mental to a maximum of 20 months’ salary
disability to continue further  to be paid to his assignees or heirs
or nominees or to the disabled
employee as could be proved
from the avalable records in
respect of the service would alone
count for calculating gratuity.

11 SErvIce.

23



2. On voluntary retiremnent or
resignation of an emplovee
(a) Afier lifteen years of Gratuity at the same vare s ahose
COTIIMLOUS SCTVICS ©
i) Adter 10 years of continuous 34 of a month's caliiry Lo oo |

seTvice, completed year of service
(¢} Alter 5 years of vontinuous  1/2 meonth's salary [or each oo
service pleted year of service,

4. On termination fretirement/re-
signation of his service by the

Society,

{a) On completion ol 10 years One month's salaey Lo e oo
of continuous service and  pleted year ol service. b nod
ovel more than 26 memthe w i

{h) On completion of 9 years 7 month's salary
of continuous service.

(¢) On completion of 8 years 6 month’s salan
of continuous service,

() On completion of 7 years 5 mont h's salarv.
of continupus service.

(¢} On completion ol 6 years 4 month's salary.
of continuous service,

() On completion of 5 years 4 month’s salary.
of continuous service.

(g) The maximum gratuity payable under this shall not exce
Rs. 4.000/- in case of terminatnon of SCTVICE.



CHAPTER VIII

Conducts/Disciplinary Rules

78, Lift :

The lift provided in the paywards will operate round the clock.

79, Equifmment

Employees must take care and caution in the use of society
property and must not attempt 1o use any equipment unless they have
been previously instructed and approved by the Regional Engineer o
Civil Engineer 10 use or operate it

B0, Attendance and late coming

All employees shall report for work at the time scheduled for
various officesfinstitutions under the society and also according to
the duty quota fixed for them from time 1o tme. All employees
shall be at their work spot for the entire duration of their duty time.

81. Obligations during working hours :

(a) Every employee shall carry out the work for which he has
been employed to the best of his ability and in accordance
with the instructions given by the superiors.

{(b) Each employec is responsibile for and shall take proper care
of his/her work area and equipment in her/his charge.

{c) if an employee remains absent beyond the period of leave
criginaly granted or subsequently extended, he/she shall
lose his lien on his/her appointment unless hefshe returns
within 7 days of the expiry of the leave or hefshe explains
to the satisfaction of the superior his/her inability to return
after the expiry of hislher leave.



82. The Managing Director shall have the right w elle

tor misconduct which shall consist of the foliowing acts & e

and commissions in respect of all categories of emplovees ter vl
he is the appointing authority. In respect of all ather cnegon
the Governing Body of the society is the appointing authoniy oo
decisions taken by the Governing Body shall be fil

(a) Thelt, fraud or misappropriation  in connecinn v
society’s property.

(b) Willul damage to socicty’s property.

(c) Taking or giving bribes or any illegal graiilication.

{d) Discourtesy or unbecoming conduct towards patients nd
visitors.

{e) Drunkness, riotous or disorderly behaviour within (h
premises of the Society paywards or any ! sadiersie ol
discipline.

{fj Habital absence without leave or contivugans
without leave for more than 7 days.

(g) Habitual break of law or rules applicable 10 the oo

(h) Addiction to drug.

(i) Wilful insubordination or disobedience whether alone orin
combination with another or others of any reasonable orders
of a superior.

(j) Frequent repetition of acts of negligence or neglect'ol work

(k) Overstay of leave without proper authority or satislacton
explanation.

() Engaging in a trade, money lending or any other busmess
within the premises of the Society.

‘m) Exhibition within the society premises of any hills o posters
without the permission of the Civil Engincei/Regioni]
Lngineer/Managing Divector

() Refusal to work on any other job as may e reguize:d In
his superior for bonafide reasons.

(0) Holding or attempting to hold niceting within the promses
of the Society's buildings/ without the sanction ol the be
of oflice.

(p) Sleeping while on duty.
(1) Gambling within the premises of the Socicty's butldings
() Intidating, assaulting or threatening any perses il



the Society's premises,

(s} Conviction by a Court of law for a o vl olfence invelving
normal perpitude or entailing punishaen by unprisenment

(1) Furnishing false information at the tme of employment in
respect of details about himsell, parent. age, qualifications.
previous experiences el

(u) Divulging of information regarding the Society except 10
proper authorities in the Sociery.

(v) Any other misconcduct “which will be against the interest
of the Society.

