
    
 

 

 

CAPITAL FINSERVE LIMITED 

 
Policy on Prohibition, Prevention and Redressal of Sexual Harassment 

of Women at workplace 
Introduction 
 
This policy has been framed in accordance with the provisions of “The Sexual Harassment of 
Women at Workplace (Prevention, Prohibition and Redressal) Act, 2013” and rules framed 
thereunder (hereinafter “the Act”). 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 
provisions of the Act shall prevail. 
Capital Finserve Limited (the Company) is committed to provide a safe environment for all 
its employees free from discrimination on any ground and from harassment at work including 
sexual harassment. The Company will operate a zero tolerance policy for any form of sexual 
harassment in the workplace, treat all incidents seriously and promptly investigate all 
allegations of sexual harassment. Any person found to have sexually harassed another will 
face disciplinary action, up to and including dismissal from employment.  
All complaints of sexual harassment will be taken seriously and treated with respect and in 
confidence. No one will be victimised for making such a complaint. 
 
Sexual harassment  
Sexual harassment is unwelcome conduct of a sexual nature which makes a person feel 
offended, humiliated and/or intimidated. It includes situations where a person is asked to 
engage in sexual activity as a condition of that person’s employment, as well as situations 
which create an environment which is hostile, intimidating or humiliating for the recipient.  
Sexual harassment can involve one or more incidents and actions. Constituting harassment 
may be physical, verbal and non-verbal. Examples of conduct or behaviour which constitute 
sexual harassment include, but are not limited to:- 

 Unwelcome physical contact or inappropriate touching; 

 A demand or request for sexual favours; 

 Making sexually coloured remarks; 

 Showing  pornography; 

 Physical violence, including sexual assault 

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

Capital finserve recognises that sexual harassment may also between Company employee 
and someone that employee deals with in the course of his/her work who is not employed 
by the Company. 
All sexual harassment is prohibited whether it takes place within the company premises or 
outside, including at social events, business trips, training sessions or conferences sponsored 
by the company. 
 
Complaints procedures 
 
Anyone who is subject to sexual harassment should, if possible, inform the alleged harasser 
that the conduct is unwanted and unwelcome. Company 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.  
 
 
 
 
 
 
 



 
Internal Complaints Committee 
 
To prevent instances of sexual harassment and to receive and effectively deal with 
complaints pertaining to the same, an "Internal Complaints Committee" (henceforth known 
as ‘committee’) is constituted at the Company. 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  

Sanctions and disciplinary measures 
 
Anyone who has been found to have sexually harassed another person, in additions to the 
penalties as ordered, may liable to any of the following sanctions: 

 verbal or written warning 

 adverse performance evaluation 

 reduction in wages 

 transfer 

 demotion 

 suspension 

 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. 
 
Malicious Allegations 
Where the committee arrives at the conclusion that the allegation against the respondent is 
malicious or the aggrieved woman or any other person making the complaint has made the 
complaint knowing it to be false or the aggrieved woman or any other person making the 
complaint has produced any forged or misleading document, it may recommend to the 
employer to take action against the woman or the person making the complaint.  
The action recommended should be similar to the ones proposed for the respondent in case 
of substantiated complaints.  
While deciding malicious intent, the committee should consider that mere inability to 
substantiate a complaint need not mean malicious intent. Malicious intent must be clearly 
established through a separate inquiry. 
 
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. 

 
 

 



 

 

 

 

 
 

 

 

 

 

 

 

 

 


