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Hindusthan Microfinance Pvt. Ltd. 
 

POLICY ON PREVENTION OF SEXUAL HARASSMENT AT WORKPLACE 

 
  
 
I. COMMITMENT:  
  
HMPL 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.  
  
II. 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.  
  
III. 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 may occur not only where a person uses sexual behavior to control, influence 
or affect the career, salary or job of another person, but also between co-workers. It may also 
occur between a HMPL employee and someone that employee deals with in the course of his/her 
work who is not employed by the Company.  
“Sexual Harassment” includes any one or more of the following unwelcome acts or behavior 
(whether directly or by implication):  
 
a) 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 namely: 
 
i. Physical contact and advances; 
ii. Demand or request for sexual favors; 
iii. Sexually colored remarks or remarks of a sexual nature about a person's clothing or body;  
iv. Showing pornography, making or posting sexual pranks, sexual teasing, sexual jokes, sexually 
demeaning or offensive pictures, cartoons or other materials through email, SMS, MMS etc.; 
v. Repeatedly asking to socialize during off-duty hours or continued expressions of sexual 
interest against a person’s wishes; 
vi. Giving gifts or leaving objects that are sexually suggestive; 
vii. Eve teasing, innuendos and taunts, physical confinement against one’s will or any such act 
likely to intrude upon one’s privacy; 
viii. Persistent watching, following, contacting of a person; and ix. Any other unwelcome physical, 
verbal or non-verbal conduct of sexual nature. 
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b) The following circumstances if it occurs or is present in relation to any sexually determined 
act or behavior amount to sexual harassment :  
• Implied or explicit promise of preferential treatment in employment;   
• Implied or explicit threat of detrimental treatment in employment;  
• Implied or explicit threat about the present or future employment status;  
• Interference with the person’s work or creating an intimidating or offensive or hostile work 
environment; or   
• Humiliating treatment likely to affect her health or safety.  
  
  
IV. RESPONSIBILITIES REGARDING SEXUAL HARASSMENT:  
  
All employees of the Company have a personal responsibility to ensure that their behavior is not 
contrary to this policy.  
All employees are encouraged to reinforce the maintenance of a work environment free from 
sexual harassment.  
  
V. REDRESSAL MECHANISM:  
  
An appropriate complaint mechanism in the form of “Complaints Committee” has been created in 
the Company for time-bound redressal of the complaint made by the victim.   
 
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.   
  
VI. COMPLAINTS COMMITTEE:  
  
The Company has instituted a Complaints Committee for redressal of sexual harassment 
complaint (made by the victim) and for ensuring time bound treatment of such complaints.  
  
Initially, and till further notice, the Complaints Committee will comprise of the following four 
members:  
1. Presiding Officer: Woman employee at the Senior level in the Organisation 
2. Two Members amongst the employees. 
3. One External member, familiar with issues relating to sexual harassment 
4. At least one half of the total members is women  
  
The Presiding Officer reserves the right to nominate more members of appropriate seniority and 
rank in the committee to conduct such enquiries to ensure equal representation of the gender as 
that of the complainant or for any other valid reason.  
  
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.  
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VII. PROCEDURES FOR RESOLUTION, SETTLEMENT OR PROSECUTION OF ACTS OF SEXUAL 
HARASSMENT:  
 
The Company is committed to providing a supportive environment to resolve concerns of sexual 
harassment as under:  
  
A. Receiving a Complaint (Guidelines) : 
 
Dealing with incidents of harassment is not like any other type of dispute. Complainants may be 
embarrassed and distressed and it requires tact and discretion while receiving the complaint. 
   
The following points are kept in mind by the receiver of the complaint:  
* Complaint are listened to and the complainant informed that the Company takes the concerns 
seriously. Complainant is informed that these concerns will be reported to the appropriate 
committee and follow up will be done speedily. 
* Situation are not be pre-judged. Written notes are taken while listening to the person. 
Complainant is allowed to bring another person to the meeting if they wish. When taking 
accurate notes, complainants own words, where possible, is used. Clear description of the 
incident in simple and direct terms is prepared and details are confirmed with the complainant.   
* All notes are kept strictly confidential. Complainant’s agreement is taken to allow proceeding 
with the matter, which involves a formal investigation.  
* The complainant is advised that although the process is confidential, the respondent needs to 
be informed and any witnesses and persons directly involved in the complaint process will also 
learn of the complainant’s identity  
* Care is taken to prevent any disadvantage to or victimization of either the complainant or the 
respondent   
 
B. Informal Resolution Options : 
 
Once the complaint is received, before initiating the inquiry the committee may take steps to 
conciliate the complaint between the complainant and the respondent. This is only if requested 
by the aggrieved Employee.  
It is made clear to all parties that conciliation in itself doesn’t necessarily mean acceptance of 
complaint by the respondent. It is a practical mechanism through which issues are resolved or 
misunderstandings cleared.   In case a settlement is arrived at, the committee records & reports 
the same to the employer for taking appropriate action. Resolution through conciliation happens 
within 2 weeks of receipt of complaint.  
The committee provides copies of the settlement to complainant & respondent. Once the action is 
implemented, no further inquiry is conducted  
  
