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CIRCULAR
fawa: R Hififet 3g syt e, s Fraw vd st waye et arey uRom
Subject: Master Circular on duty roster, leave rules and duty management of

Nursing Personnel.

IR v IR TH-T9g R SR farg T G @t Farar & qun AR sififet oo
SIC AR TG IAHI YeT B 3R 31 Gouafkyd v & I8y § Fufafea fRwn-fAdw ot
U Sd 8, 37T Hels | uraH fhar s sifaard ghmi

In continuation of the existing instructions issued from time to time on
the subject mentioned above, and with a view to further streamline the duty rosters
and leave management of Nursing Personnel, the following guidelines are hereby
circulated for strict compliance.

I frd:

General Instructions:

o Uiy (3meRon FammEd, 1964 & FEW 3(1)Gi) T (i) & SFUR TS AR Fiftfd &
3 Faiedl & Ul ST 61 8T qUT TH1 IS i 6l BRAl G St IDRT Jah Dl
TR F AU 811 3 AT B UGN AT STHEHHR ST 38, Wiy &ifiy)
frowrach, 1965 % ST SFRTRATHS HIRATS DI STHET BT

e In accordance to Rule 3(1)(ii) & (iii) of CCS (conduct) Rules-1964, every Nursing
Personnel shall maintain devotion to duty and do nothing unbecoming of a

Government Servant. Hence, misuse of leave or willful absenteeism will invite
disciplinary action under CCS (CCA) Rules, 1965.

o foult oft RURY 7 afe AR wiftfer fadiy Rige W oIk 30 & sruar syt & orufyd w6 §,
Tg Aty (3meron Rgamact, 1964 & fAudd 8T SR 3% Siaifa IRId HIRaTS & SEi|

¢ Any instance where nursing personnel dictate terms regarding specific shifts or
abstain from duties is in contravention of the CCS (conduct) Rules, 1964 and
shall be dealt with as per relevant rules.

a1y Jadt A

Rules concerning leave:

o GBI P YR WEY 71 AN S Tbal g | (AT sraemrr ad, Faw 7-1))

e Leave cannot be claimed as a matter of right. (CCS Leave Rules, Rule 7-1).

o 3B Wipla MRBR e ff UHR F saH B SRAGR a1 R FR T 8, W
GBI F THR I gRafad el HR wdbdl ((Fad 7-2)

e The leave sanctioning authority may refuse or revoke leave of any kind, but
cannot alter the kind of leave due to applied for. (Rule 7-2).

o ITHY P! BaR WiHld (d forie I sigmre) et of fRufa o wierd g1 grft, baa
grdfas 3muraedbTe uRfRufaal & fafed SR gof HR T SRV UIBRT gRT $HIGT &
SWRId &1 Wipd & St

e No ex-post facto sanction of leave shall be granted, except in genuine emergency
cases, with reasons duly recorded in writing and endorsed by the forwarding
authority.

%‘ . 2-1“0‘”’5 Page 1 of 5



it ot SraepTyr 3mie ([ Ua/sR T Ud ulafdd sty & Sigy) uRdtad o fafd 3
H1 Q B 15 a7 gd prafey & g fasar s sifard 81

Any leave application (except CL/RH and Commuted Leave) shall be submitted
to office at least 15 days in advance from the proposed date of commencement.

U SHTHRID GBI T4 UG GBI FT YT HIT FHIGG: 99 Bi Ugell e J
TUT A YT T B} gE BHTG! | foran Syl

Half of available CL and RH normally are taken in the first half of year and the
remaining would be taken in the second half.

FIA MUTAHTA TR 3 Bres, Tt IR & sifarfiaor & a1e @b Wigd el
fopar Smem|

Expect emergency cases, no leave will be granted after the finalizations of the
duty roster.

for argufa srafRIf a1 sraerer orafy & sifde ST FTy (3ireRv) g, 1964 Td
ftea @ity Frammaeh, 1965 & Sidid SHRIRATS HIRATS B SHEAT S| 3897 faf
B SIS HIFAT T 30 Iugad ¢S AT g1 Iobll g

Unauthorized absence or overstaying of leave will invite disciplinary action under
CCS (Conduct) Rules, 1964 and CCS (CCA) Rules, 1965, which may include
treating the period as dies-non or other penalties deemed fit as per rules.

ST e U ATy feaw:

Duty Roster and Duty Offs:

GG TS AR Biftie oY ufa A8 22/23 Rive Syt HA1 gt

In general, every Nursing Personnel shall perform 22 /23 shift duties per month.

