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Office Order No. 34 of 2023

Sub : Biometric Attendance and Punctuality of Officials in Board’s Office

Aadhar Enabled Biometric Attendance System (AEBAS) was enabled for marking
of Attendance of Officials working in Board’s Office vide Office Order No. 80 & 91 of
2014. Instructions on adherence to office timings and proper monitoring of Biometric
Attendance System by supervisors have been brought out vide Office Order No.107 of 2016
and 73 of 2017 wherein directives have been issued for Section Officers and Executive
Directors to strictly ensure punctuality by all Officers/Staff working under them.

" 8 Recently, it has been observed that percentage of Employees(both Officers/Staff)
coming to office in time has considerably declined which has been viewed seriously by the

Administration.

21 The normal hours of attendance at office are from 9.00 a.m. to 5.30 p.m. on all
working days with a lunch interval of half an hour from 1.00 p.m. to 1.30 p.m. All officials
of this office are expected to be in his/her seat and at work by 9.00 a.m. All Officers may
also ensure that not only staff working under them but they themselves should also adhere

to Office timings.

- 3 After the implementation of Aadhar Enabled Biometric Attendance
System(AEBAS), there is no change in the instructions relating to office hours, late
attendance etc. which inter alia provides that half-a-day’s Casual Leave will be debited for
each day of late attendance. However, late attendance upto an hour not more than two
occasions in a month and on justifiable grounds may be condoned by the competent
authority. In addition to debiting Casual Leave (or L.A.P. when no Casual Leave is
available), disciplinary action can also be taken against the railway servants who are
habitually late. Early leaving is also to be treated in the same manner as late coming.

4. Instructions for proper monitoring of attendance/punctuality of officials working in
Board’s Office have already been issued vide Office Order No.107 of 2016. Concerned
Officer may report the matter regarding staff who are habitual late comer to ERB sections.
Any issues related to registration/marking of attendance in AEBAS or monitoring of
attendance may be reported to Sr.Programmer/RBCC.

5. The above instructions may be adhered to by all officers/staff with‘(ifi%(
No.2023/0&M/9/1 (T. Srinivas)

Dated:- 06.06.2023 Joint Secretary/ Railway Board
Tele No.: 011-47845551

Email ID : t.srinivasl@gov.in

All Officers/Branches in Board's Office, COFMOW and Dayabasti, New Delhi.

Copy to : EDPG/MR, EDPG/MoSR(D), EDPG/MoSR(J)

Room No. 229, Rail Bhawan, Raisina Road, New Delhi-110001
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GOVERNMENT OF INDIA
MINISTRY OF RAILWAYS
(RAILWAY BOARD)

OFFICE ORDER NO. 5O OF 2014

Sub: Introduction of AADHAR Enabled Bio-metric Attendance System.

Department of Personnel & Training vide their Office Memorandum
no.11013/9/2014-Estt.(A-III}) dated 21st November, 2014 (copy enclosed)
has advised that an AADHAR Enabled Biometric Attendance System (AEBAS)
will be introduced in all the Central Government Offices including
attached/subordinate offices in India. The System will be installed in the
offices located in Delhi/New Delhi by 31.12.2014. Accordingly, the system of
marking attendance in the office of Railway Board (including the office
functioning at Pragati Maidan Metro Station Complex) will be effected

through AEBAS by 31.12.2014.

2 There is no change in the instructions relating to office hours, late
attendance etc. which inter alia provides that half-a-day’s Casual Leave will
be debited for each day of late attendance, but late attendance upto an hour,
on not more than two occasions in a month and for justifiable reasons may
be condoned by the competent authority. In addition to debiting Casual
Leave (or L.A.P. when no Casual Leave is available), disciplinary action can
also be taken against the railway servants who are habitually late. Early
leaving is also to be treated in the same manner as late coming.

8 Strict compliance is solicited.
No.2014/0&M/9/3 ( K.@KRISHNAN )
Dated:0/ /12/2014 Jt. Secretary / Rly. Board
To

All Officers and Branches in Railway Board and also at Pragati Maidan Metro
Station Complex office.




AT TSR Government of India
I& HATST Ministry of Railways
T 9% (Railway Board)

OFFICE ORDER NO. 91 OF 2014

Sub:- Implementation of Bio-Metric Attendance System in Board’s Office

Attention is invited to Office Order No. 80 of 2014 dated 01.12.2014
regarding effective implementation of Bio-metric Attendance System in Board’s
office from Ist January 2015.

2. All the Officers/staff are, therefore, requested to mark their attendance
invariably through AEBAS available at various lacations in Rail Bhawan and at
Pragati Maldan Metro Station Complex from 1st January, 2015 onwards.
However, for those whose fingerprints are not being identified by the system,
IRIS terminals have been installed at following places for marking attendance:-

i) Telephone Exchange, Room No 28, Ground Floor
i) O&M B;‘ach, Room No.101/C, 1st Floor

iii) Library, Room No 135, 1st Floor

iv) PPS/AM Staff, Room No 209, 2nd Floor

V) DDRS(G)-I, Room No. 340, 3rd Floor

vi) DF(L&F). Room No, 402, 4t: Floor

vii) E(Rep)-I, Room No. 505B, 5t Floor

3. Technical problems, if any, faced while marking attendance may be
reported to DME(C&IS)/Sr. Programmer C&IS Directorate for immediate

assistance.

