








 3.  If  the  Presiding  Officer  of  the  Internal  Complaints  Committee  determines  that  the 
 allegations  constitute  an  act  of  sexual  harassment,  he/  she  will  proceed  to  investigate  the 
 allegation with the assistance of the Complaints Committee. 

 4.  Where  such  conduct,  on  the  part  of  the  accused,  amounts  to  a  specific  offence  under 
 the  law,  the  Company  shall  initiate  appropriate  action  in  accordance  with  law  by  making  a 
 complaint with the appropriate authority. 

 5.  The  Internal  complaints  committee  shall  conduct  such  investigations  in  a  timely  manner 
 and  shall  submit  a  written  report  containing  the  findings  and  recommendations  on  action 
 to  be  taken  to  the  “Whistle  Officer”  appointed  by  the  Company  as  soon  as  practically 
 possible  and  in  any  case,  not  later  than  90  days  from  the  date  of  receipt  of  the  complaint. 
 The  Whistle  Officer,  Sr.  Manager  and  the  Director  of  the  Company  will  jointly  take  decision 
 on  the  corrective  action  based  on  the  recommendations  of  the  Internal  Complaints 
 Committee and keep the complainant informed of the same. 
 a. Formal apology 
 b. Counseling 
 c. Written warning to the perpetrator and a copy of it maintained in the employee’s file. 
 d. Change of work assignment / transfer for either the perpetrator or the victim. 
 e. Suspension or termination of services of the employee found guilty of the offence 

 6.  In  case  the  complaint  is  found  to  be  false,  the  Complainant  shall,  if  deemed  fit,  be  liable 
 for appropriate disciplinary action by the Management. 

 VIII.  CONFIDENTIALITY 

 The  Company  understands  that  it  is  difficult  for  the  victim  to  come  forward  with  a 
 complaint  of  sexual  harassment  and  recognizes  the  victim’s  interest  in  keeping  the  matter 
 confidential. 

 To  protect  the  interests  of  the  victim,  the  accused  person  and  others  who  may  report 
 incidents  of  sexual  harassment,  confidentiality  will  be  maintained  throughout  the 
 investigatory process to the extent practicable and appropriate under the circumstances. 

 IX. ACCESS TO REPORTS AND DOCUMENTS 

 All  records  of  complaints,  including  contents  of  meetings,  results  of  investigations  and 
 other  relevant  material  will  be  kept  confidential  by  the  Company  except  where  disclosure  is 
 required under disciplinary or other remedial processes. 

 X. PROTECTION TO COMPLAINANT/VICTIM 

 The  Company  is  committed  to  ensuring  that  no  employee  who  brings  forward  a 
 harassment  concern  is  subject  to  any  form  of  reprisal.  Any  reprisal  will  be  subject  to 
 disciplinary action. 



 The  Company  will  ensure  that  the  victim  or  witnesses  are  not  victimized  or  discriminated 
 against while dealing with complaints of sexual harassment. 
 However,  anyone  who  abuses  the  procedure  (for  example,  by  maliciously  putting  an 
 allegation knowing it to be untrue) will be subject to disciplinary action. 

 XI. CONCLUSION 

 In  conclusion,  the  Company  reiterates  its  commitment  to  providing  its  employees,  a 
 workplace  free  from  harassment/  discrimination  and  where  every  employee  is  treated  with 
 dignity and respect. 


