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INTRODUCTION

ln accordance with the Sexual Harassment of Women at Workplace (Prevention, Prohibition

and Redressal) Act, 2013, the Company has framed a policy for Prevention of Sexual

Harassment at Workplace and adopted the same w.e.f 24th December, 2013.

Now, this policy is amended again to make it more relevant to the good governance practice

and better working environment. Raunaq lnternational Limited (hereinafter referred to as

"the Company") prioritises the safety and dignity of women at workplace. The Company has

zero tolerance for sexual harassment at workplace and has adopted a Policy on Prevention

of Sexual Harassment at workplace ('Policy') in line with the provisions of the Sexual

Harassment of Women at Workplace (Prevention, Prohibition and Redressal) Act, 2013 and

Rules framed thereunder to create a safe, equitable, and healthy work environment.

The purpose of this policy is to provide a framework to establish sense of security at the

workplace, which will consequently improve women's participatlon in work, resulting in their

economic empowerment and inclusive growth.

I. COMMITMENT:

our Company is committed to provide a work environment that ensures every woman

employee is treated with dignity and respect and afforded equitable treatment.

The Company is also committed to promote a work environment that is conducive to the
professional growth of its women 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 women employees are not subjected to any form of

harassment.

The Company is committed to conducting and governing with ethics, transparency and

accountability and to this, Company has developed governance structures, practices and

procedures that ensure that ethical conduct at all levels is promoted across Company value

ch a in.

The Company also strives to guarantee a safe and welcoming environment to all those who

visit any of our locations in any capacity, such as customers, vendors etc. Dlscrimination and

harassment of any type is strictly prohibited. We wish to promote and maintain this culture

to ensure that associates of the Company do not engage in practices that are abusive in any

form or manner whatsoever.

il. scoPE:

This policy applies to all categories of employees of the Company, which includes both

permanent and temporary workers. lt shall include Key Managerial Personnel, Directors,

Head of the Departments, Managers, Assistant Managers, Clerks, Probationer, Apprentice

and Contractual Employees at its workplace or at any other site.
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Its applicability is further extended to include any external parties like clients, suppliers or

any other business associates including their employees.

III. DEFINITIONS:

A. Aggrieved Woman: As per Section 2 (a) of the Sexual Harassment of Women at

Workplace (Prevention, Prohibition and Redressal) Act,2013 "Aggrieved Woman" in

relation to the workplace means, a woman of any age whether employed or not, who

alleges to have been subjected to any act of sexual harassment by the respondent.

B. Complainant: The term "Complainant" includes:

a. The aggrieved Woman

b. A relative, friend, co-worker, an officer of woman's commission or any other person

who has the knowledge of the incident, with the written consent of the aggrieved

woman on account of her physical or mental incapacity.

c. Legal heir, in case of death of the aggrieved woman. Any person having knowledge of

the incident, with the wrltten consent of the legal heir in case the aggrieved woman

is dead.

c. Employee: As per section 2(f) of the Sexual Harassment of Women at Workplace
(Prevention, Prohibition and Redressal) Act,2013 "Employee" means a person employed

at a workplace for any work on regular, temporary, ad hoc or daily wage basis, either
directly or through an agent, including a contractor, with or, without the knowledge of
the principal employer, whether for remuneration or not, or working on a voluntary basis

or otherwise, whether the terms of employment are express or implied and includes a co-

worker, a contract worker, probationer, trainee, apprentice or called by any other such

name.

D. Employer: As Per Section 2(g) of the Sexual Harassment of Women at Workplace
(Prevention, Prohibition and Redressal) Act, 2013:

(i) in relation to any department, organisation, undertaking, establishment, enterprise,

institution, office, branch or unit of the appropriate Government or a local

authority, the head of that department, organisation, undertakinS, establishment,

enterprise, institution, office, branch or unit or such other officer as the appropriate

Government or the local authority, as the case may be, may by an order specify in

this behalf;
(ii) in any workplace not covered under sub-clause (i), any person responsible for the

management, supervision and control of the workplace.

Explanation. - For the purposes of this sub-clause "management" includes the

person or board or committee responsible for formulation and administration of
polices for such organisation;

(iii) in relation to workplace covered under sub-clauses (i) and (ii), the person

discharging contractual obligations with respect to his or her employees;
(iv) in relation to a dwelling place or house, a person or a household who employs or

benefits from the employment of domestic worker, irrespective of the number,
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time period or type of such worker employed, or the nature of the employment or
activities performed by the domestic worker;

E, Respondent: "Respondent" means a person against whom the aggrieved woman has

made a complaint under section 9 of the Sexual Harassment of Women at Workplace
(Prevention, Prohibition and Redressal) Act, 2013.

