SoP for Biometric Attendance System

" t' thlth a vie».v to ensure punctuality and toning up discipline, the Biometric based Attendance
ystem has been introduced at BCCL command area. In this regard, the following procedure shall be

strictly followed:

1.” Time allowed for marking attendance : ' ‘
Employee will be required to mark attendance (entry In Time) within thirty (30) minutes

(before/after) of start of their scheduled shift and entry of Out Time at or after the scheduled
time, -

i e 2 Executives availing Half-day Casual Leave :

Executive Cadre employee availing half day Casual leave (CL) in the forencon/1 Half , will
make arrival entry in Biometric Attendance System by 01.30 PM and Executive availing Half-
day CL in the afternoon/2™ half will record their departure/Out time on or after 1.00 PM.

3. i 'of A da 0 yide d by Approving Authority in -
SAP/ERP: . : ‘

If Competent Authority finds the reason for delay in entry/exit time of an employee due to any e i o
valid reason, such late/ missed attendance in the bio-metric system may be regularised in the . .
SAP system with proper justification. Detail of such employee i.e. name, designation &l W e
purposc along with the signature of the employee shall be recorded in the movement register qe
on the same. . Lli !

Approving Authority for this purpose will be as follows:

e Production Units /Washeries : Mine Manager / Project Officer. (Single Useras
decided by PO) : _ o
Unit / Colliery / Washery office: Personnel Executive In-Charge.
Regional Store / Workshop / Hospital / CHD : Officer in Charge.
- Area Office — Nominated representative by Area GM
Head Quarter — Concerned HoD or his’her reprgscntativc.

4. Master Data Maintenance:

\Pi ised in biometri . No separate S
Master data based on SAP is to be synchronised in t_no_memc system
ir;ilt?:ﬁce of master data is required in case of transfer w_mnn BCCL. Only an‘md‘ange“ :
point updation will be done by concerned personnel executive. Enrollment in Biometric -
system is required in the following two cases:
“ ' a) Initial Appointment cases in the Company.
©+wiuip) Transferred in from other subsidiary.

™

@ Scanned with OKEN Scanner



data in biometric system :

, employee’s master
5. Responsibility of capturing new emplo

joinin
:E dept. upon jo
Master data shall be entered in SAP at HQ by Z,w%mm_naa QM_‘%\%E.
in the Company and intimation to be sent to concem

g of new aav_O%nﬂ

0 bi ic device :
SR ion in biometric
Responsibility of capturing new employee’s biometric 53_.5&_0 ety & TT Exe, of red
*  Unit Personnel Exccutive in Unit/Washery / Co
his authorized Officer.
® Arca Admin & IT Executive in Area Office.
* HOD & delegated IT Executive in HQ.

6. Attendance Q.m.:l:n :

L . . . 1 n m: n—ﬂo
Executives and Non-executives will ensure capturing of attendance IN and QUT tim
Biometric device installed at respective attendance point. .

Shift timing wil] be derived from SAP. Hence o:.msmo of Shift must be updated :w SAP through
concerned Personnel Executive in Unit/Area/CHD/Washery and HODs in HQ. Non

maintenance of proper shift time will lead to marking of late attendance in system and no night
allowance wil] be payable . ,

In case of multiple in/out e i

ntry in system, earliest entry time and last exit time shall be
CcoOmmunicated to SAP System. . )

Attendance data in excel format will be downloaded from Eosaﬁo Attendance portal and same
will be uploaded without any modification in SAP. .>E:o=m& SAP user of concerned %R. 5:
generate marked attendance from attendance portal in excel wo::& and upload the same on daily-
basis in SAP till it is not taken automatically 98:@: APl .

Later on, when API will be developed by System department of BCCL, there will not be any manual

downloading/uploading of data in the system. After integration of Biometric Attendance System ...
ownloa

d SAP through API, the data will automatically be pulled from Biometric Attendance System to-
m.: £
SAP by APL

: i thorized
H er mxmmmzm practice of attendance approval in SAP by HoD or hisher authorize
OWwWeV!

have reported late or left early as per ”
“re tative wi inue, Attendance of Employees s&o . o 2
| E@N: ““ ~<.M= MHAHMH“MQ to be approved by HoD or his/her authorized representative. Data .
Point No.3 w .
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other than physical presence at normal working place like Tour, Training, Leave etc.is to be

entered/approved in SAP as per existing practice,

9. Absence exceeding 90 days : |
time/departure) during

In case of non-marking of attendance (arrival/in time as well as out-

i : . ion of DISABLEMENT of
consecutive 90 days (e.g 1% June-to 29" Aug), there will be prowsfl‘::ility will be re-activated

: anbess d | . This
Attendance marking Facility in respect of such an employee f Department. -

only after obtaining approval in writing from the'coneerne d Head 0
. itiative Dept. of BCCL on

ERP dept. of BCCL will share the data of all those employees to IT In

'

monthly basis. - , . . , . : . U
10. Break-down of Biometric Attendance Machine ! G
i : : i / indirectly wi
i i i hine by any Officer or Employee directly
Intentional damage.to the biometric machine by any prap et and CDA rule of the

attract disciplinary action ‘as per prevailing Certified Stan

company. ‘ i v

All functional departments in unit /area must maintain attendance rcgister'for f?eﬁVIng ‘actua:-

manpower in duty and deployment of manpower as per job till further directive. In case 0
ical / electrical / network /

breakdown of Biometric Attendance Machine (s) due to mechan cal
software fault or power failure , concerned departmental head / shift incharge must report the
break down to IT Initiative departnjent. If the fault is not restored, attendance marked in register

must be captured in prescribed SAP format and to be sent to EDP Center for bulk upload through
CATS Upload method in SAP and to be approved by approving authority in SAP. \

11. Implementation :

e Biometric based attendance sysfem shall be strictly implemented in r

of BCCL.. oyt :
e In case of Non-Executive, entry of leave application/rest will be done through SAP as per

current practice. :
In case of Executive, application of leave will be done through ESS Portal of CIL as per

current practice. ' |
Leave application of any employee will not be seen in Biometric attendance Portal as the leave

application is being done through SAP. So, leave applied on particular date will be seen as

absent in Biometric Attendance Portal.
In case of retirement/transfer/death or any such case, modification will be done through Area

Admn.Officer/APM in case of Area and IT Initiative dept. in case of HQ.
“For employees working at more than one location, HoD of concerned dept. will provide the
list of all such employees to IT Initiative dept. for enabling the employee to mark the

~ attendance in either of the locations.
¢ Overtime (OT) will not be counted in Biometric Attendance Portal.
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e Shift incharge at unit will be incharge (responsible) of the machine and in case of any
disruption in the machine, he/she will report immediately to the Controlling Officer who will
subsequently report it to the IT Initiative Dept with intimation to APM of Cﬂﬂfﬂnfd area. g

e HoDs of HQ & Area GM may be allowed to mark their attendance only one time in a day in
the Biometric Attendance System. '

: FDs will n Yb\fvrequired to mark their attendance. .
AN o> a2 il

Genera Manqa/ger (IE) Dy.GM/HoD(System) = HoD(IT Initiative) Dy.GM(P)/I{OD(Admn.) ’
BCCL - BCCL ~ BCCL/Rep.
@ iy Lind /La, AP o he esm
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