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It has been observed that faculty and staff members leaving their place of duty during
office hours are not being systematically recorded, making it difficult to ascertain their
whereabouts. Under Rule 3(1)(ii)of the CCS(Conduct) Rules, 1964- applicable mutatis mutandis
to the Institute's faculty and staff - every employee must remain present at the place of duty during
officehours unless duly permitted to be absent.
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'"Accordingly, with the approval of the Competent Authority, it has been decided that a

"Faculty & Staff Movement Register" (format at Annexure-I) be maintained in each
Department/Section with immediate effect,subject to the following:

(i) . Register to be kept at the officeof the HoD/Head ofSection.
(ii) ',Everymovement - date, time out, purpose/ destination, expected return - to be entered

before leaving; actual time and signature recorded on return.
(iii) Duty assigned by the Institute/HoD (meetings, invigilation, committeework, etc.)shall

also be entered, with reference.
(iv) Short official absences, duly entered and within prescribed limits, shall not count as

leave; excess to be regularised under applicable leave rules.
(v) HoD/Head of Section to review the Register weekly and ensure timely, accurate

entries.
(vi) The Register is an officialrecord, open to inspection/ audit.
(vii) Non-maintenance or repeated unrecorded absence may attract action under applicable

Conduct/Service Rules.
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'"All Heads of Departments/Sections shall ensure strict compliance and bring this order to

the notice of all faculty and staff working under their respective department/ section.
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This issues with the approv:l of the Competent Authority. ~~

~M~~c( (~)! 'Re~i;t;~r(lie)
Copy to:

1. PAto Director(for information)
2. AllDeans/Heads/Section In-charges- for necessaryaction.
3. AllFacultyand Non-Facultymembers
4. OfficeofRegistrar



Annexure-I

FACULTY AND STAFF MOVEMENT REGISTER

Department/Section: _

S.No. Date
Name of Time Purpose/ Expected Time In Signature

Faculty/Staff Out Destination Return (Actual)~
"

,
,

Note; ThIS Register IS to be maintained by even) Department/School/Centre and reoietoedweekly by the Head of the
Department/School.
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