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C. No. 11/39/1/2018-Estt.Ch.N. Dated: _.12.2021

OFFICE MEMORANDUM

Sub : Preventive measures to contain the spread of Novel coronavirus(COVID-19) —
Resumption of Biometric attendance — Reg.

decdeok ok

Please find enclosed copy of O.M. dated 01.11.2021 on the above subject.
In this regard, it is directed that all the officers of Chennai North Commissionerate
are required to mark their attendance at arrival and departure time in the AEBAS machine
without exception with effect from 22.12.2021 where machines have been installed.

1. The office timings are from 9:15 to 5:45 with 30 minutes lunch break from 1:15 PM
to 1:45 PM and these are to be scrupulously observed. Each official has to put in at
least 40 hours of work time for the full 5 days a week. In case there is a holiday in
a week, the total hours of work time in that particular week will be proportionately
adjusted.

2. In the morning, the time recorded between 9:15 AM and 9:25 AM would not be
counted towards the shortfall as this is given for marking attendance in Biometric
Aftendance System. Thereafter, late coming of up to 20 minutes may be relaxed
occasionally by the Supervisory Officer keeping in view the transport problem or
any other unforeseen eventuality subject to the condition that the duration of late
coming is compensated by sitting late in the evening, pfeferably the same day or
any other day of the same week so that the minimum 40 hours for a 5 days week is

maintained.




3.

Similarly, early departure up to 30 minutes can be relaxed occasionally be the
Supervisory Officer subject to the condition {hat the duration of early departure is
compensated by silting extra time on any day of the same week so (hat the minimum
40 working hours for a 5 days week 1s maintained.

Where an .ofﬁcer/ official is required to go for an official duty such as search /
seizure / house stuffing / official meeting / requirement in any other office directly
from home or proceed in the late afternoon from where he / she is not likely (o return
to office, an intimation to this effect will have to be furnished in advance to his/ her

Super;risory Officer. The Supervisory Officer should maintain a register in the
format given below, showing the time spent by the officer on such official duties
outside. In case an officer/ official is to attend some other Government Office,
whereas AEBAS in enabled, then such officer should mark his/ her attendance in

that office in the moring or evening as the case may be.

$s
SL Date Name & | Time spent | Nature of [ Sign Countersigned by
No. Designation | on official | work the  Supervisory
of the | duty outside - Officer
officer

5. As per extant instructions (as contained in DOPT OM No. 28034/8/75-Estt. A dated

04.07.21975; No. 28034/10/75-Estt- A dated 27.08.1975; No. 28034/3/82-Estt-A
dated 05.03.1982) half-a-day’s casual leave should be debited for each day of late
attendance, but late atiendance / early departure up to an hour, on not more than two
occasions in a month Only in exceptional cases like consultation with doctors in
CGHS Dispensary®/ Hospitals/ attending social obligations etc. may be condoned
by the section heads and the duration of late coming/ early departure is compensated
by devoting such extra hours of work so as to ensure that the minimum 40 hours
work schedule for the entire week is maintained. Suitable disciplinary action may
be initiated by the Controlling Officer, in addition to debiting half-a-day’s casual
leave against Government Servants who are habitually late. Early leaving is also to
be treated in the same maoner as late coming.

Any official availing half day Casual Leave in the forenocon will make arrival entry
in the AEBAS up to 1:45 PM and the official availing half day Casual Leave in the
afternoon will make departure entry in the AEBAS at 01:15 or after.




i

7. In offices where the devices may not function properly on some days the officers

are required o mark attendance in the register maintained for the purposc in the
format specified below. The fact that the machine is out of order should be reported

to the Nodal Officer for record and for remedial action.

SL | Date | Name | Desi gnation | Time | Time | Signature | Counters: gned
No. of the in out by the
officer Supervisory
) Officer

Biometric Nodal officer shall devise a feasible arrangement for convenient
placement of registers for marking attendance in case of AEBAS failure and
attendance marked in the register shall strictly be monitored. Section heads in
charge should ensure that similar arrangement is made in all other Biometric
locations. Monthly extract of the register should be submitted to the ACP&V),
Hars during the first week of the succeeding month, without fail.

