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Security Printing and Minting Corporation of India Limited %
fariikes aoft1, Hidiowg

(%7 PR B g0l <)
Miniratna Category-l, CPSE
(Wholly owned by Government of India)

@, - Hig=gan (\1.9.) /v /27 /31 /2021 A3 Y8 faT® :29.08.2022

Far A/To,

s qeq AgWEYS / All Chief General Managers,
CHUTAHEOTIT/FTIS SRETAN/ T HEITerd/
Mints/ Presses/ Paper Mill/Corporate Office

fawa/ Subject : THATAHITETS BE fATH, 2022 F waw H /
SPMCIL Leave Rules- 2022 — reg.

#AgIEd/ Sir,

aTAdIgTe @1 @Rt Ru av yqAled & gRvmrrawy, vadivadfiamdve
Jrasrer foraa, 2022 F weft At gwAl IR FRe FEET @R FRATETT AR AT
¥ fov sfrgfea frar smar € S 01.09.2022 & ey ghm

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. IE WETH WS & epdea @ SR R gl
This issues with the approval of the Competent Authority.
Sﬁlﬁ'ﬂ'lY ours faithfully,

o7 I 2o/ 2002
(3. ?ﬁ 9H1G/A. Durga Prasad)
HYFA AgIIaYUSF (ALH.)/ Jt. GM (HR)
gfaferd / Copy to :
i 3Ty Tl yey fewe & drierd 8q / Office of the CMD
i, fewe @W) ® eriues dfad/ Fewe () erfaa / Mees (dadian)
& BRIYTTS Afad / =@ Adddl ATHR & Aeld Yaed (4.4

ES to Director (HR)/ Office of the Director (F)/ ES to Director (Technical) / AM (SS) to CVO
iii. wewEys (O vd o), i qeares, 78 feell / GM (F&A), SPMCIL, NewDelhi
iv. HBYEHd (ﬁ?ﬁ) SIcT ¥ex, AUST/ GM (IT), Data Centre, Noida : with a request
to make arrangement for necessary changes in the SAP system.
v. TR WEIYEHd (Caheiial), T Hrareld /, AGM (Technical), Corporate Office
vi. 9l g ad AEIEY®, frH H&ATeTd / All Jt. General Managers, Corporate Office
vii. @A g,/ Company Secretary
viii.  AIfed ged / Notice Board

011-23701225-26 9STeRa wmaierd: 1631 Hieiel, SaTed AR 9ad, S99, T8 feeti- 110001 B / 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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Tféra shde qur ary

39 fomTaeh &l ‘TqdtrAiismsua get AauTactt - 2022 Bg1 S|
g8 fgHTad! shiu=iies siftgae okt 819 @1 fafy & arg gt

g THUITHASIRTA & 9t wrenial @udt & Fafid) siufd srfues,
Tdeld, Wh AR HTHTR AT 1R arg gif|

THdiuAiissud # ufafgfdd R eria wHaidl & oama |
THUITAASEUA gR1 FifHe ud uflieor faym Gendidh & fmie
17.06.2010 & H1ATAT U= WA 7.6 (1) (i) F TS & AU Fel UeH
I ST |

LITRTILI)

"3ifold gl @Uen) &1 o Hult H a1 ot srafy & faw aiffa g2t 3 8,
fores qui e or <1 718 3ifld get 2nfier g

“3(ddd Bl (TIUITe) &1 dId SHART gRT U & a1 B 3@y &
ferg sifofa srefda et ¥ ¢ 1 98 AafaaTd HRON 9 sitfda get a1 fafere
THI0T U3 R URafdd B2t & T § U501 &) o Febeh g

Rafdd Gei* BT ARG FAfhe JH01 U3 R YeH &1 s quf da- gt 9
g1 yd% ukafdd gt & forg, st & g2t & T Q < srdfaaa giear
DIt SIE |

"STYRUN Gel " (F3NTA) BT Y § Fe! off fhadt HHar! &I I It § o d

B3 37 ge! Werd 7 gidt 8, a1 o o gel Werd it ], dfer
HHART SRTYRY & fore fafkad ¥ o sidgd e 8|

JaT o1 3 FHAR gR1 A% da & T F ImelRa Ay A ® &
I gRT U1Rkd Ue & e Wdied B

I SEHTa galr &1 orf voduasitensud gRT AT 29.03.2019 &
SR gRuA g @) /Aifd/27/30/2019/7824, & R fAvH #
fraftg ®u § riRa Afgar sHaial & § 18 IR A B (SHTUD- F)

"SIl W gl & foru Ry gl &1 o raUieHdlssud gR1 faie
12.09.20214 & WAiG HY@ELH.)/Ald/27/11/2012/3617 §RI SR f&=I-
SR & TR AR F SR HIRT TR gHe & HRUI A A ard

I 8 R &1 o

25[eq/ 2020 24|81




3.

