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Cffice- discipline -Late atterdence ard eurly lcavin? cf

Subt : 2
rfLwcc—nnfcrcement cf previsicns in Secretariat Manual
“anual of Office prccedure- Instructicns issued,

and

It h2s ceme tc the notice cof Gevernment that a sizeable
cffice very

rumber of Geverrment emplcyees are attending the
late ard lezve early. Any laxity cn the part of the emplcyees
in ottendine the cffice in time odversely affects cffice discipline

ard the foncticning of the Governmment COffices, and causes much
inccnveniences tc the seneral public whce ccme cver tc the cffices
fer varicus services. The mxtter had alsc crme up fer discussion
in thr l-st sessicn of the Lepgislative Assembly.
Ths Office hcurs cf the State Gevernment cffices zre fixed
frem 160 2.m. tec 5 pem.s Therefcre all cfficers cther than last
crode serwants are expected tce attend the cffize frem 10 a.m.
tc & peme ( In crder tc reduce the traffic crnresticn thecffice
hcurs 1n the cities and tcwns cf Thiruvenanthapura, Kezhikede,
Trrakulam,Thrissur, Kettayam and Kaszrged are fixed frem 10.15 a,m.
15T, m.) The last grade servants will have tc come tc the

£t S :

cfficc half an hour bef-~re the ccmmencement cf the office timc.,
Tnstructicns in regard tc hcurs of attendence, lunch interval, E
m-vément of scctions, late attendence un autherised leaving cf .
c?fices etf are ccntained in the Mapnual of Office Trceccedureaswell
© in the Kerala Secretariat Office ““anual. Hewever it is seen -
t..T thesc instructicns are cften nct cbserved properly.

Since Gevernment servants are expected te serve the pecple
st orfectavelys Bovernmment feel that is in hightimetc enfcre the®
) instruct - crns scrupusicusly sc as tc maintain discpline and
bettcr service tc the public + All Heads cf Departments
3 and cther Superviscry cofficers are therefcecre directed
Tc scc that the previsicens withresard tc cbservance of cffice
hrurs, availing cf late attendarce, mcvement out ~f secticns
~nly 2rter permissicn are strictly enfcreced in Gecvernment cffices.

Fabitual late attendance .and early leaving cf cffices with-
cut previcus permissicn cf the supericr cfficers shcule be viewed
sericusly and apprcpriate disciplinury acticn initiated in all
Such instances.
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