AIRPORTS AUTHORITY OF INDIA

A ‘ 24 May, 2011

CIRCULA i,
CIRC R -

Suhject:--Attendance, punctuality and absence without permission during office hours.

In Spite.of fepeated inst‘r‘uctions issued from time to time, it has been’

noticed that regular attendance, punctuality in office timings and absence
without permission are not being sirictly followed by the employees of AAL. On

- Inany occasions, it has been observed that employees not only come to the office
late in the meorning and leave early in the evening but also do not adhere to the
scheduled lunch interval. Instances have alse come to the notice that a number -

of employees also remain absent without permission from the workplace during

¢ffice aburs.
2. Al émployee_s are, therefore, instructed to strictly follow the
instrections ~issued from time to time in this regard. Any vielation of the
relevant instructions will be viewed seriously. Since any such violation is a
misconuct cnnstitu_ting’good and sufficient reason for taking disciplinary uetion
. tnder the AA.l'Empl'oyee’s (CDA) Regulations, 2003, every employec s fighis
- for disciplinary action for sueh misconduct. : ' e .
3. AL HoDs/controlling officers are directed to ensure that all emplovecs
- working under them strictly comply with the instructions regarding regular
' attendance, punétua_lity in office timings and absence without permission from
the workplace during office hours and necessary disciplinary action is taken on
habitual offenders if they do not improve even after necessary counseling, issuc
of advisory and caution notes. Lo ' ' '
4, HoDs in HRM Department at CHQ and st Regions/Airports are advised
to ensure strict ‘compliance of the above instructions by all employees through
- surprise checks/inspections from time to time. ' . Xl@
. . : (K.K{J1A,
o : - MEMBER (HR)
* Internal Distribution: : o
i) C hairma'n/Membel'(Plg)/ Member(ANS)/ Member(Ops)/ Member(Fin)/ CVO
(i) , Al HoDs/R{s/GMs at CHQ/ Operational Offices
(iii)  Regional Ex \cutive’ Director—NR/SR/WR/ER/NF,R
e (iv)  Executive Director — RCHU, F1U, (New Delhi)
/ - (v) - Airpert Director - Kolkata/Chennai
' * (v} The Principal, CATC, Al!ahabad/Director, iAA, New Delhi
_ (vii) The GM(CRSD), E&M Workshon, New Delhi
(viii) GM (IT) - for uploading this orderon the website.
(ixy  General Secretary, AAEU : .
( .{) Al Officer's Associaﬁons - AAOA (I)/ ATOA ) ATC Guild X/ .
‘AAI Engg Guild(X) TAAOU AAL SC&ST Employees Welfare Association
o {xi)  Notice Roard . . »
TSt e srae I, T Redl-990003  gwmg WEIREYO  BIT : £9.99.3¥33850
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