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No. C-11011/6/2014-Admn                                02.05.2025 

पåरपý/CIRCULAR 

यह पåरपý िदनांक 01.02.2024 के पवूªवतê समसं́ यक पåरपý के संशोधन म¤ जारी िकया जा रहा ह।ै ÿÂयेक 
कमªचारी/अिधकारी से यह अपे±ा कì जाती ह ैिक वह सबुह 09:00 बज ेतक अपनी सीट पर उपिÖथत होकर कायª ÿारंभ कर द,े जब 
तक िक उसन ेिवलंब से उपिÖथित के िलए पवूª म¤ िवशषे अनमुित ÿाĮ न कì हो।. 

This Circular is issued in modification of earlier Circular of even number dated 01.02.2024. Every 
member of the Staff/Officer is expected to be in his or her seat and to start work by 09:00 A.M., unless 
prior special permission for late attendance has been obtained. 

आगमन के समय म¤ 30 िमनट कì छूट कì अनमुित िकसी भी अÿÂयािशत आकिÖमकता, िवशषे łप से मुंबई म¤ याýा के 
दौरान उÂपÆन होने वाली आकिÖमकताओ ं को कवर करने के िलए दी जा सकती ह।ै हालािंक, इस छूट का उपयोग करन े वाले 
कमªचाåरयŌ के िलए उसी िदन अितåरĉ समय लगाकर देरी कì भरपाई करना अिनवायª होगा (उदाहरण के िलए, यिद कोई सबुह 9:25 
बज ेकायाªलय आता ह,ै तो उसे शाम 5:55 बज ेतक कायाªलय म¤ कायª करना होगा)।  

A grace period of 30 minutes may be allowed in respect of arrival time to cover unforeseen 
contingencies, specifically in the context of contingencies occurred during travel in Mumbai. However, it 
would be mandatory for staff utilizing this grace period to compensate for the delay by investing additional 
time on the same day (for example, if someone arrives at the office by 9:25 A.M., they are required to work 
in the office until 5:55 P.M.). 

इसके अितåरĉ, जो कमªचारी कायाªलय जÐदी आना या दरे से जाना चाहते ह§, उÆह¤ भी अपन ेपरेू कायाªलय घंटे (08:30 घंटे) 
परेू करन ेहŌग।े ऐसे कमªचाåरयŌ को िनदशेक स ेपवूª अनमुित ÿाĮ करना आवÔयक ह।ै ऐसी ÓयवÖथाओ ंके िलए अनरुोध इस पåरपý के 
जारी होन ेके 7 िदनŌ के भीतर अपन ेसबंंिधत िवभाग/आनभुाग ÿमखुो के माÅयम स ेÿशासन को ÿÖतुत करना होगा। कृपया Åयान द¤ 
िक ऐसी पवूª िलिखत अनमुित के िबना, इस ÿकार कì सभी जÐदी जान ेया देर स ेआने को िवलंब माना जाएगा और उिचत अवकाश 
काटे जाएंगे। 

Furthermore, staff who wish to come to the office early or late must still complete their full office 
hours (08:30 hours). Such staff are required to obtain prior permission from the Director. If any staff had 
taken such permission in past, they also have to renew their permissions. Requests for such arrangements 
should be submitted to the Administration through their respective Division/Section Heads within 7 days of 
the issuance of this Circular. Kindly note that without such prior written permission, all such early going or 
late coming will be considered as a late mark and appropriate leaves will be deducted. 

जो कमªचारी िवभागीय ÿमुख/स±म ÿािधकारी Ĭारा सŏपे गए आिधकाåरक कायª ÿितबĦताओ ंके कारण कायाªलय दरे से 
पहòचंते ह§ या जÐदी चले जाते ह§, उÆह¤ एईबीएएस (AEBAS) पोटªल म¤ उिचत ÿिविĶयां सिुनिĲत करनी चािहए।  

Those who reach the office late or leave early due to official commitments assigned by the 
Divisional Head/Competent Authority should ensure appropriate entries are made in the AEBAS portal. 
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यह दोहराया जाता ह ै िक िवलंब स ेउपिÖथित के ÿÂयेक िदन के िलए आधे िदन का आकिÖमक अवकाश (CL) काटा 
जाएगा। यिद िकसी कमªचारी ने पहले ऐसी अनमुित ली थी, तो उÆह¤ भी अपनी अनमुित का नवीनीकरण कराना होगा। हालांिक, एक 
महीने म¤ अिधकतम दो अवसरŌ पर, और Æयायसंगत कारणŌ से, एक घंटे तक कì िवलंब से उपिÖथित (उदाहरण के िलए, 09:00 बज े
के आिधकाåरक कायª समय वाले कमªचाåरयŌ के मामले म¤ सबुह 10:00 बज ेतक) को स±म ÿािधकारी Ĭारा माफ िकया जा सकता ह।ै 
आकिÖमक अवकाश (या अिजªत अवकाश, जब आकिÖमक अवकाश उपलÊध न हो) काटने के अितåरĉ, आदतन िवलंब से आन े
वाले सरकारी कमªचाåरयŌ के िवŁĦ अनुशासनाÂमक कारªवाई भी शłु कì जा सकती ह।ै कायाªलय से जÐदी जाने को भी िवलबं से 
आने के समान ही माना जाएगा। 

