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s/No. AAM/Rrr/GM(ops)/Dt RcA/R/r/24 / oooo3/2024-25 /

qrftq frqHftH gTEmwr
AIRPORTS AUTTIORIW OF INDIA

fuair/Dated' t9 I 03 / 2OZs

Ms SHAMITA BAKSHI
I(OI.KATA.

fryqt s* {rft-dr q@fr I orRcA/R/r/2slooo331 t lfirarga J{R a fl.$ nrira +r ttr{ Elaat
Sub: Reply to online RTI Application of Ms SHAMTTA BA(SH| (DtRCA/R/T|2SIOOOO3)- Reg.

rr6i<qrsir,

3flqh 3ia-drEd 3rr.A.3ng $rii;d fraia, $lolzo2s * {iE i t rn,fr.cl,@ 3ial{Ffiq
6Erg rr-53 t d.ifod JqErftd fr.rrrg.sn t srq arf,orfr riara t Jtr a-rgun,rr-.d:n*.r.++r
Eaio rs.rorlzozs +i w-.cc-am ftqcrqr arqr arar qrar tt

* dt fr Arfi/llrrq 3Iq-dfq crffi/sH c v Deepak, Airport oirector/First Appe are Authority

ry.fr.w,vuma 6rqIcrq,ffi ffiTtr{fq 5ar$ f5SVmr, operarionat offices, chennai Airporr
f+Fiqill6rI, @/Meenambakkam, Chmnai - 600 016

(({3lF Phone: 044 - 2256Li221 f,AdI/Email: aodchennai@aai.aero

{iifGvEncl: qrfrqft/As Above (19 yE6/pages)

srdAq / yours faithfully

*A,/
&,.*. {hfi / K. K. sHoBHy

rAmitro frl-gl-fi)/ Generat Manager (ops)/
ffiq qa qaal 3dM-qR. fr. sr$. / cpro-nrr,

+T{ 3fit{Eq qqdd/chennai lnternational Airport

ffic EEr{qsr, +rr{-600016 {urc : 91-(044)-2256 0551

Tel. :91 - ((X4) - 2256 0551
{tq : a@renna@aai.aero

Chenneil lnternalind Airpori, Chedrlai - 60m16 e-mail : apdchennai@aai.aero

. with r'eference to your online RTI Applic ation dated 15107/2025,$a information sought received from

fhe 
treated Plo pertaining to AAI chennai Airport is enclosed and accordingly,the RTt REquest date d 15/oLl2o25'is hereby treated as disposed off.

'2. qE grq nrd-+ltl t ggE nfr t at :nc io ra-< *r crR * 3oH + ei-d{ 3rr&G..
sftfu,zoosfi trm rg(r)i'ag*" *rr" 3r+frq fiffi G,s..tr..(I) +,FftT srqfil ar{r{ 6-{ Tm-a

t frssr *rq ritt qar fi-t frqT erqr t tl ln case, you are not satisfied with the information, you may fite
' an appeal before the First Appellate Authority (PAA) as per sec.tion 19(1)'of the RTt Act, 2oo5 within 30 days' from the feceipt ofthis reply, whose nameand address aregiven below: ' .-
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#L, 
AIRPORTS AUTHORITY OF INDIA

CHENNAI AIRPORT :: CHENNAI - 27
HUMAN RESOURCE MANAGEMENT DEPARTMENT

06th February 2025

Sub: RTI Application of Smt. Shamita Bakshi- reg.

The RII reply iro Smt. Shamita Bakshi is furnished as below: -

lnformation sought

los

Sl.No.

1 Please share the Roster rules followed in major
Airports Chennai and Kolkata etc. of AAI for shift
duties of Executives and Non-Executives available
in form of circulars, orders and minutes of meeting
or any other discussions.

Pertains to GM (Ops)

2 Please provide SOPs, circulars or orders or any minutes
of meeting mentioning maximum and minimum number
of duty hours for executives and non-executives
respectively per day and per week.

Circulars dated 07.02.2019 &
28.08. 1 995 are attached.

3 Please share any rules, SOPs, circulars, orders and any
minutes of meeting available for performing overtime
duties by non-executive staff in AAI Airports like Kolkata
and Chennai.

Pertains to GIt/ (Ops) / GM
(Finance)

Please provide the details of circulars, orders, SOPS and
any MOM avoidrng duties more than 12 hours in Aircraft
Safety related duties by AAl.

Pertains to Gltil (Ops)

5 Please share any available circulars, orders or any MOM
avoiding individuals to perform continuous duties shift
after shift consecutively in safety related duties at Kolkata
and Chennai Airports. (more than 12 hours till 24 hours
and more duties). Any other document limiting maximum
number of duty hours per day.

Pertains to GM (Ops)

Please share any circulars, orders, MOM, SOPs available
mandating biometric attendance in shift duties of all
Airports of AAI other than general duty staffs.

