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Subject: Implementation of Aadhar Enabled Biometric Attendance System (AEBAS)

All officials of this office are hereby informed that the Aadhar Enabled Biometric Attendance
System (AEBAS) will be operational with immediate effect. The following instructions are
issued for strict compliance:

1. Attendance Marking
All staff members must mark their attendance (both arrival and departure) either through their
mobile phones or the Biometric Attendance System (as and when installed) as well as in the

attendance register.

2. Office Timings

The prescribed office hours are from 9:30 AM to 6:00 PM. Officials shall strictly adhere to
these timings.

A) In the morning, time between 9:30 AM to 09:40 AM would not be counted towards
shortfall as this is given for marking attendance in the system.

B) Each official must complete a minimum of 40 working hours per week, across five
working days. (Adjustable in case of public Holiday or sanctioned leave)

3. Field Party Officials
Officials assigned to field parties must mandatorily mark their attendance in AEBAS when
present at the headquarters.

4. Late Attendance / Early Departure

A) Half a day's casual leave (CL) shall be debited for each instance of late arrival or early
departure.

B) However, late arrival or early departure up to one hour, on not more than two occasions in
a month, and for justifiable reasons, may be condoned by the competent authority.

Q) In such cases, officials must compensate the shortfall by working extra hours to ensure
compliance with the 40-hour weekly requirement.

D) Habitual latecomers or early leavers may face disciplinary action, in addition to leave debits.

5. Half-Day Casual Leave

A) Officials availing Forenoon half-day CL must record their arrival in AEBAS by 02:00 PM.
B) Officials availing Afternoon half-day CL must record their departure in AEBAS at or after
01:30 PM.



6. Shift Duty Personnel

Officials assigned to shift duties shall adhere to the specific timings of their assigned shifts.
The controlling authority responsible for assigning shifts must ensure that the minimum
requirement of 40 working hours per week is met.

7. Instructions regarding marking the attendance using Smart Mobile phone-

A. For marking the attendance using face authentication, Employees should download mobile
AADHAARBAS app for both android and 10S platforms available on Google play store and
App store. The mobile application will work only within the prescribed Geo Fencing limit of the
office premises.

B. For marking the attendance, Employees have also to download AADHAARFACERD app
along with the AADHAARBAS app.

C. After downloading of both the applications (AADHAARBAS &

AADHAARFACERD) in their mobile phone, Employees should capture their clear selfies on the
application.

D. The employees should have to enter their attendance id (generated after registration on
the website) in AADHAARBAS application, then select office and nearest entry point for
marking attendance in this office. After this, employees can mark attendance using face
recognition for in and out attendance in this office by AADHAARBAS mobile application.

All officers concerned are requested to ensure strict compliance with the above
guidelines.
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