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SPMCIL GRIEVANCE REDRESSAL MECHANISM

The need for evolving a suitable Grievance Redressal Mechanism for

the Industrial Workers, Staff Members and Executives upto the level of E-5

of the Company has been engaging the attention of SPMCIL Management for.
| Procedure. has NoOw been

quite some time. A model Grievance Redressa
ine Units and Corporate

formulated which shall -cover all employees of the n

Office.
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Grievance pertaining to disciplinary action or appeal against such action shatll

be regulated as laid down under SPMCIL CDA Rules, 2010 and in all such

cases Grievance Redressal Mechanism will not apply.

th the individual

owing Procedure will be followed to deal wi

grievances of the employees:

'LEVEL-I SHOP FLOOR COMMITTEE
« An aggrieved employee shall take up his grievante in writing with Shop:

Floor Committee of the Unit who will give a p
within 10 days. GM/HoD of the Unit will

of different Departments 2as

ersonal hearing and resolve

the grievance of the employee

decide a list-of Supervisors / Executives
redressal of grievances. Wherever

Shop Floor Cornr.nittee members for
ult the Head of the

the Shop Floor Committee will cons

necessary,
such other Departments before finally ¢

Department of ommunicating to

the aggrieved employee.

« In case the employe€ is still not satisfied, he cah escalate his grievance‘

to the head of the concerned Depart
of grievance was disposed off by

ment in Form-I within 15 days

from the date on which the act the

Shop Floor Committee.

« It will be incumbent on part of the Head of the Department to mitigate

nCe

Pl

erwise record Nis comments on the grieva

the grievances oOf oth
aking

Form-1 submitted by the employee within 10 days after m

and obtaining requisite inputs

necessary enguiries
quired and thus refer it to the Uni

Departments, if any, as re

Committee.

from other:
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LEVEL-II UNIT LEVEL COMMITTEE

t being satisfied with the decision of Level-I
in stipulated period, he

+ In case of employee no
committee or if he fails to receive the reply with
alate his grievance in the prescribed form (Form-II)-within a

may €sc
The Unit Level

period of 15 days to the Unit Level Committee.
ee will be constituted by GM/HoD to deal with the Unit specific

The following shall be the composition of the Unit level

Committ
grievances.
Grievance Redressal Committee:

i. GM of the Unit - Chairman
li. Concerped HoD where aggrieved employee working

Finance Head of the Unit
v HR Head of the Unit - Member Cocrdinator

Yo

« It will be necessary on the part of the Unit Level Committee headed by

the GM to give an opportunity to the aggrieved employee to put forth
e in person before the Level-1I Committee and having heard

his grievanc
same shall be disposed off on merit of a grievance in a

his grievance the

’ befitting manner.

HEAD QUARTER'S GRIEVANCE COMMITTEE

« Likewise in the Corporate Office of SPMCIL also, the following Grievance

Redressal Committee is constituted to mitigate the grievances of the

empioyees working in the Corporate Cffice:

(i) DY.GM (IR) - To Chair
(ii) Head of concerned Department

(iii) Head of Finance
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SPMCIL GRIE
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after giving reasonable oOp
be disposed off DY the:

the same shall
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« Accordingly,
being heard about his grievance,

Committee within 10 days in resp
yee not satisfied with the decision of the HQ's Comf;mttee and

period as the case may be, may
(IR).

« An emplo

not received reply within the stipulated

e of Directors. through DGM

escalate his grievance to the Committe

E REFERRED TO CORPORATE OFFICE

) GRIEVANC

: rievances of all the nine Units employees which could

+ The unresolved g
not be redrgssed DY the Units shall be referred to the Corporate Office .
| be the nodal officer to compile '

and DY.GM(IR) shal
unresolved grievances and put up to the Committee of Di

the Director(HR) for final disposal of the grievances.

and consolidate the
rectors through

ectors shall be communicated 0Y the

the Committee of Dir
ses

« Decision of
DY.GM(IR) to the GM of the conc

; referrec by the Units and also to the con
re Office employees within @ m

for Corpora
rence from the Units and Corporate Office.

erned Unit pertaining to the ca
cerned Head of the Department

onth from the date of receipt

of refe

« The senior Officers holding the position of GM / Head of the Unit and
DY.GMs may also rake up their concerns and grievances formally with

or the GM as the case may be in Form-1.
0 days after

partment to

the functional Directors The

officer shall reply to S
site information from concerned De

superior uch concerns within 1
ascertaining the requi

which the grievance is related.
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/ ULTIMATE ESCALATION

» In exceptional cases, an aggrieved employee who is not satisfied with
the decision of the Committee of Directors may prefer an appeal to
CMD. Based on the material facts placed on the record, CMé shall take
a final decision and communicate the same to the aggrieved employee
within 30 days through Dy.GM(IR) from the receipt of trje appeal and

his decision will be final and binding.

GENERAL CONDITIONS

——————————————

—
P

» An employee shall bring up his grievance immediately and in any case7

within a period of three months of its occurrence.

