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KISSAN SUPPORT SERVICES (Pvt.) LIMITED

Medical Services Department
Standing Operating Procedure



PREFACE:
Medical Services Department came into existence in 1971 and started functioning under ZTBL.  The MSD has been shifted under the administrative control of KSSL since 20th February, 2009.
Total number of employees of ZTBL/KSSL being benefited with health care facilities throughout the Country are as follows:-
i. ZTBL Serving Employees     = 5494
ii. ZTBL Retired Employees      = 1410
Total ZTBL Employees 


= 6904
Total KSSL Employees   


= 1736
Total Number of  ZTBL/KSSL Employees

= 8640
The services being provided to ZTBL Employees for self, spouse, dependent children (un-married/un-employed) irrespective of their age and parents residing with and wholly dependent upon the employees under the supervision of KSSL are listed below:-
· Out Patient Department (OPD) – Self & Family
· Laboratory facility - Self & Family.
· First Aid/ Emergency treatment being provided along with emergency medication.

· Hospitalizations Reimbursement claims/bills of nationwide ZTBL/KSSL employees are analyzed / scrutinized by MSD to facilitate them with speedy and pragmatic reimbursement process.
· Special Medical Ceiling in case of prolonged and serious illnesses in diseases like Cancer, T.B., Cardiac disease, Paralysis, AIDS, Kidney failure, Any Surgical/or medical treatment on account of accident involving hospitalization treatment, Diabetes Mellitus, Asthma, Parkinson’s disease, Hepatitis B&C, tests like MRI, CT Scan and anti rabies treatment, as per procedure adopted from time to time.
· The performance, facilities and rates of Panel Hospitals are analytically monitored and MSD ensures that best possible services and subsidized rates are provided by taking into consideration the financial aspects, welfare of the employees of organization.
AIMS
To ensure proper health care delivery to the employees and to undertake preventive measures for maintenance of the highest degree of physical, mental and social well being of workers in their place of work.

OBJECTIVES
· To achieve the best physical and mental soundness of employees towards the achievement of the goals of organization.

· To ensure the utilization of available resources in an effective manner for delivery of the medical services.

· To provide in-time medical support in emergency situations.

· To economize medical expenditure.

FUNCTIONS

· To make available the admissible medical facilities to the Bank’s employees and their dependents for their proper health care.

· To attend routine and emergency patients and refer them to specialists, laboratories & for in-door treatment as & when required and pursue them accordingly.

· To enlist specialists, nursing homes and hospitals on the panel of the Bank on competitive rates.

· To process the hospital bills both of Head Office and field functionaries for payment to the concerned hospitals as per the approved rates of the Bank.

· To examine and recommend cases of serious and prolonged illnesses for relaxation in medical ceiling of employees both at HO and field according to the approved list of prolonged illnesses.

· Propose revision of rates for various items and procedures of hospitals, clinics and laboratories periodically from time to time.

· To ensure that best service standards are developed, maintained and provided.

· Manage all administrative matters of the Department such as manpower control, leave, performance appraisal forms /ACRs, departmental budget, departmental planning, training, procurements & tours and issuance of No Demand Certificates in respect of retired/deceased employees and deputationists.

· Recommend and assist the Policy & Regulations Department in health related matters.
MEDICAL POLICY
ZTBL (EMPLOYEES)
Dependents (who can avail the Medical Facility):
Following dependents can avail the medical facility:- 

· Parents

· Spouse

· Dependents children (unmarried/ un-employed)
Re-imbursement of Maternity Charges:
Maternity charges are to be paid to employees @ Rs.3,000/- at home subject to production of Mid wife receipt and Rs.5,000/- at hospital to be reimbursed to the employee subject to submission of hospital bills/receipts or direct payment to the hospital.  Maternity charges are allowed to any employee only thrice during the entire period of service. 
Medical Facility Abroad:
Medical facilities are admissible only within the country and no employee is entitled to medical attendance or treatment for self or for any member of his family abroad at the cost of the Bank, unless prior approval is obtained under the prevailing policy of Government of Pakistan.
Medical Facility During EOL:

The employees during EOL (without Pay) will be entitled for medical facilities.
Special Medical Ceiling:
In case of prolonged and serious illnesses the bank pay total medical expenses for medical treatment in diseases like, Cancer, T.B, Cardiac Disease, Paralyses, AIDS kidney failures, Diabetes Mellitus, Asthma, Parkinson’s Disease, Hepatitis B&C. In addition test like MRI & CT SCAN also fall in this Category. 
Hospitals of Own Choice:
Employee can also avail the medical facility from the hospital of his own choice, and reimbursement will be made according to the approved rates of the Bank.
Issuance of Reference Slip in case of Panel Hospitals:

Reference slip is issued by the Competent Authority (Bank’s, SMO/MO/LMO).

