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For outsourcing HA working in OPD area
Application for leave should be submitted 07 days before except leave in emergency
situation.
In case of leave in emergency situation HA should give information immediately to
incharge/ANS via mail on phone and will submit leave from at the time of joining
after leave in dept.

Process of leave form submission.
HoD/consultant OPD (with sign) — concern ANS sign. — HA incharge (Mr.
Ravikiran, ANS) —» proceeding for leave,
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For outsourcing HA working in IPD area

. Application for leave should be submitted 07 days before except leave in emergency
situation.

. In case of leave in emergency situation HA should give information immediately to
incharge/ANS via mail on phone and will submit leave from at the time of joining
after leave in dept

. If leave is mare than 2 days, ward incharge will mention requirement of reliever on
leave form itself.

. Process of leave form submission.

Ward incharge (with sign and attach duty roster) —concern ANS sign. —»HA
incharge (Mr Ravikiran, ANS) — proceeding for leave.
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