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l. Purpose

Tlrc purposc of this policy is to provicre a structured, transparcnt, nnclimpartial meciranisri-r. nri 
"*prJv*a", studcnts, and trainees of [hcinstitution to raise grievance*'oi'"orrrplaints. It aims to ensure timery,respec$ul, and conhdential resolution 

"r is"u*" related to workingconditions, interpersonal matters, or disciplinary concerrrs. Thecommittee formed l"g-*r this poricy shall be known as the GrievanceRedressal and Disctplinary Co-*itt"e tenCi.'- 
-'

2. Applicabiltty

This policy is applicable to:

i' All perrnanent, temporary, part-time, and contractual employeesii. All students, internl, 
"rri'ti"irr"."iii' Any other individua,l engaged r*"ith the institution in a working ortraining capacity

3. Definltions

ir,"i*rr,C"mplaint: 
Any complaint received revealing the identity and

B. committee: The Grievance Redressal and Disciprinary committeeconstituted fior this purpose. This also incru-." 
""y sub_committeeformed by the main committee to ensure a fair and impartial inquiry.

c- complainant: - A person who has a grievance and {iling thecomplaint
before the committee

D' Grievance: - A grievance is any concern, complaint, or disputeraised by
an employee which rnay include but not limited toi. Workplace conditions

ii. Workload or duties
iii. Discrimination or harassment
iv. Interpersonal conflicts
v. Miscon*ducts
vi- Disciplinary actions
vii. Salary or benefits
viii. Abuse of authority
ix. Any other workplace_related issue
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['1. Ilcslrorrdt:nl: - A pcrson ngainst s'lrom tlrc cornplaint is [ilcrl trv thn
Ct'rlrrpl:rinrrrrt

4. Objectivcs

a

5. Compositlon of Grlevance Redressal &
(GRc)

Disciplinar5z Committee

i. chairperson Representative of the Ma,agement/Any priest incharge)
ii- T\uo staff representatives at least one shail be a femaleliit. One HR representative
iv. One member from the legal/ethics cellv. One external member (o[tional)

6. Appellate Authorit5r

In case of dissatisfaction with the GRC_decision, an appeal may besubmitted within ls days to the Appolrate a"ti"Jty, rvhich consisrs

i. The Director

ll 9_hi:f operating Oflicer (COO)
tii. Medical Superintendent

7. Tetm

The term of the committee will be 3 years arncl is renervable from tinre to

8, Grlevance procedure

Step 1: Informal Reaoludou'fhc crnployec nray rtrsr try to resolve tlrc grievtrnce i.ftrrmalty rvith t^econcerne(l individual or iritmetliatc srrpcrvisor.

i. Fostcr a healthy, supportive rvork environmentii. Promotc open communication and trust
iii. Ensure fair and unbiased resolution o[ grievances
iv. Prevent escalation of rvorkplace conflictJ
r.. Maintain discipline within the institution
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Step ?: Formnl Cnmplntnt Srrhmls*lon
!i t.tr:tr.'srult'l.il. i! tr.itlt{-i'l {lrtr'1,'!it( r.{ lIl trr stt|:trttrl!('rl to tlrr' {iF{-. t}rr,-.rt.tt.I!!
l:.iiiritl t''i l'!ti",;:t'I.ttl^i'll:rr;l"rsitiricrt f*i- llts.'Ilrrrl,"{}a{: rlr rlrrrl,ririrrri l}rr:
i-otrtl:lr"tnl!s ur !lrt' l:nsrs <lr:srqttale'rl for !ltc llltrlx)sc 1ll:rrr:rl s1q;,11'

I'tlltr lilit|: sl;rl rnrrs

L.r"crr r'ilrill-rlilttll sh*trltl tncltxlc

r Tl:c dctails oi tltc compl;rirranl INnrne, Dcp;rrtmcn!. [:.rng..rlo,,<:t: il].
Ilhtrltc Nrtrltrcrl

rr Tlrt- dtt:rils of thc respondent fNamc, Departrnent. Phone I{r.rnrlrr*r.
rf arrrrllrl>lcl

rlr f)a(t' ancl place of occurrencc
rr i\irlrrrr. of tlrc gricvancc
\ Arn' supporting evidencc or narrls of the rvitncss
r-r. Anotl.t'mous complaints may be revien'ed, but action rvill bc takenonlf if substantial evidence is available. F'urthermore only ir

agqrricved person is entitled to file a complaint.
r:i. The complaint filed by any other person on behalf of the aggrievccl

pcrson will be entertained only if there is a genuine reason and the
GRC shall record the reason to entertain such complaint.

