THE KHYBER PAKHTUNKHWA INFORMATION
TECHNOLOGY BOARD

NOTIFICATION
Peshawar, Dated the 18% July 2023

No. KPI1T8 (M0 géo 2 3423‘25 -~ In exercise of the powers conferred by Section 18 of
the Khyber Pakhtunkhwa Establishment of Information Technology Board Act, 2011,
the Khybet Pakhtunkhwa Information Technology Board is hereby, pleased to make the
following Regulations, namely:

THE KHYBER PAKHTUNKHWA INFORMATION TECHNOLOGY
BOARD SERVICE REGULATIONS, 2018(as amended up to date)

CHAPTER-1
PRELIMINARY

1. Shott title, commencement and application.--- (1) These Regulations shall be
called the Khyber Pakhtunkhwa Information Technology Board Service Regulations,
2018.

(2) It shall come into fotce at once.

(3)  'Except as otherwise provided by the Act, they shall apply to the regular
employees of the Board and where applicable to the contingent staff of the Board.

2. Definition.--- In these regulations, unless the context otherwise requires the
following exptessions shall have the meanings hereby respectively assigned to them, that
is to say-

(2) “accused” means a Board employee or staff against whom action is
Z4initiated under these tegulations;

(b)  “Act” means the Khyber Pakhtunkhwa Establishment of the Information
Technology Board Act, 2011 (Act No. XI of 2011) 3and the amendments
made theteto;

(© “Appointing Authority” means the Board established under section 3 of

the Act: & ,Q_ .,C\
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Provided that the appointments made by the Managing Director
shall be placed before the Boatd for its approval and final authentication as
required under sub-section (4) of section 9 of the Act:

Provided further that if the powers of appointment are delegated by
the Board to the Managing Director then he shall be the final Appointing
Authority;

(@) “appointment date” means the date on which an employee becomes
eligible to receive full emoluments of the post, i.e., the date on which he
assumes duty.

(e “authority” means the Board or the Managing Director authorized by the
Boatd to exercise the powets of the authotity under these regulation;

63) “authorized officer” means the Managing Director or an officer
authorized by the authority to petform functions of an authorized officer
under these regulation;

() in case two or more employees o staff ate to be proceeded against
jointly under these regulations, the authotity or, as the case may be,
the authorized officer, designated ot authotized, the senior most in
rank shall be the authority or, as the case may be, the authorized
officet in respect of all such accused employees; and

(ii) the inquiry officet or the members of inquiry committee as the case
may be shall be the officet(s) senior in rank to the accused employee.

@ “basic pay” means the amount paid to the employees excluding the other
allowances;
() “Committee” means the Human Resource and Remuneration Committee,

Projects Planning and Technical Committee, Finance and Risk
Management Committee constituted by the Board;

@ “Competent Authority” means the Board established under Section 3 of

the Act;
0 “contingent staff” means a petson engaged on work charge basis ot who
is paid from contingencies; )
! ~ <
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“dependents” means dependent parents, spouse(s) and dependent
children up to the age of twenty five years and unmarried dependent
daughter. Provided that the special children shall be consideted as
dependents for life;

“family” means the family of the employee including spouse(s), children,
dependent parents.

“Functional Organ” means a group of posts or units with similar
functions, headed by a Directot, responsible for the conduct of business of
the Board in a distinct and specified sphere;

“gross pay” means the monthly pay offered at the time of appointment ot
for the time being paid to the employees inclusive of 4all taxes;

“initial appomtment” means an appointment made through initial
recruittent iti‘ac¢ordance of ‘the’ terms and conditions piescnbed by these
regulatlons otherw1$e than by prémotion of transfer;

“inquiry committee” means a committee of two or more officers headed
by a convener, as are appointed by the Competent Authority under these
regulations;

“inquiry ofﬁcer” means an officer senior in rank to the accused officer,
appointed by the authontv undcr these regulations;

“line supervisot” means a person to whom the employee directly reports;
“maximuin step” means the highest point in the pay range;

“mid-point” in'relation to pay grade is the middle point of the pay range;

st e,
Yol

“minimum step” means the first step and the lowest pay fot pay range;

mlsconduct” means conduct prejudicial to good ‘order ot service
discipline ot ' contrary to the rules and tregulations' of the Board or
unbecoming of an employee and a gentleman and includes any act on the
patt of the employee to bring or attempt to bring political or other outside
influence ditectly or ‘indirectly to bear on Board ot any employee of the
Board in respect of any matter relating to the appointment, promotion,
transfer, punishment, retitement ot other conditions of service:

4 Substituted vide 14*" Meeting of the Board
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Explanation: Willful absence without leave even for a single day is also
misconduct and makes the employee liable to disciplinary
action;

w)  “Net Pay” means the pay received by an employee and computed b
( y pay y 2oy p y
subtracting any deductions and contributions from the gross pay total.

®) “pay” means the amount drawn monthly by an employee and includes
special pay, personal pay and any other emoluments declared by the
Appointing Authority to be paid;

) “pay grade” means the pay grade for the time being sanctioned by Board
in which a post ot a group of posts of the same or similat nature are put
together within the same pay range;

(2) “pay range” is assigned to each pay grade with a2 minimum and maximum
pay;

(aa)  “pay structure” consists of multiple pay grades and each pay grade has a
pay range;

(bb)  “penalty” means a penalty which may be imposed under these regulations;

(cc)  “post” means a post sanctioned by the Competent Authority in connection
with the affairs of the Board;

(dd) *“post-qualification experience” means the experience gained in a full-
time paid job including experience of daily wages/contingent setvices and
that of the on-job training subject to its relevancy acquired after attaining
the requisite/minimum advertised educational qualifications. Period
teckonable as post qualification expetience is from date of commencement
of expetience which essentially shall be after date of attaining the
qualification (counted after the result of requisite qualification is officially
announced by the Controller of Exam of a Boatd/University concerned)
till the closing date of advertisement for a post. The expetience as part time,
honorary/self-employed and apptentice/internee shall not be considered/
counted as experience.

et

5 Substituted vide 14" Meeting of the Board

Khyber Pakhtunkhwa Information Technology Services Regulations, 2018 - Page 4



(e

(£)
(g8)
(hh)

()

)

(k)
@

“regular employee” means an employee of the Board, appointed against
a tegular post Swith an ongoing contract governed by the master and servant
relationship, after the successful completion of probation petiod, and does
not include,—

@ a petson who is employed on work charge basis ot who is paid from
contingencies; and

(i)  a petson who is employed under a project, employed as consultant
ot expett ot employed against a temporary post for a fixed petiod
of time for a specific assignment;

“regular post” means a permanent post sanctioned by the Board;

“Schedule” means the Schedule appended to these regulations;

“Selection Committee” means a committee, with a composition as
prescribed under these tegulations, on the recommendations of, ot in
consultation with which any appointment ot promotion, as prescribed
under these regulations, is made;

“Shortlisting Committee” means a committee constituted with a
composition as prescribed under these regulations to shortlist the
applicants for the selection process;

“superannuation age” means the retitement age as declared by the
Government of Khyber Pakhtunkhwa;
“Talent Acquisition Form” means the form designed for the purpose.

The words and expressions used in these regulations but are not defined in

these regulations shall have the same meaning as are assigned to them undet the Act.

3. For the purpose of these regulations, appointments to the regular post, whethetr
by promotion or otherwise, shall be deemed to have been made on regular basis if it is
made in the manner provided under these regulations.

o
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CHAPTER-2
TERMS AND CONDITIONS OF SERVICE

4. Terms and Conditions of Setvice.--- The terms and conditions of service of
employees shall be such as provided under these regulations.

5. Tenure of office of employees.--- All regular employees of the Boatd shall hold
office until the superannuation age unless he resigns or is terminated by the Competent
Authority.

6. Appointment.--- Appointment to a regular post in connection with the affairs of
the Board shall be made by promotion, transfer or initial recruitment as determined by
the Appointing Authortity.

7. Probation.--- (1) An initial appointment to a regular post shall be on probation as
given under these regulations.

(2)  Any appointment of a regular employee by promotion ot transfer to a post
may also be made on probation as given under these regulations.

3 Thete shall be no probation against any temporary post.

8. Confirmation.---(1) ‘A person appointed on probation shall, on satisfactory
completion of his probation, be confirmed in setvice.

(2)  Confirmation to a post shall take effect from the date of his appointment
to such a post.

(3) A regular employee who, during the petiod of his setvice, was eligible to be
confirmed against any post retites from setvice before being confirmed shall not, metely
by reason of such retirement, be refused confirmation to such service ot post or any
benefits accruing therefrom.

(4)  There shall be no confirmation against any temporary post.

) Seniority.--- The seniority of a regular employee shall be reckoned in accordance
with the procedure given in chapter 7 of these regulations.

10.  Promotion.--- Appointments by promotions to posts in vatious pay grades shall
be made in accordance with the regulations heteinafter prescribed. (/!\\— )
ol
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11.  ®Transfer by location.--- (1) The transfer by location of an employee of the Board
to any regional office on the same post and pay shall be made upon the recommendation
of the Director concetned and approval of the Managing Director.

(2) It shall be the sole discretion of the Managing Ditector to accept or refuse a

request for relocation from an employee under these regulations and any decision
made in this behalf shall be final.

12.  Termination of service:- (1) The service of regular employee may be terminated-

@) on one month’s notice or pay in lieu theteof during the initial or
extended petiod of the employee’s probation:

Provided that, where such employee is appoinzed by
promotion and is on probation or is transferred (in permanent
absorption cases) from one post ot Functional Otgan to another
post or Functional Organ, he shall be reverted to his former vost.
In case of promotion or absotption against the post on which the
employee is transferred, the former post shall remain vacant until
the completion of probation of the promoted ot transferred
emplqyé(:_; and

(i)  %on two months’ notice or pay in licu thereof after successful
completion of probation. '

(2)  The services of contingent staff engaged on work charge or contingent
basis shall be liable to termination with neither notice petiod nor pay in lieu thetecf.
(3)  '7The service of a regular employee may be terminated if:

@ His/her performance is not satisfactoty;

()  He/she has been consistently underperforming for 6 months and
failed to improve performance despite receipt of two wtitten notices
for bringing improvement, issued with two months’ interval; and

@) He/she has failed to meet assigned targets/key petformance
indicators (KPIs) during past six months period.

