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POLICYAND PROCEDURES OFADMINISTRATIVE DEPARTMENT

PREFACE

Thc OlJice Procedure Manual of Amala tnstitutc of Mcdical Scicnccs is intcndcd to scrv.c

as a cornprehensive reference guide outlining the institution's policies, procedures, and

best practiccs, lt rcflects thc corc valucs, mission, and goals of thc institution, ensuring

that all administrative activities are carried out with integrity, efficiency, and

professionalism.

This manual sccks to cstablish uniform standards and strcamlinc proccsscs across all

departments, fostering a culture of transparency, accountability, and ethical conduct- It

aims to support staff mcmbers in pcrforming their dutics cffectivcty whilc maintaining

the highest standards of instirutional excellence and hurnane interaction.

By providing clear guidance and well-defined procedures, these manual endeavors to

cnhancc coordination, promotc consistcncy in dccision-making, and uphold thc

professional competence that d€fines Amala lnstitute of Medical Sciences.
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I To be a foremost teaching hospital. known for its
exceLlence in hotistic herlthcare, quatitu education
and research,

lnspiring the students to .each oul lo the poor and the
marginaLized. especialtg those in the rural areas.

Promoting innovative research that witL benefit the
humanitg.
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i Emptouing the best possib[e slafF.

:

i Providino state of-the-art facilities in an eco-friendlg
, ambience.
l

! lmparting alfordabte, inctusrve, qualitg heaLthcare to alL.

r Catering to the phgsicaL, emouonaI and spirituat needs.

, oF the patients.

: Fottowing merit-based, transparent and
non-exptoitative admission procedure.

'''t '

t ChatLenging our students to become Forward-looking.

' dedicated heaLth care persoonet. with competence.
; integritg and compassion as their haumarks.

r lnsrilting in the staff and srudenls respect For tife at
. everg stage of its growth and in att its manifestations.
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Commatment to integritg, ethicai condu€t and respeet
For LiFe.

{-i-,ir};g;i*::
Cul.tivating empathg and seositivitg in students to
ensure humanitg driven patient care.

tll ra?l Pr*iessl,iir.i;t=
lntegrating scientific rigor with principled and ethicat
medicat practice.

!-i r)'r'tri t! =.--;;n-
Fostering a supportive tamitial environment that
nurtures t!'ust and beLonging.

Aiiifiiaia!
Nurluring a culture of generositg in kncwleCg€ sharing,
menlo.ahiD, ;nd opporiun;iies ihjr enipow;ia ituden[s.
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I. ROLES AND RESPONSTBILITIES OFADMINISTRATIVE STAFF

All employees are responsible for understanding and adhering to tle procedures outlined in this

protocol. Each staff member is expected to be famitiar with the policies, carry out tasks in

accordance with established guidelines. and maintain a high standard of professionalism and

accountability. Employees should actively participate in creating a safe, efficient, ard organized

work environment by following insrructions, seeking clarification when required. and performing

thcir dutics with diligcncc and intcgrity. Compliancc with thcsc proccdurcs cnsurcs consistcncy in

operations, promotes institutional efficiency. and suppons the overall mission and objectives of
thc organization.

2. RECORDKEEPINGANDCOMMUNICATION

Documentation and Record Keeping

The institution follows a systematic documentation and record-keeping process to ensure

transpar€ncy, accountability, and rraceability of all official activities. All infonnation related to

intemal and external processes rmjst be recorded and updated in a timely manner. Incoming

documents are entered in the Inward Register, and outgoing docurnents are recorded in the

Dispatch/Outward Rcgistcr. Thcsc rcgistcrs scrvc as ollcial cvidcncc ofdocumcnt movcmcnt and

support proper tracking, reference, and auditing requiremenls. All employees must ensure

accuracy, confidentiality, and secure handling of records.

Communication Protocol

All ofticial communication must be routed through the proper channel by adhering to the

established institutional communicalion policy. Employees musl ensure that communicalion is

accuratc, profcssional, and approvcd as rcquircd by thc hicrarchy. Unauthorizcd communication

or informal sharing of official information is strictly discouragcd. Thc objcctivc is to maintain

clarity, professionalism, and consistency across all fonns ofo{ficial correspondence.
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Typcs of Communication

Official communication within thc institution may includc, but is not limitcd to:

. Intemal Conrurunication: Notes, memos. circulars, office orders, emails, and depamnental

instructions.