Step 3: Acknowledgement and Review
The GRC rvill acknorvledge the grievance within B working days and
begin preliminary revierv.

Step 4: Committee/Sub committee

Thc committee has the porver to constitute sub-committee or co-optexternal/internal experts for impartial inquiry where required.

Step 5: Hearing/Investigation

i- within 1o rorklng days, the GRC wiii invite the coneerned part-ies
for a fair and confidential hearing.

ii. The denial to appear for the inquiry without a valid reason *illamount to misconduct and subject to misconduct

iii. Thc psrson ryho has a varlid reason for non_appearance strarllsubmit an application for adjournment stating it . reil,so,' tlrr ...-appeiiriincc.

ii' 'l'lrc partics cittt lilc their stitteulents in *,rittcn antl c*n pr..ilrrccr.r'itncsscs to J)r'ovc thcir sidc
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Step:6 Resolutlon and Actlon
i. Bascd on lindings, the GRC will rccommend thc management to take
appropri;.rte action.

Firral rcsolutiort rvill be communicatcd in writing within 3O daya of
complairrt receipt.

ii. False complalnts proven with evidence may invite disciplinary action
against the complainant.

Step 6: Appeal
If dissatisfied, the parties may appeal to the higher auttrority within 7 days
of recciving the outcome.

9. Corrplaint against outsidcrg

The complaint against any outsiders will be forwarded to the Police Oflicer
with the written consent of the Complainant.

1O. Meetiags

The committee shall hold meetings once in three months or whenever
necessary

11. Confidentialtty

All grievances and proceedings will be handled with utmost conlidentiality.

12. Record-Keeplng

All grievance records will be maintained securely by the l,egal department
for a minimum of 3 years or as decided by the Management ftom time to
time.

13. Poltcy Awarenesa

. All employees will be informed of this policy at the time otjoining.

. Displayed on notice boards.

. Regular sensitization/training may be conducted.

14. Arrrendrnents

The institution reserves the right to amend this policy to comply with legal
updates or internal requirements.
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GRDG
G ANCE REDRES IS

FR. DELIO PUTHOOR CMI [CHAIRMANI

DR.REI\TNIS DAVIS I SECRETARYI
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1\jDR.ABEL FRANCIS [IOINT SECRETARYI

ADV. PHINERGEEV ALAPPATT V I JOINT SECRETARYI

ADV. PILIO VERGHESE [MEMBERI

SR.LIKHITHA MSI I MEMBERI
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GRIEVANGE

a formal complaint
raised by an employee against

a fellow employee

a manager

or against an employer
Or Institution culture
Or Complaint regarding work
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WORK PLACE HARASSMENT

Discrimination
Nepotism
Racism

Body Shamirg
Health & Safety

Unsatisfactory conditions
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COMPLAINT

Written complaint
Name and department
Details of grievance

In the concerned boxes installed
in different parts of the institution
Can also send Email
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APPELLATE AUTHORITY

FR. TULIOUS ARAKKAL CMI t CHAIRMAN]

DR. RAIESH ANTO I MEMBER]

MR. SAIIU C EDAKKALATHUR I MEMBER]



APPEAL

WITHIN3O DAYS

WITHREASONS
FORAPPEAL
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f,4ffiAtrFJ tJ ffi AT

EMAIL @amalaims.or

CODE:80984

OR

EMAIL: adv. hiner eev@amalaims.or

CODE : MOBILE:80105

Or
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LANDLINE:1,445
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