Provided that, the employee has to be informed in writing, by
his/her treporting officer with ptior approval of the Managing
Ditector, at least 4 months prior to termination of his, her

TSRS
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employment contract, on the areas where he/she has been
undetperforming, non-completion assigned targets/KPIs and
improvements expected. After passing of two months from the first
notice, second and last notice with two months’ timeline will be
served giving specific teasons and required atreas of improvement.
In case of no improvement, the employment contract will be
terminated on completion of two months petiod from second and
final notice. The appointing authority ot the committee
(Appointment Authority, Human Resoutce and Remuneration
Committee and/or the Board) that hired or promoted that specific
employee, will also act as final authority to decide termination of
employment contract in case of unsatisfactory performance.

13.  Reversion to post.—— An employee appointed on Interim Charge Basis ot Current
Charge basis shall be liable to revetsion to his lower post without notice.

14.  Retirement from service.--- A regular employee shall, without any notice
petiod, tetite from service on attaining superannuation age.

15.  Resignation from service.-—-(1) A regular employee is required to setve a written
notice petiod of Usixty days on tendering a resignation from setvice.

(2)  Ifaregular employee resigns without serving the notice petiod, deductions
shall be made in lieu of notice petiod from the final settlement of the employee.

(3)  When a resignation tendered by a regular employee has been accepted by
"“the Managing Director, it becomes final and resignation cannot be withdrawn.

(4)  Where a regular employee who has tendered resignation withdraws it before
it is accepted by the Managing Director, he is allowed to withdraw the resignation at the
disctetion of the Managing Ditector and he may continue in the post held by him without
a break.

©) If a regular employee resigns and his resignation has been accepted, he
cannot be re-instated to the post except that he may apply aftesh for any vacant post and,

11 substituted vide 12t Meeting of the Board
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if appointed to service thereafter, such appointment shall be regarded as a fresh
appointment. The seniotity, pension, leave, etc., of such a regular employee shall be fixed
in accordance with the regulations applicable to him as if this appointment was his first
appointment to setvice.

16.  Pay.--- An employee appointed to a post shall be entitled in accordance with these
tegulations to the pay as sanctioned for such post:

Provided that, when the appointment is made on acting charge or by way
of additional charge basis, his pay shall be fixed as decided by the Human Resoutce
and Remuneration Committee:

Provided further that where a regular employee has, under an order which
is later set aside, been dismissed ot removed from setvice ot reduced in rank, he
shall, on the setting aside of such order, be entitled to such attears of pay as the
authority setting aside such ordet may determine.

17.  Leave.— A regular employee and contingent staff shall be allowed leave in
accordance with the leave regulations and grant of leaves shall be sanctioned at the
discretion of the leave sanctioning authority as presctibed under these regulations.

18.  Terminal benefits.--- 1*Upon exit from setvice, a regular employee shall be
entitled to the terminal benefits sanctioned for the post as prescribed under these
regulations.

19.  Health and life insurance.-—- A regular employee and his dependents shall be
entitled to the benefits as admissible under the Health and Life Insurance coverage under
these regulations.

20.  Right of appeal or apply for review.-— (1) A right to appeal ot apply for review
in respect of any otder relating to the terms and conditions of setvice is provided to an
employee and contingent staff, and such appeal or application shall be made in written
within thirty days of the date of such order teceived by the aggrieved petson.

(2) The first level of appeal shall be filed with the authority that is higher than the
authority that had passed the initial order. If the employee ot staff member disag-ee with
the decision made by the higher authotity he may file for review to the same higher
authotity or to the Board. The decision of the Board shall be considered final.

<«

13 Substituted vide 14t Meeting of the Board
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21.  Exit administrative procedures.-— (1) In case of tesignation, the line supervisor
of the exiting employee shall notify the Functional Organ Human Resoutce of the
employee’s resignation and forward the resignation letter within three working days from
the date of resignation 'to the Director concerned, as may be applicable, for the approval
of the Managing Director.

(2)  In case of exit from setvice, the last month’s pay or pay against notice
petiod may be withheld and paid through final settlement, as applicable.

(3)  The exiting employee must complete the exit clearance form designed to
setve the purpose and get all the required signatures. The completed exit clearance form
must be handed over to the Functional Otgan Accounts to process the final settlement
and to teceive outstanding pay, allowances and other accrued benefits, if any.

(4)  Any other outstanding debt including pay advances, or value of any items
or assets of the Board that are lost or damaged by the employee ot any losses suffered by
the Board as a result of employee’s negligence ot breach of regulations by the empoyee
shall be deducted from the final payment of the exiting employee.

(5) A regular employee on leaving the Board shall be removed from the health
and life insurance coverage and any benefits applicable to him during the service shall
cease to exist.

CHAPTER- 3
APPOINTMENT BY PROMOTION, TRANSFER
AND INITIAL RECRUITMENT

22.  General.—- (1) For a regular post equivalent to and below pay grade M2, the post
description including pay grade, method of appointment and job responsibilities, and the
post specifications including education, certifications, experience, age limit and other
conditions of the post shall be recommended by the Human Resoutce and Remuneration
Committee and sanctioned by the Appointing Authority:

Provided that in respect of post of Managing Ditector wheteof the Appointing
Authority is the Board, the minimum qualifications of the post shall be sanctioned by the
Board.

4 Inserted vide 14*™ Meeting of the Board
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(2)  '6Creation and Deletion of new posts: - any new regular post(s) for creation
ot existing post for deletion, justified by sufficient gtounds, shall be recommended by the
Human Resource and Remuneration Committee and approved by the Competent
Authority.

(3)  Classification of posts: - posts are categorized into pay grades in a pay
structure based on the nature of work, amount of supervision requited, education,
experience, age limit and other conditions needed to petform the wotk, as given in
Schedule IT appended to these regulations.

(4)  Appointment to posts shall be made by any of the following methods,
namely:-

(@ by promotion of transfet of employees in accordance with
the provisions contained undet these regulations; ot

(b)  '®by initial recruitment in accordance with the provisions
contained under these regulations;

(5)  The method of appointment shall be such as laid down in Schedule T and
shall be followed in the order as given to each category in column 6 of Schedule I
appended to these regulations.

23.  Appointment by promotion.--- (1) Appointment by promotion to posts in pay
grade M3 and below shall be made on the recommendation of the Human Resource and
Remuneration Committee and approval of the Appointing Authority:

Provided that the appointment by promotion to posts in pay grade M2 shall be
made on the tecommendation of the Selection Committee constituted for the
appointment of posts in pay grade M2 and 2approval of the Appointing Authotity. Such
cases for promotion shall be initially reviewed by the Human Resoutce and Remuneration
Committee 2'that shall then put forth ??the recommendations to the Selection Committee
concerned.

(2)  No promotion in any grade shall be considered unless a post in higher pay
gtade in the same Functional Otgan is vacant:

17 Substituted vide 14" Meeting of the Board
18 Substituted vide 14™ Meeting of the Board
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#Provided that, in case of upgradation of otiginal post of Management Ttrainee, as may
be re-titled as Assistant under these regulations, on completion of two years of setvice
from the date of initial appointment, the post along with incumbent occupying the post
shall be upgraded to next higher pay grade of Officer (M7) upon the approval of the
Appointing Authority. The otiginal post of Management Trainee shall then cease to
exist. In case the incumbent cease to remain on Officer post, the post shall revert back
to Management Trainee.

Furthermore, upon upgradation, the incumbent shall be entitled to receive the pay and
other emoluments, and shall also be entitled to the nomenclature of the officer pay
grade as may be approved by the Appointing Authority.

(3)  No regular promotion shall be consideted unless the employee has served
at least three years in current pay grade.

(4)  Promotion shall be applicable to regular employees.

(5)  *No promotion shall be made unless the employee concerned has
completed such minimum length of service and fulfill the qualifying ctitetia of education
and experience as pet Schedule 1.

Provided that, for promotion to posts in S1 and S3, no promotion shall
be made unless the employee has completed such minimum length of setvice and
fulfill qualifying critetia of education as per Schedule I appended to these
regulations.

(6)  No promotion shall be made to vacant posts in a Functional Organ ot section
othet than the employee’s own Functional Organ except as may be prescribed
under these regulations.

(7) *Board shall have the following Functional Otgans, namely:

(i) Functional Organ Project Planning; é(; ] »

3 Substituted vide 14* Meeting of the Board
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(i)  Functional Otgan Technical;

(i)  Functional Otgan Finance and Accounts;
(iv)  Functional Otgan Operations; and

(v)  Functional Organ Legal.

8) 2"The Monitoting section shall function independently and directly repott to
g p y y rep
the Managing Ditector. The Audit section shall also function independently
and shall directly report to the Audit Committee.

Provided that, for the purpose of promotion, the posts of the Monitoring
section shall be considered under the Functional Organ Technical.

Provided further, for the purpose of promotion, posts of the Audit section
shall be considered under the Functional Otgan Finance and Accounts.

24.  ZEligibility criteria for promotion.--- (1) For promotion to a higher post in a
Functional Organ, the senior most employees shall meet the eligibility critetia of-

(@)  required length of service; and

(b)  possess the qualifications required for promotion to 2 higher post
under sub-regulation (5) of tegulation 23 under these regulations.

25.  ¥Promotion procedure.--- (1) A panel of not more than three senior most
employees that fulfill the eligibility critetia for each vacancy in respect of promotion to
pay grade M3 and below shall be placed before the Human Resource and Remuneration
Committee and the recommendations shall be placed befote the Appointing Authority
for the approval. Similatly, a panel of not more than three senior most employees that
fulfill the eligibility criteria for promotion to pay grade M2 shall be placed before the
Selection Committee constituted for the appointment of posts in pay grade M2 and the
recommendations shall be placed before the Appointing Authority for approval.