Circulars dated 17.02.2022 &

14.08.2016 on Biometric
attendance system is attached.

7 Please share last 3 months biometric attendance data
recorded by employees of Chennai Airport and Kolkata
Airport including recorded data of employees in safety
related shift duties.

lmplementation of BAS attendance
system for operational duty staff is

under process in Chennai Airport.

e

No.AAM/HRIV/RIll2025

OFFICE NOTE

(
Reply

4.

6.

I



w
Data attached.

oerforming duties in

Airport Operations

Di rectorate.

-executive

andof executivesnumberofdetailsthealeshPlease
CSnameith rndS staffnon
inrtsKolkataand AirponaihenC

8

Pertains to GM (oPs).

WISC

Airside

executiveofberum requirednofdataide theSEPlea prov
VCTSUSanme powerecutinon-exndaanm power andManagementtnmanpowerableailAV Kolkataandna AirportChenofanMaltneT agementrm menarolesd assignedandnames utywithAi alongrport

o

A^k'ri/
(K. MAHALAKSHMI)
ienior Mdnager (HR)

*-
To
Pu ic lnformation Officer,
RTI Cell, Chennai AirPort' 4d

t.
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A I RPOR'TS AUT Oltr tY ol'rllD]^
( NAT IoNA L A IttL)Olt ,IS DIVISION)

RAJIIV.GANDB I ITHA}JAN r S AT-DAITJ UNG AI R PO R'.I:

NEII DEIIII- I 10 003

D I R!]C'T' .IE OF r) ErtsoNN t r, l

Aug 9 5

No. A.60011/79./95-PP

sub: ofii.ce At tenilance

(a) oifice Ac tendatnce

ICE I'rD N DU I'Ir'!'

I

IE has. been noticcrl 'l:t ^i?*.'l.ilj-."t"" ;[o'#"uo'orii" ol-i
?::i il 1 ":t":X", "i'ff"t i ll"j ""oii t 

"""""t"" " "':-' r ra-E be i ne r e ci" i Y'r i.r

rime and the qff,.iceP5/ "ilrI'?"^tin 
on rong leave uiLhout !r:oirer

lranctiori . rn certain (:.,;?;' ti*;li.rd tsverr iccei'red Lhe pay uhi:lr

;;;-;;-;; re.ov,ir1a. on derecc'i.on.'

.? . l.'oI l J\'J i rrq o".J"l'.i".: ..'J;,,r'"'.':,:, u:i :i,.,'i, ."rt',.
l) ['r lrl ! lll.r i n r enaocL' ot ol I

EO efr5Jf C

.( i) Tlle normal o: I i.ce
Eo 5.30 P'rn'

hour5 of atuendance are 9'30 i''lir

q'

Luncn Break - 1.00 p'ru' co 1'30 p'fl|'

tlre of fice ,,111 rcoain cloeed otl aIl s'r!llr-dJ\'11'

i""o"y" and rtlre': Irotr!rad tiil,t"Iil,",iJl":1t',,:'ll
e{n-o t; E-e, jl requircd, 

",'"',)O.'""0"..ii"d 
',rrcf, Lhco,rsid.:. "!f .". .,,h.',],-..: -1"'Hi"i "i-iri" 

Depnrr.menr .
a ppiiqv a.I of ,t.he coni:ecne(

.-,. i '

,8vury ,*mU"r' oi scaft is exPecLed Eo be in 1::1,,nt'
seat. . bv 09.10 noLrrs uriless ' of course / prev rolls
""1?i,tr""'r.tl *,s'r,t"n or'tiin"a f or:' coning. ltrr"' In

!;:';';i;;;;;;nto., tnJ-i.,,pirviJorY otticer .i.'Ir
^;ix """i"1, !Lat trrrPlcTce ior the Partrculn( -tlir'/ ":i
iiii^r"iii"."t-"i"tt'I'' ilou,u'*"' Io' m'irluEca srrce rurrY

be allor.led !! coYer "nv 
i"iiottt"oun corlLi-rr'lencY ulrillr

ii1ir"i"'pi.ti'."i "v -ihe s''r':erv jsory oriicer'. ,AnY
late, cominq 'nyonal lu rninu!es is to be 

-[l:euL .ed 
'r:'

i.ii alr'it 
-'onloss, of course' the 3-uper1/isotv

U;;i";7 l.ir ot oup"r*o"t ie sntisfie'l LleE rlL'

i;;;"--;.^i;; is d'" Lo Lrodvoidabr'u rGa$ons

iiiir".lv,-'ir',,if day cL is oerrnissible oiIhcr in iiri
ioibnoon- or in the atcc.-ni''n . :-.:1,,1"n .'',]:: ,:i" 

t 
;:i

..arly c'vcn triLlr (hs I)eIl'r1:]sIolr
discouraged.

o

,N,

o

I

I

(ii )

