POLICY ON PREVENTION OF HARASSMENT & DISCRIMINATION
Company is committed to promoting a working environment free from harassment,
discrimination or intimidation. It will not tolerate such activities and will take action against
any employee found to be participating in or supporting them in any form.
The Company believes that all individuals have the right to be treated with dignity and respect
at work. It values the benefits of a diverse workforce.
Harassment is verbal or physical conduct that belittles or shows hostility or aversion towards
an individual. Discrimination or Intimidation is the deliberate act of causing harm to others
through verbal harassment, physical assault or via less obvious ways such as manipulation.
Both forms of intimidation can have the following implications:




Creating an intimidating, hostile or offensive work environment
Unreasonably interfering with an individual’s work performance
Adversely affecting an individual’s employment opportunities

OBJECTIVE
Establish guidelines for prevention of sexual harassment. Company is committed to creating a
healthy working environment that enables employees to work without fear of prejudice,
gender bias and sexual harassment. Sexual harassment at the work place or other than work
place if involving employees is a grave offence and is, therefore, punishable.
SCOPE
This Policy extends to all employees of the Company and is deemed to be incorporated in the
service conditions of all employees.
DETAILS OF THE POLICY
Sexual Harassment- Sexual harassment would mean and include any of the following:



Unwelcome sexual advances, requests or demand for sexual favors, either explicitly or
implicitly, in return for employment, promotion, examination or evaluation of a person
towards any company activity;
Unwelcome sexual advances involving verbal, non-verbal, or physical conduct such as
sexually colored remarks, jokes, letters, phone calls, mail, obscene gestures, showing of
pornography, lurid stares, physical contact or molestation, stalking, sounds, display of
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pictures, signs, verbal or non-verbal communication which offends the individual’s
sensibilities and affect her/his performance;


Eve teasing, innuendos and taunts, physical confinement against one’s will and
likely to intrude upon one’s privacy; Act or conduct by a person in authority which
creates the environment at workplace hostile or intimidating to a person belonging
to the other sex; Conduct of such an act at work place or outside in relation to an
employee of company, or vice versa during employment; and



Any unwelcome gesture by an employee having sexual overtones belittling remarks to a
person about his/her gender or sexual orientation Offensive sexual graffiti, pictures or
posters.



Email and Internet use that violates this policy or the use of electronic mail system to
send offensive messages/ pictures that contain sexual implications/ innuendos or any
other comment that offensively addresses someone’s sexual orientation. This will also
include ‘Wall-papers and screen savers’ on computer screens.



This policy has been formulated in compliance with The Sexual Harassment of Women
at Workplace (Prevention, Prohibition & Redressal) Act, 2013, to create a work
environment that is safe, civilized, free from any sort of hostility and supportive to the
diversity and dignity of all employees. Anyone who engages in this behavior will be
subject to formal punishment, including dismissal

CONSTITUTION OF SHPC (SEXUAL HARASSMENT PREVENTION COMMITTEE):
Each location will constitute SHPC, it will be appointed by Site Head in consultation with Head
HR. The SHPC will consist of not less than three members to hear or to investigate any
grievances. One of the members of SHPC at any location will be from corporate team; not less
than half of its members shall be women. SHPC shall have a presiding officer who shall be a
woman employed at a senior level at workplace; in case senior level women employee in not
available, the presiding officer shall be nominated from other offices or units of the workplace.
REDRESSAL PROCESS
Any employee who has cause to believe that she/he has been sexually harassed as per above
mentioned or has faced any incident /act/ behavior which may be construed as sexual harassment
can approach any member of Central/Local SHPC for a confidential discussion. Based on such
discussion a Sexual Harassment Prevention Committee meeting (SHPC) will be convened
The Committee will hold a meeting with the Complainant within five days of the receipt of the
complaint, but no later than a week in any case.
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CONFIDENTIALITY
Complaints of sexual harassment are handled confidentially with the facts made available only to
those who need to know in order to investigate and resolve the matter. SHPC members have a
responsibility, however, to gather needed information and seek a resolution once given the
names of the parties involved. They will try to keep the information discreet unless the danger
presented by the alleged harassment is so grave as to justify taking extraordinary steps, such as
immediate administrative intervention. It is expected that the Respondent will also be discreet
and limit conversations about the alleged incident to those who have a role in resolving the
complaint
ACCOMPANYING COLLEAGUE
A non-legal support person from the Company may accompany Complainant, if she/he wishes,
for either an informal or formal complaint.
OPPORTUNITY TO RESPOND
A person against whom a complaint has been made shall be treated fairly, informed of applicable
procedures, given notice of the allegations against him/her and have adequate opportunity to
respond.
INVESTIGATION
When a formal complaint has been filed, an investigation will take place promptly. SHPC
member(s) will interview the Complainant, the Respondent and witnesses, if any, and gather
relevant documents; make a determination of findings and formulate a proposed resolution,
including possible sanctions The Committee shall provide every reasonable opportunity to the
Complainant and to the person against whom complaint is made, for putting forward and
defending their respective case.
NOTIFICATION OF FINDINGS
The Committee shall complete the “Enquiry” within reasonable period but not beyond three
months and communicate its findings and its recommendations for action to the Head HR
The Complainant will be informed in writing of the outcome. Based on this, action will be taken
against the offending individual without adverse recourse to the complainant
APPEAL
If the Complainant is not satisfied with the outcome of the formal complaint, she/he may write a
letter of appeal to the MD
In case the complaint is found to be false, the Complainant shall, if deemed fit, be liable for
appropriate disciplinary action by the Management.
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RIGHTS AND EXPECTATION OF THE COMPLAINANT AND RESPONDENTS
NON–RETALIATION
Retaliation of any sort against the Complainant and Respondents, other parties involved in the
alleged harassment, or those consulted during the investigation will not be tolerated.
AN EMPLOYEE’S RESPONSIBILITIES UNDER THIS POLICY:
It is important to contact the Central/Local SHPC Committee or any
Location/Functional Head if you:


Believe you have been subjected to conduct or comments that you think
may violate this policy



Believe that you have been retaliated against in violation of this policy; or Hold a
supervisory/managerial or any position and have been told to witness conduct that you think
violates this policy
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