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1. DISCIPLINE IN BANK 

 
Any organisation requires a framework of policies, rules regulations and procedures to fulfil its role  s. 

These are necessary to function in an orderly and smooth manner. The orderly conduct based on well  - 

defined standards and clear guidelines is called discipline. 
 

The word ódisciplineô is probably derived from the word ódiscipleô, which means learner  or  f ollower. 

A learner  or  follower  complies  with  the  requirements  laid  down by  his  teacher  or  leader  with  a  view  

to serving the purpose for which he came to the latter. 
 

When  a  person  spontaneously  and  willingly  abides  by  the  required  norms,  it  is  called  posit  ive  or 

constructive discipline; whereas when he is compelled to behave in a particular way under threat or fear 
of punishment, it is termed as negative or punitive discipline. Although positive discipline is desirable, 

there will be occasions when punitive  action has to be resorted to for three main reasons: 
 

a). to make the employee realise the seriousness of infringing the rules of conduct 

b).   to send right messages to others, and 
c).   to prevent recurrence of such events within the organisati on. 

 

Douglas  McGregor  explains  the  characteristics  of  disciplinary  action  by  the  analogy  of  a  hot  stove, 

which came to be known as Hot Stove theory. 
 

1. Announcement 

A hot stove, when being used, emits heat, light, sound, and thereby makes its presence fe lt. 

The organisation, similarly, publishes the conduct rules, and code of discipline as applicable to 

supervising staff  and  award  staff  and  provides  them  to  all  cadres  of  employees  for  them  to  take  

note  of.  The employees are, thus, put on notice regarding  the framework of discipline; they are 

required to adhere 

to. 
 

2. Advance Warning 

Any person approaching the hot stove feels the growing intensity of heat. Likewise, an employee 

trying  to  violate  the rules will  be  made aware of the consequences of such an   act.  In  fact  the  list 

of punishments, which an organization may inflict upon an employee for violation of service rules, 

serves 

the purpose of an advance warning. Normally, the appropriate authority will observe any tendency of an 

employee to break the rul es and caution him in time to pre -empt resort to disciplinary action at a 

later stage. 
 

3. Immediacy 

The hot stove burns the persons coming into contact instantaneously without any delay. On the 

same analogy, disciplinary action should brook no delay what soever. When a lapse occurs, it should 

be taken cognisance of immediately, and the persons responsible proceeded against without any 

delay. The well-known maxim ñjustice delayed is justice deniedò has a relevance here, and as such any 

undue 

prolongation of the process will only compound the gravity of the lapse. 
 

4. Impartiality 

Again, the hot stove has no favourites and does not discriminate between persons coming into contact. 



 
A personôs gender, religion, caste, age, region, language or any other distinct ive feature has absolutely 

no role to play in the punishment inflicted on him. The disciplinary action, in the same way, should be 

taken  with  an  absolute  sense  of impartiality, without differentiation  on  account of  extraneous  factors. 

There may however be  compelling reasons for showing certain distinctness. The concerned authority 

should take care to ensure that such reasons are stated explicitly so that the validity of such reasons is 

well   appreciated   by   one   and   all,   especially   the   affected   employee.   Needless   to   mention   that 

consistency  in  awarding  punishments,  and  transparency,  in  case  of  any  deviation,  should  be  the 

hallmark of the disciplinary proceedings. 
 

5. Impersonality 

Just as the hot stove does not derive any pleasure or satisfaction by burning the   person coming 

into contact, the Disciplinary Authority should have no emotional involvement in the process. 

Enforcement 

of discipline is an operational necessity and the affected employee should get the message that this 

particular conduct is being dealt  with as per rules and the organisation has no animosity against him. 

A sense of detachment, restraint and a judicious approach on the part of disciplinary authority will give 

the right message to the employee. 
 

The disciplinary action is a tool in the hand s of the Management to maintain discipline and order in an 

organisation. In case the tool is not handled properly and carefully, it may harm the cause itself. It is 

here that the concerned authority has to be very careful about initiation of action, and sh ould 

proceed with care and discretion. In this context, the following approaches may be considered. 
 

Legalistic approach 

One  can  take  a  very  narrow  view  of  the  rules  adhering  to  the  letter  but  not  the  spirit  and  

proceed against an employee even for a flims y reason. The concerned authority can impose 

punishments as a mechanical   process   according   to   a   scale   without   considering   in   any   

manner   the   attendant circumstances. Just as hanging every person guilty of murder is not 

justifiable, the legalistic approach may not serve the purpose intended in all the cases. 
 

Humanitarian approach 

To err is human. It is therefore to be seen whether an act of misconduct is committed out of 
ignorance of rules, negligence or out of a deliberate plan. One needs to ask himself if   the person is a 
habitual offender  or  if  the  offence  is  a  one -time  stray  occurrence.  Similarly,  he  needs  to  
ascertain  the circumstances that led to the event and find out if the employee is repentant or not. He 
also needs to see if a lesser punishment would  help the employee reform himself.  Consideration of these 
factors may be  helpful  to  guide  the  authority  concerned  in  handling  a  particular  case.  Sometimes  the  
dependent family  situation  may  also  play  a  role.  However,  excessive  pre -occupation  with  such  
hum anitarian considerations may sometimes be dysfunctional. In any case, an organisation cannot take 
on the role of reformatories to the detriment of its own goals and function. 

 

Development Approach 

Some people act in haste and repent in leisure. Taking a le nient view of such acts especially when 
they do  not  involve  frauds  and  condemnable  misbehaviour  may  help  the  employee  come  back  from  
the fringes of delinquency. After all, the organisation recruited, trained and retained the employee at 
great cost for a considerable period of time. By dealing with him sternly, the employee may turn a liability 
with 
no further  utility  for  the organisation. Especially in  the case of youngsters, well versed in specialised 

fields like International Banking, Credit, etc., one ha s to consider how far rendering them ineffective due 

to frustration for relatively simple acts of commission or omission is in the interest of the organisation. 

As the employee may have long years of service left, it may not be in the interest of the organ  isation to 

keep him disgruntled. At the same time, one cannot let serious lapses go unpunished. The organisation 
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has to strike a balance in such cases. 
 

The approaches discussed above are not to be adopted mechanically nor can they be effective in 

all situations. One has to take a balanced view as warranted by a specific situation. Whatever 

decision is taken, the rationale and the process of arriving at that particular decision should be 

recorded in black and white: and made known to all including the employee concerned.  

 

2. MISCONDUCT 

 
The word ómisconductô has not been defined in any of the laws or enactments. The conduct rules have 

also not made any attempt to define it.  The dictionary however explains ómisconductô as improper behaviour,   

unprofessional   behaviour,   and   deliberate   violation   of   conduct   rules   or   intentional wrongdoing. 

In general terms therefore any act of commission or omission, deliberately done by an employee, with a wrong 

intention, inconsistent with the conduct expected of him, is said t o be an act of misconduct.  

óMisconductô  also  means  dereliction  of  or  deviation  from  duty  or  unlawful  behavior  or conduct  or  

ómisfeasance.ô   An  act  of  misconduct  is  normally  considered  more  than  a  simple  act  of negligence. 

 
In the course of employment, the employee has to ensure that he conducts himself in accordance with 

the  rules  of  service  and  the  discipline  expected  of  him.  There may be occasions when the code of conduct is 

not spelt out. In the absence of the service rules too, the employee is expected   to conduct himself in 

a manner expected of him. The following acts are considered examples of misconduct even though 

these would not have been specifically spelt out in the conduct rules. 

 
a)  Not  performing  duties  -  Whenever  an  employee  is  appointed,  he  i s  appointed  essentially  for 

performance  of certain  set  of duties  for  which  the  remuneration  is  paid  to  him.  Non -performance of 

duties entrusted to him is inconsistent with the obligation of employment and is, therefore, considered 

misconduct on the part of the employee. However, an employee cannot be called upon to perform any 

work, which is either superior, or inferior to the post he holds. It is however the duty of an employee to 

perform all other jobs which are ancillary, incidental or connected with or  preliminary to his main duties, 

unless  there  is  any  contract,  settlement  or  custom  to  the  contrary.  When an employee works on a certain 

machine, it may be one of his duties to clean the machine and then operate it. The employees 

on certain machines are exp ected to repair the machines to some extent if they can do so.  It may also 

be noted that when drivers are appointed, they are not generally appointed for any specific car. The 

argument that every single matter should be reduced in writing is an impractical l one. Further, it is the 

duty of workers to perform such jobs, which they have been doing before. If a despatch clerk who has 

been keeping money with him, returns cash to his superior one day on the plea that there is no proper 

place to keep it, the behav iour can amount to failure of duty on his part. When the coolies were doing 

the  work  of  whitewashing  in  the  slack  season,  the  refusal  by  them  to  do  the  work  in  one  particular 

season was not found justified. 

 
b) Non-performance during duty hours - Late coming is a minor misconduct. While punctuality is no 

doubt a virtue, it cannot be said that mere late coming on duty or leaving the post of duty for a few 

minutes can warrant dismissal.   An employee cannot be dismissed for the act of late coming unless 

the act is of a habitual nature. While taking cognisance of a misconduct of this nature, one ought to 

take into account factors like weather conditions, transport problems, etc. Leaving office early without 

authorisation is misconduct. So is loitering in the bus iness premises or absence during working hours. 

Performance  of  personal  or  private  work  during  duty  hours  is  also  misconduct.  Sleeping  on  duty  is 



 
regarded as a serious act of misconduct. A watchman can be dismissed for one single act of sleeping 

during office hours. Gambling in the work place is misconduct. On the same lines, drinking during duty 

hours is also misconduct.  If an employee indulges in drinking on the premises or comes drunk, he is 

regarded as having committed misconduct, notwithstanding whether he is convicted by a court of law. 

An employee can justifiably be asked not to come before the duty hours or stay back after the close of 

duty hours. 

c)  Negligence  -  An  employee  can  be  adjudged  n egligent  only  in  relation  to  the  duty  that  he  is 

expected  to  carry  out.  The  concept  of  negligence  has  to  be  seen  differently  from  the  concept  of 

inefficiency. A person may be inefficient but not negligent. Inefficiency does not warrant dismissal or 

such harsh punishment, but negligence resulting in sizeable loss to the organisation may be viewed 

seriously. 

 
d) Strike  - ñStrike means cessation of work by a body of persons employed in any industry acting in 

combination  or  a  concerted  refusal  or  a  refusal  un der  a  common  understanding  of  any  number  of 

persons who are or have been so employed to continue to work or  to accept employment.ò  [ID Act, 

1947].  Thus,  cessation  of  work  by  a  group  of  workers  -  whether  in  full  or  in  part  will  be  treated  as 

óstrikeô. An individual employee who stays away in protest, for enforcing a particular demand, will not 

fall within the category of strike. When a strike is observed in violation of the provisions contained in the 

statute, i.e. Sec. 22 (i) and Section 23 of the ID Act, i t is called an illegal strike. 

 
e) Insubordination  -  Insubordination, as distinct from  disobedience, means defiance of a person in 

authority.  It  denotes  the  tendency  or  state  of  mind  or  any  act,  which  is  contrary  to  the  subordinate 

position of the employe e. In this sense all acts of disobedience can be treated as insubordination, but 

not  all  instances  of  insubordination  as  disobedience. Insubordination  is  similarly  different  from 

subversion  of  discipline.  In  the  latter  case  it  amounts  to  going  contrary  to   discipline  or  rules  and 

regulations of establishment. In order to determine if an act is subversive of discipline, one needs to 

ascertain (a) whether the act of improper behaviour is directly linked to the general employer  -employee 

relationship or has a d irect connection with the contentment or comfort of men at work, and (b) whether 

prejudicial  or  an  improper  act  has  a  material  bearing  on  the  smooth  and  efficient  working  of  the 

company.  Thus  an  attack  on  a  superior  will  also  be  an  act  subversive  of  discip line  because  it  is 

inimitably connected with the affairs of the organisation. The supervision over the employee in a work  - 

situation would be seriously prejudiced if an attack on the supervisor for performance of duties remains 

unpunished.  The  scope  of  insu bordination  is  limited  to  only  such  activities,  which  are  addressed  to 

superiors while an act may be subversive of discipline if the act interferes with the smooth working of 
the  concern.  An  attack  on  a  co -worker  on  duty  is  subversive  of  discipline  but  it   is  not  an  act  of 

insubordination.  Further,  an  act,  which  brings  the  superior  officer  in  contempt,  is  subversive  of 

discipline.  Use  of  un -parliamentary,  insolent,  impertinent,  abusive,  offensive,  vulgar,  derogatory  and 

insulting language by an employee to h is superior in the presence of the subordinates of the latter is an 
act subversive of discipline. It may however be noted here that insubordination has to be wilful in order 

to constitute a misconduct.   There must be circumstances and conduct implying a de claration to the 

superior, óI am not going to take orders from youô. 

 
f)  Assault  on  Superior  Officer  -  The  word  óassaultô  has  been  defined  under  Section  351  of  the 

Indian Penal Code  as ñwhoever  makes  any  gesture  or  any  preparation  intending or  knowing  it t o  be 

likely that such gesture or preparation will cause any person present to apprehend that he who makes   

that gesture or  preparation is about to use criminal force to that person is said to commit an assault  .ò 

Mere words do not therefore amount to an óass aultô. The words, which a person uses, may give to his 

gesture  or  preparations  such  a  meaning  as  may  make  those  gesture  or  preparations  amount  to  an 

assault. An assault on a superior officer is a serious misconduct; wilfully beating him is an even more 
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serious act of misconduct. Whatever be the complaint, it is generally held that a worker has no right to 

assault the superior. 

 
g) Giving Threat to Superior Officer  - If the object of threatening is to instill fear in the minds of the 

superiors  so  that  they  m ay  act  according  to  the  wishes  of  the  employees,  the  threat  amounts  to 

misconduct. The threat should normally be the threat of injury to the person, his reputation or property. 
If the threat is not in respect of these matters, it will not amount to crimina l intimidation. If an employee 

threatens his superior with legal action, it will not amount to criminal intimidation since an individual has 

a right to approach a court of law. 

 
h) Indiscipline (Riotous Behaviour)  - An act would be regarded as subversive o f discipline even if 

the  act  occurs  outside  the  working  hours  and  outside  the  place  of  business,  provided  the  act  (i)  is 

inconsistent with the fulfilment of the express or implied conditions of service, (ii) is directly linked with 
the general relationship  of employer and employee, (iii) has a direct connection with the contentment 

or comfort of men at work, or (iv) has a material bearing on the smooth and efficient working of the 

organisation. In a particular case, the Gujarat High Court ruled that an empl oyee can be dismissed for 

an act where the act or conduct of the servant is (i) prejudicial or likely to be prejudicial to the interest 

of the master or to the reputation of the master (ii) inconsistent or incompatible with the due or peaceful 

discharge of  his duty to his master, (iii) so grossly immoral that all reasonable men will say that the 

employee cannot be trusted, (iv) such that the master cannot rely on the faithfulness of his employee, 

and (v) such as to open before him temptations for not discha rging his duties properly.  It may be noted 

here that misbehaviour with co -workers, customers or clients will be categorised as an act subversive 

of discipline. An employee is required to maintain peace at the establishment and he should not do 

such acts, which disturb the peace. Shouting at the work place or any act which creates a nuisance at 

the  work  place  or  disturbs  the  work  will  be  an  act  subversive  of  discipline.  If  two  employees  fight 

between themselves, it will be treated as misconduct even though  the employees patch up at a later 

stage. 

 
i)  Acts  Harmful  to  Organisationõs  Interest   -  The  relationship  between  an  employer  and  the 

employee is of a fiduciary character. This means that whenever an employer engages an employee, 

he believes that the employe e will faithfully discharge duties entrusted to the latter, and protect and 

further  the  interest  of  the  employer.  The  implied  condition  of  fidelity  may  involve  a  number  of 

requirements on the part of the employee. Any act, which is contrary to the duties a nd obligations of an 

employee,  will  be  subversive  of  discipline.  The  employee  should  not  therefore  place  himself  in 

competition with the employer. The employee should not, similarly, associate himself with a concern or 

firm, which competes with his employe r. He should not disclose any information or material to the rival 

company.  Copying  the  employerôs  confidential  records  and  taking  them  outside  is  also  treated  as 

misconduct. 