3.1

4.1

4.2

4.3

L5

5.2

6.1

WRTYA &1 1T el IR YHTT

TP HHIR! ¢ UG W UGHR TgU H ¥ Jd I1 Al Td HRUT F 30
Ue & TS ST § Y 98 ¢ Ufas | ot g€t a1 gel & ddq & SRIeR
g, o Ht ATHE 81, d 9 &I ghaR sl |

T2 SfIBR F1 fawg 76t 8

ABR & &Y T Fe! &1 ald1 g {1 o b

JE Ad Fal B HAAHAH DI ¢@d gu T fosar S sruférd &

! WA 5 F&H USRI gR1 farddt Hi bR bt g2l Bl 3rdipd a1
G fora S b, g sfrdgeh/pHaRt & fofad SRy &1 BlesR|

freft HraRt & Ja1 & sifcy g & siffa gel ¥ 9Ed: SHBR sl
faram ST =T arfes 300 el § siftres @ sifold ggl &1 dog 9rE= &4
SEET

TS UHR DI el Bl g YSR B gel # uRkad+

FHAR & 3Ry R, o miieR) A 39 ggl i ff, 98 39 gaaardt wu 9
TP AT UHR & HTHRN H GRafdd B bl & o ! (el o & G0
&g 3R Wi Ul Afbd HHART SUBR & AT & Y H 34 TR &
HRICY BI GIal o] DR qhdl ¢

[R=] T il 3Ry R dd do faaR el fobar S oid d& o T8
TRt a1 39 fAfeR sififgd felt s TRt g1 Haiftd HHart g1
ISP GRT U SHTHIR & FHId GR DI AN W 30 Hiod § mida
B4 & 90 feHl &t ofafy & Hiar ured 1 811

T YDHR & AP DI g § Faa- dHIR! $I $ifaq U ¥ fqg M
3TBTY & YR W HIDHI dd9 & FAROH & i gim, srufd, 39
3 YTdE &t 18 Bt AR aqa B el @ I9$ g B i
BTN BT YITAT fbaT ST |

He: Rferear gmmor v W € T SRy Bt A oyt gEt F yderh
®U ¥ gfkafdd far o Jodi 8 o 3 981 2|

fafira v @t gfeal &1 Jae=

24 ATl ¥ 3y Iusfid o Srss, 39 Al & dgd fedt ot yeR 3
el fhdl o TR & SAHIR & WA T 1 1R} [ | ¢ off Febelt g

gt g T w0
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WPH- WWW%W%W@%WﬁW
UG 81 8, B! 37 FoHl & dgd Wierd B o1 UHR & SHTHTY P 1Y
a1 SIS ST |

7. AR @&l Bt fUSdH AT

7.1 forddt 1t HHARY B TAR U 98 F s B 3@l F forw fpadt o
bR I el gl af Smei |

8. @&l W I5d g ¥ar a1 fAaie WeR &=

8.1 YAIAGRT B TR FA a1 AT IR P W T P ERA Th
HHIART e MGRT @ AR U fpu fam1 SareR, JaeR a1
DA 1 fafr e sgaardt & w0 & Uep Aol URiaR dfdey &t -ig=r gfed
Dol 3R DI Fal IT AR Tl A

9. fafdrcar uraror-uz R gt

9.1 HHIR! gR1 fafpq smyR W gl & forw QA U emaed @@ @ik
SXAR] YHIUT U &b H1Y) &b Iy DU & Slaex T AP Siaex a1 dul
ER1 YAleg ST a1 RBRT SRara a1 $if¥gpa dieg @A) Aol &
UR fafecn 9% gr1 Fuiva oy § te Rfear yamor o3 g
Bl

10. Q& & ATY AT BT HAIH

101 9 HHAR & HrEad | Iufd 811 8q ffraiia snur W s gt
forar Tran g1 A U9 yEYE @ A & die ugd foq & ford get afe a1
81, 39 Wa: Yel | S g S 3R W yHv-ud (39 fafy & nfa
B gY) PI Al & b a1 | 314 aTdd A & &7 DI Fgl BT YW
HHT SRAT

102 U9 U6 HHAR & SY¢] W IURG 81 & ford fafem snmuR wR dimg
THTfOTd fobam T &1, TY U101 U (39 fi o) fAd $Rd gU) & i a1
& & & usH a1d AP & Wa: gel J Srs faar ST SR T wHror
T3 &1 fafY & Ugd 3 aTdl SaHI & &A1 Dl Gel ol YT HHT ST |

11. Qe A argt

< T e
39T ARG 29 1gn
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11.2

12.

12.1

12.2

13.

