ATTENDO PRESENTS
Works Committee Pack
When you need one, and how to constitute it under the IR Code

For Indian employers: factories, hospitals, warehouses, hotels, offices and stores
•  Whether you need one: 100 workers and an order, new or carried over
•  Eight steps to constitute it, and the election timeline worked through
•  Six formats: applicability, union letter, election notice, nomination paper, constitution order and minutes
•  Eight mistakes and nineteen citations

From Attendo (formerly Petpooja Payroll). Reviewed 09-Oct-2026. General guidance, not legal advice.
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In a hurry? Fill Format 01. If it says no, you are done until the headcount or an order changes; if yes, start with Format 02.


1.  DO YOU NEED ONE?
Only if two things are both true. Section 3(1) of the Industrial Relations Code, 2020 reaches an industrial establishment where one hundred or more workers are employed, or were on any day of the preceding twelve months; and even then, the appropriate Government may, by general or special order, require the employer to constitute a Works Committee. No order, no duty.
An old order still counts
Section 104(2) keeps alive anything done under the repealed Acts, orders included, as if made under the matching section of the Code, so far as it is not contrary to the Code. An establishment ordered to have a Works Committee under section 3 of the repealed Industrial Disputes Act, 1947 is still under that order today.
Does an office, a store or a hospital count?
Usually yes. 'Industry' in section 2(p) is any systematic activity carried on by an employer and workers to produce, supply or distribute goods or services, for profit or not. It leaves out institutions run by organisations wholly or substantially engaged in charitable, social or philanthropic service, sovereign functions of government, and domestic service.
Who counts towards the 100
Workers, as section 2(zr) defines them: not people employed mainly in a managerial or administrative capacity, and not supervisors drawing more than ₹18,000 a month.
Not the Grievance Redressal Committee
	
	Works Committee
	Grievance Redressal Committee

	Who must have one
	100 or more workers, AND an order from the government
	20 or more workers; no order needed

	Section
	IR Code s.3
	IR Code s.4

	Its job
	Amity and good relations; comment on matters of common interest; try to compose material differences
	Resolve individual workers' grievances

	Size
	Not more than 20 (Central rule 5)
	Not more than 10

	Worker seats
	Not fewer than the employer's
	Equal to the employer's



Central or State: rule 5 of the IR (Central) Rules, 2026 binds the Central sphere, which is railways, mines, oil fields, major ports, airlines, telecom, banks, insurers, central public sector undertakings and their contractors. A factory, a store or most private businesses follow their State's rules. Rule 5 is the clearest model meanwhile.
Rests on  IR Code, 2020, s.2(zr), s.3, s.4, s.104(2)


2.  CONSTITUTING IT, STEP BY STEP
Under rule 5 of the IR (Central) Rules, 2026, which applies once an order relates to you: the employer 'shall forthwith proceed to constitute' the committee.
	Step
	What it means
	Provision

	Check you are covered
	100 or more workers on any day in the last twelve months, and an order, new or carried over
	s.3(1), s.104(2)

	Ask the registered unions for membership
	In writing; a union that does not answer within a month is treated as not existing
	rule 5(4), (5)

	Decide how worker members are chosen
	A negotiating union (the union recognised under section 14 to bargain for your workers) nominates them; where a negotiating council of several unions is recognised instead, its unions nominate in proportion to membership; otherwise the workers elect
	rule 5(5), s.14

	Fix the seats
	Not more than 20; workers not fewer than the employer's; women not less than their share of the workforce
	rule 5(2)

	Run the election
	Nominations, scrutiny, withdrawal, poll, on the timeline in section 3
	rule 5(6) to (13)

	Appoint the office-bearers
	Chairperson nominated by you; Vice-Chairperson elected by the worker members; Secretary and Joint Secretary elected yearly by the worker members, one from each side, neither side holding a post three years running
	rule 5(14)

	Meet at least once in three months
	In working hours; worker members are on duty while attending
	rule 5(18), (19)

	Report it every year
	In the unified annual return, Form XVII section F
	rule 5(20)