External Communication: Official letters, emails, notices, and correspondence with government

ageneies, regulatery bedies/ and oth€r institutions,

3. HUMAN RESOI-IRCE MANAGEMENT

Rccruitment rnd Appointmeot Procedure

Purpose

To cnsurc a fair, transparcnt, and cfficicnt proccss for attracting and appointing qualificd

candidatcs ali gned with instinrtional requircmcnls.

Appllcant Database

HR shall maintain and periodically update a database ofapplications. Applications older than one

year will be removed, except for rare/critical positions.

Vacancy Notification

lf suitablc candidatcs arc unavailablc in thc databasc, HR will advcrtisc vacancics through local

newspaperu. social media. the official website, and hospital notice boards.

Shortlisting & Scheduling

Eligible candidates will bc shortlisted, and intervie*' schedules will be communicatcd via phone

or other appropriate lneans.

/r -e.
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. Digital Communication: Emails, official messaging platfomrs, and approved digital

cornmunication s\,sterns.

. Physical / File lvlovement: Hard copy documents routed thror:gh proper file-movement

channels and registers.

All forms of communication must follow approvcd formats, maintain confidentiality, and comply

with institutional policies.
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Selection Process

. Panel Formation: Includes a subject expert, HR representative, and the priest in charge.

. Interview: Structured interviews: practical tests if required

. Scoring: Independent evaluation with consolidated ranking.

. Approval: Final selection approved by the Board and offer issued.

Background Vcrification

Education, employment, and credentials will be verified. Non-nursing patient-side staff must

undergo police verificalion before joining.

Review

Poliry will be reviewed and updated periodically based on organizational and regulatory needs.

gt lf Onbo{rditrg ,trd Orlent tlon

Purpose

To foster continuous lcarning and profcssional growth by providing stnrcturcd training programs

th.it enh.iiice eiittl,oyee skilk, align With iristituticthal grials, and siii4xirt drcelleflie in lierf(iriiiaiice
and serviee delivery.

Induction Training

All newly joined employees, including outsourced staff, undergo a formal induction program

covering the irstitution's vision, mission, values, policies, procedures, services, and basic quality

and safbty practiccs. A bricf orientation is providcd on thc day ofjoining, lollowed by a tbrmal

inductiou orgtmized by the HR Department, conducted periodically. A welcome kit is issued !o

ncw cmployccs.

Professional Training & Development

The Institute ensures ongoing professional development ttrrough departmeat-wise and role.

specific tr-aining programs, including CNE for nurses and CME for doctors, CTP for Non-teaching

sta$ Prisrn/ Sarathi for Front office staff along with other internaVon-the-jobsessions.
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Training nccds arc idcntitlcd bascd onjob rcquircrncnts. dcpartrlrcnt nccds, tcchnological changcs,

new responsibilities, or performance assessrnents. Staff are also trained in patient safety,

occupational safety, emergency response, and hospital processes. Online Iearning modules are

delivered through the olhcial e-leaming platfonn (MEDLEARN) to ensure accessibility and

compiiance.

Training Process

Training and development support ernployee rnotivation, skill enhancernent. adaptability to

changc, and productivity. Training nccds arc asscsscd during onboarding, transfcrs, tcchnological

changes. and competenc; evalual ions.

Training Modes & Methods

Trainilg may be conducted through classreoms, videos, mentoring. guided self-study. external

programs, workshops, dernonstrations, and interactive sessions.

Training Celcndar

A yearly training calendar (e calendar) is prepared by HR for all employee categories, covering

dcpartmcntal, job-spccific, and dcvclopmcntal training to cnhancc compctcncy and preparc staff

lor higher responsibi lities.

Records & Eveluation

Training attendance and records are maintained in the system and ernployee files. Certificates for
extemal training must be submitted. Training effectiveness is assessed through pre- and post-tests

and evaluation feedbaok.

Effectiveness of Training

An IET tesl is conducted alter the probation period to assess knowledge and training effectiveness.

It ensures the quality.

Compliancc & Rcvicw

A[[ employees must follow this policy. Non-compliance may lead to disciplinary action. The policy
will be reviewed ahd updated periodically as needed.
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Leave Mrnagement and Attendance

Purpase

To establish clear guidelines for leave entitlement, utilization, and approval for all employees,

ensuring faimess and operational efficiency.

Lerve Fremework

. Lcavc is calculated on a calendar-ycat basis (Jafi I - Dcc 3l).

. Employees may carry forward up to 50% ofAnnual Leave, capped at 24 days.

