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ALL INDIA INSTITUTE OF MEDICAL SCIENCES
New Delhi
[COMPUTER FACILITY]

NO:CF/CC/2015/81 Dated:17.10.2015
CIRCULAR
Sub: Introduction of Bio-metric Attendance system at AIIMS, New Delhi & FAQs

Bio-metric Attendance System (BAS) has been implemented in the institute including its
peripheral centers for all its employees, including scientists, project employees and PhD students etc.

Biometric attendance system in only an enabling platform. There is no change in the instructions
relating to office hours, late attendance etc. which will continue to apply. As per extant instructions,
(contained in DoPT O.M. No.: 28034/8/75-Estt.A dated 04-07-1975; No: 28034/10/75-Estt. A dated
27-08-1975; No 28034/3/82 - Estt. A dated 05-03-1982), the following rules are reiterated for all
employees of the institute with the relevant references quoted for ready reference:

1. The general dﬁtv if defined as 09:30 a.m. to 5:15 p.m. with half an hour lunch break (1:00 p.m. -
to 1:30 p.m.) from Monday to Friday and 09:30 a.m. to 01:15 p.m. without lunch break on
Saturday. (AIIMS rules)

2. Every employee Is expected to be in seat and start work at the prescribed opening hour. Ten
minutes grace time may be allowed in respect of the arrival time to cover any unforeseen
contingencies. (references: Swamy’s handbook, chapter-3, Attendance and Punctuality).

3. Half —a day’s Casual Leave should be debited for each day of late- attendance, but late
attendance upto an hour, on not more than two occasions in a month, and for justifiable
reasons may be condoned by the competent authority. In addition to debiting Casual Leave (or
Earned Leave, when no CL is avaifable). Disciplinary action may also be taken against
government servants who are habitually late. (Reference: DoPT OM : 11013/9/2014-Estt (A-in),
dated 21-11-2014)

4. For grant of half-a— day’s casual leave, the lunch interval is to be treated as the dividing line, i.e.
a person who takes half —a-day’s casual leave for forenoon session is required to come to the
office after lunch break. Similarly if a person takes leave for afternoon session, ‘he may be
allowed to leave office at commencement of the lunch break. (Reference: 0.M. No. 60/17/64-
Estt.{A), dated 4™ August, 1965)

Dr. Deepak Agrawal

Chairman Computerisation committee
cC:

Director

DDA

Medical superintendent (all Centers)
Additional M.S.

Chief of all centers

Dr P P Kotwal, Prof in Charge, CF

CNO
\/(’ Rbizeiy Cley ol
2 )]




