Government of Odisha
Skill Development & Technical Education Department

F.No SDTE-OE-I-ESTT-0016-2018/ é 69F SDTE Dated: the ”r[]uly 2025

From

Shri. Bhupendra Singh Poonia, IAS
Commissioner-cum-Secretary to Government
To
The Director, Skill Development-cum-Employment
The Director, Technical Education & Training
The Vice-Chancellor, BPUT, Rourkela/ VSSUT, Burla/ OUTR, Bhubaneswar/
The Director/Principal, IGIT Sarang/ PMEC Berhampur/ GCE Keonjhar/ GCE
Kalahandi/ IMIT Cuttack/ CIME Bhubaneswar/ BPFTIO
All District Skill Development-cum-Employment Officers
The Principal, World Skill Center, Bhubaneswar
The Secretary, SCTEVT
The Chairman, OJEE
All Private Technical Institutions (ITls, Polytechnics, Institutions affiliated to BPUT,
Technical Universities)

Sub: Ensuring strict compliance to provisions of the Sexual Harassment at Workplace
(Prevention, Prohibition and Redressal) Act, 2013 (POSH Act) by all Offices of
SD&TE Department and Institutions (Government & Private)

Madam/Sir,

Creating a safe, secure, and respectful environment for girls and women is a
fundamental priority. It is our collective responsibility to ensure that every female student,
instructor, and staff member feels protected, empowered, and heard. The success of our
skilling ecosystem depends not only on the quality of skilling imparted, but also on the
inclusivity and dignity of the learning environment we create. In this regard, the POSH Act lays
down the clear guidelines for ensuring a safe environment for women in the workplace. It is
important that the provisions of the Act are complied with in its true spirit. | would urge your
immediate attention to the following:

a. Constitution/revalidation of Internal Committee (IC) as per Section 4 of the Act: All
Offices and Institutions must ensure that the IC is constituted (in case not done) or
reconstituted (in case any member has completed more than 3 years) by 31.07.2025. The
composition of the IC must strictly comply with the provisions specified in the Act.
(Refer Annexure l).

b. Meeting of the IC: A meeting of the IC to be convened by 31.07.2025 positively (if not held
in the past one month from date of issue of the letter). Monthly meeting of the IC to be held
for the next 6 months and thereafter on quarterly basis as per the provisions of the Act.
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Capacity Building and Sensitization: Section 19 of the Act obligates employers to
organise workshops and awareness programmes at regular intervals for sensitising the
students and staff with the provisions of the Act and orientation programmes for the
members of the Internal Committee. All offices and Institutions to organize a
sensitization workshop (virtually or physically) by 31.07.2025 by inviting expert well
oriented about the provisions of the Act.

Display of Information and Awareness Material:

The key provisions of the Act, and the procedure for filing complaints must be prominently
displayed at visible locations within the campus to ensure accessibility and awareness.
DSDE to ensure display of these materials in all the PIA run training centres as well. Two
IEC materials given at Annexure Il must be displayed prominently in multiple locations
across all offices and institutions mandatorily by 31.07.2025.

Registration of Institutions on the SHe-Box Portal:

All offices and institutions to ensure that all required details and reports are duly uploaded
on the She-Box Portal at the earliest. The portal may also be publicised widely for lodging
of complaints. Details of the Internal Committee, Sensitization Workshop, Annual Report,
etc. must be uploaded on the Portal by 31.07.2025 positively. (refer to Annexure lll)

Other Key Provisions for necessary compliance:

e Time bound Inquiry and Redressal Mechanism as per Sections 9 and 11 of the Act.

e Annual Reporting and Transparency: Institutions are required to maintain records of
complaints and submit annual reports on their disposal/status.

e Responsibility of Management: The head of the institution shall be held personally
responsible for ensuring compliance to the provisions of the POSH Act.

In addition to the above, a safe and congenial environment may be ensured for students

and staff by taking all precautions and proactive measures including installation of CCTVs to
cover all sensitive areas.

3.

All the Offices of this Department along with all the Technical Institutions (Govt

and Private ITls and Polytechnics, Pvt Engg Colleges affiliated to BPUT, Technical
Universities, etc.) are requested to ensure strict compliance to the provisions of the
Sexual Harassment at Workplace (Prevention, Prohibition and Redressal) Act, 2013.

Yours fajthful

e

Commissioner-cum-Secretary to Government

Copy to:
Additional Secretary (OE), SD & TE for necessary action
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Annexure |

Internal Committee

Composition:

1.

2.

The Internal Committee shall consist of the following members to be nominated by the

employer, namely:

a. A Presiding Officer who shall be a woman employed at a senior level at workplace from
amongst the employees:

Provided that in case a senior level woman employee is not available, the Presiding
Officer shall be nominated from other offices or administrative units of the workplace
referred to in sub-section(1) of the Act: Provided further that in case the other offices or
administrative units of the workplace do not have a senior level woman employee, the
Presiding Officer shall be nominated from any other workplace of the same employer or
other department or organisation;

b. notlessthantwo Members from amongst employees preferably committed to the cause
of women or who have had experience in social work or have legal knowledge.

c. one member from amongst non-governmental organisations or associations committed
to the cause of women or a person familiar with the issues relating to sexual harassment:

Provided that at least one-half of the total Members so nominated shall be women.

The Presiding Officer and every Member of the Internal Committee shall hold office for such
period, not exceeding three years, from the date of their nomination as may be specified by
the employer.