* If the grievance arises out of an order given by the Management, the
said order shall be complied with before the employee concerned

invokes the aforesaid procedure laid down for redressal of grievances.

) S : : .
: « All decisions on grievance preferred under the Grievance Mechanism

should be in conformity with Rules, Regulations & Policies of the

Company.

» No Workmen, Staff & Executive shall be harassed or victimized for:

having preferred grievance under this mechanism.

» A half yearly return on the number of grievances received and dispcsed
off as on 1% July & 1% January of every year may be forwarded to the

Corporate Office in the proforma at Form - II1.
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All grievances referred to the Corporate Office for redressal Dy
Committee of Directors / CMD shall be entered in a Register to be
maintained in the office of Dy.GM(IR) as the nodal officer.

Management reserves the right to make any addition / deletion and

amendment in the Grievance Redressal Mechanism as deemed fit.
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Form-I

e Redressal Procedure for Employees)

(SPMCIL Grievanc
: Level - I Grievance

Name

Employee Code NoO.

‘Designation
Level

Grade Pay

-

' Section =

Nature of Grievance &
Reasons thereof

Signature of Employee

Dated

(For the use the Head of the Section)

Grievance NoO.. Received on

Whether interviewed Yes/NO

Employee

Sources & Results,
of enquiry

Replied on

Dated Signature of Head of the Section
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Form-1I

e Redressal procedure for Employees)

(SPMCIL GrievancC
Level - 11 Grievance

Name

Employee Code No.
.Designation
Level

. Grade Pay

: Section o

Nature of Grievance &
Reasons thereof

Signature of Employee

Dated

(For the use the Head of the Department)

Received ON

Grievance NO.
Wwhether interviewed Yes/NO

Employee

Sources & Results,
of enquiry

Replied on

Signature of Head of the Department

Dated
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(SPMCIL Grievance Redressal Procedure For Employees)
(FHaiRal & v cadvadisréva R Faror i)
Tai- | A=A Level - | Grievance

aTH Name
FHANT FS 7. Employee Code No.

9ctH Designation
IT 9 Grade Pay:
HFHTIT Section

RIPIg FT TET®T TF 3TF FROT

Nature of Grievance & Reasons Thereof

fet® Dated : , FHART & FEA1ER Signature of Employee

(AT FT@ TART 5FaAT fHT S F AT For the use the Head of the Section)

fITId . Grievance No.: HIcT @ Received on:
FHAN F HY FEFR 3 g1 / & Yes/ No
T ar=aT ar Agr

Whether Interviewed Employee

ISdIS & Hid U9 9RumHE

Sources & Results, of Enquiry

3R ol F dRI@ Replied on

& Dated: _ AT AT F FEAIRN
Signature of Head of the Section




s SPMCIL GRIEVANCE REDRESSAL MECHANISM g ]

o

Form - III

RETURN UNDER THE GRIEVANCE REDRESSAL MECHANISM FOR
EMPLOYEES FROM THE HALF YEAR ENDING............ ok 15y Gabia guen

1 No. of grievances

2 Type / Nature af
Grievance (Briefly)

3 22Ng, of grievances !
disposed off at Level-I
Stage.

4 No. of appeals preferred :
against Orders on Level-I.

No. of appeals disposed :
off at Level-1I Stage.

wn

6 No. of grievances referred :
to Corporate Office

7 Remarks
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RETURN UNDER THE GRIEVANCE REDRESSAL MECHANISM FOR
EMPLOYEES FROM THE HALF YEARENDING ..................

m*mﬁmmma?m ................ e e T
tf-ay gARg Ragofy

1. Rraat fr =4 No. of grievances

2. Rswgdt #1 geR/Eawy (o H)
Type / Nature of Grievance (Briefly)

3. -l OT W fA9ers 7€ et & dear

No. Grievances disposed of at Level — [ stage

4. Tl F I F e F 7 3T B gy

No. of appeals preferred against Orders on Level-I

5. E-Il TNOT W A9ed 1€ ardratt v g
No. of appeals disposed of at Level — II stage

6. e Fier & &5 7 Riwrat & gwr

No. of Grievances referred to Corporate Office

7. feoaforey Remarks

AR
o




®IH FORM - I
(SPMCIL Grievance Redressal Procedure For Employees)
(FHaREl & v vadvaiande Rema faror gfFm)
FX- |l ST Level - | Grievance

AaH Name

FHART FIS . Employee Code No.
9caTH Designation

¥ 3d Grade Pay:

JIHTT Section

RIeg &7 TO®T U9 3T FROT

Nature of Grievance & Reasons Thereof

fedA® Dated : FHANT & §EATEN Signature of Employee

(R YHE gERT $FdATer fFT S F AT For the use the Head of the Department)

I/ . Grievance No.: 9Ifed dRI@ Received on:
FHANT & TTYT PR : | gl / & Yes /No
T s a1 A8t

Whether Interviewed Employee

IBds & Hid Td 9ROTH

Sources & Results, of EnqL_liry

3ccR &oT @7 gRI@ Replied on

fer Dated: T yH@ & gEamr
Signature of Head of the Department

\vl'\\



