Internal Complaints Committee
The Internal Committee, commonly called the Internal Complaints Committee, is the body an employer constitutes by written order to receive and inquire into complaints of sexual harassment at the workplace. Its composition, tenure and powers are set by the Act, and a committee that departs from them is open to challenge on that ground alone.
Internal Complaints Committee for Order constituting the committee
The document section 4(1) actually requires. This is the one most organisations do not have, having named members in a policy instead.
[Company Letterhead]

ORDER CONSTITUTING THE INTERNAL COMMITTEE
Under section 4(1) of the Sexual Harassment of Women at Workplace (Prevention, Prohibition and Redressal) Act, 2013

Ref: [Reference Number]
Date: [Date of Order]

In exercise of the powers conferred by section 4(1) of the Act, [Company Name] hereby constitutes an Internal Committee for its workplace at [Workplace Address], to receive and inquire into complaints of sexual harassment at that workplace.

1. COMPOSITION

Presiding Officer
[Presiding Officer Name], [Designation], [Department]
Email: [Email]  |  Telephone: [Telephone]
Nominated under section 4(2)(a) as a woman employed at a senior level at this workplace.

Member
[Member Name], [Designation], [Department]
Email: [Email]  |  Telephone: [Telephone]
Nominated under section 4(2)(b), being an employee [committed to the cause of women / with experience in social work / with legal knowledge].

Member
[Member Name], [Designation], [Department]
Email: [Email]  |  Telephone: [Telephone]
Nominated under section 4(2)(b), being an employee [committed to the cause of women / with experience in social work / with legal knowledge].

External Member
[External Member Name], [Organisation or Description]
Email: [Email]  |  Telephone: [Telephone]
Nominated under section 4(2)(c), being a person from [a non-governmental organisation or association committed to the cause of women / familiar with issues relating to sexual harassment].

2. GENDER COMPOSITION
Of the [Total Members] Members nominated above, [Number of Women Members] are women. The requirement under the proviso to section 4(2), that at least one half of the Members nominated be women, is satisfied.

3. TERM
The Presiding Officer and each Member shall hold office from [Term Start Date] to [Term End Date], being a period not exceeding three years from the date of nomination.

4. FEES TO THE EXTERNAL MEMBER
The External Member shall be paid [Fee Basis] for holding the proceedings of the Committee, payable by [Company Name].

5. FUNCTIONS
The Committee shall receive complaints under section 9, take steps towards conciliation under section 10 where the aggrieved woman so requests, conduct inquiries under section 11, make recommendations under sections 12, 13 and 14, and submit the annual report under section 21.

6. FACILITIES
[Company Name] shall provide the Committee with the facilities and information it requires to deal with complaints and conduct inquiries.

7. DISPLAY
This order shall be displayed at a conspicuous place at the above workplace together with the penal consequences of sexual harassment.

By order,

[Signatory Name]
[Signatory Designation]
For [Company Name]
Date: [Date of Order]

Internal Complaints Committee for Display notice for the workplace
Section 19(b) requires the penal consequences and the constitution order to be displayed at a conspicuous place. This is the notice that goes on the board.
[Company Letterhead]

SEXUAL HARASSMENT AT THE WORKPLACE IS PROHIBITED

Displayed under section 19(b) of the Sexual Harassment of Women at Workplace (Prevention, Prohibition and Redressal) Act, 2013

Workplace: [Workplace Address]

Sexual harassment at the workplace is prohibited. Any act of sexual harassment is misconduct at [Company Name] and will attract disciplinary action.

WHAT COUNTS
Unwelcome acts or behaviour, whether directly or by implication: physical contact and advances; a demand or request for sexual favours; sexually coloured remarks; showing pornography; or any other unwelcome physical, verbal or non-verbal conduct of a sexual nature.

