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1. BACKGROUND, PURPOSE &
OBIJECTIVE

The Company is committed to promote a
work environment that is encouraging to
the professional growth of its employees
and also encourages equality of
opportunity to ensure that every
employee is treated with dignity and
respect and afforded equal treatment.
The Company will not allow any form of
sexual harassment and is committed to
take all essential steps to ensure that its
employees are not exposed to any form
of harassment. The Sexual Harassment
of Women at Workplace (Prevention,
Prohibition & Redressal) Act, 2013
(hereinafter referred to as “the Act”)
enjoins upon employers to lay down
guidelines / policies to prevent and
provide redressal mechanism in the
event of sexual harassment. This policy
applies to all the categories of
employees of the Company.

2. SEXUAL HARASSMENT:

Sexual Harassment includes any one or
more of the following unwelcome acts or
behavior (whether directly or by
implication) namely:

I.  Physical contact and
advances; or

Il. ademand orrequestfor
sexual favour; or

ll. making sexually coloured
remarks; or

IV. showing pornography; or
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V. anyotherunwelcome
physical, verbal or
non-verbal conduct of sexual

nature
3. INTERNAL COMPLAINTS
COMMITTEE:

The Company has instituted an Internal
Complaints Committee for redressal of
sexual harassment complaint and for
ensuring time bound treatment of such
complaints. Initially, and till further
notice, the Internal Complaints
Committee will comprise of the following
five members out of which at least half
will be women :

e Ms. Priyanka (Presiding Officer)

e Ms. Rani Komal Lata (Member)

e Ms. Joyce Wilson (Member)

e Ms. Deepali (Member)

e Mr. Girija Shankar Das (Member)

e Mr. Pawan Kumar Kumawat
(Member)

4, THE INTERNAL COMPLAINTS
COMMITTEE IS RESPONSIBLE FOR:

¢ Investigating every formal
written complaint of sexual
harassment.

e Taking appropriate remedial
measures to respond to any
substantiated allegations of
sexual harassment.

e Discouraging and preventing
employment-related sexual
harassment.

5. PROCEDURES FOR RESOLUTION,
SETTLEMENT OR PROSECUTION
OF ACTS OF SEXUAL
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HARASSMENT.
INFORMAL RESOLUTION OPTIONS:

When an incident(s) of sexual harassment
occurs, the victims of such conduct can
communicate their disapproval and
objections immediately to the harasser
and request the harasser to behave
decently. If the harassment does not stop
or if victim is not comfortable with
addressing the harasser directly, the
victim can bring their concern to the
attention of the Internal Complaints
Committee for redressal of the
grievance(s). The Internal Complaints
Committee will thereafter provide advice
or extend support as requested and will
undertake prompt investigation to
resolve the matter.

COMPLAINTS :

An employee with a harassment concern,
who is not comfortable with the informal
resolution options or has exhausted such
options, may make a formal complaint to
the Presiding Officer of the Complaints
Committee constituted by the
Management.

The complaint shall have to be in writing
and can be in form of a letter, preferably
within 15 days from the date of
occurrence of the alleged incident, sent in
a sealed envelope. Alternatively, the
employee can send complaint through an
email. The employee is required to
disclose their name, department and
location they are working in, to enable
the Presiding Officer to contact them and
take the matter forward.

The Presiding Officer of the Internal
Complaints Committee will proceed to
determine  whether the allegations
(assuming them to be true only for the
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purpose of this determination) made in
the complaint fall under the purview of
Sexual Harassment, preferably within 30
days from receipt of the complaint.

In the event, the allegation does not fall
under the purview of Sexual Harassment
or the allegation does not constitute an
offence of Sexual Harassment, the
Presiding Officer will record this finding
with reasons and communicate the same
to the complainant.

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

The Internal Complaints Committee may,
before initiating an inquiry, at the request
of the Complainant take steps to settle
the matter between her and the alleged
harasser. The conciliation shall not be on
monetary  settlement basis.  The
settlement terms shall be recorded in
writing and  forwarded to the
management of the company. Copies of
the same shall be provided to the
Complainant and the alleged harasser.
Where a settlement has been arrived at,
no further inquiry shall be conducted by
Internal Complaints Committee.

If the above is not possible, Internal
Complaints Committee shall proceed to
make inquiry into the Complaint in such
manner as prescribed hereunder:

The Complainant or the person lodging a
complaint on behalf of the Complainant
shall file, with ICC, Complaint along with
the supporting documents and proof if
any. The Complaint should consist of the
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details of the incident, date and timings

a.

of occurrence, name and
addresses of the Respondent
and witnesses, parties working
relationship etc.

