POLICY ON PREVENTION OF SEXUAL HARASSMENT AT WORKPLACE
I. INTRODUCTION
Sri Havisha Hospitality and Infrastructure Limited recognises the right of every employee and
volunteer to be able to attend work and to perform their duties without being subjected to
any form of sexual harassment. It is the obligation and responsibility of every employee and
volunteer to ensure that the workplace is free from sexual harassment.

II. COMMITMENT:
Our Company is committed to providing work environment that ensures every employee is
treated with dignity and respect and afforded equitable treatment. The Company is also
committed to promoting a work environment that is conducive to the professional growth
of its 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
employees are not subjected to any form of harassment.

III. SCOPE:
This policy applies to all employees (full‐time, part‐time, trainees and those on contractual
assignments) of the Company including all subsidiaries and affiliated companies at their
workplace or at client sites. The Company will not tolerate sexual harassment, if engaged in
by clients or by suppliers or any other business associates. The workplace includes:
1. All offices or other premises where the Company’s business is conducted.
2. All company‐related activities performed at any other site away from the Company’s
premises.
3. Any social, business or other functions where the conduct or comments may have an
adverse impact on the workplace or workplace relations.

IV. DEFINITION OF SEXUAL HARASSMENT:
Sexual harassment may be one or a series of incidents involving unsolicited and unwelcome
sexual advances, requests for sexual favours, or any other verbal or physical conduct of sexual
nature. Sexual Harassment at the workplace includes:
1. unwelcome sexual advances (verbal, written or physical),
2. demand or request for sexual favours,
3. any other type of sexually‐oriented conduct,

4. verbal abuse or ‘joking’ that is sex‐oriented,
5. any conduct that has the purpose or the effect of interfering with an individual’s work
performance or creating an intimidating, hostile or offensive work environment and/or
submission to such conduct is either an explicit or implicit term or condition of employment
and /or submission or rejection of the conduct is used as a basis for making employment
decisions.
Inappropriate conduct could also be a joke, a prank or even a compliment. These gestures
also lead to harassment although the intention of the individual might not be to offend the
other person.

V. OBJECTIVES:
The Company will not tolerate sexual harassment under any circumstances. Responsibility lies
with every Manager, Supervisor and employee/volunteer to ensure that sexual harassment
does not occur.
Both federal and state Equal Employment Opportunity legislation provide that sexual
harassment is unlawful and establish minimum standards of behaviour for all employees.
This policy applies to conduct that takes place in any work‐related context, including
conferences, work functions, social events and business trips. A breach of this policy will result
in disciplinary action, up to and including termination of employment.
The Company strongly encourages any employee who feels that they have been sexually
harassed to take immediate action. If an employee or volunteer feels comfortable in doing so,
it is preferable to raise the issue with the person directly with a view to resolving the issue by
discussion. The employee or volunteer should identify the harassing behaviour, explain that
the behaviour is unwelcome and offensive and ask that the behaviour stops. Alternatively, or
in addition, they may report the behaviour in accordance with the relevant procedure.
Once a report is made the organisation has the right to determine how the report should be
dealt with in accordance with its obligations and this policy. Any reports of sexual harassment
will be treated seriously and promptly with sensitivity. Such reports will be treated as
completely confidential up to the point where a formal or informal complaint is lodged against
a particular person, at which point that person must be notified under the rules of natural
justice.
Complainants have the right to determine how to have a complaint treated, to have support
or representation throughout the process, and the option to discontinue a complaint at any
stage of the process. The alleged harasser also has the right to have support or representation
during any investigation, as well as the right to respond fully to any formal allegations made.
There will be no presumptions of guilt and no determination made until a

full investigation has been completed. No employee or volunteer will be treated unfairly as
a result of rejecting unwanted advances. Disciplinary action may be taken against anyone who
victimises or retaliates against a person who has complained of sexual harassment, or against
any employee or volunteer who has been alleged to be a harasser. All employeesand
volunteers have the right to seek the assistance of the relevant tribunal or legislative body to
assist them in the resolution of any concerns. Managers or Supervisors who fail to take
appropriate corrective action when aware of harassment of a person will be subject to
disciplinary action.

VI. COMPLAINTS PROCEDURE
Anyone who is subject to sexual harassment should, if possible, inform the alleged harasser
that the conduct is unwanted and unwelcome. Sri Havisha Hospitality and Infrastructure
Limited recognises that sexual harassment may occur in unequal relationships (i.e. between
a supervisor and his/her employee) and that it may not be possible for the victim to inform
the alleged harasser.
If a victim cannot directly approach an alleged harasser, he/she can approach one of the
designated staff members responsible for receiving complaints of sexual harassment. This
person could be another supervisor, a member of the human resources department, etc.
Individuals should report complaints of conduct believed to violate Company's sexual
harassment policy according to the policy's complaint procedures. To initiate a formal
investigation into an alleged violation of this policy, employees may be asked to provide a
written statement about the alleged misconduct to the HR head. Complaints should be
submitted as soon as possible after an incident has occurred. The HR head may assist the
complainant in completing the statement. To ensure the prompt and thorough investigation
of a sexual harassment complaint, the complainant should provide as much of the following
Information as is possible:
1. The name, department and position of the person or persons allegedly causing the
harassment.
2. A description of the incident(s), including the date(s), location(s) and the presence of any
witnesses.
3. The effect of the incident(s) on the complainant's ability to perform his or her job, or on
other terms or conditions of his or her employment.
4. The names of other individuals who might have been subject to the same or similar
harassment.
5. What, if any, steps the complainant has taken to try to stop the harassment.
6. Any other information the complainant believes to be relevant to the harassment
complaint.

Complaint Resolution Procedures
When a designated person receives a complaint of sexual harassment, he/she will:
immediately record the dates, times and facts of the incident(s)
 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
 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 keep a confidential
record of all discussions
 respect the choice of the victim
 ensure that the victim knows that they can lodge the complaint outside of the company
 through the relevant country/legal framework

VII. DISCIPLINE
Employees who violate this policy are subject to appropriate discipline. If an investigation
results in a finding that this policy has been violated, the mandatory minimum discipline is a
written reprimand. The discipline for very serious or repeat violations is termination of
employment. Persons who violate this policy may also be subject to civil damages or criminal
penalties.

VIII. CONFIDENTIALITY
All inquiries, complaints and investigations are treated confidentially. Information is revealed strictly
on a need‐to‐know basis. Information contained in a formal complaint is kept as confidential as
possible.
However, the identity of the complainant is usually revealed to the respondent and witnesses. The
designated person takes adequate steps to ensure that the complainant is protected from retaliation
during the period of the investigation. All information pertaining to a sexual harassment complaint or
investigation is maintained by the HR head in secure files. The HR head can answer any questions
relating to the procedures for handling information related to sexual harassment complaints and
investigations to complainants and respondents.

IX. IMPLEMENTATION OF THIS POLICY
Sri Havisha Hospitality and Infrastructure 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. Every year, Sri Havisha
Hospitality and Infrastructure Limited will require all employees to attend a refresher training course
on the content of this policy. It is the responsibility of every manager to ensure that all his/her
employees are aware of the policy.

X. MONITORING AND EVALUATION
Sri Havisha Hospitality and Infrastructure Limited recognises 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. 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.

XI. CONCLUSION
In conclusion, the Company reiterates its commitment to providing its employees, a workplace free
from harassment/ discrimination and where every employee is treated with dignity and respect.

