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JOINING INSTRUCTIONS & CODE OF CONDUCT
FOR CADETS

INTRODUCTION

1. Pakistan Marine Academy (PMA) welcomes you at the onset of your most cherished career. PMA
expects that during your stay at the Academy you will avail this distinctive opportunity to boost your
professional and technical knowledge. At our end, all efforts will be devoted to make your stay comfortable
and assist you to seek progressive advancement of knowledge. It will enable you to shoulder responsibilities
and face the challenges posed by sophisticated technology of the present and future.

2. This set of instructions is meant to give you an overview of various aspects of training and administration
at the Academy. It will assist you in preparation and planning of the Nautical / Engineering Programme
for which you have been selected.

ACADEMY LOCATION

3. PMA is located at Hawksbay Road Mauripur, Karachi. It is at a distance of about 35 Km from
Quaid-i-Azam International Airport Karachi and about 15 Km from Railway Station, Karachi Cantt.

ADVANCE PAYMENT OF ADMISSION AND FIRST TERM DUES

4. Your admission will be confirmed subject to depositing of Rs. as admission
& first term fee through Bank Draft / Pay Order in favor of Pakistan Marine Academy Karachi, payable
to the National Bank of Pakistan, Pakistan Marine Academy Karachi Branch (Code No.0239) by

December 20___ . In case of failing to do so, your selection will be cancelled and the seat will
be offered to the next candidate on the waiting list.
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VACCINATION OF HEPATITIS “B"” & TYPHOID

5. You are required to get yourself vaccinated for Hepatitis “B” &Typhoid before joining the Academy.
You are required to submit the certificate of vaccination from the concerned hospital duly attested by
the Medical Superintendent of the Hospital. Vaccination certificate from private clinic is not acceptable.

REPORTING

6. You are to report at the reception of PMA on the date and timing mentioned below provided you
have deposited the charges as mentioned in Para 4 above (You will travel at your own expense for joining
the Academy and no TA/DA is admissible):

Date: Time: 0900
7. Upon reporting, collection of documents, a comprehensive briefing about the Academy, introductory
lectures about branches and familiarization visit of the Academy will be conducted for the new arrivals.

CERTIFICATES AND TESTIMONIALS

8. On joining the Academy, you are to submit the following certificates and testimonials. In case of
failing to do so, your selection will be cancelled:

a. Original SSC (Matric) Certificate OR "0" Level Certificate & its Equivalence alongwith five attested
photocopies.

b. Original HSSC (F. 5c.) Marks Sheets / Certificate OR “A” Level Certificate & its Equivalence Certificate
alongwith five attested photocopies each.
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c. Original Migration Certificate from respective Board alongwith five attested photocopies.
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d. Original National Identity Card / Form “B" alongwith five attested photocopies.
e. Original Domicile Certificate alongwith five attested photocopies.
f. Medical Examination Documents (If held).
g. Vaccination certificate of Hepatitis “B” & Typhoid
h. Personal Data Form, duly filled alongwith five attested photocopies.
j. Undertaking on Stamp Paper of Rs. 100/- alongwith five attested photocopies.
k. Police Verification Certificate issued by your local Police Station.
9. It may be noted that your academic certificates will be sent to the respective Boards for verification.
In case of any Fake Documents / Tempering of Documents, you will be expelled from the Academy and
legal action may be taken against you.
VISION AND COLOR PERCEPTION TEST
10. After joining the Academy, you will be required to take the "Vision and Color Perception Test” at the
Mercantile Marine Department (MMD), Karachi. Passing of the Vision and Color Perception Test is another
mandatory requirement for confirmation of admission.
ALLOCATION OF BRANCH
11. Every effort will be made to allocate the branch of your choice, i.e. Nautical or Engineering. However,

the final allocation will be based on your results of the F5c Examination, Medical Examination and the
requirement of the Academy.
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DIVISIONAL ORGANIZATION

12. Upon joining the Academy, cadets are divided into six divisions i.e, linnah, Igbal, Qasim, Liaguat, Johar
and Tipu Divisions; to meet the academic, sports and administrative requirements. Each division is
managed by a Divisional Officer (DO) and Assistant Divisional Officers (ADQ). Cadets are to contact their
DOs / ADOs for their requests and complaints. Cadets are advised to discuss their personal, administrative
and academic problems with them.

DISCIPLINE

13. It is the duty of every cadet to display good order and discipline at all times. Cadets are to exhibit
decent behaviour in classes, canteen, laboratories, library, examination hall, fruit shop etc and should
not defy the norms of decency, morality, religious, cultural and social values by single or group of cadets.
They must always behave like gentlemen and must refrain from discrimination against and/or offensive
behaviour towards any person on the ground of race, colour, religion, caste or any other reason. Every
cadet must be aware of the rules and instructions and comply with true spirit.

14. The Academy operates under strict Discipline Code. Cadets may be expelled on disciplinary grounds,
poor performance or incompatibility. The decision of withdrawal cannot be challenged in any court of
law. Cadets found using unfair means in examination are expelled from the Academy.

PERSONAL HYGIENE
15. Cadets should pay special attention to their personal hygiene. Their hair should be short and nails
must be clipped & cleaned. They should get fresh hair cut on fortnightly basis. They should have shaved

daily and in case of beard, it must be well trimmed with proper KHAT at all times. They should take bath
regularly. However, they should avoid the use of strong scented perfumes and colognes.
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UNIFORM

16. Prescribed uniform will be issued by the Academy. Maintenance and upkeep of uniform is the sole
responsibility of every cadet. Cadets are to remain smartly dressed at all times.

