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LAHORE HIGH COURT, LAHORE

No._&9 /Protocol | Dated [7% December, 2025

CIRCULAR

The Hon'ble Full Court, pursuant to the decision of the

Hon’ble Administration Committee, has been pleased to approve the
Standard Operating Procedures (SOPs) for reservation and utilization
of the Lahore High Court’s Rest Houses (enclosed herewith) for kind
perusal of Hon’ble Judges of this Court.

SRR A s

(Muhammad Nadeem)
Deputy Registrar (Protocol-I)
For Registrar

Endst. No. & date even:

Copy forwarded for information and necessary action to: -

& Secretary/ Private Secretary to Hon’ble Chief Justice.

2. All the Additional Registrar (C.S)/Court/Sr. Private
Secretaries to Hon'ble Judges for placement before their
lordships.

3. Additional Registrar (C.S) to Hon’ble Mr. Justice Ch.
Muhammad Igbal, Liaison Judge of Hon’ble Retired
Judges.

4. Senior Additional Registrar, Lahore High Court
Bahawalpur, Multan and Rawalpindi Benches.

S. Staff Officer to Worthy Registrar. =

6.  Assistant Registrar (Protocol) with the direction to share
the aforesaid SOPs with the Hon’ble former Judges.

7. All the Caretakers of Lahore High Court’s Rest Houses,

Principal Seat and allied Benches.
8. Office record.

SRR e
(Mu ha,nmad Nadeem}
Deputy Registrar (Protocol-)
For Registrar
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LAHORE HIGH COURT LAHORE
THE LAHORE HIGH COURT’S REST HOUSE 80Ps, 2025

Short title and commuencement

L Whereas the matters relating to the reservation, entitlement,

and stay at the Judges' Rest Houses of this Court need to be

regularized through the formulation of SOPs. These SOPs may be

called “THE LAHORE HIGH COURT'S REET HOUSE SOPs,
2025." '

And whereas this would ensure the equitable distribution of the

limited resources in the best interest of the Judges ol this Court.

And whereas, the prestige, dignity, and honour of this Court and
all its premises that bear the name & monogram of this Court are
sacrosanct; thus, every effort aims to achieve, uphold, and

strengthen this great honor.

Now, therefore, for the said reasons, these SOPs are formulated by
the Administration Committee to regulate matters relating to the

uSe/uccupation/rescrvatiOns of the Judges’ Rest Houses

throughout the Punjab.

Z. These SOPs shall come into force on the date of notificaton
by the LAHORE HIGH COURT, Lahore, and shall repeal all the

existing SOPs and instructions on the subject.

el

el Definitions: [n these SOPs, the [ollowing terms shall have

the meaning unless a different intention is expressed:-

A Coempetent Authority” meuans the Chicf Justice of

Lahore High Court,

b “Lahore High Court’s Reat.Housus" means and relers
to the (i) Murree Rest House (ii) Rﬂultrm Rest House (in)

By 1 4 1
Bahawalpur Rest House (tv) Lahore Rest House (v)

Rawalpindi Rest | g i
House and other Court Guest Houses

which muay be estublic - .
W be established from time lo tirne o include

any premises 4
I wnder-the control and adminisiration of

this Court ay 2
Purt and meant for temporary residence
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c)

ing for the
"Rcservation” means and includes & booking
[ the stay.

purposc 0
y” would mecan th

«qmmedinte famil

¢ spouse, issues:

d)
siblings, and parents. |
) nCaretaker” means such official responsible for the
¢
proper upkecp and maintenance of the Rest House(s)-
f) nClose relatives” would mean grandchildren of the
Judge. :
i ’ 9
persons entitled to accommodation in the Courts Res
House(s) as per policy are as follows:
() The Chiefl Justice of the Supreme Court of pakistan,
ourt, Chief

(i)

(1)

(iv)

v)

(vi)

(vii)

Chief Justice of Federal Constitutional C

Justice of Federal Shariat Court, Judges of the

Supreme Court of Pakistan, Judges of Federal

Constitutional Court and Judges of che;al Shariat
Court, as per policy.