Lexvc EntitlcBrcnt

. lst Year: I Casual Leave (CL) per month; ESI leave through ESI office.

. 2nd Ycar: 1 CL + I Annual Lcavc (AL) pcr month; Sick Leave (SL) for non-ESI staffas
approved by management.

. From 3rd Year: Matemity Leave as per institutional policy.

Statutory Leave

. ESI Medical lrave permitted for eligible employees as per ESI verification.

Duty Leave

. Eligibld iftdi 2 yeari ofiervice; niirx 6 diyi per year.

. Grantcd for official activitics/cxams at managcmcnt discrction.

. Not applicable on holidays; approval required from Director.

Marriage Leave

. lst Year: 7 days (including LOP it'needed).

. 2nd Year otwards: l4 days (up to l0 days rnay be LOP).

Misctrrhge Leave

. As per medical advice and organizational norms.

Othcr Lcave

. Abroad Lcavq LOB Duty Leave-as per instiirtional rules ald prior approval
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Leave Application

o Must bc applicd in advancc using thc approvcd HR form and approvcd by rcporting
olllcer/HOD/CNONS.

Utilization & Restrictions

. Leaves should be planned to avoid operational disruption.

r Maximum accumulatcd lcavc at any timc = 24 days.

Guidelines

. CL + \l'cckly Offnray bc conrbincd up to 5 days.

. AL cannot be clubbed with CL: SL not clubbed with CL.

. AL must be applied in advance.

. Compensatory Offrequires eligible duty and proper miuking.

. Holiday Offallowed only when on duty before/after holiday.

. Maximum 2 CL during notice period.

Compliancc

Empkryees must follow this policy. It will be reviewed periodically and updated as required.

Performance Appraisal and Promotion

Objective

To ensure a fair and transparent system fof cvaluating employec perfomrance, supporting
profeEsiooal gowtb, and guiding deoisions related to itffeoentsr promotiorlsr coofumatior; aud

training.

Applicahili(v

Applics to all cmployccs across all dcpartmcnts and job rolcs

Appraisal Frequency

Conduclcd annually, typically in January. asscssing pcrlbrmancc fbr thc prcvious ycar

App.aisel Process

A multi-[eveI evaluation including:
. Self-evaluation
. Peer feedback
. Supen'isorevaluation

- ,Ea,Ee 6 of 30
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. Rcvicw ofKRAS, achicvcnlcnts, and contributions
Rolcs

. AppieiSdi: Iiituii6didis Sripdiviioi

. Reviewer: HOD (not applicable if employee reports directly to HOD)

Assessment Parameters

Employees evaluated on:

. Job skills and knowlcdgc

. Attitud€ and behavior

. Key Result Areas (KRAs)

Rating scale: Outstandiag / Excellent i Very Good / Average / Below Average

lncremeni

Annual increment granted in January bzsed on organizational perf<rnnance and individual rating

Promotlons

Bascd on pcrformancc, cxpcricncc, rolc suitability, and initiativc. May include intcrvicws if
positions arc limited and may involvc changc in dcsignation or salary.

Training & Development

Appraisal results are used to identiff training needs. Departments plan and deliver training

accordingly.

Communication

New employees are briefed about the appraisal process during induction.

Review

Poliey will be reviewed periodieally and updated as required'
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d. ACADEMIC SECTION - KEY SERVICES

NMC & Accredihtion Support

Admissions (UG i PG / Super-Specialty)

Thc Acadcmic Section managcs the cntirc admission process in accordance with thc CEE allotmcnt

procedurcs. It ensures timely publication of all necessary admission guidclincs, including thc list

of documents required for enrolment, and suppons students tlrough each stage of admission

formalities.

lt also verit'ies and secures all original docurnents submitted by students, organizes comprehensive

orientation progummes for newly admitted batches, and maintains accurate and updated

admission registers for every academic programme across UG, PG, and super-specialty levels.

Universitl' Examination Cell (KUHS)

The Examination Cell circulates KUHS examinatiorl rlotifications, communicates deadlines, and

overcees registration of eligibte candidates, including submission offee details to the University.

It also collects attendancc and intemal asscssment marks from dcpartmcnts, vcrifies and publishes

thcm for studcnt rcvicw, and thcn uploads thc approvcd data to thc Univcrsity portal. All rcquircd

documcnts rclatcd to cxam proccsscs, including candidatc lists, fcc rccords, and dctails of

appointcd cxam officials, arc uploadcd in accordance with KUHS guidclincs.