CPM@&?,%

2014/0&M/9/3 (G Priya Sudarsam)
Dated:-30.12.2014 Deputy Secretyary/O&M

All Branches in Board’s office and at Metro Bhawan, Pragati Maidan
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T AATSTT Ministry of Railway
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OFFICE ORDER NO. 107 OF 2016

Sub:-Monitoring of Attendance and Punctuality through AEBAS

ottt et

Biometric Machines have been installed in the Ministry of Railways, Railway Board for
registering.attendance with a view to ensuring and effectively monitoring attendance and punctuality
of all its employees as a means to efficient transaction of the office work. Instructions have been
issued from time to time on marking of attendance and adhering to the gu1dehnes on punctuallty, the
last being Office Order No. 61 of 2016.

2 Despite these instructions, it is seen that maintenance of punctuality is steadily declining over
~ a period of time. There are also cases where employees are not marking their attendance at all in
AEBAS. In a few cases, disciplinary action has also been initiated/taken, based on attendance report.
It is reiterated that employees should record their attendance in AEBAS without fail, both at the time
of coming and leaving Ofﬁce.

% It has also been decided that regular monitoring of attendance at the branch level should be
done by the branch in charge (Section Officers/Deputy Directors) as hitherto when recording of
attendance was being done manually on registers.

31 Fer this, the following procedure may be adopled -

@) All Officers/Staff may register/login on 1nd1anrmlways attendance.gov.in’ and enter
the details of their Reporting Officer (Name, Designation, Attendance ID) in the
‘update information’ section.

- (iD) All DDs/Section Officers may form on the website a group of émployees reporting to
them, through which their attendance can be monitored daily. ‘The procedure for
forming the group is indicated at Annexure-L

(i) A summary of the punctuality report of the employees in the branch may be put up
once in a fortnight by the branch in charge to the concerned reportlng Officers upto
ED level, for information and necessary action.

.(iv) For stenographic officials, the officers with whom they are attached may monitor their
attendance by following the same procedure as outlined above.

4, = All Bxecutive Directors/Directors are requested to ensure that the instructions on monitoring
of punctuality outlined in para 3 & 3.1 i.e. updating details of Reporting Officer and monitoring
- through Group, are strictly followed by the branches working under them. They may also initiate
- necessary corrective action based on the fortnightly punctuality reports. O&M, as the nodal branch,
would also be monitoring overall punctuality.

5. The above instructions may be adhered to by all Ofﬁcers/Staff witho.ut fail.

DA:-As Above
No.2016/0&M/9/1 (V. Vaidehi)
- Dated: 29/12/2016 ' Joint Secretary/Railway Board

All Officers/Branches in Board’s Office and at Metro Bhawan, Pragati Maidan




ANNEXURE-T

FLOWCHART FOR FORMATION OF A GROUP IN ATTENDANCE
SYSTEM

Login to ‘indianraﬂways.attendance. gov.in’
Register with Attendance ID as User Id and
Password- may be Generated.

v
Go to admin panel**

v _
Click on monitoring group on left side and then click
add group .

Y
Give a name to the group & click submit

l

Click on view group and'then add members from |
dropdown menu which indicates the names with their
designations. In case of more than one official with same
name and -designation, attendance ID may be looked for.
All the subordinate staff can be added this way

v

The Officer who has created the group can now
| monitor the punctuality by going to Monitoring
Group>Manage Group>View Group >view register.

a**Note- In case any problem is faced i.e. Admin panel is not reflected or any
other issue, the same may be reported to NIC at the following address and phone
numbers alongwith a copy to DME/C&IS.

Email-helpdesk-attendance@gov.in

Helpline No:-011-23405046/24305048/24305050/24305059
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HART BN GOVERNMENT OF INDIA
Yol HATAT MINISTRY OF RAILWAYS
(YIS §7T8) (RAILWAY BOARD)

OFFICE ORDER NO. 99 OF 2017

Sub:- Biometric Attendance

[nstructions on adherence to office timings and proper monitoring of
Biometric Attendance System by supervisors have been brought out vide Office
Order No. 107 of 2016 and 73 of 2017 wherein directives have been issued for
Section Officers and Executive Directors to strictly ensure punctuality by all
Officers/Staff working under them.

2. Recently, it has been observed that percentage -of Employees (both
Officers/Staff) coming to office in time has considerably declined.

2.1 Tt is, therefore, essential that all Officers/Staff may ensure strict compliance
of the extant instructions and adhere to Office timings without fail.

3. For proper monitoring of the attendance, it is essential that all employees
may invariably update their reporting officer details in the attendance database.
This will ensure effective monitoring by supervisors. All SOs and EDs may also
ensure that the employees working under them have updated their reporting Officer
details and the attendance may be monitored weekly with remedial measures
against habitual late comers. All Officers may also ensure that not only staff
working under them but they themselves should also adhere to Office timings.

4. Any issues related to registration/ marking of attendance in AEBAS or
monitoring of attendance may be reported to NIC at https.//servicedesk.nic. in_or
over the helpline, Zoll Free No. - 1800 117 JJ.or to Sr.Programmer/RBCC

5. Strict compliance of extant instructions is solicited from all,

2016/0&M/9/1 %

Dated:-15.12.2017 . ' Under Secretary/O&M
Railway Board

All  Officers/Branches in Board’s Office and at Metro Station
Building,Pragati Maidan