The Chief Justice of Lahore High Court, Lahore
(hereinafter referred to as ‘the Chief Justice’), and
Judges of the Lahore High Court, Lahore)

The Chief Justices and Judges of other High Courts of
Pakistan, Azad Jammu and Kashmir and Gilgit
Baltistan (GB) have a reciprocal arrangement with the
Lahore High Court.

Retired Chief Justices and Judges of the Supreme
Court of Pakistan, Azad Jammu and Kashmir, Gilgit

Baltistan (GB) and Federal Shariat Court.

Retired Chief Justices and Judges of the Lahore High
Court, Lahore.

Immediate family members of the Chief Justice(s) and
Judge(s) of the Lahore High Court, Lahore.

However, other than summer and winter vacations,
Judicial Lodge Murree may be reserved for their close
relatives, subject to availability, for a maximum period
of seven days, provided any member of the immediate
family accompanies them; otherwise, they will be
entitled to the reservation of suites No.9 and 10 only.
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(vii) Such other visiting dignitarics or per

sons whom the

Chief Justice, by order, permits for occupation.

5. Duration of ocoupation of the suite:

il.

iii.

iv.

Old suites No. | to 8, and guites No.9 and 10 of

Judicinl Lodge, Murree will be available for retired

Judges, il the Judge accompanies the family;
otherwise, only suite No.9 and 10 (for retired Judges)

will be available for their immediatc family members

and close relatives, subject to availability and for a

maximum period of seven days.

Sitting Judges can reserve more than one suite,

subject to availability, except during summer and
winter vacations.

The Chief Justice House at Rawalpindi, Murree,

Multan, and Bahawalpur shall only be available for the
Chief Justice (however, at the Bahawalpur Bench, the

Senior Judge at the Bench will use the Chief Justice
House, Bahawalpur, till the availability of the Senior

Judge's Bangalow).

Senior Puisne House, Suite # N3 and N-% shall be
available only to the most Senior Judge and to the
members of the Administration Committee as per their
choice, subject to availability. The former Chief Justice
or former Acting Chief Justice of this Court may also
reserve the same at their discretion, except during
summer or winter vacations, subject to availability, for

a maximum period of seven days.

Judicial Lodge Murree can only be reserved for Judges

Y.
of other High Courts if personally visiting.
6. Control and reservation of accommodation:
a) Control of accommodation in the Court’s Rest House

shall rest with the competent authority, and persons

requiri i
quinng accommodation shall obtain a reservation in
advance from him.
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7.

b)

d)

More than two suites may be reserved subject to th
! c

availability of accommodation, in (he Rest House |
or

any of the entitled persons specificd in clauses (i) and

v) of elnuse i . - ' y
(v) of clause 4, if n specific request s made for such a

rescervation,

Ordinarily, o reservatlon shall be made on a “first-

came, first- served” basis.

Persons in occupation of the suite are not allowed to
use the Court’s Rest House for any purposc other than
{or their stay.

Order of Preference: The normal rule of first-come, first-

served shall be followed except where the situation otherwise

warrants, and order of seniority shall dcterminc.thc order of

preference as per the entitlement policy.

Explanation: In the case of former Judges, preference would be

given to those making the fewest reservations.

8.

Allotment[nesemtionfIntimntian of occupation and
cancellation of reservation:

a)

b)

No person will be entitled to occupy the Rest House
without prior permission of the competent authority.

During the vacation period, for Judges' Rest Houses,
Rawalpindi and Murree, the Hon'ble Judges may send
their requisitions for the reservation of one suite only
for a maximum of one week at a time so that all the
Hon'ble Judges may be accommodated within the
vacation period. The said reservation will be non-
transferable, However notwithstanding clause 5 (ii)
above, any reservation of an additional suite will be
subject to availability of accommodation and approval

of the Competent Authority.

