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SPMCIL LEAVE RULES - 2022

1.

1.1
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2.1
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2.3

2.4

2.5

RT TITL CEMENT

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 MNo. 7.6(c}(iil} 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 earmed 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 I|eave granted on medical
certificate on full pay. For every commuted leave, two half
pay leaves shall be debited from the employees |eave
account.

"Extra-Ordinary Leave” (EQOL) 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.

ey Ko
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SPMCIL LEAVE RULES - 2022

2.6 "Child Care Leave" means leave granted to women employees
on the regular rolls of the Corporation in terms with SPMCIL
Circular MNo. : CHO(HR)/Policy/27/30/2019/7824, dated
29.03.2019 (Annexure —-A).

. “Special Leave for Accident while on duty™ means [eave
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 f 27 / 11 / 2012 / 3617, dated
12.09.2014 {(Annexure- B).

3. EFFECT N LEAVE AT CREDIT

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

4. LEAVE 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 guitting service.
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5. COMMUTATION OF ONE KIND OF LEAVE INTO
ANOTHER

o | At the request of the employee, the autharity 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.
[Frovided that no such reguest 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 commutaticn 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. D OF LEAVE
6.1 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

F | No employee shall be granted |leave of any kind for a
continuous period exceeding five yvears.
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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
uUnfit 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 aliowed 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 s0
certified shall be treated as the part of the leave.
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11. RETUR E

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 pericd 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.
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SPMCIL LEAVE RULES - 2022

13.8 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.

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

13.10 LTC can be availed during Casual Leave.

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

13.12 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 reqgular leave,

13.13 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 afterncon 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 employea 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
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proportionately at the rate of 2': days per completed calendar
month.

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

14.3  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 haif- 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,

14.4 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 Earmed Leave.

15. HALF PAY LEAVE

15.1 Calculated at 20 days at each completed year of service,
Service

15.2 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 lanuary 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.

15.3 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.

(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.

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 “Leawve 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
an its expiry.
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17:4

1/.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 conseguent 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 |eave
account has been liquidated, or until the lapse of period of
three years, whichever is late.

In case an employee whe 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 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
mare than 40 days, subject to the balance at credit should be
not less than 30 days after encashment.

18.2 An employee who s 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.

18.3 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,

18.4  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.

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

18.6 The Authority Competent to sanction Ieave should
automatically grant lump sum cash equivalent of leave salary
admissible for the number of days of 2arned leave and half
pay leave at the credit of the employee on the last days of his
service, subject to owverall 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.

*= Note :  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 aone
calendar year.

(b)Y 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

[Qt%‘ﬁ%f} grn— 4..-3.'“'r Page 11 of 18




SPMCIL LEAVE RULES - 2022

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.

(iiy Maximum of 21 days for undergoing recanalization
aperation,

(i)  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:

(i3 Maximum of ten (10) working days admissible for
Tubectomy,/ Laprascopy. 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,

(i) Maximum of ten (10) working days admissible for
Salpingectomy operation after Medical Termination of
Pregnancy (MTP). Mot admissible if maternity leave is
availed.

(iily Admissible for one (01) day on the day of IUCD/ TUD
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 cperation 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

Wy .
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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.

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 IeamEE salary in 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 beyand 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 entitied to
leave salary equal to the pay drawn Immediately before
proceading 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
calary upto a month's pay allowances admissible on that leave
calary subject to deductions on account of Income Tax,
Provident Fund, House Rent, Recovery of Advance, etc,

26. MATERNITY LEAVE

26.1 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.

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

26.3 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
abaortion on production of medical certificate.

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

26.5  Maternity leave shall not be debited against the leave account.
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26.6 Unmarried female employees also eligible for maternity leave.

27.PATERNITY LEAVE

27.1 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.

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

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

28.5TUDY LEAVE

28.1 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.

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

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

28.4 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 thie expiry of the leave.

' W
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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
Autharity 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 falled to complete the
course of study;

| v S
%ﬁf—-— % Page 16 0f 18
o8| 1> ™




SPMCIL LEAVE RULES - 2022

{ii) 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, elther 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

30.1  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 Joining Time permissible
Headquarter
Same Station 01 day
1000 Km or less 10 days
More than 1000 Km upto 2000 12 days

31.LEAVING HEADOQUARTER 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 aiready 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 (0B)
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 shail 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.

