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STFRE=AT/NOTIFICATION

e 5- el / 6-Faeie e waTE S & St st Fe-Eroft, HISHTEeRRT (Lunch
Break) T @HI-ATe (Punctuality) ¥ hgTS U ST h H=TH b

Subject: Strict Compliance with Office Timings, Lunch Break, and Punctuality under the 5-
Day / 6-Day Work Week Framework.

wa¥l / Reference:
L e wE wfrEer fmr (DoPT), FfeF, e T qr I AT, WRd SR kT
e SO, 13024/1/85-Estt. (L), Rieh 28 78 1985 (F7 3T1<M) |
DoPT, Ministry of Personnel, Public Grievances and Pensions, Govt. of India, O.M. No.
13024/1/85-Estt. (L), dated 28th May, 1985 (Original Order).
2 wmifife ud ufzrEer faeeT (DoPT), i, T R a9 U9 HARHE, HIRG {EhR 0
Srarter ST E, 13024/2/86-Estt. (L), e 10 ST 19871
DoPT, Ministry of Personnel, Public Grievances and Pensions, Govt. of India, O.M. No.
13024/2/86-Estt. (L), dated 10th August, 1987.
3.@%@%,%@%%,%%@&@%@ F.No.
CSU/35020/Admn.~2026/Misc./1476, femieR 05/11/2026
Registrar  Office, Central Sanskrit University, New Delhi, Circular F.No.
CSU/35020/Admn.—2026/Misc./1476, dated 05/11/2026.
WWWW@WM%&W@, 74 feeelt 3 it o e |,
uheTed AE % THEd e HEE, wwﬁ%,mﬁwwwmﬁﬁ(ﬁwﬁﬂ,ﬁﬁﬂ@i
mﬁa%a)%wﬁﬁmw%%ﬁﬁaﬁﬂmmwméﬁw,a@ﬁf%
mﬁaﬁmmmmgﬁfmmﬁﬁﬁm—ﬁ%ﬂw arfergfera fopg < @
vt TR 3 Pt DoPT o feam-faen & agww&muﬁ%ﬁﬁwﬁsﬁaﬂ,
SR e SRR SHTE e ¥ A we e i  fer 5-farefier sl e sereE @
T, g SATEvIH Bereft e et e sht e 7 aTSeEd sHH=TEE (Outsourced Staff)
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% o1 6-feaelta snrl-Te seredt SuTelt Bl degar wrieta Tre-awol ve safterfa sreeer

In compliance with the above-referenced Office Memorandums and the Circular issued
by Central Sanskrit University, New Delhi, it is hereby brought to the notice of all Faculty
Members, administrative, technical, and supporting staff (including regular, contractual, and
outsourced personnel) of Ekalavya Campus for strict adherence to prescribed office timings,
biometric attendance, and workplace punctuality.

To maintain operational efficiency, public service, and strict administrative discipline
across the campus in accordance with Government of India norms and DoPT guidelines, a 5-
day work-week schedule shall remain applicable to regular and contractual staff, but outsourced
personnel shall observe a 6-day work-week to ensure uninterrupted essential services and
campus updated. Accordingly, the office timings and attendance regulations are reaffirmed and

guidelines are hereby notified as follows:

1. AT STE-31afer / Office Timings
(). =Td f5a@ / Working Days:

» Ot ve wieeT et %@' / For Regular and Contractual Staff:

. UWAR ¥ YPHAR (WER Td MEm o wmwiiee e @, swid fher faE
rerfOTeR/STeTrA R SIS AT Gie g Jore STTaN 7 &)

» Monday to Friday (Saturday and Sunday shall be observed as weekly off days, unless
separate orders are issued for specific academic/administrative events or

examinations).

" mﬁﬂﬁ%@/ For Outsourced Staff:

. ATSTH HHATIET o6 T HHemR & AT, forem Tam storam gt Tt o S1THR amifeen
S EENNRE

e Monday to Saturday for outsourced staff with weekly off on Sunday or as per duty roster.

(). T HTETAT AT / General Office Hours:

o GuEd el oq (Frafie, Sfaer vd smeeE) / For All Staff (Regular, Contractual &
Outsourced):

o U 09:30 S ¥ W 06:00 I 99 (F Iufedfa: 8 =HE 30 fie, o 30 fime
TSI HiEA T B)|

o 09:30 AM to 06:00 PM (Total duration: 8 hours 30 minutes, inclusive of a 30-minute
lunch break).