I
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(b)
,\

/.\tt"endgnce Rgglgsl
{ i } Each Supervisory officer 9lr'rlI maintdio ' an

eii"na"".! Reqisier in respecc of aIl - m@mbers .of' staEf including Grou.p,''D' sEatt' Besrdcs puncntng
.' ot cards af ttre entiy 9aLe, every member of sLaff

"tor:.a, on arrival, i,C t'1" lniEials vich Eime in
in; . ei-t.nian"e Regisier in cqlumn 'A' . of the day-
Si,riiirry; 'whiIe ieaving the of f,-ic-er hel'ehe :charl
itt 

-i"ili.f u with time agdlnsL column 'Dr.. "f !l:' buy. The AtEendance Reqister in respect of Personal
. staff includinq Graup 'b' EEaff 'shaIl be mainEdined

;i-;;u'oiitu i'' eacii Directorate'/:9ting' Ps'/PA to' such Hiade of LhE DeparEment shall be Lhe
. Supervisory Officer fou alI the Pereonal. sLaff,- rE

" , ;iii 'ui" ttre dulv of lhq suPer'visocy ottlcer (lo b'
I ieralled bv th; Il O.D. ) to eend the AeEendanc'\

Register Eb'his Branch officer/ H'o.'D' by o950 hours
. daiIY'

(ir)

(c ) l'laintefianc e of Leave Re co rd

.-tBugiilu" notifying l{cl for pernisii;n
followino other abbreviaLions may be
uy che sipervisoEy offlcer/ H.O.D' in
Reg ister i

to cone 1aLe,
used in red ink
Lhi At !endaoce

ctl
CL
Leave
A

RH

Ieave

Co&pqnsacorY tiql idaY
C;i su a) 0eave" -Dor any ocher kind of
Absent
Res crictea EoIidaY

l icalic,ns of all' Grouf.r rAl & ' t].'

/ R$

Eive of

ca9ual. teavg/ . RH app
of ficere rna be senU I o PersofineL Directorate (tH SecLion)v

i

accounL io respe

ning the account.rc' & ,D, s,!q
c
ct of Graup '

siflilarIY, the cL
Gr o up

by the reEpectiv supe u v isory of ficRrc. Nh il" e thc cL./ RH
ff phall be nra inLained

shaII be mainLai11ed bY Lho concerned Ps,/PA Lo H-o. D'
D' scaf,f attached. Eo off ! c prg

,}

CL./RH Regist.er will bc counLe r-signed by the H.O.D- and the
same vl d by lhe re.Presenla
Di rectora te of Personnef onc specLive
soclion. AIl abs en ce s beyond 3 day s, shall be iotimated to

l i cat ions '

ll. aIso be veritie

y ofticer musE. e

e a monEh aL the re

Porsonnel Di reclorc t e wit
l,lher.ever applicat ions are s
S u pery isg r

h or 1, i thout a

enE lo ergoone rectorate,}D
nsure EhaL Ieave address ls

Ih w111 be theilldicaEed
responsiPility of tlre lndividual to q et lhe leave accounf

in the applicat

efore the Ieave aPPIlcaLion i's

sect.l.oo) bY the Eu SectiP

t
verified (by initials) f,rom DH secEion of
Pergonoel, b
tl O. D. for app
I nance (cd$h
Directora-!e by 20lh of every monLh.

Di recLgraEe cf
placed !o th!5

rova1. Absentee RePort is to be forwa rded bo
n of Personnel

{!t ''
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(d) [,u (i ruulity
(i)

(ii )

(vi)

3

S.uoer./i6orY o(ficers ar'e ro ccruLinise the'
' nrtendonce Reqi.ster dai'lY '

'l'he Brancl't otf icer. maY carry out Lhe inspect io,n oi
;i; -;;;;i'";;'-*,v 'auv ' Anv renber ?I - ,"urr
."-t"tii"n--"tter' o94o iiours snarr m'rrk his/ har

.;';:;;;;;;. before rhc Drancr) o(r!ceE oor)''

The Head oI Ehe Concern(.d DeparLnrent. i5 ev-P-ecled lio

lliir"i-"i i-r'tn-'ii..naun"e reLlioEer acle's! once in a

fortniqhf, +nd pul hrs 'i;iiiti' as 'r Eoker! of
perusaI.,

1'he clnc.rned strperv isory o!f ic"''. .ol-oll,,. 'uk'
lli"rJr".. "i..v in 'rrre -ar-re'naance rcai!Ecr wiLh REd

in-i,l "u 
-upp.opi,laq"' l,lherever leave has not becn

"unggienedr 
Ehe suptr;iioiv officer is Io tike

apprqpriete acLion for Ehe absence'

