
BllARAT DYNAM ICS LIMITED 
CORPORATE OFFICE 

GAClllBOWLl :: llYOERABAO 

C IRCULAR 
Ref: BDL/04/C-HR/2020 	 Date: 2 1-05-2020 

Sub: 	 Regulation of Attendance for 'Work from I lome' I 'Absence from workplace' due to 
COVID- 19 - Clarifications - Reg. , 

Ref: 	 Corporate Office Circulars of even no. dated: 22-03-2020, 23-03-2020, 28-03-2020, 
14-04-2020, 22-04-2020, 03-05-2020. 

Further to the Circulars cited in re fl: rencc on closure of the Company to prevent spread of 

COV ID - 19 and subsequent resumption or \VOrk in al l Units I Offi ces in compliance with the 

guidelines issued by Ministry of Home /\ lfai rs from time to time. various queries has been received 

r wi th regard to trea tment of absence period due to various reasons connected with Covid-19. 

The issue regardi ng absence of employees from wo rk places due to COV ID- 19 has been 

examined and it has been decided to regu late the sa111e in l'ol lo,ving manner 

S. no. Situation Po licy Dec ision Remarks 

Emp loyees who proceeded away Such emp loyees may be The employee shall 
from workplace on sanctioned permitted 'Work from home'. submit an application to 
leave before lockdown and arc after the sanctioned leave is over l Jnit HR through pro per 
unable to return to their respecti ve til l end or lod,ckm n at respective channel giving detai ls of 
workplaces after expiry or the places. the circ umstances fo r 
leave period. .
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No post fac to sa ncti on 
or leave fo r the period 
pri or to start or lock 
down shall be permitted. 

2 Employees. who went away !i·om Such emp loyees may be 
station on weekly hol iday before pcrmillcd 'Work from home' ti ll 
lockd own and are unab le to return end of lockdo'' n at respecti ve 
to their respecti,·e \.\ orkplaces at places. 
the end of weekl y holi day. IIll\\ c\ er. ph~ sical attendance 

linked incenti\ e \\i ll not be 
adm issible for the said period. 

The employee shall 
subm it an applicati on to 
Unit IIR through proper 
chan nel giving details of 
the circumstances fo r 
which he is unabl e to 
join duty and efforts 
made by him to return to 
hi s workplace. 
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3 Employees who were on tour I The period shat I be treated as Approval of Unit Head 
official duty at outstation and ex tended tour. I loweve r. physical shall be required 
could not return to place of posting attendance linked incenti ve will 

due to lock down. 
 not be admissible for the said 

period . 

4 Employees who have been Such employees may be The employee shall 
asked to go under Home sanctioned Quarantine Leave I submit an application to 
Quarantine I Self Quarantine by Special Leave fo r the period of Unit HR through proper 
the Govt. authorities to prevent quarantine I hospitalisati on. channel giving all 
spread ofCOV ID-19 or However. physical attendance required detail s. 
hospitali sed on account being linked incenti \'e wil l not be 

in fected with COVID-19. 
 admissible fo r the sa id peri od. 

5 Employees who left the place of Not e li gible either for 'Work from No post facto 
posting without permission at the Home' or for 'Spec ial Leave'. permission to leave 
start of lockdown period I during place of posting, shall 
lockdown period and are unable to be accorded. 
return to their respecti ve 
workplaces. 

6 Employees absenting Not e ligible either fo r 'Work from No post facto sanction 
unauthorisedly prior to the date or l lome' or fo r 'Special Leave'. of leave shall be 
lockdown. al lowed. 

This issues with the approval of competent authority. 

~~lP~ 
(SYED RAf FE) 

GENERAL MANAGER (HR) 

Distri bution: i) All EDs I Uni t Heads I ( ;Ms I I loDs 
ii) All Unit HR Heads 

iii) Office rs Association I Recognised Union 
iv) All concerned through BD L website I Noti ce Board s 

Copy for kind information of: 
i) D(F) I D(T) I D(P) I CVO 
ii) EA to CM D - fo r kind in fo rmation o l"CM D 


