
 

UNIVERSITY OF VAVUNIYA, SRI LANKA 

 

Internal Establishments Circular No.03/2022 27.09.2022 

 

To all Academic Support Staff 

 

ATTENDANCE OF ACADEMIC SUPPORT STAFF 

On the recommendation of the Dean’s Committee, the 12
th
 Council, University of 

Vavuniya held on 24.09.2022 approved implementation of marking of attendance of 

Academic Support Staff as follows w.e.f 1
st
 October 2022. 

 

1. All academic support staff have to enter the time of arrival and departure in the finger 

scanner. 

 

2. Minimum working hours for a day should be 7 hours and 30 minutes (from 8.30 a.m 

to 4.15 p.m) and if any employee works after office hours, Dean of the respective 

Faculty on the recommendation of the respective Head of the Department may deduct 

those extra hours of work from the working hours of subsequent working days. 

 

3. All other rules and regulations on leave matters applicable to Non Academic staff will 

be applicable to Academic Support staff too. 

 

4. At the end of each month, leave statement of the Academic support staff along with 

finger scan attendance to be sent to the Establishments Branch on or before the 5
th
 

working day of the following month. 

 

All academic support staff are hereby requested to adhere the above w.e.f 01.10.2022. 

 

 

REGISTRAR 

 

 

CC: Deans of Faculties 

Heads of Departments / Sections / Units 