Thc Ccll managcs hall tickct procedurcs by downloading, vcrifying, signing, and distributing thcm

to students. It also handles all financial fonnalities connccted to examinations - appllng for

advances, rnanaging expenses, and subrniuing consolidated expenditure statements to the

Univercity. Exarnination stationery such as answers booklets and related supplies are safely stored

arnaLa lislr.ule ci Modrcr(:.r€,rc€'j r' ' _ :,'J'- -,!.age8Of 30
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The Academic Section manages all official communication with NMC, maintains statutory data

and declaration records, and coordinates course recognition and renewals. It provides full support

during NMC inspections and handles documcntation and filing for scat enhancement and ncw

coursc approvals.

i,"rffi Q +



and nronitorcd, and answcr scripts arc packcd and disparchcd to KUIIS within rhc sripulatcd

timeline aRer each examination session.

Additionally. the Cell publishes University results promptly, distributes individual mark lists to

students, and keeps institr.rtional result registers updated to ensure accurate academic records and

smooth coordination with KUHS.

Certificates & Documentation

The Academic Section handles the issuance of transcripts, MSPE, attempt certificates, Bonafide

certificates, and course recognition letters. lt processes student applications, verilies supporting

document$ and maintains proper tracking with file numbers for each request. A dedicated

certificate register is updated regularly to ensure accurate record-keeping and timely delivery of

all certifrcales.

StudentAcademlc Support

The Academic Section suppons students across UG. PG, and Intemship levels. For undergraduate

studcnts, it prcparcs and monitors clinical posting schcdulcs. maintains lcavc and duty rccords,

issues acadEmic circulan, and processes scholarship applications. For postgraduate students, the

section verifies attendance and leave dctails, managcs monthty stipend processing and reftmds,

prepares promotion orders at tlrc etrd of each acadernic year, and coordinates extension postings.

For intems, it verifies duty punching and attendance, maintains leave records. and issues internship

completion certifi cates.

Ranking & Survey Coordination

Amala lnstitute cf Modrcal S.ie.,ces lAr r.lr lr.irlr.,l : . ;,.. .1 , ,;.,,-,r. - : ,f.aEe 9-Oj 30
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The Academic Section manages institutional data submissions for national and state ranking

framcworks including NIRF, KIRB AISHE, NAAC and QAS. [t collccts, compilcs, and vcrifics

academic and administrative data to ensure accurate and timely reporting, supporting the

institution's visibility and accreditation standards.
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Scholarship Processing

The Acadernic Section facilitates scholarship applications by verifying and approving student

submissions for schemes such as MCM, CH Mohammed Koya Scholarship, and E4ranfz. it

ensures accurate documentation and timely processing to help eligible students receive financial

support.

Vcrification Scrviccs

The Academic Section handles ECFMG and other international academic credential verifications.

ensuring prompt processing and accurate submission of required documents tbr students and

alumni seeking overseas recognition.

OIIicial Commu nications

The Academic Section manages formal conrrnunication with governrnent bodies and regulatory

authonties including NMC/MCI, KUHS, CEE. FRC, DME. and DMO. lt also coordinates official

correspondence with other institutions and responds to parent queries. ensuring timely and accurate

cxchangc of infbrmation in all acadcmic and administrativc mattcrs.

5. Flnance and Accounts

The Finance and Accounts division is pivotal to An,ala Medical College's operational and

acadcmic excellence, ensuring transparcnt. irccountable, and compliant financial managernent. It

underpins institutional efliciency by overseeing budgeting, expenditure;, and resource allocztion

with precision. Budget preparation begins with departnrenlal projections of salaries, operational

costs, and academic initiatives, which are consolidated, reviewed by the Finance Committee, and

approved by the principal. Funds are allocated systematically, and expenditures are monitored to

cnsurc strict adhcrcncc to thc approvcd budgct.

Srudent fee administration is executed with hansparency and accuracy. Fees are collected througtr

authorized channels, receipts issued promptly, and all transactions recorded in detailed digital

J.t,"'l G Q
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lcdgcrs. Pcnding ducs arc trackcd, and rnonthly rcconciliations arc subrnittcd to thc principal to

maintain financial oversight. Petty cash and reimbursements are managed rigorously, with each

transaction documented and reconciled regularly. claims are verified for compliance before

disbursement, maintaining audit-ready records and financial integnry.

