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u$s (PLAN 5

FI,AI{ 6

PLAN 7

Call back the staffs those who are in long leavel matemity leave if applicabie

Cail back the resigned stati nurse. hostiiities and nearby quaiified residenis

for additiolal duties

Final year sfudents from all medicai and paramedical coumes
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8.GEI{ERAL POLICIES

Ref'er employee guidehook

One Arnala---+ Hospital ---+ Quality & DTC updates -+EmploS,ee 
guidetrook

s.l.MAIYPOWERPOLICY

8,1,1. Purpose

The purpose of this Manpower Plauling Pol-icy is to estabiish a strrictured. responsir,e, and
forw-ard-lookirrg vvorkforce strategy that ensures optirnal statliug ler..e1s. enhances employee
satisfaction and retention" anrl aligns qjth the strafegic goals of the hospital, including -*ervice
expansion and teclurological adaptation.

8.1.2. Scope

This policy applies to all departments. staff categories (clinical and non-clinical), and human
tesources persounel responsible tbr workforce plarudng, recruitfirent. retentiofl, and performance
rnanagement.

8.1.3. Responsihility

a) Hurnan Resources Department: kad coordination and inpieueniation of the manpo\4er
planning fraurework.

b) Departmental Heads: Provide insights on departrnent-s1-rssig. requirements and r.aliclate
projections.

8.1.4" PROTOCOL

A vacancy in the hospital may arise under the foilowing circumstances:

i. Resignation of existing staff

ii. Retirement of existing staff

iii. Identified need t'orNew post in any department

The procedrue to be followed is as below:

a) Manpower Requisition Fsrms:

The concerned depafiment shall obtain the appropriate manpower requisition fbnn fiom
the Human Resonrces (HR) Department.

r Fonn tbr replacement of Resigration,&.etirement stafl'.

r Fonrr to request l.iew Fost.

b) Approval Requirements:
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a For replacement, the lorru mnst be signecl and approved by the .Ioint Dilector

For creotion of ii*i'pcsts. the ibim miist be signed and approved b;; the Director

c) Compiiance Recpiirernents:

a All recruihtent processes shall be undertaken in alignment with the hospital's
-.:^:.--- ^--l --^ :^^:^..! tsrltrr dltrl ttl,\sl(It.

In the case of recruitment of doctors, the process must adhere to the nonns and

regulatious of the National Medical C-ommission (NMC).

In the case of nurses^ the process rnust comply N,ith tlie standards set by the Indian
Nursing Council {NCl).

8.1.5. Key Components of Manpon'er Planning

a) Demand Forecasting: Predict future stalf needs (Man Pou.er Plan) based on factors like
patient volume, service mix, and teclurological advancements.

b) Recruitment: Attract qualified candiclates through targeted strategies by qualification &
^--- ^-.: _-_- ^ ^rA lJE1lEllus,

c.) Retention: Motivate and incentivize existing stafTto stay, if tbund l1ecessary/-

d) Stantlartl Working Hoursr Unless otherrvise specilied by the terms of individual
erlplopnent, the standard ',l.orking irours fbr all employees shall be 48 irours per w'eek.

8.1.6. Procedural Compliance

Al1 malporver planning ili'ocess€s under this pcrlicy riust stdctiy follo-w tire procedures detailed in
Page No. 2l of the HR Manrral.

8.1.7. Rer,iew and Amendments

This policy rvi1l be revierved periodically or as requirerj lrased on irospital grou,tlr. external
healthcare regulations, or interual audit outcoues. Amendments shall be rnade only'alter approval
firin ihe managetrreni.

8.2. CONTINGEI\CY PLANNING POLICY

8.2.1. Purpose

This Policlr is estabiislied to ersure uninterrupted healthcare service delivery duling emergencies,

public health crises^ or other extraordinary circumstances that may disrupt regular stalfing levels.

The ob.|ective is to fbnnalize a contingency stailing frarnervork that prioritizes continuity of patient

care, protection ofhealthcare persorurel, and efficietrt resolrrce deploynent.

8.2.2. Scope

This Policy shall apply to al1 employees. telnporary pelsonnel. contracted sen-ice providers.

volunteers. and externai partrers engaged by Amala Institute of Medical Sciences in the provision

ofheaithcare services durilg a declared erxergellcy or contingency situatlon.

8,2.3. De{initions

a) Contingency Statfing: A set of adaptive lruman resource practices undertaken driring

emergencies to address stalfing shortages or increased demand.

b) Crisis Er,-ent: Aly e r.,ent {natural or iuan-iriade) that causes sigrificant disruption to irormal
operations req,-lirhg i:::mediate iruplementation of emergenc)i respoltse prtrtocols.
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c) Vohrnteer'Persornel: Individuals including medical sfudents, retired professionals, and

otha qualified persons temporarily eagaged to assist in service delivery.

