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Ref: No. JCI/HO/Pers/2024-25/ 538 Date: 15" day of July,2024

OFFICE ORDER

[n line with directives of the Ministry of Textiles and keeping in sync with other offices of Ministry of
Textiles at Patsan Bhavan, Kollkata, the oflice timings of all the Regional Offices & Head Office shall be

regulated in the below mentioned fashion with immediate effect.

WORKING HOURS

SI. No [Particulars

Executives / Non-Executives / Contractual / OQutsourced

Departure

1 Office IHours  [09:45 AM to 6:15 PM
2 Lunch Time |30 minutes (1:00 PM to 1:30 PM)
3 Work hours |8 hours 30 minutes (including 80 minutes towards the Lunch Time)
The late entry/early departure period shall be as follows
i.Late entry up to an hour till 10.45 am or early departure (after 5:15 pm) may be allowed on
not more than two occasions in a calendar month, subject to providing a justifiable reason
Lot along with HoD’s recommendation and subsequent assent of the Competent Authority’s
ate
written approval. In the absence of a justifiable reason and Competent Authority’s approval,
k Entry/LEarly pprove . ‘ P ¥ s app

it will be considered "absent” or “half-a-day absent,” and CL (or EL, when no CL is available)
will be deducted from the leave account.
i.Apart from (i) above, any late entrices after 09:45 am or carly departure prior to 05:15 pm shall
be considered "absent” or “half-a-day absent,” and CL (or EL, when no CL is available) will be
deducted from the leave account.

Biometric Attendance needs to be recorded twice each day—one for entry (IN Punch) and one

(Ist Half off)

Attendance . . - - . .
5 for exit (OUT Punch). The first Punch IN and Last Punch Out will be considered for recording]
Measurement =
the attendance.
IN Punch will be between 2 PM-2.30 PM
) Half Day Off
Ga

Accordingly, OUT Punch will be in between 06:15 PM to 06:45 PM
Minimum working of 4 hours 15 minutes before OUT punch
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Half Day OfF IN Punch will be between 9:45 AM to 10:15 AM

Gh (Qm' Ilalfoﬂ)

Accordingly, OUT Punch will be after completing 4 hours 15 minutes of working

1. All employees are required to work for a minimum 8 hours and 30 minutes (including
a 30-minute lunch break). Else, CL or EL would be deducted as deemed fit.
2. If any employee is found “not available” on duty or not doing his or her duty, the

competent authority shall have the power not to approve the attendance for that session or
day as deemed fit. Such non-approval will be equivalent to “unauthorised absence” and will be

General
enera considered accordingly.

3. Attendance Regularization for Official Duty (OD)/ Training/Official Event are subject
to prior approval from Competent Authority.

4. Earlier Circular regarding office timing from 10.00 AM to 6.30 PM stands withdrawn
for Head Office and Regional Offices.

Further, all the employees working for the Corporation’s cause are requested to marl their attendance through the
Biometric Attendance System, henceforth, which is in place. Modifications/amendments, if any, in this regard shall be

Debopriyo Sinha%lﬁ:r‘

(Manager-HR)

intimated in due course.

This has the approval of the Competent Authority.

Copy To

1. MD)'s Secretariat- IFor inf. of MD
2, GM (O/M)

3. DGM(F)

4. Chief Managers

5, Sr. Managers

G. Managers

7. Dy. Managers

8. Asst. Managers

9. All RO/RLDs

10, All employees of the Corporation
11, Guard File/ Notice Board/website
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