!:xLension of sanct ioned Ienve sl)ouId t:" ,i:-t.tl'".t:d-::
Iii-'""n"t.n"a. liherever ext'en6iorr pf Ie3ve is nol

recontnelded, ttre super-visoty- olfl"ot "h"'-'-"otnd '
note to cash secLion''""- ii""t' salauy is not dra!'/n

unless a f ormal eanccil" ]l*, ::::".',t#"f; "i1.:::pua"onn"f DirecLorate t'o granL cxLqlrsr.urr' -"'..
Arr absence tJithout p t-o-1'" i- "i,nt:'ron 

of I*ve shuil

l'.iaJi ". '*tpicY"c riiuii to discrPljnnrv dcl-ron'

Ttle. SuPerv!sory otficir is resPo-osiblq gq.-$EinLain

cL accoull8, moniLor "un"ii"n 
'of reave' t:?:]::]y

iit,,rir utt"naance reqisEer tC, -ti:"^-::"'ltl] "?::::::i
"uuriit"ion 

of Lhe at'Lendance rcg^rstcr=,ti ".lir" . u"rnnd ot DcparLmenL .SjIn... jl""r,..t'-;; ,-.,i.o,,n"I
rosoons rble to gend
;::::;;;;;; r,i -ist'r'' --J 

'"n'v 
'mo,Lh 

,con!aininq
;;;;;r; oi absenEeesl unau[horised raLe comings et'c"

Aoolicat.ions tor cllRtl or drrY othcr kio' rI l:::).-'!
;i::;;;; 

- ^;; croud 'A' ti 'B' orriccr :.rtd Person'1
:;;i;"'";;.h-J 'ro rttu oi Iicers shal I bu roured

;;;;;rh--.tie ;once6ned ttoa't of rhc DeparEment' - ' l:-shall be the duty oI Llrc PS/t'A or Llr,=' tu:t'::tt"
i'Jli^;i-tn" o.Biii^nn. ro 'oncl such opPlicarions to

Personnel DirectoraLe' moniLor l-hE sur'cLion of leave

.rnd keep i.r record un"rto-i 
-iotl 

inLimaEior' oi llead of

llre DeParLncnE on.such maLLers'

iri)

?,
( iv

(u)

\ (vr.r)



Io l' ,:r1;t.l

Ex

v/.ca
gion/
AI l alr

' .i..;-- a .-re+-E!nii:r-"L"d't

3

-:4.-

'l'lre con!ents of Enis Office
ei rculat isn .tor sL.rict ,complibce.

Alt
A I.I

8D
He

s/ Direc(ors at Corporat.e llgrs.
ads oE the treparEment s

L
]

*t

.tExecutive Di re
-K- INDRAN ]

re 6 Admn )

;r
;I
:I
:t

",,1

n

llED , Del h i,/ BonrPa IcuEta/ Madras liith the requesE Eha.t
a..similar IeEie! is
Eo be iEsqed by BPD5
te all coocerned at
Rpgional Hqrs./FieId
SLations.

Pirector, N.E . Re GuwahaLi
rilcipaI, abad
!recCor, CRSD/ RC6 DO, New Dellri
hj.ef Piiot.l F.I u I New pelhi

DiFector/ E6M liorkshop r

,,
l

t;

t
I
I
(
(

(

New DeIhi

Choirman I s SesreEariaL
Adv isor (P&A).'
FdviFo.r.(PqE)/ (0ps )

I

i

6)

Memorandurn mtsv be given wi.do
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I lrr ll i:girritil lll:iccurir,c Dircct,it'
,\ irprnl!i Aurh.,ril) oi ltr(li
li, rr'l Iru rrtl$'cstr'.r't/lliritcr!'S(, ulhJl/N lI l{c$iorr
:irrr I tt:lhi/ivlurt rtru i,/K rrlkltu /Churtrttli.r(iurr irh,,t i

l"ll(,\irp,irt l)ircrjtur
,\irn,,flN 4ulhurirt oi' lodia
l.r)lklll.liCll(rurid r\irport

,1,

'twtflT{ fltrryIqq-r'r.r []-l].frl u

AIRPORIS AUTHORITY OF INDI'
' l)xr,i.l tI7 0-1..1(r t rl

_l 
lrc lirurLrtrr'e l)t r'r:t,,r.

,,\jr1ror ts ,\rrtlttrr it', ,rl lLr.lir,

l(('l)t i,'ti I ( j,
l"i,:,r l)clhi
'i lru i) ir!cr,,r,
lrr.liurt,\r i.rlt,rrr ;r..ulcrrt,
N.:\\' l).llri

1l'ht Ucuelirl l\hurrgcr
,\ilp.irts l\rtthirtit) 'rl ltt.tt:r 

"
('lrsl)i l'i& i\.1 \\1orl,.;iirrli
Ncrv l)ulhi

| | /-' ( .10 
| i/l I ir l,(:.:6.1

llr. 1'rirrripr,l,
r r.il \'i.rtion lririr)irtg (lull.!( ((:,\'l( i
1r..r,rr...,1.1 \ll.rlr,rh.'J