Permission for stay in Judges' Rest House(s) beyond
the period of reservation shall not be given, provided

the Authority may grant such permission in cases
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d)

e)

&)

h)

where such Rest House¢ has no reservations on the

subsequent dates.

ance of the Roster/Revised Roster of
udges of this Cpurt, matters
regarding the reservation(s) of the accormnmodation(s) of

the Hon'ble Judges (gracing the Benches) in the }.‘cht
Houses at the Benches of this Court shall be decided

by the Hon’ble Senior Judges of the respective

Benches.

At the time of issu
Sitting of the Hon'ble J

A person for whom accommodation is reserved must
inform the competent authority ordinarily at least
twenty-four hours to forty-four hours before the
scheduled time of occupation in case he does not
intend to occupy the accommodation reserved for him.
In case he does not avail of the reservation on the first
day of such reservation, the reservation made will be
cancelled, and allotment in the name of a person
cannot be used by the other person to whom allotment
was not made. After the cancellation of the reservation,
the Caretaker will inform the Registrar to entertain
pending requests through the authority.

Hon’ble Judges wishing to reserve accommodations at
the Judges Rest House, Bahawalgilzr, Lahore, Multan,
Murree, and Rawalpindi, shall move requisitions in
writing through respective Additional Registrar (CS) /
Private Secretaries, instead of verbal, telephonic, or
WhatsApp communications. Retired/former Hon'ble
Judges shall also move requisition to the Registrar via
WhatsApp/email/in writing etc. through concerned

protoucol officer.

All requisitions for reservation of the Judges' Rest
House(s) of this Court would be routed through the
Registrar’'s Office. ‘

The former Judges of this Court appointed on any post

at a place where Rest House of this Court is located,
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will not Le enittled for reaervation of Rest House

during their posting, na auch.

i) The  former  Chief Justices, former  Acting  Chlef
Justicea and the former Senior Putane Judges will be
nllotted suite in the Judgea Rest House Murree meant

for members of the Adminlstratlon Committee,

il House No.2 and House No.2 & 3 at Judges Kest
House, Multan & Rawalpindi respectively will only be
meant for booking for members of the Administration
Committee and Senior most Judge at the Bench.
House No.3 in Judges Rest House, Rawalpindi and
House No.2 in Judges Rest House, Multan will be
available for booking for the former Chief Justices,
former Acting Chief Justices and former Senior Puisne
Judges as well as Hon'ble Judges of the Supreme
Court of Pakistan and Federal Constitutional Court.

k) In case any Judge of this Court desires/opts to use
Circuit House being on tour for inspection of
subordinate courts, the rent of the circuit house will
be paid by thé visiting Judge to be disbursed
subsequently with the T.A D.A to the payee. However,
for use of Circuit House in a private trip, the rent will
be borne by the Judge himself. The booking of the
Circuit House will be through the Office of the
Registrar in both cases,

9.  Duration of ocoupation; Reservation and check-in/check-
out timings ordinarily shall be restricted to the following limits,
except where the Authority directs otherwise through a special

order:-
» Vacation Period: 07 Days
» Non-Vacation Pericd: 10 Days
¢ Check-In Time: 1400 hours
¢ Check-Out Time Before 1100 hours
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10.

11.

Arrangements for cooking, catering, Supplies, etc,:

a)

b)

: i ubject ¢
Guests can order meals/special rltctl, sbeJ ‘aceg
payment of actual cost. The orders necd 10 be p

well before time. A

Cooking shall not be permissible in the rooms.

The general characteristics of working as a cook in Rest

House(s):

aj

b)

c)

gl

h)

Menu Planning: C.reat.ing food menus appropriate (o
the Rest House(s) and guest demands.

Material Supply and Stock Management: Providing
the necessary materials and regularly checking
kitchen stocks. .