(20 The Human Resource and Remuneration Committee or the Selection
Committee concerned for appointment of posts in pay grade M2, as applicable, shall
evaluate the panel of senior most employees using the Cumulative Competency Index, as
given below.

7 Inserted vide 14 Meeting of the Board
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(3)  The minimum qualifying marks requited in Cumulative Competency Index
for promotion to respective pay grades shall be determined by the Human Resoutce and
Remuneration Committee subject to the approval of authority.

(4)  Under the Cumulative Competency Index (CCI), as given below, seventy
petrcent matks shall be assigned to the quantified scote of Performance Evaluation and
thirty percent marks shall be at the disposal of the Human Resource and Remunetation
Committee, or the Selection Committee concerned, as the case may be.

S.No Factor Weightage

1. | For positions below Director level, 70%
quantification of Petformance Evaluation
done by line supervisor, recommended by
Functional Otgan Directot and approved by
the Managing Director relating to current
financial year petformance evaluation and
ptevious  financial year performance
evaluation @ 60% : 40%

(In absence of Petformance Evaluation
System, the recommendation of the line
supetvisor and Ditector concerned and
apptoval of the Managing Ditector shall be
considered.)

2. | Evaluation by Human Resoutce and 30%
Remuneration Committee or Selection
Committee concetned for appointment to
pay gtade M2, as the case may be.

Total 100%

(5) The employee on the panel secuting the qualifying marks and the maximum
matks on the Cumulative Competency Index shall be tecommended for

promotion.
g

30 Substituted vide 14" Meeting of the Board
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26.  *Promotion Pay.--- (1) Promotion pay shall be paid in accordance with the pay
sttuctute given under Regulation 60 of these tregulations;

Provided that if the difference between the current pay and pay of the
highet pay grade is less than sum of three steps value of the higher pay grade then
sum of three steps value of the higher pay grade shall be added in the step of the
higher pay grade to be given to the employee.

27.  Deferment of promotion.--- (1) Promotion of an employee shall be deferred, if-

(@ an employee who has resigned shall not be considered for
promotion no matter the resignation is yet to be accepted;

(b)  disciplinary proceedings are pending against him; 320t

(9  petformance evaluation dossier is incomplete or any other
document or information requited by the Human Resource and
Remuneration Committee ot the Selection Committee concerned
for determining his suitability for promotion is not available.

(@)  The employee whose promotion has been deferred shall be considered for
promotion as soon as the reasons for deferment cease to exist.

(3) If an employee is otherwise eligible for promotion but has been
inadvertently omitted from consideration in the original reference due to cletical etror or
plain negligence and is supetseded, the case may be referred to the Human Resource and
Remuneration Committee for consideration.

28.  Notional Promotion.--- (1) In respect of employees who retite (or expite) after
recommendation of their promotion by the Human Resoutce and Remuneration
Committee ot Selection Committee concerned, as applicable, but before its approval by
the Appointing Authotity, their promotion shall be deemed to have taken effect from the
date of recommendation of the Human Resource and Remuneration Committee or
Selection Committee concerned and theit terminal benefits (pension ot gratuity) shall be
calculated as per pay which they would have received had they not retired or expired;

(2)  Any minor penalty shall not be a bar to promotion of employees to higher
pay grade.

29.  Change of nomenclature.--- Change in nomenclature of a post shall be made
with the approval of the Board or the Managing Ditectot, as the case may be. 33For

31 Substituted vide 14™ Meeting of the Board (& A e«[
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Management Trainees, the nomenclature shall automatically change to “Assistant’ on
successful completion of six months service from the date of initial appointment as
Management Trainee.

30.  Appointment by transfer.--- (1) A regular employee holding appointment
under the Board, in justifiable cases, may be appointed by transfet to a vacant post in the
same pay grade that can be under the Schedule I of these regulations filled by transfer
subject to approval of the Appointing Authority:

Provided that the employee appointed shall fulfill the requisites of education, experience
and other conditions of the vacant post to which his transfer is intended as laid down in
Schedule I appended to these regulations.

Provided further that, the employee appointed by transfer in posts from S1 to S3 shall
fulfill the requisite education of the vacant post to which his transfer is intended as laid
down in Schedule I appended to these regulations.

(2) A transfer may be initiated by the Appointing Authority ot by the employee.

(3) It shall be the sole discretion of the Appointing Authotity to accept ot
refuse a request for transfer from an employee undet these regulations and any decision
made in this behalf shall be final.

(4 In cases where more than one employee raises a request for a transfer to
same post, the employee who placed the request first shall be considered first on the list
of requestors.

31.  Mutual Transfer.--- The Managing Directot may, on the request of the

employees and the recommendation of the Director concerned, order mutual transfer of
the said employees:

Provided that, the pay grade of both the employees shall be the same:

**Provided further that, both the employees shall fulfill the requisites required for transfer
to the post to which their transfer is intended as given under regulation 30(1).

32.  Appointment by initial recruitment.—— Initial appointment to regular posts
shall be made in accordance with the procedure heteinafter prescribed. é )
N
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33.  Eligibility for initial appointment.--- (1) A candidate for appointment shall be
a citizen of Pakistan.

(2)  Candidates for appointment to posts in pay grade S1 and above shall
ptoduce required degree(s) duly verified from the Higher Education Commission of
Pakistan;

(3) A person shall not be appointed to a post unless he produces a police
clearance certificate and a medical fitness certificate from a government hospital.

(4)  An appointment by initial recruitment of a candidate shall be subject to
vetification of work experience(s) against the requited years of expetience for a post,
where applicable, to the satisfaction of the Appointing Authority.

(5)  The appointment shall be made on the recommendations of the Selection
Committee.

(6) A candidate for initial appointment to a post shall possess the minimum
qualifications 36as presctibed under the Schedule I of these regulations and shall be within
the age limit as laid down for the post reckoned on the last date fixed for submission of
applications for appointment.

(7)  *'The upper age limit laid down for initial appointment to the regular posts
shall be as per Schedule II appended to these regulations.

34.  Procedure for initial appointment.-—- For the initial appointment of regular
posts the following procedure shall be followed, namely:

(@  line supervisor shall initiate the Talent Acquisition Form for approval of
the Managing Directot;

(b)  applications for the posts shall be invited through wide publicity in print
media. The advertisement shall be published in at least two newspapets and
through official website;

() teasonable time not less than fifteen calendar days from the date of
advettisement shall be given inviting applications for the posts to provide

z y
% Inserted vide 14" Meeting of the Board e |
C -
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(d)

©

®

(h)

@

adequate opportunity to eligible candidates to apply and to ensute
maximum competition. However, in urgent cases, time for inviting
applications shall not be less than seven days from the date of publication
of the advettisement. In case the last date for receipt of applications falls
on a public holiday, the last date shall stand extended to the next working
day;

Shortlisting Committee may decide on the late applications received
through courier after the closing date;

in situations where the vacant post is advertised but the screening and
interview process has not initiated within one year of the closing date, the
post shall be re-advertised and the interested candidates may re-apply;

applications teceived for the post shall be scrutinized by the Shortlisting
Committee constituted for the purpose. The sctutiny shall be carried out in
the light of record furnished by the applicant with particular reference to
eligibility criteria and other conditions advertised for the post. In case of
missing, incomplete or unclear record provided by the applicant, the
Shottlisting Committee is authotized to teject the application(s);

wortk experience in a calendat month shall be considered as “one month”
if the duty period is sixteen days ot more of the calendar month for the
putpose of calculation of wotk experience;

applications that meet the eligibility criteria shall be scored in accordance
with the Scorecard for shortlisting and selection of candidates, as appended
to these regulations, to finalize the shortlisted candidates for the interviews.
A maximum number of fifteen shortlisted applicants against a post, except
for posts in pay grade S2 and S3, in order of merit shall be called for an
Interview:

Provided that if less than three candidates are shortlisted for
intetviews, the case may be forwarded to the Human Resource and
Remuneration Committee for teview. The Human Resource and
Remuneration Committee may either relax the scorecard or may decide to
re-advertise the post(s), as may deem necessaty;

38lists shall be prepated of the shottlisted candidates who shall be called for
test (if applicable) and interview. Reasonable time may be given to the
candidates to appeat for intetview. The names of those candidates who do

Lj.?f
38 Substituted vide 14™ Meeting of the Board —\ =
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(k)

®

()

®)

not appear for interview or fail the interview shall be dropped from the
selection process. Where applicable, applicants shall be called for written
test and subsequently screened for the relevancy against the post.

Selection Committee shall have at least three members to form the quorum
of the Committee;

interviews shall be conducted face-to-face with the candidates; however
intetview via video conferencing or skype call may be conducted subject to
the approval of the Chaitman of the Selection Committee;

Selection Committee shall interview the qualified candidates and prepate a
merit list on the basis of academic qualification, experience, professional
skills and other conditions, as may be applicable; and as well as marks
obtained in the interview:

Provided that the candidates securing less than fifty percent (50%)
marks in the interview shall be considered failed:

Provided further a merit list of top three candidates may be
prepared, as may deem fit;

Merit list shall be prepared keeping in view the aggregate marks secured by
the candidates.

Provided that when two or more than two candidates have secured equal
marks in aggregate, the candidate who has secured higher matks in the
interview shall rank higher.

the list containing order of merit of the candidates shall be signed by the
members of the Selection Committee including Chairman and shall be
forwarded for approval of the Appointing Authority;

the Appointing Authority shall apptove appointment, in order of metit, on
the recommendations of the Selection Committee and orders shall be
issued accordingly; and

a waiting list duly signed by the members of Selection Committee shall be
maintained which shall remain valid till six months and any candidate on
metit can be appointed during the petiod from the list if the candidate
offered either declines the job offer ot his post falls vacant in case of
tesignation or termination ot any other reasons. . z/é‘ :

AITGORAR DURRE
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35.  Composition of Shortlisting and Selection Committees.--- Composition of
Shortlisting and Selection Committee for appointment to posts in different pay grades
shall be as under-

(a) Composition of Shortlisting and Selection Committee for appointment to
tegular posts in pay grade M2—

i Shortlisting Committee--- Shortlisting for appointment to posts
in pay grade M2 shall be catried out by the Human Resource and
Remuneration Committee.

ii. Selection Committee--- The composition of Selection Committee
for appointment to posts in pay grade M2 shall be as follows,
namely:3°

1. Managing  Director, Khyber Pakhtunkhwa Membet-
Information Technology Board; cum-
Chairman

2 Four of the Board membets appointed under Member

section 4, sub-section (1), clause (h) of the Act to
be nominated by the Chairman of the Committee

3. Subject Specialist (shall be from the relevant field Member
as Head of an organization /department with
extensive wotk experience in a leading public or
private sector organization, as nominated by the
Chairman of the Committee;

4. HR Specialist nominated by the Chairman of the Member
Committee as he may deem fit.

¥ Substituted vide 14 Meeting of the Board
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iv.