8.2,J. Conringenn lleasures

r ' Fleririe Sialhe fiamervork
. -{il sta:i mar- be cross-trailed to perfonn multiple roies, ensuring versatility in

-:nerg:nc\ deployment.
. T:mprrrar]' or conlract-based persornel, including but not lirnited to retired

proressiouais and srudents. may be engaged to augmert the rvorkforce.
o .{rr orr-call roster shall be maintained to facilitate rapid staff deploynent as required.
r Shitt e\tensions and overtime a(angernents may be invoked, with due regard to

occBpationai heaith and sal-efy norms,
b t Staff Scheduling and Rotations

r Staff shall be assigned in rotating shitts fo lrrevent latigue and ensure equitable
rvorkload diskibution.

o Fiexibie rvork scheduies may be offered to address indiviclual or faruilial obligations
without corlpromising operational readiness.

r High-priority units such as Intensive Care Units (ICUs) and Emergency Departments
sirail be prioritized for stafi aiiocation.

^\ \I^1,,,-.^.,- h./f^L:1.:-^r :^*v, t urulr(9!l .vruulllzutrvll

Medical and nursing sardents, retired personnel, and trained la,r,persons may be mobr-1ized

as voiunteers subject to appropriate l.etring and orientation.

d) Emergency Training and Orientation
r All prsornel shall receive rapid traiaiag on ernergency procedr:res, infection control

protoc+ts, and:he correct use of Personal Frctective Equipmeat EPE}.
r BRIDGE kogramme sball be provided for previously inactive or returring healthcare

worters.
e) StaffWelfare and Well-Being

The Institution shall prolide access to atental health courseling, stress management

programs, and adeq*ate rest breaks.

f) Iaceatives and Retention
. Tlazard pay, risk allowances, aad other finaacial inceatives may be approved to

acknowledge the efforts of &ontline workers.
r Institutionai recognition programs shail be deployed ts enhanee morale and staff

reteation during crises.

-e) Cootiageacy Planning for Stafllllness
r Coqpreheasive isolation and quarantine protocols shal1 be established for staff who

test pcsitive or have been exposed to limit the spread.

r Substi&rte staffs shall be maintained to snsure minimal service disruptioa.
h) EfrErEaI Collabcration

r The Imtitution shall enter into an understanding with local and national healthcare
atitis fm mutual staffing support during emergencies.

r The kstitrrioc may also coordinate with private healthcare providers for additional
wotrorcs-

il OrrcnrrcingofNm{linical Tasks

To optimia clini:al efficiercy', noa-critical sersices such as sanitation, food suppl5 ard
srrnsporr sf,ry be oit|sourced to thirdAarfy,veadors ';nder appropriate contracts.
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The Institution shall participate in regional healthcare nefivorks to pool sta6, share best
practices. and strearnline patient transfers r,vhen necessary.

k) Health and Safety Assurance
r Access to PPE shall be ensured tbr all personnel. with manclatory training ir its correct

use.

o Periodic lrealth screenings shall be conducted to monitor tltness for duty, especially
during extended shills or high-risk operations.

8.2.5. Reporting Systems

A digital and marutai reporting system shall be operational t-or statTto reporr availability, iilness,
exposure' afld operatiou;il concerns. Data from sucit reporting sirall be usetl tbr cll,namic resollrce
allocation.

8.2.6. Compliance

Iion-courpliance witir tire procedures enumerated hqrein uray result in adrninistratir..e action in
accordance with the Instifution's Discipliuary Regulations.

8.2.7. Rer,iew.

This Poliey may be reviewed anrl amende<l annuall,v or as necessitatecl by emerging publie health
advisories, regulatory mandates, or institutioeal needs

8.3. ANTECEDENT VERIFICATIO1Y POLICY

8.3.1. purpose

The purpose of tliis policy is to establish a standardised process lbr verilying the creclentiais aa6
antecedents of all candrdates seekilg employment at our hospital. This pol,cy i clesrgned to protect
the satbty and '*'ell-being of our patients. staff, and the comilugiry ir.g ser-ve.

8.J.2. Scope

This policy applies to all applicants tbr physician and nursing and parauredical positiols and ail
other staffat our hospital.

8.3.3. \rcrification

Eclucation and licensure velificafion: HR Deparhnent will veri$: that all applicants hare the

"a.'"utio@epositiontheyareapplyingfor.Tlriswi1I.invo1vecofltactixgthe applicant's schools and licensing boards to confirm tireiiae$ees, licenses, and any disciplina{
actisns.
EmplorryIent verific.ation: HR Department wili ccntact the applicant's previous employers to v-erify
iireir emplolmrent history and job perfonnance and wiii also obtain ."i'..*n"", iiom rhe appiicantt
supervisors and coileagues.

8.3.4. Additionat Requirements

a) In addition to the above requirements. all applicants for physician positions rnust also meet
. the tbllowi*g requi*menrs: Board sefiilisation in theiripecialty.
b) In addition to the above requilements. all:rpplicants fbr nursing positions must also meet

the ftrllowing recluirements :

r Current CPR certification
r Cun'enr ACLS/BLS,}{AIS/PALS certification

If not possess a certilicate' that staffs are requested to attend the course ananged by Amala Institute
of Medical sciences.
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All apptric;rnts rvili be required to complete a credentiai verilication fbnn and release all necessary
inlbrmat.ion to allow us kr condttct the required checks. The Hurnan Resources clepartrnent wili
revie'w the results of the veri{ication checki r.nd make recoarmendations to the hiring rnanager.