Intemal and extemal audits reinforce accountability, while compliance with statutory

requirements-including GST and income tax-is strictly maintained. Detailed records, including

budgets, fee registers, pefty cash books, and reconciled bank statements, supporl transparency and

informed decision-making. Through these measures, the Finance and Accounts division ensures

efficient financial stewardship, reinforcing Amala Medical College's commitment to operational

excellence and institutional integrity.

6. Procurement end Inventory MsRegement

fiie Pfddufetiietit diid Iiiveiltctry funition ehsuies tirnely acquislticih cif resources and dfficient

management ofcollcgc assets, maintaining operational continuity and institutional accountability.

It uphol<fs transparency, cost-effectiveness, and cornplizurce with regulatory standards- All

procurcmcnt bcgins with thc submission of dctailcd rcquisitions by dcpartmcnts, spccifying

requirements and justifications. These requests are reviewed and approved by the Administrative

Officer and Principal before initiating procurement. Vendors are selected from an approved list.

ensuring quality, reliability, and adherenoe to institutional polioies.

lnventory management is conducted systematically, with all items recorded in detailed registers or

digital systems. Regular stock verification ensrrres .rccuracy, minimizes loss, and identifies

requirements for replenr'shment. Obsolete or unusable items are disposed of follou,ing formal

approval, rnaintaining environmental compliance and institutional accountability. By integrating

structured procurement procedures with rigorous inventory control, the department ensures

unintemrpted operations, prudent resource utilization, and transparent asset management,

reinforcing Amala Medical College's standards of administrative excellence.
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7. Correspondence and Communicition

Handling lncoming and Outgoing Lcttcrs. AII incoming and outgoing corrcspondcncc must bc

properly registered in the o{ficial register to rnaintain an accurate record of communication. Each

letter received should be promptly acknowledged and lbrwarded to the concemed authority or

department without unnecessary delay. Outgoing leters should be verified, signed by the

competent authority, and dispatched through the proper channel to ensure accountability and

efficiency in communication.

A comprehensive and reeularly updated college email directory must be maintained to facilitate

smooth communication between departments and staff- All official notrces, announcements, and

circulars should be carefully drafted, reviewed, and approved by the appropriate authority before

being circulated. Dissemination of these communications should be donc through authorized

platforms to auure uniformity, authcnticity, and timcly delivcry of information to all concemed.

9. Dleeting Schedules and Minutes of Meetings

Mccting should bc schcdulcd wcll in advancc, and formal invitations must bc scnt to all conccmcd

members with delails sucir as date. time, venue, and agenda. During the meeting, key discussions

and decisions should be accurately recorded. The minutes of thc mceting must be prepared

promptly, reviewed for accuracy, and distributed to reievant participants to ensure proper follow-

up on decisions and assigred responsibilities-
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8. Oflicial Email and Circular Managrmrnt

10. Telephone and Reception Protocols

All tclcphonc calls should bc answcrcd courtcously and profcssionally, maintaining thc

institution's standard of cllcctivc and politc communication. Incoming calls must bc attcndcd to

promptly, and inquiries should be directed to the concemed staffor departrrent without delay. The

reception staff should also be responsible for coordinating call meetings such as College Council

Meetings (CCM) and various comrnittee or grievance cell meetings by informing members and

confi rrning participation.
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Purpose for tmoscript: -

documcnls- i.c. Dcgrcc Ccdficatc, Mark list, Council Rcgistration Ccrtificatc, Intcmship

Certificate, Passport size photograph. etc.

o The academic transcript is processed in 2 weeks time after payment ofthe processing fee.

r To minimize potential fraud, a hanscript is issued only to the applicanr candidate.

o A transcript ceases to be an "Official" transcript if it is photocopied or faxerf.

r Soft copy of academic transcript will be uploaded on request from verification authorities

with prior infonnation by the applicant to the institution afler completing all the formalities.

r Acddefiic verificatiiifl by cither countries like ECFMG-Educaticifl commission for Foreigri

Medical Graduates.

o Appiying for permanent residency abroad-

. Overseas higher education

o VISA processing & knmigration.

Disclaimer: -

r The Policy commences w.e.f. 19-05-2021.

o Past performance may not be indicative of future results.

r The Management/Head of the Institution reserves the right to amend or add to the above

policy at any time without assigning any reason.

