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The Standard Operating Procedures (SOPs)
Internal Complaint Committee on Sexual Harassment of Women at Work

1. Objective

To prevent and redress incidents of sexual harassment of women at the workplace
(SHWW) and provide a safe and dignified work environment for all.

2. Framework
In all matters concerning sexual harassment of women, the institute shall comply with the
guidelines issued by DoPT and any subsequent amendments or addendums thereto.

3. Applicability

These procedures apply to all employees (contractual and core), students, project staff,
visitors, collaborators, interns, and service providers working in or visiting the National
Institute of Immunology (NII), New Delhi.

4. Composition of the Internal Committee
The Internal Committee is constituted as per the Act and shall include:

a) A Presiding Officer (senior woman faculty).

b) Minimum two employees committed to the cause of women/social work/legal
knowledge

¢) One external member committed to women’s cause

d) At least 50% of members shall be women

e) Member Secretary

f) In special cases, to avoid any potential undue pressure or influence from senior
authorities, the Complaints Committee may choose to involve a third party,
such as an NGO representative or a legal expert, who is well-versed in matters
related to sexual harassment.

g) Where required, the Internal Committee may constitute a sub-committee
comprising subject matter experts to better understand the case and may also
seek guidance from an external legal advisor or third-party expert. However,
the final decision will rest with the Chairperson and the Internal Committee.

5. Definition of Sexual Harassment

DEFINITION OF “SEXUAL HARASSMENT” AND “WORKPLACE” Section 2(n) and
2(o) of the SHWW (PPR) Act defines “Sexual Harassment” and “Workplace” respectively.
The same have been incorporated through an amendment in the CCS (Conduct) Rules,
1964 as under: "Rule 3C - Prohibition of sexual harassment of working women states that
“No Government servant shall indulge in any act of sexual harassment of any woman at
any workplace. Every Government servant who is incharge of a workplace shall take
appropriate steps to prevent sexual harassment to any woman at such workplace.”
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According to THE SEXUAL HARASSMENT OF WOMEN AT THE WORKPLACE
(PREVENTION, PROHIBITION AND REDRESSAL) ACT 2013, sexual harassment
includes any one or more of the following unwelcome acts or behavior (whether directly
or by implication). Any act falling under the purview of the following cases will be
considered as an incident of sexual harassment (Clarification of Unwelcome acts or
behavior):

a)

b)

2

h)

i.
ii.
iii.
1v.

V.

When submission to unwelcome sexual advances, requests for sexual favors, and
verbal or physical conduct of a sexual nature are, implicitly or explicitly, made a
term or condition of teaching/guidance, employment, participation, or evaluation
of a person's engagement in any activity.
When unwelcome sexual advances, and verbal, non-verbal and/or physical conduct
such as loaded comments, remarks or jokes, letters, phone calls, messages or e-
mails, gestures, exhibition of pornography, lurid stares, physical contact, stalking,
sounds or display of a derogatory nature.
Interfering with her work or creating an intimidating, offensive, or hostile
environment for her.
Unwelcome digital behavior, including but not limited to sharing sexually explicit
or suggestive content, sending inappropriate messages, or capturing/forwarding
photographs or videos of a person without their consent (via phone, email, social
media, or any digital platform), shall also constitute sexual harassment.
When a person uses the body or any part of it or any object as an extension of the
body with a sexual purpose in relation to another person without the latter's consent
or against that person's will, such conduct will amount to sexual assault.
When deprecatory comments, conduct or any such behavior is based on the gender
identity/sexual orientation of the person and/or when the premises or any public
forum of the institute is used to denigrate/discriminate against person(s), or create
a hostile environment on the basis of a person’s gender identity/sexual orientation.
Teaching activities or explanation of various issues related to fertility, reproductive
health and other research topics in a scientific manner will not be considered as
harassment.
The following circumstances, among other circumstances, if it occurs or is present
in relation to or connected with any act or behavior of sexual harassment may
amount to sexual harassment: -
implied or explicit promise of preferential treatment in employment; or
implied or explicit threat of detrimental treatment in employment; or
implied or explicit threat about her present or future employment status; or
interference with her work or creating an intimidating or offensive or hostile
work environment for her; or
humiliating treatment likely to affect her health or safety.

6. Definition of Workplace

a.

Any department, organization, undertaking, establishment, enterprise, institution,
office, branch or unit which is established, owned, controlled or wholly or
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substantially financed by funds provided directly or indirectly by the Central
Government/ public or private sector

b. Any place visited by the employee arising out of or during the course of
employment, including transportation provided by the employer for undertaking
such journey.

