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HEAVY INDUSTRIES TAXILA EDUCATION CITY
STANDING OPERATING PROCEDURE (SOP) SPORTS COMPLEX
SOP NO 01/2025

General

g 8 Sports Complex is a unique set of sports facilities available within the campus of
HITEC. In order to provide quality services to the members and ensure efficient / smooth
functioning of the facility, there is a need to spell out requisite rules / instructions for
members. Moreover, guidelines and procedure of maintenance, functioning and operations
need to be elaborated.

Aim

2. To lay down the guidelines for maintenance, functioning and utilization of HITEC

Sports Complex.

3. Eligibility criteria membership procedure will be as under:-

a. Eligibility. All HITEC students, teachers, their family members, boarders of
Hostels and selected civilians are eligible for the membership of Sports
Complex. Sports Incharge of HITEC will issue Sports cards, after approval from

the Manager Admin & Security. Membership is valid for one year only.

b. Registration. Will be carried out once Membership form is approved. Following
procedure will be adhered to:-
(1)  The membership form will be obtained from Desk Incharge Sports

Complex for processing through Secretariat. Copy of form attached at

Anx-A.

(2)  Following will be furnished with membership form:-

(a) Photocopy of CNIC,

(b)  Undertaking cert duly signed by the applicant and counter signed
by father / legal guardian and head of the institute.

(c) Medical certificate from Medical/ Skin specialist MO HIT
specifying that the applicant does not suffer from any contagious /
communicable / skin disease,

C. The charges specified will be paid in Askari Bank, HIT. Sports Complex staff will
not receive membership fee, Membership register will be put up to management

on weekly basis. Subscription rates are attached as per Anx-B.
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d. Boarders of HITEC will 2pply for membership through their respective
institution. They will be given membership after recommendation by their

Manager Administration / Director Students Affairs on the application form.

e. Registration and - membership.fees may be changed from time to time.

Management

4. GM Admin & HRM HITEC S&C will be overall responsible for functioning / operation of
Sports Complex assisted by Manager Admin & Security and Supervisor Maint & Hort.
Following staff will perform the duties as per notified roster:-

a. Swimming Pool

1) Inchgrge - 1

(2)  Trainer / Life Guard - 2 (1x male & 1x female)-
b. Gym

(1) Incharge 2 1

(2)  Trainer. - 2 (1x male & 1x female)

c. Adm Staff

(1) Sanitary Worker 1 (Gym & Swimming Pool)

(2) Attendant - 1 (Gym & Swimming Pool)

d. Management Commiitee. Following management commitiee under

patronage Qf Administrator shall manage HITEC Sports Complex:-
(1) GM Admin & HRM

(2) Manager Admin & Security

(3) Supervisor Maintenance & Horticulture

(4) Incharge Swimming Pool

(5) Incharge Gym

e. Incharge Swimming Pool and Gym will be responsible for all matters i.e
maintenance, opening / closing and discipline etc, and will report to Manager

Admin & Security directly.

Maintenance Procedure

5. To keep the facility functional, following will be ensured:-
a. Detailed inspection of all equipment, electric appliances and other gadgets will
be carried out on daily basis by the respective incharge of both swimming pool

and gym. Any fault or repair/ maintenance required will be reported to
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Supervisor Maint & Hort who will coordinate with concerned person for making
it functional.

b. Filling of Swimming Pool on Bi monthly basis will be ensured. In this regard
necessary coordination will be done with tube well operator.

c: Any breakages by members will be reported to Admin Branch for imposing fine.
Routine, monthly, quarterly and yearly maintenance task pertaining to the gym
and swimming pool will be published and notified regularly.

e. Ensure operation / maintenance of filters and motors periodically.

Ensure mixing of hydrogen, alum white power and chlorine on weekly basis.

6. Maintenance Expenditure. The expenditure for running the Sports Complex would

be met out of subscription and would be managed by accts branch after approval of

Administrator.

