n‘ YRd giayfa geur don ga1 fawio fm fafics
Security Printing and Minting Corporation of India Limited m
firiiRes goft1, Hidiows

YEARS OF

(VR WRPR B QUi w@rtAani=) i
Miniratna Category-l, CPSE
(Wholly owned by Government of India)
. - dg=an (W) /Ao /27 /31 /2021 Ag Y8 fa=i® :29.08.2022

#ar A/To,

wsft AT #AgWaua® / All Chief General Managers,
CHUTAHEOUTI/FTIS SRETAN/ T HEareral
Mints/ Presses/ Paper Mill/Corporate Office

faw=/ Subject : rafieAdsmsTe g g, 2022 & waw # /
SPMCIL Leave Rules- 2022 — reg,.
Agleal Sir,

radivadm$Ta @8 gErt Ru v s@ea & gRomarawy, tedeadsmsTe
Frawrer faaw, 2022 # w3t At gFEAT AR FONE FEET @R FETEIS FR AT
& for wftgRa R srar § S 01.09.2022 & @y gkl

Consequent upon the approval accorded by the SPMCIL Board, the SPMCIL Leave
Rules, 2022 are hereby notified for implementation and compliance by all nine units and
Corporate Office, which shall come into force from 01.09.2022.

2. UE VR WA F HgAea & SR R @ g

This issues with the approval of the Competent Authority.
Hagra/Yours faithfully,
Al y

Em’é’ﬁﬂ‘ g 3‘;‘)&’*:\ WL
(3T, ?ﬁ YHIG/A. Durga Prasad)
WYFA HeWaUF (ALH.)/ Jt. GM (HR)
gfaferfd / Copy to:
i oege 9UT ydy fAewd @ drfe™ 8 / Office of the CMD
i. fRwe (W) & erives wfyg/ Fows (<) srafea / Feus (o)
® HRITAS Afad / &1 Fadbdl AHR & Heldd Jaud (9.3)

ES to Director (HR)/ Office of the Director (F)/ ES to Director (Technical) / AM (SS) to CVO
iii. weey® (g vd o), fFm g, 9% faeell/ GM (F&A), SPMCIL, NewDelhi
iv. AEUEYd (YUl), STer ey, AIUST/ GM (IT), Data Centre, Noida : with a request
to make arrangement for necessary changes in the SAP system.
v. OTR WEIYEHd (Cdheiidl), T qe&areid , AGM (Technical), Corporate Office
vii 9l HYdel HETIdEd, forre q&1eTd / All Jt. General Managers, Corporate Office
vii, @ Gf¥d/ Company Secretary
viii.  AIfed gedl / Notice Board

011-23701225-26 Wsiiera shraferd: 165 Hioel, Fomed SR o, S99, 78 fawedl- 110001 9 / Fax - 011-23701223
011-23701141-42 Regd. Office: 16th Floor, Jawahar Vyapar Bhawan, Janpath, New Delhi - 110001 E-mail : info@spmcil.com
CIN : U22213DL2006GO1144763
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2.6
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= JE.
3 WA

wféra i aur gRy

39 gmradt &1 Tadiuadtergua get Rammacd - 2022 w81 S|
g8 fFamrael! sfiuaie siftrgamn 9 g9 &t fafy & @y i

g THUITHAISIRTd & 9t HHaial @u-t & Fafie) siufd srdues,
Tded, €h AR HTHTR Ao 1R arg gif|

wqUiuARfismsua # yfifgfdd @R edwial & ame #
THUUAASEUd R SiiHe wd ufliemr faum @eidid & fqie
17.06.2010 & ST J1U- WA 7.6 () (ji)) F TS B AU Fel UgH
GRSl

IEETIL I

“3ffSfa get &ua) &1 3rd Holt & a1 B oraf¥ b Ry aiffa g2 A 2,
fored guf a1 wR &t 715 Sifefa ggt =i B

"3 ggl" (TaUTe) &1 did HHART gRT HU-t # dar &1 3@afy &
forg sifSfa srefda= g2t ¥ 1 g8 aafdad HRON 9 sitfda get a1 fafda
10T U R uRafdd el & U H T80 &I S e 3|

gRafdd gel” &1 Y b JaT 99 IR UeH @1 718 guf dad g8l 9
g1 % uRkafdd g2t & foe, et & get & @rd @ & srefaa= gfea
Pt STEEt |

“STYROT el " (SATTa) o7 3 § gl off forlt et & <t ot § o/
PIs 30 gel Wierd 8t Bt 8, a1 o 37 gel Wierd gt 8, afee
FHHARY YR & forg fofd ©u & smaed sxar gl

Ja" BT 3 HHAR gRT AP da & =0 H 3mela afyr ¥ g,
Id gRT YR Ug & forg Ixdfigd gl

Ry v gEt @1 ord wedeRiiemsua gRT AT 29.03.2019 H
SR ufu e g, /Aifd/27/30/2019/7824, & SR A |
fraftrg w0 @ srika Afgar sl & ) 18 e A B (SFTHD- F)

Sl W gee & f fav gel' &1 o vadiwaiemTa gr faqie
12.09.20214 & UHid Fg@ELE.)/Af/27/11/2012/3617 R1 SR fé=m-
FIER & AR AR & GRM SRR TR gUSHAT & HRUI I A7 drdd

HHIR BI 1 TS Gel A ¢ (SATD- )
T
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250§ 22210 Zﬂw




<

3.1

4.1

4.2

43

5.1

5.2

6.1

WNTYA &1 STHT Gl IR YHTG

U HHIR! U U IR USHR T80T &’ ¥ Jd I1 AfadiTd SR F 304
Uc ¥ IO <dT § dl 98 AC Ui & 7ot ggl a1 @8l & ddd & sRIeR
qde, ST H ATHE 81, & 9 &1 gHaR sl

32 SR @1 fawg 78 &

HfYBR & U H Fe! &1 G1dl el [hdl Sl Fobd|

O @b 9T B HATEHASA DI G@d gu U1 fovan S uférd g1 o,
@] Wipld gq G&H UYeRT gR1 fod! off YR &1 ggl S 3Rdied a1
¥ o o g, feg Sidga/aHaR! & fafad sFRiy &l Slgax|

foreht et B a1 & sifaw gwg & iffa gl ¥ IHRIG: SAHR ol
farar S anfeT anfds 300 fEA1 & sifties @t oifSid Gt &1 Yad IEHI ¥4
BERT

TS TSR B! G2l BT Ok UHR $i gel # uikads

HHAR & SFRIY W, o witeRt 3 39 g8l §f ff, 98 39 gt s u 9
UH AT UHR & HIH1 § gRaRid HR GHhdl g ol ge! el o & T8
37 3R Wi U1, Afdd FHART UBR & A & T H Y R &
HRICYH BI G117l PGBl ¢

R 0¥ foefl 3Ry W d9 ao faaR =81 fear Sem 99 9@ & T8
i a1 39 it srfiifga fanddt s miftret gy weftra et gri
3D GRI U SHSHTR & U TR ST HIG W U Haod § A
81 & 90 o Pt 3rafy & +iaR U =1 811

T DR & AP DI g H dea- dHAR! dI ifaq &9 § iy mu
DI & YR W AHAHI da- & GARGH & 31ef= grm, srufd, 32
3% YTaE @t T8 F18 ot IR ayw # Swht a1 39 g feed o
BT T YIIdH f&a1 S|

Hie: Rifedr yamnr v R § 1S sryRur gt ar syt et # ydadt
=Y ¥ ufkafdd faman o gedr & S 3a 78t 1

Rifie TR 3 it @1 s

3 el | sray1 Susiid &1 Breay, 39 anl & dgd fardt +ft teR i
2! fbdll 37 THR & SHTHI & FaeH | 1 SR} @ H & o Gepelt 2

N

291¢])2




7:1

8.1

9.1

10.

10.1

10.2

11.

WBIBRUT- 31 R 3adhrel ford 37 Fawl & dgd el & &9 & mrga
U T8l 8, &1 39 FaH & dgd Wierd 5l o UeR F 3GHTa & Iy
el SISl S|

AR el Dt fUBaH AT

forddt +ft AR & TAR Ui o I e Y @y F g et o
bR B gel Aol ol Smaif|

T W Ted 8¢ A1 1 FaiorH WeR a3

YAIgT B TR FRA a1 SfaH IR P W /A F ERA T
HHIR! FaH USRI @t oFafa W fHy 1 deeR, JemgsR a1
eI a1 ffbe saqurdt & w4 8 te Aol 99iaR fdey &t wiger |fed
Fol 3R PIS a1 a7 ASATR Tl Al

fafercar graTor-ux wR ggt

HHIR gRT fafa snyR w® g8 & fow fof U sndeq @@y SR
AR YHIVT U & 1Y) &b Iy DU & Slaex 1 3HfUFHd Siaex a1 dul
R Ydieg SRUard a1 RBRT Sara a1 $f¥pa diey @A) Aol &
3ER ffee Jao gr1 Ruffva urew § e fafesn vwmor o3 @
ClEY

Q3 D ATY SAHI T HAIoH

oe HHAR Bl Praferd | IufRd g1 8g Rifbiia siyrR 1 spimg 9t
far T &) Y TR v 6t il & St ugd oA & o gt ol g
B, 39 Wd: gl § g fear s iR T yw-uA (39 fafy & wnfia
®Xd gY @1 fafd & St &g A S ATl SaHI & &7 B Gl BT U
=1 SR>

9 U HHIR] DI S¢I R IufYyd g9 & ol fifors smerR R dmg
yHTford fobar 71T g, TY YA U (39 feH & WfAe @Rd §U) & 3l 915
& fo & USH ard SadmR & Wd: Yol § ils fadn ST SR TY JH10r
3 1 fafd & ugd 3 arel a1 & &A1 DI gel BT U JH S|

gel A arudt
154 fl(
iy °1 ¥ 5
31?-‘?;?{}{9{:429{0‘3@}_' 29 |&n
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11.2

12.

