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Working Rules for Internal Complaints Committee
In pursuance of the Sexual Harassment of Women at Workplace (Prevention, Prohibition and
Redressal) Act 2013 and the Rules framed there under, the Institute hereby adopts the
following procedure for determining 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 hereunder.

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. 6 copies of a written
complaint should be submitted to the Committee or any of its members along with list of
witnesses and supporting documents. Additional documents and list of witnesses can be
submitted to ICC at a later stage during the proceeding. Provided that where such complaint
cannot be made in writing, the Presiding Officer or any other member of the ICC shall render

all reasonable assistance to the woman for making the complaint in writing. Provided further
that the ICC for the reasons to be recorded in writing, can extend the time limit not exceeding
three months, if it is satisfied that the circumstances were such which prevented the woman
from filing a complaint within the said period.

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 will provide assistance to the aggrieved woman, if she so chooses, to file a
police complaint in relation to an offence under Indian Penal Code.

6. 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.

7. 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.
8. The Committee shall provide the copies of the settlement as recorded under (7) to the
aggrieved woman and the respondent. Where a settlement is arrived at, no further inquiry
shall be conducted by the ICC.

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

10. The Committee may direct the Registrar to ensure the safety and protection of the
aggrieved woman if and when required.

11. As an interim measure, ICC may recommend

a) the transfer of the aggrieved woman or the respondent to another section or Department as
deemed fit by the Committee.

b) grant leave to the aggrieved woman upto a period of three months or :

c) restrain the respondent from exercising any administrative authority or supervision or
academic evaluation of the aggrieved woman.

d) grant such other relief to the aggrieved woman as the case may require.

12. The Committee shall proceed to make inquiry into the complaint in accordance with the
provisions of the service rules applicable to the respondent considering sexual harassment as
misconduct.

13. The Presiding Officer shall convene the first hearing of the enquiry. The respondent, the
aggrieved woman, and the witnesses shall be intimated at least 7 working days in advance in
writing of the date, time and venue of the enquiry proceedings. The subsequent proceedings
may be on a day to day basis, to be decided by ICC.

14. The Committee shall provide reasonable opportunity to the aggrieved woman and the
respondent for presenting and defending her/his case.

15. 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.

16. 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. The aggrieved woman/respondent has to submit the written reply
before the committee within the specified time given.

17. 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.

18. The Committee shall have the power to summon any official papers or documents
pertaining to the aggrieved woman as well as the respondent.

19. The past sexual history of the aggrieved woman shall not be probed into as such
information shall be deemed irrelevant to a complaint of sexual harassment.

20. 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.

21. The aggrieved woman and the respondent, or any one person on her/his behalf, shall have
the right to examine written transcripts of the recordings with the exclusion of witnesses’ names
and identities. Any person nominated by the aggrieved woman and/or the respondent on
her/his behalf shall be (only) either a student, or a member of the academic or non-teaching
staff. No person who has been found guilty of sexual harassment shall be accepted as a
nominee. The aggrieved woman/respondent should inform the Presiding Officer specifically if
they wish to exercise this right. The Presiding Officer shall allow access to such documents on
a specific date to be intimated at least two days in advance to each of the parties concerned.
At no point in time, however, can the concerned parties take these documents outside the
office.

22. The aggrieved woman and the respondent shall be responsible for presenting their
witnesses before the Committee. However, if the Committee is convinced that the absence of
either of the parties to the disputes is on valid grounds, the Committee shall adjourn that
particular meeting of the Committee for a period not exceeding five days. The meeting so
adjourned shall be conducted thereafter, even if the person concerned fails to appear for the
said adjourned meeting without prior intimation/valid ground.

23. All proceedings of the ICC shall be recorded in writing. The record of the proceedings and
the statement of witnesses shall be endorsed by the persons concerned as well as the

committee members present in token of authenticity thereof. In case the minutes cannot be
reduced in writing the same day, as audio recording of the proceedings may be made, and the
written proceedings will be authenticated on a next available opportunity.

24. If the aggrieved woman desires to tender any documents by way of evidence, the
Committee can supply true copies of such documents to the respondent. Similarly, if the
respondent desires to tender any documents in evidence, the Committee shall supply true
copies of such documents to the aggrieved woman.

