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8.23.4.

a)

Compliance atrd Enforcement

Supewisory Responsibility

All departrnenl/unit heads and designated supewisors shall be responsible for ensurhg

adhercnce to this policy within their respective teams or depafiments.

I-rspections

The institution reserves the right to conduct random iDspectioos or audits to veriS
compliancc with this policy, All clinical pcrsonncl arc obligatcd to coopcratc fi-tlly wi&
such inspections.

Disc iplinary Measures

Non-compliance with this policy, including repeated failure to wear the name badge or

intentional alteration thercof. shall constitute a breach of institutional protocol and may

result in disciplinary proceedings in accordance wilh the Human Resouces Disciplinary
Policy.

b)

c)

8.23.5. Review

This policy shall be reviewed periodically and may be amended as deemed necessary to reflect

orgasizational requirements and regulatory changes.

8.24. GRIEVANCE REDR.ESSAL AND DISCIPLINARY POLICY

8.24.1. Purpose

The purpose of this policy is to provide a structured, transparent. and impartial mechanism for
employees, students, and trainees of the institution to raise grievances or complaints. It aims to
ensure timely, respectflrl, and confrdential resolution of issues related to working condilions,
interpemonal matters, or disciplinary concerns. The committee formed under this policy shall be
known as the Grievance Redrecral and Disciplinary Committee (GRC).

8.24.2. Appticability

This policy is applicable to

i. All permanent, t€mporary part-t.ime. and con0actual employees
ii. All students, interns, and trainees
iii. Any other individual engaged with the institution in a working or training capacity

8.24.3. Definitions

a) Complaint: Any complaint received revealing the identiry and incident
b) Comminee:The Grievance Redressal and Disciplinary Committee constituted for this

purpose. This also i-ncludes aly sub-committee formed by the main comnittee to ensure
a fair and impartial inquiry.

c) Complainanti A pe6on who has a grievance and iih'ng the complaint before the
committee.

d) Grievance: - A grievance is any concern, complailt. or dispute raised by an employee
which may include but not limited to

i. Workplaceconditions
ii. Workload or duties
iii, Discrimination or hamssment
iv. Interpersonal conflicts
v. Misconducts
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vi. Disciplinary aclions
\di, Salary or benefit5
viii. Abuse of authority
ix. Any other workplace-related issue

e) Rcspondenti A person against whom the complai:rt is filed by the
Complainant

8.24.4. Objectives

i. Foster a healthy, supportive work environment
ii. Promot€ open communication and trusl
iii. Ensure fair and unbiased resolution of grievances
iv. Prevent escalation of workplace conflicts
v. Maintain discipline wiihin the institution

t.24.5, Composition of Grielrnce Redressal & Discilllinarl Committee (GRC)

i. Chairperson Representative ofthe Management/Any priest in charge)
ii. Two stafl represeotative [atleast on€ shall be a female]
iii. One HR repr€sentative
iv. One memb€r lrom the legayethics cell
v. Oue extemal member (optional)

8.24.6. Appellate Authorit!

trn case ofdissatisfaction with the GRC decision, an appeal may be submitted within 15 days to
the Appellate Authority, which consists ot

lt.
iii

The Director
Chief Opera(ine Officer (COO)
Medical Superintendent

The details of the complainant fName. Department, Employee ID, Phone Number]
The details ofthe respondent [Name, Department. Phone Nuurber, ifavailable]
Date and place ofoccurence
Nature ofthe grievance

Approved B)' Issued B1'

8.24.7. Term:

The tenlr of the committee will be 3 years and is renewable from time to time

8.24.8. Grievance Procedure

Step l: Informal R6olution
The employee may filst try to rcsolv'e the grierance inforurally with the concerned ildividual or
immediate supervisor.

Step 2: Formal Complaint Submission
Ifunresolved. a written grievance can be submitted to the GRC through Email or Phone Number
assigned for the purpose or dropping the complaints in the boxes designated for the purpose
placed near puoching stations .