 
j) Improper Behaviour with Women while on Duty  - An employee making indecent ge stures towards 

a woman employee can be charged for misconduct. A bus -conductor, in a particular case, was found 

cutting  indecent  jokes  with  lady  passengers  and  making  indecent  overtures  towards  them.  His 

dismissal on ground of misconduct was held justified . 

 
k) Acts of Personal Immorality and Conviction  - An employee should not do any thing incompatible 

with the due or faithful discharge of his duty to his organisation. Thus, even if an employee drinks in 



 
excess thereby interfering with the working of his e mployer, it would amount to misconduct. Similarly, 

any  act  of  immorality  taking  place  outside  the  work  place  is  also  considered  a  misconduct  if  the 

employee is found guilty of the act. 

 
l) Unauthorised Absence  - An employee can exercise his right of leave  in accordance with the rules 

only. He must therefore wait for sanction of leave. In a number of organisations, an employee has to 

seek permission for leaving the station. When leave is granted in such cases, the employee need not 

ask for permission for leaving the station separately. Although leave cannot be demanded as a matter  

of right, it is incumbent on the part of the employer to see that an employee is not declined leave if he 

wants to be away on bona fide grounds. 
 

m) Bribe or illegal gratification  - Taking money or accepting illegal gratification for doing favour in the 

course of official work amounts to an offence under section 161 of the Indian Penal Code and under 

the  Prevention  of  Corruption  Act,  1988.  The  mere  receipt  of  money  does  not  necessari ly  

constitute bribe.  It  is  necessary  that  the  amount  should  have  been  given  for  the  purpose  of  

extracting  official favour. The receipt of tips, commission, ó Inamô, gifts, etc. will amount to 

acceptance of bribe. The bribe 
will not cease to be a bribe merel y by calling it by a different name. It will also not cease to be a 
bribe 

even if the payment is customary. Earlier, it was assumed that  óbakshishô, paid to the peons etc.  on 

the occasion  of  Diwali,  Dussehra  or  Christmas,  by  a  person  officially  unconnected   was  not  

a  bribe. However, a Mumbai Court recently (2000) held that acceptance of "Diwali bakshish" (gift), 

amounted to illegal gratification under Section 7 of the Prevention of Corruption Act, 1988 and 

"misconduct " under section 13(2) of the same Act. 

 
n)  Holding  of  Assets  Disproportionate  to  Income   -  The  word  ódisproportionateô  means  

relatively large  or  small, and  therefore, slight excess  will  not mean  that the assets  are 

disproportionate.   Any employee holding assets disproportionate to his known sour ce of income 

may be presumed to have taken bribes, undue favours, illegal gratification, etc. by misuse of his 

official position (the allegation of disproportionate assets will  per  se make it a ñvigilance angleò 

case, as per  Special Chapter of CVC Manual). 

 
o) Misappropriation of Amounts  - If a single window operator has accepted money for deposit 
into 

the account and issued receipt but has not credited the amount into the account, the employee may be 

presumed to have misappropriated amounts collected on be half of the employer. In this case, even 

if 

he  deposits  the  amount later  on  or  offers  to  repay  the  amounts  to  the  employer,  the  

misconduct in respect   of   misappropriation   will   not   be   obliterated.   He   may   still   be   

charged   for   ótemporary misappropriationô. 

 
 

Relevant Judgements 

 
No disciplinary action can be taken and punishment imposed for conduct not included in 

enumerated misconduct of service regulations or Standing Orders. It is not open to the employer 

to fish out some conduct as misconduct and punish the  worker. 

S.C., Ahmedabad Municipal Corporation, LLJ 1985 I 
527 
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Offences involving Moral Turpitude  - The term ómoral turpitudeô has not been defined in the 

Law. It means  anything  done  contrary  to  justice, honesty,  modesty  or  good  morals, and contrary  

to  wha  t a man owes to a fellow man or to society in general. It implies depravity and wickedness 

of character or disposition  of  the  person  charged  with  the  particular  conduct.  The  tests  to  

identify  an  act  involving moral turpitude, evolved in the case of Mangali  vs. Chhakki Lal (A.P. 

Srivastava J.) AIR 1963 ALL 527 , were as follows: 

i) whether the act leading to conviction was such as could shock the moral conscience of society; 

ii)    whether the motive which led to the act was a base one, and 

iii)   whether  on account of the ac t having been  committed, the  perpetrator  could be considered  to  be 

a man of depraved character or a person who was to be looked down by the society 

 
While it is difficult to give a list of offences, which can be considered as those involving moral turpitud  
e, 

it  is  generally  agreed  that  cases  relating  to  defalcation  of  accounts,  cheating,  

embezzlement, forgery,  fraud,  theft,  criminal  assault,  etc.  are  the  instances  of  

offences  involving  moral turpitude. 

 
 

Banking Regulations Act (1949), vide Section 10 (i) (b ) (i) stipulates that óéno banking company shall 

employ  or  continue  to  employ  any  person  convicted  of  an  offence  involving  moral  turpitudeéô 

Conviction  here  would  mean  conviction  by  a  criminal  court  of  law.    Through  many  court 

judgments, it is now very clea r that if the appellate court stays the sentence passed on the accused, 

the conviction is not automatically washed off. 

 
In so far as the Award employees are concerned, the settlement dated 10 th  April 2002 stipulates the 

provisions under clause 2 and cl ause 5(s). In the case of Officers the relevant provisions are contained 

in Rule 68(7) of SBIOSRs -92. 

 
-0-0-0-0-0- 



 
 

3. MISCONDUCT  IN EMPLOYMENT 

 
Conduct Rules governing both Award employees and Officers of Banks have en umerated certain acts 

of  omission  or  commission  as  misconduct.  In  the  case  of  an  award  employee,  barring  a  few 

exceptions,  an  act  of  misconduct  either  relates  to  or  has  a  nexus  to  his  work -situation.  An  act  of 

misconduct, in the case of an Officer, may rel ate to his private life as well. He, for instance, should not 

behave in a way unbecoming of a bank official. Rule 50 (4) of the Officersô Service Rules stipulates 

that he should ódo nothing which is unbecoming of an officer ñ. 

 
An Officer of State Bank of  India is governed by the State Bank of India Officers Service Rules. The 

conduct rules for the officers are spelt out under Rule 50 to Rule 65. Violation of any of the provisions 

will amount to an act of misconduct. Rule 66 reads: óa  breach of any of the p rovisions of these rules 

shall be deemed to constitute misconduct punishable under Rule 67ô. 

 
In so far as an award employee is concerned, he has to abide by the óRules of Conductô as indicated 

under Chapter 3, Volume 1 of Bank's Book of Instructions, subj ect of course, to the terms of any bipartite 

agreement, Award or Enactment in force for the time being. While the Awards and Bipartite Settlements 
do  not  specifically  provide  for  this  provision,  it  is  deemed  to  be  an  employment  contract  and  would 

constitute the terms and conditions of employment for the employees in the Bank. Any infringement of any 

provision of the óRules of Conductô would therefore amount to misconduct. An employee, in addition 

to this, has to abide by the conduct rules, as stipulated und er clause 5 (five) and clause 7 (seven) of the 

settlement dated the 10 th April 2002 as Modified. He also should not act in a manner, which could amount 

to resorting to a restrictive practice. Resorting to órestrictive practicesô will also be treated as an   act of 

misconduct.  The  list  of  acts  defined,  as  ó restrictive  practicesõ  are  included  under  Settlements  dated 

31.10.79 and 17.9.84 and reiterated in 6 th  BPS dated 14.02.1995. 

 
The acts of misconduct, in the case of an award -employee have been classified und er two heads: (i) 

Gross Misconduct and (ii) Minor Misconduct. While, cases of ógross misconductô have been spelt out 

under clause 5(five), those of óminor misconductô are detailed under clause 7(seven) of the settlement 

dated the 10th  April 2002. An employ ee charged for an act of minor misconduct cannot be awarded the 

penalty  for  gross misconduct.  In the case of  officers, however, there is no  prior  categorisation . 

Any deviation from the Conduct Rules will amount to an act of misconduct . DA will take a decis ion at 

the stage of initiation of disciplinary proceedings  on the basis of the gravity of misconduct whether 

to initiate major penalty proceedings or minor penalty proceedings. 

In the event of an officer being proceeded against departmentally in respect of   an act of misconduct 

committed during his tenure as an award employee, he will be governed the Officersô Service Rules 

and not under the Award Staff Service conditions. 
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4. RULES OF CONDUCT (AWARD STAFF) 
 

 

Each  supervising  official  in  the  Bank  i s  furnished  with  a  copy  of  the  rules  governing  his 

service  to  which  he  subscribes  on  appointment.  The  provisions  regarding  conduct  and 

discipline that will apply  to all other categories of employees of the bank  (subject to the 

terms of any bipartite agreem ent, Award or Enactment in force for the time being) are set 

forth as under.   These are contained in  Bank's Book of Instructions (Volume I, Chapter 

III) 
 

 
An employee of the Bank may not - 

(i) borrow money or permit any member of his family to borrow money or  other wise 

place himself or a member of his family under a pecuniary obligation to a broker 

or  a  money  lender  or  a  subordinate  employee  of  the  bank  or  any  person, 

association of persons, firm, company or institution, whether incorporated or not 

having dealings with the bank; 
(ii) buy or sell stocks, shares or securities of any description without funds to meet 

the full cost in the case of a purchase or scrip for delivery in the case of a sale; 

(iii) book debts at a race meeting; 

(iv) lend money in his private capacity to a  constituent of the Bank or have personal 

dealings   with   a   constituent   in   the   purchase   or   sale   of   bills   of   exchange, 

government paper or any other securities; 

(v) guarantee in his private capacity the pecuniary obligations of another person or 

agree  to  indemnif y  in  such  capacity  another  person  from  loss,  except  with  the 

previous permission of the Appropriate Authority; 

(vi) act  as  agent  for  an  insurance  company  otherwise  than  for  or  on  behalf  of  the 

Bank; 

(vii) take  part  in  the  registration,  promotion  or  management  of  any   bank  or  other 

company  which  is  required  to  be  registered  under  the  Companies  Act,  1956  or 

any  other  law  for  the  time  being  in  force  or  any  co -operative  society  for 

commercial purposes without the previous sanction of the Appropriate Authority, 

except in the discharge of his official duties. 

Provided that an employee may, take part in registration, promotion, or management of a co - 

operative society intended for the benefit of the Bank employees and registered under the Co - 

operative Societies Registration Act , 1860 or any corresponding law in force 

(viii) engage directly or indirectly in any trade or business or undertake any other of the 

Appropriate Authority. 

Provided that an employee may, without such sanction, undertake honorary work of a social 

or  charitable na ture or  occasional work of a literary, artistic, scientific, professional, cultural, 

educational, religious or social character, subject to the condition that his official duties do not 

thereby suffer or the undertaking or such work is not detrimental to t he interest of the Bank; 

but he shall not undertake, or  shall discontinue such work if so directed by the Appropriate 

Authority. 

 
Provided that nothing in the rules laid down in this paragraph shall be deemed to prohibit an 

employee from making a bona fide  investment of his own funds in such securities as he may 

wish to buy. 



 
Explanations: 

(i)  Canvassing  by  an  employee  in  support  of  the  business  of  insurance  agency,  commission 

agency, etc. owned or managed by a member of his family shall be deemed to be a b reach of 

this sub-rule. 
 

(ii) Prior sanction under this rule is not necessary for holding an office ex -officio outside the Bank, 

under any law or rules, regulations or bye -laws made there under, for the time being in force, or 

under directions from any auth ority to whom the employee is subordinate. 
 

 
2. An employee guilty of infringing any of the provisions of paragraph 1 may render 
himself liable to dismissal from the service . 

 
3.    An  employee  of  the  Bank  may  not  take  an  active  part  in  politics  or  in  any  p olitical 

demonstration, nor may an employee accept office on a municipal council or other public body 

without the prior sanction of the Bank. 

 
4.   All  employees  must  maintain  the  strictest  secrecy  regarding  the  Bankôs  affairs  and  the 

affairs of its consti tuents. 

 
5.  No employee shall accept or permit any member of his family or any person acting on his 

behalf  to  accept  any  gift  except  customary  gifts  from  relatives  and  personal  friends  on 

occasions such as marriages, anniversaries, funerals or religious f unctions when the making 

of gifts is in conformity with the prevailing religious or social practice. 

Note: 

(1)  As a normal practice, an employee shall not accept any gift from a person obligated to the 

Bank through official dealings. 

(2)  A casual meal, lift or oth er social hospitality shall not be deemed as a gift. 

 
6.  An  employee  may  not  overdraw  his  account  with  the  Bank,  whether  against  security  or 

otherwise, without the authority of the controlling office or the branch manager to the extent of 

powers delegated to him. 

 
7.    No  employee  shall  bring  or  attempt  to  bring  any  political  or  other  outside  influence 

including  that  of  individual  directors  of  the  Bank  or  the  Members  of  the  Local  Board  to 

bear upon any superior authority to further for own interest in the bank. 
8.    An employee desirous of applying for an appointment elsewhere or for a post in a higher 

capacity in the bank itself (if permissible) shall forward his application through the branch 

manager or the head of the department as the case may be. 
9.    In  terms  of  the  Criminal  Law  (Amendment)  Act,  1988,  the  definition  of  the  term  ópublic 

servantô as given in Section 21 of the Indian Penal Code has been extended to cover the 

employees of statutory corporations. Accordingly, all employees of the bank come within 

the  purview  of  the  Prevention  of  Corruption  Act  and  any  other  criminal  law  relating  to 

public servants. 

 
10.  These  rules  of  conduct  are  in  addition  to  the  provisions  of  the  existing  Awards  or  any 

other Award that may come into force. 
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5.  AWARD STAFF: PROVISIONS FOR  DISCIPLINARY PROCEEDINGS 

SETTLEMENT DATED 10TH APRIL 2002 

 
Memorandum of Settlement dated 10th April 2002 between the Management of 
52 " Aò class Banks as represented by the Indian bank's Association (IBA) and 

their  workmen  represented  by  the  All  India  Ba nk  Employees'  Association 

(AIBEA),  National  Confederation of Bank Employees  (NCBE),  Indian National 

Bank Employees' Federation (INBEF). 

 
(Under Section 2 (p) and Section 18 (1) of the ID Act, 1947 read with rule 58 of the ID 

(Central) Rules 1957) 

 
1:  A person against whom disciplinary action is proposed or likely to be taken shall in the 

first instance, be informed of the particulars of the charge against him and he shall have a 

proper opportunity to give his explanation as to such particulars. Final order s shall be 

passed after due consideration of all the relevant fact and circumstances. With 

this object in view the following shall apply: 

 
2. By the expression óoffenceô shall be meant any offence involving moral turpitude for 

which an employee is liable t o conviction and sentence under any provision of law. 

 
3(a). When in the opinion of the management an employee has committed an offence, 

unless he be otherwise prosecuted, the bank may take steps to prosecute him or get him 

prosecuted and in such a case he may also be suspended; 

 
(b). If he be convicted, he may be dismissed with effect from the date of his conviction 

or be given any lesser form of punishment, as mentioned in Clause 6 below. 

 
(c). If he is acquitted, it shall be open to the management to pr oceed against him under 

the  provisions  set  out  below  in  Clauses  (11)  and  (12)  infra  relating  to  discharges. 

However, in the event of the management deciding after enquiry not to continue him in 

service, he shall be liable only for termination of service wi th three monthsô pay and 

allowances in lieu of notice. And he shall be deemed to have been on duty during the 

period of suspension, if any, and shall be entitled to the full pay and the allowances, 

minus such subsistence allowance as he has drawn and to al l other privileges for the 

period of  suspension,  provided that  if he  be acquitted by being given the benefit of 

doubt, he may be paid such portion of such pay and allowance as the management may 

deem proper; and the period of suspension shall not be treate d as a period spent on 

duty unless the management so direct; 

 
(d).  If  he  prefers  an  appeal  or  revision  application  against  his  conviction  and  is 

acquitted,  in  case  he  had  already  been  dealt  with  as  above,  and  he  applies  to  the 

management for reconsideratio n of his case, the management shall review his case, and 

may either reinstate him or proceed against him under the provision set below in sub - 

paragraphs 11 and 12 infra relating to discharge, and the provision set out above as to 

pay,  allowances  and  the  pe riod  of  suspension  will  apply,  the  period  up -to-date  for 

which full pay and allowances have not been drawn being treated as one of suspension. 



 
In the event of the management deciding after enquiry not to continue him in service, 

the  employee  shall  be  liabl e  only  for  termination  with  three  monthsô  pay  and 

allowances in lieu of notice, as stated above. 

