OFFICE OF THE PRINCIPAL, GOVERNMENT COLLEGE FOR WOMEN, PALI

GCWP/2024/ Dated: 09.07.2024

In reference to letter number 12/1-2019 Admn (3) dated 8.7.2024 from the ACS,
Secretary to Haryana Government, Higher Education on the subject of ‘Instructions
regarding Biometric Attendance’ and Whatsapp messages from the worthy ACS, the
following instructions are given to all the staff members of Government College for
Women, Pali in this regard:

8

All staff members (teaching and non-teaching) will compulsorily mark their
attendance on the Biometric Machine daily.
The Biometric Committee will ensure that the data of all staff members
(teaching and non-teaching) is available on the Biometric System and is working.
The time of arrival and departure in the Biometric Machine and the College
register should match and in case of discrepancy, the time in the Biometric
System will be considered final.
In case there is an issue regarding server at a particular time on a particular day,
all the affected staff members will compulsorily register a complaint in the
Biometric Complaint Register along with time. The Biomeric Committee will
immediately take action for resolving the issue and verify that the issue was
genuine. The committee will mark time in the Complaint Register regarding at
which time the issue was resolved.
No Class IV Employee will leave the college before taking permission from the
Principal. They will mark the time of their departure and arrival from the college
in the Visitor’s register available with the Chowkidar compulsorily.
The non-teaching staff on duty to Rewari/University will mark the time of their
arrival and departure in the Movement Register. After their work at
Rewari/University, they must report back in the college. They will follow the full
timings in the Biometric Machine i.e. arrival at 9.00 am and departure at 4.00
pm. If there is no departure timing in the Biometric Machine, they will not be
considered on duty and will be considered absent from the college.

In case these instructions are not followed the concerned staff member will be
himself/herself responsible for disciplinary proceedings issued against him/her
by the department/college.

These instructions are to taken seriously.
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