(/

( lll{\l ('ircLrllil rrrr I ll l(ll'): \\'itlrrlr;rrtrrl gi.[\i--!-ig1-|1411

, ]i ,.' ll.l.,,.,rcc CIll{ l circrrirrr'rrr,0l,ll)17 Jrrri(i lX.l)1..1017 \\1,(x.ilt llrr ]tt,rri.r,,rr,,i ti. i

rrrrir;,. rilrs intr,)dirred l'h,; laiJ plrrrrstotr ol ll.ri lirrLirtg:r rrrrr-l 1rirrrr .i1ii)rri ('IIIiI,I Lir,,rI.rl ri,,

ll..-:(/l(, Jirl.r.l lr.),t)li.l{)10 strrtt,.l; uil)r,lt.r*rr $ itlt ttt,r,te.l,rrt. (ilr(1. llrir.lrLr. llr. . lli(. lirIr] ,'r
.lr:rll rr,,r br (l'rl(l llri lo llil)i) llr: lrritlr l-rutilt hr'e.rl lrl,rrr I l'lil lirri l') l.ll,lr lIr:,1

' \,1 ll: L.irrrl\ \rirl.,,r'...r1 ,trr-..r',ll r' ri. r,r ,,.,1,1.,'' r"r,. ,,f^ ., ,rrirrt,,,,,...r r.i r, .-,r,"

.i ,.\ll r)Lllur ttllns i.lrld (or(lili()115, u;\t.lll l(, tllrr r.il!:llr,,r,,,litl.,,t ,tr,,r., rlull |r'rrlirrt, r:.itrr rrr

rtt\:rrli\,rttJ irt L llli\l uirrulrrrti I li:ll)l(r

I lris irisrrss s.ith lhu irppro\xl ol ronrl)ciurt il(lrorit) .

, I r ,j . , \ .1 . , I r r r

l:tt;t rrt )ili'r.t.rrtIlli t

:i

t llL\lrilrulirlll:-

, t )lil ) lo (llr,rir n) n. -

l)(iIl (lili) to I\,lcrnbrr (l;in) ivlrilb,rl (lllui l!tcrthcr ((Jirit,l\l,jrrh.r (l)hr!.rr\lLrrrll..r

r .\\ )i ! ('V( )

..\ll llol):; irt ('ll(l i {ll (ilrl l lllii itrl ,rruti!xrxl ()lli( r' i ,\.'\ l illji!. (',)ri))l.ri
i,\l (ll) llr uIluitilittg irtt /\,'\l \\',it)iil(
i..rr.,rel Scr|crirr.I- /\,\(1.\ilt ,\'l ( i(irril,l).ilr, '\,\ll:(i, l.\,\1(r.\ \r\l 5r s l \ '.',,(i,rrri,ir
,..r,.rul :-.,rcL:rr1- \,\litl '

I'rr,li \'rr'ri,rrr rr ill lirllor'.

i ,, rill \!.1 {$r,flcn4 6cE nt{dr ttl l(+Jr- r10it03

r_ 
S a lda/j,rno ,/\rrt)drt. Nuw Deltn 1lOoU.,

..[.i,rl i-lrj:j-iru
I)hL., , ?.1,r:jjl]5,)

C

-:.:il
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+rrqffq
A.TRBC,RTS AUTHORITY oF INDIA

No: A.6001 1/16 I 2o2o I tt\Pc I s3 Date: lith FebruarY, 2022

The Executive Director,

Airports.Authority of l ndia

RCDU/FIU, NCW DEIhi

The Director,
lndian Aviation AcademY,

New Delhi

Cor oorate H MCi rcular N

The Gen'eral Manager;

Airports AuthoritY of lndia

CRSD/E&M WorkshgP,

New Delhi

o. 60{i) I zozo

Subjec
-19 - Bio metric Attendance

t:Preve ntive easu to conta

Res.

in the s read of covlD

Page 1of 2

I R"f"r'"n." CHRM ciicular No. 60(hi/2020^dated 04'02'2022 and DoPT oM No'

t.No.1,1013/9/2or+-rstl'n-,ttLlJ""a "" 
tinuary' 2022 whereir'r' marking of bibmetric

attendance was 5rTspgnded till l5th Februa ry' 2022'' 
-or 

till further orders' whichever is

earlier as a preventive rn"ur*. i" tgtiin" iot"aa oi ;ovro-rs' 
Now' it has been decided

if'ui, .urf.irie of Bi6metric Rttendance td,be resumed with immediate

?.AllREDs,APDsandHoDsconcernedtoensuredisseminatiohbfthesaldinstiuctions
ior strict comPliance,of the same"

3. This issues with the approvil ofthe competent authority'

I

8fi,frltut
Executive Director (HR)

