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THE POLICY STATEMENT

Action for Food Production (AFPRO) is committed to providing a safe environment for all its
employees free from discrimination on any ground and from harassment at work including
;Z’rf::slmhaia‘ssment, AFPRO will operate a zero-tolerance policy for any form of sexual
allegatiosg Orlrsx th:u workplace, treat all incidents seriously and promptly investigate :%11
face discipl; U }}arassmem_ Any person found to have sexually harassed another will

1Ciplinary action, up to and including dismissal from employment. All complaints

of sexual ha'ras‘sn)ent will be taken seriously and treated with respect and in confidence. No |
one will be victimised for making such a complaint, |

DEFINITION OF SEXUAL HARASSMENT

S;fxual harassr_n.ent is unwelc_:or?le.conduct of a sexual nature which makes a person feel
o endefl, humlhateq 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 js hostile, intimidating or humiliating for the recipient.
Sexual ham§sment 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, are given below:

Physical conduct ‘
. Upwelcome physical contact including patting, pinching, stroking, kissing, hugging,
fondling, or inappropriate touching
* Physical violence, including sexual assault
* Physical contact, e.g. touching, pinching

* The use of job-related threats or rewards to solicit sexual favours
Verbal conduct

* Comments on a worker’s appearance, age, private life, etc.
Sexual comments, stories and jokes

Sexual Advances

Repeated and unwanted social invitations for dates or physical intimacy
Insults based on the sex of the worker

Condescending or paternalistic remarks

Sending sexually explicit messages (by phone or by email)
Non-verbal conduct

Display of sexually explicit or suggestive material
Sexually suggestive gestures

Whistling

Leering

Anyone can be a victim of sexual harassment, regardless of their sex and of the sex of
the harasser. While AFPRO Policy on Prevention of Sexual Harassment is aligned with
the Protection of women from Sexual Harassment (POSH) Act, 2013 which protects
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izes that sexual
ers is that sexual
duct is directed.
lationships and
e between

women, AFPRO follows gender-neutral approach. AFPRO recogn
harassment may also occur between people of the same sex. What matt
conduct is unwanted and unwelcome by the person against whom con
AFPRO recognises that sexual harassment is a manifestation of power re
often occurs within unequal relationships in the workplace, for exampl
manager or supervisor and employee.

customers, casual workers, contractors or
ded in accordance with this
whether it takes place within
business trips, training sessions

Anyone, including employees of AFPRO, clients,
visitors who sexually harass another will be repriman
internal policy. All sexual harassment is prohibited

organization premises or outside, including at social events,
or conferences sponsored by organization.

COMPLAINT MECHANISM:

the form of “Sexual Harassment Committee” has been

An appropriate complaint mechanism in
d redressal of the complaint made by the victim.

created in the Organization for time-boun

SEXUAL HARASSMENT COMMITTEE (SHC) OR INTERNAL COMMITTEE (IC):

AFPRO has instituted a Sexual Harassment Committee for redressal of sexual harassment
complaint (made by the victim) and for ensuring time bound treatment of such
complaints. The composition of the committee should be reviewed periodically,
and members may be replaced as deemed necessary. Existing committee

members shall continue to serve until a new committee is duly constituted.

Initially, and till further notice, the Sexual Harassment Committee will comprise of the

following members:
The Sexual Harassment Committee is responsible for:

 Ensure Awareness: Promote awareness about the POSH Act and the organization’s policy on

prevention of sexual harassment among all employees. »
o Receive Complaints: Accept and acknowledge formal complaints of sexual harassment filed by
aggrieved individuals.
o Maintain Confidentiality: Handle all complaints and procee

protect the privacy of all parties involved.
o Conduct Inquiry: Initiate and carry out a fair, impartial, and timely investigation into each

complaint in accordance with the procedures defined under the POSH Act.

Recommend Action: Submit findings and recommend appropriate disciplinary action or other
remedial measures to the employer based on the outcome of the inquiry.

Support the Complainant: Provide necessary assistance to the complainant, including
facilitating access to counseling or other forms of support, if required.

e Report and Documentation: Maintain proper documentation of all complaints, inquiries, and
actions taken, and submit annua! reports to the employer and relevant authorities as mandated.
Policy Review: Periodically review and suggest improvements to the organization’s sexual
harassment policy.

Training and Sensitization: Organize workshops, seminars, and training sessions to educate
employees about acceptable workplace behavior and the grievance redressal mechanism.

|

dings with strict confidentiality to
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; - taliation
* Ensure Non-retaliation: Safeguard complainants and witnesses against any form of re
or victimization during and after the inquiry process.