121

12.2

13.

13.1

13.2

13.3

134

153

13.6

13.7

13.8

13.9

T2 R T HHUR! Wipd Fel B 3fafy B g | gd 9 db S W
AU T e, O a9 b IqH! gl Wigd HA arenl UISRT 39 T4

B B AR 8T &l |

U HHARI e fferedr vaT0r-u3 & 31UR W gel ¢l g dd do Sgcl W
IufRyd el BT 1F I fob TaAdT YHT0T-U U g1 bR &dl |

Fe! AT & uyTa Srufafa

e deb B2 Ue S aTal T&H UeR) et dgM @i AR el adl ¢
qYT HHAR o gel &1 GHIE & a1 Ui g ¢, T Srufkifa &t
31af¥ & o 98 Fe! Ad- &1 gHaR el ¢

F2) B gHIMG & §1¢ SIS A TH-TIHR SR HHART SHRIEATHS
HRaATS P forg ITRer! gl

ATH D el

T o ay | 12 ol @t o ggl Wier gl

T RTE FS B AN NSRS GBI WY ST S Fahvdl § Al
Bl 3= R I gel & 1Y 7ol

3T B TG0 Al & Ty g SISl o Fabel|

B HE AT B! A & TR TS ard AJaR R giedr &l
AHHRIH IR & e & ¥g H 78! =1 11 81

JIgr/AadefAe  aeR/ufaeldd  Saem/Ardied  adE B
TH D BT Y Jd/aT6 H TS o Il 8|

J9T & Ugd ¥ 3R Yal &l FHINT & SR MDD HIHBIY B! UM
JUIfd® FY Y I S|

HHPB HIHT BT TH HfUBdH 8 fe Tb IS ST bl ¢, I 34
et €t Sy

HHERl B 319 37 1 MBI/ a1 1 FTET &1 AR F HioH
B R MY & & MBS fTHR & 3aq & oy [FHSH X

Bt SHieY, fobdll HHARI & B HD bR WA | hige WIW T
AT R AT ok onel g & el & 81 gt 3

UGS HH D Fel YD dhaex a8 & 3fd H AT 81 9Tl B
/ i
BAEW ARG ZqEmy E;”_j% /15




13.10

18:11

13.12

13.13

B BID HIDHIY b R TS BT 1Y IS A1 el |

GR W ®A gU NP ab o o1 IHdT & AfpT pidys
a1 Bl 3y & foT BIS afa v Wi =gl g

Db HTHTY Pl faRY NHRAS fabr & 1Y Sl o THdl 8,
Afh1 Sl faviy sefre a1 & Ty YaH & Fafd saem o
30 SR TIUNQ) 37 B A B, H¥D APy RN S fd
ahTR HR Fafld sradrer S & 1y e § o e garer Taf
fear S =il

ST A & Ty FaoH: o el & Hfge ) Faa o) =
! THTTD el VY ¢, TH oA & aIugR & forg ond e & snepfRres
3aHTe & U 31de Hd T9d g8 YT o= =1feu 6 3 spmal fee
ST WY, Fifds SHRIS GBI BT ARAT ATHI B 1Y SreT Tg
ST Gl g1 gIdifes, afe S a1 3=y HRUGY, 98 T fed srfey
M T e el 8, @ 3fd (g & FIY FAISH B 3udie & ¥ I
Sgafa &t o Fadt g1 o SifeiRal 3 ugd € emded #x fewr § ek
foret faviy faq & forw 37 SR wWiend siaer Wigd #x fomm 8, 3=
fUedl aluer & fore si1e) faq &1 STHRe® 3P T8 o1 aIieu|

14. sifvfa ggt

14.1

14.2

14.3

14.4

-y
3T Gz

TS HHAR & Fgl @Id # fisd 6 7eH &1 9a1 & g ude dHaes ay
& SFAR) 3R Gars & g fad Ugg (15) &A1 1 @l fovwal # sifora get
STHT 1 ST | 6 HEA F H S JaT & A H, ied! & urfdd ¥
3 Ui gul $eis Hig H @18 167 BT & J o fabar e

i gt & e &A1 & e Tcionur @t srAfa & 2 §, S9%
ffafad 300 f&=T de ST fapan o Febe B1

f¥bad 300 & $I Hiwr Wad gU, gl Wid # 286-300 f& A9 §, 01
SaR1/01 S[elTs @1 ST 15 & e 1@ S quT 30 SH/31 fGHsR &
T o & RE ot 18 vl gEt & T feu Sman graife
graife, afe o 72 gfeat 15 oAl ¥ w0 € @ 9 $I 39 BAR! & 3fd A
300 f&=T @t siftreman dar & 1efi9 gt @ § S fban S|

JuTgid 3R GBI BT Ugd IT §1c H AT Off bl & 3R 39 31ford
Fel & w9 & 71 1 Srwm graifes, sifofa ggl &1 s@afy & 7eg 8m
aTal AR 3R SaHTei &1 foid get &b wu d {7 Se|
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153

15.4

15.5

16.

16.1

16.2

16.3

17.

17.1

17.2

Ja1 & yd® guf a¥f & 20 &t Bt 70HT1 Bt Akt B

TS HHARI & A I AHTY Wi & JAP Haies a¥ &b SFa R
oS & g fo7 < (10) 1 &1 3 fopwat & 3w & anmem I sram
ST faraT STE | IdT & UAS Ui bolex He & forg 5/3 A d R 9
39 IAHTY Wi H Fe! 1 B e, o 39 Haiex a8 & SHG! § e
B DI YU ¢ o 39 Fgad far g1

3refaa g2t fafered UHTU-uF & A1y 31T 39 foT ot o Fehdll g
3fad FE F o &1 HIS T T 8

TETEId 3R 3AHI B Ugd I1 916 | Sirel off bl § 3R J ftfda=
Fe! o1 fexar gt g1 Uiy, siddas get &t o@fd & mey fFar &R
3{FHTRA &) Jffdd gel & & | =7 S|

ufvafda ggt

fafde UH0-03 & SMUR W ¢F 3fefadd ggl @i oneht T 9 oifte
gRkafdd gel widd B! off adl g

frafafad 2l W fafeen vmm-uz & famr afafda g2t o o gt &:

@ YauHe fed ¥ ymifE semmd & SrEifed UregsH & forg
IuanT fht o oR gt a1 H sifread 9o A1 des |

W U Hfigel HHAR R ifdbad 60 e oo afe g8 Arga gel 3t
R A B

T & ¥ BA Sifad Sl arell Afgd HUHl SHARE gRI HfUSHAH 60
f&=i b afe 98 U ¥ I HH IY & 9= B! 7S Al 2!

afe gRafdd ggt ot ol &, @ ord g2t @A ¥ N oAl B At Bl
S =R

oy ufvfRufadt & g2t

FqgRT 3 TR 3 R gt R O A Rl & A 3 Brea
Ry uRFRIRE & gt 37 Frafd swaiedl &) & o1 god 2 Rl

ST H HH Y HH TP q¥ 31 Ja1 G R oft B
“faRiy aRfRufaal & get a9 <t o Todt § o9 BHarR! & fdt o eR
DI el T A B /
Q &1
30N ARG _ 29| {755 6/15
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17.3

17.4

17.5

17.6

1.7

17.8

179

18.

