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MORMUGAQ PORT AUTHORITY
GENERAL ADMINISTRATION DEPARTMENT

Ref. No. GAD/PC-B/3(1)/2023/o049 Date: 13/01/2023

OFFICE ORDER NO. 01/2023

Sub: Biometric Attendance System — reg.

Consequent upon introduction of Biometric Attendance System in this Port. the
manually signing ol muster roll has been dispensed with effect from 01% September 2017,
Accordingly, the Port Administration has issued various Otfice Orders/circulars from time to
time regarding the procedure to be followed for registering attendance in the Biometric
Attendance System. However, it is observed that some employees are not strictly adhering to
these orders, due to which, it becomes difficult in regulating monthly salary of employees and
also to maintain their service records.

2. The matter has now been reviewed in consultation with all HODs and it has been
decided to bring the following procedure to the notice of all officers/femployees for strict
compliance for registering attendance in Biometric Attendance System:-

(i) As per Clause 2(ii) of Office Order No. 606 dated 28/08/2017, ten (10) minutes
grace may be allowed to employees in respect of arrival time to cover any
unforeseen contingencies including traffic congestion. Late attendance up to an
hour, on not more than two occasions in a month may be condoned by the
concerned HOD, if it is satisfied that the late attendance is due to unavoidable
reasons. Half-day’s causal leave (CL) will be debited to the casual leave account
of an employee for each late attendance beyond two times in a month. In case
there is no CL at credit of employee, one day Earned Leave (EL) will be debited
to the Earned [eave account of an employee for each late attendance beyond two
times in a month. HODs should ensure that no condonation in late attendance is
allowed to any employee beyond two occasions in a month.

(i)  In case an employee leave office early before the time for closing of office
without permission, half-a-day’s casual leave should be debited to his casual
leave account for each such early departure from office. In case there is no CL
at credit of employee, one day Earned Leave (EL) will be debited to the Earned
leave account of an employee for each such early departure from office.
However, in the emergent circumstances, the HOD may permit an employee to
leave office early before the closing time.

(i11)  In case an employee fails to bring his RFID Card or to register his attendance in
the Biometric Attendance System, he should forthwith report the matter to the
Sectional Head on the same day and he may be permitted to submit ‘Duty Slip®
to regularise his attendance. Duty Slip for *forgot to punch’ or *forgot to bring
RFID Card’ 1.e. non-punching will be allowed only on two occasions in a month
and on third or subsequent occasions, the employee may be directed to regularise
his absence by applying for leave due and admissible to him. Non-regularisation
of absence will be considered as "unauthorised absence’ and will be treated as
‘Dies Non’ as per Regulation 21 of Mormugao Port Employees’ (Leave)
Regulations, 1964.

(iv)  All officers/employees excluding officers at the level of Dy. HODs and above
should invariably register their attendance twice a day, once at the beginning of
the schedule timing and next at the end of the scheduled timing in the Biometric
Attendance System.
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(v) Employees, whenever leave the office for official/personal work during office
hours, they should register their movement in Movement Register as well as in
Biometric Attendance System. Employees working in Administrative Building
will register their movement in the machine kept inside the CISF Room at main
gate; employees working in wharf will punch in the machine available at Gate
No. 9 or 2. as per their place of working and employees working in Medical
Department and other offices situated at Headland Sada and Vasco will punch
in the machine available in their respective workplace.

(vi)  Duty relief given to Office-bearers of the recognised Unions for attending union
work/RLC matters during office hours will continue. However, they should
strictly register their daily attendance at the beginning and end of the scheduled
timing in the Biometric Attendance System located at their respective
workplace.

(vii) Officers/Employees who leave office before 13:00 hrs for lunch or reports for
office beyond the grace time of 13:50 hrs after the lunch break should register
their IN and OUT timing in the Biometric Attendance System.

(viii) No officer/employee should proceed directly for any official work or on site visit
without reporting for duty. However. in emergent and unavoidable
circumstances, the HODs may allow such officers/employees to attend the
official work or visit site without reporting for duty and later on. the same may
be regularised as “On duty’, with due approval of the HOD.

(ix)  Employees should invariably apply for leave well in advance. In case due to
some unavoidable circumstances it is not possible to apply for leave in advance.
the employee should regularise his absence immediately on the day of joining
the duty. Sectional Heads should ensure that the employees working under ther
administrative control are regularising their absence in time.

5. All officers/employees are directed to strictly adhere to the above guidelines and it may
be ensured that no any special relaxation is granted to any employee in registering attendance
in Biometric Attendance System other than as given above. The Otfice In-charge in the
departments may also ensure that all leave applications/duty slip received in the department in
a week are forwarded to Pay Section/Finance Department on every Friday in the morning
session in order to update the service/leave records of employees.

4. This Office Order shall come into force with immediate effect.

3. This issues with the approval of Competent Authority.

. &Y\-/\
(S.2. Mohan Kumar)
SECRETARY(i/c)
To,
All HODs/MPA

Copy to: 1. Chairman’s table.

2. Dy. Chairman’s table.

3. Dy. Commandant/CISF/MPA .... To issue necessary instructions to the CISF
personnel for strict supervision at all gates.

4. The President. MPT Officers Association.

5. The President, Goa Port & Dock Employees Union.

6. The President, Mormugao Port & Railway Workers Union.

7. Notice Board.