On receipt of Complaint, ICC
shall within a period of
7(Seven) days send a copy of
the complaint  to the
Respondent.

The Respondent shall, within a
period of 7 (Seven) days from
the date of receipt of the
Complaint, file the reply to the
Complaint along with the list
of documents, names and
addresses of witnesses.

ICC shall decide the place and
time for hearing the complaint
and shall intimate the date,
time and place of hearing to
the Complainant and
Respondent. Any records of
the proceedings of such or any
other hearings or meetings of
ICC shall be maintained strictly
confidential. ICC shall make
inquiry into the complaint in
accordance with the principles
of natural justice.

ICC shall have the right to
terminate the enquiry or give
ex-parte decision on the
complaint, if the Respondent
or complainant remains
absent for 3 consecutive
hearings, without sufficient
cause, provided that such
termination or ex-parte Order

Page 7 of 10

3R Hgdl & | Rred as
BT Rrprad | geA1 &7 faavor
Tl BT IRRG IR q97 uferarsy
IR ARl B A MR Ud TG
BB Hafrd  &FRT BT
fardt 21

Rred g 89 W InaR®
Rrerag wfafa 7 fA & afyy &
AR vferareY & Rrerad a7 Uh
gfar Jorf |

gfard! Rrema g 89 @
ARG ¥ 7 fe1 a7 afy & fiaR
SIS B Al @l & AW
IR U & 1T Rprad &1 AT
TIRIAT BT |

MaR® Rrera Al Rrerda
& Garg & ol U R FHY
TT BN 3R Rreradaedl IR
AfraTal bl gerarg dl darig T
IR I B GaT <37 | sraRk®
Rreraa AT 9eal & gAars
Pl prfarET B Rare  Siiv
SIS B R dRE A MY
Q| faRer Affd wrglds
IR & Raglial & R Rierid
P ST BT |

e ufdary a1 Rreraaeal
T BRY & a1 3 O IR
SR a1 @ forg srquierd
& © aI ofaRe Rreraa |fafa
P ST BT FHIT B AT
fRrpTad IR Uhar®T A 39 &7
ATHR BRI G2 3 A8 DI
FHIT AT UhaRBT e UIiRd
B 3 gl Geferd el &l 7 fad
o1 forRaa =ifesd fear Tar &1 |

et O wifdai &1 sndR®
Rrermg afafd & 98 sRiaR
& fhdl A =R § 319 Ho o




TCIEXPRESS

—LEADER IN EXPRESS—

may not be passed without
giving a notice in writing 7
(Seven) days in advance, to the
party concerned.

f. The parties shall not be
allowed to bring any legal
practitioner to represent them
in their case at any stage of
the proceedings before the
ICC.

g. For conducting the inquiry the
Quorum of ICC shall be of
minimum 3 members including
the Presiding Officer.

h. ICC shall be empowered to call
upon such of the Employees
who may have been witness to
the incident(s) of Sexual
Harassment and/or connected
in any manner thereto.

Where the committee arrives at the
conclusion that the allegation against the
respondent has not been proved, it
recommends to the employer that no
action is required to be taken in this
matter. 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 as per the policy of the
Company.

The Internal Complaints Committee shall
conduct such investigations in a timely
manner and shall submit a written report
containing the findings and
recommendations to the Corporate-HR,
as soon as practically possible and in any
case, not later than 90 days from the date
of receipt of the complaint.
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The XCRP- HR will ensure corrective
action on the recommendations of the
Internal Complaints Committee and keep
the complainant informed of the same.

6. CORRECTIVE ACTION MAY
INCLUDE ANY OF THE FOLLOWING:

a. Formal apology
b. Counselling

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

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

7. CONFIDENTIALITY:

The company understand 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 interest 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 circumstance.
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8. 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.

9. 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.

10. DISSEMINATION OF THE POLICY:

The company shall ensure that the Policy
in its full form or in such appropriate form
as contains all the essential aspects
thereof shall be communicated to all the
employees through such means as it
considers appropriate and also
disseminate the same at different points
as required by law or otherwise at its
places of business and others, in a
manner that is visible and will draw the
attention of all concerned.

For TCI Express Ltd.
Anand Komar Jha

DGM- HR
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