13.1

13.2

13.3

13.4

8.5

13.6

13.7

13.8

13.9

o g fronch- 2022

F2 R T SR Wipd FEt B Al 3T T J gd 79 a9 SY R
U T8} A, Od db b ITD! Fe! Wihd P ara Wb RI I8 T
HRA B AL T8I ol |

T AR g faforedr T3 & SMUR WR Gel off ¢ a6 db ST W
JUfRYT el 811 91a dab fob TRyl TH1UI-UF Ud g PR ol |

Q2w & ugrd srgufeufa

Td % B2 UeH B arell Gerd WRIBR) gel de 3t A Ta odl &
Ul HHART S Gel 3 JHI & a1e TR gl 5, Tt srgufyfa &t
31af¥r & forg 98 Fe! Ad- &1 ghaR el ¢

T2 3 T & a18 S SH-gEBR AU SR SRS
FHIRaTs & forg ITRerd! g

ATHIRTD Fai

T s ay # 12 1 @t sl ggl Wiari g

TP Fe! B AT AMHRHDG TR WY ST S Fhll g Al
fpdt o= avg @1 el & Wiy gl

=0 i uguT 3@l & 1Y el Sirel I bl

MBS AHI I Ay & TR T4 ard AdaR R gledl &I
TH AP FTHTY & e & ¥ H ! (1 ST g |

Aaaradef e sae/ufaeld  asR/aded  EHR &l
D RS SAHIR Y Jd/a1G & SISl o Ihll |

4l & Ugdl ay R Ydl Bl JHIW & GRM BB BRI DI T
3{TUTfdIh =0 F & S |

TH VD SHTBT BT &Y 3Mfhad 8 fa=l g IS 1 ¥hal g, I 38
Hot &t S|

SR B 31 37 1 MDA a1 1 AT §1 AUSR B HioH
D1 AR 1Y & & HBRHB MAHI & e & [ [T T

grftl i, forddt HHART & RIS SaHRT WId | thfge W AY T
ferar QR feat iR one oA & ey # 81 gt B

TGS HTHHD G2 TP HASY a8 & 3fd H JHIG & ST B

N V4 \/
RIS HAT o7 Jlkgs a/15
SHeW A/{[LIE,’?/D?/”LL_ amaﬂ‘/ﬁ
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13.10

13.11

13.42

5013

TH P SHIHIR & SR TAS BT ATH IS S Tl g

GR W I8 §U 3MHl¥P DT ol off Gohdl 8 b hiRyD
3[AhT BT 3afY & g B ¢ v Wi el g

D VD AP Bl A=Y HATH HTHIY P TY SIST o Fobvall &,
Afb STg1 faRIY ey a1 & Ty FaeH § Pl sEerr o
3TN SIR TAUITa) 37 @ AR 8, bR e ARy s
3BT R Al Sradhr I & Ty FhIeH § ISR SGHT el
fear S =t

AT SITHTRI & 1Y FaroH: 5 ifepiRal &1 shfee W Fad o A
B MHHD Yol IV ©, Ud 37 3 qIugr & g ond e & sl
AT & oY fTde Hd THY Ig YT Hx1 a1feu fob F oFTal fm
ST WY, Fifds SBATD AHI DI AT STHT B TY Sl el
ST Fahdl g1 gIdlifds, afe SR a7 3= HRUEY, 98 3T feT srfag
M T W& gl g, dl Iffd w1y & 1y Yo & 3(Udie & w9 H
3rAfa & o wodt 31 o Siftrepiial 3 ugd &) omde ax feur § 9k
forelt faRiy fe7 & fom 37 ok wWiord siae Wied & fmr §, 3=
fOsch aluer & o e e &1 e 3raeTsy 8! &1 Tnfgul

14. 3ifola ggt

14.1

14.2

14.3

14.4

oD
ST Yag

s HHARI & Fel WId | IS 6 TgH B 4dT & [T TdH dhaiex ay
& SaRl SR Jas & Ugd fad Uss (15) &A1 31 < forxal & sifola gel
STHT 1 ST 6 FE J Y & Jal & A §, giedl ! AHUIad U
¥ Ui guf sheiex AIe # €78 fa 1 ax I ST fobar smwm|

ol gel @1 e el & e Fodlany &t sl & 7 8, 39®
sifafad 300 AT d& 5|1 fvan &1 g1 g

Sfftrerad 300 &A1 &1 A T/ §T, Tl Wi § 286-300 fad AW G, 01
SHaR1/01 SaTs P STHT 15 fa ST I S 4T 30 /31 fadeR &
A ot & gRA o T3 ifld gl & S feer Sned | gt
geifep, afe ot 71 @feai 15 ol @ o & @ A9 B 39 TR $ 3id |
300 &1 BT Sfferaw i & 31efi Fet @rd H S foban S|

ITgid 3R 3B ®F Uga 1 1 § T ST Foball § 3R 39 3ifoia
Fel & =u § a1 1 S graifes, sifofd ggt &t oafy & A& 3
Il IIAR SR B B SfoTd gel b ® g H [ J |

;/ 4
Q—{ﬂ 5/15
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15.3

15.4

15,5

16.