18.1

el AR B arell F&H WNSRT 39 a1 4 Iqy @ i sua! guig
HHATNGN & SIS W de S Iy U1 8|

HHARE! B fafdbe SR R Ry oRfRufadi & gei & o1 wodt 2,
S2rd fob Fem fafdan mieRt 9 v ymmr-us uRdd far g, S %
uRafda ggt & e & fae arg g

"faRy aRfRufadl # et ufas smuemsit & uRumasy a1 fagy &
3ars & ferg Il & H1y WA & T orRe & ¥ U § B a1 gAY 3
fa<y oRfufeal 7 +ft & o1 gt 81 s9& forg A srafag @ fagw
S{JHIGH B ATl grf|

"faQy oRfyfaal & gglr o fonsht off 9o qof 9aw wR < o & §,
sifSfa ggt srufd 30 fai @ aiftre =gt grft <t St & wfd 89 & a1
Th 9y H il & o1 Tadl g1 9§ IWigd A1 ¥ il ARy
oRfRuferdt & gt 31 snaxgs T9a §IdT @, of 39 3FTa 20 Al
3afy & forw srefade R Wiwa fear o1 goar 81 Q¥ o -fady
gRfRUfal & gel" &1 g8l & a8 & 3o & fdid JARIRTT B & fore
U $1 a6 Fe! W | Tl SIe|

“faRy gfkfRufadl & gel" gt aR a9 a& 78l & Sl oE d& & el
@ra § 51 g2l 1 uR¥HYA el 81 STat 8, a1 dte oy @1 3afyy gEre g
db, a1 o Wi 51 7 81

gfe ®is HHarl 9 oy uRffadl # gel ueq @t 78 8, fad oft
BRI Y ST DI ApL) SIS Gal €, dl STB! gel Wid H o1 Y JAT
g 4 Ugd, d Fel @rd & Fel & 9@ A9 & AT gEl aa- agy A &
fore ITRerdt BRI 39 SR @ U gadegdl i 9 ¥ Ry
gRRfRUfal & el & Sra ¥ ugd Ha&fid dHaRl 8 Ui &1 omei |

e HHAT & WIS WG F HROT ST JaT H e g F Jarfghr grat
8 31YaT g B Il § S1YaT I SRGHIHS HRUN &b AT 39 HRO
Y grayd Jarfaghy <t onfa § df 39 Rufa & fodt voR @1 g2t aa 3t
Il gl PI omett|

QEl BT AHGIHRI

fort HrERt & @ § o Sl G2t B IqP fAdhed IR Udh daiex ay
T $Had U aR Abal &l ol bd! 8, A [P TAP HHA H TH B B
S dTeht ggl @1 A 40 {1 @ 3ifee 7 1, auT Fhdieor & 30 fadl &
§1¢ ST IR Y A HH 81 g1 Aligl

) 5’;@ 7/15
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182 UF HHIN R 39 Ao @t Wipld R HRIgeEd fbar Sidl g, 39
g P} 3@ty B ARG HA & a8, G Bis 81, ITb Tld H FH
3R L B AHSHRO DI Al < ST

183 SHR o 3ifYafiar & Tiig 8, 39 detex a¥ & GRI Hadl Jaigid &
Ty 3ol get Fadiaur & fore urd g

184 3Hffd et Tl &1 a1y, gIaife, TeYA & gd gHIGH & a1 Al
! Y1 BT 1A HHAR & T Judsy gl o |

185  3fffd @St AHCIHRUI BT A HIRMAIHAS BRIdIe! b HRU Fdl Bl
Iy ) FRUfY & Iuers =€t gl

186 @2l Wipd B & U Ger MISRY gRT HHAR! BT IHB! Ja B HfdH
fe & aftfa g2t 3R oref a7 B2 & A =t Wem & oy Wi g2l
Ja & IR THH THG AR Wdl: FaH Bl Aot ford siftepedH
1 300 7 @1 81 e g} e fdfa srasmr & it 3t gfd & ferg
uRafdd =8 @ st grife, daq ar sfaas ggl & e &g T%g
YHPE I a1 e el + Wierd HES Wl & fore Widrd get da-
& SRR G|

ool SRl B THcieu 3 fafd W) R §F ard 399 (qa 377 + HEMS
Heh) & IR ffa get Fwdiaru @ iy <t St

19. U & d8d AHSIHRU (ST AqTHH YRS HHATRG] & 101Q) |

19.1 TRt & dgd ddHaldu &l AH AMd 9y & U3 S

A EnH.)/3mE3my/5/3/2011 (@/TW)/2138, f&Ai® 13.07.2015 & HTAR
fafrafia fear s | (S aus- )

20. oy iR gt

201 OQ SMEISHI H - ST 1 AP TR R Ufdf¥d / Argar U FHeprl gri
TSI gAde & YT a4 & T te daier ay # siffiwan 30 - &
@1 S 8 SR WA Ao & GRF 1R =0 F 9 g a1 sruara J
Yoff 811 aret Rt &1 off @a el & forg Wierd Has oy & oa

30 fe @t siftrpaw e <t o Ihdt 21
v Y
9 el fileld
m zq‘)IQ‘jaleS




202  Wiplae nfafafd & -

(i) e YR a1 ITSD! 3R F AT SicRffy TreT grRY i
arel HHANGI & fow te Feisr oy # 30 e & gy 91 & s,
e 71

(i) YR WMBR/ARGR gRT Uriford Feemal ar s iR d1a+1 o
WHR GRT 47 U J (dfAd § oIk WeR | v Jgradr urd Hia
g, GRT ST &5, T a1 SR TR W F 3R mgH ufadifian
o UFT T aTd HHARAl & T U poier a¥f F siftidan 15 i &

fore Wit 21
203  ORaR AdoE g9 -
(@) YN HHARL:

() Jou Tuec! ATRTH & g siftieran g™ (5) & fiaw wWierd g1 afe
aguﬁmaﬁﬁwm%wgﬂﬁaﬁaaa S{TORTH § ToRar §, @l
ferfeh e UHTU1 U3 IR R WR 9 3= U1 (5) B feaw wWiierd gii |

(i) gTHaoH SHTIRE & o siftidaw 21 &1

(iii) 3P fF (3) Br feay I D! Uell cgeaeiHl, duRGU a1
SfiaeHl SRR HRIc 81 Gel 3I Ay TRwm &t fafy & &g
B |

@) dfed AR

() SEIH/AURGIU & e sif¥iean g9 (10) @1 faqw wWier g1 afe
d Ul R WA 8 & PRUI GIRI §R SR HRaTd! 8, af gasl
IR 3ifpdH g (10) B ey e 81|

(i) T & Faferciia THYE & arg et SR & e siftear g9
(10) B feaw Wierd g1 afe Arga Gt &1 Y IS/ o1l § f 98
et 78t g

(iii) TSNS ST Tfdrer/g: fiver & 37 ua (01) o Wil B

(iv) SPTeremSoTT P TR & forg 3ifisdn sga (21) o7 Wierd §1

(v) Afga Rt & ofd gRT A9ed STReA & f&9 & faw we f&H(01)

25[ (a_.-

@1 el War g
&Qi S'T 3”§
) eIy
3, W 5 9/15




ot g 2022

(vi) afe Feiftid HHR} B HTRIYA & dg DI Afcadisil & DRI ST
¥ udff frar 91T @ @ 39 o@f & R @t senysifafed Ry
THIHTH Fe! od gt |

204 UIpldd SMUCU/Ee-30d HEfad 4 1 foil @ ®IFA W T|H dd
HHAAT $Y AR A S FEt U B o Tl 8, O d UIpicd
uersl, §e e § IO T B AR & HRU brded H
IURYd g # 3rawef T8d €1 Ul srufRufa sraRiy a1 eRAT & HRUT g3 ot
al fFarg @ srfay @t g8 R o= R famn oy sl gel &t o
Tl g

205 HIOd UK sAS Sl HI YqAGH B & oY faR sHipfys gel, bad
I e & o &t s aadi © |

206  3{TH TAE/AIHHT/ITY AU & IugAmEl & G, ot FHafas &
# HAeId & ®U # AHifPd HHARY, AfeT e eafag el o
foafem &1 § B, 3o g fafe &3 # g9 & e e fé7 & fadw
3T RIP aHTY b heR 8, dife afe I fo 3% iy &g g ald
£ A 3 3 HaAfeR &1 YA R T& |

21. Qargfa gd gzt

211 ot st & ggl Wied S 8g 9&H UaRl gR1 39 &7 sifofa
el @1 |1 d&b S 300 fad ¥ ofde 7 81 & W1y ¢ iedfda ggl ol
Jargii gd gl & EU & oH $I A, 39 I & el & 51 whdll g,
foo UE @el Fafghy @ fafy 96 & ford 81 aur 398 arfAghy fafy
RIIEEET

22. VA A g & U A Yl daq &b RIER TdG

221 3¢ fodl HHIR BT Ya1 & GRM GG &1 A1t 8, GG S gid a1G D
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1.

1.1
1.2

1.3

1.4

2.1

28

2.8

2.4

2.5

'SPMCIL LEAVE RULE

SHORT TITLE AND COMMENCEMENT

These Rules may be called "SPMCIL LEAVE RULES-2022"

These Rules shall come into force after a formal notification is
issued to this effect.

These shall be applicable to all SPMCIL employees (on regular rolls
of the Company) in Executive, Supervisor, Staff and Workman
Categories.

In case of employees on Deputation in SPMCIL shall be
governed by the leave in terms of Government Rules for
Employees on deputation as per Clause No. 7.6(c)(iii) of DOPT
OM dated 17.06.2010.

DEFINITIONS

“Earned Leave” (EL) means leave earned in respect of periods
of service with the Company including the EL granted on full

pay.

“Half Pay Leave” (HPL) means leave on half pay earned by the
employees in respect of service with the Company.This can be
availed as Half Pay Leave for personal reasons or as
commuted leave on medical certificate.

"Commuted Leave” means leave granted on medical
certificate on full pay. For every commuted leave, two half
pay leaves shall be debited from the employees leave
account.

“Extra-Ordinary Leave” (EOL) means leave which is granted to
an employee when no other leave is admissible, or when
other leave is admissible, but the employee applies in writing
for extra ordinary.

“Pay” means the amount drawn monthly by an employee as
pay which has been sanctioned for the post held by him/her.