YOUR INTERNAL COMMITTEE

Presiding Officer
[Presiding Officer Name], [Designation]
[Email]  |  [Telephone]

Member
[Member Name], [Designation]
[Email]  |  [Telephone]

Member
[Member Name], [Designation]
[Email]  |  [Telephone]

External Member
[External Member Name], [Organisation]
[Email]  |  [Telephone]

Constituted by order dated [Date of Order] for the term [Term Start Date] to [Term End Date].

HOW TO COMPLAIN
Write to any Member above, or to [Committee Email Address].

A complaint should be made within three months of the incident, or of the last incident in a series. The Committee may extend this by up to three months more if something prevented an earlier complaint.

If you cannot put the complaint in writing, any Member will help you do so. If you are unable to complain yourself, another person may complain on your behalf.

WHAT IS PROTECTED
The complaint, your identity, the identity of witnesses and the proceedings are confidential and may not be published or made known.

An inability to prove a complaint does not make it a false one, and no action follows from it.

PENALTY FOR THE EMPLOYER
An employer who fails to constitute an Internal Committee, or to act on the Committee's recommendations, is punishable with fine which may extend to fifty thousand rupees, with enhanced consequences on a repeat conviction.

If you have fewer than ten workers at your establishment, or your complaint is against the employer, you may complain instead to the Local Committee constituted by the District Officer at [District Officer Address].

Issued by [Signatory Name], [Signatory Designation], for [Company Name]
Date: [Date]

Internal Complaints Committee for External member appointment letter
The external member is the requirement that stalls constitutions, and the appointment needs its own terms covering fees, confidentiality and availability.
[Company Letterhead]

Ref: [Reference Number]
Date: [Date]

[External Member Name]
[Organisation]
[Address]

Dear [External Member Name],

Sub: Appointment as External Member of the Internal Committee

Following our discussion, [Company Name] is pleased to appoint you as the External Member of the Internal Committee constituted for its workplace at [Workplace Address] under section 4(1) of the Sexual Harassment of Women at Workplace (Prevention, Prohibition and Redressal) Act, 2013.

1. BASIS OF NOMINATION
You are nominated under section 4(2)(c) of the Act, being [a person from a non-governmental organisation or association committed to the cause of women / a person familiar with issues relating to sexual harassment], on the basis of [Basis of Familiarity or Experience].

2. TERM
Your term runs from [Term Start Date] to [Term End Date], being a period not exceeding three years from the date of nomination. The appointment may be renewed by a fresh order.

3. ROLE
You will sit on the Committee for the receipt of complaints, any conciliation the aggrieved woman requests, the conduct of inquiries, and the making of recommendations and the annual report. The Committee holds the powers of a civil court in respect of summoning and enforcing attendance and requiring the discovery and production of documents.

4. FEES AND ALLOWANCES
[Company Name] will pay you [Fee Amount Basis] for holding the proceedings of the Committee, together with reasonable travel expenses actually incurred, on submission of a claim.

5. AVAILABILITY
The Act requires an inquiry to be completed within ninety days. We ask that you make yourself available for proceedings within that period, and tell us promptly if at any point you cannot.

6. CONFIDENTIALITY
Section 16 of the Act prohibits publication or disclosure of the contents of a complaint, the identity and addresses of the aggrieved woman, the respondent and witnesses, information relating to conciliation and inquiry proceedings, the recommendations, and the action taken. This obligation binds you during and after your term, and section 17 provides a penalty for contravention.

7. VACATION OF OFFICE
Your office is liable to be vacated on the grounds set out in section 4(5) of the Act, which include contravention of section 16.

8. INDEPENDENCE
You are not an employee of [Company Name] and this appointment creates no employment relationship. You are expected to exercise your own judgement on the Committee, and [Company Name] will not seek to influence it.

Please confirm your acceptance by signing and returning a copy of this letter.

Yours sincerely,

[Signatory Name]
[Signatory Designation]
For [Company Name]

Accepted:

Signature: ______________________
Name: [External Member Name]
Date: [Date]
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