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Minutes of Meeting — Internal Complaints Committee (ICC)
Date: 07.03.2023  Time: 3:00 PM  Venue: Director’s Cabin

Discussion Summary:

The Internal Complaints Committee (ICC) convened to review its overall purpose. structure.
and functioning in accordance with the Sexual Harassment of Women at Workplace
(Prevention, Prohibition and Redressal) Act, 2013. The Committee reaffirmed its primary
objective to provide a safe, secure, and confidential platform for both employees and students
to report grievances relating to sexual harassment or discrimination. The ICC comprises senior
faculty members, administrative staff, and an external expert with legal or social work
experience, ensuring objectivity and fairness. Key responsibilities include receiving
complaints, conducting impartial investigations, documenting findings, recommending
actions, and organizing awareness programs. Emphasis was placed on confidentiality
throughout the process, with clearly defined timelines for complaint resolution. Upon receiving
a formal complaint via email, letter, or suggestion box, the ICC must initiate an inquiry within
7 working days, forwarding a copy of the complaint to the respondent. The respondent is given
10 working days to reply, including any documents or witnesses. Hearings must be conducted
fairly, without legal representation, following the principles of natural justice. The inquiry must
be completed within 90 days. The committee also discussed follow-up mechanisms to monitor
outcomes and ensure no retaliation, thereby fostering a safe and respectful institutional

environment.
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Minutes of Meeting — Internal Complaints Committee (ICC)
Date: 13.09.2022 Time: 2:00 PM to 2:45 PM  Venue: Director’s Cabin

Agenda:

* Review and implementation of ICC Inquiry Procedure
* Setting timelines for current/future complaints

* Ensuring compliance with inquiry norms under the Act

Discussion Summary:

The meeting commenced with a comprehensive review of the inquiry procedure mandated
under the Sexual Harassment of Women at Workplace ( Prevention. Prohibition and Redressal)
Act. 2013. The committee members unanimously confirmed that the procedural steps currently
followed are in full alignment with the legal requirements, ensuring the credibility and legality
of the committee's actions.

To streamline operations and promote accountability, the committee reiterated strict adherence
to defined timelines. It was agreed that a copy of any complaint must be forwarded to the
respondent within 7 working days of receipt. The respondent will then be allowed a maximum
of 10 working days to file a written response. Additionally, the entire inquiry process should
be completed within 90 days from the initial receipt of the complaint, without exception.

The committee underscored the importance of conducting fair hearings grounded in the
principles of natural justice. It was reiterated that legal practitioners will not be allowed to
represent either party, ensuring an unbiased and informal inquiry process. Equal opportunity
must be granted to both complainant and respondent during all proceedings.

To enhance transparency and case monitoring, the committee decided to implement a tracking
sheet. This tool will be used to record and monitor all stages of inquiry in current and future
cases, with special attention to deadline adherence and procedural integrity.

The Chairperson instructed the committee members to audit any ongoing or unresolved
complaints to ensure full compliance with the revised and reaffirmed procedures. A follow-up
meeting will be convened to review the progress and status of these cases and to evaluate
procedural effectiveness.

During the meeting, all committee members reported that no complaints of harassment had
been received. They expressed that the institution maintains a positive environment with
healthy, respectful relationships among staff and students.

Conclusion:

The Chairperson concluded the meeting by commending the members for their active
participation. She emphasized the importance of upholding confidentiality, neutrality, and
timeliness in every case. The committee reaffirmed its commitment to ensuring a safe and
supportive institutional atmosphere.
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