B3, Adwinistralive }n'nrrdu:rf to deal wih miscondiet

No order or punishment shall be nude unless the employee
concerned is informed in writing of the alleged smsconduet and s
given an opportunity to explain the circumstances alleged against him
and in every case of dismissal or where ciroanisianoe. appeat 1o watanl
i1, the Managing Director will institute independen encuiries belore
dealing with the charges of misconduct asatnst he employees. An
emplovee may be suspendaed withou salary pendiog enguiry inte the
charges against him, An order ol suspension pending enguiry into
alleged misconduct shall be iy writing and will ke ctfea
immediately on delivering 1o the employee. The abwove order shall
sel out in detail the alleged misconduct and the employee shall
given an opportunity of explaining the circumstances alleged against
him. If on enquiry the order is confirmed, the employee shall be
deemed_to have been absent from duty for the period ol suspension
and shall not be entitled w0 any remuneration for such period. 1f
however Theorder s rescinded, the employee shall be deemed wo have
been on duty during the period of suspension and shall be entitled

1o the same salary benehis as would have been received iF hefshe
-

hiad not been suspended. Such enquiry may he commenced as early as
possible and completed within two momithis,

In awarding punishment, the competent authovity shall take
into account the gravity ol misconduci, previous record Qb anv ol
the employee and any other exteniating crcumstaices thatt ity exist
A copy of the order passed by the authority shall be supplied 10
the emplivers concerned
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The superior officers shall have the vl o e i
honalide reasons, an employee to do any work ot b thone the wor
on which hefshe is usually engaged.

' a particular employee has any gricvances aris "
histher usual employment, hef/she must inform the siame o loshe
immediate superior. If hefshe does not get reliecl or rophe woin

a fortnight hefshe is at liberty to represent the mater 1ol s
higher authority.

subsistance allowance at an amount equa] to the leave sl I||:]-i
the officer ‘I-'-ﬂlﬂ[TTld\t‘dl‘HWﬂ had he been on leave on haliopoe e Ve

on the date of a.u-'.twmm.n,_hu:. the benelit ol any aereise i .-.:}4

due 1w ul_l{_‘ml:_lll_fajhng due-during the period ol suspeiisio ~1Iq
not be ;Idll!l‘ﬁll}ll‘ tluring the pﬂlnd

During the period of suspension the emplovee sholl e josi |

Note: In all cases not specifically mentioned vnder this ol the
provisions of Kerala State Civil Service Classilicatins Con 1ol
and Appeal Rules will be binding on the emplovee o the
Sl



CHAPTER - IX
Employees Medical Benefit Rules

Rules applicable w ihbe Govermment Servants ol Kerala Stare,
Her the medical benefi, will e mude applicable 1o the society stafl
Lo time o e,

84, Title :

Phese rules shall be called the Kerala Health Research and
Wellare Society Employee’s Medical Benefit Rules.

BS. Fxteni

These rules shall come into elfect with immediate effect.
86, Defintteons -

Employees means a whole time employee of the Kerala Health
Research and Welfare Sodiety, Authorised Medical Auendant means

the Head of Medical Insttutions notified by the Socicty for the
purpose {rom tme o tme.

Note : Notified by the society means all Government Huospitals,

Family means and includes the wife or husband, children and
parents wholly dependent upon the employee.

87. Medical Attendanee

Means the prolessional advice and care during sickness of
injury at a Government/Institution. It includes such surgical treat-
ment as is available at the above centres as ulse any clincal in-
vestigations available ar these institutions.

BH. Medicines: do not include proprictory preparation for which
equally effective alternative preparations are availuble, prinary
foods, onics ete. Reimbursement will be permissible anly il the
haspital is unable 10 procure the drug.

29



B0, Persons entitled to free Medieal Altewddanee ool exren A "f'd
Attendarne

{a) Emplovees are entitled 1o Free medical atiendano e o
iver of whether they are on dury on beave, any where withi
the State, i

(1) Family members of emplovecs are entitled 10 i
attendance  Tree of charge io the same estonn as |
cmployee himsell/hersell

(c) I hospitalisation s considered  necessary, Dree m:ui
attendance will be admissible exceeding 3 days aned not mo
than 30 days for self and Tamilv members: Phis honelin w
he admissible Tor matermity porposes also

4. J'lpp.l'!-r'rlﬁu'ﬁl_\' fee wlfien swstems of Teeatmeni

Free Medical anendance under these rules s availalle cith
under Allopathic systems or under other systems of medicine
Homoeopathy, Ayurveda etc. But no person will be entitled 1o tr
Medical awendance under more than one svstem spalimeons
Claims for reimbursement of medical expenses under these pul
sttt be accompanied by a declaration in the torm given below i
addition to all other documents prescribed under the rules for
claim.

B, i el R emploved umiler ke
Health Research and Wellare Society and .. (e an
relationship) of mine/have/has been under treatment ar the Hospic
Dispensary at my/his residence during the period of teatment bro
.................... I ceceeeciennenssanid hedshe haverhas  vecenced ol
benetit of only one system ol treatument and not taken advaniiie o
more than one wstem simultaneously”.

