P.N. GADGIL & SONS LIMITED

PREVENTION OF SEXUAL HARASSMENT POLICY

Objective

The objective of P. N. Gadgil & Sons Limited in implementing and enforcing this policy is to define
workplace sexual harassment, prohibit it in all forms, carry out appropriate disciplinary measures in
the case of violations, and provide procedures for lodging complaints about conduct that violates this
policy and investigating sexual harassment claims.

Scope

This policy applies to all employees of the Company and those working for the company at all
locations. All workers, including supervisors and managers, will be subject to discipline, up to and
including discharge, for any act of sexual harassment they commit.

Definitions

(a)

(b)

(©)

(d)

(e)

“Aggrieved Woman” means:
(i) 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;
(i1) in relation to a dwelling place or house, a woman of any age who is employed in such a
dwelling place or house;

“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;

"Employer" means:_-

(1) 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, undertaking, 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;

(il)) 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, time period or type of
such worker employed, or the nature of the employment or activities performed by the
domestic worker;

“Internal Committee” means as Internal Complaints Committee Constituted under Section 4 of
Sexual Harassment of women at workplace (Prevention, Prohibition and Redressal) Act, 2013

“Local Committee” means the Local complaints committee constituted under section 6 of the
Sexual Harassment of women at workplace (Prevention, Prohibition and Redressal) Act, 2013;



(f) “Member” means a member if internal committee or local committee as the case may be;
(g) "prescribed" means prescribed by rules made under this Act;

(h) "Presiding Officer" means the Presiding Officer of the Internal Complaints Committee;
(1) "respondent" means a person against whom the aggrieved woman has made a complaint;

(j) "sexual harassment" can involve one or more incidents and actions constituting harassment may
be physical, verbal and non-verbal.

Examples of conduct or behavior which constitute sexual harassment include, but are not limited
to:

Physical conduct
e Unwelcome physical contact including patting, pinching, stroking, kissing, hugging,
¢ fondling, or inappropriate touching Physical violence, including sexual assault
e Physical contact, e.g. touching, pinching with intent to outrage her modesty
e The use of job-related threats or rewards to solicit sexual favours

Verbal conduct
e Comments on a worker’s appearance, age, private life, etc.
o Sexual comments, stories and jokese Sexual advances
e Repeated and unwanted social invitations for dates or physical intimacy
e Insults based on the sex of the worker
o Condescending or paternalistic remarks
¢ Sending sexually explicit messages (by phone or by email)

Non-verbal conduct
¢ Display of sexually explicit or suggestive material
o Sexually-suggestive gestures
e Whistling
e [ eering

(k) "workplace" includes -

(i) any department, organisation, undertaking, establishment, enterprise, institution, office,
branch or unit which is established, owned, controlled or wholly or substantially tinan~ed by
funds provided directly or indirectly by the approprit~te Government or the local authority or
a Government company or a corporation or a co-operative society;

(i1) any private sector organisation or a private venture, undertaking, enterprise, institution,
establishment, society, trust, non-governmental organisation, unit or service provider carrying
on commercial, professional, vocational, educational, entertainmental, industrial, health
services or financial activities including production, supply, sale, distribution or service;

(iii) hospitals or nursing homes;

(iv)any sports institute, stadium, sports complex or competition or games venue. whether
residential or not used for training, sports or other activities relating thereto:

(v) any place visited by the employee arising out of or during the course of employment
including transportation provided by the employer for undertaking such journey:

(vi) a dwelling place or a house;



COMPLAINTS COMMITTEE

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 at each location. The detail
of the committee is notified to all covered persons at the location (workplace).

The committee at each location comprises of:
* Presiding Officer: A woman employed at a senior level in the organization or workplace
* At least 2 members from amongst employees, committed to the cause of women and or having
legal knowledge
* One external member, familiar with the issues relating to sexual harassment
* At least one half of the total members is women

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

Current nominated members of the committees are given in Annexure A.

COMPLAINTS PROCEDURES

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.

When the Internal Complaint Committee Member receives a written complaint of sexual harassment,
he/she will: immediately record the dates, times and facts of the incident(s)

e Ascertain the views of the victim as to what outcome he/she wants
Ensure that the victim understands the company’s procedures for dealing with the complaint

e Discuss and agree the next steps: either informal or formal complaint, on the understanding
that choosing to resolve the matter informally does not preclude the victim from pursuing a
formal complaint if he/she is not satisfied with the outcome

o Keep a confidential record of all discussions

e Respect the choice of the victim

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



e suspension
e 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.

CONFIDENTIALITY

The identity of the complainant, respondent, witnesses, statements and other evidence obtained in the
course of inquiry process, recommendations of the committees, action taken by the employer is
considered as confidential materials, and not published or made known to public or media.

Any person contravening the confidentiality clauses is subject to disciplinary action as prescribed in
the act.

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.

ANNEXURE A
Internal Complaints Committee at Head Office of P. N. Gadgil & Sons Limited

Presiding Officer - Mrs. Renu Gadgil
Member — Mrs. Pranjali Patwardhan
Member — Mrs. Sabiha Yalagi

Member — Mrs. Smita Ghatpande
Member — Mrs. Neha Boid

External Member — Mr. Sanjay Patankar

* Fach location/shop of P. N. Gadgil & Sons Limited has a duly constituted Internal Complaints
Committee (ICC), details of which can be obtained by any person by writing to any of the above
mentioned ICC member.