)

ir,ftq rfirll '{tSi
Rirliv Gandhi llhawi.lr I

E(qIi ,: 24632950
Phorie:2a632959

{8

Thc Airport Director
Airpofts AuthoritY of lndia

Kolkata/Chennai AirPort

The P rinciPa l,

Ciiil Aviation Training College (CATC),

Bamrauli, Pravagrai

'Ihe Regional Executive Director
' Airports AuthoritY of lndia

Northern/Wester0/Eastern/Southern/North-East
Region Delh i/MumPai/Kolkata/Chennai/Guwahati

l

HE(rdI 6slt 'rr$r q-{ ltfift rtooos
' Safdarjung Airport, New D6lhi-'l'10003

'I'



td,

,

qrgffq t+flqtrrr{ wfHo"-{ur
ninionrs AurHoRlrY oF INDIA

19 3lrr€cr, 2016

'r

ri.q.ooo t t l:olzbl sruq:rrfiS

+tdT d,
qtfq {,dqrer+ B{tr+,

urrs-q Eanqa-a mtr+lcr'
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,Trq-ftq frqrqqnq yTf$fi-{,
AIRPOBT AUTHORITY OF INDIA

CHR]VI Ci rcu la r No. ll 120t6

Sub.; ll o CA ANCtr SYST

condition tlut dumtron of late colning is compensated by siti[g late iuevenxrg, by additi onal 30 minntes i.e. upto 06.30 p.m. on the sane dayIbr those working upto 06,00 p.m.

drd, nrrfiql fqri urqq, + t?d.11ooo3, FTqldq : 91"1 l:24632046 , dair

With a view to improv: efficiency in monitoring the attendance, leave
:".:I::d over all working environnent, lt fro, u".n O...iO.d to use AADfIARenabled Biometric Anendance syrt". i" uil "rr,."r-;;;;;;r, Authority of hdia.
2. Biometric Anendance Syslem (BAS) is only an enabling platrorm, Thereis no change in lhe instructioru r.iuting to,otti". h;;*' "-

i,,*" 
", 

,J,ffi::tructions 
rolated ro puncualiry and sreps to be raken,for enforcing

North ern/Wesrern/Easrern/Southern/lllE Region
Ncw Delhi/Mu|nbai/Kolkata,/Chennai/Guwahari

No. A.600I I/36/20I S/HRPC

'l'he l{egional Executive Director
Airporrs Author.ity of India

The Airport Director.
Airporrs Authoriry ol India
Kolkata/Chennai Airport.

The Principal,
Civil Aviation Training College (CATC)
Barnra uli,
Allahabad.

(i)

August 19, 2016

The Executive Dir.ector, .'

RCDU/FIU,

Nsw Delhi.

The Director,
Indian Aviatton Academy

' New Delhi.

The General Manager
Airports Authority of lndia
CRSD/E&M Workshop
New Delhi.

.\)

In tfre p161D1n*, the time rgcor.ded fi.ont 09.30 to 09.40 will not be copntedas lare artendance (if the reporting tl,n" is os.i0 a.m;;ffi;) I

(iD Late coming of upto 30 uinutes may be relaxed ieeping in view rhetransporl probletlr or any other unlbreseen eventuali ry subject to.the

rrcflq ,ri$

Ba,iv Gandlli 'C' Block, Sadarjung Airporl. ller,/ Delhi.l10003, Oflice : 91-ll .24632946, Far :

: 91-11"24Gt0940, {-td i memberhr@aai.aero
91.'l 1-246't0840, E-mait I memberhr@aai.aero

@
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Half day's Casual Leave should be debited to tire CI-' account of employee

for eacll late alterldance but late attendance upto an hour' or not more than

2 occasions in a month, may be condoned by the competent authority if

he is satisfied that this is due to unavoidable reasons'

Employee who departs from office early before the closing hours ofoffice

uni ,rorking his Ther attendance will also be treated, as late attendance

anci hall day's CL will be debited fiom his/her CL accouut lbr such

earty leaving from offrce, this may be ensured by the Competent

Il an official who has no casual leave to his credit' comes late Without

sutAcient justification and the 'comPetent authority- concemed is not

pr"pur"d tJ condone the late coming, in that case the following should be

enforced:-

(a) The oflicial should apply for Earned Leave (EL) or any other kind

of leave due adnissitle for that day' as he may choose' If helshe

apply lor EL or no other kind of leave due and adnlissible for the

entire day, the sarne may be sanctioned by the cortpetent

authoriry.

Authoriry.

BAS.

)

(b) lf an official has not applied for leave' then it will.be treated as

unauthorized absence ior the day on which he / she has come late

and an appropriate action will be taken in that case'

The iead of Departmer-rt & Controlling Officers are responsible lbr

implernentation oiBAS in their department' Head of HR department shali

ensure that details of CL/RH taken during previous month shall be sent

to adrninistration departnrent by 7s ol the following montl"r' TheY must

also ensute that duly recommended leave applications of nature such as

El/Comnruted Leave/tIPL etc. are sort to HR departrnent p!:omptly' HR

clepa$rnent shall ensure that all such leaves lbr the month are duly

sanctionert by 7!|' of the following month with an information to

AdrninistratioD./HR department; which is nodal point for monitoring of
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I tcr al Dis rib u

Where an official is required to go tbr an olficial meeting in another office
directly from home or proceed h.om iq the lale aftemoon tiqm where he/ she is not likely' to return to office, au intimation to this effect will befurnished in advance ro Adminisrrari", / IIR D;;oiare rt .orgh ._mail.A consolidated stat€ment in this regard woqld be sent by Head ,ofDepartmenr by 5rrr of following month to Ad,il;;^il; rfiDirectora[e.

