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extraction/social origin /caste; Religion; Health status, including HIV status; Disability; Sexual orientation 

In the event of a policy change, employees will be notified. Any such action shall apply to existing as well 
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Policy Against Sexual Harassment at Work Place (POSH) 
 

 
1. OBJECTIVE  

Arohan Financial Services Limited (hereinafter referred to as the “Company”/ “Arohan”) is an equal 
opportunity employer and strives to maintain a harassment free environment without discrimination 
based on race, caste, religion, color, ancestry, marital status, gender, sexual orientation, age, 
nationality, ethnic origin or disability, as the case may be. 

Arohan strives to provide a professional work environment free of sexual harassment, exploitation and 
intimidation. Where sexual harassment is found to have occurred the Company will promptly act to 
stop the harassment, prevent its recurrence and/or take any other steps that it deems appropriate 
against those responsible. 

Arohan adopts zero tolerance against any kind of sexual harassment or discrimination and thus 
prevents, prohibits and punishes any form of sexual harassment at the workplace, irrespective of 
gender of the employee. 
 
2. SCOPE 

The Prevention of Sexual Harassment at Work place (POSH) Policy is applicable to all employees 

employed for any work on behalf of Arohan on regular, temporary, ad-hoc or daily wage basis including 

contract workers, probationers, trainees or apprentices working for remuneration or on a voluntary 

basis irrespective of the nature, terms and location of employment. It also extends to visitors, guests, 

vendors and customers of the Company in any of its premises or outside. 

 
3. THE ACT AND RULES 
This policy has been framed in accordance with the provisions of “Sexual Harassment of Women at 
Workplace (Prevention, Prohibition and Redressal) Act, 2013” of India (hereinafter referred to as the 
“Act”) and existing rules framed thereunder namely the “Sexual Harassment of Women at 
Workplace (Prevention, Prohibition and Redressal) Rules, 2013 (hereinafter referred to as the 
“Rules”). 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 Rules. This policy does not prevent 
any aggrieved person from taking recourse to the law of the land. 
 
4. DEFINITIONS 
4.1. Aggrieved Person: Any person subjected to or reporting an incident of disrespectful behavior 

and/or sexual harassment 
4.2. Complainant: Any aggrieved individual or a representative of the same (if an aggrieved 

individual is unable to make a complaint on account of his/her physical or mental incapacity or 
death or otherwise) 

4.3. Respondent: Any person against whom a complaint of alleged sexual harassment has been 
made 

4.4. Employee: 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 as 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. 

4.5. Employer: The person responsible for the management, supervision and control of the 
workplace including appointment/removal/termination of employees. This will include the 
Head, Human Resource and the Managing Director of Arohan. 
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5. WHAT CONSTITUTES SEXUAL HARASSMENT ? 

Sexual harassment includes any one or more of the following unwelcome acts or behavior, whether 

directly or by implication: 

5.1. Any unwelcome sexually determined behavior, or pattern of conduct, that would cause 

discomfort and/or humiliate a person at whom the behavior or conduct was directed. This 

could include one or more of the following: 

a. Unwelcome sexual advances involving verbal, non-verbal, or physical conduct, implicit 
or explicit 

b. Physical contact and advances including (but not limited to) touching, stalking, 

sounds which have explicit and/or implicit sexual connotation/overtones, 

molestation 

c. Teasing, Voyeurism, innuendos and taunts with implicit sexual connotation, physical 
confinement and 

/or touching against one’s will 

d. Demand or request for sexual favours 

e. Sexually colored remarks or remarks of a sexual nature about a person's clothing or 
body 

f. Display of pictures, signs etc. with sexual nature/ connotation/ overtones in the 

work area and work- related areas 

g. Showing pornography, making or posting vulgar / indecent / sexual pranks, teasing, 

jokes, demeaning or offensive pictures, cartoons or other materials through email, 

SMS, MMS, gestures etc. 

h. Repeatedly asking to socialize during off-duty hours or continued expressions of 

sexual interest against a person’s wishes 

i. Giving gifts or leaving objects that are sexually suggestive 

j. Eve-teasing, innuendos and taunts, physical confinement against one’s will or any 

such act likely to intrude upon one’s privacy; and stalking. 

k. Any other unwelcome physical, verbal or non-verbal conduct of sexual nature. 

