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ADMINISTRATIVE CIRCULAR NO.517 DATE:04.09.2015

Sub : Integration of Biometric Time Attendance with Online Pay Roll System-
Comprehensive instructions thereof.

The instructions are issued regarding implementation of Biometric Time Attendance with Online Pay
Roll System vide Circular No.HRD/0O&M/File No.2/3253 dtd.02/02/2015 read with Circular No.HRD/ Salary &

Claims/26409 dtd. 22/06/2015. It was directed to implement and interlink the BTA with Online Pay Roll
System from the month of June,2015 without fail.

In view of the above, the Managing Director in consultation with the Executive Director(HR). Director
(Project), Director (Operations), Director (Finance) has accorded approval for integration of Biometric Time
Attendance with online Payroll System. In this regards, the guidelines regarding interlinking the Biometric
Attendance with Pay Roll System are issued as under :-

A) This circular is applicable to all officials in the rank of Exe.Engr. equivalent and below who are working
in different sections of Corporate Office.

B) The officers/employees working in Corporate Office are required to be present in office from 10.00 to
5.30 p.m.

C) The working hours of the employees coming under Pay Gr.IV (excluding Daftary)& whose office time is
9.30 hrs in the morning and other employees whose office time is 10.00 hrs in the morning, for those
employees the grace period to attend the office shall be 9.40 hrs and 10.10 hrs respectively, the
officers/employees who attend office after 9.40 hrs and 10.10 hrs, they should sign in the Late Muster.
Similarly, if employee leave the office early at evening than the schedule time, in that case % day CL or
% day salary will be deducted accordingly.

D) The Class IV employees who attends office after 9.40 hrs to 10.00 hrs and other officers/ employees
who attend the office after 10.10 hrs to 10.30 hrs the action against them should be taken as under:-
(i) An occasion of coming to office late in a month is only one (1) - No Action.
(ii) An occasions of coming to office late in a month for two (2) times - Oral warning.
(iii) An occasions of coming to office late in a month for three or more times - Half day C.L for each
occasion.
(iv) If, the employees/officers are attending office late frequently, in that case, action under “Act of
Misconduct” is required to be taken, treating his late coming to the office as “Minor Lapses”.
E) In case CL is not balance in employees leave account, then Proportionate % day salary will be deducted

as like %2 day CL.

F) The employees who are coming from Pune and Nashik and if they have opted for grant of concession, in
that case they may be granted concession as per G.0.145(P) dtd. 06/05/1997 as under:-
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1) Employee who are coming from Pune, they have concession of coming late by 50 min. i.e. upto
10.50 am. Such employees have to surrender 6 days of CL.

2) The employees who are coming from Nashik, they have concession of coming late by 2 hrs. on the
next day of weekly off and public holiday. Such employees should surrender 3 days of CL.

3) Such employees availing any of the concessions will not be permitted to leave the office early in the
evening. If they leave the office before office hours, % day CL. or % day salary will be deducted.

4) After surrendering the leave, the concerned section should make entry in the leave module of their
account.

All Sectional Heads should certify the employees attendance of previous month which is received
through BTA, System. They need to submit it to the Salary & Claim Section on or before 10t of the next
month.

As per Govt. Resolution No.H&hIUT-20¢8/T.5./2¢(I. T T1.)[&.3%/92/09% the provisions regarding the

flexi working hours have been made. Accordingly for the employees who are required to work during
late hours, the concerned HoD shall allow on following conditions;

i) The employees/officers of the MSEDCL working in Corporate Office may avail the facility of
flexi working hours upto 60 minutes in morning.
ii) According to Company working hours, the officers/employees may come late in the morning

between 10.00 to 11.00 hrs and 9.30 to 10.30 hrs for Pay Group IV employees (excluding
Daftary). The employees who avails this benefit, should compensate the time of Late Coming
to the Office after 5.30 hrs at evening to the extent of the late hours.

iii) It should not be practice of Late coming Every Day. When the Higher Authority directs to
attend office early in the morning of next day or 10.00 a.m. in that case, it is binding to the
employees/offices to obey the orders.

iv) Every MSEDCL employee/officer working in the Corporate Office should work 7.30 hrs
(including Lunch Time). However, considering the urgency and importance of the work, it is
binding on officers/employees to sit Late after working hrs. in the evening.

V) The facility of Flexi Working hrs can be extended in deserving cases and also for some
employees who are required to sit late on regular basis due to contingencies of work, looking
into specific hardship faced by the employees, viz. long distance travel, unforeseen incidences
and other relevant considerations etc. The concerned HoD needs to pass orders in this regard.

If the Late coming employees not compensated, the time of late coming after evening, in that case their
attendance will be treated as shown in Para (C) of above.

Handicapped persons will be granted concession as per Govt. Resolution No.Gehrot/¢0¢3/23/2¢ (T.T )
fer30 St t¢s.

All the Competent Authorities and Controlling Officers are directed to note the above directives and

brought to the notice of the employees working under you. The above directives are being implemented from
the month of September, 2015.

The Circular is available of R-APDRP Portal of the company.
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