DRESS CODE

17. Every cadet shall always wear the prescribed uniform. When not in uniform, following dress code
should be observed:

a. Trouser (excluding jeans) and shirt neatly tucked in with belt, tie and shoes.
b. Shalwar Kameez with waist coat and Peshawari Chappals / sandals with  straps

18. The dress worn should be presentable and decent. Un-pressed shalwar kameez, sleeping suits, track
suits, jeans, sportswear including shorts, sleepers and open sandals (without back straps) are not allowed
in the mess.

CLASS ATTENDANCE

19. A cadet must have at least 90% class attendance in each subject to make himself eligible to appear
in exams. This includes all reasons for absence from the class room, even if the cadet is physically present
in the Academy.

SAFE CUSTODY OF PMA ID CARD

20. After joining PMA, cadets are issued PMA ldentity Card. Cadets are to carry the card with them while
proceeding out of PMA for any reason. Safe custody of ID card is the sole responsibility of the cadet to
whom this card is issued.
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MEDICAL

21. Academy has a Medical Centre which provides services round the clock to treat cadets with minor
ailment. An ambulance is always available to deal with emergencies. During sports events, paramedical
staff remains available to provide medical cover and First Aid.

22. In case of medical emergency or serious illness, cadets are referred / admitted to a suitable hospital
in Karachi. The charges of the treatment are borne by the concerned cadet. Cadets are also allowed to
visit other hospitals of their choice. However, it must be in the mind of cadet that medical treatment is
at your own cost and risk.

23. If any cadet has been advised rest by the doctor, he must immediately inform the PMA authorities.
FORBIDDEN ITEMS

24. No cadet is permitted to bring / keep the following items:

Animals / pets

Fire Arms / Weapons / Ammunition / Explosive
Iron / Electric kettle / Electric Heater

Room cooler [ air conditioner / Refrigerator
TV/ VCR / CD Player / DVD Player / Hi Fi Sound System [/ Cassette Player
Personal Computers / Laptop

Dagger or any similar weapon

Any morally / religiously objectionable material
Jewellery / Expensive Watches

Marcotics

Any expensive item

m. Costly Mobile Phones E
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CADETS'LEAVE/ SHORT LEAVE/ NIGHT OFF

25. Tendency of cadets to avail leave / short leave is curbed in order to avoid training loss. However,
cadets may avail short leave on short leave days (Saturday and Sunday 0900 - 2000 hrs to 1300 - 2130
hrs).

26. Cadets may be allowed leave / sick leave on extreme compassionate grounds only. It must be noted
that the aggregate of leave availed should not exceed 7 days in a term otherwise he will be relegated.

27. Cadets may be allowed to avail night off in extreme circumstances on the personal request of parents
[/ guardian during short leave days only.

28. Cadets on Duty Watch or on Punishment will not be allowed any kind of leave.
Cadets proceeding on leave / Short Leave are to observe the Dress Code. Cadets improperly dressed,
unshaved or wearing dirty / un-pressed dress or dirty shoes will not be allowed to proceed on leave /
short leave.

ABSENTEES

29. Failure to report for training after leave and/or absence from the Academy; shall result in a disciplinary
action. Following conditions will apply:

5.No. | Absence Punishment

a. Absence up to 4 days Any suitable punishment except relegation and withdrawal
b. Absence above 4 up to 7 days | Relegation

C. Absence above 7 days Withdrawal from Academy
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VISITORS

30. Parents/ guardians/relatives of cadets may visit the cadet at the Cadet Block after working hours with
the prior permission of Duty Officer. It is responsibility of concerned cadet to restrict them to the guest
room only. Visitors are not allowed to visit cadet rooms or mess. Female visitors are not allowed in the
Cadet Block. All visitors are required to leave the Cadet Block / PMA before sunset. In extreme circumstances,
parents / guardians /relatives of cadets may contact the cadet during working hours through PMA
Discipline Office.

TRAINING CHARGES
31. Details of Training Charges are attached as Annex "A". Please note that you are required to deposit
the Training Charges in advance i.e. before commencement of each term otherwise your admission may

be cancelled.

32. There is no fee waiver policy. However, dues of financially under-privileged cadets may be deferred
subject to good conduct and approval from the Command.

33, If a cadet is relegated, he will be required to pay full charges for the term he is undergoing.
34. Training Charges are subject to revision.
REFUND POLICY

35. The training charges are not refundable (in part or full). However, it may be refunded subject to the
following:
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a. If a cadet deposited the training charges but does not join the Academy.

b. If a cadet is declared unfit by Mercantile Marine Department.

c. [If a cadet leaves the Academy on the request of his parents / guardian commencement of classes
& subject to approval of the Commandant.

36. Security Deposit will be refunded after completion of the course and subject to submission of clearance
certificate.

37. No amount will be refunded in case a cadet is withdrawn from the Academy on disciplinary grounds.
or on parents / guardian request.

CLOTHING AND BEDDING ITEMS

38. You are required to bring the personal clothing and bedding items, listed at Annex "B", with you at
the time of joining.

UNDERTAKING

39. The training at the Academy is tough and demanding. As a trainee you will be required to participate
in physical training activities and practical exercises and drills. Despite all safety precautions, risk of injuries
and fatality cannot be ruled out. You are required to submit UNDERTAKING at Annex C to indemnify the
Academy against such eventuality.

CONTACT UPDATE

40. We would like to remain in communication with your parents / guardians regarding your progress
and conduct. Your semester results are invariably sent to your parents through mail. Therefore, you must
ensure that authorities are immediately intimated about any change of residential / office address,
telephone No or Cell No of parents / guardians etc.
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