16.1

16.2

16.3

T

17.1

17.2

a1 F Tde guf o & 20 & &t 7M1 BT A B

TAd HHIR! & 3 I B T H UdP Pt a¥ &b AN 3R
S[aTs & Ugd fad &9 (10) el @1 & fveal & oifom o arrer I+ g
ST fhar STE | a1 & UAE gUl palex HelH & ol 5/3 i B @R 9
I SATHT W T eI AT DI W, T 39 dhaiex a9 & A6 H
HRA DI GG ¢ Fored I Fgad fovam T g |

3refaa get fefee THTUI-0F & W1y 3yaT 39 foT ot off Whell g
e Fg! &b TIuH B Dls G el gl

TTeid 3R 3B B Ugd I1 &G H Sirel off bl § 3R J e
Je! o1 fexr et 811 quif, sidaas get &t 3/afdr & Aem AR iR
SAHTRN DI Sfefaad el & ¥ | fH1 S|

ufvafda g2l

fafdbe JHIU-UF & SMUR WR <9 fdfdad ggl &1 et dem ¥ s
gftafdd gel Wigd &1 off ¥l g |

frafefed waf R fafec wmmr-ux & fomr aRafda gt o o gt &:

®.  Ydu-e fgd # ymiftE siemE & SrHifed ureasd & forg
IUGIT farT oI R G ¥a1 | siferedd 90 feAt d |

W U Afgd $HAR gRI Hfewan 60 feHl a afe a8 Argea gt 3
fFRRAT A B

T Q¥ oA Hifdd = el Afgen SuHt HHART gRT HfdaH 60
f&i a% afe a8 Ueh a8  HH IH & 5= &I T o 2

gf¢ gikafdd ggl ot ol 8, @ 31 get WA ¥ anE fet 3t Bt
ST A1fe T

Rty uffRfrY & g

Jarrghty Bt daRt $ T Fgl R 9 AT HHARGT & AHS B BISHR,
‘faRy afifRuferal & gt 37 Fafid sl & f o1 godt § el

ST H HH H HH IS J¥ DI 9a1 TN R A 8
"fagy ukfufaal & get a9 & o1 gt § Od pHar &l it o/ UaR
Ca RN | /
QO &1
30N ARy 29) §1-75 6/15
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17.3

17.4

17.5

17.6

2.7

17.8

1728

18.

18.1

YS! HR B arell T&H WIS 39 a1 ¥ Iy © b 59 g9 R
HHAIRG! & S W Al B IfId UG 2|

HHARAT @1 R steR W Ry oRfufadt & get & o gad 2,
S=rd fob Fem fafdan mieRt 9 e yamr-us uRda fbar g, S %
ufafdd gel & e & forg amg 8|

IRy uRkfRufaal & get uefae smuerst & uRumasy a1 fagy &
ZAIS o fore Wl & A1y I & AT srRefd & =T § B $rd 5 3=
fagiy ofefRufaal & +ft & o1 godt 31 39% forg fm wrfog @ gy
I BT SHTaRIEHdl gHT|

‘faRy oRfRufadr & gt o feeft oft T qof 9em wR & o1 st 2,
3ifSi el 3rufd 30 fafi @ sifie 8T gl St St & wnfyet 819 & @1
T qy # 3iffd @I o THdt g1 o9 SWiad I ¥ 3fie Ry
gRfRufaal & Fei* &1 Sa=ad T3 SIaT €, df 39 3 20 feAt @t
3afy & fou orefdd R Wipa fvar o1 goar 81 o mu -fadiw
ORI & Tl I G2l & d1g & 3o & fdTfd THRIR B & forg
BHYM B G Fe! Wid F YTl S|

“faRy uikfRufaal & gel" gt §R 9 d el & SUT 9§ ddb (& gel
Wd § 51 el BT URTHGA 781 81 SI1al g, I1 <t a8 & fafe gard g1
d, a1 s Wi a1 7 81|

gfe DIz HHARI 9 foxy aRfufaal & g uem &t 13 8, fosh oft
HRUT Y HUH B AL BIS odl §, a1 ITDH! gel WId J S| A JHr
g I Ugd, 9 el WId H el & oH N & oY Fe! da aray HA &b
forT ITREr BRI 39 SR &1 Udh qadagdl A ®0 § "faxy
giRfUfal & gl & SraM ¥ Ugd Jafid dHaR! I U &1 oieih |

gfe HHAR! & BRI WA & HRON T JaT F 3fed g I Jar-gh gt
8 31YdT GG Bl Tl § 31Ual 39 SRS BRI o fATal 3= HRON
¥ gragd argha <t onfd 8 a1 39 fufa § forddt ger &t gl dad @t
agel 8l Bi S

Qel BT AHGIHIU

ot Hrart & @ # S Sifvla gl B IqP [dded IR Th darex ay
H Had T R APl B off dhd! 5, T b Y AHA H THGIHR0T Dl
ST arelt el &t AT 40 &A1 § 3D 7 Y, JUT TR0l & 30 i &
TG STHT 0R 2 07 HH 61 g1 ATgy|