EE SRS E RS s
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Security Printing and Minting Corporation of India Limd fed
fediee Svi], difay
(AT AR @ P e

Miniritna Category-[, CPSE
(Whaolky owned by Lrovertimeni of India)

Mo CHOHE Polioy 2711201 215 6% rabe: 12.09.2]4

Ta
Al General Managees,
Minks, Prasses & Paper Mill

Sub: Guidelines‘for granting Special Leave far Aecident while an duty to the
~ emplovees.

Sir,

Subsequent o the notification of SPMCIL Leave Fules, 2012 vide Corporate
CMfice letter NoZHO(HE R Policy/27/11/2012/6270 dated 13.12.2012, references have
Depn received from the Uniks seeking clarificalion regarding sanction of leave bo the
employees who megt with accidents while on dure. On consideraion of the
proposals received from the Units in this regard, the Competent Authority has
decided to authurize the General Managers W sanction Special Leave to the
workmen/employees who suffer from digability on account of accident at the work
place t0 cnable them to recover from the injury suffered during the course of
eraploymnent on the folloswing erms and conditions:-

(i}  Such leave shall be granted on the basis of a cergificate of an Company’s
DoctoriCivil Surgeon and the leave shall in na case excead a petiod of 90
days. B

{ii¥  The leave is nol debitable to the Leave Account of the employer and may
Lo combined with any other kind of leave except Causal Leave.

{iii} Leave shall be aliowed with full wagesisalary proraded such disabality
leave shall not be granted in respect of any injury, not resulting in death,
cansed 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 '

Bl the willtul disobedienoe of the cmployee 10 an order expressiy given,
or to a tule expresuly framed, for the purpose of securing the safety of
employees; or

i

/"f
g PLL-23701135-34 168l was, wETER @O Ve T, T el . B Fa - 00 1-23 701220
(LE4I3H220M4) 16tk Floor. Jawahir Veapar Bhawan, Janpah, Sew Lebbg - 11000 -l ; spmaslmreddfmincem



¢ the witllul remwval or disregard by the erpltoyee of any safety guard
or other deviee which he knew to have been provided for the purpose
of cecuring the vafeby of employees.

(v} Mo addibonal 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 payabile,

ivI  The employee shall not be entitled to OTA and inceabve during the

poricd of Special Leave.
Yours faithfully,
(B.[]. Gupta)
DGM (IR)
Copy bi-
I. OS50 o ChDy

2. EA to Director (TIRY EA & Direckor (Tech)) TA o OV
GM{IT) Add] GM (FéA)

AllDCGMs of Corporate Office

Master Tolder

ok L
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Security Printing and Minting Corporatien of India Limited

forfree Sofl1, drdioy
(ara W % gol wifvmia)
Miniratna Category-I, CPSE
{Whelly owued by Government of Iodia)

- Mo CHOUHRMWIR/ S 32011 (P 21 3% Date: 13.07:H15
Ta
All Gereral Managers,
Mints, Presses & Paper Mill

Sub: Misuse of Leave Travel Concession {LTC) = Covt. of India instructons.
Gir.

Please refer to the Corporate Office letter No CHOUHR YIRS/ 3 201 1{PAW1795
dated 03.062015 lorwarding inter-alia the clarifications issued by DoP&T vide OM
Mo 11020/ 1/2014-E=et.{ ALY on various issues. It s stabed therein that the
Gowernment servants enbitled to avail LTC may encash earned Teave upto 10 days at
the timme of availing LTC.

2. It is clarified that such instruchions are applicable to those employees ol
SPMCIL who are drawing pay under CDA Fabten of May Scates and. are also
poverned by {55 {Leave)l Rules, 1972 (Government Crptees). The emplovees of
SPMIL who are govermed by SPMCIL Leave Rules, 2012 are entitled 1o encaslunent
of leave once in a calendar year to the exbent of 50% of the balance at the cradit under
Rule 15 thereof. They are not entitled to encashment of leave for additional 10 days
while availing LTC ower and abowve 50% of the balance at the credit once in a calendarc
year.