40

membets of the Selection Committee.

The Chairman of the Selection Committee shall nominate the

The Chaitman of the Selection Committee may nominate additional

membets for the Selection Committee, as he may deem fit.

(b)  Composition of the Shortlisting and Selection Committee for appointment
to regular posts in pay grade M3 to M7 shall comprise of the Human
Resource and Remuneration Committee and the Director of the Functional
Otgan concerned. The Chairman of the Human Resource and
Remuneration Committee may appoint co-opted members, as he may deem

fit.

() Composition of Shortlisting and Selection Committee for appointment to
tegular posts in pay grade S1 to S3 shall be as given heteunder. The
Chairman of the Selection Committee may appoint co-opted members, as
he may deem fit:-

1. | Chairman (Nominated by Managing Director, Member-
Khyber Pakhtunkhwa Information Technology cum-
Board). _

Chairman

2. | Subject Specialist (not below the rank of BPS-17) Member
or from a manageral level from a private
otganization).

3. | Representative of the Secretary Establishment, Membet
Government of Khyber Pakhtunkhwa (not
below the rank of BPS-17).

4. | Advisor (Eminent in the field of Human Member
Resource Management, to be nominated by the
Chairman of the Selection Committee).

4 pDeleted vide 14™ Meeting of the Board
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5. | Ditector of the Functional Otgan concerned (or Membet-
his representative not below the pay grade of M4). cum-

Secretary

36.  Screening process through testing agency or in-house testing system .---
The preliminary screening of applications for initial appointment to regular posts except
for the posts in pay grade M1, M2, M3, M4, S2, and S3 shall be done through a Testing
Agency ot In-House Testing System established for the purpose. The screening through
the Testing Agency or In-House Testing System shall take place in the following manner,

namely:-

(@)

(b)

©

)

applications for the posts shall be shortlisted through subject specific test
by the Testing Agency or In-House Testing System;

“Ithe qualifying marks in the subject specific test shall be sixty percent
(60%) and may be reduced to fifty percent (50%) if less than three
candidates qualify the test;

the matks obtained through the test shall be given thirty percent (30%)
weightage of the total marks for shortlisting and selection scorecard; and

after the written or skill test by Testing Agency or In-House Testing System,
the Shortlisting Committee shall review the applications of the applicants
who obtain qualifying marks to check relevancy in terms of education and
expetience, where applicable, and other conditions for the post. The
procedure for assessment of subjective critetia like relevancy, in terms of
education and expetience shall be ascertained by the Shortlisting and
Selection Committee. The list of shortlisted candidates shall be then
finalized for interviews using the scorecard, as given under these
regulations, for the shortlisting and selection of candidates.

37.  Scorecard for the shortlisting and selection of candidates against the posts.-
-- The shortlisting and selection of applicants for appointment in regular posts shall be
carried out against the scorecards that have been set forth in Schedule IIT appended to

these regulations.*? :
&
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CHAPTER- 4
CONTINGENT APPOINTMENT

38.  Contingent appointment.--- (1) The Managing Director in case of urgency may
appoint such officets, servants, experts ot consultants, as he may deem fit, and shall report
every such appointment made, to the notice of Board without unreasonable delay as is
requited under sub-section (4) of section 9 of the Act and the decision of the Board in
tespect of any or all such appointments shall be final.

(2)  *The Managing Director may appoint staff on contingent basis, as
he may deem fit.

(3)  The following procedure shall be observed strictly in contingent
appointments:-

(@ *to hire a contingent staff, the Director of the Functional Organ
concerned shall send a request for approval of the Managing
Directot;

(b)  *the Functional Organ concerned shall identify the candidates from
the market that shall meet the eligibility critetia and other conditions
laid down for the budgeted post. In case of non-budgeted post, the
minimum requirements given under Schedule IT of these regulations
shall be refetred to.

(©) the Director of the Functional Otgan concerned, upon satisfactory
sctutiny of the qualifications of the individual, shall forward his
recommendation to the Managing Director for hiring of the
contingent staff.

(4)  The contingent appointments shall not confer either any right on the
contingent staff in the matter of regular appointment to the same post not shall the service
count towards seniotity.

() Setvice in contingent capacity shall count as experience for the purpose of
minimum qualification of a post.
(g
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(0)  The contingent appointment “against a vacant budgeted post shall only last
till the recommendation of the Selection Committee has been received and the Appointing
Authotity has approved the selection of a candidate for the vacancy or in case of end of
the contingent contract, whichever comes eatlier. On this, the setvices of contingent
appointee shall be terminated without any notice.

(7 #"The contingent appointment against a non-budgeted post shall only last
till of the end of the contingent contract. On this, the setvices of contingent appointee
shall be terminated without any notice. In case of urgency to fill a vacant pos: that is
already budgeted or approved by the Board, the Managing Director may approve the
hiting of contingent staff for a reasonable petiod of time requited to fill that post on
regulat basis. The Director of the Functional Otgan concetned shall put up a request for
appointment on regular basis to the post, if not alteady done. The Director concetned
may recommend extension of the contingent contract up to a maximum period of one
year for the approval of the Managing Director by giving cogent reasons.

(8)  “f a post is not budgeted, the Managing Director may hire staff on wotk
chatge basis. For extension of the contingent staff beyond one year, an extension may be
given subject to review by the Human Resource and Remuneration Committee.

CHAPTER -5
APPOINTMENT ON ACTING, CURRENT, INTERIM AND ADDITIONAL
CHARGE BASIS

39.  Appointment on acting charge basis or current charge basis.--- (1) Whete a
post is vacant, reserved under the regulations for promotion, and the most senior
employee belonging to the Functional Organ concerned who is otherwise eligble for
promotion as pet eligibility criteria #as presctibed undet the Schedule I appended to these
regulations and does not possess the specified length of setvice, the Appointing Authority
may appoint him to that post on acting chatge basis:

Provided that no such appointment shall be made, if the presctibed length

of service 3for promotion is short by more than three years.

Y

o)
2

* Inserted vide 14" Meeting of the Board M;’—
47 Substituted vide 14" Meeting of the Board

8 Substituted vide 14" Meeting of the Board
“ Inserted vide 14t Meeting of the Board
%0 Inserted vide 14 Meeting of the Board

Khyber Pakhtunkhwa Information Technology Services Regulations, 2018 -  Page 24



) So long as an employee holds acting charge appointment, an employee
junior to him shall not be consideted for regular promotion but may be appointed on
acting charge basis to a higher post.

(3)  Acting charge appointment shall be made against posts which are likely to
fall vacant for petiod of six months or more.

@ Appointment on acting charge basis shall be made on the recommendation
of the Human Resource and Remuneration Committee:

Provided that appointment on acing charge basis to pay grade M2 shall be
made on the recommendation of the Selection Committee for appointments to
pay grade M2.

5) Acting chatge allowance shall be determined by the Human Resource and
Remuneration Committee for the approval of the Appointing Authority.

(6)  Acting charge appointment shall not confer any vested right for regular
promotion to the post held on acting charge basis.

7 >'For vacancies to be filled by initial appointment, cuttent charge
appointment may be made accotding to the orders issued from time to time by the
Managing Ditectot.

40.  Interim charge appointment to a higher post.-—- the Managing Director may
appoint an employee on interim charge basis against a higher post in the same Functional
Otgan where an employee in a higher post is unavailable because of extended work relzted
travel, leave or medical reasons, ot any other reason other than post vacancy.

41.  Additional Charge appointment of an equivalent post.--- (1) An employee
may be given an additional charge of 2 second post but only of a post in an equivalent pay
gtade until the post is formally filled in by the prescribed manner subject to the approval
of the 2Managing Ditector.

*Provided that, the Managing Directot, as may deem necessary, allocate wotk
distribution among his team, assign roles and responsibilities keeping in view the
skill-set, abilities and qualifications and expetience of team member vis-A-vis the
functions to be petformed.

*1 Substituted vide 14" Meeting of the Board
*2 Substituted vide 14" Meeting of the Board
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(2)  Additional charge allowance shall be determined by the Human Resource
and Remuneration Committee for the apptoval of the Appointing Authority.

CHAPTER -6
PROBATION AND CONFIRMATION

42.  Probation and Confirmation.--- (1) A regular employee appointed to a post by
initial tecruitment, promotion ot transfer (in absotption cases) shall be on probation for
a petiod of six months.

(2)  The Appointing Authority, if considers necessary, may extend the
probation up to six months as may be specified at the time of appointment.

(3)  On the successful completion of probation petiod, the Appointing
Authority shall, by specific order, conclude the probation:

Provided that if no specific order is issued on the expity of the first six
months of probation petiod, the petiod of probation shall be deemed to have been
extended >under the sub-regulation (2):

Provided furthet that if no specific order is issued on the expiry of the
extended petiod of probation, the petiod of probation shall be deemed to have
been successfully completed.

