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SEXUAL HARASSEMENT POLICY
AT WORKPLACE




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.

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:
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.

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),

demand or request for sexual favours,
any other type of sexually-oriented conduct,

verbal abuse or ‘joking’ that is sex-oriented,
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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 of condition of employment and / or submission or rejection of
the conduct is used as a basis for making employment decisions.
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Inappropriate conduct could also be a joke, a prank or even a compliment. These
gestures also lead to harassment although the intention of the individual might not be
to offend the other person.

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.

COMPLAINTS OF SEXUAL HARASMENT

If any of our employees believes that he or she has been subjected to sexual
harassment, whether by a manager, a supervisor, a co- worker or any other person in
the work environment , that the employee has the right to file a complaint with our
organization. This may be done in writing or orally. If you would like to file a complaint
you may do so by contacting your Company Branch Office.

SEXUAL HARASSMENT INVESTIGATION

When we receive the complaint we will promptly investigate the allegation in a fair and
expeditious manner. The investigation will be conducted in such a way as to maintain
confidentiality to the extent practicable under the circumstances. We will strive to release
information arising out of a complaint or investigation only on a need-to-know basis.
Employees should be aware, however, that information must be shared for an effective
investigation to be conducted.

Our investigation will include (but it is not necessarily limited to) a private interview with
the person filing the complaint and with witnesses. We will also interview the person
alleged to have committed sexual harassment. When we have completed our
investigation, we will, to the extent appropriate inform the person filing the complaint and
the person alleged to have committed the conduct of the results of that investigation.

If it is determined that inappropriate conduct has occurred, we will act promptly to

eliminate the offending conduct, and where it is appropriate we will also impose
disciplinary action.

DISCIPLINARY ACTION

If it is determined that inappropriate conduct has been committed by one of our
employees, we will take such action as is appropriate under the circumstances.

Such action may range from counseling to termination from employment, and may

include such other forms of disciplinary action, as we deem appropriate under the
circumstances.

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.