It is reiterated that half-a-day's Casual Leave (CL) will be debited for each day of late attendance. 
However, late attendance up to an hour (for example, up to 10:00 A.M. in the case of staff with official 
work timings of 09:00 A.M.), on not more than two occasions in a month, and for justifiable reasons, may 
be condoned by the competent authority. In addition to debiting Casual Leave (or Earned Leave, when no 
CL is available), disciplinary action may also be initiated against Government servants who are habitually 
late. Early leaving from office is also to be treated in the same manner as late coming. 

यह भी अवगत कराया जाता ह ै िक संÖथान कì इमारत, बोन हÐेथ ि³लिनक नायगांव, एनसीपीबीआर (NCPBR), और 
वरली हॉÖटल अब िजयो-टैग (geo-tagged) कर िदए गए ह§। इन ÖथानŌ पर तैनात कमªचारी अब Öमाटªफोन के माÅयम से अपनी 
उपिÖथित दजª कर सकते ह§। आवÔयक एिÈलकेशन (application) Öथािपत करने के िनद¥श अनलुµनक-1 पर संलµन ह§। 

It may also be kindly noted that the Institute’s building, Bone Health Clinic Naigaon, NCPBR, and 
Worli Hostel are now geo-tagged. Staff assigned to these locations can now mark their attendance through 
Smartphones. The instructions for installing the necessary applications are attached at Annexure-1.  

यह स±म ÿािधकारी के अनमुोदन स ेजारी िकया गया ह।ै 
This is issued with the approval of the Competent Authority. 

 

 
 

®ीमती Öवाती गायकवाड/Mrs. Swati Gaikwad 
वåरķ ÿशासिनक अिधकारी/Sr. Administrative Officer 

 
 
ÿितिलिप/Copy To, 

1. सभी िनयिमत कमªचारी/All Regular Staff 
2. सभी िवभाग  ÿमुख/All Divisional Heads 
3. िनदशेक के िनजी सिचव/PA to Director 
4. पÖुतकालय/Library 
5. सरु±ा िवभाग/Security Department 
6. आईसीएमआर-एनआईआरसीएच लैन/ICMR-NIRRCH LAN 
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***** This application and RD are only for Internal Use. DO NOT SHARE THE SAME 

 

 ATTENDANCE MARKING THROUGH FACE RECOGNITION On :: 

PERSONAL MOBILE 

 

AEBAS team has created software for FACE based Aadhaar authentication with 

UIDAI RD for attendance marking through Face Recognition. For face 

authentication, picture from the repository of CIDR of UIDAI would be used. In this 

process face biometric would be used in place of Fingerprint/Iris of the individual. 

The application would work in the similar fashion as earlier with the only difference 

that individual’s face would be used. 

Earlier the attendance marking was facilitated through Biometric i.e. Fingerprint or 

Iris. 

Keeping in mind the current situation where the world is in the middle of a 

pandemic, the attendance marking has now been initiated through Face. 

 

The process for attendance marking would remain the same, where in the user 

would input his/her attendance ID and would be prompted to show the face. 

On successful attendance marking, the display would show attendance opening 

and/or attendance closing for that particular employee 

The application is available for Android devices only (minimum requirement stated 

in the document). 

Installation process for the same is explained below 

If your attendance marking ID is 6- digit / 8-digit refer Annexure – A 

 

In case of any query please contact: 1800 111 555 or raise ticket at 

https://servicedesk.nic.in/ 

 

General Attendance Marking Guidelines: 

1. The individual marking attendance should ensure that there is Good Light on the 

face. 

2. User should follow all the instructions shown on the RD screen. 

3. There should not be any multiple objects/persons in the background. 

 

 

Minimum Device Specification: 

Android version above 9, RAM 4+GB, Camera 5 MP and above. 

ioS software version 14 and above 
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***** This application and RD are only for Internal Use. DO NOT SHARE THE SAME 

 

Installation application initial steps: 

 

1. Download and Install the Aadhaar Face RD APP from the Google Play 

Store/AppStore. 
 

2. Download and Install the AadhaarBAS App from the Google Play 

Store/AppStore. 

 

 

May please refer Annexure -A for further action 

 

 

3. To know your Geo Lat Long may please use the app present in your 

Employee Login: 

https://attendance.gov.in/update/employee/entryPoint 

Visit Organization URL. 