M 7/15
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182 U® HHAR Y 396 IruF @ Wiefd W Hrige fear 9l g, 39
AT P} oaftl & GARIRG F1 F ale, IS B3 81, ITD Td H SH
3T FEt & Th B0 DI SrgHfd < ST

183 SHaR o Sffaffar & Tiiu 8, 39 Herex a9 & QR dad Jai-gid &
Ty 3iffa Fet Addlaur & fore ur g

184  Sfffd GE AHCIHIUN BT 1Y, BIeTifch, UaieA & Gd SrgHIG & forT Ut
B a1 Ble a1d HHAR & g Iuasy 781 &

185  3fffd IS THCIIRU BT AH SRS BRIdT6! B HRU al Dl
Tt Pt fRufd & Juetsy 8! ghm|

186 g2l Wipd B & AU Wem MRIGRT §RT SHAR] &1 IHH! Jal B A
fem & arftfa get ofik 31ef aa get & fat &t dom & for Wierd et
I P IR THH Adha AR Wa: YaH H-! diey orgH sfeddd
a1 300 fe1 BT R 1 3refaa get gew ifdfa srasmr & o 1 gfd & fog
oRkafda =gt @t STwt| graifes, dd9 a1 fdds gl & e ¢ Toe
YHGE I 1 3HIaH gel + WHrd Hgs Wl & e Wi gt da-
& SRR g

» feuquft: SRl B Thdieu Bt f[afd R T M a1d 399 (Jd da- + HEE
Yl & SR ST Gel ADGIHIu i A & S|

19. UARH & d8d THdIHu (ASIT IaTHH YRS HHATdl & Q) |

19.1 Tl & d8d Tdhcie’u &l fAH AFg 9iYd & U9 IS

g @T¥.)/3M8 3R /5/3/2011 (G/T%)/2138, [ 13.07.2015 & AR
fafafiyd favan Sram | (srgawes- )

20. foiw il g8t

201 W AN H - g 1 P &R W URffd / Jadn v Hearl gR
SIS gAMHE H U o & [N T daier 9y H $ifidan 30 Al d&
@1 AR B 3R W 3TASH & GRA THR U J °9rgd 19 a1 SRyara J
Yol 811 aret Raare! &1 off Wa el & forg Werd FHask oy & ga

30 f&f ot sifpdn Tdar &t o1 Ihat B
v =Y
9 ZEA Frlietdls
ST X _ 29)%-

/g/ggllm/ 75 8/15




202  Wivgpfde Tfafafedi # -
(i) RIS HRCAT a1 ITD! 3R T AT iRy W76 gRT i
Il HHANAT & AU T Haisr oy # 30 1 &) gy 9 & s,
e icap
(i) HRA WWPR/MRPR gRI UEifd el a1 IR1ef iR G9a+l o)
WHR gRI - w0 ¥ F1fd § ik R ¥ yafd ggrd urd axa
8, GRT AT &=, KT a7 SIRIFT TR R T 3R 7g= wfkfa
H YT o7 T SHAIRAl & 1T T Faiex a¥ § sifiean 15 el &

fore wierf g1
203  ORaR O 8q -
(h) 3§§39TfﬂTﬂ:

() oY AHae! TRRH & U sif¥ean uid (5) o feaq Werd g1 afe
9% Ugdll IR I fAwerdl & BRUI Gl IR S AR I Tordl §,
ferforea THTOT U3 TR = IR 39 =1 Ui (5) w1 e Wi g1

(i) GG SHORRE & forg siftieay 21 f&1

(iii) SHfYPHaH dH (3) PN fGay Il IUD! Tell egagerdl, AURG a1
SfRifaeHl SRR I 81 Gel 3I [AfY TREH &t fafy & &g
g

@) Ad IR

() cISFEH/AURSH & e fYead <9 (10) F1 fiaw Wierd §1 afg
J UgTH IR 3B B & HRU GERT IR TR HRaAd! g, af gasl
IR 3MYHdH 39 (10) HH feaq Wier il

(i) T & Fafecita TaTE & a1g AT STIRRA & g siftiead g4
(10) P feay Wil g1 afg Aga Fet BT arH IS11 Sl § < I8
i g1 g

(iii) STSTHTSY/3MES! wfiyeH/g: At & &9 T (01) e Wi |

(iv) SpTTaSoR= & TR & o ifiear s (21) 7 Wier g

(v) Ofge HHARt & 9fd gRT A9eEl HRRE & 37 & o wb f&H(01)
@I el WHH g

4 /
%ﬁfﬂ’ﬁ‘ aﬂ?
EIcy

3511’—%\’:’\7 U g5 9/15
= 7 %[0@/%/




(vi) Ifc Jafid HIR) B TRYA & d1g P Slicadisdi & BRI SRUAT
F vl fear S & @ 39 oafy & fow ggl sery/sifaRed favy
TH DB Fel ¢d It |