9. SISTTERToT / Lunch Break

S7afer / Duration: ST Y SR svafy 30 e (e HeT) ford okl el @)

| o weite: SITEE 01:00 59 & 01:30 59 T
5 et Tete: SITEE 01:30 ST & 02:00 ST
The designated lunch window is between 01:00 PM and 02:00 PM, split into the
following two slots:
1. First Slot: 01:00 PM to 01:30 PM

7 Second Slot: 01:30 PM to 02:00 PM
FFE-EaT T SFUTer/Strict Adherence: HHET siferapil/smtaTiet @ frafm R

< & o e 30 firere o G T 1 hSTE A ST G Frertfee @ & 0@
Tl B e ST i EATaIr 3 S ST SITERI O Hel AT
fRrTaet ST STaie JHT ST

All officers and staff members are directed to strictly observe the 30-minute limit.
Vacating workstations prior to the designated time or returning after the allotted period
shall be treated as an act of indiscipline and an infraction of service conduct rules.
HT-T=aar 1 saadt/Continuity of Operations: grafya fmmerd (HoD) T
WW(SO)%@%&H#&%W%WW%& STl ae sifEr
SrerehTe At Tt 1 39 e W W%ﬁﬁﬁ%ﬁﬁrﬁﬁﬂw% TR 9 -
ST A VISR 3T aﬂ'qﬁfiﬁiﬂﬂ?'ﬁ, fore® 7ot (Seat/Counter) e e suteufa s+ @
The concerned Head of Department (HoD) and Section Officer (SO) shall ensure that
public interest, student services, and essential official work are not disrupted during the
lunch break. For this purpose, the staff of the section shall be permitted to proceed for
lunch on a staggered/roster basis across the two slots, so that continuous presence at
the respective desk/counter is maintained.

3. FEE-UTEAR Ue araifgen suttuf/Punctuality & Biometric Attendance (AEBAS)
sqferfy ater <t stfardar / Mandatory Attendance: TREE B TIUq STHL-HEH
WWM(AEBAS)%WW%WWWWWW
W@mﬁﬂﬁﬁﬁﬁ%m&hﬁﬂmmwww%wm
SRl st T SAfET 2

All officers and employees must record their daily arrvival and departure timings using
the Aadhaar-Enabled Biometric Attendance System (AEBAS) installed on campus, as
well as by signing the Physical Attendance Register with time.
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foreTver @ aImTHA / Late Coming:

ey R & s S o 3 Pt Tl B STe: ST B

All personnel are expected to adhere strictly to the scheduled office hours.
Fififer e SRTEATT RIS (DoPT), A AehTL o TR, STehTT STeFeT afcafiren faerws @
ST o Feorfy i gratoer e o Srershi o § wid e 0.5 (3T &) T SR TEA
IR (Casual Leave) ¥ =T ST

In accordance with DoPT rules, arrival with an unexcused or excessive delay shall
vesult in the automatic deduction of 0.5 (half-day) Casual Leave (CL) for each instance
of late coming from the employee's leave balance.

TR SR (CL) Ty 7 8 ot Reerfer 3, wifera ohoff ST et ST S1Telae o ST
o e s s S st (S e /e e § ] <l S| STrSeaET
el 35 i, < e e & e el B s

In the absence of an available Casual Leave balance, the debit shall be made against
other eligible earned leaves (EL/HPL) under the rules based on their application for
leave. In case of outsourcing personnel, a proportionate deduction shall be made from
their remuneration/wages.

AehTeh! TN U 27UaTe UfshaT / Technical Glitches & Contingency:

SR SuT § foR oft qeiehy A, Wiy famerar st Snfert <k R
(Fingerprint) T 7 B 1 ey 3 wrafeerg fifer qia 7o SrgumT Srferehidl/fermmerey
1 gferd T e i i sufterfer i 7w afta ST s it H

In the event of technical issues, network/server outages, or biometric scan failures, the
concerned employee must immediately report the matter to their Section Officer/HoD
and recovd their arvival/departure time along with their signature in the Physical
Attendance Register.

e el o feurfir & e qehiT SRS W TeeTel GeTeAsh ShieT
affare e e Q@ it o Sferfer shr s s 36 SrHIGHToRT i AT S
The IT/Technical Section shall take immediate corrective steps to restore normalcy.

Attendance on such days shall be regularized subject to formal approval from the

competent authority.



srTfreRTRas 41T e ey ATt / On Duty / Official Tour (OD):

TR e, SRR Shas, Aie ST ST T G W st s/ o E 6
fofir 3§ aTiiE B e & g fif o 7 STE-E (0D/Tour) R A L qEH
rfersRTY & - STRIER ST T St G

Employees departing for official assignments, authorized meetings, field visits, or
approved training programs must submit a formal 'On Duty' (OD/Tour) request in the

prescribed proforma and obtain prior sanction from the competent authority.

S et 3 S ST STENE B ST HOT B WE R S e
suftarf/mranfe/eaftatd SR (Duty Certificate/Report) STTerea JEEA STTHI T
TRl ST ST, ST Ieh ey BT SR HT ST AT &

Upon return, an official duty/relieving/attendance certificate (Duty Certificate/Report)
countersigned by the competent authority must be submitted promptly to the
Administration Section to update attendance records; failing to do so may result in the

period being treated as unauthorized absence.

ferdrer afiRefat 9 92/ Exemptions & Relaxations:
WW@WWﬁWW-@@ﬁW&W@H@W
35 T AT B Faote frsmee werm it 3 foReET < g

Decisions regarding duty hour adjustments for employees required to work beyond
standard office hours under unavoidable administrative or emergency requirements

shall rest at the discretion of the HoD/Competent Authority.