 
 

4. If after steps have been taken to prosecute an employee or to get him prosecuted, for 

an offence, he is not put on trial within a year of the commission of   the offence, the 

management  may  then  deal  with  him  as  if  he  had  committed  an  act  of  ñgross 

misconductò or of ñminor misconductò as defined below; provided that if the authority 

which was to start prosecution proceedings refuses to do so or comes to the co nclusion 

that there is no case for prosecution, it shall be open to the management to proceed 

against the employee under the provisions set out below in Clauses 11 and 12 infra 

relating to discharge, but he shall be deemed to have been on duty during the p eriod of 

suspension, if any, and shall be entitled to the full wages and allowances and to all 

other privileges for such period. In the event of the management deciding after enquiry not 

to continue him in service, he shall be liable only for termination w ith three monthsô pay  

and  allowances  in  lieu  of  notice  as  directed  in  Clause  3  above.  If  within  the 

pendency of the proceedings thus instituted he is put on trial such proceedings shall be 

stayed  pending  the  completion  of  the  trial,  after which  the  provisi ons  mentioned in 

Clause 3 above shall apply. 

 
STAFF AWARD:: PARALLEL PROCEEDINGS 
CRIMINAL AS WELL AS DEPARTMENTAL PROCEEDINGS 
Contents of letter CDO:IR:66 dated 13.05.2004 

Para 4:: As regards the existing pending cases which have been kept on hold 
because of the commencement of the trial and are remaining as such for more 
than one year, Disciplinary Authority may review the cases and pass orders for 
starting  the  departmental  enquiry  and  complete  the  process  expeditiously, 
without  waiting for the trial to be  over.(Ref: Civil revision No 4814 of  2002 , 
Rajindar Kumar Vs State Bank of India and others) 

 
(5):   By the expression ógross misconductô shall be meant any of the following acts and 

omissions on the part of an employee: 

(a)  engaging in any trade or business outside the scope of his duties except with the 

written permission of the bank 

(b)  unauthorised disclosure of information regarding the affairs of the bank or any 

of its customers or any other person connected with the business of the bank which is 

confidential or the disclosure of which is likely to be prejudicial to the interests of the 

bank 

(c)   drunkenness or riotous or disorderly or  indecent behaviour on the premises of 

the bank 

(d)  wilful damage or attempt to cause damage to the property of the bank or any  of 

its customers; 

(e)  wilful insubordination or disobedience of any lawful and reasonable order of 

the management or of a superior; 

(f)   habitual  doing  of  any  act  which  mounts  of  "minor  misconduct"  as  defined 

below, óhabitualô meaning a course of action taken or p ersisted in, notwithstanding that 

at least on three previous occasions censure or warnings have been administered or an 

adverse remark has been entered against him; 

(g)  wilful slowing down in performance of work; 

(h)  gambling or betting on the premises of the Bank 
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(i)    speculation  in  stocks,  shares,  securities  or  any  commodity  whether  on  his   

account or that of any other persons; 

 

(j)    doing  any  act  prejudicial  to  the  interest  of  the  bank  or  gross  negligence  or   

negligence involving or likely to involve the bank in serious loss ; 

(k) giving or taking a bribe or illegal gratification from a customer or an employee 

of the bank 

(l)  abetment or instigation of any of the acts or omissions above mentioned 

(m)Knowingly  making  a  false  statement  in  any  document  pertaining  to  or  in 

connection with his employment in the bank 

(n)  resorting  to  unfair  practice  of  any  nature  whatsoever  in  an  examination 

conducted by the Indian Institute of Bankers or by or on behalf of the bank and 

where the employee is caught in the act of resorting to such u nfair practice and a 

report to this effect has been received by the bank from the concerned authority. 

(o)  Resorting  to  unfair  practice  of  any  nature  whatsoever  in  any  examination 

conducted by the Indian Institute of Bankers or by or on behalf of the bank  in case 

not covered by the above sub -Clause (n) and where a report to that effect has been 

received  by  the  bank  from  the  concerned  authority  and  the  employee  does  not 

accept the charge. 

(p) remaining unauthorisedly absent without intimation continuously fo r a 

period exceeding 30 days; 

(q) misbehaviour towards customers arising out of bankôs business 

(r) contesting election for Parliament/Legislative Assembly/ Legislative Council / 

Local Bodies /Municipal Corporation/ Panchayat, without explicit writt en 

permission of the bank. 

(s). Conviction by a criminal Court of Law for an offence involving moral turpitude 

(t). indulging in any act of "sexual harassmentò of any women at her work place. 

[Note: Sexual harassment shall include such unwelcome sexually d etermined 

behaviour (whether directly or otherwise) as 

(a).   physical contact and advances; 

(b). demand or request for sexual favour 

(c). sexually coloured remarks 

(d). showing pornography; or 

(e). any other unwelcome physical verbal or non verbal conduct  of a sexual nature] 

 
(u). The giving or taking or abetting the giving or taking of dowry from the parents 

or guardians of a bride or bridegroom as the case may be, any dowry.  [Explanation: 

For the purpose of sub -Clause (u) the word "dowry" has the same m eaning as in the 

"Dowry Prohibition Act, 1961"]. 

 
(6): An employee found guilty of gross misconduct may: 

(a)  be dismissed without notice; or 

(b)  be  removed  from  service  with  superannuation  benefits  [i.e.  Pension  and/or 

Provident  Fund  and  Gratuity]  as  woul d  be  due  otherwise  [under  the  Rules  or 

Regulations  prevailing  at  the  relevant  time]  and  without  disqualification  from 

future employment; or 



 
(c)  be  compulsorily  retired  with  superannuation  benefits  i.e.  Pension  and/or 

Provident  Fund  and  Gratuity  as  would  be   due  otherwise  under  the  Rules  or 

Regulations prevailing at the relevant time and without disqualification from future 

employment; or 

(d).   be discharged from service with superannuation benefits i.e. Pension and/or 

Provident  Fund  and  Gratuity  as  would  be   due  otherwise  under  the  Rules  or 

Regulations prevailing at the relevant time and without disqualification from future 

employment; or 

(e) Be brought down to lower stage in the scale of pay up to a maximum of two 

stages; or 

(f) Have his increment/s stopped with or without cumulative effect; or 

(g) Have his special allowance [pay] withdrawn; or 

(h) Be warned or censured or have an adverse remark entered against him; or 

(i) Be fined. 

 
7.   By the expression ñ minor misconduct ò shall be meant any of the following  acts and      

     omissions on the part of an employee: 

a)   absence without leave or overstaying sanctioned leave without sufficient grounds; 

b)   unpunctual or irregular attendance; 

c)    neglect of work, negligence in performing duties 

d)   breach  of any rule  of  business  of  the  b ank or instruction  for the  running of any 

department; 

e)   committing nuisance on the premises of the bank; 

f) entering or leaving the premises of the bank except by an entrance provided for the 

purpose; 

g)   attempt to collect or collecting monies within the premises  of the bank without the 

previous permission of the management or except as allowed by any rule or law for 

the time being in force 

h)   holding or attempting to hold or attending any meeting on the premises of the bank 

without the previous permission of the mana gement or except in accordance with 

the provisions of any rule or law for the time being in force; 

i) canvassing  for  union  membership  for  collection  of  union  dues  or  subscriptions 

within   the   premises   of   the   bank   without   the   previous   permission   of   the 

management or except in accordance with the provisions of any rule or law for the 

time being in force; 

j) failing  to  show  proper  consideration,  courtesy  or  attention  towards  officers, 

customers or other employees of the bank, unseemly or unsatisfactory behaviour 

while on duty; 

k)    marked disregard of ordinary requirements of decency and cleanliness in person or 

dress; 

l) incurring debts to an extent considered by the management as excessive; 

m)   resorting to unfair practice of any nature whatsoever in any examination conducted 

by the Indian Institute of Bankers or by or on behalf of the bank in cases not covered 

by sub Clause (n) under "Gross misconduct" and where a report to that effect has 

been received by the bank from the concerned authority and the employee accepts 

the charge; 

n)   refusal  to  attend  training  programmes  without  assigning  sufficient  and  valid 

reasons; 

o)   not wearing, while on duty, identity card issued by the bank 
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p)   not wearing while on duty the uniform supplied by the Bank, in clean condition. 

8.   An employee found guilty o f  ñminor misconductô may:  

a)   be warned or censured, or 

b)    have an adverse remark entered against him; or 

c)    have the increment stopped for a period not longer than six months 

 

9.   A workman found guilty of misconduct, whether gross or minor, shall not be given 

more than one punishment in respect of any one charge. 

10. In  all  cases  in  which  action  under  paragraphs  (4),  (6)  or  (8)  may  be  taken,  the 

proceedings held shall be entered in a book kept specially for the purpose; in which the 

date on which the proceedings are  held, the name of the employee proceeded against, 

the charge or charges, the evidence on which they are based, the explanation and the 

evidence,  if  any,  tendered  by  the  said  employee,  the  finding  or  findings  with  the 

grounds on which they are based and the  order passed shall be recorded with sufficient 

fullness, as clearly as possible, and such record of the proceedings shall be signed by the 

officer who holds them, after which a  copy of such record shall be furnished to the 

employee concerned if so request ed by him in writing. 

11. When it is decided to take any disciplinary action against an employee, such decision 

shall be communicated to him within three days thereof. 

12. The procedure in such cases shall be as follows: - 

a)    An employee against whom disciplinary act ion is proposed or likely to be taken 

shall be given a charge -sheet, clearly setting forth the circumstances appearing 

against him and a date shall be fixed for enquiry, sufficient time being given to 

him to enable him to prepare and give the explanation a s also to produce any 

evidence that he may wish to tender in his defence. He shall be permitted to 

appear before the officer conducting the enquiry, to cross -examine any witness 

on whose evidence the charge rests and to examine witnesses and produce other 

evidence in his defence. He shall also be permitted to be defended 

i) (x) by a representative of a registered union of bank employees [of which 

he is a member on the date first notified for the commencement of the 

enquiry 

(y)  where  the  employee  is  not  a  member  o f  any  trade  union  of  

bank employees on the aforesaid date, by a representative of a registered 

trade union of employees of the bank in which he is employed, OR 

ii) at  the  request  of  the  said  union  by  a  representative  of  the  State 

Federation or all India Organi sation to which such union is affiliated]**; 

OR 

iii) With the Bankôs permission, by a lawyer. 
 
 

 
Explanation: the term representative of a Registered Trade Union should be read 

asò office Bearer of the Union or a member so authorized by the unionò  Source: 

CO letter  CDO:IR  30120 dated 7.03.1996 addressed to CGM New Delhi 



 
 

He shall also be given a hearing as regards the nature of the proposed punishment 

in case any charge is established against him. 

 
b). Pending such enquiry or initiation of such enquiry , he may be suspended, but if 

on the conclusion of the enquiry, it is decided to take no action against him, he shall 

be  deemed  to  have  been  on  duty  and  shall  be  entitled  to  the  full  wages  and 

allowances  and  to all  other  privileges  for  the  period  of  suspension;  and  if  some 

punishment other than dismissal is inflicted, the whole or a part of the period of 

suspension, may, at the discretion of the management, be treated  as  on duty with 

the right to a corresponding portion of the wages, allowances, etc. (* In a recently 

decided case (State Bank of India. Vs. Harbans Lal, 2000 LAB IC 2334 SC), Supreme 

Court had upheld provisionôs validity.) 

 
c).  In awarding punishment by way of disciplinary action the  authority concerned 

shall take into account the gravity of the misconduct, the previous record, if any, of 

the  employee  and  any  other  aggravating  or  extenuating  circumstances  that  may      

  exist.  Where  sufficiently extenuating circumstances  exist,  the miscondu ct  maybe 

condoned  and  in  case  such  misconduct  is  of  the  ógrossô  type  he  may  be  merely 

discharged, with or without notice or on payment of a monthôs pay and allowances, 

   in lieu of notice. Such discharge may also be given where the evidence is found to 

    be insufficient to sustain the charge and where the bank does not, for some reason 

    or other, think it expedient to retain the employee in question any longer in service.    

    Discharge in such cases shall not be deemed to amount to disciplinary action. 

 
(d). If the representative defending the employee is an employee of the same bank 

at an outstation branch within the same state, he shall be relieved on special leave 

(on full pay and allowances) to represent the employee and be paid one to and fro 

fare.  The  class  of  fare  to  which  he  will  be  entitled  would  be  the  same  as  while 

travelling on duty.  In case of any adjournment at the instance of the bank/EO/IA, 

he may be asked to resume duty and if so, will be paid fare for the consequential 

journey. He shall also be pai d full halting allowance for the period he stays at the 

place of the enquiry for defending the employee as also for the days of the journey 

which are undertaken at the bankôs cost. 
 

 

Explanation: 

óStateò for the purpose shall mean the area, which constitut ed a political state as 

on 19.10.1966, but this explanation will not apply to SBI. 
 

 
(e). An enquiry need not be held if ï 

(i) The Bank has issued a show cause notice to the employee advising him of 

the  misconduct  and  th e  punishment  for which  he  may  be  liable  for  such 

misconduct. 

(ii) The employee makes a voluntary admission of his guilt in reply to the 

aforesaid show cause notice, and 

(iii) The misconduct is such that even if proved the Bank does not intend to 

award the punishment of discharge or dismissal. 



   

Source: STATE BANK STAFF COLLEGE. 

However,  if  the  employee  concerned  requests  a  hearing  regarding  the  nature  of 

punishment, such a hearing shall be given. 

 
(f). An  enquiry  need  not  also  be  held  if  the  employee  is  charged  with  minor 

misconduct  and  the  punishment  proposed  to  be  given  is  warning  or  censure. 

However, 

(i)  the employee  shall  be  served a  show  cause notice advising him of the 

misconduct and the evidence on which the charge is based; and 

(ii)  the  employee  shall  be  given  an  opportunity  to  s ubmit  his  written 

statement of defence and for this purpose has a right to have access to the 

documents and material on which the charge is based. 

 
(iii) if the employee requests a hearing, such a hearing shall be given and in 

such a hearing, he may be per mitted to be represented by a representative 

authorised to defend him in the enquiry had such an enquiry been held. 

(g).   Where an employee is charged with a minor misconduct, and an enquiry is not 

held on  two previous  occasions, an enquiry shall  be  held  in  respect  of  the  third 

occasion. 

 
13. Where the provisions of this Settlement conflict with the procedures or rules in force in 

any bank regarding disciplinary action, they shall prevail over the latter. There may, in 

such procedures or rules, exist certain p rovisions outside the scope of the provisions 

contained in this Chapter enabling the bank to dismiss, warn, censure, fine an employee 

or have his increment stopped or have an adverse remark entered against him. In all 

such cases also the provisions set out above shall apply. 

 
14. The Chief Executive Officer or the Principal Officer in India of a Bank or an alternate 

officer at the Head Office or Principal Office nominated by him for the purpose shall 

decide  which  officer  (i.e.  the  Disciplinary  Authority)  shall   be  empowered  to  take 

disciplinary  action  in  the  case  of  each  office  or  establishment.  He  shall  also  decide 

which officer or body higher in status than the officer authorised to take disciplinary 

action shall act as an appellate authority to deal with or he ar and dispose of any appeal 

against orders passed in disciplinary matters. These authorities shall be nominated by 

designation, to pass original orders or hear and dispose of appeals from time to time 

and a notice specifying the authorities so nominated s hall be published from time to 

time  on  the  bankôs  notice  board.  It  is  clarified  that  the  Disciplinary  Authority  may 

conduct the enquiry himself or appoint  another officer as the Enquiry Officer for the 

purpose of conducting an enquiry. 

 
The  appellate  auth ority shall,  if  the  employee  concerned  is  so  desirous,  in a  case  of 

dismissal,  hear  him  or  his  representatives,  before  disposing  of  the  appeal.  In  cases 

where hearings are not required, an appeal  shall  be  disposed of within two months 

from the date of rece ipt thereof. In cases, where hearings are required to be given and 

requested for, such hearings shall commence within one month from the date of receipt 

of the appeal and shall be disposed of within one month from the date of conclusion of 

such hearings. The period within which an appeal can be preferred shall be 45 days 

from the date on which the original order has been communicated in writing to the 



 
employee concerned. 

 

15.  Every employee who is dismissed or discharged shall be given a service certificat e   

        without avoidable delay. 

