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Sub]ect Gu1delmes for forwardmg of appllcatlons for employment out31de of
SPMCIL ‘ ; ‘
Dea_r Sir, ! 1.

L Lt has been oloselved that the applications of the employees reoewed from the
units by Corporate Head Office for emplovment outside of SPMCIL are not complete
in some respect and also in some cases apphcants 'do not fulfill the eligibility criteria
for the post 'applied for. Even, the applications of employees who are under
probatlon are being forwarded to Corporate Offi¢e for consideration. In order to
remove any amblgrulty in this regard : and to ensure cons1stency and uniformity in
the matter acrosslsPMCIL the guldelmes have been! framed and’ approved by the
Lompetent authol 1ty foriforwar dmg applications for employment outside of SPMCIL.

Al Copy of Corp@rate HR Circular no CHO (HR)/32 1/Pers/1-2011dt.15.12. 2011 -
-‘:-;“contammg these guldelmes is enclosed herewith for mformatlon and compliance.

scrupulously 'by~ 1‘he concerned officers while processmg the apphoatlons of the
employees for emplovment outside SPMCIL. The same guldelmes may be notified
for- mfmmatmn oftall: employees of Units/Office. '

‘ b ' Yours faithfully,
‘Encl. : Aslabove ; 1 " l

(P.K. S ahoo)
DGM (Per.)
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1 0SD to » OMD- P *
2. Director (Tech.)/ Director (HR)/Dlrector (Fmance)
3. CVO ~in—charge

4: DGM (l* in)/ DGM (lR)
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In order to streamline the procedures andl for_ﬂprobér
monltorlng the forwarding of appllcatlons from' ! mployées for
OUTSlde employment,ithe following gulderlnes‘are;lssued to ¥ be
pFoTlowed dcross the 9 Units and Corporaﬁe G 1oeuoﬁ SPMCIL wrth

1mmedlate effect
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5 All”the applications of Executives starting‘from E—i levél
to‘E 8 level coming under the Corporate Caore shall be
fforwardﬂd by ‘the Corporate Offlce of SPMCIL,

2. The: appllcatlons of Supervisoas i B- 1 and 152 leovel and
of the Staff Workers and Industrial Workers of the Units
coming - under Unit cadre shall be forwarded by the
‘Hespective Units. : : , |

3 TheV applications of employees, who are on the regular
rolls of Company, will be considered to be forwarded
through proper channel by the Company.

4 No - applications from employees, who aré under

| probation/contraotfiwill be considered for forwarding.

5 Maximum 04 (Four) numbers of applications will be
considered for forwarding in a calendar year. ~ However,

this restriction 1is not applicable to the employees
belonging to' SC/ST/OBC category. :

£l

6. _Thel applications for outside employment will not be
forwarded in the [cases, where the emplioyee is undor
suspension or disciplinary proceedings are pending against
him and charge-sheet has been issued, or decision has been
taken. by ‘the Competent. Authority to issue the charge-
sheet. ‘ ‘

7 During currericy of any Punishment, the application will

not bé considered for forwarding.
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BET i r i L 5
forwardlng : appllcatlons,,i‘ the, following

oroceduree/condltlons must jbe ‘fulfilled:: L & ;

ST Ensure that,appllcatlon is complete in all‘respect

) {\amd ﬂln fthe ' standard format:'prescrlbed by . the

|

! ;O anlzatlon where ., the" applicaltions, areﬂt being

i Fg i i r : LR | 1y ‘,1 i o
I HfOIWﬂﬁdeﬂ“i- T R gf | %  ﬁ (g-

fﬁi.ﬂ Fi lfllllng‘the ellglblllty crlterla for post applled

P i|. fr ! (Ezie : i :“E =
pllcatlons :must be recommended
iflcer ‘and 'Unit Head: (rn case of

i DiTector | in case of Corporate Offloe.
o "‘i‘w ; : S| ! 1 el
'Clearly 1ndioate4-the Vposition, leve} and the pay-
i soale of | the employee and date from Wthh he 15
‘J‘holdlng the same. ! ; : g

; aS per advertlsement L i |

Al
|

Wy EEVlgllanCe clearance obtalned iy respect of employee
oo ] .
Forwarding of applications for  lower posts/equlvalent

:posts will be discouraged.

Reouest for{ forwarding the applications' for posts on

'deputatlon basis outside SPMCIL will not be entertalned

however, the discretion is ' left with the Competent
Authority to forward or not to forward for coherent and
valid reasons.

While ' forwarding the applications !of ' Executives to
Corporate Office; the Units- shall ensure  that the
gpplications. in original complete in all respect seot to
the ‘Corporate Office to do the needful.

‘It : 1ncumbent on the part of the Employee to Linform
about their selection enclosing therewith a copy of offer
of app01ntment and make a request For formal relieving or
re31gnJ as the gase may be. . | i

The  employees who are selected for employment in other
organization will be relieved after expiry of applicable
notice perlod QR on payment in lisw ©f notiee pericd Ok
appropriate from the earned leave accrued. , However,
Competent Authority may waive thls condition in- deservrng
cases.

Now. withstanding anything contained in the initial
guldellnes, the Competent Authority :reserves the sight to
w1thhold relieving/refuse acceptance of the resignation 'of
any. employee even on selection in other organization
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: 0 subject ito ex1gen y of service .and, in the rinterest of
: L SPMCIL ] | | | o E
4 15 ﬂuthorlty Competent to forward the applicatiOﬂs/authorize
L deputatlon/accept or refuse the rellv1ng or resignation
' are as follows: - , e |
i Er6 & Bbove. - . CMD R e RS
L £ Edl:tOmE-S‘w e Director ({HR) | | g e Ly
H i ‘Sfllﬁo@S—Q N N GM/Unit Head r by ok e
ﬂw ‘lei{;? W-6 ; e HR Head of the quﬁ, 54: M
(1‘.: : J ! | . i 5 b .
w! 16! The Management of SPMCIL reserves the rlght.to add/deletep
B ot amena dr modify guidelines 1in the 1arger interest’ of the.
0o g oraanlvatmon ‘ 1 o
% ;!: ‘( ko ko Kk E
i : l’m—’i [
A= )
(P. K Sahoo)
DGM (PER.)

SPMCIL, Cbrporat¢.0fflce

Distribution :-

6SDh te CHMD

Dirgctor (Tech.)y/ DiTecter (HR/ Director: (Fin.)
GM (IT)/ CVO-in-charge

All GMs - Mints/ Presses/ Paper Mill

DGM (IR)/ DGM (F&A)/ DGM (PER.)
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