204 UPpfdd 3MUC/Ee-3ma dHrafad ¥ 1 fhd @ RFl W WwA a1
HHAGl & IR MBS Get UaH B ol Fobdll 8, 9d d Ul
uerstl, dg 3nfe § I I B AR & HRU Hfed d
UG 89 § 3rgmef 38d §1 A SufRUf SraRiy a1 eRAT & HRUT g ot
A o @ srafag ot g W @F R fomn fady sref@e gel &t o
Jaha gl

205 HAd UK 08 dab] I YddaH dHRA & fod [aRy sTehieys ggl, bad
It o1 & fore & s At |

206 3 FAG/AIHGHT/RT AU & IugAmEl & SR, fardt FHafas &
T gderdl & U § AHifed HHARY, dfe e srafag fed s
fafem &3 & 8, oA 8 fafed &3 ¥ g & a9 e fdq & faviy
3T RP THTY b gheR 8, i afe 39 faA 3% Hrafey s et g
& ) 3 30 HATIPBR BT YA B b |

21. Jai-gfy gd g8t

211 {5 et &1 g Widhd A 7q Jel TSR gRT 39 <7 $fold
Je!l B A1 ad ol 300 & A it 9 81 & Wy 37 iedda gal B
Jartaf gd ggl & ¥ U § a9 Bt srgufa, 39 Id & el <t o wahdt B,
for Ul get Farfghy &t fafy 9 & o 81 aur sud arghy fafy
RIIECET

22. AT ¥ Yo & UMHA § gel da- & SRIER A6e
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23. 419 oW g1 @) fRUfA # gt a9 & wRIaR T

231 TP HHAR O U Fafdbe Tt g 31 ot Ja1 & forg gt ave @
3R WA FU 9 e DT fhar S 8, a1 I s 8 B aRig Bl
el & & fow gem uiier g1, 3 oiR wlerd srasrw & Tey & get
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25. Qet dad &1 3Bm
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27. fuqeaggt

27.1

27.2

27.3

Ty HHAR! B ! & I 1 Sifad a1 §, SUD! Ud! P JHaDTe b
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a1 g 3afy § Had &l IR 51 Gel Wipd DI SIE |

28. AHUYq §é|

28.1

28.2

28.3

28.4

28.5

28.6
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287  HRA & S8R fo1U T 3100 el R HHAR! BT 3T - &b SRI6R 3ahI
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YT 3IR e Yl Wb g |

29. 3OYT PEI UT AT |/ Yd WI-UA 3(dl ATy & UIsushd &Y g1 7
B
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U3 ST ¢ 3Yal 4aT § Ja1qd gidl § a1 SISt R e $ 03 I8 & GRM
a1 ¥ -G A § A JAG S A S B A § W
T & UTGshH Bl IR A H [Iwa 38T 8 3R 37 T YA U TR
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31. qBIad SigAl
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32. ufafgfe, fadwr amn & fore gzt

321 faew gmn 2R feur 9fed SR T [ADH DI BISHR) 6l
yfafrafed &t s@afi sme (08) G ¥ F1 8, HHAR! B ifUHIH TR (04
fa) & U YRd & 18X & U s/aerw faar 51 wdar g1 33 el 9
31 & ufrer afgd facw & iR aE/aR & &y T 50 Ufd=d
YR & SIEY MBI BI W 9 Wit HRT P S8 GBI & R,
¥¢ gfeal "wfaR iR Mfaare snfe &1 gd-fufia / v 819 &1 srgafd
A Todl 8, 39 9d & e fF gled Yo / ufa-fad v snfe &
T O B stfafed facia Mfgard e 98t 51

322 ufafged / sifteiieal & wfafAfd aoea qury a1 IR sl i fagw
el 8d YRA 918Y AP HI fad HAG gRI feAlb 26.10.2016
(ITUD- °) DI IR BTy FU4 & IR AT fear S 96
3T HRA S8 aHI ¥ JafAd =7 fFgw vd ord Tdiuassed
FETag e e - @), ¥y 4/12/1355, f&id 01.06.2018
(3ITUH- 8) T FHratad e I g, /fafdy 4/12/4440, feAiw
05.11.2019 (3HITH®-d) & IR AT B S|

.

/ %?

d%ﬁjﬂ S

O Salehr
sl W@?/oqw -

g5 14/15




33. SRS U4 HXNYF

331 gl 3 Fodl 3 AR & IR T DI og S@d gial § a1 3 e &
dgd afeferd et e S 8, sreqer auT wey e get Hamad &
Wﬁm@ﬁaﬁ%@ﬁa@:ﬁmmﬁ%iﬁzaﬂ

TIGRY §i |
332 U ToUuHEtSSea gel fAammadt -2022 & feddt of urgu & d=iem
g7 RN B BT SR R 3@l g
4
O kkhkhkkok Cﬁ(ﬁ:_(i% %S‘
37 Z3y }1?%(4%/0 S o7 v

755 15/15




1.