B‘V
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2.6

2.7

3.

3l

4.

4.1

4.2

4.3

“Child Care Leave” means leave granted to women employees
on the regular rolls of the Corporation in terms with SPMCIL
Circular No. : CHO(HR)/Policy/27/30/2019/7824, dated
29.03.2019 (Annexure -A).

“Special Leave for Accident while on duty” means leave
granted to an employee who suffer from the injury on account
of accident on the work place during the course of
employment in terms with SPMCIL guidelines issued vide
letter No.: CHO (HR) / Policy / 27 / 11 / 2012 / 3617, dated
12.09.2014 (Annexure- B).

EFFECT OF RESIGNATION ON LEAVE AT CREDIT

An employee resigns his post before taking up the new one or
for personal reasons, shall be entitled for carry forward his
leave to the new establishment or cash equivalent to leave
salary as the case may be, if such selection is through proper
channel with the consent of both the Managements.

LEAVE IS NOT A MATTER OF RIGHT

Leave cannot be claimed as a matter of right.

The leave sanctioning authority may refuse or revoke leave of
any kind, but cannot alter the kind of leave due and applied
for.

Conversion of one kind of leave into leave of a different kind
is permissible only when applied for by the official while in
service and not after quitting service.

| 2
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5. COMMUTATION OF ONE KIND OF LEAVE INTO

ANOTHER

5.1 At the request of the employee, the authority which granted

him leave may commute it retrospectively into leave of a
different kind which was due and admissible to him at the
time the leave was granted, but the employee cannot claim
such commutation as a matter of right.
[Provided that no such request shall be considered unless
received by such authority, or any other authority designated
in this behalf, within a period of 90 days of the concerned
employee joining his duty on the expiry of the relevant spell
of leave availed of by him.]

5.2 The commutation of one kind of leave into another shall be
subject to adjustment of leave salary on the basis of leave
finally granted to the employee, that is to say, any amount
paid to him in excess shall be recovered or any arrears due to
him shall be paid.

Note : Extraordinary leave granted on medical certificate or
otherwise may be commuted retrospectively into leave not
due.

6. COMBINATION OF DIFFERENT KIND OF LEAVE

bl Except as otherwise provided in these rules, any kind of leave
under these rules may be granted in combination with or in
continuation of any other kind of leave
EXPLANATION- Casual Leave which is not recognized as
leave under these rules shall not be combined with any other
kind of leave admissible under these rules.

7. MAXIMUM AMOUNT OF CONTINUOUS LEAVE

7.l No employee shall be granted leave of any kind for a
continuous period exceeding five years.

o
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_SPMCIL LEAVE RULES

8. ACCEPTANCE OF SERVICE OR_ EMPLOYMENT
WHILE ON LEAVE.

8.1 An employee while on leave, including leave preparatory to
retirement shall not take up any service or employment
elsewhere, including the setting up of a private professional
practice as accountant, consultant or legal or medical
practitioner, without obtaining permission of the Competent
Authority.

9. GRANT OF LEAVE ON MEDICAL CERTIFICATE.

9.1 An application for leave on medical ground (alongwith Fit and
Unfit certificate) made by an employee shall be accompanied
by a medical certificate in prescribed format by Company
Doctor or an authorized Doctor or Hospital empanelled by the
Company or by a Government Hospital or by an Authorized
Medical Attendant as per CS (MA) Rules.

10. COMBINATION OF HOLIDAYS WITH LEAVE

10.1 In case of leave on medical certificate, an employee is
certified medically unwell to attend office, holidays, if any,
immediately proceeding the day he is so certified shall be
allowed immediately to be prefixed to leave and the holidays
if any, immediately succeeding the day he is certified,
(including that day) shall automatically be allowed to be
suffixed to the leave, and holiday(s), if any, preceding the day
he is so certified shall be treated as a part of the leave.

10.2 When an employee is certified medically fit for joining duty,
holiday(s) if any, succeeding the day he is so certified
(including that day) shall automatically allowed to be suffixed
to the leave, and holidays, if any, preceding the day he is so
certified shall be treated as the part of the leave.
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11. RETURN FROM LEAVE

11.1 An employee on leave shall not return to the duty before the
expiry of the period of leave granted to him unless he
permitted to do so by the Authority which granted him leave.

11.2 An employee who has taken leave on medical grounds may

not return to duty until he has produced a medical certificate
of fitness.

12. ABSENCE AFTER EXPIRY OF LEAVE

12.1 Unless the Authority Competent to grant extends the leave,
an employee who remains absent after the end of the leave is
not entitled to leave salary for the period of such absence.

12.2 Willful absence from duty after the expiry of leave renders an
employee liable for Disciplinary Action.

13. CASUAL LEAVE

13.1 12 days Casual Leave is admissible in a calendar year.

13.2 Casual Leave can be combined with Special Casual Leave but
not with any other kind of leave.

13.3 It cannot be combined with the joining time.

13.4 Sunday and Holidays falling during a period of Casual Leave
are not counted as a part of Casual Leave.

13.5 Sundays / public holidays/ restricted holidays/ weekly off can
be prefixed/ suffixed to the Casual Leave.

13.6 During the first year of service and cessation of service Casual
Leave will be calculated proportionately.

13.7 Casual Leave can be availed up to maximum of 8 days at a
stretch, subject to the same being sanctioned.

/v
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13.8

13.9

13.10

13:11

1312

13.13

Grant of half a day’s casual leave to an employee is
permissible. The lunch interval will be the dividing line for
the grant of half a day’s casual leave. The balance at credit
in the casual leave account of an employee can, therefore, be
in terms of full day or full days and half a day.

Un-availed Casual Leave lapses at the end of each Calendar
Year.

LTC can be availed during Casual Leave.

Casual leave can be taken while on tour; but no daily
allowance will be admissible for the period of casual leave.

Casual leave can be combined with Special Casual leave, but
where it is permissible to grant regular leave (e.g. EL & HPL)
in combination with special casual leave, casual leave should
not be granted in combination with both special casual leave
and regular leave.

Combining with EL : Officials who have got only half-day’s
Casual Leave at credit, when applying for half-day’s Casual
Leave for the afternoon of a day should ensure that they
attend office the next day, since Casual Leave cannot be
combined with Earned Leave. However, if due to sickness or
other compelling grounds, he is not able to attend the next
day, combining with Earned Leave can be permitted as an
exception. Officials who have already applied for and got
sanctioned the leave due and admissible for a particular day,
should not be granted half-day’s Casual Leave for the
previous afternoon.

14. EARNED LEAVE

14.1

The leave account of every employee shall be credited with
earned leave in two installments of fifteen (15) days each on
the first day of January and July of every calendar year for
preceding 6 months rendered service. In case of less than
6 months of service rendered, leave shall be credited

Ay P,
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14.2

14.3

14.4

- SPMCIL LEAVE RULES - 2022

proportionately at the rate of 22 days per completed calendar
month.

The Earned leave can be accumulated up to 300 days in
addition to the number of days for which encashment has
been allowed.

While limiting the maximum of 300 days, where the balance
at credit is 286-300 days, further credit of 15 days on
1% January/ 1% July be kept separately and set-off against the
EL availed of during that half- year ending 30" June/
31°%" December. However, if the leave availed is less than 15
days, the remained will be credited to the leave account
subject to the ceiling of 300 days at the close of that half-
year.

Weekend and holidays can be prefixed or suffixed and will not
be counted as a part of Earned Leave. However, intervening
Sundays and holidays falling within the spell of Earned Leave
will be counted as Earned Leave.

15. HALF PAY LEAVE

15.1

15.2

15.3

15.4

@O%ﬂ‘%}]g(ﬂ-’

Calculated at 20 days at each completed year of service.
Service

The half pay leave account of every employee shall be
credited with half pay leave in advance, in two installments of
ten (10) days each on the first day of January and July of
every calendar year. The leave shall be credited to the said
leave account at the rate of 5/3 days for each completed
calendar month of service which is likely to render in half year
of the calendar year in which he is appointed.

Half pay leave can be availed either with or without medical
certificate.

There is no limit on accumulation of HPL.
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Weekend and holidays can be prefixed or suffixed and will not
be counted as a part of Half Pay Leave. However, intervening
Sundays and holidays falling within the spell of Half Pay Leave
will be counted as Half Pay Leave.

16. COMMUTED LEAVE

16.1

16.2

16.3

Commuted leave not exceeding half amount of half pay leave
due can be granted on medical certificate.

Commuted leave can be taken without medical certificate on
following conditions :

(a) Up to maximum 90 days in the entire service if utilized

for an approved course of study certified to be in public
interest.

(b) Up to a maximum of 60 days by a female Government

servant if it is in continuation of maternity leave.

(c) Up to a maximum of 60 days by a female Government

servant with less than two living children if she adopts a
child less than one year old.

If Commuted leave is taken, twice the number of days should
be debited in the half pay leave account.

17. LEAVE UNDER SPECIAL CIRCUMSTANCES

3§

17.2

17.3

Except in the case of employees proceeding on leave
preparatory to retirement, ‘“Leave Under Special
Circumstances” may be granted to the regular employees who
have completed at least one year service in the Company.