I6.POLICY FOR BIOMETRIC PUNCHING

,\rt"x;aia
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Our institution is following two different types of Biometric Punching Machines called AEBAS

Bio Mctric machinc and lnstitutional Bio Mctric machinc. AEBAS Bio Mstric machinc is fixcd

specifically for staffs and studenls who are registered under NMC (National Medical Cornnrission)

and Institutional Bio Metric machine is for all remaining staffs emphying at Amala.
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Aadhaar-Enabled Biometric Attendance System (AIBAS) is a type of electronic time

tracking (bio metric) system which allows both employer and employees to accurately

monitor and kccp track of their time in and time out to efficicntly process employee time

workcd and lcavc takcn for monthly payroll purposcs. Thc following guidclincs havc bccn

created to ensure accurate record keeping and conrpliar:ce within the University.

Locations of Bio Metric:

AEBAS Bio metric machines are located at designated places for the ease ofuse by the

employees in Amala [nstitute of Medical Sciences, Thrissur as...

I . Mcdical Collcgc Block, ID-30988

2. MC Lccturc Hall 2 Dcvicc l, lD-30713

3. MC Lecture Hall 2 Device 2,30714

4. Mcdical Collcgc Block, lD-28067

5. MC Lecture Hall -l Device 2. lD-26233

6. MC Lecture Hall 3 Device I,ID-26227

7. Chavara Wardl8. ID-13363

8. SH Block. ID-1927

9. Chavara tslock, ID-I926

10. St Marys Block. lD-1917

Nodal Offrcer

Employee registration:

Gla +

L AEBAS Bio Metric Attendance Poli$. for NMC Staffs and Students:

Introduction:

Authorized Person of lnstitution:
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[nrploycc can start rcgistcring on-linc by subrnitting thcir dctails along with thcir Aadhaar numbcr.

. Open the webpage httos://aimsthr. nrncindia.ac.in

. Got to user registration

' Submit the details as per the instructions available there

. Employee will receive a confirmation SMS and email notification from NMC

stating that registtations cornpleted successfully along with your registration

attcndancc lD

. After approving employee registration by the institution (Nodal Officer).

employee will receive another SMS

Then again open the same webpage httns:l'aimsthr-nmcindia.ac.in

o Go to Login

. Click on " Don't have an account" to open personal login account

o Enter attendance ID and captcha

. Click on "Generate login OTP" (OTP is employee's tcmporary password)

. Login with temporary password received and cr€ate new password

. Submit and thcrr yom pagc is opcn to vic* dctails

. Punching can be donc in thcAEBAS Machine

Attendence mrrking:

Fmployees can mark their attendance on Aadhaar-Enabled Biometric Attendance System

(AEBAS) terminals installed in any building inside the Hospital cornpound, using the attendance

lD providcd to thcm. Thc dashboard rcpons would bc ablc to show thc location/building fiom

where an anployee has marked their attendance on particular day.

Punching process

Every employee will need to enter 8-digit unique ID (Attendance ID) on the touch screen ofthe

tablei and then present his bio-metric (finger print) for authentication. This may take maximr:rn of
30 seconds to finish.
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Punch In - Out:

The very first time an enrployee marks attendance in a day is taken to be his In- time. The last

attendance marked in the day is considered ro be the oul-time. This means anendances marked in

between the first and the last punch are not considered.

AEBAS Machine Time:

The work hours are calculated for 24 hours and after I2 rnidnight a date change cornes into effect

Ltte ltld Eiifly PunElr:

Recording,Marking of biometric attendance after grace period (half an hour in starting of daily

working time) and before completion of daily working hours shall be considered as "Late

coming/Early leaving' respectively and leave have to be applied acoordingly tbr the same.

Under cenain conditions when an employee cannot "punch in" at the institulion, the employee

should fill out ths Duty Lcave (DL) form to get the prior approval fronr thcir rcporting authority

for onward submission to the HR department, faiting which the days mentioned in the fomr shall

be counted as LWA (Leavc Without Allowance).

Attendance Register:

All cmployccs should mark thcir daily attcndancc in thcir rcspcctivc attcndancc rcgistcr on rcgular
basis, other than their AERAS punching.

Leave Application

L Online:

Employees are instructed to report their leave details through personal AEBAS account.
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Employees are expected to punch in and out at their regularly scheduled times. Punch in and punch

out by thc cmploycc(s) bclorc thc rcgularly schcdulcd trmc is prohibitcd.
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Login with pcrsonal crcdr"'ntial-Sclcct Lcavc Portal-Fill thc rcquircd lcavc dctails-Subrnit

leave approval and rejection will done by Nodal Offcer on behalf of institurion.

2. Offline

Errptoyees atc requircd to fill leave application form (,iszed/rom iflstitltion HR dpt ) as well and

gct approval signaturc fiom conccmcd [n-chargc/HOD and submit to HR dcpartmcnt, failing which

the days rnentioned in the fonn shall be counted as LWA (Leave Without Allowance).