1.1
1.2

1.3

1.4

2.1

2.2

2.3

2.4

2.5

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.
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2.6 “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).

2.7 “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).

3. EFFECT OF RESIGNATION ON LEAVE AT CREDIT

3.1 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.

4. EAVE IS NOT A MATTER OF RIGHT

4.1 Leave cannot be claimed as a matter of right.

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

4.3 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.

/
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5. COMMUTATION OF ONE KIND OF LEAVE INTO

ANOTHER

5k 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. OMBINATION OF DIFFERENT KIND OF LEAVE

b 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

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

/
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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.

.JJ
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11. RETURN FROM LEAVE

1.1

11.2

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.

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

580

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.

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

13. CASUAL LEAVE

13.1

13.2

13.3

13.4

135

13.6

137

12 days Casual Leave is admissible in a calendar year.

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

It cannot be combined with the joining time.

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

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

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

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

R
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13.8

13.9

13.10

13.11

13.12

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

Iy M
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14.2

14.3

14.4

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

154

15.2

15.3

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.

15.4 There is no limit on accumulation of HPL.
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15.5 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 Commuted leave not exceeding half amount of half pay leave
due can be granted on medical certificate.

16.2 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.

(©) 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.

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

17. LEAVE UNDER SPECIAL CIRCUMSTANCES

17.1 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.

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

17.3 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

17.7

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

18.1

18.2

18.3

18.4

18.5

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

1904

drawing CDA Pay-scales).

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

20.2

20.3

(a)

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.

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.

For Family Planning-

Male employee:

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

it
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(b)

20.4

(if)

(iii)

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.

Maximum of 21 days for undergoing recanalization
operation.

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

Female employee:

(1)

(if)

(iii)

(iv)

(V)

(vi)

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.

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

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

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

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

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

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

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

20.6 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

21.1 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.

N CASE OF

23. CASH EQUIVALENT OF LEAVE SALARY
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.

kY
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26.6

Unmarried female employees also eligible for maternity leave.

27.PATERNITY LEAVE

27.1

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
senvice.

28.STUDY LEAVE

28.1

28.2

28.3

28.4

AoV

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.
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28.5 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.

28.6 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.

28.7 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:

(i) 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;

L.
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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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SPMCIL LEAVE RULES - 2022

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.
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Security Printing and Minting Corporation of India Limited
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(Wholly owned by Government of India)
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IRTFH/CIRCULAR

R¥a/Subject : TANTAMITETS Farr Z@HE T ATA/SPMCIL Child Care Leave Policy

ﬁaerasmga#m18.03.2019ﬁ§aﬁ863mﬁmﬁm3ﬁ1m
FUfFFeRoT & 3UE & F9 F THAUASNETS & FHORA & U daw wae g A @
FraifEad #ter &1 AR R g

The Board of Directors in its 86" Meeting held on 18.03.2019 has approved implementation of
Child Care Leave Policy to the employees of SPMCIL as a measure of employee welfare and Women
empowerment.

2. THRTANHETS FART S@HTS PgT Al Teawlel THT § W] I & AT Fowat )

The Child Care Leave Policy of SPMCIL is attached for implementation with immediate effect.

3. A 2@ Pe) AT & Y A & AT 39 ey F gEgllar vt & wHer dfed
S off FEetaemRE SRS 1 ff4 o arw aer gl

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.

’ mm“%

YT HETHSYH/Add]. GM (HR)

wfafaf@/Copy to:-
i, 37TET AU v R & Frarerd/ CMD Office
i, PRUE (%) ¥ 3. FAUHE TEed/ REUF (FIH) F Frres s fagsfEed) &
T Teras/ AT GasdT HAw & HRues TeTae /St E.A. to D(T)/ EA. to D(HR)/
SA to Director(Finance)/ E.A. to CVQO
il TSl FETTEeh- CHaTe/FEOTerd/FETS HRWTAT/ HAaT e e &/ grer Rerady
Fg/All General Managers-Mints/Presses/Paper Mill/R&D Centre/Data Recovery
Centre(DRC)
v,  3O-FRTIEE T E/faa.vd @, A9 FratEa/AGM(HR/F&A) Corporate Office
v. 39 g (FELE/G /3T FET Fahal JAFR/DGM(HR)/Dy. CVO/DGM(IT)
vi. HIEI BI3d/Master file.
vii.  gIeAT d€/Notice Board

0112370122526 WSiega ehraferd: 169 mfor, Samet samR wad, S, 7§ fee- 110001 B9 / Fay : 011-23701223

011-23701141-42 Regd. Office: 16th Floor, Jawahar Vyapar Bhawan, Janpath, New Delhi - 110001 E-mail : info@spmeil.com
CIN : U22213DL2006G01144763
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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

(1) 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 |*
new joinees.

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

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

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

employee.