3 In this connection, Govemment of India instuctions against misuse of LTC
contained in DoP&T OM No31011/32014-Est{A-IV) dared 26022014 as circulated
vide Corporate Office letter NoCHOHRWADmn 269075027 dated 13112014
should be followed scrupulously and eequisite checks should be exercased b guard
against nuisuse of the facility:

Yours faithfully,

{B.J. G
Add: GM {HE)
LCopy to:-
iy O50 10 CMD
(ii}  EA to Director (HEWS5:. EA to Dircctor (Tech /EA to VO
(i)  GM(IT}
S vy Addl GMs of the Corporate Office
(v}  DGM (Print)
(vi)  MNotice Board

o M1-23701225-26 T e 168 sifoA, AT s e, orvmn, o B 000000 o Fan 01123701223
01193582200 Regd. Office: 16(h Floor, Jawehar Yyapar Bhevan, Janpath, New Delksi - 110001 B-mail speneilillrediflmail.cam
CIH ;D222 13D 20060 447151



Hdeda-F !/ ANNEXUEL.D

Ha ASCAGR P 6E 1Y
Svemment ol A
bAirusiry of Fimanog
E 1Y Sechon
Marih Block, Mew Delhi
Crated 26" Qctaber, 2016
DFFIEE MEMORANDUM

Subect.  DeputanonCuegalicrs abroad of O mals aac /o0 nen-OMcal sponsored by
Growernment of Ind@ - ex-India 12ave - regarding

The undersgred 5 diraclad fa refer 1o 1ws Depatmenls <M Na 19038 FFS-E-1W
{B) dated 05 OB 15974 or the subpect mentioned above Ad per Para 11 of the said QLM "An
affiger may. aubject 1o the edgances of publc serace ba grarted l2ave wh le abvoad for the
penod ngl exceeding G00% of the actual ponad of Lthe duty abrgad (excirding the transit bme
fram India to the courdry of depurtaion and back ard enforced halt or 3 forfnight, whichever
15 lBsc. for perscna reasona | Subsedeently 1 was clanfied wide this Deparnen's O M
Mo 18I302/2008-& -1 daled J4 07 2908 thas dunng sacn ex-Inda leave the closen holidays
"Saturday and Sunday elc ey be alowed 10 be pre-lisedd suffixec as the case may ba.
sLByact ta tha sonaibion that no extra financial implcations ke pagment of hotel sharges! pe
deeem allowarce et are nvolved”

2 Falarésces are being recaved 0 s Depadment seeking  clanficabon o
applicabibly o Deparfmenl of Persocnnel & Trawing instructions issued wide efier Mo
T DIRDEZ001-ALS- 1l dated 05 12 2007 reaarding  Dhelegation of Powers 10 the State
Cigeemments and Mirisines' Depatmeris af the Goyernment of [nha in cases of Members
af Al' India Serv.ces praceeding abroad on ex-'ndia leave lexcluding Study Leave]” whargen
s provided thal o case of cficial wists of a daratign less than & gays the Imt of S0%
rrdy B relaxed gnd ex-Indid leavo uple a rogarmon 4 days may be granted

3. The maller has beet consdersd ¢ She Depariment of Expandduse and & has been
decded hat in case of  effical weib! faur abvead [ncluding traming and excioding Study
Leave) where the pariod ol depuiation is less than e.ght [08] days. the Sovernmant Official
may be granted ex-India leave for & manrmum perigd of four (04 days]  In respect of pfficial
visil! tou- abroad irclud.ng raiming for mefe than eghl days the I'mdd of 50% ex-ind Bave
will cantinue Cunng ex-Ind a leave the closed Foidays Saturday and Surpay™ et may
bz allpwed 10 be pre-fied ¢ suMiken as the case may be subped to tke condilion that o
exi@ narcial 'mphcaliong ke saymaent of bolal ckagasd per-dem alowance el are
wvgluag.