Meal Preparation: Preparing ingredients and cooking
meals according to recipes.

Food Presentation: To present meals in accordance
with aesthetic and hygiene rules.

Kitchen Hyglene: Taking care of kitchen hygiene and
providing a safe working environment.

Response to Guest desire: Preparing meals to suit
guests' special desire or dietary needs.

Team Management: Managing kitchen  staff,

coordinating work, and ensuring harmony within the
team.

Cost Control; Controlling menu costs and staying
within budget.

Innovation and Trend Following: Making innovations
in menus by following food trends.

Particlpation in Events: Contributing to special

cvents and special day meals held at the Rest
House(s).

Requirementas: Mastering

: different culinary
techniques and being able

to prepare delicious meals.
Education and

; .E“Pﬂ'lﬁncnl Rcceiving a. professionul
culinary educatj

On or gaining exXperience,

B Ove and gain expe
different kitcheng

[t is also
rience by working in
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M) Working Fast: Working at rest house(s) requires apecd
and efficiency,

n)  Communication S8kills: Ability fo communicate
cffectively with the kitchen team and other rest
house(s) stalf, .

o) Flexible Working Hours: Adapting io flexible working
hours as rest house(s) provide service rotnd the clock.

D Stress Management: The ability (o cope wilh siress
during busy periods.

12, Occupancy Register:

) An occupancy register shall be maintained in the
Guest House in the prescribed form as per Appendix
CA?

b)  An occupant's name and designation, legibly together
with the date and time immediately on arrival, 1s
required to enter therein. The date and time of

departure shall be entered at the time of departure.

¢j A person staying in the Court's Guest Housc shall
ensure proper use of urniture, crockery, linen, and

other appliances kept inside the roem.

13. Checking of Registers: The (J(Z(?U]_”f”;wy FegISters i respect
of the Court’s Rest House(s) be put up once in o month before the
Zeoistrar of the Lahore High Court for bis perusul and necessary
setion, il any, after the entries are only checked by the Additienal

weristrar Protocol of the Lahore High Court Lahore.

14 Custodian of Guest Housge Key: Every raun ol the Court's
Gucst House shall remain locked and keys shall remain with the
Catetiker and keys he given o person accommodated  and
e . i LR W . A

- b Pt Thamiasn, Mhie e
wivenever the Guest goes out of the Courts Rest House, the key

shall be left in the custody of the attendant.

i5. House Keeping atandards & Duties of Caretaker:
a) The Caretaker shall be responsible  for  over-all

maintenance and cleanliness of the lodge that includes

water, gas and electricity round the clock. The major
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h)

)

in the rest houses will be purchased
¢ he re:

items for usug i
' i - ever, dally usage
centrally ot the Principal Seat. However, ity el

items will be locally purchased. Building wing of this

< requisitions relati
Cuurt shall promptly process the requisitions relating

to maintenance of Rest House(s).

L Coyuiles are at oa
The Carctaker shall ensure that the suites are at all

i perf .. He will give special care to these
times in perfect order. He will give \?pu ial can

matters:

L. Rooms, dining roums, lounges, kitchens and
bathrooms are in working order, neat and clean.

These need to be disinfected on daily basis.

1. Bed sheets and pillow cover etc. are necat and

clean. These need to disinfect on daily basis.

iil.  Lights, fan, A/C, TV, Phone, Internet etc., are in

order.

. Bathroom utilities e.g. towels, soap, washroom-
sleepers  cte,, are available and bathroom
fittings, e.g. shower, basin taps, cte. are in

order,

The concerned  caretaker  will  also submis
quarterly report regarding work aad candier of
the stall of Judges Rest House o the Senior
Addl. Registrars of the Benches and the Addl

Hegistrar (HR) at the Principal Seal.

vi. 'he  coneerned caretaker will also  submit
quarterly report regarding condition of the

Jadges Rest - House(s) o the

Incharge/Administrative Judge B

through the Registrar.