“ Whete, in respect of any regular post, the satisfactory completion of
probation includes the successful completion of the objectives set forth for the probation
period:

Provided that if an employee appointed on probation to such post who,

before the expiry of the original ot extended period of probation, has failed to
meet the expectations set forth for the probationaty petiod- ; :ﬁ )

==
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(a) if he was appointed to such post by initial tecruitment, be
discharged; ot

(b)  if he was appointed to such post by promotion ot transfer be
teverted to the post from which he was promoted or transferted:

Provided that, in the case of initial appointment to a post, an
employee shall not be deemed to have completed his period of
probation satisfactorily until his work expetiences, where applicable,
have been verified as satisfactoty in the opinion of the Appointing
Authority and he has provided the required degrees, where
applicable, duly verified from the Higher Education Commission.

CHAPTER-7
SENIORITY

43.  Seniority.--- (1) For proper administration of a service or post, the Managing
Director shall citculate a preliminary seniotity list of the employees in same pay grades of
the Functional Otgans and after having objections of the employees, if any and
recommendations by the Human Resource and Remuneration Committee, final seniority
list shall be issued by the Managing Directot:

Provided that employees shall be given one month time after circulation of
preliminaty seniority list to file the objections (if any).

(20 The seniority lists prepared undet sub-tegulation (1) shall be tevised and
notified at least once in a financial year.

(3)  >An employee appointed by initial appointment ot ptomotion to a post
in a pay grade shall take seniority from respective date of their initial appointment ot
promotion to that post in a pay grade:

Provided that if the date of regular appointment of two or more employees
in the lower post is the same, the employee older in age, shall be treated senior.
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4 In the event of merger or restructuring of the Functional Otgans, the
seniotity of employee affected by the metger or restructuring shall be determined in
accotdance with above sub-regulation (3) of this regulation.

() The appointment with regard to appointment on acting charge, current
chatge ot intetim charge basis in a higher post shall not be construed to confer any right
in the matter of seniority in the higher post.

CHAPTER-8
WORKING HOURS AND TIME & EFFORT REPORTING

44.  Working hours.—— (1) The wotk days shall be from Monday to Friday and the
office timings shall be from 9.00 AM to 5:00 PM.

(2 The office shall remain closed on Satutday and Sunday, unless otherwise
required.

(3)  Anemployee is expected to work for additional houts, as may be required,
to carry out the tasks assigned.

4 In the month of Ramadan, the office timings may change as may be notified
from time to time.

(5)  Anemployee is required to work at least forty houts per week.

(6)  Contingent staff may work as per schedule assigned.
45.  Time and effort reporting.-—- Staff may be registered in biometric, as the case
may be, and enter the attendance on daily basis. Due to unavoidable circumstances, the

employee may be required to record the attendance on the time and effort reporting sheet
as may be designed to serve the putpose.

CHAPTER-9

DISCIPLINARY REGULATIONS

46. Disciplinary action.--- Disciplinary action against a regular employee or staff of
the Board shall be regulated in the manner hereafter prescribed.

47.  Grounds for proceedings.--- An employee shall be liable to be ptroceeded against
under these regulation, if he is, in the opinion of the authority- >/
3 3 &-
et
O—7F

(2) inefficient or has ceased to be efficient; ot
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(b)  guilty of misconduct; or

(9  guilty of habitually absenting himself from duty without prior approval of
leave; ot

(d  corrupt, or may reasonably be considered corrupt because-

€ he is, ot any of his dependents or any other person through him or
on his behalf is, in possession of pecuniaty tesources (for which he
cannot teasonably account) or of property disproportionate to his
known soutces of income; or
()  he has assumed a style of living beyond his ostensible means; ot
(i)  he has a persistent reputation of being corrupt; or
(6)  engaged, or is reasonably believed to be engaged in subversive activities, ot

Is teasonably believed to associated with others engaged in subversive
activities, ot is guilty of disclosure of official sectets to any un-authorized
petson, and his tetention in setvice of the Board is prejudicial to national
security or detrimental to the larget interest of the Board.

48.  Penalties.-—- (1) The authority or authotized officer, as may be applicable, may
impose on an employee, on the grounds mentioned in regulation 47 under these
tegulations, one or more of the following minor and major penalties, namely:

(a) Minor penalties:-

@
(1)

(1)

L
(b) Major penalties:- GL_S—;‘

censutre;

withholding, for a specific period, promotion or increment,
otherwise than for unfitness for promotion or financial
advancement, in accordance with the regulations or orders
pertaining to the service or post:

Provided that the penalty of withholding increments shall
not be imposed on an employee who has reached the
maximum of his pay grade;

tecovery from pay of the whole ot any patt of any pecuniary loss
caused to the Board by negligence ot breach of order;
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) teduction to a lowet post, grade ot to a lower stage in a time scale
for a minimum petiod of one year;

(ii) compulsory retitement;
(i)  removal from service; and
(iv)  dismissal from service.

2 Removal from setvice does not, but dismissal from service does, disqualify
the employee for future re-employment:

3 In these regulations, removal or dismissal from setvice does not include the
discharge of petson:-
(2)  appointed on probation, duting the period of probation, or in
accordance with the probation tregulations applicable to him; or

(b)  appointed, otherwise than under a conttact, to hold a temporaty
appointment, on the expiration of the petiod of appointment; or

(©) engaged under a contract, in accordance with the terms of the
contract.

49.  Inquiry procedure.--- The following procedute shall be observed for an inquiry
against an employee of the Board under these regulations-

(1) In case where an employee is accused of subversion, corruption ot
misconduct, the authorized officer shall require him to proceed on leave or, with the
approval of the authority, suspend him for a petiod of ninety days, if in the opinion of the
authotity, suspension is necessary or expedient, and if the petiod of suspension is not
extended for a further period of ninety days within thirty days of the expiry of initial petiod
of suspension, the employee shall be deemed to be reinstated.

(2)  The authorized officer shall decide whether in the light of facts of the case
ot interests of justice an inquiry shall be conducted through an inquity officer ot inquiry
committee. If he so decides, the procedute indicated in regulation 5650 shall apply.

(3)  If the authorized officer decides that it is not necessaty to have an inquity

conducted through an inquity officet ot inquiry committee, he shall:- g % ! ‘ﬁl P
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(a) document the findings;

(b) by otdet in writing, inform the accused of the action proposed to be
taken in regard to him and the grounds of the action; and

(9  give him a reasonable opportunity of showing cause against that
action:

Provided that, no such opportunity shall be given where the authority is
satisfied that in the interest of the secutity of Pakistan or any part thereof it is not
expedient to give such oppottunity:

Provided further that, if the authorized officer is satisfied in view of the
preliminaty inquity report of any Authotized Government Agency or any other
inquity committee or inquity officet, that responsibility has been fixed on the
specified employee(s) involved in the case and quantum of loss incurred by the
Board: is also indicated therein, the authotized officer may dispense with formal
inquiry under these regulations and setve a show cause notice upon the accused
employee (s)/staff, stating therein the grounds of action to be taken and giving to
the accused a reasonable opportunity of written defense and personal hearing.

(4)  On receipt of the report of the inquity officer or inquity committee, ot
where no inquity officer or committee is appointed, on receipt of written defense or
explanation of the accused to the show cause notice, the authotized officer shall
determine whether the charge has been proved, and if so, shall also tentatively decide the
imposition of major or minor penalty in relation to the accused in the light of the incuiry
report or the defense or explanation of the accused, as the case may be, and serve him
with a final show cause notice, communicating him the penalty to be imposed, along with
a copy of the inquity report, if any, giving him a reasonable opportunity, which shall not
be less than seven days or more than fifteen days, to defend himself against the proposed
action;

() If on teceipt of the final show cause notice, and after hearing the accused
if he so desired, it is proposed to impose a minor penalty, the authotized officer shall
pass otdets accordingly. If it is proposed to impose a majot penalty, he/she shall forward
the case to the authotity along with the charges and statement of allegation(s) served on
the accused, the explanation of the accused to the show cause notice, the findings of the
inquity officer or inquiry committee, it appointed, and his/her own recommendations
tegarding the penalty to be imposed. The authority shall pass such orders as it may deem

proper; and @}

L Lot e
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Provided that the accused shall be given the option to be heard in person
and a copy of inquity repott shall be provided to him, if he demands;

(6)  While imposing a penalty under these regulations, the authotized officer, or thz
authority, as the case may be shall ensure that the penalty corresponds to the degree of
involvement of the accused employee/staff with particular reference to the nature of gailt,
L.e. corruption, negligence, inefficiency or misconduct and shall make a judicious decis’on,
according to the facts, of the case and extent of the employee's involvement in it:

Provided that if the authorized officer or the authority is not in agreement
with the findings of the inquity officer ot inquity committee, he may order a fresh
inquiry through another inquity officer or inquiry committee as deered
apptopriate.

50.  Procedure to be obsetved by the inquiry officer and inquiry committee.---
(1) Whete an inquiry officer or inquity committee is appointed, the authotized offcer
shall-

(a) frame a charge and communicate it to the accused together with
statement of the allegations explaining the chatge and if any other
televant circumstances which ate proposed to be taken into
consideration; and

(b)  require the accused within a reasonable time, which shall not be less
than seven days or more than fifteen days from the day the charge
has been communicated to him, to put in a written defense to the
inquity officer or the inquiry committee, as the case may be, anc to
state at the same time whether he desires to be heard in person.

(2)  The inquiry officer or the inquity committee, as the case may be, shall
inquite into the charge and may examine such oral or documentary evidence in support
of the charge or in defense of the accused as may be considered necessary and the accusec
shall be entitled to cross-examine the witnesses against him.

(3)  The inquiry officer or the inquiry committee, as the case may be, shall hear
the case from day to day and no adjournment shall be given except for reasons to be
tecorded in writing. However, every adjournment, with teasons thetefor shall be reporzed
forthwith to the authotized officer. Notmally no adjoutnment shall be for more than a
week:

Provided that the inquiry committee ot inquiry officet, as the case may be,
shall submit its/his report within the shortest possible time which shall not be
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more than one month after receipt of reply to the charge sheet/statement of
allegation.

4) Where the inquiry officer or the inquiry committee, as the case may be, is
satisfied that the accused is hampering, or attempting to hamper, the progress of the
inquity, he or it shall administer a watning, and if thereafter he or it is satisfied that the
accused is acting in disregard of the warning he or it shall record a finding to that effect
and proceed to complete the inquity in such manner as he or it thinks best suited to do
substantial justice.

