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LEAVE REGULATIONS

1. PURPOSE

The purpose of Leave Regulations is to outline the policies and procedures for various types
of leaves offered to employees at KTH/KMC/KCD.
2. SCOPE

a)
b)

c)

d)

e)

f)

8)
h)

Leave Regulations are applicable to all employees of KTH, KMC and KCD.

These Regulations may be called Leave Regulations MTI-KTH/KMC/KCD 2021
(Amended).

All availed leaves must be entered in the leave account of the concerned employee
(i.e., Service Book/personal files and the HR Information Management System (HMIS)
and may be communicated, when inquired by the employee to the concerned
Dean/Chairperson/Director/ Manager/ Lead Consultant at the end of every calendar
year. Further, the Human Resource Department is responsible for maintaining
employee records and their entitlements in Service Books/Personal Files and HR
Management Information System in coordination with the accounts/finance
Department.

All leave applications shall be routed through the proper channel on the prescribed
formi.e., through the concerned Chairperson of the Department to the Dean (in case
of medical faculty), through the concerned Manager/ Lead Consultant/ In-charge/
Supervisor to Dean KMC, Dean KCD, Hospital Director, Medical Director and Nursing
Director respectively (In case of non-faculty staff) except the Manager Legal which
shall be submitted to the Secretary Board and Nursing Director (In case of Nursing
Staff).

Casual/Earned/Ex-Pakistan leave to the Medical Director/Hospital Director/Nursing
Director/Director Finance/Deans/Secretary to BoG shall be sanctioned by BoG MTI
KTH/KMC/KCD.

Scheduled vacations shall be governed as per the vacation policy, provided that
vacations and public holidays shall not be counted as leave unless otherwise
provided, However, any ex-Pakistan Leave during vacations shall be counted towards
the leave account as per these regulations.

Leave other than that covered by these regulations shall not be granted.

Newly appointed/newly promoted employees will only be allowed to avail
casual/sick/maternity/Iddat Leave during their probation period.
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i) The Leave Regulations MTI-KTH/KMC/KCD 2021(Amended) are defined for the
calendar period from 1st January to 31st December.

j) Sick/Casual leaves may not be deducted from Earned Leaves.

k) All leave applications must be made on the prescribed leave application form to the
appropriate authority as defined in Clause 2.1.c as for in advance as possible to avoid
disruption of work. All leaves must be approved by the appropriate authority prior
to availing the leave; failing which the period will be considered as absence and
deduction will be made from the salary along with disciplinary proceedings.

I) These regulations shall have a prospective effect and the leaves account of all the
employees till the promulgation of this document shall remain intact with a
maximum of 365 days earned leaves.

m) These Leave Regulations shall apply to the Civil Servants or any other employee on
deputation working in the Institute and Civil Servants requiring leave for longer
periods than specified in these regulations may apply to their respective parent
department. However, the service of a Civil Servant requiring leave beyond that
provided by the Institute to its institutional employees will be reverted to the parent
department.

n) All leaves shall be sanctioned and approved on the prescribed Leave Performa

o) If any type of leave exceeds its approved balance, extraordinary/unpaid leave may
be granted by the Board at its discretion.

p) Approval of all types of leave related to Executives shall be forwarded to the BOG
through the Secretary BoG.

q) If an employee rejoins duty before the approved return date, the remaining
approved leave will still be deducted from the employee’s leave account.

3. ABBREVIATIONS AND CONCEPTS

Medical Teaching Institution Reforms Act, 2015, and amendments

il therein from time to time.
' MTI-KTH ?Medi;alTeag_hrip_gVI_ng;tjtﬁqtjq_n_—[(hyberTeaching Hospital N
aMs  Quality ManagementSystem

SOP oy i_:s_t_g_r)dard Operating Procedure 7 A

HOD | Head qug_partment/ Chairman

'DQR | Departmental Quality Representative :

PM&DC Pakistan Medical and Dental Council

| KPHCC | Khyber Pakhtunkhwa Health Care Commission

 Khyber Medical Collage
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F 3 Forms ey
R Reglster
BOG 1 Board of Governors constltuted_puknder sectlon 5 of the Act
CBOG Chalrman BoGs Board of Governors ) )
| CEO Chlef Executlve Offrcer/ Dean of the Instrtutro_n A
HD _“_'_V__W_ﬁ;”_HospltaI Director appornted under section 10 of the 2 Act
'MD | Medical Director appointed under section 12 of the Act.
DE Director Finance appointed by the BOG for supervision of overall
~ financial matters. )
‘ND . Nursing Director appornted under section 14 of the Act
GOVT ' Government of Khyber Pakhtunkhwa. |
WHOSPITAL , Khyber Teaching Hospital & Khyber College of Dentistry and Medical

| services provided by them.

