
POLICY ON PREVENTION OF SEXUAL HARASSMENT AT WORKPLACE 

 

1. 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. 

 

2. SCOPE 

 

This policy applies to all employees (full-time, part-time, trainees and those on contractual 

assignments) of the Company including all subsidiaries and affiliated companies 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:  

 

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

b) All company-related activities performed at any other site away from the 

Company’s premises.  

c) Any social, business or other functions where the conduct or comments may have 

an adverse impact on the workplace or workplace relations. 

 

3. 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” as defined by the Sexual Harassment of Women at Workplace 

(Prevention, Prohibition and Redressal) Act, 2013 includes any one or more of the following 

unwelcome acts or behaviour (whether directly or by implication) namely:— 

 

a. Unwelcome sexual advances involving verbal, non-verbal, or physical conduct, implicit or 

explicit  

b. Physical contact and advances including (but not limited to) touching, stalking, sounds 

which have explicit and /or implicit sexual connotation/overtones, molestation  

c. Teasing, Voyeurism, innuendos and taunts with implicit sexual connotation, physical 

confinement and /or touching against one’s will  

d. Demand or request for sexual favours  

e. Sexually colored remarks or remarks of a sexual nature about a person's clothing or body  



f. Display of pictures, signs etc. with sexual nature/ connotation/ overtones in the work area 

and work-related areas;  

g. Showing pornography, making or posting vulgar / indecent / sexual pranks, teasing, jokes, 

demeaning or offensive pictures, cartoons or other materials through email, SMS, MMS, 

gestures etc.  

h. Repeatedly asking to socialize during off-duty hours or continued expressions of sexual 

interest against a person’s wishes  

i. Giving gifts or leaving objects that are sexually suggestive  

j. Eve teasing, innuendos and taunts, physical confinement against one’s will or any such act 

likely to intrude upon one’s privacy; Persistent watching, following, contacting of a person; 

and  

k. Any other unwelcome physical, verbal or non-verbal conduct of sexual nature 

Further, it is important to note that whether harassment has occurred or not does not depend 

on the intention of the people but on the experience of the aggrieved woman. 

4. RESPONSIBILITIES REGARDING SEXUAL HARASSMENT 

 

All employees of the Company have a personal responsibility to ensure that their behaviour is 

not contrary to this policy. All employees are encouraged to reinforce the maintenance of a 

work environment free from sexual harassment. 

 

5. COMPLAINT MECHANISM 

 

An appropriate complaint mechanism in the form of “Complaint Redressal Committee” has 

been created in the Company for time-bound redressal of the complaint made by the victim. 

 

6. COMPLAINT REDRESSAL COMMITTEE: 

 

The Company has instituted a Complaint Redressal Committee (IC) for redressal of sexual 

harassment complaint (made by the victim) and for ensuring time bound treatment of such 

complaints.  

 

The Complaints Committee will comprise of four members of which one member will be a 

Presiding Officer. The Presiding Officer shall be a woman employed at a senior level at 

workplace from amongst the employees. Two members shall be from amongst employees and 

one member from amongst non-Governmental Organisations or associations. The Presiding 

Officer and every member of the Complaints Committee shall hold office for such period not  

exceeding three years. The Complaints Committee shall keep functioning though the 

members shall be rotated once in three years.   

 

The Presiding Officer reserves the right to nominate more members of appropriate seniority 

and rank in the committee to conduct such enquiries to ensure equal representation of the 

gender as that of the complainant or for any other valid reason.  

 

The Complaints Committee is responsible for:  



 

a) Investigating every formal written complaint of sexual harassment Policy on 

Prevention of Sexual Harassment at Workplace  

b) Taking appropriate remedial measures to respond to any substantiated 

allegations of sexual harassment  

c) Discouraging and preventing employment-related sexual harassment 

 

The quorum for the purpose of meeting / hearing shall be 50% of the members of the 

Complaint Committee and no meeting shall be conducted without the presence of the non-

Governmental Organisation or association member. 