Stgnature ol il |||ii'-1|-l.|.'l.";
Saane and Pesienanon



FORA OF ESSENTIALITY CERTIFICATE

I ocorndy tha 3, emplovecd an the
Kerala Healil Roseneh and Welfare Society has been under treat
ment at this Hospial/Dispevsioy as infour patient for the period
from o e andd that the under mentioned
meclicines preseribed by me in this connection were essental Lor the
recoveryithe prevertion ol serious detevioration in the condition of
the patient. They do notindlude proprietory preparations for which
cheaper substances of equal therapeutic value are available nor pre-
Jratrations which are primary foods, tonics, toilet preparations el
and not issued inoout patient department.

Name of medicines Signature of the Medical
with description and price of each. Officer in Charge.

Al bills must be attached with this certificte, duly counter
signed by the authorised Medical Auendant.

U2 Reimburement of cost of medicine provchased.

(1) Employees who are allowed  Free medicd  atendance
At their own residences or in the consulting rooms of the
authorised  Medical Auendant are entitled 1w hree supplies ol
medicines prescribed from Government hnﬁpi['.1]s.l"rlispvnsarirs!hr:;dlll
CeniTes.

(25 11 drugs essential for the effective treatment of a patiem
entitled 1o Tree Medical atendance are not available in the Govern-
ment Medical Institutions they may be purchased from the open
market and the cost of medicines including sales tax incurred theron
reimbursed to the emplovee. No employee shall claim under this
provision reimbursement ol cost ot medicme induding sales tax on
avcount of purchase ol items which e not “medicines” as delined
i Rule 88

(%) Clarms in this respect should be preferred by the employee

concerned betore tne expiny of three months, shall be accompanied by
vouchers and an Essentuiiny cosuticate as above sigued by the Medical’
Officer prescribing the medicines concerned, and countersigned by
the Authorised Medical Anendant in token of having administered
the medicine
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{4) The vouchers shall include cash bills 0l o0
In the case of credit bills, the emplovee shall oo il
hills within one month of reimbursement, failing whin b the 0
reimbursed will be recouped from the pav of 1he crmiploves

{5) The Medical charges incurred by o sooeiy copin
entitled to free Medical attendance 1 connection with bs te e
shall in the event of his death, be reimbursed 1o husdher Tesal Lo

(6) The Medical retmbursement will be Binvereo tooome oo
basic salary per annun.

FORM - 1
(Vide Regulation No. 11)

Declaration
I hereby declare that 1 |have read and understood st
regulations of the Kerala Health Research and Weltine Sovein il
1 subscribe  and agree to be bound by the said Regolane ol

amendments thereto made from tme (o tme,

1. Name in full.

ha

Designation.
Permanent Address.

Signature.

Br g e

. Witness.
(Signature with Name & Acddress)

B, Date.

=]

. Station.



FOMRA - 11

(sec Regudation No, 13)

Al Conficdlemial Bepert on Employees ol the. Kerala Health
Riescardh aned Wellare Society, Trivandrum for the year.

I sanne of cinploved,

2 Appoiniments helel during the year
fwith baned and pay and scale ol pay.

S bonal period including the period
wieler veport, that the Emplovee has
workeel under the reporting Officer.

b Ceneral aalibications for post heled
i leding any special or technical
andd professional attaimments,

3. Pupishments/specil awands during
the peniod wneler report.

i, Funess for promotion.

7. Cive anassessiment of the work and
clhivieney ol the olliver during the
poriod under repon ividle extract of
Regulatinn Noo G0 reproduced below.

Reporting Ofhicer
(NWame in block leters)

Designation.

GENERAL
Oprmian of the Managing Thrector il any {when not reporting
Otlwer) on conduct and elficiency of employee reported on.

Managing Director.

N he objecive imwnring the Confidential Report ol any employee
is tor obitin an objective sssessiment of the work as vonduct of
an emplover amd his capaciy for shouldering such and higher
esponsibilities. The Reporting Officer 15 expected o give a
[ank Tull and unbinssed assessment of the employee’s ability
aned conuduet



FOIRM NUE o

Statement of landed properties share in companies and other investments held by e
(Name and Designation) his wile relatives or friecnds (Bename) for the year ...

Lamded propers o Interest i fanded
ERE L]
Matwre amd 1 f prapcriy - E
i Extent) m E = R
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| g 4 i 5 0 7 8 1l 1 1 P B
| hereby dechine that 1o non possessed of or interested in any other landed property or in
Companies or other mvestments of any ki than what s stated above either in my bename within.
Station; Sirature
Lhue Phesigaition
Note (0 A e nun be wsed tor each transictien.
(2 Lhe propertes already acguived before the vear in question may be shown Dest (inred mk preferably)

i ente line and the new acquisitions or disposals by a second line underneath and the result showi in
o o e, Phe thived lne will be the liest line in the retuen Tor the foliowing vears.
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