,,,,,,,, S A L e

7COLLEéE . Khyber Medical College and Khyber College of Dentrstry
The appointments made on contract basis for defined period of

7 CENTwRACI' B 1 time on particular terms and condition under MTI Act 2015. o
- GRADE ' The Gradlng System Approved by BOGs in the regulatlon 2022.
'SAEA—I{Yi [ The Salary approved by BOGs for the post
‘MC ‘ Management Commlttee ,
?'_EPSP | The College of Physrcnans and Surgeons of Pakistan |
ER « Employee Relations
ESS | Employee Satisfaction Survey et i e o oo
'HRO ' Human Resource Officers o
HRD ~ Human Resources Department A
HRMIS A Human Resource Management Information System i
D T Job Descrlptron L
"'MBO : x Management by Objective
‘ME Medical Education L _
'NOC No Objectlon Certrflcate H B ol )
PNC ' Paklstan Nursing Council S - e
R&S Recruntment and Selection g : |
T&D ' Training and Development e

4. DEFINITIONS
All definitions shall be as such as provided in MTI-KTH/KMC/KCD Regulations, 2022

(Amended from time to time).
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5. RESPONSIBILITIES AND AUTHORITIES

51  HROleave

e g L S ‘
5.3 | Manager HR 1
B ) R SR
55 HOD 1
56 | ND 7

57  Dean KMCand Dean KCD5

6. PROCEDURE
6.1. LEAVES REGULATIONS;

The employee shall not undertake any employment elsewhere while on leave from
the Hospital. If any employee found guilty of such misconduct, disciplinary action shall
be taken against the employee.

6.2. TYPES OF LEAVES

6.2.1. EX-PAKISTAN LEAVE (EX-PL)

a) UptoThree Weeks leave may be granted by the concerned Dean/HD/MD/ND per
Calendar year which shall be deducted from the earned leave account. Beyond
Three Weeks, the same may be sanctioned by the Board of Governors MTI
KTH/KMC/KCD which shall further be deducted from the Earned leave account of
the concerned employee in addition to three weeks.

Provided that the employee shall provide documentary proof such as visa,
ticket reservations etc.

Provided further that the earned leaves shall only be granted up to two weeks
beyond Three Weeks, as the case may be.
b) In case of Hajj/Umrah, the employee must provide documented proof such as

visa, ticket reservations etc. and shall be deducted from the Earned leave
account.

6.2.2. EARNED LEAVE (EL)

a) All permanent and full time Institutional/MTI employees of KTH, KMC and KCD
with continuation of service are entitled to avail Earned Leave.

b) Employees will accrue 1-day leave for every 13 days worked, i.e., 22 days per
year, excluding weekends and shall not be lapsable i.e., the balance can be
carried forward to the next year.

c) Atanyone time, earned leave shall not exceed more than 02 weeks.

d) Half pay leave will not be admissible.
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e) All institutional/MTI employees of KTH, KMC and KCD shall be eligible for leave
encashment of maximum 365 days of EL if available at the end of their service.
Provided that the end of service for the purpose of this clause shall mean
death during service or attaining age of superannuation or retirement.

6.2.3. CASUAL LEAVE (CL)
a) Casual leave may be granted up to 10 per annum in unusual and unavoidable

circumstances, for which a written justification shall be required.

b) If not availed, it shall be lapsed and will not be carried further to the next
period/year. Casual Leave can be granted up to a maximum of 3 days and if public
holiday/holidays occur in between, the same shall be counted towards casual

leave account.

6.2.4. SICK LEAVE (SL)
a) Sick Leave up to One week duly supported by a medical certificate shall be

grantedby the appropriate authority as defined in clause 2.1.c
Provided that the Medical Certificate shall be duly endorsed by Assistant
Professor or above.

b) Prolonged sick/chronic sick/ medical leave or leave due to serious iliness/
hospitalization beyond one week and up to 04 weeks will be endorsed/ approved
by appropriate authority/ competent authority as defined in clause 2.1.c upon
recommendation of Chairman Medical Board or Medical Board, further notified
by Dean KMC for KMC & KTH, Dean KCD for KCD, up to 06 weeks approval will be
granted by MC upon recommendation of Medical Board, so constituted and
beyond 06 weeks of sick leave shall be approved by the Board duly endorsed by
Medical Board and recommended by MC.

c) If an employee is unable to attend his/her duties on account of iliness, he/she
must inform their respective department by phone, email or any other means at
the start of the working day at earliest 01 hour prior to the start of duty shift,
failing which the employee will be considered absent.

d) An employee must apply for an extension of Sick Leave at least two days prior to
their scheduled return, failing which it would be considered as absent.