7. Preventive Measures

a) Organize workshops and awareness programs at regular intervals (at least twice a
year) for sensitizing the employees with the provisions of the Act and orientation
programs for the members of the Internal Committee in the manner as may be
prescribed.

b) The contents of these SOPs may be integrated into the Ph.D. coursework and
covered as part of one of the classroom sessions.

c) Display of committee composition and contact details on institute noticeboards and
website.

d) Orientation to new employees and students on gender sensitivity and complaint
mechanisms.

e) Encourage a culture of respect and dignity at the workplace.

8. Meetings of the Committee

The members of the Committee shall meet at least two times in a year and maintain the
proceedings. The Chairperson shall preside over the meeting. In the absence of the
Chairperson, the second senior female Faculty member shall preside over the meeting. The
Chairperson may, upon the request of not less than one third of the total members of the
Committee, call a meeting on a date not later than fifteen days after the receipt of such a
requisition. The quorum of the meeting of the Committee shall be five of its members. If
the quorum is not complete in any meeting, it shall be adjourned for half an hour and
thereafter, the meeting shall precede with those members who are present in the meeting.
All decisions in the meeting will be taken with mutual consent from the members of the
Committee present at the meeting. In the case of any disagreement among the members
regarding any decision, the Chairperson of the Committee shall hold the authority to take
the final decision, and her decision will be considered as final.

9. Time frame for Filing

The complaint should be filed within three months from the date of the incident of
sexual harassment or within three months of the last incident, in case of a series of
incidents. The Complaints Committee may, however, extend the time limit for reasons to
be recorded in writing, if it is satisfied that the circumstances were such which prevented
the complainant from filing a complaint within the stipulated period.

10. Complaint Procedure
a. All written complaints pertaining to sexual harassment must be submitted to either
Member Secretary or Chairperson of institutional internal committee at email
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sexualharassment@nii.ac.in written complaints must be signed by the
complainant; they will not be acted upon till the same is signed by the complainant.
Any aggrieved woman/person working at NII in any capacity, shall have the right
to file a complaint concerning any sexual harassment against any employee
(contractual and core), student, member of the Committee, project staff, visitor,
collaborator, intern, and service provider working in or visiting NII, New Delhi.
Complainant may file a complaint within a period of 3 months from the date of the
incident. In case of a series of incidents, the Complainant should file a case within
a period of 3 months from the date of the last incident. However, the Complaint
Committee may extend the time limit by not exceeding a further three months (90
days), for reasons to be recorded in writing, if it is satisfied that the circumstances
were such that prevented the complainant from filing a complaint within the
stipulated period.

Where the aggrieved woman/person is unable to file a complaint on account of her
physical or mental incapacity or death or otherwise, her legal heir or such other
person as mentioned below may make a complaint on her behalf —

(1) Where the aggrieved woman/person is unable to make a complaint on account
of her physical incapacity, a complaint may be filed by —

a) her relative or friend; or

b) her co-worker; or

c) an officer of the National Commission for Women or State

Women’s Commission; or
d) any person who has knowledge of the incident, with the written
consent of the aggrieved woman/person;

(i1) where the aggrieved woman/person is unable to make a complaint on account
of her mental incapacity, a complaint may be filed by-
(a) her relative or friend; or
(b) a special educator; or
(c) a qualified psychiatrist or psychologist; or
(d) the guardian or authority under whose care she is receiving treatment
or care; or
(e) any person who has knowledge of the incident jointly with her
relative or friend or a special educator or qualified psychiatrist or
psychologist, or guardian or authority under whose care she is
receiving treatment or care;

(i11) where the aggrieved woman/person for any other reason, is unable to make a
complaint, a complaint may be filed by any person who has knowledge of the
incident, with her written consent;

(iv) where the aggrieved woman/person is dead, a complaint may be filed by any
person who has knowledge of the incident, with the written consent of her legal
heir.
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The complainant shall be given full secrecy at each stage. The name, address,
identity or any other particulars that direct to the identification of the Complainant
shall be kept confidential and will not be disclosed.

11. Inquiry Procedure

12.

a)

b)
c)

d)

