  Compliance Application – Stage-wise Process Flow
1st Stage
· Compliance application will have open access to all employees, that means any of the organization staff can report non-compliance, even without revealing identity
· Staff raising non-compliance will have the option of revealing / not revealing his/her identity
· Log in page will appear only when the employee opts for revealing his/ her identity
· Employees will have the option of raising non-compliance by selecting amongst Drop Down menu options, so that text fields are avoided to the extent possible
	Financial Misconduct
	Non-Financial Misconduct

	1. Collected installment from member but not reported in system
	1. Incidence of Process breach/ Policy violation

	2. Taken foreclosure amount from member but not reported in system
	2. Behavioral issue/ Misbehaviour with other staff members

	3. Taken disbursement money from member and paying EMI from own source
	3. Using abusive language at workplace

	4. Collecting EMI from death reported account and not reporting to Branch
	4. Attending workplace in inebriated condition

	5. Holding member EMI for personal use
	5. Illicit relationship with member/ member relative

	6. Taken commission/ borrowed money from member
	6. Holding team members in office till late hours without any work

	7. Collecting EMI in staff’s personal account 
	7. Senior forcing RO to pay EMI from his own source on behalf of member


Attachment with brief details
· System will send alert to Compliance team about non-compliance reported with nature of non-compliance (option of Financial/Non-financial), with brief details.

2nd Stage
· Complaint of non-compliance travels to Compliance team
· If non-compliance is reported without evidence/ proof, Compliance team may decide for closure (without detailed investigation) after discussion/ primary check with concerned team members (closure report to be attached by Compliance team with reasons for closure)… or take up for investigation (depending on seriousness of the complaint). 

3rd Stage
· Compliance team will assign investigation task to one team member (generally respective Audit Head) or any other Audit Head or senior functionary to avoid a possible conflict of interest (official entrusted with  investigation shall not be a related party to the person against whom non-compliance is reported.  Accordingly, all seniors’ name to be made available in search option along with respective Principal’s name and designation.

· Looking into the nature of complaint/ evidence submitted, Compliance team will take a view whether there is a prima facie case for investigation and accordingly suggest Action/ No Action till investigation (option to be selected).

Possible drop-down menu under Action option  may be as under: 
· Stop access to business applications (IT Team to act)
· Holding Salary (HR Team to act)
· Field activities to be stopped (Business Head to act)
· Confession letter to be obtained (Audit Head to act)
· Tele-calling to be initiated (Audit Head to act)
· Field investigation to be conducted (Audit Head or another chosen senior to act)
Note: Based on option/s chosen from the above drop-down menu, system will automatically send mail to concerned official/s of the Dept. as suggested above ... with CC to respective Head (Business/ Credit/ HR/ Audit/ IT).
Once suggested action is executed, official of assigned Deptt. to tick the given box; confirmation mail (about action done) will be sent from system to Compliance team; also report can be extracted by Heads (Business/ Credit/ HR/ Audit) at any given point to see the status (this will help to stop financial hit, if any, (e.g.  processing of salary or advance/ loan to be settled against salary)… color of the action will change in application once executor gives confirmation of execution of action (say from orange to green).

4th Stage
Once investigation is suggested by Compliance team (Sl.No. 4 above), concerned chosen official (Audit head or another Task Manager) shall assign a team to do the investigation (TAT of 2 working days).
· Investigation in-charge selected, will lead the investigation and do the findings in co-ordination with other team members.
· Simultaneously, tele-calling, if necessary, will be done under the supervision of Audit Head.
Note: If Investigation Team is not formed by Audit Head/Task Manager within specified TAT, alert will go to Compliance Team.

5th Stage
On completion of investigation in all respects, report will be submitted by Investigation team to Audit Head/Task Manager in specified format (with evidences collected)
Audit Head/ Task Manager will collect the information from tele-calling team, go through the findings, discuss issue, if necessary, with other stakeholders (Business/ Credit/ HR) and incorporate in the Report.
Audit Head will have the option to send the Report back to the Investigation team (with comments), if the report appears incomplete. In such case, investigation team will re-work and resubmit the report .

6th Stage
Audit Head/Task Manager will submit the final report to Compliance team with its findings and recommendation/s.
Standard Recommendations will be (drop down menu – multiple options to be allowed):
1. No action suggested (allegation not substantiated)
2. Allegation substantiated
· Termination from service
· Reporting to Bureau
· Salary to be on hold (if not already held)
· PIP with counseling
· Transfer
· Employee already resigned
· Full amount recovered 
Note: Above recommendations will help the Compliance team to take final decision based on the findings/ given situation.

7th Stage
Based on the finding and recommendation from Audit Head/ Task Manager, Compliance team will discuss and take a view for closure of the issue.
However, if Compliance team is not satisfied with the investigation/report, it will send back the Report to Audit Head/ Task Manager specifying deficiencies/ suggestions for completion. 

8th Stage
Once Final report is received by Compliance team, internal discussion will take place and final decision/ directions will be communicated (through drop down menu).
1. No action suggested (allegation not substantiated)
· Restore access to business applications 
· Field activities to be allowed 
· Salary to be released (if already held)
2. Allegation substantiated
· Termination from service
· Reporting to Bureau
· Salary to be on hold
· Salary to be released 
· PIP with counseling
· Transfer
· Filing of Police complaint 
· FIR to be lodged 
· Proceed for Insurance claim
The chosen direction/s will be communicated to all concerned (Business/ Credit/ HR/ Audit) for execution.

9th Stage
Each official responsible (in concerned Deptt) will act on the direction/s and give confirmation (tick the appropriate box) (changing color of decision from orange to green).

10th Stage
Closure of the non-compliance complaint, with option of submitting consolidated report to: 
· Audit Committee of Board (Pertaining to Financial Frauds and Whistle Blower Issues)
· MD & CEO
· Core Management Team
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