“Leave Under Special Circumstances” can be granted when no
other kind of leave is due to the employee.

The Authority Competent to grant leave is satisfied that there
is reasonable prospect of the employees returning to the duty
on its expiry.
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17.4

17.5

17.6

¢

17.8

17.9

“Leave Under Special Circumstances” may be granted to the
employees on medical grounds subject to the production of a
certificate from the Competent Medical Authority as is
applicable for the grant of commuted leave.

“"Leave Under Special Circumstances” can also be granted in
other special circumstances consequent to natural calamities
or while acting as escort to accompany patient for treatment
abroad, etc. This will require special approval from Corporate
personnel.

“Leave Under Special Circumstances” that can be granted on
full pay at any point of time will not exceed the earned leave
i.e. 30 days that can be earned in one year after joining duty.
When it is considered necessary to grant “Leave Under Special
Circumstances” in excess of the above limit, it may be
sanctioned on half pay for a further period of 20 days. “Leave
Under Special Circumstances” granted shall be debited to the
leave account as usual to be adjusted against the subsequent
earning of leave.

“Leave Under Special Circumstances” will not be granted for a
second time until the debit on this account in the leave
account has been liquidated, or until the lapse of period of
three years, whichever is late.

In case an employee who has been granted “Leave Under
Special Circumstances” ceases to be in the employment of the
Company for whatsoever reason before the debit balance in
his/her leave account is liquidated, he/she shall be liable to
refund the leave salary for the debit balance of leave in the
leave account. An undertaking to this effect shall invariably be
obtained from the employee concerned before the grant of
“Leave Under Special Circumstances”.

However, no leave salary shall be recoverable if the
retirement is for reason of ill health incapacitating the
employee for further service or in the event of death or if
he/she is compulsory retired prematurely for reasons other
than on disciplinary grounds.
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18. ENCASHMENT OF LEAVE

18.3

18.2

18.3

18.4

i85

18.6

** Note :

Earned leave standing to the credit of an employee may be
encashed at his option only once in a calendar year provided
that the quantum of leave to be encashed in each case is not
more than 40 days, subject to the balance at credit should be
not less than 30 days after encashment.

An employee who is released on acceptance of his/her
resignation shall be allowed encashment of Earned Leave
standing to his/ her credit as on the date of release, after
adjusting the notice period not served if any.

An employee who is due for superannuation shall not be
eligible for Earned leave encashment in terms of provisions
provided at Clause 18.1 during that calendar year.

The benefit of Earned leave encashment, however, is not
available to the employee who leaves the service of the
company without prior approval of the Management.

The benefit of Earned leave encashment will not be available
where cessation of service is on account of disciplinary
proceedings.

The Authority Competent to sanction leave should
automatically grant lump sum cash equivalent of leave salary
admissible for the number of days of earned leave and half
pay leave at the credit of the employee on the last days of his
service, subject to overall limit of 300 days. The half pay
leave component will not be commuted to make up for the
shortfall in earned leave. However, the cash equivalent
payable for pay or half pay leave shall be equal to leave
salary as admissible for pay or half pay leave+ dearness
allowance admissible.

The Earned Leave encashment amount shall be paid as per
the Pay (Basic Pay + DA) as on the date of Encashment paid

to the employee.
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19. ENCASHMENT UNDER LTC (For employees

drawing CDA Pay-scales).

19.1 The Encashment under LTC shall be regulated as per the
communication issued vide Corporate HR letter No.
CHO(HR)/IR/5/3/2011 (P/f)/2138, dated 13.07.2015.
(Annexure-C)

20. SPECIAL CASUAL LEAVE

20.1 In Sports Events - Admissible up to maximum of 30 days in a
calendar year to participate in tournaments organized by
reputed/recognized bodies at State or National Level and may
also be granted to a sports person getting seriously injured or
being hospitalized during the sporting event subject to overall
ceiling of 30 days in a calendar year admissible for sporting
events.

20.2 In Cultural Activities —

(a) Admissible to employees taking part in cultural activities
like dance, drama, music, poetic symposium, etc. of an
All India, or Inter-State character organized by or on its
behalf subject to the overall limit of 30 days in one
calendar year.

(b) Admissible to employees participating in dancing and
singing competition at Regional, National or International
level, organized by Government of India/government-
sponsored Bodies, i.e. Institutions and Organizations
which are substantially controlled by Government and
received substantial assistance from the Government in
the form of grant-in-aid, subject to a maximum of 15
days in a calendar year.

20.3 For Family Planning-

(a) Male employee:

(i) Maximum of five (5) working days admissible for
Vasectomy operation. If he undergoes the said

Hloty P
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operation of a second time due to failure of the first,
another five (5) working days will be admissible on the
production of medical certificate.

(ii) Maximum of 21 days for undergoing recanalization
operation.

(iii) Maximum of three (3) working days if his wife
undergoes Tubectomy, Laproscopy or salpingectomy
operation. The leave should follow the date of operation.

(b) Female employee:

(i) Maximum of ten (10) working days admissible for
Tubectomy/ Laproscopy. If she undergoes the operation
for a second time due to failure of the first, maximum of
ten (10) working days will be admissible for the second
time.

(ii)  Maximum of ten (10) working days admissible for
Salpingectomy operation after Medical Termination of
Pregnancy (MTP). Not admissible if maternity leave is
availed.

(iii) Admissible for one (01) day on the day of IUCD/ IUD
insertion/ re- insertion.

(iv) Maximum of Twenty One (21) days admissible for
undergoing recanalization operation.

(v) Admissible for one (1) day on the day of operation when
her husband undergoes vasectomy operation.

(vi) Extension/Additional Special Casual Leave is admissible
for the period of hospitalization if the concerned
employee is hospitalized on account of post-operational
complications.

20.4 Natural Calamities/ Bandhs - Heads of the Departments
may grant Special Casual Leave to employees residing at
places 3 miles away from their office, when they are unable to
attend office due to dislocation of traffic arising out of natural
calamities, bandhs etc. If the absence was due to picketing or

It NJIF
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20.5

20.6

disturbances or curfew, Special Casual Leave may be granted
irrespective of the distance from residence to office.

Special Casual Leave may also be granted for donating blood
to recognized Blood Banks on working days-for that day only.

During General Elections/ by- elections to Lok Sabha/ State
Assembly, employees enrolled as voters in a constituency but
having officers in another constituency, are entitled to a day’s
Special Casual Leave on the day of Election in their home
constituency to enable them to exercise their franchise if their
offices are not closed on that day.

21. LEAVE PREPARATORY TO RETIREMENT

211

An employee may be permitted by the authority competent to
grant leave to take leave preparatory to retirement to extent
of earned leave due, not exceeding 300 days together with
half pay leave due, subject to the condition that such leave
extent up to and includes the date of retirement.

22. CASH EQUIVALENT OF LEAVE SALARY IN CASE OF
DEATH IN SERVICE.

22.1 In case of any employee dies while in service, the cash

equivalent of Leave salary for earned leave and half pay leave
due and admissible to the deceased on the date immediately
following the death and in any case, not exceeding leave salary
for 300 days, shall be paid to his widow, and if there are more
widow than one, to the eldest surviving widow if the deceased
was a male, or to the husband, if the deceased was a female

employee.

23. CASH EQUIVALENT OF LEAVE SALARY IN CASE OF
INVALIDATION FROM SERVICE.

23.1

An employee who is declared by a Medical Authority to be
completely and permanently incapacitated for further service
may be granted, suo-motto, by the authority competent to
grant leave, cash equivalent of leave salary jn respect of leave
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due and admissible, on the date of his invalidation from
service, provided that the period of leave for which he is
granted cash equivalent does not extend beyond the date on
which he would have retired in the normal course after
attaining the age prescribed for retirement under the terms
and conditions of his service.

24. LEAVE SALARY

24.1

An employee who proceeds on earned leave is entitled to
leave salary equal to the pay drawn immediately before
proceeding on earned leave.

25.ADVANCE OF LEAVE SALARY

25.1

An employee proceeding on leave for a period not less than
Thirty (30) days may be allowed an advance in lieu of leave
salary upto a month’s pay allowances admissible on that leave
salary subject to deductions on account of Income Tax,
Provident Fund, House Rent, Recovery of Advance, etc.

26. MATERNITY LEAVE

26.1

26.2

26.3

26.4

26.5

A female employee with less than two surviving children may
be granted maternity leave by an Authority Competent to
grant leave for a period of 180 days from the date of its
commencement.

During such period, she shall be paid leave salary equal to the
pay drawn immediately before proceeding on leave.

Maternity leave not exceeding 45 days in entire service may
also be granted to a female employee (Irrespective of the
number of surviving children) in case of miscarriage including
abortion on production of medical certificate.

Maternity leave may be combined with leave of any other
kind.

Maternity leave shall not be debited against the leave account.

. 3
\ dage 0
w(%/ﬁ‘{?(o??w 4\;\’ Page 14 of 18

o




- SPMCIL LEAVE RULES

26.6

Unmarried female employees also eligible for maternity leave.

27.PATERNITY LEAVE

271

27.2

27.3

Male employee with less than two surviving children, may be
granted paternity leave by an Authority Competent to grant
leave for a period of 15 days in one spell, during the
confinement of his wife for child birth up to 15 days before, or
up to six months from the date of delivery of the child and if
such leave is not availed during this period, it shall be treated
as lapse.

