FONFBS T «ITID ONED ;
(FoNFE sHT), edeltn FulsTvoadh 83 ;sﬂrd) ~ }

S b ‘{“i:&f"l\u‘/\——‘—{—i-{ ZoRe —*—v

L . Sl FoRean - 560 010,
g ﬁmmﬁammﬁﬁ? angfa‘mqa mm g aext
Q) +ar® wroa S e ‘““’ "' ST, ISR, ST - 560 010,
can TE TSI HFTO, WIS TRETR) © 445, MEDICALCOLLEGE, POST GRADUATE INSTITUTE OF MEDICAL SCIENCE

Sudoryelth i Mo w® & RESEARCH & MODEL HOSPITAL, RAJAJINAGAR, BENGALURU - 560 010
EMPLOYEES' STATE INSURANCE CORPORATION : F0W/e-mail: dean-rajajinagar kagbesic nic.in
{Ministry of Labour & Employment, Govt. of India) Website: www.esic.goviin , Ph. No.080- 23125892/ 23125572

532/A/22/15/01/08/(CIRCULARS)/Estt. Date:03.01.2026
CIRCULAR

Sub: Maintaining Punctuality, Professional Conduct and Availability during
Shifts -reg.
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It has been observed from the biometric attendance records that many
employees/officials are not reporting to office on time, which is unacceptable for a
Government servant/employee. Accordingly, the Competent Authority has directed
all employees/officials to strictly adhere to office timings and maintain
punctuality.

It is further informed that disciplinary action will be initiated against those
employees/officials who fail to maintain punctuality.

Further, it has been observed that some officials are not consistently
available at their designated workstations during duty hours and, at times, are
found moving around in groups. All staff members are hereby advised to remain
present at their respective workstations during their assigned shifts to ensure
smooth functioning and effective service delivery. Grouping or gathering in
common areas during working hours should be strictly avoided unless required for
official purposes. Entry must be made in the movement register by the officials in
the concerned departments.

Follow proper office/shift hours and Lunch timings else strict action will be
taken. Any deviation from the above instructions will be viewed seriously.

This issues with the approval of the Competent Authority.

(THTS 9T /RAMRAJ MEENA)

3U fedme / Deputy Directgr(Admin)

Copy To:
1. All Officials.
2. PPS to Dean.
3. PA to MS.
4.

Notice Board.