(5)  The inquiry officer ot the inquiry committee, as the case may be, shall
within ten days of the conclusion of the proceedings or such longer petiod as may be
allowed by the authorized officer, submit his ot its findings and the grounds thereof to
the authorized officer.

51.  Powers of inquiry officer and inquiry committee.-—-For the purpose of an
inquity under these regulations, the inquity officer and the inquiry committee shall have
the powers in respect of the following mattets, namely-

(a)  inquite any petson;

(b)  requiring the discovery and production of documents;
(¢)  receiving evidence on affidavit;

(d)  examination of witnesses or documents; and

(e)  seek assistance of any thitd patty ot seek expert opinion.

52.  Revision.--- The authority may, in the case of any order passed by the authorized
officet, call for and examine the record of any case and may, after making such further
inquity ot investigation, if necessary, either personally ot through an officer, pass such
order as it may deem approptiate:

Provided that in cases where the authotized officer has exonerated an accused and
the authotity decides to impose a penalty on him or where the penalty imposed by the
authotized officer is decided to be inctreased, the authority shall not impose any penalty
ot increase the penalty, unless an opportunity is given to the petson concetned to show
cause as to why such a penalty shall not be imposed ot, as the case may be, be increased.

53.  Regulation 49 not to apply in certain cases:-Nothing in Regulation 49 shall apply
to a case:-

(a) where the accused is dismissed or removed from service ot reduced in rank,
on the grounds of conduct which has led to a sentence of fine or of
imprisonment; ot
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(b)  whete the authority competent to dismiss or remove a petson from setvice,
or to reduce a person in rank, is satisfied that, for reasons to be recorded
in writing by that authority, it is not teasonably practicable to give the
accused an opportunity of showing cause.

54.  Procedure in case of willful absence.--- (1) Notwithstanding anything to the
contrary contained in these tregulations, in case of willful absence from duty by an
employee, a notice shall be issued by the authotized officer through official email or
“registeted acknowledgement” due cover on his home addtess directing him to resume
duty forthwith. If the same is received back as undelivered or no response is received from
the absentee within the stipulated time, a notice shall be published in at least two leading
newspapers directing him to resume duty within fifteen days of the publication of that
notice, failing which an ex-parte decision will be taken against him. On expiry of the
stipulated period given in the notice, the authorized officer shall recommend his case to
the authority for imposition of major penalty of removal from service. Absence without
leave even for a single day is also misconduct and makes the employee liable to disciplinary
action.

55.  Appearance of Counsel.---No patty to any proceedings under these regulations
before the authority, the authotized officet, an inquiry officer or an Inquiry committee
shall be represented by an Advocate.

56.  Exception.-—- Notwithstanding anything to the contraty contained in these
tegulations, in cases where employees collectively strike work, willfully absent themselves
from duty or abandon their official work, the authotity may serve upon them, through
the newspapets or any other mean, such notice as deemed approptiate to resume duty and
in event of failure or refusal to comply with the ditective contained in the notice, impose
upon the defaulting employees any of the major penalties prescribed in these regulations.

57.  Indemnity.-— No suit, prosecution or legal proceedings shall lie against the
authotity or authorized officer or any other authotity for anything done or intended to be
done in good faith under these regulations ot the instructions made or issued there-undet.

CHAPTER - 10

PAY STRUCTURE

58.  Pay structure for regular employees.-—- (1) The pay sttuctute for the regular
employees is as given in Schedule IT appended to these regulations:

(2) Any revision in the pay structure shall be subject to the approval of the
Competent Authority.
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59.  Gross pay break-up.--- A uniform break-up for gross pay for regular posts in pay
grade M2 and below is given hetreundet-

Gross Pay Break-up Percentage of Gross Pay
Basic Pay 60%

House Rent 25%

Utlities 10%

Dearness allowance 5%

60.  Pay structure.--- (1) For the time being, as sanctioned by the Boatd, the pay
structure for regular employees is based on ten pay grades based on nature of work and
level of supervision tequired. The pay grades have been further classified into seven
management grades (M grades) and three non-management support grades (S grades).

(2) The provisions under the pay structute for initial appointment,
>’ptomotion and conversions into this pay structure are in the following manner,
namely:

6 each pay range has a minimum, mid-point and maximum point. The
difference between maximum and minimum point is defined as
spread. The spread is further divided into steps ot increments;

(1) beyond minimum step, each step on the pay range is equivalent to
one year that is twelve months of additional televant expetience. In
case of additional experience, the new hire 580t an employee shall be
awarded one additional step for each year of additional experience;

(i)  the experience documented at the time of initial recruitment shall be
referred for the purpose of calculating the total yeats of relevant
experience ptior to joining the Board;

(iv)  *the new hire who fulfill the minimum expetience requitement of
the post and have no additional experience shall be placed on the

57 Inserted vide 14 Meeting of the Board
%8 Inserted vide 14t Meeting of the Board
59 Substituted vide 14" Meeting of the Board
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minimum step of the respective pay grade. They shall not be paid
less than the minimum step of his pay grade; and

(v)  anew hite ot an employee shall be placed between minimum step
and midpoint and in case he exceeds midpoint, the case may be
taken up with the Human Resoutce and Remuneration Committee
for consideration.

61. Pay calculations.--- Pay calculations ate based on each calendar month.
Deductions may be made for income taxes, pay advances, extraordinary leaves and other
applicable deductions, and additional payments as may be applicable, shall be made by the
end of each month.

62. Wages for contingent staff.——- In case of contingent hiring, the Director
concerned shall send the recommendation for the market based wage tate to the Managing
Director for approval.

The payment may be calculated as a fixed amount for each task completed or at a
daily rate for the work assigned or the days worked, as may be applicable.

63.  Pay advance.--- Employees who have completed one year of service $0at the
Board $lshall be eligible for pay advance. An employee shall be entitled to a number of
pay advances equivalent to the number of yeats of completed setvice. The pay advance
shall be secuted against the gratuity or any othet terminal benefit. The number of pay
advances shall be determined after accounting for any othet liabilities of employees already
secured against terminal benefits, provided that one year of gratuity will be pledged against
the notice period in lieu of resignation in any case.

The pay may be recovered in installments over a number of yeat’s equivalent to
the number of pay advances withdrawn; provided that the number of years shall not be
mote than the remaining service of the employee till the age of supetannuation. No pay
advance shall be released until the previous pay advance, if any, has been recovered.

CHAPTER-11
SERVICE BENEFITS

% peleted vide 14™ Meeting of the Board
%1 Substituted vide 14" Meeting of the Board
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64.  Health insurance.--- Health Insurance shall be applicable to the employees
holding appointment on regular basis and to their dependents as defined undet these
tegulations. For the time being, as sanctioned by the Competent Authority, the health
insutance consists of the provisions given hereundet: -

(a) In-Patient-Department Medical Cover—

@ Boatd shall procure services of an insurance company through
competitive bidding process to provide in-patient-depatrtment
services through panel hospitals to the employees;

()  selected insurance company shall provide medical coverage against
hospitalization, day-cate surgeties, matetnity cases and other in-
patient medical expenses;

()  the confinement ceiling for medial cover shall be fixed for the
employee and his dependents as defined under these regulations.
The ceiling may be reviewed by the Human Resource and
Remuneration Committee and may change from time to time, when
tequired, subject to approval of the authority. If the limit depletes,
the individual case may be taken up with Managing Ditector. For
the time being, as sanctioned by the Competent Authority, the
approved limits per confinement for hospitalization (including all
expenses of hospitalization and day care surgeties and procedutes)
and annual limits for normal and cesatean section delivery are as
given hereunder:-

Annual limit for
pregnancy | all
related

Annual limit for
per | all

per

Pay Grade Health

coverage

insurance
pregnancy

confinement related

employee/depend
ent

hospitalization
(normal
delivery)

hospitalization
(cesarean
section)

Pay Grade M1 and
M2

PKR.500,000/-

PKR.100,000/-

PKR.150,000/-

Pay Grade M3 to
M7

PKR.400,000/-

PKR.80,000/-

PKR.120,000/-
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Pay Grade S1,S2 | PKR.300,000/- PKR.50,000/- PKR.90,000/-
and S3

(iv)  the approved limit for room rates may be reviewed by the Human
Resoutce and Remuneration Committee and may change from time
to time, when required, and subject to approval of the authority. For
the time being, as sanctioned by the Competent Authority, the
apptoved limits for room rent rates undet the hospitalization cases
as are given hereunder:-

Pay grade Room Rent Limit (PKR)
Pay Grade M1 and M2 PKR.10,000

Pay Grade M3 to M7 PKR.6,500

Pay Grade S1 %to S3 PKR.3,500

(v)  in case the premium for reasonable confinement limits exceeds the
budget, the case may be referred to Finance and Risk Management
Committee.

(b)  Out-Patient-Department medical cover— A regular employee and his
dependents shall be entitled to out-patient-department medical coverage of
PKR.4000 per month per employee and may be reviewed by the Human
Resoutce and Remuneration Committee and change from time to time,
when required, subject to approval of the authortity. If the limit depletes,
the individual case may be taken up with Managing Ditector. For the time
being, as sanctioned by the Competent Authotity, the Out-Patient-
Department medical cover of employee and his dependents shall be
administered through insurance company.

65.  Life insurance.-— This shall apply to the employees holding appointment on
regular basis. For the time being, as sanctioned by the Competent Authority, the life

insurance consists of the provisions given heteundet-
*

& -

—

i
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Khyber Pakhtunkhwa Information Technology Services Regulations, 2018 -  Page 38



(@  lifeinsurance shall be through a selected insurance company to compensate
employees for death, total or partial disablement, loss of limbs or other
disabilities. The decision on payment shall be in accordance with the
insurance policy;

(b)  the approved limit for life insurance coverage against normal and accidental
deaths may be reviewed by the Human Resource and Remuneration
Committee and may change from time to time, when required, subject to
approval of authority. For the time being, as sanctioned by the Competent
Authority, the approved limits for life insutance coverage ate as given

hereunder:-

Pay Grade Insurance coverage | Insurance coverage
limit for normal death of | limit for accidental
employee death of employee

Pay Grade M1 and | PKR.3,000,000/- PKR 6,000,000/-

M2

Pay Grade M3 to M7 | PKR.2,500,000/- PKR 5,000,000/-

Pay Grade S1,52,S3 | PKR.2,000,000/- PKR 4,000,000/-

(b)  in case of death of an employee, the insurance amount shall be paid to the
family of the deceased employee as presctibed under these regulations.