WHO CAN COMPLAIN AND WHERE

Any aggrieved woman may submit a complaint to any member of the Internal Committee within a
period of three months fr,

; om the date of the incident. In cases involving a series of incifients, the
complaint must be filed within three months from the date of the last incident. The complaint should

be submitted in writing, either in hard copy or via email to afproico@gmail.com. If the complainant is

unable to file the complaint herself due to any reason, she may seek assistance from a friend, relative,

co-worker, or any other trusted person. Please refer to the following chart for further guidance on the
complaint process,

e —— [
In case of mental incapacity: /
!n nsc:;f ﬂyd:'l Incapacity: - Complainant’s relative
pana S relative - Complainant’s friend
Y gzmpl;l(nant s friend -~ Speclal educator o5
- worker
= Qualified psychlatrist/psychologist
= Officer of NCW or sScw - Guardianfauthority under
- Any person who has whose care the complainant
knowledge of the incident . Isrecelving treatment/care
with the written consent = Any person with knowledge
of the complainant « . of the incident, jointly with
Lo frAR] . @ny person mentioned above
In case of Complainant’s In case Complahaht Is unable to
death: file the complaint for any other .

- Any person with knowledge of reason: : I
the incident with the written By any person who has knowledge
consent of Iﬁr legal heir = - of the incident with her written

5 : gon_sent ) : Syt

PROCEDURES FOR RESOLUTION, SETTLEMENT OR PROSECUTION OF ACTS OF SEXUAL
HARASSMENT:

AFPRO is committed to providing a supportive environment to resolve concerns of sexual
harassment and follow six stages (including fifteen steps), detailed below, for addressing a

complaint:
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ﬁ;m e Stage Two : Planning
N ted > Careful )
:‘:&;{. :::;QM;:&K”: . d Step 6: gepan the file ¢
compla WELN
Step 2: Meet and talk to the Step 7 : Consideration

complainant to explore options for
formal and informal resolution
Step 3 : Informal mechanism

Step 4 : Formal mechanism

Step 5 : Respondent and response
Stage Six: Report Stage Five : Finding
[E548p & : Wiking the +_ and Recommendation
| Report N | Step13:Finding S
' Step14:
. Recommendations

£

Stage Three : Interviews

Step 8 : Prepare an interview plan
for the hearing: Complainant,
Vvitnesses and Respondent.

Step 9: Assess the completeness
of the information coflected.

v

Stage Four : Reasoning
Step 10 : Analyse and assess the
information gathered during the
inquiry.
Step 11: Create a timeline to help
establish the sequence of events
related to the complaints.
Step 12 : Compare similarities and
differences within each of the

. statements made by interviewees.

¢ Informal Resolution Options

When an incident of sexual harassment occurs, the victim of such conduct can
communicate their disapproval and objections immediately to the harasser and
request the harasser to behave decently. If the harassment does not stop or if victim
is not comfortable with addressing the harasser directly, the victim can bring their
concern to the attention of the Sexual Harassment Committee for redressal of their
grievances. The Sexual Harassment Committee will thereafter provide advice or extend
support as requested and will undertake prompt investigation to resolve the matter.

e Procedure For Dealing with Complaints

1. An employee with a harassment concern, who is not comfortable with the
informal resolution options or has exhausted such options, may make a formal
complaint to the Chairperson of the Sexual Harassment Committee
constituted by the AFPRO. 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. The Sexual Harassment Committee can
extend the timeline for filing the complaint, for reasons to be recorded in
writing, by a period of 3 months further. Alternatively, the employee can send
complaints through an email. The employee is required to disclose their name,
department, division and location they are working in, to enable the
chairperson to contact them and take the matter forward. The written
complaint should include the following details:

¢ Name of the complainant
o Date and time of filing the complaint

o Designation and the project under which the complainant is employed

o Name of the respondent (accused)

o Designation and the project under which the respondent is employed
¢ A detailed description of the incident(s) concerned"

=
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Complaint against any member of the Sexual Harassment Committee should
be sent directly to the Executive Director of AFPRO.

. The Sexual Harassment Committce will proceed to determine whether t}3c
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.

If the Sexual Harassment Committee determines that the allegations constitute
an act of sexual harassment, he/ she will proceed to investigate the
allegation with the assistance of the Sexual Harassment Committee.

. Where such conduct, on the part of the accused, amounts to a specific offence
under the law, AFPRO shall initiate appropriate action in accordance with law
by making a complaint with the appropriate authority.

. The Sexual Harassment 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 “Executive Director” as soon
as practically possible and in any case, not later than 90 days from the date of
receipt of the complaint. The Executive Director (ED) of AFPRO will jointly take
decision on the corrective action based on the recommendations of the Sexual
Harassment Committee and keep the complainant informed of the same.
During the pendency of inquiry of the complainant, and upon request being
made by the complainant. Corrective action may include any of the following:
A. Punishment for the Accused (Respondent): If the Internal Committee
concludes that sexual harassment has occurred, the employer may take the
following actions in accordance with service rules or standing orders:

Written apology

Warning, reprimand, or censure

Withholding of promotion, pay raise, or increment

Termination of employment

Undergoing counseling or community service

Deduction from salary or wages to be paid to the aggrieved woman as
compensation

If no service rules are available, the employer must take action as prescribed
under the POSH Act or applicable labor laws.