 
16. Any notice, order, charge -sheet communication or intimation, which is meant for an       

  individual employee, shall be in a language understood by the employee concerned.       

  In the case  of  an  absent  employee  notice  shall  be  sent  to  h im  by  registered  post    

    with acknowledgement due. If an employee refuses to accept any notice, order,    

  charge -sheet,written   communication   or   written   intimation   in   connection     

  with   disciplinary proceedings when it is sought to be served upon him, such  

  refusal  shall be deemed to be good service upon him, provided such refusal takes  

   place in the presence of at least two persons, including the person who goes to  

  effect service upon him. Where such notice,  order,  charge -sheet,  intimation  or    

     any  other  official  commu nication  which  is meant   for   an   individual   employer    

   is   sent   to   him   by   registered   post   with acknowledgement due, at the last 

recorded address communicated in writing by the employee and acknowledged by 

the bank, the same is to be deemed as good service. 

  
DATE OF EFFECT : 

(1). The provisions under this Memorandum of Settlement shall come into effect from    

the date of the settlement and shall continue to govern and bind the parties until    

the Settlement is terminated by either party giving to the  other a  statutory    

notice as prescribed by law for the time being in force. 

(2).   Copies of the Memorandum of Settlement will be jointly forwarded by the parties 

   to the authorities listed in Rule 58 of the Industrial disputes (Central) Rules 1957, so      

   that the terms and con ditions hereof are binding on the parties as provided in law. 
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CLARIFICATIONS VIDE CC No: NBG: P&HRD: IR: SPL: 307 dated 9.11.2004 

 
STAFF: AWARD 

DISCIPLINARY PROCEEDINGS 

FURNISHING REASONS BY THE DISCIPLINARY AUTHORITIES  
 

FOR DISAGR EEMENT WITH THE ENQUIRY OFFICERSô 
FINDINGS 

 

 
In   terms   of   Memorandum   of   Settlement   dated   10.04.2002   /   27.05.2002,   on 

 

disciplinary action and procedure therefor, a workman employee who is proceeded 

against departmentally for misconduct is required to be given  a hearing regarding 

the proposed punishment before passing final orders.   Arising from this provision, the 

designated disciplinary authorities convey their tentative decision regarding the 

proposed  punishment  in  writing  and  ask  the  charge -sheeted  employee  to  make 

submissions thereagainst in writing within a prescribed time schedule.   On receipt of   

the  submissions,   the  Disciplinary  Authorities  are  required  to  examine  the 

submission and taking these into account, pass final orders, which also in turn are 

communicated in writing to the employee. Of late, arising from the judgements from 

various High Courts / Industrial Tribunals in  the  country,  it  is  observed  that  Courts  

are  not  taking  favourable  view  of  the decisions  of  the  disciplinary  authorities  if,  in  

the  event  the  disciplinary  authorities differing with the findings of the Enquiry Officer, 

the reasons for holding difference of  views  between  the  Disciplinary  Authority  and  

the  Enquiry  Officer  are  not conveyed  to  the  charge -sheeted  employee. The  

matter  has  been  examined  in consultation with Law Department at this office and it 

has been decided as under: 

 
 

I.   If  the  Disciplinary  Authority,  after  examining  the  enquiry  proceedings  and 

Enquiry  Officerôs  findings  on  the  charges  leveled  against  an  employee, 

disagrees with any of the findings of the Enquiry Officer on one or charges, he  

should  record  in  writing  his  disagreements  supported  with  the  reasons 

therefor. The  said  recorded  reasons  for  disagreement  alongwith  a  copy 

each  of  the  enquiry  proceedings  and  the  findi ngs  of  the  Enquiry  Officer 

should be communicated to the charged employee in writing and he should be  



 
asked to make submission thereon  within an appointed date.   If,  within the  

appointed  date,  no  such  submission  is  received  by  the  Disciplinary 

Authority  it  will  be  assumed  that  the  charged  employee  does  not  wish  to 

make any   submission and the Disciplinary   Authority   shall 

proceed accordingly for further action as deemed fit. 

 
 

II.   On receipt of the charged employeeôs submissions to the above, the same 

will be exam ined by the Disciplinary Authority along with enquiry proceedings, 

findings of the Enquiry Officer and his earlier recorded reasons for 

disagreements and based thereon, he should record his preliminary order as to 

whether the charge(s) against the charged  employee can still be held as 

established or not.   The Disciplinary Authority should also record therein his 

tentative decision as regards the proposed punishment to be inflicted on the  

charged  employee  and  this  order  should  be  communicated  to  the 

employee, in writing, and he should be asked to make submissions in regard to 

the  proposed  punishment  in  terms  of  Clause  12(a)(iii)  of  the Settlement 

dated 10.04.2002 / 27.05.2002. 

 
 

III.   On receipt of the charged employeeôs submission, the Disciplinary Authority 

will  examine  the  same  alongwith  the  enquiry  proceedings,  findings  of  the 

Enquiry  Officer  and  other  relevant  documents,  including  those  referred  to 

above,  and will record his  final orders  indicating punishment to be inflicted 

against  the  ;employee  and  communicate  such  orders  to  the  employee  in 

writing. 

 
 

Although,  it  was  not  required  under  the  earlier  clause  521(10)(a)  of  the  Sastry 

Award as retained by Desai Award and also not required under Clause 12 of the 

said  Settlements  of  2002,  but  by  way  of  abundant  caution   (in  view  of  Courtôs 

decisions) the aforesaid course of actions can be followed  in all future cases , where 

there is disagreement. 
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6. RESTRICTIVE PRACTICES 
(Annexure I to Memorandum of Settlement dated 31.10.79  

 between IBA & AIBEA/NCBE) 

ANNEXURE 

 

 
Preamble - The IBA, AIBEA and NCBE are in full agreement that no efforts should be spared by 

them  to  ensure  efficient,  courteous  and  speedy  customer  service  in  the  banking  industry.  With  this 

common objective in view, some ñrestrictive practicesò were gone i nto jointly. The unions do not 

accept that  there  are  any  such  practices.  It  is  admitted  by  both  sides  that  the  details  of  

situations  or circumstances  in  which  certain  incidents  might  have  taken  place  are  not  available  

and  hence  they cannot be gone into in detail. The Unions, however, make it clear that it has never 

been the intention of 

the  Unions  to  indulge  in  any  restrictive  practices.  The  IBA  concedes  that  in  view  of  the  size  of  the 

industry,  there  are  difficulties  in  attaining  perfection  in  the  matter  o f  work  at  all  the  offices  in  

the country.  Both,  IBA  and  the  Unions  agree  that  much  depends  on  the  climate  that  develops  and  

the relations  that  are  built  at  the  various  offices  by  mutual  understanding  and  respect  for  such  

otherôs difficulties. 

 
Accordingly the IBA, AIBEA and NCBE jointly express themselves on the issue as under  - 

1.    It is for the management to distribute the work equitably amongst the employees with a view to 

ensuring that every one has a full dayôs work. Adjustments would however become necess ary 

in  the  day-to-day  working  of  the  offices  and  in  the  interest  of  smooth  working;  the  workman 

should carry out all reasonable orders of the local management. The workman would however 

be free to take up with the management any genuine difficulty in this   behalf. The question 

of fixing  any  arbitrary  ceiling  on  the  quantum  of  work  by  the  employees  themselves  does  

not however arise. 

2.    While  the  services  of  senior  employees  would  generally  be  utilised  on  desks  requiring 

experience and knowledge, no one should re fuse to work on any desk in exigencies that 

may arise. 

3.    The allotment of ledger/s to ledger keeper would depend on the number of transactions and the 

volume  of  work  and  not  on  the  number  of  ledgers.  Accordingly,  it  may  be  justifiable  

and necessary to allot  more that one ledger whether in current account, cash credit, demand 

loan, etc. 

 
4.    Employees  with  double  designations  such  as  clerk -typist,  cashier -cum,  -clerk,  etc.  may  

be asked to perform both the duties on the same day. It would therefore be ensured that   they 

are not  subjected  to  frequent  changes  of  work  on  the  same  day.  Where  an  employee  

who  is handling cash is asked to work outside cash section, he should be given time to tally 

and hand over his cash. 

5.    Where volume of cash work is not heavy, a cashier may  be required to work both as a paying 

and receiving cashier. 

6.    Godown-keepers  attached  to  branches  may  be  required  to  perform  clerical  duties  whenever 

they are free from godown work. 

7.    The  system  of  checking  payments  made  by  an  employee,  by  another  employee  an d  



 
of entrusting the job of issuing tokens exclusively to an employee, are prevailing only in 

certain banks  at  certain  centres,  the  Management  decide  on  their  own  about  the  

necessity  of continuance or otherwise of these systems. 

8.    On  special  occasions, it  mig ht be  necessary  to  attend  to  cash  transactions  outside  

business hours. However due care and caution should be exercised by management in 

entertaining such late transactions. Such late transactions should be duly authorised by a 

competent official. 

 

9.    Normally   cash  should  be  accepted  /  paid  at  the   cash  counter.  But  employees  

should accept/make   payments   of  cash   other   than   of  cash   counters   under   

instructions   from  a competent official in special circumstances and in such cases the 

concerned employee would 

be granted immunity from attendant risks. 

10.  The  work  of  clerks  posted  in  administrative  offices  includes  drafting  of  letters,  dealing  

with correspondence,   etc. Clerks   posted   in   branches/departments   and   offices   

other   than administrative offices should also perform s imilar work of a routine nature. 

11.  The balancing of ledgers/registers and calculations of monthly products/interest etc. should 
not 

be claimed as work to be necessarily and essentially performed only outside normal 

working hours. 
12.  An employee who is assigned  special allowance duties must, subject to availability of time, 
also 

perform routine duties of his cadre. 
 

Improvement in Working in Banksõ Branches/ Offices, etc.  

 
In the Bipartite Settlement dated 17.9.84 following new provisions have been added - 

 
1. Having regard to the vital role of the banking industry in the national economy and various 

social and economic responsibilities they have been entrusted with from time to time, parties agree 

that there 

is a need to improve house keeping in the office / bran ches of banks throughout the country, to 

ensure efficient  cordial  and  speedy  customer  service  at  all  times  in  the  banking  industry  and  

to  promote harmonious industrial relations and better discipline at all levels. 

 
2(a): Every workman shall take all poss ible steps to ensure and protect the interest of the bank 

and discharge his duties with utmost integrity, honesty, devotion and diligence. Every workman shall 

be at 

his place of work, commence the allotted work at the time fixed and notified, work for the  full 

prescribed hours   of work and give maximum output. 

 
3. Unions agree that the authority of the branch manager / officer -in-charge in matters like 
deployment 

of staff from time to time and enforcement of rules of the Bank in the matter  of discipline, c 

ustomer service and the like, shall be respected by all workmen so as to ensure that day to day 

smooth and efficient functioning of the branch / office/ department is not adversely affected. If, 

however, there be any  grievance  or  dissatisfaction  in  regard   to  handling  of  such  matters  by  

the  branch  manager  or another authority or in regard to exercise of such authority, the matter 

shall be resolved expeditiously and amicably through mutual discussion with the branch manager 
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or the authority concerned either b  y 

the aggrieved workman himself or by the office bearer(s) of the concerned union or its unit 

avoiding dislocation of customer service. Management should discourage abuse of authority on 

the part of any branch  manager  or  other  authority  concerned.  Unions  d eprecate  use  of  any  

violence  or  abusive language or vulgar slogans by name against individual officers or their family 

members. 

 
3.    In  furtherance  of  objective  towards  improvement  in  working,  parties  reiterate  for  adherence  by  

all concerned of what have been agreed to in Annexure -I to the Settlement dated the 31st October 

1979. 

(added vide Para 22 of Bipartite Settlement 10.4.1989) 

 
GENERAL PROVISIONS: 

(a). IMPROVEMENT  IN CUSTOMER SERVICE: 

Both  the  management  and  the  unions  appreciate  the  need  to   improve  the  customer  service  

and working  of  the  offices  of  the  banks.  To  achieve  this,  both  sides  agree  to  maintain  cordial  

industrial relations. The unions also appeal to the employees to render full dayôs work and extend 

courteous and prompt customer ser vice. 
(b). BUSINESS HOURS: 

The unions agree that any change in the business hours is managementôs prerogative. 

©.  SECURITY STAFF 

Armed  Guards  and  Watchmen  shall  be  exempted  by  the  Unions  from  participating  in  strike/  work 

stoppage. 

 
-0-0-0-0- 



 
 

7. Voluntary Cessation of Employment 
(Eighth Bipartite Settlement) 

Para 28 
 

 
 

(i) When an employee absents himself/herself from work for a period of 90 or more 
consecutive days wi thout prior sanction from the Competent Authority or beyond 
the period of leave sanctioned originally including any extension thereof or when 
there is satisfactory evidence that he/she has taken up employment in India or 
outside,  the  management  at  any  time   thereafter  may  give  a  notice  to  the 
employee  at  his  last  known  address  as  recorded  with  the  Bank  calling  upon 
him/her to report for work within 30 days of the date of notice. 

 
Unless the employee reports for work within 30 days of the notice or gives an 
explanation  for  his/her  absence  within  the  period  of  30  days  satisfying  the 
management  inter  alia  that  he/she  has  not  taken  up  another  employment  or 
avocation, the employee shall be given a further notice to report for work within 
30  days  of  the  notice  fai ling  which  the  employee  will  be  deemed  to  have 
voluntarily  vacated  his/her  employment  on  the  expiry  of  the  said  notice  and 
advised accordingly by registered post. 

 
In  the  event  of  the  employee  submitting  a  satisfactory  reply,  he/she  shall  be 
permitted to report for work thereafter within 30 days of this notice failing which 
the employee will be deemed to have voluntarily vacated his/her employment on 
the expiry of the said notice and advised accordingly by registered post. 

 
If  an  employee  again  absents  him self/  herself  for  the  second  time  within  a 
period  of  30  days  without  submitting  any  application  and  obtaining  sanction 
thereof,  after  reporting  for  duty  in  response  to  the  first  notice  given  after  90 
daysô of absence or within the 30 daysô period granted t o him for reporting to 
work  on  his  submitting  a  satisfactory  reply  to  the  first  notice,  a  further  notice 
shall be given after 30 days of such absence giving him/ her 30 daysô time to 
report, if he/she fails to report for work or reports for work in respons e to the 
notice but absents himself/ herself a third time from work within a period of 30 
days without prior sanction, his/ her name shall be struck off from  the rolls of 
establishment  after  30  days  of  such  absence  under  intimation  to  him  by 
Registered   pos t   deeming   that   he/she   has   voluntarily   vacated   his/   her 
appointment. 

 
(ii) Any  notice  under  this  Clause  shall  be  in  a  language  understood  by  the 

employee concerned. The notice shall be sent to him/her by registered post with 
the acknowledgement due. Where the no tice under this Clause is sent to the 
employee  by  registered  post  acknowledgement  due  at  the  last  recorded 
address  communicated  in  writing  by  the  employee  and  acknowledged  by  the 
bank, the same shall be deemed as good and proper service. 
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EITH 

 
 

OR 

SOME IMPORTANT FLOW CHARTS ON SETTLEMENT DATED 10TH APRIL 2002 
 
 

ALLE GED COMM ISSION OF OFFENCE 

INVO LVING  MORAL  TURPITUDE 

(Cl.  2) of Sett lement dated 10th Apr il  2002 
 
 
 
 
 

INI TIAL   CONVIC TION:  

DISMISS OR OTHER 

PUNSHMENT UNDER CL 6 

INI TIAL  ACQUI TTAL  : 

DECIDE TO KEEP OR NOT 

 

 
 
 

CSE GOES FOR APPEAL TO 

COURT AGST. CONVICTION 

WHETHER HONORABLE 

OR BENEFIT OF DOUBT? 
 

 
 
 

COURT ACQUITS HIM  
BENEFIT OF 

DOUBT 

 
HONORABLE 

ACQUITTAL 
 

 
 

MANAGEMENT TO 

REVIEW ITS DECISION 
 
 
 
 

 
REINSTATE & 

DROP THE 

PROCEEDINGS 

DONôT REINSTATE & 

OR   START DISCHARGE 

PROCEEDINGS 
 
 
 

POS ï NOT ON DUTY, UNLES S 

STATED OPTHERWISE BY THE 

MGT. 

