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POLICY ON PREVENTION OF SEXUAL HARASSMENT OF (PoSH) WOMEN AT 

WORKPLACE 

INTRODUCTION: 

This policy has been framed in accordance with the provisions of “The Sexual Harassment of Women at 

Workplace (Prevention, Prohibition and Redressal) Act, 2013” and rules framed thereunder (hereinafter 

“the Act”). Accordingly, while the policy covers all the key aspects of the Act, for any further 

clarification reference shall always be made to the Act and the provisions of the Act shall prevail. We 

treat each other with respect and dignity and expect everyone to promote a sense of personal 

responsibility. We recruit competent and motivated people who respect our values, provide equal 

opportunities for their development and advancement; protect their privacy and do not tolerate any form 

of harassment or discrimination. The ‘Policy on Prevention of Sexual Harassment of women at 

workplace: Guidelines for Classic Electricals Limited intends to provide protection against sexual 

harassment of women at workplace and the prevention and redressal of complaints of sexual harassment 

and matters related to it. 

 

DEFINITIONS 

1. Sexual harassment: As per The Sexual Harassment of Women at Workplace (Prevention, Prohibition 

and Redressal) Act, 2013 

2. Aggrieved woman: In relation to a workplace, a woman, of any age, whether employed or not, who 

alleges to have been subjected to any act of sexual harassment by the respondent and includes contractual, 

temporary, visitors. 

3. Respondent: A person against whom a complaint of sexual harassment has been made by the aggrieved 

woman. 

4. Employee: A person employed at the 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 coworker, a contract worker, 

probationer, trainee, apprentice or by any other such name. 

5. Workplace: In addition to the place of work [Head office, Factories] it shall also include any place where 

the aggrieved woman or the respondent visits in connection with his/her work, during the course of and/or 

arising out of employment/ contract/ engagement with Lehar Footwears, including transportation 

provided for undertaking such a journey. 

6. Employer: A person responsible for management, supervision and control of the workplace. 
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ROLES & RESPONSIBILITIES 

1. Responsibilities of Individual: It is the responsibility of all to respect the rights of others and to never 

encourage harassment. It can be done by: a. Refusing to participate in any activity which constitutes 

harassment b. supporting the person to reject unwelcome behavior c. Acting as a witness if the person 

being harassed decides to lodge a complaint. All are encouraged to advise others of behavior that is 

unwelcome. Often, some behaviors are not intentional. While this does not make it acceptable, it does 

give the person behaving inappropriately, the opportunity to modify or stop their offensive behavior. 

2. Responsibilities of Senior Personnel: All employees at senior level of Classic Electricals Limited must 

ensure that nobody is subject to harassment and there is equal treatment. They must also ensure that all 

employees understand that harassment will not be tolerated; that complaints will be taken seriously; and 

that the complainant, respondent/s, or witnesses are not victimized in any way. 

REDRESSAL MECHANISM 

Formal complaints mechanism: If the victim wants to make a formal complaint or if the informal 

complaint mechanism has not led to a satisfactory outcome for the victim, the formal complaint 

mechanism should be used to resolve the matter. In compliance with the Act, if the complainant’s 

warrants formal intervention, the complainant needs to lodge a written complaint, which shall be followed 

by a formal redressal mechanism as described in this Policy. In case of a verbal complaint, the complaint 

will be reduced in writing by the receiver of the complaint and signatures of the complainant will be 

obtained. The designated person who initially received the complaint will refer the matter to senior human 

resources manager to instigate a formal investigation. The senior human resources manager may deal with 

the matter him/herself, refer the matter to Internal Complaint committee in accordance with this policy. 