Issuance of Reference Slip by a Registered Medical Practitioner in Emergency:
 In case of emergency after working hours/holidays the Registered Medical Practitioner can issue the Reference slip and the word “emergency case” must be highlighted.
i. Provision of first aid.

ii. Visit to Hospital by Senior Medical Officer/Medical Officer/Lady Medical Officer.

iii. Check up/examination of patients.

iv. Medical check up and issuance of fitness certificate in respect of new appointments.
v. Constitution of Medical Board regarding the ZTBL employees on the advice of HROD.
Medical Treatment in Emergency:
Where a patient is provided medical treatment in the following hospitals, in emergency, and discharged without any further immediate indoor treatment, expenses incurred on such treatment shall be borne by the Bank under the head “Hospitalization”. During emergency treatment, if hospital, after identification of the Bank’s employee, provided, the emergency nature of the disease is certified by the relevant Consultant, does not charge expenses from him/her, then the hospital may submit bills to the Bank with reference letter duly signed by the employee and same may be paid by the Bank.
i. PIMS & NOORI, Islamabad.

ii. Holly Family Hospital, Rawalpindi.

iii. CMH, MH, Naval/Air Force Hospitals.

iv. Any hospital or unit run by Armed Forces in Pakistan/AJK and in difficult or remote areas.

v. All Civil/General/Government/District Headquarters Hospitals.

vi. Agha Khan University Hospital, Karachi.

vii. Jinnah Post Graduate Hospital, Karachi.

viii. Shoukat Khanum Hospital/Sheikh Zaid Hospital, Lahore.

ix. Sahara for Life Hospital, Narowal.

x. Ayub Medical “Complex, Abbottabad.

xi. Lady Reading Hospital, Peshawar.

xii. Bolan Medical College Hospital, Quetta.

Competent Authority for Employees Posted in Zonal Offices/Branches:

The Competent Authority for employees posted in Zonal offices and braches are Zonal Chief & Branch Manager respectively.

Competent Authority for Officers Posted at Head Office:
The Competent Authority for employees posted at Head Office are SMO/MO/LMO.
Medical Facility to Employee Having More Than One Wife:

If an employee has more than one wife, medical facilities will be admissible only for one wife and the employee concerned has to file a declaration with the Bank intimating the name of the wife who would receive medical facilities and also the name of other wife (wives) who will not receive the facilities from the Bank.
Admissibility of TA for Specialist Consultation at out station:
A patient (Officer) or any member of his family, advised specialist consultation or otherwise medical treatment including hospitalization by the Specialist at an out-station is entitled to traveling allowance (without daily allowance) to meet the expenses of such journey.  Attendant accompanying a patient under specific advice of the Specialist will also be entitled to traveling allowance on tour rates applicable to the patient, without any daily allowance.
Medical facilities to employees on deputation with the Bank:
The employees on deputation with the Bank are entitled to medical facilities from the Bank at the scale and on the terms and conditions not inferior to those admissible to them in their parent departments.
Medical facilities to the bereaved families:
As per HR Manual 2008 Para 15.23 bereaved families of employees in service are  admissible to the deceased employee prior to his/her death for a period of 2 years after death, to be paid in lump sum for medicines and pathological tests etc.  It is applicable to employees governed under SSR 1961who dies during service. 
Medical facilities to Retired Employees:
Medical facilities are admissible to those employees governed under SSR 1961 who retire from the service of the Bank  Such retired employees are entitled to such medical facilities for themselves and for their families till they are alive as are admissible to working employees.