In case decided not to continue in 

service 

POS: ON DUTY: 

3 MONTHS 

SALARY/ 

NOTICE   in case 

decided not to 



 

ALLE GED COMM ISSION OF OFFENCE 

INVO LVING  MORAL  TURPITUDE 

(CL. [4]) 
 

 
 
 
 

WHETHER SIMULTANE OUS 

PROCEEEDINGS CAN BE INITIATED? 
 

 
 
 
 
 

WAIT FOR  A PERIOD OF  12 

MONTHS  FROM  THE  DATE 

OF OFFENCE FOR TRIAL TO 

BEGIN   BY   THE   CR IMINAL 

COURT OF LAW 
 
 

YES NO 
 

 
DOES TRIAL 

BEGIN? 
 

 
 
 
 

IF THE TRIAL BEGINS 

BY THEN, STAY PUT 

THE ACTION 

IF TRIAL DOESNôT BEGIN 

BY THEN, START THE D.P. 

PROCESS & COMPLETE IT 
 

 
 
 

               IF THE PROSECUTING     
               AGENCY COMES TO THE      
               CONCLUSION THAT NO  
               CRIMINAL CASE IS MADE  
               OUT, THE BANK CAN   
               INITIATE THE D.P.  
               PROCESS, RIGHT FROM     
               THAT MOMENT 

LATER, IF THE TRIAL BEGINS, 

STAY  PUT  THE  D.P.  PROCESS 

IF  NOT  COMPLETED  &  WAIT 

FOR  THE  RESULT  OF 

CRIMIN AL  COURT  TRIAL  FOR 

ONE YEAR  AND IF STILL 

TRIAL   REMAINS  PENDING 

START PROCEEDNGS 



   

Source: STATE BANK STAFF COLLEGE. 

CL. (12)(b) 
 
 
 

 
PENDING SUCH ENQUIRY  OR INI TIA TION  

OF SUCH ENQUIRY  HE MAY BE 

SUSPENDED 

(CL. [12][b]  
 
 
 
 

 
IF NO ACTION/PUNISHMENT 

CONTEMPLATED AFTER 

ABOVE PROCESS 

IF A PENALTY IS PROPOSED 

 
 
 
 
 

 
 

POS: ON DUTY 
WAGES+ALLOW+ PRIVILEGES 

DISMISSAL LESS THAN 

DISMISSAL 

 

 
 
 

POS: NOT ON DUT Y 
 

NO   DISCRETION 

POS: MGT. 

DISCRETION 

PART/ FULL 

PERIOD**  
 

 
 
 
 
 
 

**  MGT MUST STATE EXPLCITLY, IN THE 

ABSENCE OF WHICH, IT WILL BE 

PRESUMED THAT POS BENEFITS ARE 

PAYA BLE 
 
 
 

POS: ON DUTY: 

3 MONTHS 

SALARY/ 

NOTICE 



 
 

 

CL. (12)(e): 
 

WHERE DEPARTM ENTAL  ENQUIRY  MAY  

BE DISPENSED AWAY IN CASE OF 

AWARD  STAFF CL. [12] [e] 
 

 
 

SEPARATE PRE -CONDITIONS 

FOR MAJOR &  MINOR 

MISCONDUCT 
 

 
 
 
 
 

MAJOR MISCONDUCT 

 
¶ SHOW CAUSE NOTICE 

o MISCONDUCT 

o PUNISHMENT 

¶ VOLUNTARY ADMISSION  

¶ DISMISSAL/ DISCHARGE 

IS NOT THE PROPOSED 

PENALT Y 

 

MINOR MISCONDUCT 
 

 

¶ SHOW CAUSE NOTICE 

o MISCONDUCT 

o EVID ENCE 

¶ W/S &  DOCU. ACCESS 

¶ HEARING,  IF 

REQUESTED 

¶ PROPOSED PENALT Y IS 

ñWARNINGò / ñCENSUREò 
 
 

 
**  WHERE AN EMPLOYEE IS CHARGES WITH A MINOR MISCONDUCT, 

AND AN ENQUIRY  IS NOT HELD ON TWO PREVIOUS OCCASIONS , AN 

ENQUIRY SHALL BE HELD IN RESPECT OF THE THIRD OCCASION 

 
**  MODIFIED BY THE THIRD  BIPARTITE SETTLEMENT DATED 31.10. 1979 



   

Source: STATE BANK STAFF COLLEGE. 

8. CONDUCT RULES FOR OFFICERS 

 
STATE BANK OF INDIA OFFICERS SERVICE RULES -1992 

CHAPTER XI: CONDUCT, DISCIPLINE AND APPEAL 

 
SECTION 1 - CONDUCT 

 
General observance o f good conduct, discipline integrity, dili gence, fidelity etc. 

 
50 (1) Every officer shall conform to and abide by these rules and shall observe/comply with and obey 

all  lawful  and  reasonable  order  and  directions  which  may  from  time  to  time  be  given  to  h im  by  any 

person under whose jurisdiction/superintendence or control he may for the time being be placed. 

 
50 (2) Every officer shall undertake and perform his duties as an official of the Bank in such capacity 

and at such place as he may from time to time  be directed by the Bank. 

 
50 (3) No officer shall, in the performance of his official duties or in the exercise of powers conferred on 

him, act   otherwise than in his best judgement except when he is acting under the direction of his official 

superior. 

 
Provided  wherever  such  directions  are  oral  in  nature  the  same  shall  be  confirmed  in  writing  by  his 

superior officer ( amended by Central Board, dated 21.06.2001 ) 

 
50 (4) Every officer shall, at all times, take all possible steps to ensure and protect the  interests of the 

Bank  and  discharge  his  duties  with  utmost  integrity, honesty, devotion  and  diligence, and  do  nothing 

which is unbecoming of a bank official officer (amended by Central Board, dated 21.06.2001). 

 
50 (5) Every officer shall maintain good con duct and discipline and show courtesy and attention to all 

persons in all transactions and negotiations. 

 
50 (6) Every  officer  shall  take  all  possible  steps  to  ensure  the  integrity  and  devotion  to  duty  of  all 

persons for the time being under his control an d authority. 

 
50 (7) Every officer shall make a declaration of fidelity and secrecy in the form set out in the Second 

Schedule in the State Bank of India Act, 1955 and shall be bound by the declaration. 

 
50 (8) No officer shall take or give or attempt to t ake or give any undue assistance or use or attempt to use 

any unfair methods or means in respect of any examination or test conducted or held by the bank or 
any other authority or institution. 

 
50 (9) No officer shall abuse or fail to comply with any of th e terms and conditions in respect of any 

loan, advance or other facility granted by the Bank either directly or indirectly to the officer or through any 

other agency, including loans for purchase of vehicles or construction of houses. 
 

 
 
 



 
Engaging in trade,  business, employment, acceptance of fee, association with newspapers, other  

communications systems, etc. 

 

51 (1) No officer shall, except with the previous sanction of the competent authority, engage directly or 

indirectly in any trade or business or unde rtake any other employment. 

 
Provided that an officer may, without such sanction, undertake honorary work of a social or charitable 

nature or occasional work of a literary, artistic, scientific, professional, cultural, educational, religious or 

social character, subject to the condition that his official duties do not thereby suffer  or the undertaking of 
such  work  is  not  detrimental  to  the  interest  of  the  Bank   (amended  by  Central  Board,  dated 

21.06.2001); but he shall not undertake, or shall discontinue suc h work if so directed by the competent 

authority after recording reasons for the same (amended by central Board, dated 21.06.2001) . 
 

 

Explanation 

(i)    Canvassing by an officer in support of the business of insurance agency, etc. owned or managed by 

a member of his family shall be deemed to be a breach of this sub -rule. 

(ii)   Prior  sanction   under  this  rule  is  not  necessary  for  holding  an  office  ex -officio  outside  the  Bank, 

under any law or rules, regulations or bye laws made thereunder, for the time being in force, or   under 

directions from any authority to whom the officer is subordinate. 
 
 
 

51 (2) Every officer shall report to the competent authority if any member of his family is engaged in a 

trade or business or owns or manages an insurance agency or commission agen cy. 

 
51 (3) No officer shall without the previous sanction of the competent authority, except in the discharge 

of  his  official  duties,  take  part  in  the  registration,  promotion  or  management  of  any  bank  or  other 

company which is required to be registered un der the Companies Act, 1956 or any other law for the time 

being in force or any co -operative society for commercial purposes. 

 
Provided that an officer may take part in registra tion, promotion or management of a co -operative society 

intended for the benefit of Bank employees/officers and registered under the Co -operative Societies Act, 

1912  or  any  other  law  for  the  time  being  in  force  or  any  co -operative  society  registered  under  the 

Societies Registration Act, 1860 or any corresponding law in force. 

 
51 (4) No officer shall accept any fee payment in he form of fee, remuneration, honorarium and the like 

in  cash  or  kind  (  substituted  by  amendment, dated 21.06.2001)  for  any  work  done  by him  for  any 

public body or any private person without the sanction of the  competent authority. 

 
51 (5) No officer shall act as an agent of or canvass business in favour of an insurance company or 

corporation  in  his  individual  capacity  except  that  he  may  act  as  agent  for  an  insurance  company  or 

corporation for or on behalf of the Bank. 

 
51 (6) No officer shall, except with the previous sanction of the competent authority or in the bona fide 

discharge of his duties: 

 
(i) Own  wholly  or  in  part  or  conduct  or  participate  in  the  editing  or  management  of  any 

newspaper or any other peri odical publication, or 

 
(ii) Participate in radio broadcast or contribute any article or write any letter either in his own 
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name or anonymously or in the name of any other person, to any newspaper or periodical or make public 

or publish or cause to be pub lished or pass on to others any documents papers or information which 

may come into his possession in his official capacity, or 
  

(iii) Publish or cause to be published any book or any similar printed matter of which he is the 

author or not or deliver talk or lecture in public meetings or otherwise. 

 
Provided that no such sanction is, however required if such broadcast or contribution or publication or talk  

or  lecture  is  of  a  purely  literary,  artistic,  scientific,  professional,  cultural,  educational,  r eligious  or 

social character. 

 
51 (7) No officer shall in any radio broadcast or in any published document or communication to the 

press  or  in  public  utterance  make  any  statement  which  has  the  effect  of  disparaging  the  bank  or  its 

management or bringing t he same into disrepute. 

 
Use of position or influence in matter of employment, sanction of loan etc. to relatives   

 
52  (1)   No  officer  shall  use  his  position  or  influence  as  such  officer,  directly  or  indirectly,  to  secure 

employment for any person related  whether by blood or marriage to the officer or to the officerôs wife or 

husband, whether such a person is dependent on the officer or not. 

 
52  (2)   No  officer  shall,  except  with  the  prior  permission  of  the  competent  authority,  permit  his  son, 

daughter or any other member of his family to accept employment in any private undertaking which is 

obligated to the bank through his official dealings or in any other undertaking which to his knowledge is 

obligated to the Bank. 

 
Provided that where the acceptance of  the employment cannot await prior permission of the competent 

authority  or  is  otherwise  considered  urgent,  the  matter  shall  be  reported  to  the  competent  authority 

within three months from the date of receipt of offer of employment*,  and the employment may be 

accepted  provisionally  subject  to  the  permission  of  the  competent  authority.  (*  added  by  PA/CIR/56 

dated 16/07/93 as per CB decision dated 24 th Juneô93) 

 
52 (3) (i):  No officer shall grant on behalf of the Bank any loan or advance to himself or his spo use, a 

Joint Hindu Family of which he or his spouse is a member or a partnership with which he or his spouse is 

connected in any manner or a trust in which he or his spouse is a trustee, or a private or public limited 

company, in which he or his spouse hol d substantial interest. 

 
52 (3) (ii):  Save and except against specified security or in cases as may otherwise be specified by the 

Central Board from time to time and subject to Clause (I) above, no officer shall grant on behalf of the 

Bank any loan or adv ance to (a) a relative of his; (b) an individual in respect of whom a relative is a 

partner or guarantor; (c) a joint Hindu Family in which a relative is a member; (d) a firm in which a relative 
is a partner, manager or guarantor; and (e) a company in whic h a relative holds substantial interest or is 

interested as director manager or guarantor. 

 
52 (3) (iii):  No  officer  shall  in  discharge  of  his  official  duties  knowingly  enter  into  or  authorise  the 

entering into by or on behalf of the bank any contract, agr eement, arrangement or proposal not being 

related to a loan or advance referred to in Clause (I) or (ii) above, with any undertaking or person if any 



 
of his relatives is employed in that undertaking or under that person or if he or any of his relatives has 

interest in any other manner in such contract, agreement, arrangement or proposal and the officer shall 

refer every such matter, contract agreement, arrangement or proposal to his superior and the matter of 

such  contract,  agreement,  arrangement  or  proposa l  shall  thereafter  be  disposed  of  according  to  the 

instructions of the authority to whom such a reference is made. 

 
Explanations: 

1.    For the purpose of Clauses (I) and (ii) of this sub -rule, the terms óloan or advancesô, órelativeô and 

óspecified securityô shall have the same meaning as has been given to them in the State bank of India 

General Regulations, 1955 

2.    For the purpose   of this sub -rule, ósubstantial interestô shall have the same meaning, as in Clause 

(ne) of Section 5 of the Banking Regulation Act, 1 949. 
 

 
.Active Part in politics 

 
53.   No  officer  shall  take  an  active  part  in  politics  or  political  demonstration,  or  stand  for  election  as 

member for a municipal council, district board or any legislative body. 

 
Participation in demonstration, association 

 
54 (1).   No officer  shall engage himself or  participate in any demonstration which is prejudicial to  the 

interest of the sovereignty and integrity of India, the security of the State, friendly relations with foreign 

state,  public  order,  decency  or  morality ,  or  which  involves  contempt  of  the  court,  defamation  or 

incitement to an offence. 

 
54 (2).   No officer shall join or continue to be a member of an association, the objects or activities of 

which are prejudicial to the interests of the sovereignty and integ rity of India or public order or morality. 

 
Evidence in enquiry, committee etc. 

 
54  A (1).   Save  as  provided  in  sub -rule (3), no  officer  shall  except with  the  previous  approval  of the 

competent authority, give evidence in connection with any enquiry conduc ted by any person, committee 

or authority 

 
54 (2):  Where any approval has been accorded under sub -rule (1), no officer giving such evidence shall 

criticise the policy or any action of the Central Government or of a state Government or of the Bank. 

 
54(3): Nothing in sub-rules (1) & (2) shall apply to any evidence given: - 

(a) at  an  enquiry  before  an  authority  appointed  by  the  Central Government,  State 

Government, Parliament or a State Legislature; or 

(b) in any judicial enquiry;  or 

(c) at any departmental enquiry o rdered by the Bank; or 

(d) at any action or proceedings taken by or on behalf of the Bank. 

 
Receiving complimentaries, valediction, etc. 

 
55 (1) No  officer  shall,  except  with  the  previous  sanction  of  the  competent  authority,  receive  any 

complimentary or vale dictory address or accept any testimonial or attend any meeting or entertainment 

held in his honour, or in the honour of any other employee of the Bank. 
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Provided that nothing in this sub -rule shall apply to: 
 

(a) a farewell  entertainment of a substantia lly private and informal character held in honour 

of  the  officer  or  any  other  employee  of  the  Bank  on  the  occasion  of  his  trans fer  or 

retirement or any person who has  recently left the service of the Bank, and 

 
(b) the acceptance of simple and inexpens ive entertainment arranged by employees of the 

Bank 

. 

55(2): (a) No officer shall directly or indirectly exercise pressure or influence on any employee of the 

Bank to induce or compel him to subscribe towards any farewell entertainment. 

 
(b) No officer shall collect subscription for farewell entertainment from any intermediate or lower grade 

employee for the entertainment of any officer belonging to any higher grade. 
 

 
 

Acceptance of gift by self and family, and dowry 

 
56 (1) Save  as  otherwise  provided  in  this  rule, no  officer  shall  accept or  permit any  member  of his 

family or any person acting on his behalf to accept any gift. 
 

 

Explanations: 

The  expression  ógiftô  shall  include  free  transport,  boarding,  lodging  or  other  service  or  any  other 

pecuniary advantage when provided by any person who is obligated to the Bank through official dealings 

with the officer other than a near relative or a personal friend 

 
Note - A casual meal, lift or other social hospitality shall not be deemed as a gift. 

 
 
 

56 (2) On occasions such as marriages, anniversaries, funerals or religious functions when the making 

of gifts is in conformity with the prevailing religious or social practice. an officer may accepts gifts from his 

near relatives but he shall make a report to the comp etent authority  if  the value of the gift exceeds Rs. 