7. First Aid.  Necessary first aid kit will be available in the sports complex, however, in
case of any emergency veh will be provided for transportation of injured/ effected person to
HIT hosp. ”

8. Life Guard. Will remain available during sports timings for male and female

separately and Swimming Pool will not be opened w/o life guard.

. imings. As per Anx-C. ‘ g )
y

Manager Admin & Security
(Muhammad Farooq Ahmad, retd)

-

Case No. HITEC/S/G/Admin _/ _ Jan 2025

ATTACHMENTS

. Membership Form - A'nx-A
. Subscriptions - Anx-B
¢  Timings - Anx-C
¢«  Undertaklng - Anx-D
¢ Dutles of Statf - AnyaE

v Instructions for' Mambars ' - Anx-F

CamScanner


https://v3.camscanner.com/user/download

Anx-A

HEAVY INDUSTRIES TAXILA EDUCATION CITY SCHOOLS & COLLEGES

Please tick the category:

G O e TRy

Membership For:

SPORTS COMPLEX

APPLICATION FORM MEMBERSHIP

HITEC NON H

ITEC

2 X PHOTO

1" X 1”

Name of Applicant:

Father/Husband Name:
Applicant Age:

Institution;

Phone /Mobile #

Home Address:

CNIC No (attach photocopy)

(Signature of Applicant)

Medical Profile (To be verified by MO HIT Hospital for fitness w'iih respect to any skin disease,

allergies or any other contagious disease)

7. Fit / Not Fit
(Signature and Stamp MO)
For HIT For HITEC Civilian cor HITEC University
(Signature & Stamp
(Signature & Stamp -~ (Signature & Stamp (Signature) DSA / Dir Admin)

Concerned MD Project)

Concerned Principals)

Received Date:
Checked/ Scrutinized By:

Date:

OFFICE USE AT HITEC SECTT

Note: Following be attached with the form:-

1.
2.

8

Copy of fee deposit slip.

(Signature Issuing Authority)

Undertaking cert duly signed by the applicant and counter signed by father/ legal guardian/

head of the institute.
Photocopy copy of CNIC.
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Anx-B

SUBSCRIPTIONS
Facility HITEC (Incl IMS & University) Non HITEC
Membership Monthly Fee | Membership Monthly Fee
Fee Fee
Gym 1000/- 1000/- 2000/- 1600/-
Yearly Gym Card 11,000/- 17,000/-
Swimming Pool 2000/- 2000/- 5000/- 3000/-
Yearly Swimming Card 23,000/- 35,000/-
(15 Aprto 15 Sep) ©
Anx-C
TIMINGS
(Monday to Friday)

Ser | Category Timings
Gym Summers Winters
1) Students Schools & Colleges Morning: | 0800-1400 hrs | 0800-1200 hrs
(2) | Ladies Evening: | 1500-1730 hrs | 1230-1530 hrs
(3) | Gents Evening: | 1800-2200 hrs | 1600-2200 hrs
Swimming Pool '
(1) Female students & Ladies Evening: | 1600-1700 hrs -
(2) | Students & Gents Evening: | 1800-2200 hrs 2
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UNDERTAKING

1.1 SIb  of Institution
having CNIC do solemnly declare that
the information given ‘in the membership form is correct and | shall follow the
instructions / SOPs of HITEC Sports Complex, which | have read and understood.

2. | further declare that | shall not challenge: the decision / Policies of HITEC in any
court of law regarding any matter inciuding administrative / financial and discipline
matters.

3. | have read the fee structure and will ensure timely payment of the same
accordingly. In case of default, authorities may cancel my membership without any
notice.

4. | further agree to pay for any loss/ damage / breakages to property.

5. Any misconduct or indecent behavior on my part may lead to cancellatiori of my
membership without any notice.

6. Fee paid after the due date is subject to a surcharge / fine as specified on the fee
bill. Fee bills are normally issued with a “due date” of 5 days. After the expiry of “due
date” the fee bill can be deposited with the late fee fine which is charged on daily
basis @ of Rs 100/- per day.