A member who misses three meetings in a row without leave loses the seat, and a casual vacancy is filled from the same group for the rest of the term. The government may dissolve a committee that was wrongly constituted or has stopped working. Breaching the Code or its rules, where no other penalty applies, carries a fine of up to ₹1,00,000 under section 86(20).
Stay clear of the Second Schedule. The rules let the employer run much of this, so how it is run matters. Showing partiality between registered unions (Part I, item 2(b)), dismissing a worker member by way of victimisation (item 5(a)), transferring one mala fide (item 7) or favouring one set of workers (item 9) are unfair labour practices: a fine of ₹10,000 to ₹2,00,000 under section 86(5). And because worker members are on duty at meetings, pay them for that time; our reading is that docking it would be an unauthorised deduction.
Women's seats, an example: 30 of 150 workers are women, so a committee of 12 needs at least 3 women members (20% of 12, rounded up). Rule 5(2) does not say whether the share is of the whole committee or of the worker side; the whole committee is the safer reading, and rounding up is ours too.
Rests on  IR Code, 2020, s.86(5), s.86(20), Second Schedule; IR (Central) Rules, 2026, rule 5


3.  THE ELECTION TIMELINE
Rule 5(9) to (13) fix the clock. A worked example, every date of which is an example:
	Step
	Date (an example)
	The rule

	Election notice put up
	04-Jan-2027
	At least seven days before the election: here 8

	Nominations close
	07-Jan-2027
	At least three working days to file: here 4

	Scrutiny
	08-Jan-2027
	The day after nominations close

	Last moment to withdraw
	10-Jan-2027, same hour
	Within 48 hours of the end of scrutiny

	Election
	12-Jan-2027
	3 to 15 days after nominations close: here 5



Counting Monday to Saturday as working days is our assumption for the example; use your establishment's working days. If the candidates equal the seats, they are declared elected without a poll.
Rests on  IR (Central) Rules, 2026, rule 5(7) to (13)


4.  SIX FORMATS
Everything in [CAPITALS] is yours to fill or delete. Where a bracket offers choices split by '/', keep one.
FORMAT 01  ·  DOES IT APPLY TO US?
Note for HR, delete before sending: For HR. Settles whether you must constitute a Works Committee, and on which rules. To find an order, search your files for a letter or notification from the labour department naming your establishment or your industry, including old ones under the Industrial Disputes Act, and ask your labour office.
The form starts below.
Establishment: [NAME, ADDRESS, STATE]
	Question
	Answer

	1. Workers on any day in the last twelve months (not managers, not supervisors over ₹18,000)
	[NUMBER]; 100 or more? [YES / NO]

	2. An order requiring a Works Committee
	[NONE / ORDER NO. AND DATE, under the IR Code / under the repealed Industrial Disputes Act]

	3. Central or State sphere
	[CENTRAL: railways, mines, oil fields, major ports, airlines, telecom, banks, insurers, central public sector undertakings and their contractors / STATE: everyone else]

	4. Registered trade unions among the workers
	[NONE / NAMES]



Result: a Works Committee is required if rows 1 and 2 are both Yes. Then follow [rule 5 of the IR (Central) Rules, 2026 / your State's rules] according to row 3. If not, check again when the headcount reaches 100 or an order arrives.
Checked by: [NAME]     Date: [DD-MMM-YYYY]


FORMAT 02  ·  LETTER TO REGISTERED TRADE UNIONS
Note for HR, delete before sending: For HR, first step. Under rule 5(4), asks each registered union for its membership. Send the same letter to every registered union on the same day, so no union is favoured.
The letter starts below.
[COMPANY LETTERHEAD]
Ref: [REFERENCE NO.]                    Date: [DD-MMM-YYYY]
To: [UNION NAME], [REGISTRATION NO.], [ADDRESS]
Subject: Constitution of the Works Committee: membership
We are constituting a Works Committee for [ESTABLISHMENT] under section 3 of the Industrial Relations Code, 2020. Under rule 5(4) of the IR (Central) Rules, 2026, please tell us in writing how many of our workers are members of your union.
Please reply by [DD-MMM-YYYY], one month from this letter. A union that does not reply within a month is treated, for this purpose, as if it did not exist.