Mauintenance of garden and outside lighting

0N arri s o b
In arrival, the Caretaker shall ensure that the guesi(s)

are received anc ok ik ik
e received and housed in the allotted room /suite and
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i

)

h)

111}

1)

. ) o o> adeed
will intimate tie office thaf guest(s) has heen hod

hassle free manner.

. . 3 . + oaned fo
To take care ol the premises and confents &an

; ; {arhade the
prevent as far as possible, any damage 10

structure, furniture, fittings and equipment,

To be responsible for the opening and closing of the

buildings as required. =

To keep the Rest House premises, furiibuie an

cquipnient seeure,

To keep the Rest house premises, fumiture  and
fittings in & clean condition (this includes bathrooms
on a continual basis throughout the day In accortgaioe

with requirements of the Environmental Healtl,
To supervise kitchen area during meal-limes.

To keep in a clean condition all glass doors, windows,
cte., and to carry out painting of walls, woodwork and

window frames as direcied by the Authonly:

To see 1o the heating and cooling requircinenty of the

building and safeguard the haating and water pipes

round the yvear.

To keep in sale custody the keys of all rooms i the
building and {0 ensure thal no unauthorized person

has access to any part of the building,

To keep the Rest House grounds in good ureler,

including mowing, weeding, strimiing sl

maintenanee of pathes, parkingg arens, ond o HUONS

rolbiss,

o nofe aoed arrange for the receipt ol Do

cauipent, food supplies, el and other mge ol

Lol i‘!i

peneral vse,
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o) To perform such similar duties na may be required and
genernlly to earvy out such dutics ay may be required

from time o time by the Authority.

P To complete relevant documentation o required under
Health and Salely requirement.

Q) o oenrry out any other dutics upproprinte to the
position.

v) The Carctaker shall maintain books of account and

will be responsible for record keeping and stock
registers cte.
s) He shall maintain a complete and transparent record
of reservations in the relevant register for inspection.
16. Concierge Facilities:

a) Caretaker shall arrange for washing and ironing facilities
from nearby market on actual rates to be charged from
the occupant in case facility in house is not available.

b) A basic first aid kit will mandatorily be placed at
concierge/reception by the caretaker.

c) Use of irons and electric kettles in the rooms shall not be
allowed to the staff due to fire hazard.

17. Maintenance of decorum and privacy of Rest house: To

maintain the highest pedestal of prestige, decorum and privacy of
all Judges’ Rest Housc:-
a) None of the male member of the immediate family or

close relatives of the Judge will avail the Rest Hose

_ facility unless they are accompanied by a female family
member or the Judge himself.

b) No, video, photograph, or post of the Judges’ Rest
Houses shall be uploaded to social media by any
occupant or guest,

<)

If a retired judge actively joins the legal profession, he
will not be entitled to use the Rest House or protocol
facilities for-his professional engagements.

18, The Caretaker shall promptly report to the Authority any
violation of these SOPs. The Authority may impose a ban on such
guests that have violated the SOPs, in future bookings.

19. Equitable Distribution: The Caretaker Judges Rest Houses

of this Court shall ensure equitable distribution and make

maximum possible adjustments; that maximum number of

reservations shall be made except where privacy so demands.

20. Amendment of S8OPs: Any amendment of the SOPs can be

made by orders of the Chief Justice and approval of administration
committee and full court.
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APPENDIX-A

(Occupancy Register)

- Sr. | Relation with | Guest | Date 8

I— TR————— = T L = R -l
. ' Date & | Remarks l Bignature |
| No. | Judge & of time of | time of | ifany | |
__— 1 designation arrival departurs { ,
'i jofthevisitor | - | . L. o A ’) -
| ! | |
oo S e el ~ 1 |
! : I|
] | | l,
‘ 1] \ I | I
. — . WL ' i —~‘

i | - i
. | — |
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