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Office Memorandum

Subject: Compliance with Aadhaar Enabled Biometric Attendance System (AEBAS) and

Leave Regulations — regarding.
In continuation of Office Memorandum of even number dated 19.08.2025, all employees are

reminded to strictly adhere to the following instructions:

1. Marking of Attendance in AEBAS
All employees are mandatorily required to mark their attendance through the Aadhaar Enabled

Biometric Attendance System (AEBAS) and follow the instructions issued vide Government
of India Order No.11013/13/2023—Per.Policy A.IIl dated 15.06.2024 (Copy enclosed as

Annexure—A).

Non-compliance with the above instructions will be viewed seriously. For every instance of
late attendance, Casual Leave (CL) shall be debited, or Earned Leave (EL) in case no CL is
available. Further, disciplinary action may be initiated against employees who are habitually

late, as such conduct amounts to “misconduct” under the CCS (Conduct) Rules, 1964.

Early leaving shall be treated in the same manner as late coming.

The data relating to punctuality and attendance shall also be taken into account while

considering employees for important assignments, trainings, deputations, and

transfers/postings.
As per the prescribed office timings, all staff members are required to reach office by 9:00

A.M. and shall not leave before 5:30 P.M. Unauthorized absence from duty will be viewed
seriously.

2. Leave Regulations
Leave is not a matter of right, but a privilege granted by the competent authority. All kinds of

authorized leave must be sanctioned prior to proceeding on leave through the e-HRMS (Ehms)

portal.
Any employee found absent during duty hours without an approved leave request in Ehms shall

be treated as being on unauthorized absence.



3. Responsibility of Divisional Heads/In-Charges

All Divisional Heads/In-Charges shall be held responsible for ensuring the attendance and

punctuality of every subordinate under their administrative control.

This Office Memorandum is issued with the approval of the Director, ICAR-IASRI.

|
(Dilfp Roy

Chief Administrative Officer (Sr.Grade) &
Head of Office

Distribution: -

1. Director, ICAR-IASRI for kind information.
2. Nodal Officer, ICAR-IASRI with the incrustations that all AEBAS should be functional

all time and to enroll all the employees of ICASR-IASRI in AEBAS.
3. All Employee of ICAR-IASRI.
4. E office notice board.
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