 

In case, if latitude - longitude not configured with your entry point. Share 

your Attendance_ID, Employee Name, OfficeLocation, GPS Lat-Long, Entry 

Point (Contact the Org Nodal Officer) 

** Please ensure that your office location is mapped correctly. 

You may check it in employee login in the attendance portal 

If office location incorrect, may please update the office location 

 

** Ensure that latest versions of AadhaarFaceRD and AadhaarBAS App are 

installed/used for usage of APP. 
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***** This application and RD are only for Internal Use. DO NOT SHARE THE SAME 

 

Annexure A : Attendance Marking Screen for marking through Personal Device 

Android 

 
 

1. Open the FACE BAS APP 
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***** This application and RD are only for Internal Use. DO NOT SHARE THE SAME 

 

2. Select the Domain in which attendance is required to be marked (i.e. Delhi 

Central; attendance.gov.in /Central; central.attendance.gov.in/ 

States/Schemes) 
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***** This application and RD are only for Internal Use. DO NOT SHARE THE SAME 

 

3. Enter the attendance ID, in which the employee is registered (i.e. if Delhi 

Central 6 digit attendanceID ; or Central/State, etc.; central.attendance.gov.in, 

8 digit attendanceID) and click on Submit 

 

 

 

 
 

 

 

 

 

C-11011/6/2012-Admn I/27802/2025



6 | A E B A S 

***** This application and RD are only for Internal Use. DO NOT SHARE THE SAME 

 

4. Choose the Entry point from where the employee will mark attendance. 
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***** This application and RD are only for Internal Use. DO NOT SHARE THE SAME 

 

To know your Geo Lat Long use the may please download the app present in 

your Employee Login: 

https://attendance.gov.in/update/employee/entryPoint 

Visit Organization URL. 

************ 

In case, if latitude - longitude not configured with your entry point. Share 

your Attendance_ID, Employee Name, OfficeLocation, GPS Lat-Long, Entry 

Point (Contact the Org Nodal Officer) 

 

Ensure the “Scan Biometric” is clicked and authentication is completed. 
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***** This application and RD are only for Internal Use. DO NOT SHARE THE SAME 

 

5. Attendance Marking screen will be prompted. 

Ensure that the checkbox is clicked. 

 

 

 

 

 

 

 

 

111222 
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***** This application and RD are only for Internal Use. DO NOT SHARE THE SAME 

 

6. User will show the face and attendance will be marked 
 

 

7. The attendance is successfully marked and the Attendance In/out would be 

recorded 
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***** This application and RD are only for Internal Use. DO NOT SHARE THE SAME 

 

8. Geo- Fencing Policy Update :: 

 

Click on the 3 dots, on the extreme right panel to check for the geo fencing policy 

update 

 

 

May click on “Update Geofencing Policy”, if update is available, the policy will be 

updated 
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***** This application and RD are only for Internal Use. DO NOT SHARE THE SAME 

 

9. Change Device Location :: 

 

Click on the 3 dots, on the extreme right panel to check for the Change of Device 

Location 
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***** This application and RD are only for Internal Use. DO NOT SHARE THE SAME 

 

Choose the Device Location from the list specified 
 

 

 

Save the location , the status will be updated on the user screen: 

10. Notifications 

Click on the 3 dots, on the extreme right panel to check for the Notifications 

Settings 
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***** This application and RD are only for Internal Use. DO NOT SHARE THE SAME 

 

This feature would allow the user to set the notification for Attendance Marking 

time in the morning and evening. 

By using this feature, the user can set the time for which the notification is desired. 
 

 

 

 

 

 

 

 

 

 

A. User to choose if the notification is required 

 

B. User to select the days for which the 

notification is required. 

 

 

 

C. User to mention the start time and end time 

for morning notification and evening 

notification 

Based on this the notification would be sent to 

the user 

 

D. User to mention the office WiFi IPs, if the 

attendance is to be marked within the office 

network. 

 

 

 

 

 

 

 

 

 

 

 

All the options chosen should be saved for successful notification on the user device. 
 

 

 

 

9-+ 
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***** This application and RD are only for Internal Use. DO NOT SHARE THE SAME 

 

11. Attendance Logs 

All the Attendance marked on the personal device only would be shown with the 

Attendance ID, date, attendance marked time, the response code received from 

UIDAI and the status. 

May note only 20 transactions would be displayed. 
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123456 

123456 
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***** This application and RD are only for Internal Use. DO NOT SHARE THE SAME 

 

12. Attendance from other Location 

In this case the attendance would be recorded as Roaming and same would be 

displayed in the Nodal Login. 

 

13. Re-Register Device 

If the Employee has been transferred from Central to the State, the employee can 

now re-register the device with the attendance ID and mark attendance post 

successful registration of the device. 
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