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REGIONAL INSTITUTE OF EDUCATION, BHOPAL

No.F. Biometric/ RIEB/ Estt./ 2021/ Daled:- 08.06,2022
CIRCULAR
Subject: Observation of punciualily-strict adherence of Instrucilons,

With reference 1o the Councll's letler NoF,1-1/2022-EC/614-673 daled 31.05,2022, consolidatod
instructions for punching/marking attendance on Biomeliic Machine for maintaining punctuality in the
Institute in respect of each and every Stalf of the Inslilule viz. Academic/Non-Academic
(regular/contractual/outsourcing) are as under:-

1. The Institute timings are 09.00 a.m. to 5.30 p.m. (except for the staff engaged in shift duties).

2. Further, fifteen minules grace period in marking the attendance in morning shift is provided to
officials; however, officials who punched at 9:15 a.m. will have 1o compensate and punch in
the evening at 05:45 p.m., accordingly.

3. Half-a-days casual leave shall be deducted from the casual leave account of the Institute
employee for each late aftendance. However, late attendance up to one hour, on not more
than two occasions in a month, may be condoned if this is due to unavoidable reasons.

4. Suitable disciplinary action may be taken against the employee concerned in addition to
debiting half-a-days casual leave, if he/she persistently/habitually attending late.

S. In exceptional cases, late coming/early departure in the afternoon is up to the condition that
prior intimation/approval of the HoDs/Section Incharges has been obtained and the duration
of late coming/early departure is compensated by devoting extra hours of work as to ensure
that the 40 hours of work time for 5 days a week is maintained.

6. Any official availing half day casual leave in the forenoon will make arival entry in the
Biometric machine up to 01:30 p.m. and the official availing half a day casual leave in the
afternoon may take departure entry in the machine at 01.30 p.m. or after.

7. The DMS teachers and staff posted therein may also adhere the timings prescriped for DMS
considering the above norms.

It is observed that some officials do not adhere to the office timings (9.00 a.m. to 5.30 p.m. with
lunch break from 1:00 p.m. to 1:30 p.m.) and report in the office late and leave early. This not only affects
office work adversely but also violates Rule 3(i) (ii) of the Central Civil Service (Conduct) Rule 1964.

Therefore, it is reiterated that all the Officers/Officials must strictly adhere to the office timings and
also devote their full attention to the tasks assigned to them. It is impressed upon all the Heads of the
Departments and Section Incharges in the Institute/DMS to convey these instructions to officials working
under their control for strict compliance.

All the Heads of the Departments and Section Incharges in the Institute are also requested to
monitor marking Attendance on Face Mark Attendance System for the outsourcing and contractual staff
and their timings may also be noted for adherence of these instructions.

The HODs/Section Incharges may download/view the attendance of their subordinates on
https://riebpl.attendance.gov.in by log in under employee log in tool. (on monthly basis thexattendance
of subordinates are also being sent through email.)

This issues with the approval of the competent authority.

Copy to:

1. PS to Secretary, NCERT, $ri Aurobindo Marg, New Delhi-16 for kind information
2. Dean of Instructions.

3. All Heads of the Depts/Section Incharges. With the request to circulale
4. Depuly Librarian, RIE, Bhopal among the Staff working
5. Health Centre, RIE, Bhopal. under them.

6. APC to Principal, RIE, Bhopal.

7.Head Master, DM School. Please bring the contents of circular to the nofice of Teaching and non-feaching staff. To
maintain the aftendance of teaching staff as per the school timings and advice them to adhere the timing of School,

8.Notice Board.