. Disciplin4ry action may also be taken against the ernpl6ygs who ar.ehabitually late and do not follow the above;U*.,;;;r.

' AIl.the units / stations.are requirecl to strictly follow thL above instructionsin the present system, till the BAS is installed.

. These orders shall come into force with irnmediqte el}bct.

II

2
J

4
5,

6.

'r"#[t:i;"ry:Tj,1gJ:li;f X#:f 
o"'(Fin)/Mernber(HR)/Mernber(ANS)/

CVO - for" information

1ll.!9T at CHe/Operarional Office/AAI Office CompCM(lT) Ibr uploading on AAI websire
urneral Secretary _ AAOA 0yATC (GyACOA (lyAAtCNS Otricers, Guild /taAlO{aaf iCf nrro.i}io"."Ceneral Secrerary, AAEU

lex for necessary aclion

Ensc. Guild (r)/
t

o lbr in lbrnati rr to:
DGM (ES) to Chairman

@

G\?92-,r1"r!rt
(Anuj Aggarwal)

" Member (HR)

,']



LrsT oF EXECUTIVES(EX) AND NON EXECUTIVES(NEX) AS ON 06'02.2q25 lN

CHENNAI AIRPORT UNDER OPERATIONS DISCIPLINE

{

Sl.No. Name LEVE t
1 5 JEEVANANDAM EX

2 SHOBHY K.K EX

3 G V SOMASUNDAR EX

4 PRATIBHA ANNELENE EX

5 K EZHILARASI EX

6 EX

7 VANAJA SOLE EX

8 M.T. RENISH EX

9 S,A-IAY PILLAI EX

10 STEPHEN SAMUEL D EX

11

12 BIDYUT KUMAR ADHIKARY

13 E,BOBBY DORIN

t4 PU LLA HEZEKIAH EX

15 SHIBU C l_ 

16 ,JAYAVARDHAN A EX

1,7 RAJASREE J EX

18 EX

19 A. FRANCISCA EX

20 AKHIL MUTHU E V

2l M UKUL SETH I

22 DIBYAJYOTI SAHOO EX

23 DHARAM DEO KUMAR GOIT

24 MIDHUN KUMAR V EX

,q N,lF DAPALLI SAI YATEESH I(UMAR EX

26 EX

27 BABA SHANKAR SUSHANTH YENDAMURI EX

28 ANKUR SINGH EX

29 ADITYA SINGH BAGRI EX

30 NEX

31 AMIRTHALINGAM P NEX

32 K PALANIAPPAN NEX

33 NEX

34 B NANDHIGAM YOBU NEX

35 P KANDASWAMI NEX

36 NEX

37 J. MARIYAMMA NEX

38 YUVARA,I S NEX

39 V.MADURAI MUTHU NEX

40 J. JOSEPH NEX

41, S THANGAVELU MUDALIAR NEX

42 T SUBRAMANIAN NEX

43 M VUI

44 V. RA]U

45 I\,1OHAN,1ED BASHA R

!
lvr sncrr MUJTBUR RAHMAN

A. ARUNA lrx
lex
lrx

lp. nruruH,tnR

lEx

lex

IruorH u runr nartsn

BINU P

M JAYAMMA

lc suRva Rao

lrurx
lrurx
lr.rex
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NEX

NEX

I
K PENCILIAH46

R KRIiHrunuoonruv47
NEX

B. PANDIAN48
NEX

NEX
K LAKSHMAIAHs0

NEX
E MURUGAIYAN51

NEX
S VIKRAM52

NEX
THRMA UH5 NRKK53

NEX
54

NEX
N USHAE(

NEX
S. VA DIVEL KUMAR56

NEX
K SELVAKUMAR

NEX
VENKATESAN P

NEX
S RAJENDRAN59

NEX
KALAIVANAN E60

NEX
D ELISHAMMA61

NEX
SYED HASHEEM S62

NEX
R RAVI63

NEX
P MAHALINGAM64

NEX
VUAYAKUMAR G65

NEX
V BHASKAR66

NEX
VEDAGIRI T.S.67

NEX
R NAGARAIAoo

NEX
D. ELAVARASAN69

NEX
P N VENUGOPAL10

NEX
P MANGALAKSHMI77

NEX
M MAREESWARAN72

NEX
RAJAN A.C73

P BUJAMMA14
NEX

S PALPANDI75
NEX

76
NEX

M RAMESH

M LAZAR78
NEX

P PALANICHAMY79
NEX

R MOHANARANGAN8Cl
NEX

N RUKMANI
NEX

82
NEX

R. SANKAR83
NEX

M PUSHPA8,r
NEX

85
NEX

A. NEELAKANDAN86
NEX

SIVASANKARAN V81
NEX

K VUAYAKUMAR88
NEX

M SAMSON89
NEX

Y.DARBIN DAS90
NEX

N NATARAJAN91.
NEX

M RAJASEKARlr2
NEX

SARAVANAN V93
NEX

SRINIVASAN E94
NEX

G. MOSES95

NEX

I

I

RAVI

PRASAD
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96 HARIKRISHNAN V NEX