T AR Pififes B U af # 96 YL 31T wre 1Y srufa ufd 1E 08 faymH fdaw ud 03
THTY | UG R F Faa 03 Sifafad s fiaw, srufa o 99 ST 3ilte
YT SR O WIS BiT |

Each Nursing Personnel will get 96 duty off in a year i.e. 08 days off in a month

and 03 national holidays. 03 additional days off in lieu of national holidays i.e.

99 days off in a working year pro-rata basis.

T WY 3fBaH 03 S T Uh Y faw o1 wwd g1 sifiman 03 St s sifdla
SIHTY T HTHRID STHTY/UfAald SaPH & qd JAford fbu ST Iahd § YT Sfabry o
F 91C HIHS Pl G: BTG HAT GRT|

Maximum 03 duty offs at a stretch can be availed at a time. Maximum 03 duty
offs can be prefixed with EL or CL/RH and the employee must join after availing
the leave.

g I Rive & SR BTSSR (CL) AT AT @D (EL) Wipd a1 fby
ST | Paar muraerel fRufa 7 8 I Rige &% gRM uRafid $@a®™ (Commuted Leave)
TR faar fasar S|

Preferably no Casual leave/Earned leave is considered during the night shift.
Only commuted leave can be considered as an emergency during night shifts.

afe Ag F 3fd & a1 foran T §Y IR 9% ST HIg G dg, ol JaUd SYCI 30 Bl
Herdt 3ifAFa: gd A8 | B S| Faa sorawTe fRufd 7 8t Syt Sifs 3T ekl 3T
g H I S|

In case leave is availed at the end of the month and extended to the next month,
the corresponding duty off deduction will be done in the preceding month

preferably. Only emergency cases and duty off will be deducted in the succeeding
month corresponding to the number of leaves.
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o 53 AR A ferg 1Y sraeT @t HEm % SFER @ Ua/3iR TH B Bedy) W6 SIe oife
@1 Berdl 9 TPR ¥ B st

e The duty off will be reduced proportionate to number of leaves availed
(except CL/RH) by the nursing personnel for a particular month as

follows:
No. of leave availed during the month o of oft dedaition dARig Gt
month
01 to 03 No deduction
04 to 06 01
07 to 09 02
10 to 12 03
13 to 15 04
16 to 18 05
19 to 22 06
23 to 26 07
27 to 31 08
> WY YAl HEIHARID & SR WA A-28011/1/90-PMS & 3(UIerH H, Ale, H18
HHAR] T HIE H AP TGV HT 3, A1 3P IR FUINID &Y A ST 30T
B Bl Bl S|
» In pursuance of order No.A-28011/1/90-PMS from Director General of
Health Services, the proportionate days off will be cut off in case of the
employee avails leaves in a month.

o Tt & # ARFT FIfTPH! B sraeprr o T F g ot gd-Fefifva I S o s @t
o 3 H1f!l R sifafed R A US|

e Nursing Personnel in all areas should complete their pre-assigned night duty
before proceeding for leave to prevent overburdening other nursing personnel.

o Tl A A fRTT T SraT=T Bt e & SUR AR S B Held! 59 UDHR an:
e The number of night duty shall be deducted according to the number of
leaves availed during a particular month:

No. of leave availed during the No. of night duty deduction
month during that month
01 to 07 No deduction
08 to 14 01
15t 21 02
22 & above 03

o ATH 06 MR S HAT TR BN, SHTIRIHAT TS UR UG WS 913 o Febel! § dlfh
TS 1 YIS dara- JAfyd 8 9|

e A minimum of 06 nights is mandatory in the time of need; it may increase
the smooth functioning of the hospital.

AR 1fTPT BT SraeH=I IR T W yd ot gd- e I S ot e g R
e Nursing Personnel must preferably complete their pre-assigned night
duties before proceeding on leave.

-y Page 3 of 5
— U 270ee>s &




et uRad=:

Duty Exchanges:

aﬁl

Duty exchanges (morrung to evening/evening to morning) are permissible only
with valid reasons and prior approval of DNS/ANS/Ward incharge.

S 3HTh R St uRads Haa SITTH/TuATY/ 918 UHIRY $1 3rgAfd & 3rdi= g1 g

Duty exchange with personnel on off-days is strictly subject to approval of
DNS/ANS/Ward incharge.

Tt st ufvad=t @1 faftad carasiia?or fasar ST afen aur AR gemres &) 7k
YR TR i faam S sifard g1

All duty exchanges must be documented and reported monthly to Nursing
Administration.

