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NOTICE

It is reiterated that the Biometric Attendance System is operational and mandatory for all
non-teaching employees, including regular employees, contractual employees engaged
directly by the Institute, as well as manpower engaged through service providers. However, it
is noted that some employees are marking attendance only in the Attendance Register
without recording their attendance through the Biometric Attendance System, which is a
violation of the Institute's instructions.

25 Accordingly, with immediate effect, attendance recorded through the Biometric
Attendance System shall be treated as the primary basis for processing and release of
salary/wages. Mere signing of the Attendance Register shall not be considered valid
attendance in the absence of a corresponding biometric record. In cases where the
attendance recorded in the Attendance Register and the Biometric Attendance System
differs, the lesser of the two records shall be considered for calculation and release of
salary/wages.

3: Henceforth, employees/ outsourced manpower through service providers who have
not enrolled themselves in the Biometric Attendance System or who fail to mark their
attendance through the Biometric Attendance System shall not be eligible for release of
salary/wages for the concerned period. Absence of biometric attendance records shall be
treated as absence from duty for the purpose of salary/wages, unless the same is specifically
regularized or exempted by the Competent Authority for reasons recorded in writing and
accepted by the Competent Authority.

4. All Heads of Departments/Sections, Controlling Officers, and officials responsible for
supervision are requested to ensure strict compliance with these instructions and to verify
that all personnel working under their administrative control are duly registered and regularly
marking attendance through the Biometric Attendance System.

5. All concerned shall ensure strict compliance with these instructions.

This ﬁotice is issued with approval of the Competent Authority.

Mg(ﬂ

(Registrar)

To,
All employees concerned

Copy to:

All Deans/Heads of Departments/Section In-charge.
Joint Registrar (Estate/Estt.)

Assistant Registrar (Estt.)/Assistant Registrar (F&A)
All Service Providers/Contractors.

Institute Website/Notice Board.

PA to Registrar - for record please.

PA to Director - for kind information of Director
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