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POLICY ON PREVENTION OF SEXUAL HARASSMENT AT WORKPLACE 

 

I. Commitment:  

Our Company is committed to providing work environment that ensures every employee is treated with dignity and 

respect and afforded equitable treatment.  

The Company is also committed to promoting a work environment that is conducive to the professional growth of its 

employees and encourages equality of opportunity.  

The Company will not tolerate any form of sexual harassment and is committed to take all necessary steps to ensure 

that its employees are not subjected to any form of harassment.  

II. Scope:  

This policy applies to all categories of employees of the Company, including permanent management and workmen, 

temporaries, trainees and employees on contract at their workplace or at client sites. The Company will not tolerate 

sexual harassment, if engaged in by clients or by suppliers or any other business associates. 

The workplace includes:  

1. All offices or other premises where the Company’s business is conducted.  

2. All company-related activities performed at any other site away from the Company’s premises.  

3. Any social, business or other functions where the conduct or comments may have an adverse impact on the 

workplace or workplace relations.  

III. Definition Of Sexual Harassment:  

Sexual harassment may be one or a series of incidents involving unsolicited and unwelcome sexual advances, requests 

for sexual favours, or any other verbal or physical conduct of sexual nature.  

Sexual Harassment at the workplace includes:  

1. unwelcome sexual advances (verbal, written or physical),  

2. demand or request for sexual favours,  

3. any other type of sexually-oriented conduct,  

4. verbal abuse or ‘joking’ that is sex-oriented,  

5. any conduct that has the purpose or the effect of interfering with an individual’s work performance or creating an 

intimidating, hostile or offensive work environment and/or submission to such conduct is either an explicit or implicit 

term or condition of employment and /or submission or rejection of the conduct is used as a basis for making 

employment decisions. 
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 IV. Responsibilities Regarding Sexual Harassment:  

All employees of the Company have a personal responsibility to ensure that their behavior is not contrary to this policy. 

All employees are encouraged to reinforce the maintenance of a work environment free from sexual harassment.  

V. Complaints Committee:  

The Company has instituted a Complaints Committee for redressed of sexual harassment complaint (made by the 

victim) and for ensuring time bound treatment of such complaints. Initially, and till further notice, the Complaints 

Committee will comprise of the following four members out of which at least two members will be of the same gender 

as that of the complainant:  

1. Head-Corporate HR (Presiding Officer)  

2. Employee at the level of Assistant General Manager or above from Personnel & Administration Department 

(Member)  

3. Divisional Personnel Head of the Division from where the complaint has originated (Member)  

4. Member from an NGO or Lawyer (Member). 

The Complaints Committee is responsible for:  

 Investigating every formal written complaint of sexual harassment. 

 Taking appropriate remedial measures to respond to any substantiated. 

 allegations of sexual harassment  Discouraging and preventing employment-related sexual harassment. 

 

VI. Dealing With The Complaint : 

 

• It is the obligation of all employees to report sexual harassment experienced by them personally. A concerned co-

worker may also inform the Complaints Committee of any instance or behavior of sexual harassment by a coworker 

towards another employee. 

 

• The concerned employee shall give his complaint in writing to the Chairperson of the Committee giving details of the 

incident within a week of its occurrence.  

 

• Once the complaint is received, it will be kept strictly confidential.  

 

• The person accused will be informed that a complaint has been filed against him/her and no  unfair acts of retaliation 

or unethical action will be tolerated.  

 

• The Committee shall ensure that a fair and just investigation is undertaken immediately. 

 

• Both the complainant and the alleged accused initially will be questioned separately with a view   to ascertain the 

veracity of their contentions. If required, the person who has been named as a witness will need to provide the 

necessary information to assist in resolving the matter satisfactorily. 
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 • The complainant and the accused shall be informed of the outcome of the investigation. The investigation shall be 

completed within 3 months of the receipt of the complaint. If the investigation reveals that the complainant has been 

sexually harassed as claimed, the accused will be disciplined accordingly.  

 

• The victim of sexual harassment has the option to seek transfer of the accused or his/her own transfer.  

 

VII. Disciplinary Action:  

 
Where any misconduct is found by the Committee, appropriate disciplinary action shall be taken against the accused. 

Disciplinary action may include transfer, withholding promotion, suspension or even dismissal. This action shall be in 

addition to any legal recourse sought by the complainant.  

 

VIII. Confidentiality:  

 

All information received shall be kept confidential. Any person (including witnesses) who breaches 

confidentiality shall be subject to disciplinary action.  

 

IX. Protection Against Retaliation:  

 

Regardless of the outcome of the complaint made in good faith, the employee lodging the complaint and any person 

providing information or any witness, will be protected from any form of retaliation. While dealing with complaints of 

sexual harassment, the Committee shall ensure that the Complainant or the witness are not victimized or discriminated 

against by the accused. Any unwarranted pressures, retaliatory or any other type of unethical behavior from the 

accused against the complainant while the investigation is in progress should be reported by the complainant to the 

Complaints Committee as soon as possible. Disciplinary action will be taken by the Complaints Committee against any 

such complaints which are found genuine.  

 

X. Documentation: 

 
 The Committee shall keep complete and accurate documentation of the complaint, its investigation and the resolution 

thereof. The incident would be documented in both the complainant’s and the accused’s files with the full report of the 

Complaints Committee.  

 

XI. Dissemination Of The Policy  

 

A copy of this Policy shall be given to all employees and to all new recruits and they shall sign a statement 

acknowledging that they have received, read, understood and will abide by the Policy. 

 

XII. Complaints Made With A Malicious Intent: 

 
This policy has been evolved as a tool to ensure that in the interest of justice and fair play, our employees have a forum 

to approach in the event of instances of sexual harassment. However, if on investigation it is revealed that the 

complaint was made with a malicious intent and with the motive of maligning the concerned individual / tarnishing 

his/her image in the company and to settle personal/professional scores, strict action will be taken against the 
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complainant. The employees who are victims of sexual harassment may, in addition to the above, seek legal remedies 

as may be provided under the various laws for the time being in force. 