500/- 

 
56 (3) On such occasions as specified in sub -rule (2), an officer may also accept gifts from his personal 

friends who are not obligated to the Bank through official dealings with the officer b ut he shall make a 

report to the competent authority if the value of such gifts exceeds Rs. 200/ -. 

 
56 (4) In any other case, the officer shall not accept any gifts without the sanction of the competent 

authority if the value of the gifts exceeds Rs. 75 /- 

 
Provided that when more than one gift has been received from the same person within a period of 12 

months, the matter shall be reported to the competent authority if the aggregate value thereof exceeds 

Rs. 500/- 
 

 



 
Note - As a normal practice, an officer  shall not accept any gift from a person obligated to the 

Bank through official dealings with the officer . 
 

 
56 (5) No officer shall 

(i) give or take or abet the giving or taking of dowry; or 

(ii) demand directly or indirectly from the parents or guardi an of a bride or bridegroom, as the case may be, 

any dowry. 
 

 

Explanation 

For the purpose of this sub -rule, ñdowryò has the same meaning as in the Dowry Prohibition Act, 

1961 (28 of 1961) 
 

 
Bringing political or outside influence 

57. No officer shall bring or attempt to bring any political or other outside influence including that of 

individual directors or members of the Local Board to bear upon any superior authority to further his own 

interest in respect of matters pertaining to his service in the bank. 

 
Absence from Work 

58 (1) No officer shall absent himself from his duty or be late in attending office or leave the station 

without having first obtained the permission  of the authority empowered to sanction leave. 

Provided  that  in  unavoidable  circumstances  where  availing  of  prior  permission  is  not  possible  or  is 

difficult, the permission may be obtained later subject to the satisfaction of the concerned authority that 

prior permission could not have been obtained. 

 
58  (2)  No  officer  shall  ordinarily  absent  h imself  in  case  of  sickness  or  accident  without  submitting  a 

proper medical certificate. 

 
Provided  that  in  case  of  temporary  indisposition  or  sickness  of  a  casual  nature,  the  production  of  a 

medical certificate may, at the discretion of the authority empowe red to sanction leave, be dispensed 

with. 

 
Borrowing, incurring debts, buying and selling shares, lending money, guarantee, etc.  

 
59(a):    No officer shall in his individual capacity: 

(i): borrow money or permit any member of his family to borrow  money or otherwise place himself 

or a member of his family under a pecuniary obligation  to a broker or a money lender or a subordinate 

employee  of  the  bank  or  any  person,  association  of  persons,  firm,  company  or  institution,  whether 

incorporated or not, having dealings with the Bank; 

 
Provided that nothing in this Clause shall apply to borrowing from the Bank, the Life Insurance 

Corporation of  India, a co -operative credit  society or any financial institution including a bank 

subject to such terms and cond itions as may be laid down by the bank. 

 
Provided further that  an officer may accept a loan , subject to other provisions of these rules , from a 

relative or personal friend or operate a credit account  with a bona fide tradesman. 

 
(ii) buy or sell stocks, sh ares or securities of any description without funds to meet the full cost in the 

case of a purchase or scrip for delivery in the case of a sale; 
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(iii) incur debts at a race meeting; 

 
(iv)  lend  money  in  private  capacity  to  a  constituent  of  the  Bank  or  have   personal  dealings  with  a 

constituent in the purchase or sale of bills of exchange, Government paper or any other securities and 

(v) guarantee in his private capacity the pecuniary obligations of another person or agree to indemnify in 

such capacity another person from loss, except with the previous permission of the competent authority. 

 
Provided that an officer may stand as surety in respect of a loan taken from a co -operative credit society 

of which he is a member by another member. 

 
Provided further that nothing in this Clause shall apply to any guarantee/indemnity that an officer may 

execute in favour of (a) the President of India in support of a passport application for any relative of his 

(b) any financial institution or educational trust for a loan  or advance that such institution or trust 

may give to any relative of his for educational purposes. 

 
b) lend money or have security related dealings with a constituent 

 
Drawing advance salary, discounting cheques, accepting contribution, collecting subscription 

 
60 (1) No officer shall draw his salary in advance of the date on which it is payable without the previous 

sanction of the competent authority. 

 
60 (2) No officer shall discount or ne gotiate or cause to be discounted or negotiated cheques or other 

instruments drawn on his account without sufficient balance therein. 

 
60 (3) No officer shall, except with the previous sanction of the competent authority, ask for or accept 

contribution s to or otherwise associate himself with the raising or any funds or other collections in cash 
or in kind. 

 
60 (4) No officer shall canvass for membership or collect dues or subscription s for or carry on any 

activity in connection with any association, union  or other organisation during office hours or within the 

premises of the bank without the previous permission in written g of the competent authority. 

 
Speculation, insolvency, indebtedness 

 
61 (1) No officer shall speculate in any stocks, shares or securi ties or commodities or valuables of any 

descriptions or shall make investments, which are likely to embarrass or influence him in the discharge of 

his duties. 

 
Provided that nothing in this rule shall be deemed to prohibit an officer from making a bonafide 

investment of his own funds in such securities as he may wish to buy. 
 

 

Note:  Frequent purchase or sale or both of shares or securities or other investments shall be deemed to 

be speculation for the purpose of this rule. 
 
 
 



 
61 (2) An officer shall so manag e his private affairs as to avoid insolvency or habitual indebtedness. An 

officer against whom any legal proceedings are instituted for the recovery of any debts due from him or 

for adjudging him as an insolvent shall forthwith report the full facts of the  legal proceedings to the Bank. 

 
Submission of statement of assets and liabilities 

62 (1) Every officer shall on his first appointment, either by direct recruitment or by promotion, submit 

return of his assets and liabilities giving full particulars regar ding: 

 
(a) the immovable property inherited by him or owned or acquired by him or held by him on 

lease or mortgage, either in his own name or in the name of any member of his family 

or in the name of any other person; 

 
(b) shares,  securities,  debenture s  and  cash  including  bank  deposits  inherited  by  him  or 

similarly owned or acquired or held by him; 

 
(c) other movable property inherited by him or similarly owned or acquired or held by him; 

and 

 
(d) debts and other facilities incurred by him directly  or indirectly. 

 
62 (2) Every  officer  employee  shall  every  year  submit  a  return  of  his   movable,  immovable  and 

valuable property including liquid assets like shares, debentures as on 31st March of that yea r to 

the Bank before the 30th day of June of that yea r.(Bold faced amendment made vide CO letter No. 

PA/CIR/ 56 dated 16 th June ô93: CB decision dated 24 th June ô93) 

 
62(3) No officer shall except under previous intimation in writing to the competent authority, acquire or 

dispose of any immovable property by  lease, mortgage, purchase, sale, gift or otherwise either in his 

own name or in the name of any member of his family. 

 
Provided that the previous sanction of the competent authority shall be obtained by the officer if any such 

transaction is: 

 
(a) with a person obligated to the Bank through official dealings with the officer; 

(b) otherwise than through a regular or reputed dealer. 

 
62(4) Every  officer  shall  report  to  the  competent  authority  every  transaction  concerning  movable 

property owned or held by h im either in his own name or in the name of a member of his family  if the 

value of such property exceeds Rs. 25000/ - (amended by Central Board, dated 21.06.2001). 

 
Provided that the previous sanction of the competent authority shall be obtained if any such  transaction 

is 

(a) with a person obligated to the Bank through official dealings with the officer; 

or 
(b) otherwise than through a regular or reputed dealer. 

 
62(5) The Bank may, at any time, by general or special orde r, require an officer to furnish, within a 

period to be specified in the order, a full and complete statement of assets and liabilities, including such 

movable and/or immovable property held or acquired by him or on his behalf or by any member of his 

family as may be specified in the order. Such a statement shall, if so required by the bank, include the 
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details of the means by which or the source from which such property was acquired. 

Recourse to Court 

63:   No officer shall, except with the previous sanc tion of the Managing Director, have recourse to any 

court or to the press for the vindication of any official act, which has been the subject matter of adverse 

criticism or an attack of a defamatory character. 
 

Provided that nothing in this rule shall be d eemed to prohibit an officer  from  vindicating  his  private 

character or any act done by him in his private capacity and where any action for vindicating his   
private character or any act done by him in private capacity  is taken the officer shall submit a rep ort 

to his immediate superior within a period of 3 months from the date such action is taken by him. 

 
Second Spouse 

64(1): (a) No officer shall enter into, or contact, a marriage with a person having a spouse living and 

(b): No officer having a s pouse living shall enter into, or contract a marriage with any person. 

Provided that the competent authority may permit an officer to enter into, or contract, any such marriage 

as is referred to in Clause (a) or Clause (b) if it is satisfied that ; 

i) such a marriage is permissible under the personal law applicable to such officer 

and the other party to the marriage,  and 

ii)  there are other grounds for so doing 

 
64(2) An  officer  who  has  married  or  marries  a  person  other  than  that  of  Indian   Nationality  shall 

forthwith intimate the fact to the competent authority. 

 
Consumption of Intoxicating drinks, etc. 

 
65 (1) An officer shall strictly abide by any law relating to intoxicating drinks or drugs in force in any 

area in which he may happen to be posted for the time being. 

 
65 (2) An officer shall refrain from consuming any intoxicating drink or drug in a public place 

 
65 (3) It is also the duty of the officer to see that - 

 
(a) he is not under the influence of any intoxicating drink or drug d uring the course of his 

duty and takes due care that the perfor mance of his duty is not affected in any way by 

the influence of any intoxicating drink or drug; 

 
(b) he does not appear in public place in a state of intoxication, and he does not use any 

intoxicating drink or drug to excess 
 

 

Explanation: 

For  the  purpose  of  this  rule,   ôpublic  placeô  means  any  place  or  premises  including  clubs,  even 

exclusively  meant  for  members  where  it  is  per missible  for  the  members  to  invite  nun -members  as 

guests, bars and restaurants, conveyance) to which the public have or are permitted to have access, 

whether on payment or otherwise. 
 

 
What is Misconduct 



 
 

66 A  breach  of  any  of  the  provisions  of  these  rules  shall  be  deemed  to  constitute  misconduct 

punishable under rule 6 7. 
 
 
 

Note: For the purpose of rules 51, 52, 56, 59 and 62, family shall mean: -
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(i) In the case of a male officer, his wife, whether residing with him or not; but does not include 

legally separated wife and in the case of a female officer, her husband, wh ether residing with her or not, but 

does not include a legally separated husband; 

 
(ii) children or step children of the officer, whether residing with the officer or not, and wholly 

dependent on such officer but does not include a child or step child or  whose custody the officer has 

been deprived of by or under any law; and 

 
(iii) any other person related by blood or marriage, to the officer or to his spouse and wholly 

dependent on such officer. 

 
 

 

RETIREMENT 
19(3)  In case disciplinary proceedings unde r the relevant rules of service have been initiated against an 
officer before he ceases to be in Bankôs service by the operation of, or by virtue of ,any of the said rules 
or the provision of these rules, the disciplinary proceedings may, at the discretion  of the Managing 

Director , be continued and concluded by the by the authority by which the proceeding were initiated in the 
manner provided for in the said rules as if the officer continues to be in service, so however , that he 

shall be deemed to be in s ervice only for the purpose of the continuance and conclusion of such 
proceedings. 

 

 
 

PENALTIES 
 
 
 
SECTION 2 - DISCIPLINE AND APPEAL 



 
67: Without prejudice of any other provisions contained in these rules, any one or more of the 

following penalties may be impos ed on an officer, for an act of misconduct or for any other good and  

sufficient  reason   to  be  recorded  in  writing  (amended  by  Central  Board,  dated 

21.06.2001). 

 
MINOR PENALTIES: 

(a)  censure 

(b)  withholding of increments of pay with or without cumulative effect 

(c)   withholding of promotion 

(d)  recovery from pay or such other amount as may be due to him of the whole or part of any 

pecuniary loss caused to the Bank by negligence or breach of orders 

(e)  reduction to a lower grade or post, or to a  lower  stage in time -scale of pay for a period not 

exceeding 3 years, without cumulative effect and not adversely affecting the officerôs pension  

(vide  CDO/PM/142/CIR/1  dated  13.04.2000  amendment  to  SBIOSRs -92, w.e.f. 

31.03.2000, this has been made a minor penalty. Before that date, it wa s a major 

penalty). 

 
MAJOR PENALTIES: 

(f)   Save as provided for in (e) above, reduction to a lower stage in the time -scale of pay for 

a  specified  period  with  further  directions  as  to  whether  or  not  the  officer  will  earn 

increments to pay during th e period of such reduction and whether on the expiry of such 

period the reduction will or will not have the effect of postponing the future increments of 

his pay; 

(g)  reduction to a lower grade or post;  

(h)  compulsory retirement## 

(i)    removal from service## 

(j)    dismissal## 

 
Corporate Centre letter No. VIG/GEN -153/ 2262 dated 5th May 2001 : 

 
The  punishment  inflicted  under  Service  Conditions  of  the  Officers  &  granting  of  pension  are 

governed by two different sets of rules and are independent of each other. However, in view of   the 

above  referred  circular  (PA/CIR/82  dated  15th  April  1987  that  ñit  will  not be  in  order  to  inflict  the 

penalty of compulsory retirement unless an officer has completed required service, i.e.  25 years of 

service   or  20  years  pension  able  service  with  a ttainment  of  age  of  50  years  as  provided  in  the 

pension  rules"  ),  ..............,  instructions  contained  therein may  be  meticulously  followed  while 

inflicting a stiff major penalty under rule 67 of the SBIOSRs. 

 
Corporate Centre Letter no CDO/PM/12:CIR:32  dated 22.09.2004 

 
Under  the  extant  instructions  before  imposing  a  minor  penalty  [other  than  that  stipulated  in  Rule 

67(e)], a  statement of imputation of lapses is served on the charged officer  and he is advised  to 

submit his explanation, which is consider ed by the Disciplinary Authority before taking a decision. As 

such the officer gets sufficient opportunity to present his side. As per law holding an enquiry is not 

mandatory other than in cases in which employee can be dismissed, removed or reduced in ran k. It 

has therefore been decided that holding an enquiry for imposing a penalty under Rule 67(e) be done 

away with. 
Accordingly Rule 68(2) (i), Rule 68(3) (iii), Rule 68(4) (iv), Rule 69(2) , Rule 69(3) (i) stands amended 

by removal Clause (e). 
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The changes are effective from 31 st  August 2004 i.e. the date on which the approval was given by 

ECCB 
 
 

 
Explanations 

The following shall not amount to a penalty within the meaning of this rule: 

(I)  Withholding  of  one  or  more  increments  of  an  officer  on  account  of  h is  failure  to  pass  a 

prescribed departmental test or examination in accordance with the terms of appointment  to the 

post, which he holds, 

(ii) Stoppage of increments of an officer at the efficiency bar in a time scale, on the grounds of his 

unfitness to cross the bar; 
(iii) not giving an officiating assignment or non -promotion of an officer to a  higher grade or post 

for  which  he  may  be  eligible  for  consideration  but  for  which  he  is  found  unsuitable  after 

consideration of his case 

(iv)  reserving  or  postpon ing  for  promotion  of  an  officer  for  reasons  like  completion  of  certain 

requirements for promotions or pendency of disciplinary proceedings 

(v)   reversion to a lower grade or post of an officer officiating in a higher grade or post, on the 

ground that he is  considered, after trial, to be unsuitable for such higher grade or post or on 

administrative grounds unconnected with his conduct 
(vi) reversion to the previous grade or post, of an officer appointed on probation to another grade 

or  position  or  at  the  end  of  the  period  of  probation,  in  accordance  with  the  terms  of  his 

appointment or rules or orders governing such probation; 

(vii) reversion of an officer to the parent organisation in case he had come on deputation 



 

(viii) termination of service of an officer , 
 

 
(a) appointed on probation, in terms of sub -rule (1) of rule 16 (3) (a); 

(b) appointed in a temporary capacity otherwise than under a contract or agreement on 

the expiration of the period for which he was appointed, or earlier in accordance with the te rms 

of the appointment; 

(c)  appointed  under  a  contract  or  agreement,  in  accordance  with  the  terms  of  such 

contract or agreement, and 
(d) as part of retrenchment 

(ix) termination of service of an officer in terms of sub -rule 3 of rule 20; 

(x) retirement of an officer in terms of rule 19 
 
 
 
 

 
Decision to Initiate and Procedure for Disciplinary Action 

 
68 (1 (i) The Disciplinary Authority may itself, or shall when so directed by its superior authority, 

institute disciplinary proceedings against an officer. 