97 N YACOB NEX

98 L MICHEL RA] NEX

99 P.N. KANNAN NEX

100 G. PULLAIAH NEX

101 V. RAMESHKUMAR NEX
1,02 G. VISHNUKUMAR N EX

103 RAMESH V NEX

104 NANDA GOPAL IVI NEX
105 S VENKATESAN NEX
106 B. DECEMBER NEX
L07 M MANOHARAN NEX
108 J SHANTHI NEX
109 GURRAM CHANDRA SEN NEX
110 RAVIKUMAR S NEX
11,t L SUJAN NEX
TT2 S VIJAYALAKSHMI NEX
113 PALANIALAGAN NEX
1,1,4 D, INDIRAN NEX
115 M MERCY NEX
116 AFISH BINAN- C NEX
1,1,7 AKH ItCHANDRA.A.C NEX
118 VIMAL RAJ P NEX
11,9 ASHOKAN T NEX
120 TE]AVATH YASVANTH NAIK NEX
121 PADMAKESAVAN N,4 NEX
1,22 SHIVEN S PANDIAN NEX
1,23 AN U RADHA S NEX
1,?4 T PAULRA] NEX
725 P ARUMUGAM NEX
126 KRISHNAMURTHY R NEX
L27 V XAVIER NEX
1,28 NAVRANG KHAN NEX
129 G KANDHAN NEX
130 N NAVEEN NEX
131 NITHIN S.R NEX
1,32 SALAHUDHEEN UVAISI M.K NEX
133 MUHAMMAD RIYAZ A NEX

(

I

I

I



FW: RTI ONLINE REQUEST OF Ms SHAMITA BAKSHI-DIRCA-R-T-

25-00003 -Reg.

jgm ops ch

'.\..r, ir i.r fll att)\ 4 ;..

,, PLrblic lnformatiolr Offrcer RTl, Chenr'lai < Pio-rti-chn@AAI.AERO>;

i cM OPS Chennar < gmopschn@AAI.AERO>;

.l Jll,rch'r.'rtc

RTI RtQUlST.docr: Action History odf;

Sir,

Reference to the RTI application DIRCA-R-T-25-00003 of Ms. Shamita Bakshi. Please find below the response

lnformation / ReplyS. No lnformation sought

lnformation sought is not available1 Please share the ROSTER rules followed in major

airports chennai and Kolkata etc of AAI for shift
duties of Executives and Non-Executives available

in form of circulars, orders and minutes of meeting
or any other discussions.

The information may please be obtained from
Dept. of HRM, Chennai International Airport.

2 Please provide SOPs, circulars or orders or any

minutes of meeting mentioning maximum and

minimum number of duty hours for executives and

non-executives respectively per day and per week.
lnformation sought is not available.3 Please share any rules, SOPs, circulars, orders and

any minutes of meeting available for performing

overtime duties by non-executive staff in AAI

airports like Kolkata and Chennai.
lnformation sought is not available4 Please provide the details of circulars, orders, SOPs

and anv MOM avoiding duties more than 12 hours

in Aircraft Safety related duties by AAL

lnformation sought is not available.Please share any available circulars, orders or any

MOM avoiding individuals to perform continuous
duties shift after shift consecutivelv in safety
related dutjes at Kolkata and Chennai airports.
(more than 12 hours till 24 hours and more duties).

Any other document limiting maximum number of
duty hours per day.

6 Please share any circulars, orders, MOM , SOPS

available mandating biometric attendance in shift
duties of all airports of AAI other than general duty
staffs.

The information may please be obtained from
Dept. of HRM, Chennai lnternational Airport.

7 Please share last 3 months biometric attendance
data recorded by employees of Chennai Airport
and Kolkata airport including recorded data of
employees in safety related shift duties.

The information may please be obtained from
Dept. of HRM, Chennai lnternationalAirport.

8 Please share the details of number of executives
and non executives staff and their names

Requisite information is exempted under
Section-8.1U) of the RTI Act, 2005.

5



performing duties in Chen nai and Ko,kata airportstn Air rtO rations Oirectorate

trq-qrd\rrigrfi/ Thanks & Regards,

ffifr,"*,ffirfiI;

9
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Act,

Re u 5 teq nfo rm oati n s exe m utedp dn reSectio n-8 1- of th(i e RT 2005
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