 

5.2. The following circumstances if it occurs or is present in relation to any sexually determined 

act or behavior amount to sexual harassment: 

a. Implied or explicit promise of preferential treatment in employment 

b. Implied or explicit threat of detrimental treatment in employment 

c. Implied or explicit threat about the present or future employment status 

d. Interference with the person’s work or creating an intimidating or offensive 

or hostile work environment 

e. Humiliating treatment likely to affect health or safety of an individual(s). 

5.3. An alleged act of sexual harassment committed during or outside of office hours falls under the 

purview of this policy. Further, it is important to note that whether harassment has occurred 

or not does not depend on the intention of the people but on the experience of the aggrieved 

employee. 

5.4. Sexual harassment can involve a series of incidents or it can be a one-off occurrence. 
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6. WHERE CAN SEXUAL HARASSMENT TAKE PLACE ? 
Sexual harassment can take place at your workplace, which could be any of the following: 

a. Establishments, enterprises, institutions, offices, branches, premises, locations or units 

established, owned and controlled by the Company 

b. All offices or other premises where the Company’s business is conducted 

c. All Company related activities performed at any other site away from the Company’s premises 

d. Any place visited by the Employee during the course of employment including centers 

and customer’s residence/ place of work 

e. Any social, business or other functions where employees socialize during or after work 

hours or any event where employees are together in their professional capacity 

f. 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 

g. Staff quarter, residential accommodation which is provided by Arohan. 

h. Any place from which an employee is conducting official business, including work-from-home 
situations. 

 

7. WHO CAN RAISE A COMPLAINT ? 

7.1. Any aggrieved employee may make, in writing, a complaint of sexual harassment at workplace 

to the Internal Committee within a period of 3 months from the date of incident and in case of 

a series of incidents, within a period of three months from the date of last incident. The 

Internal Committee may extend the time frame by another three months, by recording the 

reasons for the delay of lodging complaint, if convinced - The complainant is to give the 

explanation as to why the complainant could not approach the Internal Committee within the 

statutory period of three months from the date of the incident. The onus is on the 

complainant to give a cogent reason for not approaching the Internal Committee within 3 

months. 

7.2. If a complaint cannot be made in writing, the Presiding Officer or any Member of the Internal 

Committee shall render all reasonable assistance to the aggrieved for making the complaint 

in writing. 

7.3. If the aggrieved individual is unable to make a complaint on account of her physical/ mental 

incapacity or death or otherwise, her legal heir or such other person as may be prescribed 

may raise a complaint. 

 
8. HOW TO RAISE A COMPLAINT ? 

8.1. An aggrieved may contact in person or over telephone or email any member of the Internal 

Committee. This has to be followed up by a written complaint for the same. The Internal 

Committee will extend all necessary assistance to enable the aggrieved woman employee to 

raise her complaint in a confidential manner. 

8.2. Contact details of the POSH Helpline and the members of the Internal Complaints Committee 

as displayed in all offices of Arohan in a prominent and easily accessible space. 

 

9. RESPONSIBILITY OF EMPLOYEE 

It is the employee's responsibility to: 

9.1. Tell the accused that his/her behaviour is unwelcome and ask him/her to stop immediately. 

If, after asking the accused to stop his/her behaviour, the harassment continues, report the 

abuse to the Internal Committee immediately. 



 
 

For Internal use only                                                            5 
 

9.2. Keep a record of incidents (dates, times, locations, possible witness, what happened, your 

response). It is not mandatory to have a record of events to file a complaint, but a record can 

strengthen your case and help you remember. 