Paternity leave shall not be debited against leave account and
may be combined with any other kind of leave.

The leave shall be granted only twice in the entire period of
service.

28.STUDY LEAVE

28.1

28.2

28.3

28.4

PV

Granted to employees with not less than 5 years service for
undergoing a special course consisting of higher studies or
specialized training in a professional or technical subject
having a direct and close connection with the sphere of his
duties or being capable of widening of his mind in a manner
likely to improve his ability.

Maximum period of 24 months in the entire service and may
be granted at a stretch or in different spells.

This will not be debited to the leave account. May be
combined with any other leave due.

Every employee of the company who has been granted Study
Leave or extension of such Study Leave shall be required to
execute a Bond of Undertaking to serve the Company for a
period of 3 years after the expiry of the leave.

Page 15 of 18
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28.5

28.6

28.7

On completion of the course of study, the employee shall
submit to the Authority which granted him the Study/Leave,
the certificate of examinations passed or special courses of
study undertaken, indicating the date of commencement and
termination of the course with the remarks, if any of the
Authority Incharge of the Course of study.

When the course of study falls short of study leave granted to
employee, he shall resume duty on the conclusion of the
course of study, unless the previous sanction of the Authority
Competent to grant leave has been obtained to treat the
period of shortfall as ordinary leave.

Study leave availed outside India, and employee shall draw
leave salary equal to the pay that the employee drew while on
duty with Company immediately before proceeding on such
leave and in addition the Dearness Allowance, House Rent
Allowance and Study Allowance as admissible.

29. RESIGNATION OR RETIREMENT AFTER STUDY LEAVE
OR NON-COMPLETION OF THE COURSE OF STUDY.

29.1 If

an employee resigns or retires from service or otherwise quit

service without returning to duty after a period of Study Leave
or within a period of 3 years after such return to duty or fails to
complete the course of study and is thus enable to furnish the
certificates as required under para 28.4. above, he shall be
required to refund:

(1)

The actual amount of leave salary, study allowance,
cost of fees, travelling and other expenses, if any,
incurred by the Company, together with interest
thereon at rates for the time being enforced on
company Loans, from the date of demand, before his
resignation is accepted or permission to retire is granted
or quitting service otherwise: provided that except in
the case of employees who failed to complete the
course of study;

ﬁ | \ g\qf
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(i) An employee who after returned to duty from Study
Leave is permitted to retired from service on medical
grounds.

29.2 Notwithstanding to above, CMD, if it is necessary or expedient to

do so, either in public interest or having regard to the peculiar
circumstances of the case of class of cases, by order, waive or
reduce the amount to be refunded under Para 29.1 (i) by the
employee concerned or class of employees.

30 JOINING TIME PERMISSIBLE

Un-availed Joining Time : The period of unutilized joining time
shall be credited into EL account of the employee based on
the below table :

Distance between Old and New
Headquarter

Joining Time permissible

Same Station 01 day
1000 Km or less 10 days
More than 1000 Km upto 2000 12 days

31.LEAVING HEADQUARTER STATION

31.1 No employee should leave the headquarter/ station without the

prior permission of his/her controlling officer during the period of
leave/holidays/off days. When permitted the employee should
furnish his/her leave address to the controlling officer. In all
applications for leave, including casual leave or compensatory
leave during which the applicant proposes to leave the
headquarter/ station, the fact should be stated in the application
with the outstation address. Any person who wishes to leave the
headquarter/station during the period of leave already granted
to him/her should notify his/her intension together with his/her
address to his controlling officer. Any change in that address,
which may occur thereafter, should also be communicated.

However, separate permission may not be necessary where
an employee has indicated his/her intention of leaving
headquarter/station along with leave address while applying for
leave.
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32. DEPUTATION/EX-INDIA LEAVE FOR ABROAD

32.1 Official visit/ tour abroad (including training and excluding study
leave) where the period of deputation is less than eight (08)
days, the employee may be granted ex-India leave for a
maximum period of four (04 days). In respect of official visit/
tour abroad including training for more than eight days, the limit
of 50% ex- India leave will continue. During ex-India leave, the
closed holidays “Saturday and Sunday” etc. may be allowed to
be pre-fixed / suffixed as the case may be, subject to the
condition that no extra financial implications like payment of
hotel charges/ per-diem allowance etc. are involved.

32.2 The guidelines for deputation/ delegation of officials and/ or non
officials for Ex- India Leave for visiting abroad shall be regulated
as per the MoF OM dated 26.10.2016 (Annexure-D). Further,
other terms & conditions of Ex-India Leave shall be regulated as
per SPMCIL Office Order issued vide Iletter No.
CHO(HR)/Legal/4/12/1355 dated 01.06.2018 (Annexure-E) and
No. : CHO(HR)/Legal/4/12/4440 dated 05.11.2019(Annexure-F).

33. INTERPRETATION AND AMENDMENT

33.1 Where any doubt arises as to the interpretation of these Rules
or not covered under these Rules, CMD shall be the Competent
Authority to interpret any issue arising out of implementation of
Leave Rules.

33.2 The Company reserved the right to amend or modify any of the
provisions of the SPMCIL Leave Rules-2022.

33K 3K K K K KK K
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43 Security Printing and Minting Corporation of India Limited
et avf-1, Hdios I
(4 wxeER B P @) S A T
Miniratna Category-l, CPSE
(Wholly owned by Government of India)
%’g(m.ﬁ)mﬂﬁ&?:’?»tmm 9//324 e, 29.03.2019

IRTF/CIRCULAR
Rwa/Subject : TANUATIIEUT Tt @ g7 AFASPMCIL Child Care Leave Policy

ﬁaaﬁmgﬁ#m18.03.20193#@%86&3ﬁﬁmmw3ﬂ1m%’m
mﬁwm%m%mﬁwﬁrmﬁm&w%aﬁmﬁm%%mmmg@mﬁw
FrAfead a1 HJARA fRam B)

The Board of Directors in its 86" Meeting held on 15.03.2019 has approved implementation of
Child Care Leave Policy to the employees of SPMCIL as a measure of employee welfare and Women
empowerment.

2. THATAHIHEUS Holled 2@HTS Pg1 AN deehlel WoMa | AF] & & AT Hooat &

The Child Care Leave Policy of SPMCIL is attached for implementation with immediate effect.
3, A ZEATE FEY A F A A F 0T 59 gy # wegllar Tty & oAe Afad
FS o TASANEIRF SRIEE @ ) ol aow den g

Any conciliation/Quasi-judicial proceeding pending before Conciliation Authority on the
matter should be withdrawn unconditionally for availing the benefit of Child Care Leave Policy.

/ {m.?.wfm

T HETSUF/Add]. GM (HR)

gfafa®/Copy to:-
i, 37egeT a7 vEy fAgYe & Frarerd/ CMD Office
i, PRE (@) ¥ 9. FiUes g WUE (LE) § FRwes e fRueEd) &
aferdy wgrae/ HET HawaT HTOwHT & SRS WEEF /St E.A. to D(TY E.A. to DHRY
SA to Director(Finance)/ E.A. to CVO
i, G FETTEU- CHAT/FEOTI/FTTS FRETAT/ e vd fasra &y srer el
F&/All General Managers-Mints/Presses/Paper Mill/R&D Centre/Data Recovery
Centre(DRC)
v,  HOT-HETSEUE (T H/Aa.ud 3@, fAis Fated/AGM(HR/F&A) Corporate Office
v. 39 AETHEUSHEATEY, /3T HE@I GFhT HORRIDGM(HR)/ Dy CVO/DGM(IT)
vi. HIFEY wigd/Master file.
vii,  g@# a8/Notice Board

O1123701225-26 A Frafer: 16 Wsrel, STeY SR WA, Swe, 75 - 110001 9/ Fay - 011-23701223

011-2370114§-42 Regd. Office: 16th Floor, Jawahar Vyapar Bhawan, Janpath, New Delhi - 110001 E-mail : info@spmcil.com
CIN : U22213DL2006GOI 144763
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SPMCIL CHILD CARE LEAVE POLICY

Management has decided to introduce Child Care Leave Policy in SPMCIL. The Salient |
features of this scheme are : '

1. Coverage |
() Child Care Leave can be granted to women employees on the regular rolls of

the Corporation. It shall not be granted during the probation period in case of:f-
new joinees,

(i)  However, in case of probation on Promotion by Selection, child care leave
may be sanctioned.

(itiy  The child care leave may also be granted to single male employee who is
unmarried or widower or divorcee.

(tv)  Child care leave would be permitted only if the child is dependent on the

cmplovee.

2. Purpose : To take care of upto two eldest surviving minor children whether for

rearing or to look after any of their needs like examination, sickness etc.

3. Period of Leave:

a. The employeces may be granted Child Care Leave {CCL) for a maximum period of 2
years {730) days for taking care of up to two eldest surviving children (including
legally adopted children)

b. CClL. shall not be admissible if the child is 18 vears or more.

c. For mother bf disabled child, there is no prescribed age limit upto which CCL may
be availed, subject to minimum disability of 40% as per Govt. norms.

d. CCL will not be granted for less than 15 days in a spell and for a maximum of 2
months in one speldl.

e, CCL shall not be granted for more than two spells in a calendar vear. In cases where
the CCL spills over the next year, it will be treated as spell against the year in which
the leave commences.

