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Level 1 

OR 

Level 2 

 Minor misconduct 

 

Take corrective 
action/Warning. Record in 

Personal File 

 

Award minor punishment if 
required 

 

 Written Complaint 

(Report of misconduct) 

 

Major misconduct - Suspend if 
required 

 

Preliminary enquiry  

 

Order for Subsistence 
allowance 

 

Level 1 

If no suspension employee 
to continue work & face 
next stage 

 
Frame charge sheet + 
show cause notice 

 

Serve charge - sheet 

 
By Regd. post By hand Notice boards Website/ 

newspaper Ad.  

Study the reply to the 
Charge sheet 

A 

If charge sheeted employee 
pleads guilty  

Award 
minor 

penalty 

Major 
penalty 

Innocent 
exoneration 

Level 2 

If reply is unsatisfactory or if 
pleaded guilty and likely 

major penalty 



 

           

Appoint Enquiry Officer & 
Presenting Officer 

Serve Enquiry Notice  

By hand Regd. post 
Notice 
boards 

Newspaper / 
website 

Enquiry proceedings 

If employee does not 
report for enquiry, 

Exparte Enquiry 

Enquiry report 
If employee is found not guilty – 

revoke suspension exonerate 
issue letter 

If the charge(s) are proved, check the 
past record, check for any aggravation 

in conduct 

Final show-cause notice before 
punishment 

Study the reply given by employee to 
Final show-cause notice 

Give clarification, if any, asked for in 
reply show-cause notice 

Punishment order 

Appeal by the accused employee if he 
chooses to. (within 3 to 4 days) 

Reply to appeal and final punishment 
order/disposal of appeal by Appellant 

Authority 

Implementation of punishment order 
and closing the file 

Enhancement / reduction of 
subsistence allowance 

A 

Contest the case if referred to 
conciliation / adjudication  



 

           

 