6.2.5. MATERNITY LEAVE (ML)
a) A total of ninety (90) days maternity leave shall be admissible.

b) Employee shall mandatorily avail 02 weeks of maternity leave prior to the
expected date of delivery. The remaining maternity leaves may be availed at the
discretion of the employee, either before or after delivery, as per their
preference.
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c) Forconfinement beyond the above-mentioned period, the female staff may avail
other leaves subject to balance availability as per the approval from the
appropriate authority as defined in Section 2.1.c.

d) In entire service, the said leave may be availed only 03 times beyond that the
employee may avail earned leave (subject to availability of balance).

6.2.6. SPECIAL LEAVE/IDDAT LEAVE (IL)
a) lddat Leave of 130 days (4 months and 10 days) shall be permissible to the female

employees in case of death of her husband for which a Death Certificate shall be
submitted and it shall start from the day of the death of the husband or
irrevocable divorce. It shall be ended upon completion of the said period.

b) Approval for Iddat Leave is to be approved by the appropriate authority as
defined in Section 2.1.c

c) This leave shall not be used for any other purpose.

6.2.7. UNPAID LEAVE/EXTRA ORDINARY LEAVE (EOL)
a) Unpaid Leave will not be granted under normal circumstances.

b) Unpaid leave can only be granted at the sole discretion of the appropriate
authority as defined in Section 2.1.c under exceptional circumstances for a
maximum of 02 weeks.

c) For unpaid leave beyond 02 weeks, an approval from the Board shall be sought.

6.2.8. ITIKAAF LEAVE
a) The itikaaf leave shall be deducted from the earned leave balance.
b) 10 days Itikaaf leave shall be granted with prior submission of Affidavit on Rs. 50
Stamp Paper, duly stamped by Oath Commissioner to such effect.
6.2.9. PUBLIC HOLIDAY (PH)
a) Public Holiday will be observed in accordance with Government announcements
and Notifications.

6.2.10. EDUCATIONAL/CONFERENCE LEAVE (ECL)
a) These leaves shall be allowed to faculty only, whereby eligibility for

Education/Conference Leave occurs after completing 12 months of continuous
service.

b) Source of funding for the conference must be declared to the appropriate
authority as defined in clause 2.1.c in writing.

c) All duties related to Undergraduate/ Post graduate exams shall be considered as
on duty.

d) All duties assigned by the Provincial/ Federal Government/ regulatory bodies
shall be considered as on duty.
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e)

f)

g)

h)

)

k)

1)

Request for ECL must be accompanied by official notification/invitation
letter/confirmation letter of the conference/meeting by the Professional
Society/University/Institute.

The request for ECL will be routed through the Departmental Chairperson and
where clinical faculty of Khyber Medical College is involved it shall be duly
endorsed by Medical Director, for final approval of Dean KMC and in case of KCD
the application for said leave shall be endorsed by departmental Chairman for
final approval of Dean KCD

Faculty must nominate a proper replacement/cover after the due consent of
replacement/cover prior to the departure to cover the clinical work. In case a
replacement is not available, the decision to allow ECL must include proper
justification.

On return from ECL, the faculty member should provide documentation verifying
their attendance at the conference/meeting in the form of a
registration/attendance certificate.

Educational/Conference leave (ECL) shall be considered as duty.

Employees must obtain prior approval from the respective institution for any
leave related to professional training/ career development.

A maximum of 02 weeks shall be admissible for national and international
workshops, conferences, CME’s or research activities, whether as a participant or
presenter.

Leaves shall not exceed 05 days at one time.

m) Leave for the purposes of participating in examination/council meeting etc. of

recognized medical institutions/colleges, e.g. The CPSP, RCP, HEC, PMDC etc.
along with institutional nomination for workshops/trainings (i.e., a nomination
duly forwarded by the institute) will be considered official leave/official duty
and the time will not be deducted from ECL or any other leave. Such official
leave must be approved and documented as noted above.

6.2.11. SABBATICAL LEAVE (SBL)

a)
b)
c)
d)
e)

An employee shall apply for Sabbatical leave at least 06 months in advance.

In case where sabbatical leave exceeds 01-year, seniority shall be frozen.
Sabbatical leave exceeding 01 year shall be unpaid.

Sabbatical leaves are not applicable to non-faculty employees.

Sabbatical leave is meant for the academic development of faculty of KMC and
KCD. It is provided so that the faculty members may expand existing research
programs, or develop new research programs in collaboration with National or
International experts/institutions, or for faculty members to develop or enhance
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