F, Sexual Harassment: As per Section 2 (n) of the Sexual Harassment of Women at

Workplace (Prevention, Prohibition and Redressal) Act, 2013 the term "Sexual

Harassment" includes the following unwelcome acts or behaviour (whether directly or by

implication) namely: -

a. Physical contact and advances; or
b. A demand or request for sexual favors; or
c. Making sexually coloured remarks; or
d. Showing pornography; or
e. Any other unwelcome physical, verbal or non-verbal conduct of sexual nature.

G. The Workplace: As per Section 2(o) of the Sexual Harassment of Women at Workplace

(Prevention, Prohibition and Redressal) Act, 2013, the term "workplace" includes: -

a. any department, undertaking, establishment, enterprise, office, branch or unit which

is established, owned, or controlled by the Company.

b. All Company-related activities performed at any other site away from the Company's

Premises including any social, business or other activities where the conduct or

comments may have an adverse impact on the workplace or workplace relations.

c. Any venue, whether residential or not for training, sports or other activities for any

event organized by the Company.

d. A dwelling place or a house, used by the employees to carry out their officlal duties

as employees of the Company. Any place visited by the employee arising out of or

during the course of employment including transportation by the Company for

undertaking such journey.

IV. EMPTOYEES RESPONSIBIL]TIES:

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. TNTERNAt COMPTATNTS COMMTTTEE ("t€C"):

The Company has constituted an lnternal Complaints Committee ("lCC") for providing a

redressal mechanism pertaininB to sexual harassment of employees at workplace.

@-
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A. COMPOSIIoN
The Company shall, by an order in writing, constitute a Committee to be known as the
"lnternal Complaints Committee", which shall be constituted at all administrative units,
plants or offices.

The lnternal Committees shall consist of the following members to be nominated by the
employer:
a) A Presiding Officer who shall be a woman employed at a senior level at workplace

from amongst the employees.
Provided that in case a senior level woman employee is not available, the Presiding

Officer shall be nominated from other offices, plant or administrative units of the
workplace.
Provided further that in case the other offices, plant or administrative units of the
workplace do not have a senior level woman employee, the Presiding Officer shall

be nominated from any other workplace of the same employer or other department
or organisation;

b) Not less than two Members from amongst employees preferably committed to the
cause of women or who have had experience in social work or have legal
knowledge.

c) One member from amongst non-govern mental organisations or associations
committed to the cause of women or a person familiar with the issues relating to
sexual harassment.
Provided that at least one-half of the total Members so nominated shall be women.

B. TENURE

The tenure of the members of the committee including the Presiding Officer shall not be
more than three years from their respective date of appointment.
However, the Committee members including the Presiding Officer, may be re-appointed
by fresh nominations,

C. ROLES AND RESPONSIBITITIES

lnternal Complaints Committees (lCC) have been constituted in consistency with the
related provisions of the applicable laws. The ICC administers a formal process to review
and investigate all concerns with respect to cases of sexual harassment at the workplace
and undertakes appropriate actions required to resolve the reported matters. lt shall
also be responsible for conducting regular orientation and training programs for the
employees of the Company.

vt. PRoCEDURES FOR RESOLUT|ON, SETTLEMENT OR PROSECUTTON OF ACrS OF SEXUAT

HARASSMENT:

ln the cases of sexual harassment at workplace, the complainant is provided with two
distinct channels to initiate the course of action:

A. lnrormal Resolution Options:

Any employee who has a complaint of sexual harassment at work by anyone, including

z--
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supervisors, co-workers or visitors, should first clearly inform the harasser that his/her

behaviour is offensive or unwelcome and request that the behaviour stop.

lf the behaviour continues, the employee must immediately bring the matter to the

attention of his/her supervisor. lf the immediate supervisor is involved in the harassing

activity, the violation should be reported to that supervisor's immediate supervisor, the

department personnel officer, or the employee relations coordinator' lf a supervisor or

personnel officer knows of an incident of sexual harassment, they shall take appropriate

remedial action immediately.

lf the harassment does not stop or if victim is not comfortable with addressing the

harasser directly, she can bring her concern to the attention of the lnternal Complaints

Committee for redressal of her grievances. The lnternal Complaints Committee will

thereafter provide advice or extend support as requested and will undertake prompt

investigation to resolve the matter.

