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FNo.8(2)12012-W,S.
OFFICE MEMORANDUM

Sub: Monitoring of attendance of officers! Staff of DAREJ ICAR through Biometric based
Attendance Control System(BACS) reg.

In continuation of Council's Office Memorandum of even number dated the 19'"
December, 2012, it has been decided to operationalise the 'Biometric-based Attendance'
Control System' for the purpose of recording and monitoring of attendance of officers! staff
working in DARE! ICAR located in Krishi Bhavan, Krishi Anusandhan Bhavan-IIII and
NASC Complex buildings w,e.f. 07 March,2013.

Following are the· guidelines! modalities for implementation of 'Biometric based
Attendance Control System (BACS):-

(i) A110fficers/staffofDAREI rCAR (withom any exception) will register their arrival in
office and their departure for the day on the biometric attendance control system of
DARE/ICAR installed in their respective office building.

(ii) In case any officer is required to attend meetinglconference/semiIlar etc. or any other
official worle on a particular day (in the forenoon or aftemoon) at other office
buildings of leAR viz. KBIKAB-I, KAB-II, NASC, he/she will register his! her
arrivall departure time (as the case may be) at theBACS iilStalled at the office
building ofICAR where meeting/conference/seminar is to take place.

(iii) All officers/ officials will continue to mark their attendance in the Atteildance Register
also, besides marking attendance at Biometric Attendance Control System(BACS) till
28th March,20B.

(iv) In case the attendance in respect of any officer/official up to the level of Section
Officer or equivalent does not get registered on any of the Biometric Attendance
Control System installed at various buildings of leAR, he/she may inform in this
regard to concerned Nodal. Officer, failing which the official will be deemed to have
not attended office on the day and will be treated as absen.t. The Nodal Officer for this
purpose are :-

(i) . Under SecretarY(WS), rCAR (for Krishi Bhavan)
(ii) Under SecretarY(Service Section), leAR (for KAB-IIII)
(iii) Under Secretary(E&M), reAR (for NASC Complex)
(iv) "Under Secretary(Estt.), DARE for employees ofDARE

(v) In case, however, the biometric anendance control system is out of order on a
particular day, all the officers! officials upto the .level of Section Officers or equivalent
will mark their attendance in their respective rooms.

(vi) Each officer/official will put in minimum 42.5 hours of work (including Y, hour
lunch time) in a week of five working days (be appropriately reduced in case of
holidays).
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(vii)

(viii)

(ix)

(x)

Late coming upto 30 minutes may be relaxed keeping in view the transport problem
OT any other unforeseen eventuality subject to the condition that the duration of late
coming is compensated by sitting late in the everting preferably the same day or any
other day of the week.

In exceptional cases like consltltation with doctoTs in CGHS Dispensaryl hospitals}
attending social obligation etc. late coming in the morning! early deparrure in the
afternoon upto nvo hOUTS (maximum) may be allowed subject to the condition that
prior intimation! approval of the immediate superior officer has been obtained and the
duration· of late coming! early departure is compensated by devoting such extra hoUrs
of work so as to ensure that the 42.5 hour work schedule (including lunch) for the
entire week is maintained.

Record of weeklyl monthly hours worked by each officer/official will be maintained
through BACS. The report in this regard generated through BACS will be forwarded
to concerned establishment section of the official by Work Study Section.

Half- a-day Casual. Leave shall ·be deducted for everj unco...pensated hi.te coming or
early departure of 4 (four) hours at the end of the month without further notice. This
will be done by the concerned Establishment Section of the officer/official under
intimation to the official concerned and hislher respective Divisional Head! Branch
Officer.

(xi). The concerned Establishment Section of the official will prepare a monthiy report
regarding punctuality in various DivisionsJ Sections and send it to the concemed
Divisional Heads. It would be the responsibility of the concerned Divisional Head to
take necessary corrective action regarding punctuality in their Division.

.__._-----,- - -_._ .. _,-._.-. _.._. . __ _.__ .

(xii) If any employee is facing any difficulty in marking the attendance in BACS, it may be
brought to the notice ofUS(WS) immediately.

The trial run for testing the system will be held from 71312013 to 131312013. All
officersJ staff shall register their arrival in the morning and their departure for the day .
by using the biometric attendance control system during this period, which is primarily
for the purpose of identifying any operational problem. The acmal process of
monitoring of attendance will start from 1411l March, 2013. The above orders sh01.11d
be strictly complied with.

This Issues With the approval of Secretary, lcAR.

Distribution:-

p.S_ a-
( P. Sakthivel )

Deputy Secretary(WS)

1. PS to Hon'ble AMI MOS(A&FPl). (For staff of DARE! rCAR posted in the
respective office(s) ofAMlMOS).

2. PSO to DG,ICAR.
3. PPS to AS(DARE)& Secretary, lCAR
4. PPS to AS&FACDAREJ!CAR).
5. Secretary, ASRB
6. All Officers and staff of ICAR Heac!quarters(including ASRBI DKMN NAIP) at

Kr:ishi Shavan, Krishi Anusandhan Bhavan-I1III NASC
7. Director(DARE). He is requested that the content ofthisO.M. may please be brought

to the notice of all the officersl staffof DARE for compliance.
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