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 employees 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. CCL shall not be admissible if the child is 18 years or more.

c. For mother of 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 spell.

e. CCL shall not be granted tor 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.

f.  There should be a minimum gap of 2 months in between any two consecutive spells
of Child care Leave.

g CCL may be combined with leave of any kind due and admissible including
Maternity Leave except Casual Leave.

h. Intervening Saturdays, Sundays, holidays falling during the period of CCL shall be
treated as part of CCL.
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4. Entitlemnent 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 leave, 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 earning EL, CL. and HPL.

j-  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 employee and Company’s contribution to
EPF/superannuation benefits shall continue.

4

-

5. Increment during the period of CCL: In case date of increment ie. 1 July, falls
during the period of CCl., 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 Earned 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 initiated.
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8. Competent Authority : The leave sanctioning authority for Child Care leave in units
will be the concerned GM , and conceimed 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
Employee 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.

11.  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
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, In case of any concern arising out of implementation of Child Care Leave 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 modify the Policy vests with the Board of Directors of SPMCIL.

3N
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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 €Corporation of Inds
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(TRE AR & P i)
Miniratna Category-1, CPSE
(Wholly owned by Government of India)

No.CHO(HR)/Policy/27/11/2012/3 6\ %+ 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 §uffer from disability on account of accident at the work

place to 0 enable them to recover from the injury suffered during the course of
employment on the following terms and conditions:-

§Y) 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. ’V B

(i)  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 N

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

“‘-’q@/
)y
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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 incentive during the
period of Special Leave.

Yours faithfully,

(B.J. Gupta)
DGM (IR)
Copy to:-
1. OSD to CMD
EA to Director (HR)/ EA to Director (Tech.)/ EA to CVO
GM (IT)/Addl. GM (F&A)
All DGMs of Corporate Office
Master Folder

G LN
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y Security Printing and Minting Corporation of India Limited
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Miniratna Category-I, CPSE
(Wholly owned by Government of India)

- No.CHO(HR)/IR/5/3/2011(P/f)/213 3 | 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/£)/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.

o 3. In this connection, Government of India instructions against misuse of LTC
i; 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,

(BJ. é}%ﬁ)"
. Addl. GM (HR)
Copy to:-
() OSDtoCMD
(i)  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

o 0112370122526 yoitga srfea: 168 4R, SRR R w99, 999y, T8 Rl 110001 Baw/Fax : 011-23701223
01143582200  Regd. Office: 16th Floor, Jawahar Vyapar Bhawan, Janpath, New Delhi - 110001 E-mail: spmcil@rediffmail.com
CIN : U22213DL2006GO1144763
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No. 18036/2/2016-E 1V
Government of India
Ministry of Finance
E .1V Section
North Block, New Delhi
Dated: 26" October, 2016
OFFICE MEMORANDUM

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

The undersigned is directed to refer to this Department's O.M. No.19036/7/75-E-IV
(B) dated 05.08.1976 on the subject mentioned above. As per Para 11 of the said O.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 " Subsequently, it was clarified vide this Department's O.M.
No.19036/2/2008-E-1V dated 04.07.2008 that "during such 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'"

2. References are being received in this Department seeking clarification on
applicability of Department of Personnel & Training instructions issued vide letter No.
11019/06/2001-AlS-Ill dated 05.12.2007 regarding “Delegation of Powers to the State
Governments and Ministries/Depariments 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 visits 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 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
invoived.

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

in Para 3 above. ! .

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

All Ministries/ Departments of Government of (ndia.

Copy to: NIC for uploading on Official Website of Department of Expenditure.
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D 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 regarding official foreign visit and Ex-India leave.

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 visi%s (on duty-attending conference/seminars/
training/inspection, etc.) or ex-India Ieavg 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 record 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 admissible
(Casual Leave, earned leave, 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.

(ii) 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
above 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 E-3 level working in the Units,
GM of the concerned Unit shall be the sanctiofing authority.

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

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

This issues with the approval of the Competent Authority.

)
(B.J.waﬁpta)

Addl. General Manager (HR)
Copy to:

i, 0SDtoCMD
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-Corporate 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

¢} Designation

d) Grade pay / level

e} Place of posting

4
f} Passport No.

i

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

Proposing 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
d} Grade pay / ievel »
e) Place of posting I
f) Passport No.
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 be visited lodging, visa,
misc. etc.)
1 2 3 q 5 6 7

Self
Spouse
Children

h) In case 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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Security Printing and Minting Corporation of India Limited
friiRe o, indiowd
(YRG WeR & Ul wfiwas=)
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 detsiled 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 all foreign visits
including Pre-dispatch Inspection.

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

iii. 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,
(B.}. Gupta)
Addl. General Manager (HR)
Copy to:

.  Office of CMD
. S EAto DT/EA to DHR/SA to DE/EA to CVO
. AGM(F)
iv.  DGM(HR}/DGM(TT)
v.  Company Secretary
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