9.3. Maintain the details over time, in case the complaint is not filed immediately. 

9.4. File a complaint as soon as possible. 

9.5. Employees should avoid such discussions in any kind of open forums i.e. (Party, Get-togethers 

etc.) and help the organization in maintaining confidentiality. 

 

10. RESPONSIBILITY OF EMPLOYER 

It is the Company’s responsibility to: 
a. Provide a safe working environment at the workplace 

b. Have POSH posters in all premises of the organization across locations, displayed at any 
conspicuous place in the workplace 

c. Communicate the POSH Policy to all employees from time to time 

d. Provide POSH training as a part of ACOC to all new joiners and inductees 

e. Organize workshops and awareness programs at regular intervals for sensitizing employees 

f. Organize orientation programs for the members of the Internal Committees to 
update & renew their competencies 

g. Provide necessary facilities to the Internal Committee for dealing with the complaint and 
conducting an inquiry 

h. Assist in securing the attendance of respondent and witnesses before the Internal Committee 

i. Make available any information to the Internal Committee as it may require with regards to a 
complaint made 

j. Provide assistance to the complainant if he/she so chooses to file a complaint in relation to 
the offence under the Bharatiya Nyay Sanhita (BNS) or any other law for the time being in 
force. 

k. Initiate action under the Bharatiya Nyay Sanhita (BNS) or any other law for the time being in 
force, against the perpetrator, or if the aggrieved employee so desires, where the 
perpetrator is not an employee, in the workplace at which the incident of sexual harassment 
took place 

l. Treat sexual harassment as a misconduct under the Arohan Code of Conduct and initiate 
action for such misconduct 

m. Monitor timely submission of reports by the Internal Committee. 

n. The Human Resource (HR) department will be responsible for implementation of the IC’s 
recommendations, with the support of senior members of the Management. 

 

11. CONSTITUTION AND ROLE OF INTERNAL COMPLAINTS COMMITTEE 

For the purpose of conducting an inquiry the Internal Committee shall have the same powers as are 
vested in a civil court under the Code of Civil Procedure, 1908 when trying a suit namely: 

1. Summoning and enforcing the attendance of any person and examining him/her under oath 
2. Requiring the discovery and production of documents and any other relevant material, and 
3. Any other matter which may be prescribed 

 

 

 



 
 

For Internal use only                                                            6 
 

 

11.1. The Internal Complaints Committee shall be constituted at each location where the offices or 
administrative units of Arohan are located. Each locational Internal Complaints Committee 
shall conduct relevant investigations and perform POSH trainings as required under the 
purview of the Central ICC based out the Head Office in Kolkata. The details of the committee 
will be notified to all covered persons at the location. 

11.2. The Internal Committee shall consist of the following members to be nominated by Arohan: 
i. A Presiding Officer shall be a woman employed at a senior level at workplace from 

amongst the employees, preferably committed to or with experience in social work 
or/and with legal knowledge/background 

ii. Not less than two members from amongst employees, preferably committed to the 

cause of women or who have had experience in social work or have legal knowledge 

iii. One external member from amongst non-governmental organizations or associations 

committed to the cause of women or a person familiar with the issues relating to sexual 

harassment. This member shall be paid fees or allowances for holding the proceedings of 

the Internal Committee, as agreed in advance. 

11.3. Other considerations: 
11.3.1. The Committee shall comprise of at least 4 members and at least one-half of the 

total members of the Committee shall be women and there should be 
representation of both genders. 

11.3.2. The Presiding Officer and every member of the Internal Committee shall hold office 
for a period not exceeding three years, from the date of their nomination as 
specified by Arohan. 

