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No.RDO/ 1463 /25
Dated: |8 December, 2025

MEMO

The undersigned is directed to convey that the Board of Governors in its 33" Meeting held
on 19" November, 2025 approved the following w.r.t the Working Hours of the Employees of the
Institute

(i) Institute timing, as approved by the erstwhile Executive Committee and circulated by the
Registrar, and the Resolutions of the 40th meeting of the Senate regarding office timing of
the Institute applicable to the faculty members were noted.

(ii) A circular to this effect for all teaching and non-teaching departments be issued for needful
adherence by respective stakeholders and also maintaining the parity in timings for

enhanced work efficiency.
(iii) The Director was authorized to implement monitoring procedures for ensuring the timely
attendance after due evaluation of the attendance.

This is for information and necessary action please.
{ B-*

Registrar & Secretary, BoG

1. Dean (P&D)

2. Joint Registrar (Finance)

3. Superintending Engineer
4. Executive Engineer (Civil)

Copy to:

1. Deputy Registrar (Establishment -1()
2. PS tothe Director

3. PSto the Registrar

4. Institute Website
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It is once again to remind all non-teaching employees of the Office order No. AT
43.08.01/2014/296 issued by the Registrar dated, July 24, 2014, of which some of the sali
points are as stated below:
Worldag and
1. Considering 40 working hours per week, Institute will observe five working days a wek
i.e. from Monday to Friday.

2. The working hours of the Institute will be 8 hours excluding lunch bregk
3. Working hours for Technical Staff: From 9.00 a.m. t0 5.30 p.m. (Lunch time 12.30 p.m, —1

i

1.00 p.m.)}{ However Technical Assistant posted in non-acadamic departments may have «
their working hours from 9.30 a.m. to 6.00 p.m. ¢ Lunch time from .30 PmM.t020ipm) |
with the epproval of the concerned HOD). ' .

4. Working hours for Clerical and Secretarial Staff: From 10.00 am. to 6.30 p.m. (Lunch |
time 2.00 p.m. — 2.30 p.m.)

5. The working howrs for Staff in the Compound Section: There will be 03 slots (shifting). |
These are as follows:
Slot 01 : from 7.00 a-m. $0 4.00 p.m. ( Lunch time 01 hour from 11.30 a.m. to 1230 pm.)
Slot 02 : from 8.00 a.m. to 5.00 p-m. ( Lunch time 01 hour from 12.00 noon to 1.00p.am.)
Slot 03 : from 10.00 a.m. to 6.30 p.m. ( Lunch time 30 minutes from 2.00 p-m. t0 2.30 p.m,)

6. Working hours for Group - D Staffin the departments: There will be 03 slots (shifting). |

These are as follows - . i
Slot 01 : from 7.30 a.m. to 4,30 p-m.( Lunch time 01 hour from 12.00 noon to 01.00 p.m.) |
Slot 02 : from 10.00 a.m. to 6.30 p.m ( Lunch time 30 minutes from 2.00 pam t0 230 p.m )y

Slot 03 : from 11.30 a.m. to 8.00 p-m. ( Luach time 30 minutes from 3.00 pm.t0330pm)

However, the duty hours of the employees entrusted with responsibilities relating’” to
essential services such ag security, electricity, Water supply and those who are |
related to locking & unlocking the doors of various departments/buildings etc. and any |

kind of emergency work may be changed by the concerned head of the Department from
time to time. - g
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This i issued with the coneuriices of the Drvector and supersedes the carlier onie Na.
24EDLAAYT Dated 16" May 20)7

Sdr-
(Dr. Bivore Dras)
Assistant Repistrar
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