 
(ii) The  Disciplinary  Authority  or  any  Authority  higher  than  it  may  impose  any  of  the 

penalties in rule 67 on an officer. 

 
Provided that where the Disciplinary Authority is lower in rank than the Appointing Authority in 

respect of the category of officer s to which the officer belongs, no order imposing any of the 

òmajorò ( deleted vide 30/03/2000 Amendment)  penalties specified in clauses (e), 

(f), (g) (h), (i) and (j) of rule 67 shall be made except by the Appointing Authority or any autho rity 

higher than it on the recommendations of the Disciplinary Authority. 

 
68 (2 (i) No  order  imposing  any  of  the   òmajorò  (deleted  vide  30/03/2000  Amendment)   penalties 

specified in Clauses   (f), (g) and (h) of rule 67 shall be made except after an inquiry  is held in 

accordance with this sub -rule. [(e) deleted vide CDO/PM/12 CIR:32 dated 22.09.04] 

 
(ii) Whenever  the  Disciplinary Authority  is  of  the  opinion  that  there  are  grounds  for 

inquiring into the truth of any imputation of misconduct against an offic er, it may itself inquire 

into,  or  appoint  any  other  officer  or  a  public  servant  (hereinafter  referred  to  as  the  Inquiring 

Authority) to inquire into the truth thereof. 
 

 

Explanation: 

When  the  Disciplinary  Authority  itself  holds  the  inquiry,  any  reference   in  Clauses  (viii)  to  (xxi)  to  the 

Inquiring Authority shall be construed as a reference to Disciplinary Authority. 
 

 
(iii) Where it is proposed to hold an inquiry, the Disciplinary Authority shall frame definite 

and distinct charges on the basis of the al legations against the officer. The articles of charge, 

together with a statement of the allegations on which they are based,  list of documents and 

witnesses relied on and, as far as possible, copies of such documents and statements of 

witnesses, if any, ( in line with CVC Special Chapter on Vigilance Management for PSBs, vide 

papa  12.1.2  thereof  and  as   communicated  by  Corporate  Centre  vide  their  letter  No. 
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CDO/PM/1421/CIR/82 dated 11 th  Feb.2000) shall be communicated in writing to the officer who 

shall be required to submit within such time as may be specified by the Disciplinary Authority 

(not exceeding 15 days) or within such extended time as may be granted by the said Authority, a 

written statement of his defence 

 
(iv) On receipt of a written statement of the officer, or if no such statement is received within 

the time specified, an inquiry may be held by the Disciplinary Authority itself, or if it considered it 

necessary to do so appoint under Clause (ii) an Inquiring Authority for the purpose. 

 
Provided  that  it may  not  be  necessary  to  hold  an  Enquiry  in  respect of  the  article  of  charge 

admitted by the officer in his written statement but it shall be necessary to record its findings on 

each such charge. 

(v). The Disciplinary Authority shall, where it i s not the Inquiring Authority, 

forward to the Inquiring Authority: 

(a) A copy of the articles of charge and statement of imputation of misconduct. (b)

 A copy of the written statements of defence if any, submitted by the officer. 

(c) A list of document by which  and a list of witnesses by whom the articles of charge are 

proposed to be substantiated. 

(d) A copy of statement of the witnesses, if any; 

(e) Evidence proving the delivery of the articles of charge under Clause (iii): 

(f) A copy of the order appointing the ñPresent ing Officerô in terms of Clause (vi). 

 
Note:  The  forwarding  of  the  documents  referred  to  in  this  Clause  need  not  necessarily  be  done 

simultaneously. 

 
(vi) Where the Disciplinary Authority itself undertakes enquiries or appoint an Inquiring Authority for 

holding an inquiry, the bank may, by an order, appoint an officer or a public servant to be known 
as the óPresenting Officerô to present on its behalf the case in support of the articles of charge. 

 
(vii) The officer may take the assistance of an officer a s defined in Clause (m) of rule 3 (hereinafter 

referred to as officerôs representative) but shall not engage a legal practitioner for the purpose. 

 
Provided that where the Presenting Officer is a public servant other than an officer of the Bank, 

the officer may take the assistance of any public servant. 

 
Note: The officer  who has three pending disciplinary cases in hand shall not give assistance to an 

officer as the representative. 

 
(viii) : 

(a) The Inquiring Authority shall by notice in writing specify the da te on which the officer 

shall appear in person before the Inquiring Authority. 

(b) On the date fixed by the Inquiring Authority, the officer shall appear before the Inquiring 

Authority at the time, place and date specified in the notice. 

(c) The Inquiring Authority shall ask the officer whether he pleads guilty or has any defence 

to  make  and  if  he  pleads  guilty  to  all  or  any  of  the  articles  of  charge,  the  Inquiring 

Authority shall record the plea, sign the record and obtain the signature of the officer 



 
thereon. 

(d) The Inquiring Authority shall return a finding of guilt in respect of those articles of charge 

to which the officer concern pleads guilty. 
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(ix): If the officer does not plead guilty, the Inquiring Authority may, if considered necessarily, adjourn the 

case to a later date not exceeding 30 days or within such extended time as may be granted 

by it. 

 
(x) The Inquiring Authority shall, where the officer do es not admit all or any of the 

articles  of  charge furnish to such officer a list  of  documents  by  which,  and  a 

list  of  witnesses  by  whom,  the  articles  of  charge  are  proposed  to  be  proved   
(deleted vide CC letter dated CDO/PM/ 1421/CIR / 82 dated 11 th Feb.2000). 

 
68 (2) (x): [Re-numbered as per above amendment ] 

The Inquiring Authority shall also record an order tha t the officer may for the purpose of preparing his 

defence: 

 
(i) inspect  and  take  notes  of  the  documents  listed  within  five  days  of  the  order  or  within  such 

further time not exceeding five days as the Inquiring Authority may allow; 

(ii) submit a list of documents a nd witnesses that he wants for inquiry; 

(iii) be supplied with copies of statements of witnesses, if any, recorded earlier and the Inquiring 

Authority shall furnish such copies not later than three days before the commencement of the 

examination of the witnesses by the Inquiring Authority; 

(iv) give a notice within ten days of the order or within such further time not exceeding ten days, 

as the Inquiring Authority may allow for the discovery or production of the documents referred 

to at (ii) above. 

Note: The relevancy of the documents and the examination of the witnesses referred to at (II) 

above shall be given by the officer concerned. 

 
68 (2)(xi):   The Inquiring Authority shall, on receipt of the notice for the discovery or production of the 

documents, forward the s ame or copies thereof to the authority in whose custody or possession 

the documents are kept, with a requisition for the production of the documents on such date as 

may be specified. 

 
(xii): On receipt of the requisition under Clause (xi), the authority ha ving custody or possession of the 

requisitioned documents shall arrange to produce the same before the Inquiring Authority on the 

date, place and time specified in the requisition. 

 
Provided that the authority having custody or possession of the requisiti oned documents may 

claim  privilege  if  the  production  of  such  documents  will  be  against  the  public  interest  or  the 

interest of the Bank. In that event, it shall inform the Inquiring Authority accordingly. 

 
(xiii): On the date fixed for the inquiry, the oral  and documentary evidence by which the articles or charge are  

proposed  to  be  proved  shall  be  produced  by  or  on  behalf  of  the  Bank.  The  witnesses 

produced by the Presenting Officer  shall be examined by the Presenting Officer  and may be 

crossed-examined by or on behalf of the officer. The Presenting Officer shall be entitled to re - 

examine his witnesses on any points on which they have been cross -examined, but not on a 

new  matter  without  the  leave  of  the  Inquiring  Authority. The  Inquiring  Authority  may  also  pu t 
such questions to the witnesses as it thinks fit. 

 



 
(xiv) Before  the  close  of  the  case  in  support  of  the  charges,  the  Inquiring  Authority  may,  in  its 

discretion, allow the Presenting Officer to produce evidence not included in the charge sheet or 
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may itself call for new evidence or recall or re -examine any witness. In such case the officer 

shall be given opportunity to inspect the documentary evidence before it is taken on record or to 

cross-examine a witness who has been so summoned. The Inquiring Authori ty may also allow 

the officer to produce new evidence if it is of the opinion that the production of such evidence is 

necessary in the interest of justice. 

 
(xv) When  the  case  in  support  of  the  charges  is  closed,  the  officer  may  be  required  to  state  his 

defence, orally or in writing, as he may prefer. If the defence is made orally, it shall be recorded 

and the officer shall be required to sign the record. In either case, a copy of the statement of 

defence shall be given to the Presenting Officer. 

 
(xvi) The evidence on behalf of the officer may then be produced. The officer may examine himself 

as a witness in his own behalf if he so prefers. The witnesses, if any, produced by the officer 

shall then be examined by the officer and may be cross -examined by the  Presenting Officer. 

The officer  shall be entitled  to re -examine any of the witnesses on any points on which they 

have  been  cross-examined,  but  not  on  any  new  matter  without  the  leave  of  the  Inquiring 

Authority. 

 
(xvii) The Inquiring Authority may, after th e officer closes the evidence, and shall if the officer has not 

got himself examined, generally  question  on  the  circumstances  appearing  against him  in  the 

evidence for the purpose of enabling the officer to explain any circumstances appearing in the 

evidence against  him. 

 
(xviii) The Inquiring Authority  may, after  the completion of the production of the evidence, hear  the 

Presenting Officer, if any, appointed and the officer or his representative, if any or permit them to 

file written briefs of their respe ctive cases within 15 days of the completion of the production of 

evidence, if they so desire. 

 
(xix) If the officer does not submit the written statement of defence referred to in Clause (iii) on or 

before the date specified for the purpose or does not ap pear in person, or through the officerôs 

representative or otherwise fails or refused to comply with any of the provisions of these rules 

which require the presence of the officer or his representative, the Inquiring Authority may hold 

the inquiry ex-parte. 

 
(xx) Whenever  any  Inquiring  Authority,  after  having  heard  and  recorded  the  whole  or  part  of  the 

evidence  in  an  inquiry  ceases  to  exercise  jurisdiction  therein  and  is  succeeded  by  another 

Inquiring Authority which has, and which exercises, such jurisdict ion, the Inquiring Authority so 

succeeding may act on the evidence so recorded by his predecessor, or partly recorded by its 

predecessor and partly recorded by itself 

 
Provided that if the succeeding Inquiring Authority is of the opinion that further exam ination of 

any of the witnesses whose evidence has already been recorded is necessary in the interest of 

justice,  it  may  recall  and  cause  that  to  be  examined,  cross -examined  and  re-examined  as 

hereinbefore provided. 

 
(xxi)(a)  On  the  completion  of  the  inqui ry,  the  Inquiring  Authority  shall  prepare  a  report,  which  shall 



 
contain the following - 

(1). a gist of the articles of charge and the statement of the imputations of misconduct 

(2). a gist of the defence of the officer in respect of each article of charg e; 
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(3). an assessment of the evidence in respect of each article of charge; 

(4). The findings on each article of charge and the reasons therefore. 
 

 

Explanation: 

If in the opinion of the Inquiring Authority, the proceedings of the inquiry establish any ar ticle of charge 

different from the original article of charge, it may record its findings on such article of charge 
 

 
Provided that the findings on such article of charge shall not be recorded unless the officer has 

either  admitted  specifically  and  not  b y  inference  the  facts  on  which  such  article  of  charge  is 

based or has had a reasonable opportunity of defending himself against such article of charge 

 
(b). The Inquiring Authority, where it is not itself the Disciplinary Authority, shall 

forward to the Disciplinary Authority, the records of inquiry which shall include: 

(1) the report of the inquiry prepared by it under (a) above; 

(2) the written statement of defence, if any, submitted by the officer referred to in Clause 

(xv); 

(3) the oral and documentary evide nce produced in the course of the inquiry; 

(4) written briefs referred to in Clause (xviii) , if any, and 

(5) the  orders,  if  any,  made  by  the  Disciplinary  Authority  and  the  Inquiring  Authority  in 

regard to the inquiry. 

 
68  (3)  (i):  The  Disciplinary  Authority,  if  i t  is  not  itself  the  Inquiring  Authority  may,  for  reasons  to  be 

recorded by it in writing, remit the case to the Inquiring Authority  - whether the Inquiring Authority 
is the same or different  - for fresh or further inquiry and the Inquiring Authority shall  thereupon 

proceed to hold further inquiry according to the provisions of the sub -rule (2) as far as may be. 

 
(ii). The Disciplinary Authority shall, if it disagrees with the findings of the Inquiring Authority on 

any article of charge, record its reasons  for such disagreement and record its own findings on 

such charge; it the evidence on record is sufficient for the purpose; 

 
(iii).  If  the  Disciplinary  Authority, having  regard  to  the  findings  on  all  or  any  of  the  articles  of 

charge, is of the opinion that any of this penalties specified in rule 67 should be imposed on the 

officer, it shall, not withstanding anything contained in sub -rule (4) make an order imposing such 

penalty, 

 
Provided that where the Disciplinary Authority is of the opinion that the pen alty to be imposed is 

any of the òmajorò (deleted vide 30/03/2000 Amendment)  penalties specified in Clauses (e), 

(f), (g) (h), (i) and (j) of rule 67 and if it is lower in rank to the Appointing Authority in respect of the 

category of officers to which the  officer belongs, it shall submit to the Appointing Authority its 

recommendations regarding penalty that may be imposed. Records of the inquiry specified in 

Clause (xxi) (b) of sub -rule (2), shall also be submitted to the Appointing Authority in respect of 

penalties to be imposed under Clauses (f), (g), (h), (i) & (j) of Rule 67.Tthe Appointing Authority 

shall  make  an  order  imposing  such  penalty  as  it  considers  in  its  opinion  appropriate.  [ as 

amended vide CDO/PM/12 CIR 32 dt.22.09.04] 

 
(iv)  If the Disciplinary Authority or the Appointing Authority, as the case may be, having regard 



 
to its findings on all or any of the articles of charge, is of the option that no penalty is called for, it 

may pass an order exonerating the officer concerned. 
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68 (4)(i):   Where it is proposed to impose any of the minor penalties specified in Clauses (a) to  (d) (e) 

(amended  w.e.f.  30/03/2000  )   of  rule  67,  the  officer  shall  be  informed  in  writing  of  the 

imputations of lapses against him and be given an opportunity to submit his  written statement of 

defence within a specified period not exceeding 15 days or such extended period as may be 

granted  by  the  Disciplinary  Authority. The  defence  statement, if any, submitted  by  the  officer 

shall be taken into consideration by the Discipli nary Authority before passing orders; 

 
(ii) Where, however, the Disciplinary Authority is satisfied that an inquiry is necessary; it 

shall follow the procedure for imposing major penalty, as laid down in sub -rule (2); 

(iii) The record of proceedings in such cases shall include: 

(a)  a copy of the statement of imputations of lapses furnished to the officer 

(b)  the defence statement, if any, of the officer, and 

(c)  the orders of Disciplinary Authority together with the reasons therefor. 

(iv) Notwithstanding anything contained in sub -rules (i), (ii) and (iii) above, if in a case it is 

proposed,  after  considering  the  written  statement  of  defence,  if  any,  submitted  by  the  officer 

under sub-rule (i) to withhold increments of pay for a period exceedi ng three years or to withhold 

increments  of  pay  with  cumulative  effect  for  any  period   under  rule  67(b),    (  bold-lettered 

words added vide 30/03/2000 Amendment), an inquiry shall be held in the manner laid down in 

sub-rule (2) to Rule 68, before making an o rder imposing on an officer any such penalty. [ As 

amended vide CDO/PM/12 CIR 32 dated 22.07.04] 

 
68 (5)  Orders made by the Disciplinary Authority or the Appointing Authority as the case may be under 

sub-rule (3) and (4) shall be communicated to the office r concerned, who shall also be supplied 

with a copy of the report of inquiry, if any. 

 
68 (6) Where two or more officers are concerned in a case, the authority competent to impose major 

penalty on all such officers may make an order directing that discipli nary proceedings against all 

of them may be taken in a common proceeding; 

 
68 (7)(i). Notwithstanding anything contained in sub -rule (2), (3) and (4), where an officer is at any time 

or has been adjudicated insolvent or has a suspended payments or has com pounded with his 

creditors or is or has been convicted by a criminal court of an offence involving  moral turpitude, 

the Appointing Authority may discharge the officer from the Bankôs service without any notice 

whatsoever, and no appeal shall be against suc h discharge. 