11.3.3. A Presiding Officer or Member of the Internal Committee may be removed from the 
Committee in the following cases: 

i. Contravenes the provisions of section 16 of the POSH Act and made public 

any information related to an inquiry 

ii. Convicted for an offence or an enquiry into an offence under any law 

iii. Found guilty in any disciplinary proceedings or a disciplinary proceeding is 
pending against him/her 

iv. Has abused his/her position 
11.3.4. During the inquiry, a minimum of 3 members including the Chairperson shall be 

present. 
11.3.5. In case of a complaint against any person currently serving as a member in the IC the 

member will be replaced for the duration of the case with another suitable 
representative as decided by the Human Resource department. 
 

12. COMPLAINTS REDRESSAL PROCESS 
12.1. Conciliation 

12.1.1. The Internal Committee may, before initiating an inquiry and at the request of the 
complainant, take steps to settle the matter between her and the respondent 
through conciliation. This shall not- involve any monetary settlement in the process. 

12.1.2. If a settlement has been arrived at, the Internal Committee shall record the 
settlement and forward the same to the Employer. 

12.1.3. The Internal Committee shall provide copies of the settlement as recorded to the 
complainant and the respondent. 

12.1.4. If a settlement is arrived at, no further inquiry shall be conducted by the Internal 
Committee. 
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12.2. Inquiry into Complaint 
In case where a settlement is not feasible or could not be arrived at through conciliation as 
mentioned above, the Internal Committee shall proceed to make an inquiry into the complaint. 
Additionally, an inquiry may also be initiated if the aggrieved person informs the Internal Committee 
that any terms of settlement has not been complied with by the respondent. 

12.2.1. The Internal Committee within seven working days of receiving the complaint shall 
forward one copy of the same to the respondent for obtaining a written response. 

12.2.2. The respondent must file his/her reply to the complaint along with list of 
supporting documents, names and addresses of witnesses within four working 
days of receiving the complaint. 

12.2.3. The Internal Committee shall consider the reply from the respondent and initiate 
an inquiry. The complainant or the respondent to the complaint shall not be 
allowed to bring any legal practitioner to represent them at any stage of the 
proceedings before the Internal Committee. 

12.2.4. In the event of failure to attend personal hearing before Internal Committee by 
the complainant or the respondent on three consecutive dates (intimated in 
advance) without sufficient cause, the Internal Committee shall have the right to 
terminate the inquiry proceedings or give an ex-parte decision. However, the 
Internal Committee shall serve a notice in writing to the party (ies), fifteen days in 
advance, before such termination or the ex-parte order. 

12.2.5. The inquiry process shall be completed maximum within the period of ninety days 
from the date of receipt of the complaint. 

12.3. Interim Relief 
12.3.1. During the pendency of an inquiry, on a written request made by the complainant the 

Internal Committee may recommend to the employer any of the following: 
i. Transfer the aggrieved employee or the respondent to any other workplace 

ii. Grant leave to the aggrieved employee up to a period of three months 
iii. Grant such other relief to the aggrieved employee as may be appropriate 
iv. Restraint the respondent from reporting on the work performance of the 

complainant 
12.3.2. The leave granted to the aggrieved employee under this section shall be in addition to 

the leave he/she would be otherwise entitled to. 
 

12.4. INQUIRY REPORT 
12.4.1. On the completion of an inquiry the Internal Committee shall provide a report of its 

findings to the employer within a period of ten days from the date of completion of 
the inquiry. 

12.4.2. Where the Internal Committee arrives at the conclusion that the allegation against 
the respondent has not been proved, it shall recommend to the employer that no 
action is required to be taken in the matter. 