B. Punishment for The Complainant (In Case Of A False Complaint):

If the Internal Committee determines that tne complaint was malicious,
knowingly false, or supported by forged/misleading documents, the
following actions may be taken against the complainant:

+ Disciplinary action as per the service rules of the organization
+ Similar penalties as listed for the respondent (such as written
warning, suspension, or termination)

%
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Important Note:

The mere inability to substantiate a complaint or provide adequate proof
does not attract action against the complainant. Action for a false or
malicious complaint can only be taken if it is proven that the complaint was
made with malicious intent.

8. In case the complaint is found to be false, the Complainant shall, if deemed
fit, be liable for appropriate disciplinary action by the Management.

TIMELINES:

Within3 months of the last ncident

Notice to the Respondent Within 7 days of receiving copy of the complaint
Completion of Inquiry Within go days
Submission of Report by ICC]LCE to  Within 10 days of completion of
it 3 s pthelnquirys s & s Ol Xl o PRI
Implementation of Recommendations Within 60 days
Appeal Within 9o days of the recommendations
COMPLIANCE TO POSH:

Step 1: Institutional POSH Policy

«  The coverage of the policy, i.e. who does the POSH Policy apply to’ and ‘where does it apply to’ includes
Employees, contractors, interns, consultants, office premises, office transport, parking lot, team outing,
conferences etc. Though the POSH Act offers protection only for female employees, AFPRO’s POSH Policy
is gender neutral

+  The definition of what constitutes sexual harassment

+  Responsibilities of the employees
+  Information about the constitution of the Internal Committee (IC)

+  The procedure to file complaints
+  The organization’s complaint handling procedure
The organization’s procedure on r=ceipt of complaints and its investigation process with timelines

»  The procedure to communicate the findings of the investigation
The details of disciplinary measures, penalties and fines and legal consequences of sexual harassment.

+  Appeal procedures
+  Compensation procedures
+  Privacy clause

Step 2: Employment Contract that reflects POSH Policy

Offer letter and employment contract state the organization’s commitment to ensure safe workplace and the

2|Page _
/

@ Scanned with OKEN Scanner



MAFPRO

“Actia For Fond Prdhaton

POLICY ON PREVENTION OF SEXUAL HARASSMENT

disciplinary cum legal actions an employee would face when they violate the POSH policy of the organization.
Step 3: Internal Committee (IC)

POSH Internal Committee (PIC) has been created in AFPRO. PIC is responsible for:
» Investigating cvery formal written complaint of sexual harassment Complaints prc?cedurcs
* Taking appropriate remedial measures to respond to any substantiated allegations
of scxual harassment

* Discouraging and preventing employment-related sexual harassment

The PIC consists of a Presiding Officer and 16 members, including 2 external members
and 14 AFPRO staff members.

Step 4: Creating Employee Awareness

* Classroom sessions

* eLeaming courses

* Awareness programs like “Sexual Harassment Awareness week / month”

Posters on POSH are placed at areas where employees gather in big numbers.
* Posters and banners on POSH sent through emauls to all employees.
*  Short and engaging video on POSH on AFPRO’s website.

Step 5: Annual Report Filing

* Total number of sexual harassment complaints received.

*  Total number of sexual harassment complaints actioned and completed.

Total number of sexual harassment complaints under investigation for more than 90

days.

*  Total number of employees in the organization and the number of employees trained on
POSH awareness.

* Nature of the action taken by the Organization or District Officer.

CONFIDENTIALITY:

AFPRO 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.

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 AFPRO except where disclosure is required under
disciplinary or other remedial processes.

PROTECTION TO COMPLAINANT / VICTIM:

AFPRO 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. AFPRO
will ensure that the victim or witnesses are not victimized or discriminated against while
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dealing with complaints of sexual harassment. However, anyone who abuses the procedur

(for example, by maliciously putting an allegation knowing it to be untrue) will be subject to
disciplinary action.

TRAINING OF AFPRO STAFF ON PREVENTION OF SEXUAL HARASSMENT: licy
AFPRO is committed to conduct training for employees and PIC members on po
provisions, gender sensitivity, and handling complaints.

REVIEW OF POLICY:

: d
AFPRO may review the policy periodically to incorporate legal updates an
feedback.

CONCLUSION: o
In conclusion, AFPRO reiterates its commitment to providing 1t§ employee?hadvyc;ril:ypl:;:g
free from harassment/ discrimination and where every employee is treated with dig

respect.
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