MORMUGAQ PORT AUTHORITY
GENERAL ADMINISTRATION DEPARTMENT

Ref. No. GAD/PC-B/3(1)/2024/ 02708 Date: ©3/07/2024

OFFICE ORDER NO,. 03/2024

Sub: Observance of punctuality in marking attendance through
Biometric Attendance System (BAS) by Port employees-reg.

The Ministry of Ports, Shipping and Waterways has forwarded a copy of Office

Memorandum No. 11013/13/2023-Pers. Policy-A.III dated 15" June, 2024 issued by the DoPT
for strict compliance of the instructions by the employees with regard to registering their
attendance in Biometric Attendance System (BAS).
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In view of the above, the following instructions shall be scrupulously followed for

observing punctuality in marking attendance through BAS:

iy
2.

a. All officers below the level of HODs and employees shall mark their regular

attendance using BAS without fail.

. HODs shall sensitize their employees to adhere to the instructions relating to office

hours, late attendance etc. HODs shall regularly monitor the attendance report of their
employees by generating daily report from the portal and identify the defaulters.
Habitual late attendance and early leaving of office should be viewed seriously and
be essentially discouraged. Strict action against the defaulters may be initiated under
the extant Port’s regulations.

. The punctuality instructions relating to late attendance, early leaving etc. contained

in Para 2(i) and (ii) of Office Order N0.01/2023, ref. no. GAD/PC-B/3(1)/2023/2494
dated 13/01/2023 will continue to apply. In addition to debiting Casual Leave (or
Earned Leave, when no CL is available), disciplinary action may be also be initiated
against Port employees coming to office habitually late or leaving early as it amounts
to ‘misconduct’ under Mormugao Port Employees (Conduct) Regulations, 1964.

. The data relating to punctuality and attendance of an employee should also be taken

into account, while considering him/her for important assignments, trainings,
transfers/posting.

HODs are requested to bring the contents of above instructions to the notice of their

employees and ensure complete compliance by the employees and initiate suitable action against
the defaulting employees.

To,

This issues with the approval of the Competent Authority.

SECRETARY

All HODs/MPA

Copy to: 1) Chairperson’s table

2) Dy. Chairperson’s table

3) The President, MPA Officers’ Association
4) The President, GPDE Union.

5) The President, MPRW Union.
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