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Salary & Claims Section
A Maharashtra State Electricity Distribution Co. Ltd.,
G-9, “Prakashgad”, 4th floor, Station Road,

IMIAHAVITARAN """  Bandra Eas), Mumbai - 400 051,

Maharashtra State Electricity Distribution Co. Ltd. Website :- www.mahadiscom.in
E-mail :- msedclsalary@gmail.com
(A Govt. of Maharashtra Undertaking) Phone No. :- 26472131 / 26474211
CIN : U40109MH20055GC153645 Fax No.:- 022 -26476749
. A ~n
No. HRIS&C/BTAS/ () 5 5 3 7 3 Date: 24 DEC 21
CIRCULAR

Sub: Punctuality and strict observance of working hours at Head Office.
Ref: Administrative Circular No. 517 Date: 04.09.2015

The working hours for all the employees are prescribed under Service
Regulations No 19 and 20. In spite of repeated instructions, it is observed that many
employees either reach the office late or leave early than the prescribed timings, which
sets a very bad example and projects a bad image of the company to outsiders.

.8 The flexi timings is a privilege given to employees and it was expected to be used
sparingly in exceptional cases with due care by their controlling authorities. The
controlling authority was expected to approve the flexi time concession exceptionally so
that instances of its use are kept to the barest minimum. However, that has not been
found to be happening.

3. To maintain punctuality in the office following instructions are therefore being
issued,;

A] For Employees & Controlling Authorities:

° Biometric attendance for all MSEDCL employees working at Corporate Office(ie.
employees of Prakashgad building, Prakashgarga building, Estella battery Compound,
Matunga, HSBC Bank Building, Fort) should be mandatory w.e.f.01st.Jan.2020 and shall
be linked to salary module.

L4 Flexi time will be used / allowed by the controlling authority only on 4 occasions in
a month except in the rainy season i.e. from June to September when it can be used on
6 occasions considering the problems faced in commutation during monsoons.

° The remark in the attendance system as ‘Thumb not recognized’ will be
considered as flexi time concession availed by that employee.

* Entry in the office without the Company specified Identity Card will not be allowed
unless the person concerned has obtained approval of the controlling authority
conveyed to Security staff on landline phone kept at the gate.

® Employees who are required to travel frequently from one place to another on
account of official work to a place other than his/her designated office such employee’s
controlling authority shall certify his / her attendance through system. This is to put a
stop to entry / exit of employees by punching attendance at a place other than the
designated office just to be within office tiniings. Competent Authority should take note
that the person working with him / her have punched in and out at the correct offices .

® Any employee going out of the office premises due to any official / personal
reason the Gate pass signed and stamped by the section head will be submitted at the
Exit Gate. (Format of Gate pass is attached) It is relaxed only during 01.30pm to



02.30pm and is not applicable to the officers on the post of Executive Engineers and
equivalent and above.

L The employees who are going out of office premises frequently (ie More than
thrice a week) due to their routine office work like Bank, Post office, Registry, Court
related work etc. will get a separate gate pass made on their name which will be
provided by HR department to them with a validity of 6 months. In case of transfer /
retirement / resignation / separation of employee, the pass will be returned to originator.
This pass will not be transferable.

B] For Security:
Vehicle entry from Main gate (2 whéelers / 4 wheelers):

L Vehicle tags (sticker of MSEDCL) will be fixed on top right corner of wind screen
of all cars whether own or hired vehicle for company usage more than 6 months or
company cars & for 2 wheelers sticker on the front of the vehicle. Entry in the office
premises will be denied to defaulters. Cars should be checked on entry & exit.

Entry of Contractors / Suppliers / Visitors / Union members:
®  Entry of persons like contractors, suppliers or visitors will be allowed only in the

prescribed time ie. 2 pm to 4.30 pm on all working days, unless specifically approved by
the officer who is to be visited.

® In case of personal visitors, the Security Guard will allow his/her entry only after
taking approval from the employees / officers to be met. The visitor will be allowed to exit
only if his pass/slip given to him at the time of entry has been signed by the officer
concerned.

L For union meetings only 2 members per union will be allowed.

o Only Police Personnel in uniform will be allowed to enter the premises for availing
the canteen services.

Gate pass):

. Employee submitting Gate pass will be collected by the security desk, who will

hand over it to concerned section on the next day.

L A monthly report of Exit/Entry analysis together with security related incidences
shall be submitted to the Executive Director(S&E) with copy to Executive Director (HR)
by 5" of every month.

This circular is applicable to all corporate offices employees (ie. MSEDCL
employees of Prakashgad building, Prakashganga building, Estella battery Compound,
Matunga, HSBC Bank Building, Fort) w.e.f. 1™ Jan, 2020.

All concerned are requested to make note of these instructions and follow them
whole heartedly to make “Punctuality” drive successful.

The circular is available on Employee Portal.

Shivajiindalkar
Cdr. (Retd.)
Chief General Manager (HR) (I/C)
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