The person carrying out the investigation will: 

⪼interview the victim and the alleged harasser separately   

⪼interview other relevant third parties separately   

⪼decide whether or not the incident(s) of sexual harassment took place 

⪼produce a report detailing the investigations, findings and any recommendation 

⪼if the harassment took place, decide what the appropriate remedy for the victim is, in consultation with 

the victim (i.e.- an apology, a change to working arrangements, a promotion if the victim was demoted as 

a result of the harassment, training for the harasser, discipline, suspension, dismissal) ⪼follow up to 

ensure that the recommendations are implemented, that the behavior has stopped and that the victim is 

satisfied with the outcome   

⪼if it cannot determine that the harassment took place, he/she may still make recommendations to 

ensure proper functioning of the workplace keep a record of all actions taken 

 

⪼ensure that the all records concerning the matter are kept confidential 

⪼ensure that the process is done as quickly as possible and in any event within 15 days of the complaint 

being made 

 

Lodging a Complaint: The complainant needs to submit a detailed complaint, along with any 

documentary evidence available or names of witnesses, to any of the committee members at the 

workplace. The complaint must be lodged within 3 months from the date of incident/ last incident. The 



Committee can extend the timeline by another 3 months for reasons recorded in writing, if satisfied that 

these reasons prevented the lodging of the complaint. Provided that where such a complaint cannot be 

made in writing, the Presiding Officer or any Member of the Internal Complaint Committee shall render 

all reasonable assistance to the women for making the complaint in writing. If the aggrieved woman is 

unable to lodge the complaint in account of her incapacity, the following may do so on her behalf, with 

her written consent. 

 

- Legal heir, relative or friend  

- Co-worker 

- Any person having the knowledge of the incident  

Wherever possible management of the Company ensures that all the complaints of harassment are dealt 

with speedily, discreetly and as close as possible to the point of origin. 

 

SANCTIONS AND DISCIPLINARY MEASURES 

 

Anyone who has been found to have sexually harassed another person under the terms of this policy is 

liable to any of the following sanctions:   

⪼verbal or written warning 

⪼adverse performance evaluation 

⪼reduction in wages 

⪼transfer 

⪼demotion 

⪼suspension 

⪼dismissal 

 

The nature of the sanctions will depend on the gravity and extent of the harassment. Suitable deterrent 

sanctions will be applied to ensure that incidents of sexual harassment are not treated as trivial. Certain 

serious cases, including physical violence, will result in the immediate dismissal of the harasser. 

 

IMPLEMENTATION OF THIS POLICY  

 

Classic Electricals Limited will ensure that this policy is widely disseminated to all relevant persons. It 

will be included in the staff handbook. All new employees must be trained on the content of this policy as 

part of their induction into the company. It is the responsibility of every manager to ensure that all his/her 

employees are aware of the policy. 

 

MONITORING AND EVALUATION  

 

Classic Electricals Limited recognizes the importance of monitoring this sexual harassment policy and 

will ensure that it anonymously collects statistics and data as to how it is used and whether or not it is 

effective. Supervisors, managers and those responsible for dealing with sexual harassment cases will 

report on compliance with this policy, including the number of incidents, how they were dealt with, and 

any recommendations made. This will be done on a yearly basis. As a result of this report, the company 

will evaluate the effectiveness of this policy and make any changes needed. 



 

INTERNAL COMPLAINTS COMMITTEE (HENCEFORTH KNOWN AS ‘COMMITTEE’) 

 

To prevent instances of sexual harassment and to receive and effectively deal with complaints pertaining 

to the same, an "Internal Complaints Committee" is constituted in the Company. The detail of the 

committee is notified to all covered persons at all factories/workplace.  

 

The committee is responsible for:  

 Receiving complaints of sexual harassment at the workplace  

 Initiating and conducting inquiry as per the established procedure  

 Submitting findings and recommendations of inquiries  

 Coordinating with the employer in implementing appropriate action  

 Maintaining strict confidentiality throughout the process as per established guidelines  

 Submitting annual reports in the prescribed format 

 

Further, any Aggrieved person can write their Complaint on email info.roc7412@gmail.com    
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