TR aTafaid / Unauthorized Absence:

e iR St g eefienfar svera fafbrera g o6 form srqufterd e ot feurfa el arTisa
SAd e Wi S|

Absence from duty without prior sanction or formal intimation to the competent
authority shall be classified as 'Unauthorized Absence’.

i oraerfe Rt B Sofer ffier S el 3 gETa U] & S q-0T
(Dies-Non)” S 3T ST Hehell 8, ﬁwuﬁapwﬁmﬁﬁw@éﬁwmml
Such days of absence may be declared as “Dies-Non” under relevant provisions of the

Central Civil Services rules, which will adversely affect service continuity, increments,

and salary.



4. Frdve/ e 2aét / Special / Shift Duties

RER 3 AT, SETETH, AT, aﬁﬁx@,wﬁammw@mﬁﬁm
mﬁ%m_mﬁ:mm ST STERT ATRET (AT, T 08:00 ST &
HTE 02:00 ST STET AT 12:00 =<1 & TR os:ooaﬁﬁ)ﬁwnsrrﬁmﬁmﬁaﬁm
1 <11 Thell 2l

The competent authority may designate staggered or shift timings (e.g., 08:00 AM to
02:00 PM, or 12:00 PM to 08:00 PM) for staff assigned to essential campus services,
including the Library, Hostels, Security, Guest House, and Computer Labs, depending
on administrative requirements.

e St # et apeff ooy STeifee HR o SITER 8 w2 i T -t ot e
e il

Personnel placed on shift duty shall conscientiously fulfill their prescribed 8-hour shift
schedule.

gwreq fermreTedt, a@mmnﬁwqﬁﬁaﬁaﬁﬁ%&ﬁmw%%émw
St T T TS g TR 3 ST U Ead e g

All Heads of Departments, Section In-charges, and Supervisors are instructed to

maintain vigilant watch over punctuality and ensure strict compliance with this circular

by all staff members working under them.

36 IR T e A el ST ST FHE-TTe i SATARETeY s et hiHai o fors:

CCS (Conduct) Rules, 1964 T CCS (CCA) Rules, 1965 3 ST SAETEATCH HITS

<hY ST HehdlT 2

Non-compliance with this circular or persistent habitual late coming/laxity shall attract

disciplinary proceedings under the CCS (Conduct) Rules, 1964 and CCS H(CCA) Rules,

e B ee
(sit, St aE, 7/ Prof. G.C.S. Negi)

fA29Teh / Director

wiafeafer gemTed wer sTrarvEes AT ¥q U@ / Copy forwarded for information and

necessary action to:

1.

2,

3.

TR T e, Sheter ieep feparferermer, 7 el Bl e |

The Registrar, Central Sanskrit University, New Delhi (for kind information).

e e / weereh (Sreafre fare), 4.5, e giE, STl

All Heads of Departments / Conveners (Academic Departments), CSU, Ekalavya Campus, Agartala.
G, IR U STPATEA SEhE (IQAC), 4 ., Cehered Titay, SHad|
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10.

The Coordinator, Internal Quality Assurance Cell (I0AC), CSU, Ekalavya Campus, Agartala.
AT AR (rTrer/eraT), 3 for, Cehered itay, Al

The Section Officer (Admin/Accounts), CSU, Ekalavya Campus, Agartala.

T TRTRCATEAE, .64, Ther I, Smael

The Assistant Librarian, CSU, Ekalavya Campus, Agartala.

ST S (ST/STHT SETEw), H8, wehETed TIER, ST

The Hostel Wardens (Boys /Girls' Hostels), CSU, Ekalavya Campus, Agartala.

e SRR, Sy wre Ferafrmer, Uhered TRE, W—(gw,wmqa‘aﬂtwmﬁmﬁ
ﬁdanwmmmﬁmﬁﬁaﬁmmﬁmﬁ%ﬂﬁ@mﬁwgﬁfﬂam%@i

The Estate Officer, Central Sanskrit University, Ekalavya Campus, Agartala for bringing the
contents to the notice of all concerned outsourced personnel engaged in security, sanitation,

housekeeping, etc., and ensuring strict compliance.

Tkt TR, o 6. [, uehere qiter, SFRAT Wﬁaﬁmmﬁéﬁammﬁw
T gfad T )l
The Technical Assistant, CSU, Ekalavya Campus, Agartala for uploading on the official website and

circulation via email.

qRER R IE |
Campus Notice Board. 1 ) k7
faeeTes i Hie (> F , ) 7

Director’s Office

fA29TeR / Director



