
Procedure for Submission, Enquiry and Redressal of Complaints 

 

In pursuance of the Sexual Harassment of Women at Workplace (Prevention, Prohibition and 

Redressal) Act 2013 and the Rules framed there under, the University hereby adopts the 

following procedure for addressing complaints filed to the Internal Complaints Committee 

(ICC) constituted under the Act. The procedure complies with the basic principles of natural 

justice and fair play and has to be adhered to in all complaints, though, in individual 

complaints, for reasons to be stated in writing, the ICC reserves the right to make exceptions to 

the procedure stated here under. 

 

1. Any aggrieved woman may make, in writing, a complaint of sexual harassment at work 

place to the ICC, within a period of three months from the date of incident and in case of a 

series of incidents, within a period of three months from the date of last incident.  (Provided 

that where such complaint cannot be made in writing, the Presiding Officer or any Member of 

the ICC shall render all reasonable assistance to the woman for making the complaint in 

writing. Where the aggrieved woman is unable to file a complaint on account of her physical or 

mental incapacity or death or otherwise, her legal heir or such other person as may be 

prescribed may make a complaint). The written complaint should be submitted to the Presiding 

officer or any of its members along with list of witnesses and supporting documents. 

 

2. Any complaint received by the members should be immediately forwarded to the Presiding 

Officer, and this must be notified to other committee members at the earliest and not later than 

3 days and a meeting should be called for discussing the matter. 

 

3. The Committee shall discuss and decide on its jurisdiction to deal with the case or reject the 

complaint prima facie and recommend to the Institute that no action is required to be taken in 

the matter. 

 

4. Notice shall be issued to the respondent within 7 working days of receipt of the complaint 

and 10 working days shall be given for submission of reply (along with the list of witnesses 

and documents.) 

 

5. The Committee may, before initiating an inquiry, at the request of the aggrieved woman, 

take steps to settle the matter between her and the respondent through conciliation.  No 

monetary settlement shall be made as the basis of conciliation. Where a settlement has been 

arrived at, the ICC shall record the settlement so arrived and forward the same to the employer 

for necessary compliance. The Committee shall provide the copies of the settlement as to the 

aggrieved woman and the respondent. Where a settlement is arrived at, no further inquiry shall 

be conducted by the ICC. 

 



6. If conciliation is found to be not feasible, notice will be issued to both parties for hearing. 

 

7. The ICC follows the principles of natural justice during the proceedings which include: 

a. Right of hearing to the parties 

b. Examination and cross examination of parties and witnesses 

 

8. The Committee may at any time during the enquiry proceedings, preclude the face-to face 

examination of the respondent and the aggrieved woman and/or their witnesses keeping in 

view the need to protect the aggrieved woman or the witnesses from facing any serious health 

and/or safety problems. 

 

9. The Committee may call any person to appear as a witness if it is of the opinion that it shall 

be in the interest of justice.  

 

10. The Committee shall have the right to summon, as many times as required, the respondent, 

aggrieved woman and/or any witnesses for the purpose of supplementary testimony and/or 

clarifications. 

 

11. The Committee shall have the power to summon any official papers or documents 

pertaining to the aggrieved woman as well as the respondent. 

 

12. The Committee shall have the right to terminate the enquiry proceedings and to give an ex 

party decision on the complaint, should the respondent fail, without valid ground, to be present 

for three consecutive hearings convened by the Presiding Officer. 

 

13. All proceedings of the ICC shall be recorded in writing.  

 

14. After concluding its investigation, the Committee shall submit a detailed report to the 

University. 

 

15. In the event the Committee finds that the allegation(s) against the respondent have been 

proved, it shall recommend the nature of action to be taken by the University.  

 

16. When the Committee arrives at the conclusion that the allegation against the respondent is   

malicious or the aggrieved women or any other person making the complaint has made the 

complaint knowing it to be false or the aggrieved women or any other person making the 

complaint has produced any forged or misleading document, it may recommend to the 

University to take action against such falsification. 

  



Procedure for filing complaint and conducting enquiry 
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