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STANDARD OPERATING PROCEDURE (SOP) FOR ISSUING THE CERTIFICATES
TO BE NOTIFIED UNDER RIGHT TO SERVICES ACT, 2015

The Directorate of Medical Education & Research (DMER) intends to notify patient services
viz., Age Certificate (Non-MLC / Civil Cases), Medical Fitness Certificate and Medical
Certificate for sick leave under Right to Services (RTS) Act, 2015. These services are being
provided by Government Medical College & Hospitals (GMCHs) across the state. However, the
processes and the certificates issued for the abovementioned services are not uniform. Therefore,
this document delineates the Standard Operating Procedure (SOP) for issuing,

1. Age Certificate (Non-MLC / Civil Cases)

Age certificate for civil cases shall be provided for education, employment, marriage, sports,
adoption, pension disputes, registration for government schemes and civil court cases —
basically wherever age has a legal or administrative consequence, but documentary proof is
missing or challenged. The steps mentioned below will provide a standardized, transparent,
and legally valid process for age estimation in non-medico-legal (civil) cases issued by
Government Medical College & Hospitals in Maharashtra. The process flow for age
certificate application is as under:

‘ Start ’

Citizen Registration on 3 Medical examination Applicant files for appeal
Aaple Sarkar Portal by the MB with Appellate No 1
l No Y
Preparation of
Apply for Age i
c :‘f‘ g < Age Certificate > R Applicai
ertificate Yes satisfied
T
%
5 | b
Appointment booked at Age Certificate Applicant files for appeal
designated GMCH uploaded | with Appellate No 2

Notification via ! ‘ |
| Portal or WhatsApp

Application fee
payment at
GMCH

Applicant
satisfied
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The details of the process for application of age certificate is elucidated below:

a. Application & Registration: The applicant is expected to register on the Aaple
Sarkar Portal. Upon registration the applicant can apply for age certificate under
Medical Education & Drugs Department = Directorate of Medical Education &
Research > Application of Age Certificate (Non-MLC / Civil Cases) > Patient
Consent = Appointment at the designated GMCH.

b. Patient Registration & Bill Payment: The applicant shall visit the designated
hospital on the appointment and register with the hospital. Upon registration, the
applicant shall make payment for Age Certificate. He / she shall furnish the age
certificate appointment receipt while making the payment. The age certificate fee is
Rs. 200+MahalT charges excluding GST.

c¢. Medical Examination Board: Directorate of Medical Education & Research
(DMER) is constituting a Medical Board with the mandate to examine and issue age
certificate for Non- MLC / Civil Cases. The MB shall comprise of following

members:
Consultant Responsibility
Professor or Associate Professor from General .
.. Chairperson

Medicine Department
Radiologist Member
Dentist Member
Pediatrician / Pedodontist (in case the applicant is .

i Invitee
minor)
Orthopaedician (in case of additional bone )

) Invitee

assessment requirement)
Resident Medical Officer Member Secretary

d. Medical Examination Protocol:

Step 1: General Physical Examination

Step 2: Secondary Sexual Character Assessment

Step 3: Dental Examination

Step 4: Radiological Examination

e. Opinion Formation: Medical Board shall correlate findings from clinical, dental,
and radiological sources and conclude the approximate age of the applicant. The
findings shall be entered into the portal by RMO and shall be approved by the any 3
of the 4 member Medical Board.

Certification: Age Certificate generated with QR code & digital signature.

Record Keeping: Reports archived for minimum 3 years in digital records.

50 o

Escalation: In case the applicant is not satisfied with the response, the applicant can
escalate the request for re-scrutiny to Appellate Authority.
2. Medical Fitness Certificate
The Directorate of Medical Education & Research vide GR dated 8" May 1990, has
mandated issuing Medical Fitness Certificate for following cases:
e Central Government / State Government / ULBs / PSUs
e Private Services

79 ¢ YD g
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Student admission
Application for driving license
Application for arms license

Execution of will

e In case of requirement by any Government Department

Therefore, this document intends to establish a standardized process for issuing Medical Fitness
Certificate across all Government Medical College & Hospitals in Maharashtra. The certificate
shall be issued by the Medical Board as mentioned in the said GR. The steps mentioned below
will provide a standardized, transparent, and legally valid process for medical fitness certificate
issued by Government Medical College & Hospitals in Maharashtra. The process flow for age

certificate application is as under:

( Start )

v

Citizen Registration on

\

!