Within a period of 5 working days from the date of receiving such complaint, the
Chairperson shall convene a meeting to deal with the complaint and make
preliminary enquiry/fact finding enquiry to verify the facts of the complaint.
Both parties shall be heard in a fair and unbiased manner.
The Internal Committee may try to ascertain the truth of the allegations by
collecting documentary evidence as well as recording statements of any possible
witnesses, including the complainant. Provided further that where both the parties
are employees, the parties shall, during inquiry, be given an opportunity of being
heard and a copy of the findings shall be made available to both parties, enabling
them to make representation against the findings before the Committee.
During the pendency of an inquiry if required, the Internal Committee may
recommend to the employer —
1. transfer the aggrieved woman/person to any other workplace, or
ii.  grant leave to the aggrieved woman/person up to a period of three
months (The leave granted to the aggrieved woman/person under
this section shall be in addition to the leave she would be otherwise
entitled); or
iii.  grant such other relief to the aggrieved woman/person as may be
prescribed
In case the internal committee decides to proceed with the complaint, they may
have the option to settle the matter between the Complainant & Complainee
through conciliation. For this, the consent of the complainant shall be ascertained,
and if the complainant agrees that a warning would suffice, then the alleged
offender shall be called to the meeting of the Committee, heard, and if satisfied that
a warning is just and proper, he may be warned about his behavior. The matter shall
then be treated as concluded and disposed off.
Inquiry shall be completed within 90 days. However, if there are valid reasons, the
time limit may be extended for an additional period, not exceeding an additional 30
days.
Proceedings of all the meetings shall be kept confidential.
Final report to be submitted to the Director within 10 days of conclusion, and such
report is to be made available to the parties concerned.

Redressal and Recommendations

a)

Where the Internal Committee arrives at the conclusion that the allegation against
the respondent has not been proved, it shall recommend to the employer that no
action is required to be taken in the matter. As mere inability to prove the complaint
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is not ground for action - Just because the complaint could not be substantiated does
not make it false or malicious.

b) Where the Internal Committee arrives at the conclusion that the allegation against
the respondent has been proved, it shall recommend to the employer to take
disciplinary action for sexual harassment as misconduct.

Disciplinary actions may include:

1.
ii.
iii.
1v.
v.

V1.

Vil.
Viii.

iX.

Official warning added to the service record.

Formal written apology to the complainant.

Delay or cancellation of pending promotion or annual increment.
Transfer to another department to protect the complainant.
Suspension- Temporary removal from service pending inquiry or as
punishment.

Termination - In extreme cases of proven misconduct or repeat
offenses.

Debarring from institutional privileges.

Compensation to be paid to the complainant as per internal
committee recommendation for the causes concerning (a) the mental
trauma, pain, suffering and emotional distress caused to the
aggrieved woman/person; (b) the loss in the career opportunity due
to the incident of sexual harassment; (c) medical expenses incurred
by the victim for physical or psychiatric treatment; (d) the income
and financial status of the respondent; (e) feasibility of such payment
in lump sum or in installments.

Mandatory participation in gender sensitization or behavioral
counseling.

If the act amounts to a criminal offense (e.g., sexual assault, rape),
the internal committee can recommend filing an FIR.

c) Where the Internal Committee finds that the allegation against the respondent is

malicious or false, or the complainant has produced any forged or misleading
documents, or a witness has given false evidence, it must be clearly established
through an enquiry. The internal committee must record reasons and evidence
showing deliberate falsehood or intent to defame. Thereafter, the Internal
Committee may recommend Disciplinary Action to the employer against the false
complainant, which may include:

i.  Written warning

ii.  Apology

iii. ~ Withholding of promotion/increment

iv.  Suspension

v.  Termination (in extreme cases)
vi.  Deduction from salary (if the respondent suffered losses)
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The Institute is obliged to implement the recommendations of the internal
committee within 60 days.

The institute must also provide appropriate relief to the aggrieved woman/person,
which may include counseling, relocation, or any other action to ensure a safe
working environment.

13. Meetings and Record Maintenance

a)
b)

c)

The internal committee shall meet at least 2 times annually.

Maintain records of all complaints, inquiry proceedings, minutes of meetings, and
awareness activities.

Submit the annual report to DBT or else as required.

14. Confidentiality

a)
b)

d)

The identity of complainants, respondents, and witnesses shall be kept confidential.

All members of the Internal Committee shall be required to sign a confidentiality
agreement upon their appointment, affirming their commitment to maintaining strict
confidentiality in all matters related to the proceedings.

Breach of confidentiality shall attract disciplinary action.

Notwithstanding anything contained in the Right to Information Act, 2005, the
contents of the complaint, the identity and addresses of the aggrieved woman/person,
respondent and witnesses, any information relating to conciliation and inquiry
proceedings, recommendations of the Internal Committee, the action taken by the
employer shall not be published, communicated or made known to the public, press
and media in any manner.

15. Appeal

Either party may appeal against the recommendations of the committee within 90 days
to the Appellate Authority at email - sdas@nii.ac.in

16. Review and Revision

a)
b)

17.

Formulated SOPs may be reviewed annually.

Amendments will be made in accordance with new government guidelines or
institutional policies.