12.4.3. Where the lnternal Committee arrives at the conclusion that the allegation against 
the respondent has been proved, it shall recommend to the employer to take suitable 
disciplinary action under the process defined under this policy. Examples of actions 
include, but are not limited to: 

i. Written warning with a suggestion of attending counselling 

ii. Provide written apology to the aggrieved party 
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iii. Demotion 

iv. Suspension 

v. Termination 

vi. Denial of promotions 

vii. Denial of benefits 

viii. Deduction from the salary or wages of the guilty employee such sum as it may 
consider appropriate 

12.4.4. The employer shall act upon the recommendations within thirty days of its receipt. 

 

12.5. Punishment for false or malicious complaint and false or missing evidence 

12.5.1. Where the Internal Committee arrives at a conclusion that: 
i. The allegation against the respondent is malicious, or 

ii. The complainant has made the complaint knowing it to be false or 
iii. The complainant has produced any forged or misleading evidences 

it may recommend to the employer to take appropriate action against complainant. 
 

Please note that a mere inability to substantiate a complaint or provide adequate proof will not 
fall under this clause. The malicious intent on part of the complainant shall be established only after 
an inquiry in accordance with the procedure prescribed above. 

 

12.5.2. Where the lnternal Committee arrives at a conclusion that during the inquiry any 
witness has given false evidence or produced any forged or misleading evidences, it 
may recommend to the employer to take appropriate action. 

12.5.3. Concealing/destroying of any evidence relating to the complaint attracts proceeding 
and appropriate penalty as per the Service Rules. 
 

12.6. Determination of Compensation 

For the purpose of determining the sums to be paid to the aggrieved employee under, the Internal 
Committee shall consider - 

a. Mental trauma, pain, suffering and emotional distress caused to the aggrieved employee 
b. Loss in career opportunities due to the incident of sexual harassment 
c. Medical expenses incurred by the victim for physical or psychiatric treatment 
d. Income and financial status of the respondent 
e. Feasibility of agreed payment in lump sum or in instalments. 

 
12.7. Prohibition of publication or making known contents of complaint and inquiry proceedings 

12.7.1. Any person including Internal Committee Members are prohibited from publishing, 
communicating or making known to the public, press and media in any manner, 
contents of the complaint, the identity and addresses of the aggrieved person(s), 
respondent(s) and witnesses, any information relating to conciliation and inquiry 
proceedings, or recommendations of the IC during the proceedings under the 
provisions of the Act. Any violation of this shall lead to applicable disciplinary actions. 

12.7.2. Information may be disseminated without disclosing the name, address, identity or any 
other particulars which may lead to the identification of the aggrieved person(s), 
respondent(s) and witnesses. 
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12.8. Appeal 
12.8.1. Any person aggrieved from the recommendations or non-implementation of such 

recommendations may prefer an appeal to the court or tribunal. 
12.8.2. The appeal shall be preferred within a period of ninety days of the 

recommendations. 
 

12.9. Annual Report 
The Internal Committee shall in each calendar year prepare an annual report and submit the same 
to the employer. The employer shall include in its annual report the number of cases filed, if any, 
and their disposal. 

 
13. CONFIDENTIALITY AND PROTECTION 
Arohan recognizes that confidentiality is the most important factor of any effective implementation 
of this policy. As such, any Arohan staff member who discloses a potential incident should be fully 
confident that their identity will be protected to the best of Arohan’s ability from all parties except 
the Complaints and Investigation Officers. Therefore, any reports made under this policy are fully 
protected disclosures. 
It is Arohan’s goal that any employee who raises such issues will not be subject to prejudice, 
victimization or any form of professional bias as a result of their report. However, should any 
incidents of victimization occur, Arohan will take every effort to protect the physical and emotional 
safety of the employee. Should an internal investigation or legal action results from an employee’s 
protected disclosure, they may be obliged to act as a witness in those proceedings which may cause 
a break in confidentiality. 

 
14. MANAGEMENT OF DISCLOSURES 
The management of the protected disclosures, including all paperwork and file maintenance will fall 
with the Internal Committee. In the interest of privacy, these files – both electronic and physical – 
should not be visible to external sources. 

 
15. AMENDMENT 
Arohan reserves its right to amend or modify this policy in part or wholly and will be communicated 
to Arohan’s employees. 

 