66.  Official vehicle entitlement.-—-- (1) The official vehicle entitlement is applicable
only to the employees appointed in regulat posts in Pay Grade M5 and above.

(2)  The vehicle entitlement limit may be reviewed by the Human Resource and
Remuneration Committee and may change from time to time when tequited subject to
approval of the authority. For the time being, as sanctioned by the Competent Authority,
the official vehicle entitlement to éach pay grade is as follows, namely:

Pay Grade Vehicle Entitlement Limit

as approved by the Competent
Pay Grade M1 Authority
1600CC
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Pay Grade M2
Pay Grade M3 1300CC
Pay Grade M4 1300CC
Pay Grade M5 1000CC
(3 The putchase of vehicles for each pay grade listed above is subject to

budget provision.

67.  Fuel entitlement.--- Regulatr employees in Pay Grade M5 and above shall be
entitled to fuel. The approved fuel limits may be reviewed by the Human Resoutce and
Remuneration Committee and may change from time to time when tequired subject to
approval of the authority. For the time being, as sanctioned by the Competent
Authority, the approved fuel limits ate as given hereunder:-

Pay Grade Monthly fuel entitlement limit
as approved by the Competent

Pay Grade M1 Authority

Pay Grade M2 250Litre

Pay Grade M3 200Litre

Pay Grade M4 150Litre

Pay Grade M5 120Litre

68.  Communication allowance.--- (1) The staff in pay grade equivalent to and above
Pay Gtrade M5 with appointment in regular posts shall be eligible for monthly
communication allowance. The approved limit for communication allowance may be
teviewed by the Human Resource and Remuneration Committee and may change from
time to time when required subject to approval of the authotity. For the time being, as
sanctioned by the Competent Authority, the approved limits ate as given hereunder:-

Monthly Communication
Allowance Limit

) Pay Grade
Q{%
i O Pay Grade M1

as approved by the Competent
Authority
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Pay Grade M2 Pak.Rs.5000 per month
Pay Grade M3 Pak.Rs.4000 per month
Pay Grade M4 Pak.Rs.3000 per month
Pay Grade M5 Pak.Rs.2000 per month
The communication allowance shall be paid in fixed amount per month

through payroll.

69.  Retirement benefits.--- They provisions of this regulation shall be applicable to
the regular employees in the following mannet, namely:

@)

Gratuity:-

®

(i)

(1)

(v)

a regular employee must have completed at least six months from
the date of initial appointment to a regular post to be eligible for
gratuity. In case of dismissal, the disciplinary regulations shall be
referred as given under these regulations;

gratuity is paid to the eligible employees on attaining superannuation
age, at the end of service or on voluntary exit, whichever comes
eatlier;

gratuity is paid at the rate of last month’s drawn gross pay and
calculated against each year of setvice on pro-tata basis.

gratuity benefit is effective as of November 01, 2017 ot from date
of appointment, whichever comes later. Howevet, the tregular
employees who were appointed on Management Pay Scale shall be
eligible for gratuity effective from the date of initial appointment
and those who were converted to Management Pay Scale duting the
service at Board shall be eligible for gratuity effective from the date
of conversion to Management Pay Scale.

Employee Old-Age Benefits (EOBI)--

@

under the EOBI Act 1976 constituted by the Patliament of Pakistan,
the regular employees shall be registered with the Employee Old
Age Benefits Institution (EOBI);
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(i)  in accordance with the Employee Old Age Benefits Institution
tegulations, contribution of defined petcentage of the minimum
wage tate shall be made on monthly basis by the employee and the
Board on behalf of the employee; and

(i)  the benefits of the scheme shall be applicable as may be defined by
the Employee Old-Age Benefits Institution.

70.  Annual increment.--- (1) For the time being, as sanctioned by the Boatd, the
annual increment shall be applicable to the regular employees of the Board under the
provisions given hereunder: -

(@)  annual increment shall be paid at a fixed tate of 5% of the basic pay;

(b)  regular employees hired befote 1st June during a year shall be
eligible for annual increment that shall be paid through payroll of
the month of Decembet;

(2)  Contingent staff: - Annual increment shall not be applicable to contingent
staff or those hited on work charge basis.

71.  Pay increase.--- (1) A pay increase shall be applicable to the regular employees of
the Board.

(2 Pay increase percentage shall be teviewed each year by the Human
Resource and Remuneration Committee and referred to the Finance and Risk
Management Committee for budget review and approval of the authority.

CHAPTER- 12
LEAVE REGUATIONS

72.  Application and commencement.--- (1) Leave regulations from Regulation
72 to Regulation 98 shall apply to the regular employees of the Board. A regular
employee shall be allowed leave in accordance with the leave regulations applicable to
him, provided that leave shall depend on the exigencies of setvice and granted at the
discretion of the leave sanctioning authority.

(2) For the purpose of computing the leave at credit, the setvice from 15t July, 2017
¢ or date of employment, whichever comes later shall be taken into account.

A
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73. Earning and accumulation of leave.—(1) A regular employee shall earn leave
only on full pay which shall be calculated at the rate of four days for every calendar
month of duty rendered and credited to the leave account as “Leave on full pay”.

All service rendered by a tegular employee qualifies him to earn leave but shall
not be earned during leave except casual leave.

(2)  Duty period that of more than fifteen days in a month shall be treated as
full calendar month for the putpose of calculation of earned leave.

(3)  There shall be no maximum limit on the accumulation of such leave.

74.  Leave on full pay.—(1) The maximum period of leave on full pay that may be
granted to a regular employee at a time by the leave sanctioning authority shall be as
follows—
(@  Without medical certificate 120 days
(b)  With medical cettificate 180 days
(© On medical certificate from leave 365 days
account in entire service

(@) The maxima prescribed at (a) and (b) of sub-regulation (1) are independent
of each other. In other words a regular employee may be granted, at a time, total leave on
full pay on medical certificate up to the permissible extent in continuation of leave up to
120 days without medical certificate, subject to given conditions.

75.  Leave not due.-—-(1) Leave not due may be granted on full pay to a regular
employee, to be offset against leave to be eatned in future, for a2 maximum period of
fifteen days during a S3calendar year.

(2)  Such leave shall be granted only when there are reasonable chances of the
employee resuming duty on the expity of the leave.

(3)  Such leave shall be granted sparingly and to the satisfaction of the leave
sanctioning authority.

4)  Such leave is shown by (-) minus entty in leave account

76.  Pay during leave.---(1) Leave pay admissible during leave on full pay shall
continue to remain the same as drawn on the day immediately before the beginning of

the leave: Q?L‘l 20 )

-t
A

8 Inserted vide 14" Meeting of the Board

Khyber Pakhtunkhwa Information Technology Services Regulations, 2018 - Page 43




B

\

@o

8

>

4

!

Provided that a regular employee shall be entitled to the leave pay at the revised
rate of pay if a general revision in pay of regulat employees takes place or an annual
increment occurs during the petiod of leave of the tegulat employee.

77.  Special leave to female regular employees.--- A female regular employee may,
on the death of her husband, be granted special leave on full pay not exceeding 130days.
This leave shall not be debited to het leave account and will commence from the date of
death of her husband. For this putrpose she will have to produce death certificate issued
by competent authority either along with het application for special leave or, if that is not
possible, the said certificate may be furnished to the leave sanctioning authority separately.

78.  Maternity leave.--- (1) Maternity leave may be granted on full pay, outside the
leave account, to a female regular employee to the extent of ninety days in al.

(2)  Such leave may not be granted for more than three times in the entire
service of a female regular employee.

3) For confinement beyond the third one, the female regular employes would
have to take leave from her normal leave account.

(4)  Maternity leave may be granted in continuation of, ot in combination with,
any other kind of leave including extraordinary leave as may be due and admissible.

(5)  Leave salary to be paid during maternity leave shall be regulated as for other
leave, in accordance with regulation 76 of these regulations.

(6)  The leave salary to be paid during maternity leave will, therefore, remain
unaffected even if any increment accrues duting such leave and the effect of such an
increment will be given after the expity of maternity leave.

(7)  Flexible working hours and in-house day-cate facilities may be provided to
the female employees.

79.  Disability Leave.---(1) Disability leave may be granted outside the leave account
on each occasion up to a maximum of seven hundred and twenty days on such medical
advice as the Managing Director may consider necessaty, to a tegular employee, disabled
by injury, aliment or disease contracted in course ot in consequence of duty ot official
position.

(2)  The leave salary to be paid during disability leave shall be equal to full pay
for the first one hundred and eighty days and on half pay for the remaining petiod.
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80.  Study Leave.--- (1) Study leave up to a maximum of two yeats on may be granted
in the entire service to a regular employee having five years’ service to study scientific,
technical or similar problems, or to undergo special courses of instruction.

(2)  Such leave shall be taken as extraordinary (unpaid) leaves.

81l.  Recreation Leave.--- (1) Recreation leave may be granted for fifteer dzys once
in a financial year to a regular employee, the debit to the leave account may, hovever, be
for ten days leave on full pay.

82.  Casual Leave.--- (1) Casual leave is granted to regular employees to enabdle them
to attend to their private affairs of casual nature. A regular employee on casual leave is
not treated as absent from duty and his pay and allowances are not intermitted.

(2)  Casual leave up to maximum of 25 days in a calendar year may be granted
outside the leave account.

3 Casual leave may be granted in conjunction with public holidays but not
with any other kind of leave ot joining time.

(4)  The public holidays which are sandwiched between the casual leaves shall
be debited to the Casual Leave Account.

