


 

Terms of Reference for the Internal Complaints Committee 

 To work towards creating an atmosphere promoting equality, non-discrimination and 

gender sensitivity.   

 To promote and facilitate measures to create a work environment that is free of sexual 

harassment. 

 To receive and take cognizance of complaints made about sexual harassment at the 

workplace and give every complaint serious consideration.   

 Crisis Management, Mediation and Counselling  

 To conduct enquiries into the complaints. 

 To seek reply from respondent by sending a copy of complaint within seven working 

days from the date of receipt. The respondent shall file his reply with his list of 

documents, and names and addresses of witnesses, within ten working days from the date 

of receipt of the copy of complaint. 

 To insist upon formal charge sheet, if misconduct establishes in Preliminary 

Investigation. 

 To follow the inquiry procedure in accordance with the service rules or Principle of 

Natural Justice. 

 To provide initial relief to the complainant (if required). 

 To complete inquiry within one month and in no case beyond 90 days. 

 Submit the inquiry report within 10 days of completion of inquiry and provide the copy 

to both the parties. 

 To conduct regular meetings of the Internal Complaints Committee preferably on 

quarterly basis even if there is no complaint. Report of the meetings should be submitted 

to DG CCRUM.  

 