£. There should be a minimum gap of 2 months in between any two consecutive spells

of Child care Leave.

CCL may be combined with leave of any kind due and admissible including |

Maternity Leave except Casual Leave. -l

h. Intervening Saturdays, Sundays, holidays falling during the period of CCL shall be
treated as part of CCL.

C{Q
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4. Entitlement during Leave
The employee shall be entitled to the following benefits during the period of CCL:

a. During the period of such leave, the employee shall be paid 100% leave salary (basic
+ DA) equal to the pay drawn immediately before proceeding on leave for the first
365 days and 80% of the leave salary for the next 365 days.

b. Employees shall also be entitled for drawl of medical benefits in respect of the
employee and her/his dependents,

c. HRA will also be admissible and the employees availing Company accommodation |
will be allowed to continue occupying existing accommodation on payment of usual
rent/license fees.

d. During the period of child care lcave, employee shall not be paid cafeteria allowance .
in IDA Pattern and in CDA Pattern, no Transport Allowance will be paid.

e. He / she will not be eligible for reimbursements linked to functional needs namely,
telephone reimbursement, conveyance reimbursement etc. during the period of CCL
availed.

f.  The period of CCL shall not be reckoned for calculation of PRP.

g. CCL shall not be allowed for encashment.

h. During the period of CCL, employee will not be allowed to take up any
remunerative / honorary service elsewhere.

i.  Period of CCL shall not count for purpose of carning El,, ClL. and HPL.

jo  During the period of CCL, LTC can be availed only in case of employees in CDA
pattern of pay scale. .

K. During the period of CCL, the employce and Company’s contribution to
EPF/superannuation benefits shall continue.

v

-

3. Increment during the period of CCL: In case date of increment ie. 1# July, falls
during the period of CCi., the increment shall be payable from the date of rejoining after
CCL and not from 1# July. However, next increment shall be granted as per policy in vogue

in case of Earmed Leave.

6. Promotion: The period of CCL shall be reckoned while calculating the period of
qualifying service for consideration to Promotion. If the employee is on CCL at the time
when DPC is to be conducted then her case will be put up to DPC but financial benefits will
be given from the date of joining.

7. Annual Performance Appraisal Report (APAR); If the concerned employee has
served for a minimum of 6 months in a stretch, during a financial year, only then her APAR

will be initiatec.

S
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8. Competent Authority : The leave sanctioning authority for Child Care leave In units

s will be the concerned GM , and concemed Director in CHQO.

9. Maintenance of Child Care Leave : The leave account for child care leave shall be
maintained in the proforma enclosed, and it shall be kept along with the Service Book of the
Employec concerned.

10.  Normally, employees may have to submit their tentative CCL availing plan at least 3
months in advance so that office work is not hampered by their absence.

1. CCL cannot be demanded as a matter of right. Under no circumstances any
employee can proceed on CCL without specific prior approval of Leave Sanctioning

1 Authority. While sanctioning the leave, it may be kept in mind that not more than one

employee is on CCL at the same time in one section, so as the work of the section does not
get hampered.

12. The above Scheme will come into effect from the date of notification. However, the
employees who have availed any amount of Child Care Leave in their career prior to
notification of this scheme will be eligible for only balance amount of CCL.

13, Incase of any concern arising out of implementation ot Child Care l.eave Policy and
also for cases not covered herein, the authority to interpret and decide will vest with the
Chairman and Managing Director whose decision will be final. However, the right to
amend or medify the Policy vests with the Board of Directors of SPMCIL.
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Proforma for maintaining Child Care Leave Account

"

Period of Child Care Leave Balance of Child Care Leave Signature and
Taken designation of
the certifying
______ officer
From To Balance Date
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Security Printing and Minting €orporation of Inds
iR Aiof-1, Wrfiowd
(vva WRER @ Ui wnfend=)
Miniratna Categoty-1, CPSE
{Wholly owned by Government of India)

No.CHO(HR)/Policy/27/11/2012/5 6 \F Date: 12.09.2014
To

All General Managers,

Mints, Presses & Paper Mill

Sub: Guidelines*for granting Special Leave for Accident while on duty to the
" employees.

Sir,

Subsequent to the notification of SPMCIL Leave Rules, 2012 vide Corporate
Office letter No.CHO(HR)/Policy/27/11/2012/6270 dated 13.12.2012, references have
been received from the Units seeking clarification regarding sanction of leave to the
employees who meet with accidents while on duty. On consideration of the
proposals received from the Units in this regard, the Competent Authority has
decided to authorize the General Managers to sanction Special Leave to the
workmen/employees who s_.l_Jffer from disability on account of accident at the work

place to enable them to recover from the injury suffered during the course of
employment on the following terms and conditions:-

(i)  Such leave shall be granted on the basis of a certificate of an Company’s
Doctor/Civil Surgeon and the leave shall in no case exceed a period of 90
days. " B

(ii)  The leave is not debitable to the Leave Account of the employee and may
be combined with any other kind of leave except Causal Leave.

(iii) Leave shall be allowed with full wages/salary provided such disability
leave shall not be granted in respect of any injury, not resulting in death,
caused by an accident which is directly attributable to:-

a) the employee having been at the time thereof under the influence of
drink or drugs; or 2

b) the willful disobedience of the employee to an order expressly given,
or to a rule expressly framed, for the purpose of securing the safety of
employees; or

‘1)‘4& =
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¢} the willful removal or disregard by the employee of any safety guard
or other device which he knew to have been provided for the purpose
of securing the safety of employees.

(iv) No additional compensation for the absence from duty due to accident as

may be admissible under Employees’ Compensation Act or any other law
or scheme will be payable.

(v)  The employee shall not be entitled to OTA and incentiv-e during the
period of Special Leave.

Yours faithfully,

®3. G
DGM (IR)
Copy to:-

1. OSD to CMD

EA to Director (HR)/ EA to Director (Tech.)/ EA to CVO
GM (IT)/Addi. GM (F&A)

All DGMs of Corporate Office

Master Folder

LIl o
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Security Printing and Minting Corporation of India Limited
e o1, Wrdfread
(v wwER & Pof i)

Miniratna Category-I, CPSE
(Wholly owned by Government of India)

- No.CHOHR)/IR/5/3/2011(P/f)/213 % | Date: 13.07.2015
To
All General Managers,
Mints, Presses & Paper Mill

Sub: Misuse of Leave Travel Concession (LTC) - Govt. of India instructions.

Sir,
_ Please refer to the Corporate Office letter No.CHO(HR)/IR/5/3/2011(P/f)/1795
- dated 03.06.2015 forwarding inter-alia the clarifications issued by DoP&T vide OM
No.I-11020/1/2014-Estt.(AL) on various issues. It is stated therein that the
. Government servants entitled to avail LTC may encash earned leave upto 10 days at
the time of availing LTC.

2. It is clarified that such instructions are applicable to those employees of
SPMCIL who are drawing pay under CDA Patten of Pay Scales and- are also
governed by CSS (Leave) Rules, 1972 (Government Optees). The employees of
SPMCIL who are governed by SPMCIL Leave Rules, 2012 are entitled to encashment
of leave once in a calendar year to the extent of 50% of the balance at the credit under
‘Rule 18 thereof. They are not entitled to encashment of leave for additional 10 days
while availing LTC over and above 50% of the balance at the credit once in a calendar
year.

= 3. In this connection, Government of India instructions against misuse of LTC
"')\v contained in DoP&T OM No.31011/3/2014-Estt.(A-IV) dated 26.09.2014 as circulated
vide Corporate Office letter No.CHO(HR)/Admn./269/07/5027 dated 11.11.2014
should be followed scrupulously and requisite checks should be exercised to guard
against misuse of the facility: '
Yours faithfully,
oLt
: Addl. GM (HR)
(i) OSDtoCMD
(ii)  EA to Director (HR)/Sr. EA to Director (Tech.)/EA to CVO
(i) GM({IT)
» . (iv) Addl GMs of the Corporate Office
(v} DGM (Print)
(vi)  Notice Board

_ 011-23701225-26 Woftga arafoa: 1641 wfor, Sramee R WA, 9oy, 78 el -110001 B /Fax ; 011-23701223

L 011-43582200 Regd. Office: 16th Floor, Jawahar Vyapar Bhawan, Janpath, New Delhi - 110001 E-mail: spmcil@rediffmail.com
CIN : U22213DL2006GO1144763
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No. 19036/2/2016-E.1V
Government of India
Ministry of Finance
E.IV Section
MNorth Block, New Delhi
Dated: 26" October, 2016
OFFICE MEMORANDUM

Subject:  Deputation/Delegations abroad of Officials and /or non-Official spensored by
* Government of India — ex-India leave - regarding.