Compensator.v Work Time:

Compensatory work time eamed is based on houn worted by the concemed employee(s)

on listed holiday / gazetted holidays / national holidays ,' weekly off(s) etc as approved by

the concemed reporting authority. Based on this compensatory work time, employee(s)

may be eligible to get compensatory offin lieu of their existing compensatory offpolicy.

NMC rulcs rnd rcgulations:

As per NMC rules and regulations, faculty and senior resident doctors are required to maintain a

minimum attendance of 75% through the Aadhaar-Enabled Biometric Attendance System

(AEBAS). All rnedical colleges have to install AEBAS linked to the cornmand-and-control centre

Of NMC.

Absences from Dut5r:

Employee attendance is extremely important in our institution. Management expects

cmployccs to strivc for pcrfcct attcndancc and to arrivc for work on timc. Thcreforc, an

absence from duty or a late start orearly logout should be avoided unless there is a genuine

emergency.
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Personal Tracking:

Employee can check their attendance online on AEBAS by logging into the designated

poftal or mobile application us.ing their credentials.

Institution will prornptly transfer the AEBAS ID ol-a user upon their resignation or transt'er from

one organization to another. Ifthe destination is unknown, the AEBAS lD should be transferred to

the "Free Pool' instead olbeing blocked.

II: Institutional Biometric Attendence

Introduction:

Biometric Attendance is a tyge olelectronic tirne tracking (bio rnetric) systern which allows

both employer and employees to accurately monitor and keep track of their time in and time out

to efliciently process ernployee time worked and leave taken for rnonthlv payroll purposes.
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AEBAS ID transfer during EXIT

Locatlons of Blo Metric:

Bio metric machines are located at designated places in Amala Institute of Medical Sciences,

Thrissur as;

I l. Medical Collegc Biock -2

12. Chavara Block -3

13. SH Block -l
14. St Marys Block -2

Employee registration:

. Call Software dept. (Code-1413)

. Get the User [D from Software Departmenr

. Go to user registration

,..,,i G Q



. Rcgistcr thcir ID, namc, dcpamncnt, branch and titlc on softw'arc

. Register Fingerprint on software

. Send to Terminal

. Punching can be done in the Machine

Before giving card punching, the staffs are required to go to arch clinic & consult

dermatologist and get medical certificate. And they need to r*rite a request letter to HR

Manager and get the sign from him and submit to HR dept, and then only we can issue the

card. Based on the time period mentioned in the letter by Hr Manager we can provide the

card validity period.

i&*ata[;t

Employecs can mark thcir attcndancc on biomctric attcndancc systcm tcnninals installed in any

building inside the hospital cornpound, using their registered fingerprint.

Punching proctss:

Evcry cmploycc will nccd to touch using thcir fingcrprint on thc scnsor aftcr sclccting Fl or F2

rnodE

Punch In - Out:

An employee marks attendance in a day is taken Co be his In- tirne as Fl. The last a{tendance

marked in the day is considered to be the Out-time as F2.
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Card Punc-hing:

. Add user- tick car&-type card number on card information -- add -- restriction - access

allowed period-type period- modify and send the details to the terminal

Attendance merkirg:
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Working on 24 hours

Late and Early Punch:

Employccs arc cxpcctcd to punch in and out at thcir regularly schcdulcd timcs. Punch In and Punch

Out by thc cnrploycc(s) bcforc thc rcgularly schcdulcd timc arc prohibitcd.

Monthly Repon:

Punching time ofeach staffneed to be checked in every month and to check for latecomers and

for ovedime details.

Waming Ordcrs for Latc Comcrs:

I7. EXIT POLlCY

This Exit Policy is established to ensure a smooth, transparent, afld dignified separation process

for employees, while safeguarding institutional interests and maintaining continuity of services.
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Machinc Tirnc:

l. ls' Waming

2. 2nd Waming

3. Memo

4. l"t Salary cut

5. 2'd Salary cut

6- Suspension - for 2 days with salary cut

7- ManegcmentDiscrelion
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Objective

To ensure a smooth, transparenl, and respectful separation process for employees while

protecting instirutional interests.

Scope

Applies to all permanent, contractual, temporary and part-tinre employees across the institution.

Types of Separation

. ResiSnation

. Retirement

r Termination (disciplinary, performance, redundancy, etc.)