For [COMPANY NAME]
[NAME], [DESIGNATION]


FORMAT 03  ·  ELECTION NOTICE
Note for HR, delete before sending: For the notice board, at least seven days before the election. Use it only where there is no negotiating union or negotiating council: if there is one, it nominates the worker members under rule 5(5), and running an election over it risks looking like interference.
The notice starts below.
WORKS COMMITTEE ELECTION
Seats to be filled by election: [NUMBER] [, by group: GROUP / SEATS]
Nominations open: [DD-MMM-YYYY]. Nominations close: [DD-MMM-YYYY], [HH:MM]. At least three working days.
Scrutiny: [DD-MMM-YYYY], the day after nominations close, in the presence of the candidates and their attesting voters.
Withdrawal: within 48 hours of the end of scrutiny.
Election: [DD-MMM-YYYY], [HH:MM to HH:MM], at [PLACE / ON THE ONLINE PLATFORM]. Between three and fifteen days after nominations close.
Who can stand: a worker aged 19 or more with one year's service [the service rule does not apply to the first election in an establishment less than a year old]. Service in the employer's other establishments counts.
Who can vote: a worker aged 18 or more with six months' continuous service, counting service in the employer's other establishments.
Nomination papers are available from [HR / NAME].
Put up on: [DD-MMM-YYYY], at least seven days before the election.


FORMAT 04  ·  NOMINATION PAPER
Note for HR, delete before sending: For each candidate. Signed by the candidate and attested by two voters from the same group.
The letter starts below.
Date: [DD-MMM-YYYY]
To: [EMPLOYER / RETURNING OFFICER], [ESTABLISHMENT]
Subject: Nomination for election as a workers' representative
	Item
	Detail

	Candidate
	[NAME], Employee Code [CODE]

	Group, section, shop or department
	[GROUP]

	Age
	[AGE], 19 or more

	Service with this employer, in any of its establishments
	[YEARS], one year or more, unless this is the first election in an establishment less than a year old



I accept this nomination.
Signature of the candidate: ____________________
Attested by, both voters of the same group:
1. [NAME], [CODE]   Signature: ______________
2. [NAME], [CODE]   Signature: ______________

Received by [NAME] on [DD-MMM-YYYY], [HH:MM]
[NAME], [DESIGNATION]


FORMAT 05  ·  CONSTITUTION ORDER
Note for HR, delete before sending: For HR, once the members are chosen. Names the members and the office-bearers.
The letter starts below.
[COMPANY LETTERHEAD]
Ref: [REFERENCE NO.]                    Date: [DD-MMM-YYYY]
Subject: Constitution of the Works Committee
Under section 3 of the Industrial Relations Code, 2020 [and order NO. of DD-MMM-YYYY], the Works Committee of [ESTABLISHMENT] is constituted from [DD-MMM-YYYY] for three years, as below.
	Office
	Name

	Chairperson, nominated by the employer
	[NAME], [DESIGNATION]

	Vice-Chairperson, elected by the worker members
	[NAME]

	Secretary, elected for one year
	[NAME], [EMPLOYER / WORKER SIDE]

	Joint Secretary, from the other side
	[NAME]

	Employer members
	[NAMES]

	Worker members, not fewer than the employer's
	[NAMES, BY GROUP]

	Women members, not less than their share of the workforce
	[NUMBER] of [NUMBER]



The Committee will meet at least once in three months, in working hours. Worker members are on duty while attending.

For [COMPANY NAME]
[NAME], [DESIGNATION]


FORMAT 06  ·  MINUTES OF A MEETING
Note for HR, delete before sending: For the Secretary. One set a meeting, at least once in three months.
The minutes template starts below.
WORKS COMMITTEE: MINUTES
Meeting no. [NUMBER], held on [DD-MMM-YYYY] at [PLACE], [HH:MM to HH:MM]
Present: [NAMES]. Leave granted to: [NAMES]. Co-opted, without a vote: [NAME, FOR ITEM NO.]
1. Minutes of the last meeting: [CONFIRMED / AMENDED]
2. Matters of common interest raised: [ITEM, RAISED BY, DISCUSSION, OUTCOME]
3. Differences of opinion and how they were composed: [DETAIL]
4. Action points: [ACTION, OWNER, BY DD-MMM-YYYY]
Next meeting: [DD-MMM-YYYY], within three months.
Signed: Chairperson ____________   Secretary ____________