Alternate Dispute Redressal Mechanism (Conciliation):

a. The lnternal Complaints Committee may, before initiating an inquiry and at the

request of the aggrieved woman shall take steps to settle the matter between her

and the respondent through conciliation, provided that no monetary settlement shall

be made as a basis of conciliation.
b. Where any settlement is arrived at, the lnternal Complaints Committee, shall record

the settlement so arrived and forward the same to the employer to take action as

specified in the recommendation.
c. The lnternal Complaints Committee shall provide the copies of the settlement as

recorded to the aggrieved woman and the respondent.

d. Where a settlement is arrived at, no further inquiry shall be conducted by the

lnternal Complaints Committee.

complalnt:
a. Any aggrieved woman may make, in writing (including email), a complaint of sexual

harassment at workplace to the lnternal Complaints Committee, within a period of

three months from the date of incident and in case of a series of incidents, within a

period of three months from the date of last incident.

b. Where such complaint cannot be made in writing, the Presiding officer or any

Member of the lnternal Complaints Committee shall render all reasonable assistance

to the woman for making the complaint in writing.
c. The lnternal Complaints Committee, for the reasons to be recorded in writinS, extend

the time limit not exceeding three months, if it is satisfied that the circumstances

were such which prevented the woman from filing a complaint within the said period.

d. Where the aggrieved woman is unable to make a complaint on account of her

physical or mental incapacity or death or otherwise, her legal heir or such other
person as may be prescribed may make the complaint.

e. Where the aggrieved woman is unable to make a complaint on account of her

physical incapacity, a complaint may be filed by -
(i) her relative or friend; or

c.
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(ii) her co-worker; or
(iii) an officer of the National Commission for Women or State Women's

Commission; or
(iv) any person who has knowledge of the incident, with the written consent of the

aggrieved woman;
f. Where the aggrieved woman is unable to make a complaint on account of her mental

incapacity, a complaint may be filed by-
(i) her relative of friend; or
(ii) a special educator; or
(iii) a qualified psychiatrist or psychologist; or
(iv) the guardian or authority under whose care she is receiving treatment or care; or
(v) any person who has knowledge of the incident individually or jointly with her

relative or friend or a special educator or qualified psychiatrist or psychologist, or
guardian or authority under whose care she is receiving treatment or care;

g. Where the aggrieved woman is dead, a complaint may be filed by any person who
has knowledge of the incident, with the written consent of her legal heir.

D, INqUIRY

a. The complainant shall submit to the lCC, six copies of the complaint along with
supporting documents and the names and addresses of the witnesses.

b. on receipt of the complaint, the lcc shall send one of the copy received from the
complainant to the respondent within a period of seven working days.

c. The respondent shall file his reply to the complaint along with his list of documents,
and names and addresses of witnesses, within a period not exceeding ten working
days from the date of receipt of the documents.

d. The ICC shall make inquiry into the complaint in accordance with the principles of
naturaljustice.

e. The ICC shall have the right to terminate the inquiry proceedings or to give an ex-
parte decision on the complaint, if the complainant or respondent fails, without
sufficient cause, to present herself or himself for three consecutive hearings

convened by the Presiding Officer.
f. Provided that such termination or ex-parte order may not be passed without giving a

notice in writing, fifteen days in advance, to the party concerned.
g. The parties shall not be allowed to bring in any legal practitioner to represent them in

their case at any stage of the proceedings before the Complaints Committee.
h. ln conducting the inquiry, a minimum of three Members of the Complaints

Committee including the Presiding Officer or the Chairperson, as the case may be,

shall be present.
i. The lnternal Complaints Committee, shall where the respondent is an employee,

proceed to make inquiry into the complaint in accordance with the provisions of the
service rules applicable to the respondent,

,i. Provided that where the aggrieved woman informs the lnternal Committee, that any

terms or condition of the settlement as arrived has not been complied with by the

YL
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respondent, the lnternal Committee shall proceed to make an inquiry into the
complaint or, as the case may be, forward the complaint to the police.

k. Provided further that where both the parties are employees, the parties shall, during
the course of inquiry, be given an opportunity of being heard and a copy of the
findings shall be made available to both the parties enabling them to make

representation against the findings before the Committee.
l. The lnternal Complaints committee, shall have the same powers as are vested in a

civil court the Code of Civil Procedure, 1908 (5 of 1908) when trying a suit in respect
of the following matters, namely: -
) Summoning and enforcing the attendance of any person and examining him on

oath;
> Requiring the discovery and production of documents; and
> Any other matter which may be prescribed.

m.The inquiry shall be completed within a period of ninety days.