The Member appointed from amongst the non-governmental organisations or associations
shall be paid such fees or allowances for holding the proceedings of the Internal Committee,
by the employer, as may be prescribed.

Annual Report:

1

The Internal Committee shall in each calendar year prepare, in such form and at such time
as may be prescribed, an annual report and submit the same to the employer and the District
Officer. The annual report which the Internal Committee shall prepare will have the following
details:

number of complaints of sexual harassment received in the year.

number of complaints disposed off during the year.

(c) number of cases pending for more than ninety days.

number of workshops or awareness programme against sexual harassment carried out.

nature of action taken by the employer or District Officer.

o

® 00 T

Employer to include information in annual report.—The employer shall include in its report
the number of cases filed, if any, and their disposal under this Act in the annual report of his
organisation or where no such report is required to be prepared, intimate such number of
cases, if any, to the District Officer
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Annexure Il

IEC Material for display in Campus

THE SEXUAL HARASSMENT OF WOMEN AT WORKPLACE
(PREVENTION, PROHIBITION AND REDRESSAL) ACT, 2013

POSH at Workplace

DO’S @ DO Q

v Respect personal boundaries - Always seek X Make unwelcome comments, physical contacts &
consent before engaging in physical or verbal advances - Avoid jokes, remarks or hints that are
interactions sexually suggestive.

v Be aware of your behaviour - Maintain X Invade personal space or demand sexual favours -
professionalism in language, gestures, and Avoid unnecessary touching, hovering, or
expressions. cornering.

v Speak up - If you witness harassment, report it. X Send inappropriate messages - Avoid texts,
Silence encourages misconduct. emails, or images that may be deemed offensive.

v Support colleagues - Create a culture of trust, X Show pornography - Never display, share,
safety, and mutual respect. distribute or show pornographic material at

workplace.

v/ Understand the law - Know your rights and
responsibilities under the POSH Act. X Promise/threaten employment benefits - Never

make implied or explicit threats of detrimental

v Use official channels - Reach out to the Internal treatment in employment, adverse impact on
Committee (IC) if you experience or witness present/future employment status or career
harassment damage in case of denial to sexual favours.

v Encourage a zero-tolerance culture -Harassment X Ignore complaints - Every concern is valid and
in any form is not acceptable deserves attention

v File complaints in writing - File sexual harassment X Misuse the law - False complaints can harm the
complaints to Internal Committee within 3 months credibility of genuine cases
from the date of incident.
X Think "it was just a joke" - Harassment is defined
by how it is received, not how it was intended.

X Operate without Internal Committee (IC) - Don't

run an organization with 10+ employees without
constituting an IC.

Remember

Sexual harassment includes physical contact, unwelcome remarks, lewd gestures, inappropriate emails,
messages, stalking, demanding sexual favours, and any conduct that creates a hostile work environment.

For complaints or queries, contact the Internal Committee (IC)

Presiding Officer: Phone Number:

Complaints can also be filed in the SHe -Box Portal- shebox.wcd.gov.in
(www.shebox.wcd.gov.in)

Skill Development & Technical Education Department, Govt . of Odisha
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The Sexual Harassment of Women at Workplace
(Prevention, Prohibition and Redressal) Act, 2013

COMPOSITION OF INTERNAL COMMITTEE

Name & Designation Contact No.

Presiding Officer

Member

Member

Member

Member g

Remember

Sexual harassment includes physical contact, unwelcome remarks,
lewd gestures, inappropriate emails, messages, stalking, demanding
sexual favours, and any conduct that creates a hostile work environment

For complaints or queries, contact the Internal Committee (IC)

Complaints can also be filed in the She-Box Portal
(www.shebox.wcd.gov.in)

Skill Development & Technical Education Department, Govt of Odisha
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Scan the QR code below to access the open files:
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Annexure lll

Registration of Institutions on the SHe-Box Portal

SHe-BOX (Sexual Harassment electronic Box) portal, of the Ministry of Women & Child
Development, Government of India, facilitates the registration of complaints related to sexual
harassment at the workplace, in line with the provisions of the Sexual Harassment of Women at
Workplace (Prevention, Prohibition and Redressal) Act, 2013. The portal enables both
government and private sector employees to lodge complaints and ensures a seamless
grievance redressal mechanism.

The following is required to be ensured:

1.

Mapping of Institutions:

The following field offices have already been added by the SD&TE Department directly:

e Directorate of Skill Development-cum-Employment (DSDE)

e Directorate of Technical Education & Training (DTET)

e State Council for Technical Education and Vocational Training

e (QOdisha Joint Entrance Examination

e World Skill Center

e VSSUT, OUTR, BPUT, Govt Engineering Colleges, IMIT, CIME, BPFTIO

All Government ITls and Polytechnics may share the following details of the nodal officer for
the She-Box Portal for creation of login-ids. '

Name of the | Office Name of | Designation Official Mobile
Institution Address the Nodal Email-Id Number of
Officer the Officer
concerned

e Please note that the User-ID and Password will be received on the email-id and
Mobile Number given above.

e The above information may kindly be shared through the web-form which can be
accessed through the QR Code below:

3. Updation of Information by the Field Offices:

All the field offices to update the required information on the portal on priority:

4. Respective Nodal Officers to regularly monitor and review complaint status and redressal
outcomes across all offices under their jurisdiction.

5. Registration of Private Institutions: All Private Institutions including ITls, Polytechnics,
Higher Technical Institutions (Affiliated institutions of BPUT and Technical Universities) to
register under the Private Head Office Registration link in the portal.
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