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Circular

Sub : KSCSTE- KSOM - Instructions for the effective Implementation of biometric punching
attendance system — Reg.

KSCSTE - Kerala School of Mathematics issues the following Instructions regarding of the Implementation of
biometric punching attendance system.

(M

@)

@)

(4)

8)

9)

The biometric punching system includes all permanent employees, temporary employees, Post-Doctoral
Fellow and PhD Scholar.

The working hours of Kerala School of Mathematics are from 10.00 AM to 05.00 PM (7 hours).
Punching should be marked at actual time of Entry and Exit.

The provision for 300 minutes’ grace-time is given in the Bio-metric Attendance per month. It can only be
used for a maximum of 60 minutes a day. When grace time is short for any reason, it cannot be restored.

Attendance is calculated from the 16th of the first month to the 15th of the next month.
Grace time is allowed for Half day (Half day 10 AM to 1 PM, 1.45 PM to 5 PM) also.

Employees assigned to other duties must inform that information in advance and record the OD in the
punching report. Those assigned to Full Day programs do not have to register for the Biometric Punching
System on the same day. However, those assigned to Half Day programs are required to register for the
Biometric Punching System for half a day.

Leave of the employee will be deducted from their leave in credit in the order of CL, HPLC, LWS, HPL and
LWOS if the employee stays after the allowable grace time and leaves early. if and only if 300 minutes’
grace-time is over and eligible leave application of the employee concerned is not received in time.

As the leave is arranged through the Auto Process system at the end of each month, the leave of employees
who do not apply for leave will be deducted from their credit in the order of CL, HPLC, LWS, HPL and LWOS.

(10) Employees applying for Special CL, Medical Leave and Paternity / Maternity Leave should submit the

application to the authority concerned along with the required documents.

(11) Attendance Report (Recoveries and Deductions related to Salary) downloaded through Auto process system

should be submitted to HR Section and A / C Section.

(12) Cleaning staff must be present in the office from 9.45 AM to 4.45 PM.

(13) In any case, if the machine is not accessible for punching using the official identity card / finger of the

employee, the time of arrival should be recorded in the available register and the information should be
conveyed to the officer concerned.
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(14) The Attendance Register should be maintained until further notice/orders and the exact leave and tour
should be recorded.

All Employees
O/c
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Afla@o : KSCSTE- KSOM - enie@o62(S 16> alemiler mylquo mcelm aN02a@
GOEUAYSYOMMD) Moenimu ey MBERUREBRUE - Myosnimu ).

CHM8 M8 B0l ORI l1T8 Mleinlengss niewInasls alemiled o

MEGEUM aNIVA@ GOEUOYSIOMMM  (Mo1WIMo  LRAEM 1OASITM®  MVosNIML e ISP
alO@YM MBERUEBRUE aNeSIN M.

(M

@)

3

“4

)

(6)

0

(©)

©)

NGRS ale@ileds MonlWoIM@MI@ gl MOl 2 1NIMBNHICEWI0, MIBILILI B
210IMB0BOW)0,Post-Doctoral Fellow,PhD Scholar a6 @@)o 9U86)S30m 1@ 1@ 186)0m).

GH08 MNUE &%ad MIOMAIGIHKIOR! (alUdem] VAo 10.00 AM @3 05.00 PM
QeI (7 @M 1B @).

630207100 ©6SAT3 EMEODD UBIBGMIOCPI, OS] GalddEMIIGP) @RMIM VAWM
alemi16813 MSEOMENZMI6EN).

80} 20mEmI@d 300 almls WM eeSo @eMAIG1al AUIRYM). ERW® &) GlAIMo
ale@ouw] 60 alm1g ao@en ANMIeINIHHNIMINS. af)ONME:]L0 BHOREMDMITI BN
£)6S0 NN AUMIT3 @YD) ayM: NN 1HNIONE MVOUW LMD,

GUIM 6ASo ®MWAIMo 16 MOD@ G@RSIOM @AIMo 15 UOEOM @O Q@3
EHEM BB MDIEN).

Half day @06 a6}(M 66)So @omMnualeaym@oa (Half day 10 AM to 1 PM, 1.45 PM to 5 PM).

g WRS1HUBH00@] Me@oulenaasim 21MEnd @ Alnido MBS @0 1wy
alemile3  016ajod51@3 OD  GEEIOYSIGOMENEB®eT. Full Day  GlaldnN@)dE-U3H6)
Mo 1eeeedsSMAU@ @emm Glitvo MICWINAIS]HE: ale@iled MIMOmTE a002@
BEUOHSIBOMEB® 18], of)MOM®3 Half Day GIOWNIMBUBH6 MW HOHNSIMAOIA
ald @1 B0 aNIR@ GEIAS)ETMENMIE.

210MH00@ @MAIBMIRAID BN OSo &HF1Em MIBM]e UG IB:QY0, GNOGO
GalONNBH®I0  62l@BHWINEMEHIT @RGBaNRI®  @PAIW] @RGSY  LIE1HN00m
21OUMBOIOS @NUWIHUE @NES eEwWIglenss ellnled mlmme CL, HPLC, LWS,
HPL, LWOS af)(m (S0 @3 500 QU@I@DmIM@MmOeN.

af)2J0 @OMONUMOMAOo Auto Process VOIIWOMo Ul @oCUW] (52 1:@18630M@ 1MI@3,
211010 @RGAIBH 18000 2TUMBHI0IOS G IBUE BRMIMOS e)ld:-WIGIeRss riiaod
mlomyo CL, HPLC, LWS, HPL, LWOS af)(M (Sa0OM @3 001 QU@@m)mM@osn).
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(10)Special CL, Medical Leave, Paternity / Maternity Leave o)’ 1100306 @Gl 186)0M
210UMH003 @Y @RMAIG1ENMD N @ROURIRIW BREUEUE MaNlMo NIMLERS
@OW B30 106 @OBlBH MARBAIEHO6MRMmIN.

(11) Auto process MQWIMo Y] Download 6a2l® Attendance Report (Salary @20
enIMWeS Recoveries, Deductions oM 1NI@6S NNU63RU3) HR Section, A/C Section GLIH6)
MNATBBEHENBEM.

(12) &1Mlot) Qa0 945 AM )OO 445 PM QU0  HIOI00Q] 63007 lmy1@d
aNIROIW@ 1EH66NmIa.

(13) aBO®E5 1210 MIaNalEIOMITY 2 1NIMBNIYOS BVEBIIUTE: @@ 120 1@ 0@ / Finger
9alBWIN 1200688 ale@iled , ODaUIB Access 6al@)MMN] af)8H1O3  LIBIAIW
=103 AUM MVA®o BRAIAYSICOMENEMo, @ Afldo MIMWeS  6B0anlMen
@00 1 BHHNB@AIEM.

(14) oMl &) @o01Wle] 96MEIMHMM) (U6 Attendance Register M1eiM1@eOmeN3@)0
B3I 21101, B )M BREUOASICOMENSMIAIEN).

Director
KSCSTE- Kerala School of Mathematics

)29 210MH8093@H860,
639a0° 1) G>0041.
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