
 
 

 

 

 

 

 

 

 

 

 

 

 

 

The Sexual Harassment Complaint Process 

STAGE ONE: RECEIPT OF THE COMPLAINT* 

A fair, prompt, and impartial inquiry process starts with a Complaints Committee capable of 

creating an environment of trust and confidence throughout the inquiry. Stage one consists of 

five steps which are discussed below: 

Step 1 : Receive and Acknowledge Receipt of the Complaint 

The complainant submits a sexual harassment complaint in writing within three months of 

the last alleged incident to the Complaints Committee or any other person designated by the 

organization/ District Officer (i.e. Nodal Officer) to receive and manage complaints of sexual 

harassment. 

Upon receipt, the complaint should be reviewed for: 

1.  In the context of workplace that the sexual harassment complaint is to be met with 

under the Act, such as, Service Rules, Workplace Policy, Vishaka Guidelines and 

related laws. 

2.  Clarity in the complaint. 

3.  Additional information needed from the complainant. 

The complainant will be notified in writing to acknowledge receipt. 

 

Step 2: Meet and Talk to the Complainant to Explore Options for Formal and Informal 

Resolution 

The complainant needs to be informed about the ensuing process and the informal or formal 

options available for the redress. 

 

 

 

1. The respondent  displayed a  
potentially improper  and/or 
offensive conduct which may 
come within the workplace  of 
sexual harssment.  

 

 

 

2. The behaviour was 
directed at the 
Complainant. 

 

3. The Complainant 
experienced harm. 

 

  

4. The behaviour occured in 
at the workplace or at any 
location/ any event related 
to work.  
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Elements of the behaviour 



 
 

 

 

 

 

 

 

Step 3: Informal Mechanism 

If the complainant chooses to adopt the informal process to resolve her complaint/experience 

of workplace sexual harassment, then it is the responsibility of the person designated to 

receive and manage the Complaints Committee to explore enabling ways to address the 

complaint. This can include counselling, educating, orienting, or warning the respondent to 

promptly stop the unwelcome behaviour or appointing a neutral person to act as a conciliator 

between the parties to resolve the complaint through conciliation. 

However, before recommending conciliation, the Committee must assess the severity of the 

situation and if necessary, advise and enable the complainant to opt for the formal route. At 

no point, the Complaints Committee will advise the complainant to resolve the matter directly 

with the respondent. Where such an informal process is successful, such resolution is to be 

recorded by the conciliator and forwarded to the ICC/LCC who in turn will forward the same 

to the employer/District Officer for further action based on the resolution. Employers/District 

Officers are responsible for taking steps to ensure that the complainant is not subject to any 

backlash. 

The choice of a formal process rests with the complainant even if the person responsible for 

managing the complaint believes that this can be resolved through an informal process. 

Step 4: Formal Mechanism 

1.  If the complainant opts for formal redress, or the nature of the complaint is serious 

which calls for formal redress, then the Complaints Committee responds to the 

complaint. 

2.  Complaints Committee/s members must be free of any conflict of interest with either 

the concerned parties or with the outcome. 

3.  Ensure that the independent third party member has sound knowledge, skill, and 

experience in dealing with workplace sexual harassment complaints. 

Step 5: Respondent and Response 

1.  As per the procedure provided in the Service Rule; or in absence of the same. 

2.  Within seven days of receiving a complaint, the Complaints Committee will inform the 

respondent in writing that a complaint has been received. 

3.  The respondent will have an opportunity to respond to the complaint in writing within 

ten days thereafter. 

 

*Source: http://www.wcd.nic.in/ 

For details, visit http://www.icsi.edu/posh.aspx 

Suggestions/Feedback, if any, may be sent to POSHDESK@icsi.edu 
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