. Completion of Contract

. Mcdical Incapacity

. Dcath

Notice Period

Minimum noticc for rcsignation:

. Gcneral Staff& Junior Rcsidcnts - 30 days

. Senior Residents - 60 days

. Doctors (others) - 90 days

Management ma), v'aive or modih' notice period based on requirement.

Resignrti,ol Process

[,mploycc must:

. Submit written resignation to supervisor & HR

. Complete exit interview fonn

. Hand over duties and return all hospital property

. Obtain departrncnt clearance bcfore last working day
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Erit Inten ier}

HR u,ill corxluct an L'rit inten ieu to undentand sepxmtion reasons and collect lbedback.

Inlbrnration remains confi dential.

Final Settlemeot

Settlement ()alary leave encashment. reirnbursements) processed ,.vithin 30 days after last

u,orking tiar. subjcct 1,.r No-Dues clc:rrance-

Clearance & Handor er

Employee n'rust rctufl'r all hospital items. hand over liles and responsibilities, and oblain

clearancc slgnatur!'s. Norr-conrpliance lna.v dr:lay settlement and ccftilicates.

Certificates & References

. Expcricncei Sen,ice certificate lbr eruplovees leaving in good standing

. Rdiremcnt bcnclirs as applicable

r Rel'erences at tnilnagemenl discretion

Rehire Eligibititl

Fornrer crnployees lniry bc rchired subjer:t to go<xl exit record and instimtional need

Documentation

Exit-related docurlcnrr maintair:etl by IJR tbr tlinimrun 5 yeas.

This policl and procedures of administratir.e department has been dury appror.ed and rvi
come into effect from r5.11.2025. rlfanagement has the right to modif.,- these poricies at anr
time partll. or full1..

<.
PRIN(:IPAI,

DIRECTOR

'f,i:Armel

Confidentialitr.

Employees rnust nraintain conliticnrialiry e,en af(er exit. Breach rray. lead to legar action.

I L t'
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No.AIMSTSR/PNJOA2ID025|06 11.06.2025
orTrcE oRrlER

Sub: lncontives for MBBS students who scored distinction in the KUHS examinations-reg

The following students are eligible for incentives worth INR 5,0001- @upees Five Thousands only)
for their academic performance by achieving distinction in the university exanrinations held by KIJHS,

2021 Batch- Phase III Prrt I University Errminationr, February 2025

I REVATTIY ANILKUMAR
't SOPHY SUSA}..ITTIOMAS
3 ANNANNAALEX

MEERA'RAKESH
5

6.
SEBASABUT}IOMAS
MI,}IAMMED FAIZAL K
EVELYNSANJIV

2022 Bttch - Phase 2 University Examinations, December 2024

., AKASHS
J ANNAGEORGE

NEHAKURI,'P
5 JISIA ROSEV
6 ADITHYAJAY
7 SREELAKSHMILEJUMON
8 SNEETHA MERIN JACOB
9 ANJALIANN JOSE
10. AGHIL STJBIN
I l. PRIYA ELI2EBATH JOGY
12. ANANYAA
13. MERJN ELIZABETH BINO
14. JOELEDAKALATHUR
t5. FATHIMAMISI{APA

Congraulaion to the achievers

RED€FlNING
CARE
gveryday

by,
Fr. Julious Arakkal CMI

DirectorJunior Executive

_ \_(' !$,
-voi}.a uv,

Dr. Joby Thomas K
Chief Adminisrarive Off icer

Forwarded by,
Dr. Betsy Thomas

Principal

. ,i'9'
nffidauy,
Liviya Louis

Copy to: Joint Direclors, Associate Director, CFO/Int Audit, Accounts section (M.C), Mtice Board
( MC & Hosels), File (Mait Scholarship) /

@@.Qi*
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Arnat! lortiurra ot Msdical S€boce5 (An Und€naking o{ Amata cance. Hospitat Socl+g} .

Arriliatsd to Kerala Uoi€1ritg of Heitrh Scierices Accredited btJ XUHS wlth OAS A. GhlOe+ l- ,-l -
NABH A.credited & ISO 9001:205 Cenified. Arda Naga. P-O. Thrissur, Kerala. \ . '\- --:_
Ph:0487 2f,(XOOO lwrvw.amataims.org I Fo&owuson fl&Gg 'l ): .\.-l-, I

4.
ALEENA PAT'LY PATTITYAPARAMBIL
AR'{,JNPRASAD

7.
E.

9.

l. ANJANAKAMATHA

4.

'b