4 Fara 11 of this Oepartments O M No 190367 /73-FAY (8 dated 95 08 1976 and
O R Ne 19035272008 F 1Y datea 04 07 200F will stard modihed o the exlent EWH1IWN
in Para 3 abowe J_Id__wﬁ'; pail

N rmala Dew)
Depuly Secratary 10 the Governmert ol India
Telgfax 23093276

All Mimstres! Dapariments o' Gave-nmeanl ol India

Cop 10. NIC for uploading aon Qificial Website of Depatmen af Exparditure
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HIXA Hiﬁ'ﬂia H=0 91 s e fafies
Securies Printing and Minting Corporation of India ELimited
rfter A1, dnfoos
(e oEr & yob sqfieEmE)

Siniratna Calveenrv ], CPSE
{Whally owned by Gavermment of Tindia)

No CHOTHRY Legalsds1 2/ 1355 Cated: 01.05.2018
E ORDER
Sub: Instructipns regarding officie] forcign visit and Ex-India leavs.

Ir has been decided [o streamling Lhe systemn of official foreign vislt and availrmg of
£x-lndia leave during the official forgign visit or on a parsanal visice. Accordingly, the
follew:rg guicelines are cdmuelated for yniform compllance dy CHO & all the Linits:

1. Al the proposals of fore-qr vlsls [an duty-attenditng conference/seminzars/
trainingfinspection, efc.] or ex-Inda eawe in comtinuatier to the foreign visit will be
roubed thraugh HR Department befare forwarding & e (e Competent Authority for
approval. HRICHO) will maintain a secerd In SAR {itemized-(a) t¢ b2 entered in individual
O to update relewant  head-traniag ard  development,  visits  abroad;
(B] confercncefseminar wise data mamntenznee]. While sybrritting the proposal for
Foreiga official visit of Executives [ arfer employees, the details of the previous foreign
Cravals undercaken o oMClgl aoCount during the lastk four years shoglg be submitheg as
per the proforma enclesed as ANReXUra-A.

2. Friar Vigilance Clearance must he ahtaned for any official duty abroad or ax-Inda
leed e,
3. In case ol prapasals emanating fram the Uk, the Unic HR head will take

necessany 2cbion, tefare tne praposal -5 fargarded to CHO

4. In cuse Of BEx-Tndiz lowaws F1- salf or spauzefchildren accompanying the OFicizl on
official vizik or ex-India lwave, pror pEHMISSisn nesds ta be obtained; and declaration amd
the scurce of funding for selffspouse/Childiens air fare/Eaarding/lsdging may also be
sent for priar approval of the Competent Autharity, The relevant format is atkached a<
Annexure-B for sulmvission of the details,

5 {uring £x-India leave in Case of duty abroad. the closad hol days “Saturday snd
Sunday” £fc. may he allgwed to be are-fised/sufixed as the fase may be, subject bo Lhe
condtion that ng extra fingncial implications li<e payment of hatel charges per-digm
allowance etc. are nvalved.

3 ) In case of Ex-tndla leave for private wislt abroad, which are purely personal
without any sponsorship and not dinked o any afficial visit, leave as due angd admissible
{Casuval _cave, sarned teave, half-pay [2ave, leave an medical grounds, extra-ordinary
Ieave ele, ) can be consldered for sanction, subiect to exlgency of warlk,

[t

- - —— o ke Bl
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-

7. In caze of Ex-IAadia leave in continaation of afficial wisit or our aboard,

(1) Ex-India leave nob exceeding 50Wc of the actual perlod of duty abroag
texcluding trapsit Ume and enforced halth or a fortnight whichewver is less,
prowided that the total period abroad does nat ewcsad three weeks (indliditg
trawvel time)], can be censidered for 2anctian, subjact ta sxigendy of work.

iy [N case of offic:al wisits of doraticn ol 1ess rhan B days, the limit of 50%
may be relaxed and ox-India feave dp 1o 8 nazimum of 4 davs mav be granted,

B. Al the officszl foreign visits or cx-India leave in continuat:or 1o the foreign visit cn
duty, irrespeckive af the level, shall be approved By G

g, The ex-lnda leave for privata visit abiroad for purely personat regson for E-4 and
abowe level Executlves shail be apaoved by CHME. For Executives of the Corporate Ofice
from £-1 o E-4, Superviso~s and ofice saff shall be approved by the conoermed
Pirectar. Ir case af non-Executives and Executives up ko E-2 level working in the Uinits,
GM oo the concermed Unlt shall be the sancoiorming autharity,

10, Request of employees For Zx-India l#evedprivate visit abroad should be deall with
expeditigusly. Jt may ke ensared that the dedsions are conveyed 5o the employees
within bwo weeks of receipt of comiplete appflcatlon to the compelont Autberity.