Every complaint should include:

t.
ii.
iii.
iv.
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v. Any supporting evidence or name of the witness
vi. Alonyrnous complails nay be reviewed, but ai"'tiorl will be taken olly if substantial

evidence is available. Furthermore only a aggrieved person is entitled to file a complaint
vii. The complaint filed by any other person on bchalf of the aggrieved person will be

entertained only if there is a genuine reason and the GRC shalt record the reason to
entertain such corplai:rt.

Step 3: Acknowledgemsnt and Rer.iew
The GRC will acknowledge the grievance within 3 working days and begin preliminary review

Step 4: Committee/Sub committee

The Committee has the power to constitute sub-comminee or co-opt extemal/internal experts for
impartial inquiry where required.

Step 5: H ea ri ng/I nlestigation

i. Within l0 wmbng days, the GRC will invite the concerncd panies for a fair and
confidential hearing.

ii. The denial to appear for the inquiry without a valid reason will amount to misconduct and
subject to miscoDduct

iii.The penon who has a valid reason for non-appearance shall submit an application for
adjournment stating the reason for non-appearalce.

iv. The parties can frle their statements in wrifien and can produce witnesses to prove tieir
side

Step: 6 Resolution and Action

i. Based on findings, the GRC will recommend the management to (ake appropriate action
Final resolution rvill be communicated in rwitilg rvithin 30 tlays of complaint receipt.

ii. Fslsc comphinb proveo witb evidence may invite disciplinary action against the
complainant.

Step 6: Appesl
Ifdissatisfied, the parties may appeal to the higher authority within 7 days ofreceiving the
oulcome.

8.24.9. Comphint rgrinst outsiders

The complaint against any ouGiders will be forwarded to the Police Officer with the &'ritten

consent of the Complainant.

8.24,10. Meetings

The comminee shall hold meetings once in three months or whenever necessa4r

8.24.1 l. Coolidentiality

All grievances and proceedings will be handled u,ith utmost confidentiality.
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8.24.12. R€cord-Keeping

All grievance records will be maintained securely by the Lrgal department lbr a minimum of 3
years or as decided by the Management from time t0 time.

8.24.13. Policy Awareness

. All employees will be informed of this policy at the time ofjoining.
r Displaycd on noticc boards.
. Regular sensitizatiodtraining may be conducted.

8.24.14. Amendments

Ttre institution reserves the right to anend this policy to comply with legal updates or internal
requirements.

It.25.1. ObjectiYe

To create a safe and rcspectfrrl work environment for women employees by preventing.
prohibiting, and addressing incidents of sexual harassme at the workplace in accordance with
The Sexual Harassment of Women at Workplace (Prevention. Prohibition and Redressal) Act,
2013.

8.25.2. Applicabili{'

Ary persoo employed at the hospital. whether permanently, temporarily, on contract, intems,
rairtees, or consultants, with or rl'ithout remulreratioll.

D) Intemal Comptaints Committee (ICC)
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a) Regular, temporary, ad hoc, part-time, and contractual employees
b) Consultants. Sftdents, trainees. intems. and volunteers
c) patients, aod bystanders
d) Visitors and veadors
e) Events, tmining pmgrams, campa, Gym, Canteens, Library, outreach activities, and

tmnsportatiotr organized by the hospital

8.2s.3. Definitions {}*EAr4
A) Aggrieved Woman - t 'f* J -

Refers to a woman of any age, whether employed or not, who alleges to have been subjecte0rf. BETSY THO MAS
scxual harassment at thjworlgtace. MD, FRCOG, DNB' MICOG
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E.25. TI{E POLICY AGAINST SEXUAL TIARASSMENT AGAINST WOMEN AT
WORKPLACE

This policy applies to all women who are employed with or associated with Amala Institutc of
Medical Sciences in aty capacity, including but not limited to:
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