E. ACTIONS TO BE TAKEN

a. CONSERVATORY MEASURES (INTERIM RELEIFI

During the pendency of an inquiry on a written request made by the aggrieved
woman, the lnternal Complaint Committee, may recommend to the employer to-
(i) Transfer the aggrieved woman or the respondent to any other workplace; or
(ii) Grant leave to the aggrieved woman up to a period of three months;

The leave granted to the aggrieved woman, if any as a part of conservatory measure,

shall be in addition to the leave she would be otherwise entitled.

Further, the employer shall implement the recommendations made by the ICC and

submit a report on such implementation to the lcc.

b. FINAT RECOMMENDATIONS

Where the lCC, arrives at a conclusion that the allegation against the respondent has

been proved. it may recommend the employer suitable actions to be taken which
may include the following:
(i) a written apology;
(ii) a warning;
(iii) Reprimand or censure;
(iv) withholding of promotion, pay rise or increments;
(v) termination of the accused from service;
(vi) instruction of undergoing counselling session;
(vii) carrying out community service; or
(viii) Deduction of salary or wages of the delinquent such sum, as may be considered

appropriate to be paid to the aggrieved woman or to her legal heirs, as the case

may be.

While recommending a course of action as recourse, the ICC shall have regard to the
severity of the case, mental trauma, pain, suffering and emotional distress caused to the
aggrieved woman due to the incident of sexual harassment, loss in the career

g-
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opportunity due to concerned incident of sexual harassment and medical expenses

incurred by the victim for physical or psychiatric treatment

ln case of any dissatisfaction to the complainant or the aggrieved woman, as the case

may with respect to the final recommendations by the ICC or in case where the terms

and conditions of the settlement has not been complied with by the respondent, the lcc
as a result of written application made by the complainant in this regard, shall proceed

to make an inquiry into the complaint or may forward the complaint to the police, as

the case may be.

VII. FATSE OR MATICIOUS COMPIAINT AND FATSE EVIDENCE:

Where the internal committee is of the view that the allegations made against the

respondent are malicious in nature, the complaint was made knowing it to be false or if the
complainant has produced any false or misleading document, it may recommend to the
employer to take such disciplinary actions as may deem appropriate, taking into
consideration the facts and circumstances of the case.

However, inability to substantiate a complaint with adequate proof, shall not be

considered malicious in nature.

VIII. TERMS OF CONFIDENTIATITY:

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 any

investigatory process to the extent practicable and appropriate under the circumstances.

Notwithstanding anything contained in the Right to lnformation Act, 2005, the following
information shall not be published, communicated or made known to the public, press and

media in any manner:

> Contents ofthe complaint, evidences and supporting documents appended
> Any information relating to conciliation and inquiry proceedings

> ldentity, addresses and information of the aggrieved woman, respondent and

witnesses
D Recommendations of lcc; and
> Actions taken by the employer

However, if required pursuant to justice secured or any applicable law, the above said

information may be disseminated without disclosing the personal information of the
aggrieved woman and witnesses.

IX. PROTECTION OI COMPIAINANT/AGGRIEVED WOMAN:

The Company guarantees protection to complainants (employees and business associates)

against any form of retaliation, punishment, intimidation, coercion, dismissal, or

victimisation as per the policy.
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This protection extends to those who report genuine concerns in good faith, regardless of
whether their claims are proven or not. The Company is committed to ensure that no

complainant is subject to any form of reprisal, the contrary of which shall attract a

disciplinary action.

X. EFFECTIVE DATE:

This revised Policy shall supersede the previous policy in all respect and shall be effective

from 14th February 2025.

lf during the tenure of the policy any content of the said policy contradicts with any

provision of the Act or Rule or any of the amended provision of the Act or Rule then, in such

case the Act or Rule as the case may be shall prevail over the policy.

xt. coNcrusloN:

ln conclusion, the Company reiterates its commitment to create a working environment,

where every employee is treated with diSnity and respect and sexual harassment at

workplace can no longer be dismissed as some moral transgression.

&-
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