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Objective Tanla as Organization is an equal opportunity employer and maintains a 

zero tolerance policy against any form of harassment. The Organization 

is committed to maintain a professional work environment free of sexual 

harassment against women at workplace and to provide a redressal 

mechanism for any complaints without fear or threat of reprisals in any 

form. We respect the dignity of women  at our workplace both internally 

and externally. 

 

Scope This policy encompasses all women at our workplace and applies to job 

applicants, full time employees, interns / trainees, visitors, contractors / 

vendors and their employees, customers, third parties / agencies such 

as contract workers, consultants and other professionals working with 

the Organization. 

 

Definition of 

Harassment  

- Workplace harassment can take many forms. The Organization policy prohibits 

discrimination or harassment based on race, religion, gender, colour, national 

origin, pregnancy, childbirth, medical condition, disability, marital status, age, 

sexual orientation, or any other basis. 

 

- Sexual harassment can comprise of verbal, physical or visual acts against women. 

Unwelcome sexual behaviour constitutes sexual harassment when submission to 

such conduct is made either explicitly or implicitly a term or condition of an 

individual’s employment – Quid Pro Quo. It creates a hostile environment. 

 

- Sexual misconduct constitutes of physical contact and advances; demand or 

request of sexual favours, either explicitly or implicitly, making sexually coloured 

remarks; showing pornography; any other unwelcome physical, verbal or non- 

verbal conduct of sexual nature, including all modes of communication. 

 

- Hostile Environment: Conduct has purpose or effect of interfering with work 

performance or creating an intimidating or offensive work environment.  

 

(Ex- Implied or explicit threat: of detrimental treatment at work, about present 

or future employment status; humiliating treatment likely to affect health, safety 

or self-esteem of the aggrieved) 

 

 

 

 



 

Definition of 

Workplace 

- The Workplace in the context of sexual harassment is not restricted to office 

space such as cubicles, conference rooms, lobbies, etc. 

 
- It includes extended workplace which consist of: food courts, cafeterias and 

other recreational facilities provided by the Organization in and out of office 

 - Work- related travel, organization provided transport 

 - Organization sponsored training programs, parties and other events 

 - Customer visits, deputation assignments 

 

 

Prohibited 

Unlawful 

Harassment 

- Verbal Conduct: Inappropriate or abusive language, derogatory jokes or 

comments, unwanted sexual advances or invitations. 

 - Visual Display: Sexually oriented posters, photos, cartoons or gestures. 

 
- Physical Conduct: Including assault, unwanted touching, intentionally blocking 

movement or interfering with work. 

 
- Threats & demands: To submit to sexual requests as a condition for employment 

benefits or to avoid some employment – related loss. 

 

- Other Examples: display, transmission of sexist material, verbal abuse or 

comments that put people down because of gender, comments about bodies 

and sexually explicit gestures, tales of sexual exploits, graphic pornography, 

repeated pressure for dates, sexual sneak attacks, subtle or overt pressure for 

sexual favor’s, unwelcome touching or hugging, sexual jokes or graffiti, insisting 

employees wear revealing clothing, inappropriate gifts, lewd and threatening 

letters, intrusive questions about sexual activity, coerced sexual intercourse. 

 

 

 

 

 
 



 

Process 

- The Organization has formed Internal Complaints Committee (ICC) that 

investigates cases, recommends action, administers the policy and undertakes 

preventive activities. 

 
- Each investigation shall be conducted with due rigour by the ICC for which a 

standard procedure has been established by the enactment. 

 

- Provision of Conciliation: The Committee, before initiating an enquiry at the 

request of the complainant may initiate steps to settle the matter between the 

complainant and the accused through conciliation (provided that no monetary 

settlement shall be made the basis for conciliation). Once the settlement is 

reached, there is no further inquiry in the case. In case the complainant and the 

accused do not agree for settlement, ICC Committee shall start the inquiry in the 

case. 

 

- Provision for interim relief: During the pendency of the enquiry, upon written 

request by the aggrieved person the organization can either transfer the 

aggrieved person to any other workplace and/or grant leave to the aggrieved 

person up to a period of three months/case gets resolved. 