5.  EIGHT MISTAKES
1.  Forming one because it sounds compulsory
Section 3 makes it compulsory only once the government orders it. Check for an order first, new or carried over.
2.  Ignoring an order under the old Act
An order made under the Industrial Disputes Act still binds, by section 104(2) of the IR Code.
3.  Counting managers to reach 100
The count is of workers. Managers, and supervisors on more than ₹18,000 a month, are not workers under the IR Code.
4.  Treating it as the Grievance Committee
Different section, different job, different size. You may need both.
5.  More employer seats than worker seats
Worker representatives may not be fewer than the employer's.
6.  Skipping the union letter
Where workers belong to registered unions, rule 5(4) says ask them first. Only a union silent for a month drops out.
7.  A three-day nomination window that is not three working days
Rule 5(9) wants three working days. A Saturday to Monday window may not be.
8.  Meeting once a year
At least once in three months, in working hours, with worker members on duty.


6.  WHAT THIS PACK COULD NOT SETTLE
Said plainly, so a gap is not read as an answer.
•  Which orders exist. This pack read no order under section 3, old or new. Ask your labour office, or check your records for an order under section 3 of the repealed Industrial Disputes Act, 1947.
•  The State sphere. Rule 5 is the Central Government's. A factory, a store or most private businesses follow their State's rules on how a Works Committee is constituted, which were not read for this pack.
•  Whether an old order still fits. Section 104(2) keeps it in force only so far as it is not contrary to the Code. An order made under the old Act's own procedure may need reading against rule 5.
•  Whose share decides the women's seats. Rule 5(2) ties it to the proportion of women workers but not to the whole committee or the worker side. This pack takes the whole committee, which is safer.
•  Whether contract workers count towards the 100. Section 3 counts workers employed in the establishment and does not say whether those engaged through a contractor are included.
•  Form XVII's wording. Section F item 2 calls the section 4 committee a 'Safety Redressal Committee'. Section 4 is the Grievance Redressal Committee; read it as that.


7.  NINETEEN CITATIONS
Each read at its own provision on 09-Oct-2026.
	Provision
	What it decides

	IR Code, 2020, s.3(1)
	100 or more workers, and an order of the appropriate Government

	IR Code, 2020, s.3(1), proviso
	Worker representatives not fewer than the employer's

	IR Code, 2020, s.3(2)
	Workers chosen in consultation with a registered union

	IR Code, 2020, s.3(3)
	The committee's duty

	IR Code, 2020, s.4
	The Grievance Redressal Committee, at twenty

	IR Code, 2020, s.2(zr)
	Who is a worker

	IR Code, 2020, s.2(p)
	Industry: almost any systematic business; charitable institutions and domestic service out

	IR Code, 2020, s.86(5)
	Unfair labour practice: ₹10,000 to ₹2,00,000

	IR Code, 2020, Second Schedule, Part I, items 2(b), 5(a), 7 and 9
	Partiality between unions, victimisation, mala fide transfer, favouritism

	IR Code, 2020, s.86(20)
	Fine up to ₹1,00,000 for breaching the Code or its rules

	IR Code, 2020, s.104(2)
	Orders under the repealed Acts continue

	IR (Central) Rules, 2026, rule 5(2)
	Seats: 20 at most, workers not fewer, women not less than their share

	IR (Central) Rules, 2026, rule 5(4) and (5)
	Unions asked first; how worker members are chosen

	IR (Central) Rules, 2026, rule 5(7) and (8)
	Candidates 19 and one year; voters 18 and six months

	IR (Central) Rules, 2026, rule 5(9) to (13)
	Nominations, scrutiny, withdrawal and the poll

	IR (Central) Rules, 2026, rule 5(14) and (15)
	Office-bearers and the three-year term

	IR (Central) Rules, 2026, rule 5(18) and (19)
	Meetings: once in three months, in working hours, on duty

	IR (Central) Rules, 2026, rule 5(20) and (21)
	The annual return; dissolution

	OSH (Central) Rules, 2026, Form XVII, section F
	Is the Works Committee functioning, and since when



Provided by Attendo for general guidance, not legal advice, reviewed 09-Oct-2026. In the State sphere, your State's rules and orders decide.
Attendo (formerly Petpooja Payroll)  ·  attendohr.com  ·  Works Committee Pack  ·  reviewed 09-Oct-2026  ·  page 