The undersigned is directed to refer to this Department's Q.M. No.19036/7/75-E-IV
(B) dated 05.08.1876 on the subject mentioned above. As per Para 11 of the said Q.M. “An
officer may, subject to the exigencies of public service. be granted leave while abroad for the
period not exceeding 50% of the actual period of the duty abroad (excluding the transit time
from India to the country of deputation and back and enforced halt) or a fortnight. whichever
is less, for personal reasons ". Subseguently. it was clarified vide this Depariment's O M.
No.18036/2/2008-E-1V dated 04.07.2008 that "during such ex-india leave the closed holidays
“Saturday and Sunday” etc. may be aliowed to be pre-fixed/ suffixed as the case may be,
subject to the condition that ne extra financial implications iike payment of hotel charges/ per
diem allowance etc. are involved'

2 References are being received in this Department seeking clarification on
applicability of Department of Personnel & Training instructions issued vide letter No.
1119/08/2001-AlS-1II dated 05.12.2007 regarding “"Delegation of Powers to the State
Governments and Ministries/Departments of the Government of india in cases of Members
of All India Services proceeding abroad on ex-India leave (excluding Study Leave)” wherein
it is provided that ' in case of official wisits of a duration less than 8 days. the limit of 50%
may be relaxed and ex-India leave upto a maximum 4 days may be granted .

3. The matter has been considered in the Department of Expenditure and it has been
decided that in case of official visit/ tour abroad (including training and excluding Study
Leave) where the period of deputation is less than eight (08) days, the Government Official
may be granted ex-India leave for a maximum period of four (04 days). In respect of official
visit/ tour abroad including fraining for more than eight days, the limit of 50% ex-India leave
witl continue. During ex-India leave. the closed holidays “Saturday and Sunday” etc. may
be ailowed to be pre-fixed / suffixed as the case may be, subject to the condition that no
extra financial implications like payment of hotel charges/ per-diem allowance etc. are

invoived.

4 Para 11 of this Department's O.M. No.19036/7/75-E-1V (B) dated 05.08.1976 and
C.M. No.18036/2/2008-E-1V dated 04 07 2008 will stand modified to the extent amntioned

in Para 3 above. ! .
z’g'j/f’t’{l'wf’

(Nirmala Dev)
Deputy Secretary to the Gaovernment of India
Telefax. 23093276

All Ministries/ Departments of Government of India.

Copy to: NIC for upioading on Official Website of Department of Expenditure.
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Security Printing and Minting Corporation of India Limited
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Miniratna Category-1, CPSE
{(Wholly owned by Government of India)

No.CHO{HR)/Legal/4/12/1355 Dated: 01.06.2018
OFFICE ORDER
Sub: Instructions reqarding official foreign visit and Ex-India ieave.

It has been decided to streamline the system of official foreign visit and availing of
ex-India leave during the official foreign visit or on a personal visit. Accordingly, the
following guidelines are circulated for uniform compliance by CHO & all the Units:

1. All the proposals of foreign visits (on duty-attending conference/seminars/
training/inspection, etc.) or ex-India leavg in continuation to the foreign visit will be
routed through HR Department before forwarding it to the Competent Authority for
approval. HR(CHO) will maintain a receord in SAP (itemized-(a) to be entered in individual
ID  to update relevant head-training and development, visits abroad;
(b} conference/seminar wise data maintenance). While submitting the proposal for
foreign official visit of Executives / other employees, the details of the previous foreign
travels undertaken on official account during the last four years should be submitted as
per the proforma enclosed as Annexure-A.

2. Prior Vigilance Clearance must be obtained for any official duty abroad or ex-India
leave.
3. In case of proposals emanating from the Unit, the Unit HR head will take

necessary action, before the proposal is forwarded to CHO.

4, In case of Ex-India leave for self or spouse/children accompanying the Official on
official visit or ex-India leave, prior permission needs to be obtained; and declaration and
the source of funding for self/spouse/children’s air fare/boarding/lodging may also be
sent for prior approval of the Competent Authority. The relevant format is attached as
Annexure~B for submission of the details.

5. During Ex-India leave in case of duty abroad, the closed holidays “Saturday and
Sunday” etc. may be allowed to be pre-fixed/suffixed as the case may be, subject to the
condition that no extra financial implications like payment of hotel charges/per-diem
allowance etc. are involved.

6. In case of Ex-India leave for private visit abroad, which are purely personal
without any sponsorship and not linked to any official visit, leave as due and admissibie
(Casual Leave, eamed Ieave, half-pay leave, leave on medical grounds, extra-ordinary
leave etc.) can be considered for sanction, subject to exigency of work.

[
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7. In case of Ex-India leave in continuation of official visit or tour aboard,

(i) Ex-India leave not exceeding 50% of the actual period of duty abroad
{excluding transit time and enforced halt) or a fortnight whichever is less,
provided that the total period abroad does not exceed three weeks (including
travel time), can be considered for sanction, subject to exigency of work.

(i}  In case of official visits of duration of less than 8 days, the limit of 50%
may be relaxed and ex-india leave up to a maximum of 4 days may be granted.

8. All the official foreign visits or ex-India leave in continuation to the foreign visit on
duty, irrespective of the level, shall be approved by CMD.

9, The ex-India leave for private visit abroad for purely personal reason for E-4 and
ahove level Executives shall be approved by CMD, For Executives of the Corporate Office
from E£-1 to E-4, Supervisors and office saff shall be approved by the concerned
Director. In case of non-Executives and Executives up to £-3 level working in the Units,
GM of the concerned Unit shall be the sanctioftng authority.

10. Request of employees for Ex-India leave/private visit abroad shouid be deailt with
expeditiously. It may be ensured that the decisions are conveyed to the employees
within two weeks of receipt of complete appflication to the competent Authority.

11.  This supersedes alf existing guidelines issued on the subject of foreign visit,

This issues with the approval of the Competent Authority,

(B.J?Eﬂpta)

Addl. General Manager (HR)
Copy to:

i. OSDto CMD
ii. Sr. E.A. to Director {Tech.}/E.A. To Director (HR)/S.A, to Director {Finance)/E.A.
to CVO
iii.  All General Managers- Mints/Presses/Paper Mill/Corporate Office
iv. Al Addl. GMs, SPMCIL-Corperate Office.
v. Company Secretary
vi.  Notice Board
vii.  Hindi version follows



ANNEXURE - A

SECURITY PRINTING AND MINTING CORPORATION OF INDIA LIMITED

a) Name of the Employee
b} SAPID

c) Designation

d} Grade pay / level

e} Place of posting

"
f} Passport No.

el

g) Details of previous official foreign visits, if undertaken by the empioyee during last four years

Period of stay in abroad Name of foreign Purpose Remarks
countries visited
From To _
1 2 3 4 5.
Dated: Signature of the

Propasing Authority



ANNEXURE - B

SECURITY PRINTING AND MINTING CORPORATION OF INDIA LIMITED

PROFORMA FOR PRIOR PERMISSION FOR EX-INDIA LEAVE / SPOUSE / CHILDREN

ACCOMPANYING ON OFFICIAL VISIT

a) Name of the Employee

b} SAPID

€} Designation

¢) Grade pay [ level

e) Place of posting

1} Passport No.

1]

g) Details of private foreign travels to be undertaken

Period of stay in Name of Purpose Estimated Source of | Remarks |
abroad foreign Expenditure Funds
countries to {travel, board /
From To | bevisited lodging, visa,
o misc, etc.)
1 2 3 4 5 6 7
Self
?pouse

Children

h} Incase of stay / travel arrangement made by relative abroad, the written declaration from the

same is to be enclosed, with proof of domicile.

Dated:

Signature of Employee
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Secarity Printing and Minting Corporation of India Limited
e aof, o
(RS TR 3 O wnfiard)
Miniratna Category-l, CPSE
{Wholly owned by Government of India)

No. CHO(HR)/Legal/4/12/4440 Date: 05.11.2019
To

The General Managers
Mints/Presscs and Paper Mill

Sub: Instructions regarding official foreign visit.
Sir,

Corporate  Office  has issued detuiled guidelines vide letter No.
CHO{HR)/Legal/4/12/1355 dated 01.06.2018 regarding foreign visit. In this regard, the

following clarifications are issued to the Units for compliance before sending the proposal to
the Corporate HR for official foreign visit for Pre-dispatch Inspection, Training etc.:

i. The complete proposal should be sent to the Corporate HR for ail foreign visits

including Pre-dispatch Inspection.

i. The Unit should forward Medical Fitness Certificate issued by the Company’s Doctor or
the authorized medical practitioner,

it. — The work order for the purchase of material including Pre-dispatch Inspection
scheduled should be sent along with the proposal.

iv.  All communications to the Embassy for obtaining the VISA should be issued by the HR
Department, by an Officer who is duly authorized to issue such letters,

2. In order to expedite the process for obtaining the approval of the Competent Authority
for the foreign visit, the Units are requested to ensure that the complete proposal along with
the Vigilance Clearance and other documents as stipulated in our earlier guidelines dated
01.06.2018 and as brought out above should be sent well before time so as to avoid undue

delay.
Yours faithfully,

(BJ. ﬁa}
Addl. General Manager (HR)
Copy to:
L Office of CMD
iil.  Se.EAto DV/EA to DHR/SA ta DF/EA to VO
iii. AGM(F)
iv.  DGM{HR}/DGMITY
v.  Company Secretiny
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