 
68 (7) (ii). Without prejudice to what is stated in Clause (i) above and notwithstanding anything contained 

in sub-rules (2), (3) and (4), the Disciplinary Authority, or the Appointing Authority, as the case 

may be, may impose any of the pena lties specified in rule 67, if the officer has been convicted of 

a criminal charge or on the strength of facts or conclusions arrived at by a judicial trial.  Provided 

that before a penalty is imposed in terms of this Clause, the officer employee may be giv en an 

opportunity of making representation on the penalty to be imposed, before any order is made. 

 
Suspension 

 
68A (1): An officer may be placed under suspension by the Disciplinary Authority; 

a). where a disciplinary proceeding against him is contemplat ed or is pending; or 



 
b). where a case against him in respect of any criminal offence is under investigation, inquiry or 

trial; 
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68A (2): If an officer  who is detained under  custody whether  on a criminal charge or  otherwise for  a 

period exceeding forty -eight hours is placed under suspension by an order of the Disciplinary 

Authority, it shall be open to the Disciplinary Authority to give effect to such suspension from a 

retrospective date not earlier than the date of such detention or such conviction 
 

 

Explanation 

The period of forty-eight hours referred to above shall be computed from the commencement of 

the  imprisonment  after  conviction  or  detention  and  for  this  purpose,  intermittent  periods  of 

imprisonment or detention, if any, shall be taken into account. 
 

 
68A (3) Where a penalty of dismissal, removal or compulsory retirement from service imposed upon an 

officer  under  suspension  is  set  aside  in  appeal  or  on  review  under  rule  69  and  the  case  is 

remitted for further inquiry or action or with any directions,  the order of his suspension shall be 

deemed  to  have  continued  in  force  on  and  from  the  date  of  the  original  order  of  dismissal 

removal or compulsory retirement and shall remain in force until further orders. 

 
68A  (4) Where a penalty of dismissal removal o r compulsory retirement from service imposed upon an 

officer under suspension is set aside or declared or rendered void in consequence of, or by a 

decision of a court of Law, and the Disciplinary Authority on consideration of the circumstances 
of the case decides to hold further inquiry against him on the allegations on which the penalty of 

dismissal removal or compulsory retirement was originally imposed, the officer shall be deemed 

to have been placed under suspension by the Disciplinary Authority from th e date of the original 

order  of  dismissal  removal  or  compulsory  retirement  and  shall  continue  to  remain  under 

suspension until further orders. 

 
68A (5) (a):  An order or suspension made under this rule shall continue to remain in force until modified 

or revoked by the authority, which made the order; 

(b) An order of suspension made under this rule may at any time be modified or revoked by the 

authority, which made the order. 

 
68A (6) No leave shall be granted to an officer under suspension 

 
68A   (7) (i) An officer who is placed under suspension shall be entitled to receive during the period of 

such  suspension  and  subject  to  Clauses  (ii)  and  (iii)  subsistence  allowance  equal  to  half  his 

substantive salary and such other allowances as the competen t authority may decide. 

 
Rule 68 (A) (7)(i) 

 
Guidelines  for  the 

administration of 

the Rule 

(I) During the first year of Suspension: One half of the DA./ HRA/F.& H. Allowance, 

Mid  academic  Transfer  Allowance  as  may  be  applicable  to  the  employee  under 

suspension,  subject  to  the  terms  &  conditions  as  specified  in  the  SBIOSRs  for  the 

payment of respective allowance. 

 
(ii). During subsequent period: The allowance referred to above may be paid to the 

employee  under  suspension  in  full, subject  to  the  terms  & cond itions  governing the 

payment of respective allowances provided that the Appropriate Authority is satisfied 

that the delay in completing the DP against the employee is due to reasons beyond 

the control of the employee and not due to his own act or omission. 



 
N.B. It would be 

necessary to review 

each case after the 

expiry of 11 months 

from the date of 

suspension. 
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(ii) During the period of suspension an officer may , at the discretion of the Bank , subject 

to such guidelines, as decided by the Managing Dir ector, be allowed occupation of  official 

house upto a period of four months  such official accommodation as may be decided by the 

Bank  but  shall  not  be  entitled  to  free  use  of  the  Bankôs  car  or  receipt  of  conveyance  or 

entertainment  allowance  or  special  all owance.  (Portion  struck-through  and  in  bold -face, 

both, vide amendment by CO letter No. PA/CIR/17 dated 13.06.92) 
 

(iii)  No  officer  who  is  under  suspension  shall  be  entitled  to  receive  payment  of  subsistence 

allowance  unless  he  submits  a  certificate  that  he  is  not  engaged  in  any  other  employment, 

business, profession or vocation. 
 

68A (8) (i) Where the Appointing Authority holds that the officer has been fully exonerated or that the 

suspension was unjustifiable, the officer shall be granted the full pay to  which he would have 

been entitled had he not been so suspended, together with any allowance of which he was in 

receipt  immediately  prior  to  his  suspension  or  may  have  been  sanctioned  subsequently  and 

made  applicable  to  all  officers. The  period  of  absence  from  duty  in  such  a  case  shall  for  all 

purposes, be treated as period spent on duty. 
(ii) In all cases other than those referred to in Clause (I) above and where the officer has 

not been subjected to the penalty of dismissal the period spent under sus pension shall be dealt 

with in such a manner as the Disciplinary Authority may decide and the pay and allowances of 

the officer during the period adjusted accordingly. 
 
 
 

Appeal Against Punishment or Suspension, Review, 

Service of Order, Extension of Time Limit, etc. 
 

69  (1)   An officer may appeal to the Appellate Authority against an order imposing upon him any of the 

penalties specified in rule 67(1) or against the order of suspension referred to in rule 68A 
 

(2)  An  appeal  shall  be  preferred  within  45  days  from  the  date  of  receipt  of  the  order  appealed 

against. The appeal shall be addressed to the Appellate Authority and submitted to the authority 

whose order is appealed against. The officer may, if he so desires, submit an advance copy to the 

Appellate Authority. The authority whose order is appealed against shall forward the appeal 

together with its comments and records of the case to the Appellate Authority. The Appellate 

Authority  shall  consider  whether  the  findings  are  justified  and/or  whether  the    penalty  is 

excessive  or  inadequate  and  pass  appropriate  orders.  The  Appellate  Authority  may  pass  an 

order confirming, enhancing, reducing or setting aside the penalty or remitting the case to the 

authority which imposed the penalty or to any other authorit y with such directions as it deems fit 

in the circumstances of the case; 

 
Provided that 

(i)  if  the  enhanced  penalty  which  the  Appellate  Authority  proposes  to  impose  is  a òmajorò 

(deleted vide 30/03/2000 Amendment)  penalty specified in Clauses   (f), (g)  (h), (i) and (j) of 

rule 67 and an inquiry as provided in sub -rule (2) of rule 68 has not   already been held in the 

case, the  Appellate  Authority shall direct that such an inquiry be held in accordance with  the 

provisions of sub-rule (2) of rule 68 and th ereafter consider the records of the inquiry and pass 

such orders as it may deem proper; 



 
(ii) if the Appellate Authority decides to enhance the punishment but an inquiry has already been 

held as provided in sub-rule (2) of rule 68, the Appellate Authority shall give a show-cause notice 

to the officer as to why the enhanced penalty should not be imposed upon him and shall pass 
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final  order  after  taking  into  account  the  representation,  if  any,  submitted  by  the  officer.  [ As 

amended vide CDO/PM/12 CIR 32 dated  22.09.04] 

 
69 (2) (iii) Where the enhanced penalty proposed to be imposed is a  òmajorò (deleted vide 30/03/2000 

Amendment) penalty specified in Clauses (e), (f), (g) (h), (i) and (j) of rule 67 and the Appellate 

Authority is not of the same rank as of high er than the Appointing Authority in respect of the 

category of the officers to which the officer belongs, it shall submit to the Appointing Authority the 

record of the proceedings together with its recommendations and the Appointing Authority 
shall pass such final order on the appeal as it may deem appropriate. 

 
69 (3):   Notwithstanding  anything  contained  in  this  section,  the  Reviewing  Authority  may  call  for  the 

record of the case within six months of the date of the final order and, after reviewing the cas e, 

pass such orders thereon as it may deem fit. 

Provided that 

(i)   if the enhanced penalty, which the Reviewing Authority proposes to impose is a   ñmajor ( 

deleted vide 30/03/200 Amendment)  penalty specified under Clauses , (f), (g) (h), (i) or (j) of 

rule 67 and an inquiry as provided under sub -rule (2) of rule 68 has not already been held in the 

case, the Reviewing Authority shall direct that such an inquiry be held in accordance with the 

provisions of sub-rule (2) of rule 68 and thereafter consider the r ecord of the inquiry and pass 

such  orders as it may deep proper; 

 
(ii)   if the Reviewing Authority decides to enhance the punishment but an inquiry has already 

been held in accordance with sub rule (2) of rule 68, the Reviewing Authority shall give show - 

cause notice to the officer as to why the enhanced penalty should not be imposed upon him and 

shall pass that order after taking into account the representation, if any, submitted by the officer. 
 

69  (4)   Every order, notice and other process made or issu ed under this section shall be served on the 

officer  concerned  in  person  or  communicated  to  him  by  registered  post  at  his  last  known 

address. 
 

69 (5) Save  as  otherwise  expressly  provided  in  the  rules  in  this  section,  the  authority  competent 

thereunder may, for good and sufficient reasons or if sufficient cause is shown, extend the time 

specified thereunder for anything required to be done thereunder or condone any delay. 
 

Central Vigilance Commission 

70. The Bank shall consult the Central Vigilance Commis sion wherever necessary, in respect of all 

disciplinary cases having vigilance angle. 
 

72.   A  Committee  consisting  of  two  managing  directors  and  Deputy  managing  Director  &  Corporate 

Development Officer may, from time to time, issue such instructions or dir ections as may, in its 

opinion, be necessary for giving effect to or carrying out the provisions of these rules  (amended 

by Central Board, dated 21.06.2001). 

 
-0-0-0-0-0- 



 

9.SEXUAL HARASSMENT OF WOMEN IN THE WORK PLACES  

(GUIDELINES AND NORMS LAID DOW N BY THE HONõBLE SUPREME COURT) 

 
The guidelines and norms prescribed herein are as under:  - 

Having regard to the definition of óhuman rightsô in section 2(d) of the Protection of Human Rights Act. 

1993 

 
Taking  note  of  the  fact  that  the  present  civil  and  pe nal  laws  in  India  do  not  adequately  provide  for 

specific  protection  of  women  for  sexual  harassment  in  work  places  and  that  enactment  of  such 

legislation will take considerable time. 

 
It  is  necessary  and  expedient  for  employers  in  workplaces  as  well  as  othe r  responsible  persons  in 

institutions to observe certain guidelines to ensure the prevention of sexual harassment of women. 

(i)  Duty  of  the  Employer  or  other  responsible  persons  in  work  places  and  other  institutions:    It 

shall  be  the  duty  of  the  employer  or  ot her  responsible  persons  in  work  places  or  other 

institutions to prevent or deter the commission of acts of sexual harassment and to provide the 

procedures for the resolution, settlement or prosecution of acts of sexual harassment by 

taking all steps requir ed. 

(ii) Definitions:   For   the   purpose,   sexual   harassment   includes   such   unwelcome   sexually 

determined behaviour (whether directly or by implication) as: 

 
(a)  physical contact and advances; 

(b)  a demand or request for sexual favour; 

(c)   sexually coloured remarks; 

(d)  showing pornography; and 

(e)  Any other unwelcome physical, verbal or non -verbal conducts of sexual nature. 

 
Where any of these acts is committed in circumstances where under the victim of such conduct has a 

reasonable  apprehension  that  in  relation  to  the  victimôs  employm ent  or  work  whether  she  is  drawing 

salary, or  honorarium  or  voluntary, whether  in government, public  or  private  enterprise  such  conduct can  

be humiliating  and  many  constitute  a  health  and  safety  problem. It is  discriminatory  for  instance when  

the  woman  has  reasonable  grounds  to  believe  that  her  objection  would  disadvantage  her  in 

connection with her employment or work including recruiting or promotion or when it creates a hostile 

work environment. Adverse consequences might be visited if the victim does not  consent to the conduct 
in question or raises any objection thereto. 

(iii) Preventive Steps : All employers or persons in charge of work place whether public or private 

sector should take appropriate steps to prevent sexual harassment. Whether prejudice to the 

generality of this obligation they should take the following steps 

 
(a)  Express prohibition of sexual harassment as defined above at the work place should be notified, 

published and circulated in appropriate ways; 

(b)  The  Rules/  Regulations  of  Government  and  Public   Sector  bodies  relating  to  conduct  and 

discipline   should   include   rules/regulations   prohibiting   sexual   harassment   and   provide   for 

appropriate penalties in such rules against the offender; 

(c)   As regards private employers steps should be taken to include the afor esaid prohibitions in the 

standing orders under the Industrial Employment (Standing Orders) Act, 1946; and 
(d) Appropriate   work   conditions   should   be   provided   in   respect   of   work,   leisure,   health   and 

hygiene to further ensure that there is no hostile  environment towards women at work places and no 
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employee woman should have reasonable ground to believe that she is disadvantaged in connection 

with her employment. 

 
(iv) Criminal  Proceedings :   Where such conduct amount to  a  specific  offence  under the  Indian 

Penal  Code  or  under  any  other  law,  the  employer  shall  initiate  appropriate  action  in 

accordance  with  law  by  making  a  complaint  with  the  appropriate  authority.  In  particular,  it 

should ensure that victim, or witness are not victimised or discriminated against  while dealing 

with complaints of sexual harassment. They should have the option to seek transfer  of the 

perpetrator or their own transfer. 

(v) Disciplinary action : where such conduct amounts to misconduct in employment as defined by 

the  relevant  service  rules ,  the  employer  in  accordance  with  those  rules  should  initiate 

appropriate disciplinary action. 

(vi) Complaint  mechanism:  Whether or not such conduct constitutes an offence under  law or a 

breach  of  service  rules,  an  appropriate  complaint  mechanism  should  be  crea ted  in  the 

employerôs  organisation  for  redress  of  the  complaint  made  by  the  victim.  Such  complaint 

mechanism should ensure time -bound treatment of complaints. 

(vii) Complaints  Committee :  The  complaint  mechanism,  referred  to  in  (iv)  above,  should  be 

adequate to provide where necessary, a complaint committee, a special counsellor or other 

support  service  including  the  maintenance  of  confidentiality.    A  woman  should  head  the 

complaints  committee  and  not  less  than  half  of  its  members  should  be  women. Further  to 

prevent the possibility of any undue pressure or influence from senior levels, such complaint 

committee  should  involve  a  third  party,  either  NGO  or  other  body  who  is  familiar  with  the 

issue  of  sexual  harassment.  The  complaint  committee  must  make  an  annual  repor t  to  the 

Government  department  concerned  of  the  complaints  and  action  taken  by  them.  The 

employers  and  person  in  charge  will  also  report  on  the  compliance  with  the  aforesaid 

guidelines   including   on   the   reports   of   the   Complaints   Committee   to   the   Government 

Department. 

(viii) Workerôs  initiatives :  Employees  should  be  allowed  to  raise  issue  of  sexual  harassment  at 

workersô meeting and in other appropriate forum and it should be affirmatively discussed in 

Employer-Employee Meetings. 
(ix) Awareness: Awareness of the rights  of female employees in this regard should be created in 

particular  by prominently notifying the guidelines (and appropriate legislation when enacted 

on the subject) in a suitable manner. 

(x) Third party harassment : Where sexual harassment occurs as a result of  an act or omission by 

any third party or outsider, the employer and person in charge will take all steps necessary 

and reasonable to assist the affected person in terms of support and prevention action. 

(xi) Steps  to  be  taken  by  Government :  The  Central/  State   Governments  are  requested  to 

consider  adopting  suitable  measures  including  legislation  to  ensure  that the  guidelines  laid 

down by this order are also observed by the employers in Private Sector. 

(xii) These guidelines will not prejudice any rights available unde r the Protection of Human Right 

Act, 1993 

(Source:  PIL  Writ  Petition  (Criminal)  No  666/70  of  1992  [Vishaka  &  Ors.   Vs.  State  of  Rajasthan  & 

others]) 