7. Fee is subject to annual review due to inflation and increase in direct and indirect
costs.

8. While the management / authorities take every precaution to prevent accidents,
injuries occasionally do occur. In this context | give an undertaking absolving the
management / authorities from any liability in such an eventuality. My signature on
this form is my signed “release” to the management / authorities.

9. | have read and understood all instructions/ terms & conditions enlisted in this
form and agree with it. Violation of any rule / condition will authorize the
management / authorities to take any decision in respect of my membership
including cancellation.

10. As the contraband items are strictly prohibited in the premises of sports
complex therefore | shall ensure that no such item is brought along.

11. The HITEC / sports complex ;management / authorities reserve the right to
revise and make amendments to the rules and policies at any points / time without
any advance notice.

Date: ‘ Signature:

Countersignhed

(Respective Institution Authority)
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Anx-E

——

DUTIES OF STAFF
|

Duties of Incharge Swimming Pool

Will maintain notice board at the entrance of Swimming Pool.

Will maintain the attendance regis{er.

Manage and control the affairs of Swimming Pool pertaining to timely repair,
maintenance and safety of equipment. 4

Ensure availability of nursing person / ambulance.

Will ensure Life Guard is on duty and is present before start of swimming.
Process and get approval of membership requests.

Ensure regular check / inspection of all electrical appliances by the electrician.
Maintain a telephone directory comp‘rising the contacts of members/ officials.
Maintain record pertaining PH level of water.

© ® N o o &

Duties of Incharge Gym

Will maintain notice board at the entrance of Gym.

Will maintain the attendance register.

Manage and control the affairs of Gym pertaining to timely repair, maintenance of
equipment.

Process and get approval of membership requests.
Ensure regular check and upkeep of all gym gadgets.

Maintain a telephone directory comprising the contacts of members/ officials.
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10.
1=

12.
13.
14,
15.
16.
17.

18.

19.
20.

21.

Anx-F

: INSTRUCTIONS FOR MEMBERS

Members will use the facility at their own will & wish therefore, in case of any
accident or mishap, management cf HITEC will not be responsible.

Members are advised to abide by rules / regulations.

Promote friendly environment and maintain an enjoyable atmosphere.

Maintain a high standard of ethics and sportsmanship at all times.

Adherence of the dress code and timings.

Display of good conduct and behavior.

Cause no damage to the property.

Members: must bring along their membership c;rd when coming to swimming
pool/ gym. Entry will not be permitted without possession of authorized card.

In case of loss of membership card, Rs. 500/- will be charged for issuance of
duplicate card.

Cooperate with Security and Sports Complex Staff.

Members will not get involved in any activity which can be dangerous /
hazardous for others.

The points / weaknesses observed by the members will be brought to the notice
of manageme.nt in a suggestion / complaint register.

Matters relating to integrity, character, morality etc will be dealt with zero
tolerance and may result in cancellation of membership.

Cars / Motorcycles will only be parked in the parking area.

Shorts are not allowed outsidé Sports Complex.

Eating / drinking inside the gym / swimming pool is strictly forbidden.

No smoking inside the building.

Any member who misbehaves with the staff or any other member, will be liable
for cancellation of his / her membership. ‘

Shower before entry into the pool is !néndatory for all.

Members will be responsible for their personal belongings. In case of any
loss/theft of their belongings the administration/ management will not be
responsible. |

Un-trained/non swimmers are not allowed to swim in the deep water of the

swimming pool.
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Children under 10 years of age n&t a'|'l_‘b_w'e'd to enter into swimming pool premises
without parents / guardians.

Pool will remain closed on Sunday for the purpose of its maintenance and on all
official holidays.

24. Must wear proper swimming costume (trouser/ pants etc are not allowed).

25.  Must pay the dues by 5" of each month, otherwise membership will be
cancelled.
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