
LODGING A COMPLAINT UNDER SEXUAL HARASSMENT   
 
The complainant should submit a detailed complaint, along with any documentary 
evidence available or names of witnesses, to any of the committee members at the 
workplace. The complaint must be lodged within 3 months from the date of 
incident/last incident. The Committee can extend the timeline by another 3 months for 
reasons recorded in writing, if satisfied that these reasons prevented the lodging of the 
complaint. Provided that where such a complaint cannot be made in writing, the 
Presiding Officer or any Member of the Internal Complaint Committee shall render all 
reasonable assistance to the women for making the complaint in writing. 
 
If the aggrieved woman is unable to lodge the complaint in account of her incapacity, 
the following may do so on her behalf, with her written consent: 
 

1. Legal heir, relative or friend 
2. Co-worker 
3. Any person having the knowledge of the incident 

 
If the initial complaint is made to a person other than a committee member, upon 
receiving such a complaint, it will be the responsibility of the complaint receiver to 
report the same to the committee immediately. 
 
Wherever possible it is desirable that complaints of harassment be dealt with speedily, 
discreetly and as close as possible to the point of origin. Restricting the number of 
participants involved in handling the complaint, strict confidentiality, sensitivity and 
calmness can often satisfactorily resolve most of them in or incidents. 
 
RESOLUTION PROCEDURE THROUGH CONCILIATION 
 
Once the complaint is received, before initiating the inquiry the committee may take 
steps to conciliate the complaint between the complainant and the respondent. This is 
only if requested by the aggrieved woman. 


