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All India Institute of Medical Sciences, Rishikesh - 249203

F'. No.-AIIMS-RISHU2031Z0Z6/ r rg I Date: 10.07.2026

Office Memoraldum

Sub: Observance of punctuality in the institute

Attcntion is invitcd to Office Order No. AIIMS-RISIII/201 10.0.1084 dated 30.09.2022. r,iclc
which working hours ol'employecs sc'rving in Adnrinistratirc Sectiol/ I-{ospital Scction cxcepr
Emergency. O1'. ICUs. OPD Counter & Shift Dr"rty staff were prescribed as under:

Timing for the employees *o-t i"g in rlripit"r siti""-.rcept 1E-..g;;.y;of;idUs,-OpD
Counter, Registration Counter & Shift duty staff

Time
to Frida

Saturday

_ ,I,,rtqg[_ollhgem ees workin in Administrative Section
Time

Uqldeylq El-rdglr 09:30 e.nf. to OS::O p.ir,l.

Saturda 09:30 A.M. to t)l:30 I) M.* All acadcnric prograrrs will be schecluled betw.een 8 - 9 A.M.

2. Ilowcr"cr- it has beetr obsct'rcci that clcspitc rcpcatcd instruclions ancl cristirrg ggiclclincs.
some ernployees are not adhering to the prescribed oflce tin-rings ancl are failing to praintain thc
required standards of punctuality. [nstances of late reporting, early leavipg. and irrcgular
attendance have been noticed, which adversely affect administrative efficiency and overall
firnctior-ring of the Institute. Such lapses in punctuality have been viewecl serioursly by thc
Competent Authority.

3. In this connectiot.t, attention is invited to Rule 3(1)(ii) of Cer-rtral Civil Services (Corrc-lr-rct)

Rules, 1964, which stipulates that every Government seryant shali at all times maintain der,,otion t6
duty. Habitual late attendance is viewed as conduct unbeconring of a government sel,apt srcl
disciplinary action may be taken against such govemment servant.

1. It is reitcratcd thar:

o Attcrlclatlcc shall bc lllarLcci clailr at thc tinrc trl'r'cporting ancl lcai'ing clutr tltr.ttLru.h thc
biometric system.

o Late attendance and early l,eaving shall be viewed seriously.
o Half-a-day's Casual Leave (CL) should be debited for each day of late attenclance. br-rt larc

attendance upto an hour, on not more than two occasions in a rnolth, and for iLrstifiable
reasons lralr [g condoned by the Ilead of Department/ Reporting Officer in accordance with
extant instructions oontained in DOPT OM No. 280341817S-Estt(A) dated 04.07.1975:
DOP'f OM No. 28034110/75-Estt(A) dated 27.08.1975 and DOPT OM No. 28034t3t82-

09:00 A.M. to 05:00 P.M.

Ests(A) dated 05.03 )982.
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09:00 A.M. to 01:00 P.M.



-2-.

o Ilabitr-ial late attcpciancc. carly lcaving. or lailr-rre to mark biometric attendatrce will attract

clebit of Casual Leave/Earned Leave (if no CL is available), as stated above, and may

also result in initiation of disciplinary action under the Central Civil Services

(Classification, Control & Appeal) Rules, 1965, in accordance with extant DoPT

instructions. r
5. ln view of the above, all officials and employees of the institute are hereby dirccted to

strictly adhere to the prescribed office/hospital duty timings. Any deviation from the prescribed

office tin-rings and attendance norms shall be dealt with strictly as per rules'

This issues with the approval of the Competent Authority, AIIMS Rishikesh.

/

Wiro1,vltu
(Subhash ChaYhan)

Administrative Offidr (Offi ciating)

Copy to:-

1. PPS to Executive Director

2. PS to Dean (A)/ Dy' Director (Admin') /SE /MS/ FA

3. PA to Principal, College ofNursing
.1. Registrar/ CNO/ SAO/F&CAO
5. Sr. Librariari/ PRO/ Law Officer/Accounts Officer

6. All llOt)s/ In-Oharge

7. All Offlcials
8. l-f Cell to Lrpload ott tltc lnstitute's Website

9. GLrard Iile/ Notice Board


