




FR. CONCEICAO RODRIGUES COLLEGE OF ENGINEERING, BANDRA 
 

STAFF GRIEVANCES REDRESSAL CELL (SGRC) 
 
 

1.    Object    :- To address the grievances of staff members pertaining to individual 

inconveniences or complaints. 

 
2.    Aim        :- To provide a fair and equitable formal process for an employee to have 

his or her grievance(s) heard where complaints cannot be resolved 

informally. 

 
3.   Scope    :- The SGRC is empowered to study individual inconveniences or 

complaints forwarded by the Principal, interact with the concerned 

individuals by offering them a proper hearing and investigate / analyse 

the issue related to the nature of the complaints.  The Chairman of the 

Committee shall submit a report with appropriate recommendations to the 

Principal for further consideration and subsequent decision in the matter. 

 
4.   Committee  :- Staff Grievance Redressal cell (SGRC) shall include a five member group 

of staff nominated by the Principal (including one of the staff member as 

Chairperson) for a period of 3 years.  Principal shall re-constitute the 

Committee after the expiry of the period of 3 years. 

 
5.   Procedure  :-     (i) The Staff Member shall  make  a written  representation  of  their 

grievance within 3 days of the incident of the grievance in the 

prescribed form to the Chairperson, SGRC through their HOD and 

Principal with supporting documents. 

(ii) The Principal shall take the decision whether to forward the 

complaint to the Chairman of SGRC for investigation or to sort out 

the matter without referring. 

(iii) After receipt of the Complaint through the Principal, the Chairman 

of the SGRC shall call a meeting of the members for discussion on 

the complaint and to schedule the hearing. 

(iv) The SGRC shall document / record the hearing given to both the 

parties i.e. person who has given the complaint i.e. grievance and 

the person against whom the complaint is given. 

(v) The SGRC shall record the statement of witnesses mentioned in 

the written grievance complaint. 

(vi) The SGRC shall submit a report with the recommendation to the 

Principal within 30 days from the receipt of the complaint. 

--------------------- 



(Application form for grievances pertaining to individual inconveniences or complaints) 
 

To 
The Chair person 
Staff Grievances Redressal Cell (SGRC) 
Fr. Conceicao Rodrigues College of Engineering 
Fr. Agnel Ashram, Bandra 
 
 

Forwarded through  :-  HOD and Principal 
 
1. Name of the Staff Member submitting 

the Grievance 
:  

    
2. Designation :  
    
3. Department :  
    
4. Details related to Grievance :  
    
 (i) Name of the person against 

whom the Complaint is given 
 
(ii) Designation 
 
(iii) Department 
 
(iv) Date & Time of the incident 
 
(v) Nature of Grievance 
 
(vi) Brief details related to the nature 

of Grievance i.e. Complaint 
 (Attach separate sheet if  
  required for more details) 
 
(vii) Details of supporting documents 

and evidence enclosed  
 
(viii) Names of Eye witnesses with 

designation and department 

: 
 
 
: 
 
: 
 
: 
 

: 
 
: 
 
 
 
 
: 
 
 
: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

 

Signature of Staff member submitting grievance : 
 

Date : 
 

 

   5. Remarks of HOD with Signature & Date : 
 

 

 

   6. Remarks of Principal with Signature & Date : 

 

 

-------------------------- 