3ifirpa 3 Yt uRad (Yo ¥ IH/RE ¥ Yu8) I Y Uld A dY HRU i,
WW/WMﬁ&mﬁﬁ%mmm%lﬁﬁmamﬁw
m&rﬁmﬁﬁgg‘?mmmﬁaﬁ FItS & 1Y SYC URad DI STAR Had STUTdDIc

Maximum 3 duty exchange (morning to evening/evening to morning) request
with valid reasons are allowed in a month with permission by the
DNS/ANS/Ward incharge. This should be documented properly. A duty
exchange with personnel on duty off is not permitted except in emergency case.

ﬁaum%ag méﬂmiwmmw@mm/

Y va/3IR g &1 f3awor:
Distribution of CL/RH:

BB SAHTR DI UASTYd STHI/IIAR/AESD @b & [Ty Sl AT JIY Uge
foran S It 8 | ST 31T Had HTHIRT J Ugd oile off 9dhd o |

Casual Leave can be prefixed or suffixed with Restricted holiday, Sunday,
Gazetted holiday. Duty offs can only be prefixed.

HfUHG: U U Ub IR H 5 oAl I sifee 3t wigpd 81 grit |

Preferably CL should not be granted for more than 5 days at once.

It Td 3, UfsfT ST 31 BIeHR 3= fHHl 31 UBR F GBI (3Hoid TP, 315
3, aRafda, g, figa s 3nfe) & ary Waifcra 81 far o1 w81

CL cannot be combined with any other recognized kind of leave viz. Earned
Leave, Half Pay Leave, Commuted, Maternity, Paternity leave etc. except RH.

geray gte vd R wed fam:

Headquarter Leaving and Reporting:

Fig ot AR Fiftfer Sia fasdt e/ afRiemoy/snfiieRe SIE/SIEt Sifh/Sitd (Gazetted
Honda%igawm@sm%ﬁﬁ@g@m%ﬁsﬁwgmaﬁﬁmaﬁﬁﬂmuﬁam
{fAard ghm|

Any Nursing Personnel leaving headquarter for any conference/training/official
duty/duty off/ GH should submit a headquarter leaving letter and joining letter
once they leave the headquarter and reach back respectively.

AP P I S Sz A § Ugd It fa Sirgfar o am sifard 81 afe sigf
AV vga =18t 1 Sl 8, a gg T S {3 Sefa wiftfe sioet St @ Ui g1
Joining report should always be taken on the same date of re-joining duties
before starting the duty after availing leave. Non receipt of joining report, it shall
be assumed that the personnel is absent from his/her duty.
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aﬁtﬂé’r%‘q:cﬁm:

IPD duty timings:

faa=or S 9Ha feraoft
Particulars Duty Timing Remark
1S - geg fRIge _ , U fR1ve H 30 fie &1
Waird- Maging shift 07:30 AM - 02:00 PM P Rﬁﬁm
1S - I Rige , e dife SEaR A @HIe 3R
A : 01:30 PM - 08:30 PM .
Ward- Evening shift IPELE 'ﬁﬁ'@ﬁ GRED
30 Min overlapping in
s - A e . each shift (except night)
Ward- Night shift ST Pk~ 500 0 for better patient care and
management

o SITITH/TUATY/ I1S YHRY &1 GHT Ud SR} SERITIR 1|

e DNS/ANS/Ward incharge timing will be as per order issued earlier.

o SMIRIpA Ul #1 Rufd &, srgufufa fRaré fafda o $aa & arew & wemy wikierdt &Y
Sferd A1eH ¥ A9 sifard g

e In case of unauthorized absence, an absence report must be submitted in
writing/email to the competent authority through proper channel.

T URUA HRIGR! ex®, Sifla YRdlg SMgfde IR, IR & e J R
S B |
e This circular is issued with the approval of Executive Director, All India Institute

of Medical Sciences Raipur.
S ugpmsama
’/Q 27) 10| 2o S
(s Ffar)

(Piyush Ujawane)
e ST (sruaTe)
Administrative Officer (Hospital)

HEYTH I[AYY
All India Institute of Medical Sciences,Raipur

Copy forwarded for information and necessary action to:-
1. O/o Executive Director, AIIMS Raipur
2. 0O/o Deputy Director (Administration), AIIMS Raipur
3. 0O/o Medical Superintendent, AIIMS Raipur
4. All HoDs, AIIMS Raipur
5. All Faculty Member, AIIMS Raipur
6. All Deputy Nursing Superintendent, AIIMS Raipur
7. All Asst. Nursing Superintendent/Ward In-charge, AIIMS Raipur
8. All Nursing Personnel's, AIIMS Raipur
9. Notice board of official website/HR Portal
10. Office copy
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