25. In the event the Committee thinks that supplementary testimony is required, the Presiding
Officer shall forward to the persons concerned a summary of the proceedings and allow for a
time period of seven days to submit such testimony, in person or in writing, to the Committee.

26. The aggrieved woman and the respondent shall have the right of cross-examination of all
witnesses. However such cross-examination shall be conducted in the form of written
questions and responses via the Committee only. The respondent shall have no right to directly
cross-examine the aggrieved woman or her witnesses.

27. The respondent/aggrieved woman may submit to the Committee, a written list of questions
that he/she desires to pose to the aggrieved woman/witness. The Committee (ICC) shall retain
the right to disallow any questions that it has reason to believe to be irrelevant, mischievous,
slanderous, derogatory or gender-insensitive.

28. Amicus Curie can be called for helping the committee if and when required.

29. After concluding its investigation, the Committee shall submit a detailed reasoned report to
the Institute.

30. If the Committee finds no merit in the allegations, it shall report to the Institute.

31. 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 Institute. The following
actions may be recommended: a. A written apology b. Warning c. Reprimand or censure d.
Withholding of promotion e. Withholding of pay rise or increments f. Undergoing a counseling

session g. Carrying out of community service h. Terminating the respondent from service i.
Any other punishment according to the service rules applicable to the respondent

32. 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 Institute
to take action against such falsification.

33. Nothing precludes the Institute authority from taking cognizance of any new fact or
evidence which may arise or be brought before it during the pendency of the inquiry
proceedings or even after the communication of the findings to appropriate Institute authorities.

34. If the allegation(s) is/are proved against the respondent, the Committee may direct the
Institute to ensure the payment of compensation to the aggrieved woman by the respondent.
The determination of compensation to the aggrieved woman shall be decided based on the
following facts: i. The mental trauma, pain, suffering and emotional distress caused to the
aggrieved woman. ii. The loss of career opportunity due to the incident of sexual harassment.
iii. Medical expenses incurred by the victim for physical or psychiatric treatment iv. The income
and financial status of the respondent v. Feasibility of such payment in lump sum or in
installments

35. The Institute authorities will file a compliance report to the Committee within 30 days of
issuance of such recommendation.

36. ICC shall have the necessary powers to take suo motu notice of incidents of sexual
harassment and/or gender injustice in the Institute campus and act against the same in such
manner as it deems appropriate.

37. The identity of the aggrieved woman, respondent, witnesses and proceedings of the
Committee and its recommendations and the action taken by the Institute shall not be
published, communicated or made known to the public, press or media in any manner and it
will be outside the purview of the Right to Information Act, 2005.

38. No legal practitioner will be allowed to represent either the aggrieved woman or the
respondent in proceedings before the Complaints Committee.

39. The Committee has the powers of a civil court in the following cases i. Summoning and
enforcing the attendance of any person related to the incident. ii. Requiring the discovery and
production of any documents iii. Any other matter relating to the incident as decided by the
Committee from time to time.

40. The aggrieved woman or respondent may prefer an appeal to the competent authority

Committee Against Sexual Harassment With regard to the Supreme Court Judgment and
guidelines issued in 1997 to provide for the effective enforcement of the basic human right of
gender equality and guarantee against sexual harassment and abuse, more particularly
against sexual harassment at work places, the CBSE has issued circulars to all the institutions,
advising them to establish a permanent cell and a committee and to develop guidelines to
combat sexual harassment, violence against women. It has further advised the institutions to
be proactive by developing a conducive atmosphere in the campus, where the status of woman
is respected and they are treated with. Objective:

The objectives of the Committee are:
• Prevent discrimination and sexual harassment against women, by promoting gender amity
among students and employees;

• Deal with cases of discrimination and sexual harassment against women, in a time bound
manner, aiming at ensuring support services to the victimized and termination of the
harassment;

• Recommend appropriate punitive action against the guilty to the Principal.