 

 

Working On 

Complaints & 

Review 

Committee: 

- The Committee assures adherence to the philosophy of the policy 

 
- All complaints will be taken up, but action will be instituted against anyone found 

guilty. Including the complainant lodging false complaints in bad faith 

 
- Action will be taken against any witnesses who give false testimony or provide 

false evidence 

 
- The Committee reserves the right to investigate a case, even if the complaint is 

withdrawn 

 
- The Committee assures discretion. Information will be shared only on a need to 

know basis 

 
- The Committee approaches cases with a reformatory mindset; not a punishment 

objective 

 
- Normally anonymous complaints will not be entertained. However, Committee 

can exercise discretion and take up an investigation. 

 - Referral counselling will be provided where needed 

 

- Any complaints against a committee member or member of Senior Management 

can be sent directly to the Chairperson of the Committee, who will assign a third 

party to investigate the complaint. 

 

  



 

 

Expectations 

from You: 
- Treat all colleagues with dignity and respect 

 - Report a complaint within 90 days of occurrence 

 - Know the company policy against sexual harassment 

 - Keep in mind the consequences of violating the policy 

 
- Remember that Sexual Harassment is a crime punishable under law in India 

and most other countries 

 - Know whom to contact 

 
- Pleading ignorance about the law or the policy cannot be the basis of a valid 

defence 

 

Expectations 

from You as 

Managers: 

- Treat every complaint with care 

 
- Maintain complete confidentiality – Do not discuss the details of the 

complaint or that it has been raised with other colleagues 

 - Inform a member of ICC as soon as possible. 

 - Lend an ear, but do not investigate or try to resolve 

 - Encourage the complainant to speak to a member ICC 

 - Cooperate with investigation of the complaint 

 

If you experience 

harassment: 
- Talk or write to ICC 

 
- Cooperate with the investigation process of the complaint with the 

Committee 

 
- Maintain confidentiality – Do not discuss the incident with colleagues or 

anyone in the organization. 

 
- Maintain evidence – mail, photographs, gifts received, SMS etc. Also 

maintain any medical or other expenses incurred by the employee 

 

  



 

 

Disciplinary 

Actions: 

- In case any such conduct amounts to a specific offence under the Indian 

Penal Code or under any other law, the Organization shall initiate 

appropriate action in accordance with the law by lodging a complaint with 

the appropriate authority (including the Department of Labour and the 

Indian Police) 

 

- Violation of POSH policy can include : 

 

Matrix Description - Disciplinary Action as below: 

 

o Minor- Warning, Written apology 

o Moderate- Extension of Probation, No Compensation/ 

Increments/Promotion/Performance Bonus/Incentives, undergoing 

counselling session or carrying out community service, transfer from 

present location 

o location c) Stringent- Monetary Compensation or deduction from the 

salary of the respondent or issue direction for payment; such sum as it 

may consider appropriate to be paid to the aggrieved person or to their 

legal heirs, as it may determine Suspension of employment, Termination 

of employment, Legal action under Criminal Code Such action shall be 

taken within 60 days of the receipt of the report. 

 

- The content of the complaint, the identity and addresses of the aggrieved 

employee, respondent and witnesses, any information relating to 

conciliation and inquiry proceedings, and recommendations of the 

Complaints and Review Committee and the action taken shall not be 

published, communicated or made known to the public, press and media in 

any manner. 

 

- All complaints/ grievances of sexual harassment will be taken seriously, will 

be held in strict confidence and will be investigated promptly in an impartial 

manner. 

 

- For the purpose of completing the investigation, key witnesses or other 

stakeholders may be required to be taken into confidence at the strict 

discretion of the ICC 

 

 

Validity: 

- The Organization reserves the right to make any changes to the policy at any 

time, in consistency with the Government of India regulations to the effect. 

However, such amendments or modifications will require to be 

communicated in writing to all employees of the Organization at the time of 

their induction into policy. 

 

Any exception to this policy will be subject to approval from CHRO & CEO. 
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