. The officers on leave/ tour are required to enter the details thereof in advance in the

AEBAS (Go on WWw.ceczmas.aftendance. gov.in) — click ‘employee login® — enter

Biometric ID and generate OTP, Login using the OTP received in the registered
Mobile/ email — mark leave / tour and Io gout), and in case where it is 1ot done, the
same will be treated as absent and Casual Leave/ Earned Leave as applicable would
be debited. The section heads are required to login daily and approve / reject

pending leave/ tour applications of their sub-ordinates, if any.

. Whenever an officer is relieved from a section / joins a new section, the officers

Attendance ID, Basic Pay, Grade Pay and the name of the new reporting officer
should be mentioned in the relief report/ joining report. Copy of the Relief/ Joining
Report shall invariably be submitted to the Nodal Officer.

St NS

(S.DHANALAKSHMI)

ASSISTANT COMMISSIONER (P&V)

17)12)20 24



TO:
The Nodal officer, Smt. B. Jayabalasundari, ADC{ CHENNAI NORTH)
Copy submitted to:
The Principal Commissioner, Chennai North Commissionerate.
Copy to:

All DC'S / AC's Headquarters / Divisions — Chennai North Commissionerate
(Copy to be given to Range Officers from Divisions)

All section Heads in Chennai North Commissionerate — for circulation among
staff.

Notice Boards

\A/\\ The Supdt, Computer Section, Chennai North — for uploading in official website



F.No.11013/9/2014-Estt. A-ll
Government of india
Ministry of PerSonnel, Public Grievances and Pensions
- Department of Personnel & Training

North Block, New Delhi
Dated the |STNovember, 2021

OFFICE MEMORANDUM

Subject: Preventive measures to contain the spread of Nevel Coronavirus '(COV[ D-
19) — Resumption of Blometric attendance regarding.

The .undersigned Is directed to refer to this Departiment's. OM. of even
nuiber dated -14.06.2021, whereby instructions regulating the attendarise of
Central Government employees with reduced staff, sfaggeted fimings and
exemption to gertain vategoiies of employees from attending offices, which were in
force up fo B80.0B.2021, were issued. It was alss provided 1n the sald DM dated
44.6.2021 that the biometric aftendarice would continue to remain suspeided and
physital attendanse registers maintained until-further erders.

2 The matfer has since been reviewed @iid 1t Has been, dedded fo reburne
blometfz aiteridance for all levels of emplayses, With effest fiom Monday the 8t
Nevember, 2024, it shall be the responsibility of Heads of Department:to engure
that :~ '

(a) Sanitizéty are mandatorily placed, beside Bismstis. mackines and afl
empjgyees sailize their larids before and after matkiig of aﬁendancp

11} Physical digtansing of &ix fest must be malntaifed. by &l EmPIQME:&SA Wiile
warking their ditendarise.  If required, addifonal biematie: aftentance
maekines may, be ersftaﬂed to.avoid pyercrewding;

{&) All erployees shall be régiired © wear migskiface covers, 4t all 1] mes
inahsding whilewaiing to markihdr afferdarics;

@) As far as possihle desgnated BErsenne sheuld b d.eﬁfoved,, Hedt Bigs
matile sfations. ta i:lean/m;ae e toushpddiscaner areas oF bionistie
seantiersfrieguently.. Such per:sonnel will dls6geiide employees to mamfam
CEVID approp’ﬂa‘te beRavior while n qués;,
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(e) As far as possible, adequate number of biometric stations should be placed
in an outside/open air environment. If indoor, adequate natural ventilation
must be maintained; and

(f) All offices shall undertake orientation of the employees on precautions to be
followed.

(g) Meetings, as far as possible, shall continue to be conducled on video-
cb_nfe_rencing and personal meetings with visitors, unless necessary in public
interest, are to be avoided.

{h) Alt -officersistaff shall strictly follow the COVID-appropriate behavior, at ail
times; in offices.

N \LN }M% L
' {Umesh Kumar Bhatia)
Deputy Secretary tothe Govt. of India

To

1% Al the Ministries/Depattments, Govarhinaiit of India.
2y PMOICHbnEt Secretariat,

3) PBteHorble MeS.(PP).

4)  PSQfo Seoretary {Fersonnal).

By & Tegh, Dirsstor, NIC, DoPAT — for upleading.
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