Sexual Harassment Electronic-Box (She-Box)

a) Ministry of Women & Child Development launched an online complaint
management system titled Sexual Harassment Electronic-Box (She-Box) on 24th
July, 2017 for registering complaints related to sexual harassment at workplace.

b) The She-Box is an initiative to provide a platform to the women working or
visiting any office of Central Government (Central Ministries, Departments,
Public Sector Undertakings, Autonomous Bodies and Institutions etc.) to file
complaints related to sexual harassment at workplace under the Sexual
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Harassment of Women at Workplace (Prevention, Prohibition and Redressal) Act,
2013.

¢) Once a complaint is submitted to She-Box, it will be directly sent to the Internal
Complaint Committee of the concerned Ministry/ Department/ PSU/ Autonomous
Body etc. having jurisdiction to inquire into the complaint.

d) The She-Box also provides an opportunity to both the complainant and nodal
administrative authority to monitor the progress of inquiry conducted by the ICCs.

e) The She-Box portal can be accessed at the link given below:
http://www.shebox.nic.in/

18. Duties of the employer
Every employer shall:

a) provide a safe working environment at the workplace, which should include safety
from the people coming into contact at the workplace;

b) organize workshops and awareness programs at regular intervals for sensitizing the
employees with the provisions of the Act and orientation programs for the members
of the Internal Committee in the manner as may be prescribed;

c) provide necessary facilities to the Internal Committee for dealing with the
complaint and conducting an inquiry;

d) assist in securing the attendance of respondents and witnesses before the Internal
Committee

e) make available any such information to the Internal Committee, as it may require
having regard to the complaint

f) provide assistance to the woman if she so chooses to file a complaint in relation to
the offence under the Indian Penal Code or any other law for the time being in force;

g) cause to initiate action, under the Indian Penal Code or any other law for the time
being in force, against the perpetrator, or if the aggrieved woman/person so desires,
where the perpetrator is not an employee, in the workplace at which the incident of
sexual harassment took place;

h) treat sexual harassment as a misconduct under the service rules and initiate action
for such misconduct;

1) monitor the timely submission of reports by the Internal Committee.

19. References:

a) DOPT guidelines OM No.-1667566576557 dated 4.11.2022

b) Sexual Harassment of Women at Workplace (Prevention, Prohibition and
Redressal) Act, 2013

c) Vishakha Guidelines OM.No.11013/10/97-Estt.A dated 13.07.1999
Prevention of sexual harassment of working women — Supreme Court
judgment in the case of Vishaka Vs. State of Rajasthan.
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d) OM.No.11013/7/2016-Estt.A-111 dated 1.11.2017 Online complaint
management system titled “Sexual Harassment Electronic-Box (She-Box)”
—reg.

e) DBT Guidelines -https://dbtindia.gov.in/regulations-
guidelines/guidelines/prevention-sexual-harassment-women-workplace-
guidelines-posh

Reviewed by The Internal Complaint Committee on Sexual Harassment of Women
at Work-

Signatures

Dr. Sarika Gupta, NII — Chairperson %A&Q

Dr. Pratima Ray, Ex-Prof., Jamia Hamdard — External Expert K*D-Q—"'

— |
Dr. Arnab Mukhopadhyay, NII - Member M
Dr. Bichitra Biswal, NII - Member W

Dr. Veena Shivagouda Patil, NII - Member %%

o
Dr. Neerja Wadhwa, NII — Member Secretary Q(NGC&

Date:
Place:

Director, National Institute of Immunology
(Stamp and Signatures) ;
Date : Place: Newd D eJday

2f. Zarf¥g weif=d / Dr. Debasisa Mohanty
faer | Director
Re—=tra m [
BRIC-National Institute of lmmunology
s e oA @t/ Aruna Asaf All Marg
7 faced1-110 067 | New Delhi - 110 087 Page 10 of 10
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TR & Ty Hear, Fad cav@ & g8 3uaR a1 SEHTA Ul R
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. g dopl & FRGRT MU @ S|
1. 3ifad RUiE AR §AE 8 & 10 A & MR [Aces o gega &
STuet 3R 0Er RUiE Gafdd usl &l 3Ueey Hs STuel |

12. fAaror 3k AwiRey

®. g HaRes AAfT 3@ Ay W ggadr ¥ & ufdard & feg oeman
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e T IS, SHBI Aclod TG FAe & 6 a8 FHA AT AT e § H A
el
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HATATHD PRaTs Pl DI BN B

HMHATCHS PRasAl # AFafafla anfde §:-

. Qa1 Nepis # 3nRpe Iarae s |
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IGEEGH

JAT-FATA (37T THR AT H)
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g. gt Rprrd, Sira i FRIAE, dodt & FRIgT AR FewedaT Tfafafay
&7 Repls T@T AT
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