Himachal Pradesh Power Corporation Limites

e (A State Souvt Underlaking)
Himfed Bhawan, Panjri, (Betow Old MLA Quarter:. Shuma- |

Phone, 0177-06433814-18, Fax 0177

HPPCL/P&A/Policy Circulars!/14. S840 -£¢ Datedesi o3/ 7y
Circular

As all the officers/ officials w: the Corporate Office. HPPCL anc
Design Office, Sundernagar, HPPCL are aware that biometric macninas

have already been installed in the offices of HPPCL iocated at Shimla ano

Sundernagar. These machines have been made operation since last more
than one year. The biometric atiendance systern shaii also be mstajiec .«

the project sites also within a short span of time.

In order to have smooth functioning of the systern of wmarkng
attendance through the biometric machines, the necessaly guidelines
enclosed, which are required to be adhered o by all the officers/ official:

strictly. These guidelines shall come into effect w.e.i 17 April, 2014
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DirectorPerson
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1. All HOPs/HODs, HPPCL with a request to bring this circular inte

notice of all officers/officiais under your controt

2. AE (Estate}, Corporate Office. HPRCL
3. Notice Board
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Guidelines on account of introduction of attendance
of the officers/ officiais on the Biometric machines
Himachal Pradesh Power Corporation

" The marking of attendance through the Biometric Machines at the time o

reporting and leaving the office premises is compuisory for all the office:s/
officiais posted in HPPCL.

The empioyees at project sites assigned on shift duty shall have o o
their attendance at least once in a whole day, f not passible © rmark e
attendance at the time of reporting and leaving the office promises
However, marking of attendance through biomeiric machines at the luoo O
reporting and leaving the office premises is compulsory for siafl posien i
projects and is assigned to work in office.

To ensure regularity and punctuality in attendance, all employees o0 o
adhere to the office timings i.e. 10:00 AM to 05:00 PM with tunch sk
between 1:30 PM to 2:00 PM ie 7 hours per day The atlendance w
have to be recorded in machine by placing the finger/ovunch card o e

given spot of Bio-metric machine while enfering or leaving he office

premises: N

Recognizing the need for HPPCL employees to cope up with the peak
traffic rush because of same office & school btmings. maintain work, fui
and personal commitments, the flexi hour's concept is being introduce

per this concept, officers/ officials will be ailowed fiexibiiity of 30 minuies o

the morning i.e. upto 10:30 AM for coming to office but not as a maar o

routine. However, coming late shall have to be made good by siuny
for equal time period before lzaving the office on the same day

In project sites, the existing system of marking attendance i i
attendance register will remain int force untl the nstaliation of Dwe e
altendance system
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- Nodal Officer for operation, assistance & mondtoring of
Attendance '

Sr. Manager (iT) for Corporate Office, Shumla will be the nodal oitic
Nodal officers i field offices shall be nominated by HOPs. wh
shall be notified to the Corporate Office
v At Corporate Office, Shimla Sr. Manager (i7). whereas, i flek
the nodal officers nominated by HOPs must ensure that
coverage is maintained between 9:30 AM. 1o 530 PM
v The Nodal Officers shall take the print out of the attendance ard send
the samae to the concerned P&A Department i.e. Corporate Office/tieid
Offices by 7" of Every Month.
¥" The P&A department shall put up the repart 1o HOP in field olfice
P&A department in Corporate Office shall put the repart o
concerned by 10" of every month along-with hist of habitual lae coine
v The P&A department i field offices shall pul up the Actor asee
Report to HOPs and P&A department at Corporate Office ¢
(Personnel) by 15" of every month.
7. The respective P&A Department should ensure that the regula oo
debited is duly entered in the service book/SAF System of the cmpio
concemed

8. The employees who are deputed on official duty involving late «veo i
or early leaving will forward the permission slip (as per Annexire.d
signed by their respective Head of Division to Nodal Officer with -
concerned P&A Cell so that their late coming or early leavine i o
premises can be regulaled

9. In the-event of Head of Project/Head of Division on leave/out of
the next officer incharge of the Department/ Section shall be Cong
Authority to sign the permission slip.

10.  HPPCL reserves the right {o suspend, cancel or amend this pai _
time. HPPCL also reserves the nght to cancel or suspend use o Toainle
work schedules at any time and to return an emgloyee to o
standard schedule if the empioyee's schedule doas nol aiow
department to operate effectively and efficiently, i onenge. o
circumstances necessitate the reluin o standard schedue o0
employee experiences performance problems deemed (o be realed
new schedule. Such circumstances will be evaluated on cuse sse
basis.



Himachal Pradesh Power Corporation Limited
o\ (A State Government Undertaking)
Himfed Bhawan, Panjri, (Below Old MLA Quarters), Shilb‘nla-]?l 005,
Phone: 0177-2633814-18, Fax: 0177-2633813
CIN -U40101HP20065GC030591.

(l l)WF A (_OHl(le\ll( (AR el

2,

HPPCL/P&A/Policy Circular/ SR~ b8 Dated: -£ZJune 16
CIRCULAR

5 ||”|' continuation to the Circular issued vide No. HPPCL/P&A/Policy Circular/14-22846-66 Dated

505.03.2014 related to  “Guidelines on account of introduction of attendance of the
gofficers/officia/s on the Biometric machines in HPPCL” communicated to all the employees of
(HPPCL, it has now further been incorporated under point No. 4 of the said Circular as under:-

' 4(a) Further, in case of late by 10:30 AM in the morning Short Leave as per below
given rational shall be deducted from the Casual leave account of the

concerned employees:-
Late up to 2 hours : - 113" of the one day Casual leave

Late up to 3 72 hours: - Vo day Casual leave

The period of absence in hours as recorded by Biometric Machines shall be
provided by the IT cell to the CPT team on 25" of every month, which shall be
updated in SAP and on the basis of which the Casual leave on above given
proportion shall be automatically deducted from the account of employee with
Lo specific remarks for that particular month. Further, in case the employee’s
: Casual Leave Account gets exhausted and the employee is habitual of late

g attendance or early departure in the office then disciplinary action as deemed

! fit as per the rules shall be initiated on such habitual late arrival or early

departure from office.

Ihe above amendment shall be effective w.e.f. 01.07.2016 and shall be introduced in phased
manner all the field offices. Further, all employees/officers irrespective of their designation/level

‘should use biometric attendance. ‘
b .,‘:u

Director (Pers onneﬂ)

? Copy for information to:-
' 1)“Fhe Director (Civil/Electrical/Finance), HPPCL, Himfed Bhawan Shimla-5

- "(V'r’"') All HOP's/HOD's HPPCL with a request to bring this Circular into the notice of all

1
W vk
‘ ;«;i[, ' 1(/ ... officers/officials under your control.
- #Jﬂd\(f.f) The Sr. Manager (IT), HPPCL, Uttam Bhawan, Shimla -4
‘a)‘/ﬂEQ\\ll) The PO (Estate), Corporate Office, Himfed Bhawan Shimla-5
x:\’g\\\\\ =" I'5) All Notice Boards |
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