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WORKING HOURS AND ATTENDANCE NORMS FOR NIFT EMPLOYEES

Normal hours of attendance at NIFT
are from 9.00 AM to 5.30 PM every day
(except Saturdays and Sundays). These
include half an hour for lunch time. It is
expected from all employees of NIFT to
adhere to the prescribed timings. In order
to ensure smooth observance of
prescribed timings, the arrangement
mentioned in succeeding paragraphs will

be strictly followed with immediate
effect:-
(a) Mark attendance by showing

fingerprint at biometric terminals by

9.00 AM or earlier.
(b) Twenty minutes grace (i.e. upto
9.20 AM) may be allowed in respect
of arrival time to cover any
unforeseen contingencies. Persons
reaching office during this grace
period are nevertheless late but
such late coming may be condoned
unless it becomes a matter of
frequent or habitual occurrence.

Half a day's casual leave will be
deducted from individual's casual
leave account for each day's late
attendance. If the individual has no
Casual Leave left to his/her credit,
he/she will have to apply for Earned
Leave. The leave so applied may be
sanctioned by the competent
authority as per Leave Rules.

(d) Employees who depart from office
early before the time for closing of
office i.e. before 5.30 PM, without
specific permission of the HoD, will
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also be treated in the same manner
as applicable in case of late
attendance and in such cases also
half a day's CL (or EL or any other
kind of leave due and admissible on
that day) shall be debited from the
leave account.
(e) Late attendance up to an hour on
not more than two occasions in a
month may be permitted by the
leave sanctioning authority if he/she
is satisfied that it is due to
unavoidable reasons beyond the
control of that employee.

2. For proper implementation of the
attendance system as above, at the end
of every month, the HoD will ensure that
the biometric attendance sheets of their
respective Departments are sent to the
Establishment Department (for NIFT
employees) or the Administration
Department (for outsourced employees).
The attendance sheets should indicate in
respect of each individual in that
Department the days on which he/she
was on leave, granted permission for late
attendance, on tour, permitted for
visitmeeting in other offices outside
NIFT HO premises, etc. On receipt of
attendance sheets duly remarked upon
by respective HoD, the entries as
applicable will be made in official
records.

3. In this connection, attention is
drawn to Rule 3 (1) (i) of CCS (Conduct)
Rules, 1964.
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