 

Changes in the constitution of the Compliant Committee, wherever necessary, shall be made 

as expeditiously as possible and in any case within 15 days of the date of vacancy of office by 

one of the members. 

 

The Compliant Committee shall meet as and when required and review preparedness to fulfil 

all requirements. 

 

7. REDRESSAL PROCESS 

 

 The complaint shall be submitted by the complainant to the IC in writing or shall be 

submitted to the IC electronically at POSH@tagros.com. The complaint can also be 

physically submitted to any IC member. 

 

 Any employee who feels and is being sexually harassed directly or indirectly may 

submit a complaint of the alleged incident to any member of the Committee in writing 

with his/her signature immediately or as soon as possible but in any case, within 10 

days of occurrence of incident. 

 The Committee will maintain a register to endorse the complaint received by it and 

keep the contents confidential, if it is so desired, except to use the same for discreet 

investigation. 

 The Committee will hold a meeting with the Complainant within five days of the 

receipt of the complaint, but not later than a week in any case. 

 At the first meeting, the Committee members shall hear the Complainant and record 

her/his allegations. The Complainant can also submit any corroborative material with 

a documentary proof, oral or written material, etc., to substantiate his / her 

complaint. If the Complainant does not wish to depose personally due to 

embarrassment of narration of event, a lady officer for lady employees involved and 

a male officer for male employees, involved shall meet and record the statement. 

 Thereafter, the person against whom complaint is made may be called for a 

deposition before the Committee and an opportunity will be given to him / her to give 

an explanation, where after, an “Enquiry” shall be conducted and concluded. 

 In the event of the complaint not falling under the purview of Sexual Harassment or 

the complaint does not mean an offence of Sexual Harassment, the same would be 

dropped after recording the reasons thereof. 

 In case the complaint is found to be false, the Complainant shall, if deemed fit, be 

liable for appropriate disciplinary action by the Management. 



 

ENQUIRY PROCESS 

 The Committee shall immediately proceed with the Enquiry and communicate the same 

to the Complainant and the person against whom complaint is made. 

 The Committee shall prepare and hand over the Statement of Allegation to the person 

against whom complaint is made and give him / her an opportunity to submit a written 

explanation if she / he so desires within 7 days of receipt of the same. 

 The Complainant shall be provided with a copy of the written explanation submitted by 

the person against whom complaint is made. 

 If the Complainant or the person against whom complaint is made desires any 

witness/es to be called, they shall communicate in writing to the Committee the names 

of witness/es whom they propose to call. 

 If the Complainant desires to tender any documents by way of evidence before the 

Committee, she / he shall supply original copies of such documents. Similarly, if the 

person against whom complaint is made desires to tender any documents in evidence 

before the Committee he / she shall supply original copies of such documents. Both 

shall affix his / her signature on the respective documents to certify these to be original 

copies. 

 The Committee shall call upon all witnesses mentioned by both the parties. 

 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. 

 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 

Presiding Officer. The report of the committee shall be treated as an enquiry report on the 

basis of which an erring employee can be awarded appropriate punishment straightaway. 

 The Presiding Officer will direct appropriate action in accordance with the recommendation 

proposed by the Committee. 

 The Committee shall be governed by such rules as may be framed by the Supreme 

Court orders or any other legislation enacted later on. 

Where the committee arrives at the conclusion that the allegation against the respondent has been 

proved, it recommends to the employer to take necessary action for sexual harassment as misconduct, 

in accordance with the applicable service rules and policies, and this may include:  

i. Counselling  

ii. Censure or reprimand  

iii. Apology to be tendered by respondent  

iv. Written warning  

v. Withholding promotion and/or increments  

vi. Suspension  

vii. Termination  

viii. any other action that the employer may deem fit 



 

8. 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.  

 

9. 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.  

 

 

10. 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.  

 

11. 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. The Company has taken steps to ensure that this policy has been 

communicated to all its employees and the same has been displayed at vantage points in all 

its work places.   

 

 

 

************************************************* 