11.  This sepersedes a'l exsting guidelines issued gn the subjedt of foregn wisl.

This issues with the approval of the Compatent Authority,

X
B ..T.ﬂa:p':a]

&ddl, General Manager (HR]

Copy !
i 050 to CMD
i.  &5r. BEAL o Directar (Tech )/EA Ta Dirgckor {HREMNS.A, to Direttar (Finance)/E.A.
o WD
ji. Al Genera Managers- MintsPresses/Paper MillfCorporate Office

iv.  AlbAgdl, GMs, SPRCL-Corparats OFee,
v. ompany Secratary

wi.  Notler Board

wii. Hindi wersipon folfgws



AMKNESLUARE - A

SECURITY PRINTING AND MINTING CORPORATION DF INDIA LIMITED

al Mame ofthe Employee
b] S&FID

t] Degignatiaon

d] Grade pay /f lewvel

e} Place of posting

fi Pagsport No.

T

g] Detalls of previous official Toreign visits, o undernaken by the emphenyee during last Mg yomry

Periad of :.tann,r In abroad

From | Ta
: e - E

Name of foregn
countries visited l

Purposg

At riarks

Flgnatue ol the
Fioposing Authority



ANMNEXLIRE - B

SECURITY PRINTING AND MINTING CORPORATION OF INDIA LIMITED

PROFORMA FOR PRICK PERMISSION FOR EX-IKDIA LEAVE / SPQUSE { CHILOREN

ACCOMPANYING ON DFFICIAL WiSIT

a] Howmee of the Employes
b] SAFID
el Dmsignatien
d) Grade pay § leval +
e} Plaee of pasoing -
] Passporct Moo
gl Detalk of private forelgn trawels o e undertaken
' Ferizd nl;t_af in | Hame of Furpose
| abroad fareign
! | I UrmariLres B |
"fram - To be wisited
T T
- ! ,
- U RS
Spauie | : '
" Chikdren
L i ol .

T Estimated

Expreriditorre
(travol, board
IrdgIng, viza,

mist. el

touree of | Hemarks |
Frunetils

hl Incase of stay f travel arrangament made by relative abroad, the written decleration from the

iume iz toe be enchosed, with prook of demlcile,

Cated:

Lignature of Employee
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Security Printing and Minting Corperation of [ndia Limited
Frite= A, ¥ifigad LA
(v wver @ Oof rframie) RLAATR
Miniratna Cateperyd, CPSE
(Whoily owned by Governmeri of India)

No. CHO[HR) Lepeis 47 12/ 44440 Date: 5.11.20019
Tu

The General Managers
Marts [ esses and Faper Mil:

Sub:  Instructions regarding officlai foreign visir.
ir.

Corparate . lfice has  issueed defaled  guedelines wide etier N,
CHOUIR) fLegal /4 /1201300 dated 01 Bn 2008 eemarehing forel@n v In this regard, the

follewsng clarifieations arg wssued o the Lnits for comphiance before sending the propasal to
the Corporate TR lor alficial loreigs viset tor Poedispatch Dspecann, Trasmeg et

i The compiete proposal shouk be sent te Lhe forporatc IR B &l Woroipn visits
including Pre-dispazch inspectian.

ii.  Thelfnit should dovward Medicad Fetness Certificate issued by the Company's Dogkar o
the authorized medical practitioner,

iii.  The wark order for the parckzse of material including Pre-dispatch Inspectien
scheduled should be sent aloag with the progasal.

I Al commesaczginns rarhe Emmbaagsy fog aotdonng the VIS8 shoyld b [ssued by tha HE
Mepartesent, by an (¥ icoer seho es doly suthorsed toissus such leners

a In order oo pedg the precess frer abtanog the approvad Ffhe Competene Authority
I the foreign visic, the Units ace reguesied to ensore that e compleie proposal alehg wich
the Vigilange Claarance and other documunts as stipoAted i ocor carlier puidelines dated
M0 201R and as breught cut above shaoald e sent well belooe time 50 as ta zvoid wndue

delay.
Tanirs Fakhfully,
ﬁ'«nﬁi
(FRE G pa)
Addl. General Manager [HR)

Copy En:
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