
 

 
 

Xavier Institute of Management and Entrepreneurship (XIME) follows a strict zero-tolerance 

policy towards sexual harassment and is committed to ensuring a safe campus and a conducive 

learning environment. The institute upholds and protects the dignity of women by taking all 

necessary preventive and corrective measures 

 

A Step-by-Step Guide for the POSH Committee to Handle Sexual Harassment Complaints  

 

 Sexual harassment imposes a range of costs that impact individuals, including the aggrieved 

person, the respondent (i.e., the person against whom a complaint has been filed), the other 

employees, and the firm at large. In India, we have a dedicated law named the Sexual 

Harassment of Women at Workplace (Prevention, Prohibition, and Redressal) Act (POSH Act), 

which was enforced in 2013. The objective of this act is to create safe workplaces for women 

in our country and protect their dignity. 

The law has laid down detailed provisions with regards to the redressal mechanism. It mandates 

that every organization having 10 or more employees should create an Internal Committee (IC- 

formerly known as the Internal Complaints Committee) which will inquire into complaints of 

sexual harassment at the workplace. The IC, by law, can only look into complaints wherein the 

aggrieved person is a female. However, the scope of this Act has also expanded over time. Now 

a transwoman can also file a complaint of sexual harassment at workplace.  

 

Here is a step-by-step guide followed to handle PoSH complaints in a systematic and timely 

manner – 

Step 1: Jurisdiction Check 

Once an IC receives a written complaint, the first thing that it should do is to check for 

jurisdiction. Following points should be covered while ascertaining if the IC has the authority 

to deal with the complaint –  

1. Check if the identity of the complainant as well as the respondent is mentioned in the 

complaint.  

2. Check if the allegations fall within the definition of ‘sexual harassment’ as per the POSH 

Act.  

3. Check if the complaint was filed within a period of 3 months from the last date of the 

incident. IC has the discretionary power to give a further extension of 3 months.  

4. Check if the Respondent is an employee of your organization.  

5. Check if the alleged incident took place at the workplace.  

 

 

 

 



Step 2: Introductory Call with the Complainant 

Once the IC has determined its jurisdiction, the next step is to have an introductory call with 

the complainant. The objective of this call is to understand the allegations better, to explain the 

procedure laid out under the law and the redressal options available.  

Step 3: Introductory Call with the Respondent 

The next step is to have an introductory call with the respondent. The objective of this call is 

to apprise the respondent of the complaint, inform them about the procedure and their rights.  

Step 4: Forward the complaint copy to the Respondent 

Once the IC speaks to the respondent, it should forward a copy of the complaint to them. The 

objective is to ensure that the IC acts in a fair and an unbiased manner and give the respondent 

an opportunity to present their side of the story.  

This has not only been mentioned in the POSH Act but has also been reiterated by the courts. 

Further, the IC should ensure that this is done within a period of 7 working days from the date 

of filing of complaint. Once the respondent receives the complaint copy, they get a 10 working 

days period to file their written response.   

 

Step 5: Follow up with the Complainant on her choice of redressal option 

The complainant has the right to either opt of conciliation or inquiry. Conciliation is a form of 

settlement which can be requested in writing only by the complainant and before the inquiry 

has been initiated. If the complainant opts for conciliation, the same needs to be conveyed to 

the respondent who then gets the right to accept, deny or negotiate the conciliation terms.  

Step 6: Examination of Complainant, Respondent and Witnesses 

If the complainant opts for inquiry, then the next step is to individually meet both the parties 

and the witnesses, if any, to have a detailed conversation regarding the complaint and ask 

questions which will help the IC ascertain if the allegations can be substantiated or not. 

Questions should be open-ended; they cannot be leading or personal in nature.   

Step 7: Cross Examination 

Once individual statements of the parties are recorded, the next step is to let the parties cross-

question each other. At this stage, the complainant and respondent will come face to face and 

ask questions, including pointed questions. Here the IC’s role is to supervise the conversation 

and disallow any personal or derogatory questions. The parties can also cross-examine the 

witnesses of their choice. In exceptional circumstances, written cross-examination can be 

allowed.  

Step 8: Calling 

This is the final and an optional stage wherein the IC can call any of the parties or witnesses if 

it requires any further clarification before concluding. Here, leading questions can be asked. All 

the above-mentioned steps need to completed within 90 days.  

 

 

 



Step 9: Inquiry Report 

Now the IC needs to prepare an inquiry report with a set of recommendations if the allegations 

are substantiated or if it’s a false or malicious complaint. The report needs to be generated and 

forwarded to the employer within 10 days. Once this is done, the employer gets 60 days to 

execute the recommendations. These are the broad steps which the Internal Complaints 

Committee or the IC needs to follow while dealing with a sexual harassment complaint.   

 

To report any issue, the person concerned may reach out by mail or call to:  

• Dr. N Meena Rani, Associate Professor, Chairperson meenarani@xime.org Mob: 

9448667520 

• Prof. Prashant Sabnis, Dean Academics, Member prashant@xime.org 

• Dr Subha K, Sr. Assistant Professor, Member subha@xime.org Mob: 9626046502 

• Ms. Smriti Khurana, Student Counsellor, Member studentcounsellor@xime.org 

• Ms. Reetha Joseph, Staff, Member reetha@xime.org 

• Mr. Jacob, Staff, Member, jacob@xime.org 

• Ms. Siva Shalini J, Student, Member shivom31blr@xime.org 

• Mr. Shivom Singh, Student, Member shivom31blr@xime.org 

• Ms. Rajeswary, Student, Member rajeshwary05bablr@xime.org 
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