C. Resolution procedure through formal inquiry  
 
Conducting Inquiry  
The committee initiates inquiry in the following cases:  
  
• No conciliation is requested by aggrieved Employee 
• Conciliation has not resulted in any settlement  
• Complainant informs the committee that any term or condition of the settlement arrived 
through conciliation, has not been complied with by respondent   
 
The complaint shall have to be in writing and can be in form of a letter, submitted within 3 
months from the date of the incident and in case of a series of incidents, within a period of 3 
months from the date of the last incident. The Complaints Committee can extend the timeline for 
filing the complaint, for reasons to be recorded in writing, by a period of 3 months. Alternately, 
the employee can send complaint through an email. The employee is required to disclose their 
name, department, division and location they are working in, to enable the Presiding Officer to 
contact them and take the matter forward. Complaint against any member of the Complaints 
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Committee or employee in Strategic Job Responsibility Band (or equivalent) and above should be 
sent directly to the CMD of the Company.  
  
2. The Presiding Officer of the Complaints Committee will proceed to determine whether the 
allegations (assuming them to be true only for the purpose of this determination) made in the 
complaint fall under the purview of Sexual Harassment, preferably within 30 days from receipt of 
the complaint.   
In the event, the allegation does not fall under the purview of Sexual Harassment or the allegation 
does not constitute an offence of Sexual Harassment, the Presiding Officer will record this finding 
with reasons, and communicate the same to the complainant.  
  
3. If the Presiding Officer of the Complaints Committee determines that the allegations constitute 
an act of sexual harassment, he/ she will proceed to investigate the allegation with the assistance 
of the Complaints Committee.    
  
4. Where such conduct, on the part of the accused, amounts to a specific offence under the law, 
the Company shall initiate appropriate action in accordance with law by making a complaint with 
the appropriate authority.  
  
5. The Complaints Committee shall conduct such investigations in a timely manner and shall 
submit a written report containing the findings and recommendations on action to be taken to 
the CMD or any other person authorized at the same level appointed by the Company as soon as 
practically possible and in any case, not later than 90 days from the date of receipt of the 
complaint. The CMD, Head- HR jointly take decision on the corrective action based on the 
recommendations of the Complaints Committee and keep the complainant informed of the same.  
  
Corrective action may include any of the following:  
 
a. Formal apology  
b. Counselling  
c. Written warning to the perpetrator and a copy of it maintained in the employee’s file.  
d. Change of work assignment / transfer for either the perpetrator or the victim.  
e. Suspension or termination of services of the employee found guilty of the offence  
  
6. Where the committee arrives at the conclusion that the allegation against the respondent is 
malicious or the aggrieved employee 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.  
    
  
VIII. CONFIDENTIALITY: 
 
The Company understands that it is difficult for the victim to come forward with a complaint of 
sexual harassment and recognizes the victim’s interest in keeping the matter confidential. To 
protect the interests of the victim, the accused person and others who may report incidents of 
sexual harassment, confidentiality will be maintained throughout the investigatory process to the 
extent practicable and appropriate under the circumstances.  
  
IX. 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.  
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X. PROTECTION TO COMPLAINANT / VICTIM: 
 
 The Company is committed to ensuring that no employee who brings forward a harassment 
concern is subject to any form of reprisal. Any reprisal will be subject to disciplinary action.  
  
The Company will ensure that the victim or witnesses are not victimized or discriminated against 
while dealing with complaints of sexual harassment.  
  
However, anyone who abuses the procedure (for example, by maliciously putting an allegation 
knowing it to be untrue) will be subject to disciplinary action.  
  
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.  
  
  
  
Prescribed Form A (Internal Committee Constitution Form) 

Company Name  Hindusthan Microfinance Private Limited 
Company Address 704-705 Sagar Tech Plaza, B Wing, Sakinaka Junction, Andheri Kurla 

Road, Andheri E, Mumbai- 400 072 
Company Contact Number and E-Mail 022-28593910 , hrhelpdesk.hindusthan@gmail.com 

Contact Person Name and Mobile 
Number 

Satish Rao , 9820292898 

 

N
o 

Post of 
Committee 
Members 

Employee 
Name 

Surname 
Mobile 

Number 
E-mail id 

 1 
Presiding 
Officer 

 Mrs. Sudha Maurya 9768338125 sudham.hindusthan@gmail.com  

 2 Member  Mrs. Sujata Jadhav 9820708910  sujatajadhav.hindusthan@gmail.com 

 3 Member Ms. Jyoti  Katariya 9004874159 Jyotikatariya.hindusthan@gmail.com 

4 Member  Mr. Ganesh  Hankare 9867608237 ganesh.hankare@hindusthanmfi.com  

 5 
External 
Member 

 Mrs. Sandhya Sondhi 9821070734 sandhyasondhiassociates@hotmail.com 

 
 
 
 
 