8.3.6. Maintaining Records

All credential r'erification records will be maintained in a conli<lential manner in accordance withapplicable lau,s and regulations.

8.3.7. Non-Compliance

Any applicant t'ho is fountl to have falsified their credentials or- who does not meet tirerequiremenrs of this policy wili be automatically disqualified liorn e*rtrrloyment.

8.3.8. Review

This policy sirail be revie'uved periodically antl ma,v be amendecl as cleeme6 necessarv to reflect
organizationai requirements and reguiatory changes.

8.4. EXIT POLICY

8.4.1. Objective

The objective of this policy is to estabiish a comprehensir,e framework governing the separation
of empioyrnent tium Amala Instituie of Meclicar sciences. u,rrether vorurtarn or involuntary. The
policy aims tQ ensure an orderly, transparent. and respectful exit process that safeguards the
interests of borh the instinrdon and the employee.
8.4.2. Scope

This poiicy shall appi-v to aii categories of employees, including permanent, contractual. part-tiine.
and temporary perscnnei. across *1r ,Jepacme*ts a,,J units of the hospitar.

8.4,3. Form.s of Separation

An einploynent relationship 
'ray 

be co*ciucled uncler the foliorving categories:
a) Resi'enatiou A voluntary separation initiated by the employ"" uy submitting a formal notice

of intent to resign.
b) Retirernent: separation upon reaching the prescribed retirenent age as defi,ed under

hospital ser-v-ice regurations or appricabre emproynent cotltract.
c) Tennination: Involuntary separation initiated by the liospitai dle to disciplinary actiou.

perfonna'ce cleficie,cies, reduncrancy, or other rarvhrl causes.
d) End of Llontractr separation upon the expiry of a iixed-term employmert agreement,

rvitlicrui rrenewal.

e) Medical Incapacity: separation arising from a certified iongterm meclical ilcapaciry or
disability, renderiug the ernployee un_fit to elischarge duties.

f) Death: Automatic cessation of employment upo, the demise of the employee.

8.4.4. Notice Periocl Requirements

The following minimum notice periods shali apply in cases of r..oluntary resiglation, unless
otheru'ise stipulated in the rnrlil,iclual employment agrcement:

a) All General Staffs& .Iunior Residents: 30 days
b) Senior Residents: 60 clai,s
c) A11 Docfors other than senior residents and J*nir.rr Resirients: 90 days

The hospital reserv-es the riglrt to waive or extencl the notice perioci basecl on operational
exigencies.
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8.4.5. Resignation Procedure

An employee intending to r-esign rnust:

a) Submit a written resignation letter addresserl to their immediate snpervisor with a copy to
the Human Resources Departrnent;

b) Complete and submit the prescribed Exit Inferview Fonn;
c) Fullill all handover responsibilities ancl retura institutional property;
d) Obtain department-wise clearance pr-ior to the lasi working ilay.

8.4.6. Exit fnterview

The Human Resources Department shall conduct an exit interview prior to the employee's
separal ion, This sha I l:

a) Ascertain reasorrs for separarion;

b) Coliect f'eedback on organizational cultnre. leaclership. ancl rvork environment;
c) Ensure confidentiality of the responses, which shall be utilized solely for institutiopal

improvement and policy revision puryoses.

8.4.7. Final Settiement of Dues

A1l pending dues shali be processed and settled by the hospital rvithin 30 (thirty) days frogr the
employee's last work.ing day. .includilg; Outsfancling salary; Leave encashment; Reimbu$emerts,
if any,

No settlement sirail be processed without submission of the dulv signed No Due fr:rur.

8.4.8. Clearance and Handover protocol

Belbre separation, the employee shall:

a) Retur:n all hospital property including ID cards. acces$ passes. meclical eqqipnent. liles,
uniforms, and electronic devices;

b) Properly hand over patient files, medical records, assignmeats, and active responsibilities:
c) Securc a clearauce signarurc fi'om each relevant department on the Exit Clearance Fonl.

Failure to compiy rnay delay the issuanee of the fural settlement or sen ice certiflcate.

8.4.9. Post-Exit Benefits and References

a) Employees w'ho separate in goocl standing shail be entitled to a Certi{icate or Experience
Letter upon request.

b) Retiring employees shall receive retirement benefits as per the applicable mles a1d
regulations.

c) Positive refererice may be pravided af the hospital's discretion for empioyees in good
standing.

8.4.10. Rchirc Eligibility

TI
jil

$
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Fomei employees niay be considered for re-einpioyment subject to
a) Apositive exit record;

b) Institutionai stailing requirements;
c) Approval by the arithorities.
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