Medical facilities to bereaved families of Retired Employees:
As per HR Manual 2008 Para 8.4 section(e) same medical facilities as were allowed while in service are admissible to retired employees till they are alive.  Thereafter, family members are entitled to avail medical facilites for a period of six months. 
KSSL (EMPLOYEES)
Officers:
The officers serving in KSSL have been allowed medical treatment at Par with ZTBL officers (SR2005) except treatment of Parents and treatment abroad as per Circular No. KSSL/4/2009/1691 Dated: 30-12-2009.
Staff:
All Regular Employees of KSSL while in active service are entitled for Medical Facilities for self treatment only.

Hospitalization:  All Regular Employees are allowed free treatment in case of admission in Hospital (self only) for any sort of treatment according to the following  terms and conditions are as follows:- 
(a) All Federal/Provincial Government Hospitals.
(b) All Trust Hospitals.
(c) All Army/ Navy or Air force Hospitals CMH or MH etc.

(d) PIMS & NOORI, Islamabad.


(Only General Ward is entitled to the staff of KSSL)
Maternity charges:
Female staff will entitled to reimburse Rs.2000/- (Home Delivery) and Rs. 3000/- (Hospital Delivery).
Bills Payment Procedure:

Submission of Bills:  Employees/hospitals may submit their bills hospitalization etc. before 30th April of following year.

Hospitalization Bills HO:

· Approved Panel Hospitals (Direct Payment).

· Other than Approved Panel Hospitals (Reimbursement will be made according to approved rates of ZTBL).
Hospitalization Bills (Field):
· Upto extent of Rs.50,000/- sanctioning power lies with Zonal Chief.

· Over and above Rs.50,000/- sanctioning power lies with MD(KSSL).

Whenever medical bill is received in the MSD, all the required documents are being scrutinized and checked, then the same is forwarded to LMO for examination.  The bills are being paid according to the approved rates of the Bank.
Room Entitlement.

Panel Hospitals (Other than SIH):


i.   SVP & above
          
VIP Rooms (where available) 

ii.  All other Officers       
Private Rooms

       
iii. Clerical Staff

Semi Private Rooms

 
      Non-Clerical Staff

General Ward

Shifa International Hospital:


i.    SVP & above
          
Private Rooms 

ii.  All other Officers       
Semi Private Rooms

       
iii. Staff (Clerical/Non-Clerical)
General Ward

All Government/Armed Forces Hospitals:  



All Officers 
     Officers Ward


        
Staff

     General Ward

PIMS, Islamabad:




All Officers 
      Private Rooms (Officers Wards)



        
Staff

      General Ward

Special Medical Ceiling Bills:

Reimbursement of special medical ceiling may be claimed by HO employees within 15 days and filed employees within 30 days of written prescription of the Specialist.

Mode of Payment for KSSL Employees: Medical Bills (Hospitalization Charges) will be reimbursed to the employee concerned on the production of detailed bill/receipt of the hospital concerned, advice of the treating doctor for admission, prescription/cash memo duly signed/stamped by the treating doctor, copy of history sheet, photocopy of CNIC, official card and discharge certificate.  Hospitalization claim may be forwarded to AVP(Medical Services Department), KSSL through proper channel on annexed prescribed form.
Preventive Measures:
Immunization and vaccination:  To conduct vaccination/ immunization of Bank employees and their families in routine such as children immunization in collaboration with N.I.H. & in special circumstances like epidemics of infectious diseases etc.

Family Planning:  To provide family planning services to the  families of Bank employees and others as outlet in co-ordination and under supervision of Population and Welfare Division, Government of Pakistan.

BUDGET: 
Budget Department has allocated the budget for serving employees and retired employees then we made payment to concerned hospitals employees out of allocated budget.  Manager F&A (KSSL)maintaining the record of payment against allocated budget.
Demand/Procedure 
Budget demanded on yearly basis, normally with 10% increase on the previous year budget.
Accounting Of Budget:
At present expenses are being recorded manually however ISD has been requested to develop Soft ware for computerization of the expenses.

Destruction of Old Record:

As per Circular No. HRD/22/2007 dated 25.05.2007 all the old record for the last five years should be retained and old record before the year 2006 should handed over to old record unit.  All old record should be maintained according to the instructions mentioned in above said circular i.e. Page numbering of file, date of start of file and date of close of file, sorting of files e.g.  permanent record or destroyable.

NUMBER OF APPROVED HOSPITALS/CLINICS/NURSING HOME OF RAWALPINDI/ISLAMABAD 
      Government Hospitals             15

      Private Hospitals/Clinics         20

                                       Total        35


