/

Apply for Medical
Fitness Certificate

Aaple Sarkar Portal

Appointment booked at

designated GMCH

l

4

The details of the process for application of medical fitness certificate is elucidated below:
a. Application & Registration: The applicant is expected to register on the Aaple
Sarkar Portal. Upon registration the applicant can apply for medical fitness certificate
under Medical Education & Drugs Department = Directorate of Medical Education

Application fee
payment at
GMCH

Medical examination

Participation in Sports Events / NCC / Army / Police Training
Participation in pilgrimage (Amarnath yatra, Hajj, Mansarovar yatra, etc.)

by the MB

Preparation of Medical
Fitness Certificate
Medical Fitness
Certificate uploaded

Notification via
Portal or WhatsApp

Applicant
satisfied

No

Applicant files for appeal
with Appellate No 1

;Yes

v

Applicant
satisfied

Applicant files for appeal
with Appellate No 2
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= o

& Research = Application of Medical Fitness Certificate > Appointment at the
designated GMCH.

Patient Registration & Bill Payment: The applicant shall visit the designated
hospital on the appointment and register with the hospital. Upon registration, the
applicant shall make payment for Medical Fitness Certificate. He / she shall furnish
the Medical Fitness Certificate appointment receipt while making the payment. The
medical fitness certificate fee is Rs. 200+MahalT charges excluding GST. This
will exclude the investigations prescribed in the course of the examination by the
medical board.

Medical Examination Board: The Directorate of Medical Education & Research
vide GR dated 8th May 1990 has constituted a Medical Board with the mandate to
examine and issue medical fitness certificate. The MB shall comprise of following

members:
Consultant Responsibility
Professor or Associate Professor from General .
.. Chairperson
Medicine Department
Surgeon Member
Ophthalmologist Member
Obstetrist & Gynecologist Invitee
Orthopaedician Invitee
Otorhinolaryngologist Invitee
Psychiatrist Invitee
Any other specialist (as per requirement) Invitee
Resident Medical Officer Member Secretary

Medical Examination Protocol:

e Step 1: General Physical Examination

e Step 2: Systemic Examination

e Step 3: Examination for Past Surgeries

e Step 4: Ophthalmic Examination

e Step 5: Any specific Examination as per requirement

e Step 6: Investigations (Pathology & Chest Radiograph)
Opinion Formation: Medical Board shall correlate findings from clinical, and
pathological sources and conclude fitness of the applicant. The findings shall be
entered into the portal by Resident Medical Officer and shall be approved by the any
3 of the 4 member Medical Board.
Certification: Medical Fitness Certificate generated with QR code & digital
signature.
Record Keeping: Reports archived for minimum 3 years in digital records.
Escalation: In case the applicant is not satisfied with the response, the applicant can
escalate the request for re-scrutiny to Appellate Authority.

3. Medical Certificate for sick leave:

79 ¢ YD1 §
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The Directorate of Medical Education and Research is delineating the guidelines for
standardizing the process of issuing medical certificate for sick leave across all Government
Medical College & Hospitals. The standards defined herewith provide a uniform and
accountable process for issuing Medical Certificates for Sick Leave, ensuring fair and timely

documentation of illness or injury for civil/administrative purposes under RTS Act. The

process flow for medical certificate for sick leave application is as under:

Citizen Registration on
Aaple Sarkar Portal

Apply for Medical
Certificate for Sick Leave

]
|
¥
Verification of documents
(case papers) by RMO

Sreparation of Medical
Certificate for Sick
Leave

" Applicant
satisfied

Applicant files for appeal
with Appellate No 1

Applicant
satizfied

iNu

Motification via
Portal or WhatsApp

Medical Certificate fo 1
sick leave uploaded

with Appellate No 2

Applicant filas for appeal '

The details of the process for application of medical certificate for sick leave is elucidated below:

a. Application & Registration: The applicant is expected to register on the Aaple Sarkar
Portal. Upon registration the applicant can apply for medical certificate for sick leave
under Medical Education & Drugs Department = Directorate of Medical Education &
Research = Application of Medical Certificate for sick leave = The fee for medical
certificate for sick leave is Rs. 100+MahalT charges excluding GST.

b. Scrutiny of the application: The Resident Medical Officer shall scrutinize the uploaded
documents particularly OPD / IPD case papers. Upon scrutiny RMO shall approve or

reject or ask for additional documents.
c. Awarding of the medical certificate: The certificate issued will be for applying for sick
leave for educational and professional purposes. The certificate generated shall be with

QR code & digital signature.

d. Record Keeping: Reports archived for minimum 3 year in digital records.
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e. Escalation: In case the applicant is not satisfied with the response, the applicant can
escalate the request for re-scrutiny to Appellate Authority.
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