Procedure for Approaching Committee: The Committee deals with issues relating to sexual
harassment at School. It is applicable to all students, staff and faculty. A complaint of
discrimination or sexual harassment may be lodged by the victim or a third party. A written
complaint may be addressed to the Convener of the Committee. If the complaint is made to

any of the Committee members, they may forward it to the Convener of the Committee Against
Sexual Harassment. Here it should be noted that according to the Supreme Court guideline
Sexual harassment can be defined as “unwelcome” sexually determined behaviour (whether
directly or by implication) as:

• Physical contact and advances

• Demand or request for sexual favours

• Sexually coloured remarks

• Showing derogatory picture

• Other unwelcome physical, verbal or non-verbal conduct of a sexual nature. The following is
also sexual harassment and is covered by the committee:

• Eve-teasing,

• Unsavoury remarks,

• Jokes causing or likely to cause awkwardness or embarrassment,

• Innuendos and taunts,

• Gender based insults or sexist remarks,

• Touching or brushing against any part of the body and the like,

• Displaying offensive or derogatory pictures, cartoons, pamphlets or sayings,

• Forcible physical touch or molestation and

• Physical confinement against one’s will and any other act likely to violate one’s privacy.

Procedure for dealing with complaints:
1. Filing of a complaint:

If any associate believes that she/he has been subjected to sexual harassment, such
person may file a complaint with any member of the committee. The committee member
on receiving a complaint will intimate the committee convenor. The committee convenor
would arrange for a meeting within a week of receipt of the complaint for discussing the
complaint raised. Complaints must be brought within 30 working days of the incident of
sexual harassment. Complaints brought after that time period will not be pursued except
some extraordinary circumstances. The determination of whether the complaint was timely
or whether extraordinary circumstances exist to extend the complaint period must be made
in conjunction with the legal team. Every attempt will be made to get the complainant to
provide the complaint in writing. The complaint shall include the circumstances giving rise
to the complaint, the dates of the alleged occurrences and names of witnesses, if any. The
complaint shall be signed by the complainant.

2. Process of Enquiry:

• The committee will ask the complainant to prepare a detailed statement of incidents/
allegations. The statement of allegation will be shared with the accused.

• The accused will be asked to prepare a response to the statement of allegations and submit
to the committee within the given time.

• The statement and other evidence obtained in the inquiry process will be considered
confidential.

• The committee will organize verbal hearings with the complainant and the accused.

• The committee will take testimonies of other relevant persons and review the evidence if
necessary. The committee should ensure that sufficient care is taken to avoid any retaliation
against the witnesses.

• During the enquiry process, the complainant and the accused would be expected to refrain
from any form of threat, intimidation or influencing of witnesses.

• The committee will arrive at a decision after carefully and fairly reviewing the circumstances,
evidences and relevant statements.

• The committee will ensure confidentiality during the inquiry process and will ensure that in
the course of investigation a complaint:

(i) Both parties will be given reasonable opportunity to be heard along with witnesses and to
produce any other relevant documents.

(ii) Upon completion of the investigation, both parties will be informed of the results of the
investigation. The committee will be empowered to do all things necessary to ensure a fair
hearing of the complaint including all things necessary to ensure that victims or witnesses are
neither victimized nor discriminated against while dealing with a complaint of sexual
harassment. In this regard the committee will also have the discretion to make appropriate
interim recommendations in relation to an accused person depending the outcome of a
complaint including suspension, transfer, leave, change of work location etc.

• The investigation into a complaint will be conducted in such a way as to maintain
confidentiality to the extent practicable under the circumstances

• The committee will investigate and prepare an enquiry report with recommendation within 4
weeks of the complaint being filed.

3. Decision and Action:

Once the investigation is completed, a determination will be made regarding the validity of
the harassment allegation. If it is determined that harassment has occurred; prompt,
remedial action will be taken. The committee will share the investigation details and the
findings and agree on the applicable disciplinary action. This may include some or all of
the following (i) Restore any lost terms, conditions or benefits of employment to the
complainant. (ii) Committee will take appropriate disciplinary action, up to, including

termination against the accused. All related documents will be maintained in the
associate’s folder, ensuring confidentiality. This anti sexual harassment policy shall not,
however, be used to raise malicious complaints. If a complaint has been made in bad
faith, as demonstrated by clear and convincing evidence, disciplinary action which may
include, termination will be taken against the person raising the complaint. 1. Policy
Implementation and Review: The policy will be implemented and reviewed by the
committee. The school reserves the right to amend, abrogate, modify, rescind / reinstate
the entire policy or any part of it at any time.

