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Standard Operating Procedure (SOP) for Internal Reporting and 

Confidential Grievance Redressal of Staff Employment Matters 

Objective 

To establish a structured, secure, and confidential mechanism for internal reporting of 

grievances, misconduct, or unethical behaviour by staff, particularly concerning employment 

matters, while ensuring protection against retaliation and promoting a culture of openness, 

accountability, and fairness. 

Scope 

This procedure applies to: 

• All permanent, temporary, contractual, or part-time staff of Parul University. 

• All employment-related grievances including but not limited to: workplace harassment, 

unfair treatment, contractual issues, promotion disputes, salary discrepancies, 

discrimination, and unethical behaviour. 

Definitions 

• Grievance: A formal complaint raised by an employee concerning employment-related 

issues. 

• Whistleblower: An individual who reports unethical conduct, malpractice, or 

misconduct within the institution. 

• Confidentiality: Ensuring that the identity of the complainant and the contents of the 

grievance are protected and shared only on a need-to-know basis. 

Guiding Principles 

• Confidentiality: All reports shall be treated with strict confidentiality. 

• Non-retaliation: Whistleblowers and complainants shall be protected from retaliation, 

discrimination, or disadvantage for making a report in good faith. 

• Fairness: All grievances will be handled impartially and in a timely manner. 

• Accessibility: All staff shall have clear access to the grievance and reporting system. 

• Transparency: Procedures and outcomes will be documented and monitored. 

Reporting Channels 

Employees may choose any of the following channels to file a grievance or report: 



1. Online Reporting Portal (PUMIS) – A secure platform that requires staff login 

credentials and encryption.  

Link to Constitution of Committee: https://paruluniversity.ac.in/internal-

complaints-committee 

2. Written Submission to: 

o Immediate Supervisor 

o HR Department 

o Internal Complaints Committee 

3. Whistleblower Hotline (confidential helpline managed by HR or a third-party ethics 

officer) 

Grievance Redressal and Whistleblower Procedure 

Step 1: Submission of Grievance or Report 

• The complainant submits a report through any official channel. 

• Anonymous complaints are accepted but may be harder to investigate thoroughly. 

Step 2: Acknowledgment 

• Within 3 working days, the University shall acknowledge receipt of the complaint. 

• The case shall be registered in a secure, confidential case management system. 

Step 3: Preliminary Review 

• Conducted within 7 working days by the Grievance Redressal Committee or 

Whistleblower Oversight Committee. 

• Purpose: To verify whether the matter qualifies for formal investigation. 

Step 4: Investigation 

• Investigation shall be completed within 30 days. 

• A minimum of two neutral committee members must lead the investigation. 

• In case of conflict of interest, alternative members will be appointed. 

Step 5: Findings and Recommendations 

• A detailed report with findings, conclusions, and recommended actions shall be 

submitted to the Registrar and Provost. 

Step 6: Communication of Outcome 

• The complainant (and the accused, if applicable) shall be informed of the outcome 

and any remedial or disciplinary actions taken, in writing. 

https://paruluniversity.ac.in/internal-complaints-committee
https://paruluniversity.ac.in/internal-complaints-committee


• All sensitive details will be redacted to maintain confidentiality. 

Step 7: Appeal (if needed) 

• If unsatisfied, the complainant may appeal within 10 days to the Appeals 

Committee, whose decision shall be final. 

Confidentiality Measures 

• All case records are encrypted and stored in a secure internal system. 

• Committee members sign confidentiality agreements. 

• Identity of the whistleblower is never disclosed without their consent, unless required 

by law. 

Protection Against Retaliation 

• Any act of retaliation or victimization against a whistleblower or complainant will 

result in disciplinary action. 

• Employees can report retaliation as a separate grievance. 

Responsibilities 

• HR Department: Primary custodian of grievance redressal records. 

• Grievance Redressal Committee: Investigation and recommendation. 

• Ethics/Compliance Officer: Ensures procedural compliance and integrity. 

• Provost: Final authority for disciplinary action in serious cases. 

Training and Awareness 

• Annual training for all staff on: 

o Rights and protections under the whistleblower and grievance policies. 

o How to access and use the reporting system. 

• Awareness campaigns to build a culture of trust and ethical behaviour. 

Monitoring and Reporting 

• Annual reports (with anonymized data) on grievances received, resolved, and pending 

shall be submitted to the University Executive Council. 

• Regular audits of the grievance system to ensure effectiveness and fairness. 

 


