) ¢4Causal leave shall not be excessive of the causal leave balance

(6)  Any balance of casual leave not availed shall lapse on the tenminaton of
the %calendar yeat.

(7)  Leave is earned duting casual leave.

83.  Quarantine Leave.--- (1) Quarantine leave is in the nature of extra casnal leave
and granted to regular employees on account of absence from duty necessitated by otder
not to attend office in consequence of infectious disease. A substitute shall notmally not
be employed during the absence of a tegular employee on such leave:

Provided that where the exigencies of service are compelling, the head of
the office may employ a substitute for reasons to be recorded in writing.

(%2

-
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(2) A regular employee may be granted quatantine leave, duly certified by his
authotized medical attendant up to a maximum of 21 days but in exceptional
citcumstances up to 30 days outside his leave account.

(3) Quarantine leave is not treated as absence from duty and pay and allcwances
are not intermitted.

84.  Extraordinary leave (Leave without pay).---(1) Pay and allowances and any
other benefits are inadmissible during extraotrdinaty leave. The annual increments ate also
inadmissible duting extraordinary leave.

(@)  Extraordinary leave may be granted on any ground up to a maximum pedod

of five years at a time, provided that the regular employee to whom such leave is

granted has been in continuous setvice for a period of not less than ten yeats.
§7Provided that, extraordinary leave may be granted on any ground up tw a

maximum period of two years if employee has completed five yeats of continuous setvice.

(3)  The maximum petiod of extraordinaty leave without pay combined with
leave on full pay shall be subject to the limit of five yeats. The maximum petiod of five
years shall be reduced by the period of leave on full pay, if granted in combination with
the extraordinary leave.

(4)  The extraordinary leave may be granted retrospectively in lieu of aksence
without leave.

(5)  The petiod of extraordinary leave is not considered as petiod spent on duty.

85.  Leave on Medical Certificate.--- (1) Leave applied for on medical certificate to
a regular employee shall not be refused. The authority competent to sanction leave may,
at its discretion, secure a second medical opinion to have the applicant medically
examined.

(@) When an employee of the Board submits a medical certificate fot the grant
of leave, it shall be by a government hospital ot any of the panel hospitals of the insurance

provider.

(3)  Leave on medical certificate of three days or more shall requite a madical
certificate.
éﬁl e’
=
=
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(4)  Certificate of fitness will be required to resume duty on return from medical
leave.

86.  Leave preparatory to retirement.--- The maximum petiod up to which a regular
employee may be granted leave preparatory to retitement shall be three hundted and sixty
five days. It may be taken subject to availability in the leave account at the discretion of
the employee and it shall not extend beyond the age of superannuation. Leave preparatory
to retirement shall not be combined with any other kind of leave.

87.  Overstay after sanctioned leave.--- Unless, the leave of a regular employee is
extended by the leave sanctioning authotity, a tegular employee who remains
absent(except for circumstances beyond his control) after the end of his leave shzll not
be entitled to any remuneration for the period of such absence, and without prejudice to
any disciplinary action that may be taken against him, double the petiod of such absence
shall be debited against his leave account.

88.  Inservice death or permanent disability.--- (1) In case an employee dies, or is
declated permanently incapacitated for further setvice by a Medical Board, while in
setvice, a lump sum payment equal to leave pay up to three hundred and sixty five days
out of the leave at his credit shall be made to his family as defined for the purposes of
family pension or, as the case may be, to the employee of the Board.

89.  Combination of different types of leave etc.-—-One type of leave may be
combined with joining time or with any other type of leave otherwise admissible to the
regular employee of the Boatd:

Provided that leave preparatory to retirement shall not be combined with any other
kind of leave.

90. Regular Employee on leave not to join duty without permission before its
expiry.--- Unless he is permitted to do so by the authotity which sanctioned his leave, a
tegulat employee on leave may not return to duty before the expity of the petiod of leave
granted to him.

91.  Reasons need not be specified, etc.-- (1) It shall not be necessaty to specity the
reasons for which leave has been applied so long as that leave is due and admissible to a
regular employee.

(2) Leave applied for on medical certificate shall not be refused:

Provided that the authority competent to sanction leave may, at its discretion,
secute a second medical opinion by requesting an authorized medical officer, as the case
may be, to have the applicant medically examined.
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92.  Leave when starts and ends.--- (1) Instead of indicating whether leave statts ot
ends in the forenoon or afternoon, leave may commence from the day following that on
which a tegular employee hands over the charge of his post and may end on the day
preceding that on which he resumes duty.

(@ The public holidays sandwiched between the leaves ot holidays falling
within the period of any kind of leave shall be counted as leave and shall be debited to the
Leave Account.

93. Leave to be applied etc., in terms of days.-- Leave shall be applied for,
expressed, and sanctioned, in terms of days.

94.  Manner of handing-over charge when proceeding on leave, etc.--- (1) It shall
be the duty of the applicant to make sure that the leave applied for has expressly been
sanctioned. A regular employee proceeding on leave, except casual leave, shall hand over
the chatge of his post. It shall also be the duty of the employee to leave behind all papers,
cash, and keys in his custody in the manner determined by his immediate supervisor.

95.  Assumption of charge on return from leave, etc.-- (1) A regular employee, on
teturn from leave, shall report for duty to the leave sanctioning authority and assume
charge of the post to which he is ditected by that authotity unless such direction has been
given to him in advance.

(2) In case he is directed to take charge of a post at a station other than that from
where he proceeded on leave, travel expenses as on transfer shall be payable to him.

96. Employment during leave.-—- A regular employee is not permitted to accept
employment elsewhere during leave unless permitted by the Managing Director.

97. Leave to lapse when regular employee quits service.--- All leave at the credit
of a regular employee shall lapse on end of setvice or when he quits setvice.

98.  Leave application, its sanction.--- (1) Leave applied for ®may be on the
ptesctibed form stating the kind of leave requited. In addition, Medical Cettificate issued
by Medical Officer shall be submitted, in case leave on medical grounds is tequired.

(2)  An application for leave or for an extension of leave shall be submitted to
the line supervisor sufficiently in advance, who shall forward the same for the approval
of the leave sanctioning authority, with his remarks and the arrangements proposed duting

the absence of the applicant. Qgé—z >/
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(3)  Deputy Director shall grant leave (othet than study leave, disability leave,
$°quarantine leave, maternity leave and extraotdinary leave) to employees in Pay Grade
M6 and below or the next 7higher administrative authority in case of leave or
nonexistence of post of Deputy Ditector concerned.

(4)  Functional Organ Director concerned shall grant leave other than study
leave, disability 7lleave, quarantine leave, maternity leave and extraordinary lezve to
employees in Pay Grade M3 to M5.

(5)  Leave to Functional Organ Director shall be granted by the Managing
Director.

(6) Managing Director shall grant study leave, disability "2leave, quarantine
leave, maternity leave and extraordinaty leave to employees on recommendation of the
Functional Organ Ditrector concerned.

(7)  In cases where all the applications for leave cannot, in the intetest of public
service, be sanctioned to run simultaneously, the authotity competent to sanction leave
shall decide the priority of the applications undet consideration.

(8)  In case of sickness or emergency, the employee shall inform the line
supetvisot before 11:00am of the work day through phone, message or email and get
approval for leave. If the employee fails to inform the supetvisor of his leave, the leave
may be considered as unauthorized absence from wotk and disciplinary action can be
taken.

(9)  the line supervisor shall *recommend ot approve the leaves, as may be
applicable and ensure the leaves of employees are reported to the Functional Organ
Human Resoutrces.

99. Leave on full pay to Contingent staff.---(1) Contingent staff hired on a
contingency contract on full time basis with 30days contract petriod ot mote shal earn
leave on full pay which shall be calculated at the rate of two days for every calendar month
of duty rendered and credited to the leave account as “Leave on full pay™.
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(2)  The public holidays which ate sandwiched between the leaves shall not be
debited to the Leave Account.

(3)  Leave shall not be granted unless the leave account is seen Ly the
sanctioning authority to ensure that (i) the leave applied for, is due and (ii) it is not
excessive of the leave balance earned.

CHAPTER-13
OVERTIME

100. Overtime.--- (1) Employees in pay grade S2 and S3 are eligible for overtime pay.

(2)  Ovettime shall be assigned and approved in advance by the Managing
Director.

(3)  Opverttime is payable at one fifty percent of the otdinary rate of houtly gross
salary and is applicable for approved hours work in excess of eight houts in one working
day and for approved hours wotked on official gazette holidays.

CHAPTER- 14
MISCELLANEOUS

101. Application of Government Rules and Regulations.---The following Rules and
Regulations of the Government as amended from time to titme, shall apply mutatis
mutandis to the regular employees of the Board--

(a) Government of Khyber Pakhtunkhwa Travelling Allowance Rules, 1980
(b) All other laws, rules, regulations and administrative instructions pertaining to
the civil servants not provided herein these regulations.

Provided that:

i. any reference to a Government servant or civil setvant or regular
employee shall be construed to be a reference to the regular
employee of the Board.

ii. any reference to the Head of Depattment shall be construed to be a
reference to the Director of Functional Organ concerned.

N et iii. any reference to Secretary of the Government shall be construed to
be a reference to the Managing Director.
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iv. any reference to the Government shall be construed to be a
reference to the Board.

102. Amendment in the Regulations.--- An amendment ot addition to the regulations
shall be approved by the Board.

103. Issuance of procedural instructions.--- The Managing Directot for the conduct
of its day-to-day business may issue procedural instructions in tespect of the matters not
explicitly covered under these Regulations.

MANAGING DIRECTOR CUM
SECRETARY, KHYBER PAKHTUNKHWA
INFORMATION TECHNOLOGY BOARD

(’7 \ BY ORDER OF THE BOARD
\ ]S
‘ v

ALl GC

F

ATh
URRANI KHi-t
SHA(‘A-‘rEgiarered Law Firm}
PARTNERS

Shami Roz?
-A, Street 13, New
H.No 231 Peshawat Ca™
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