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POLICY ON PREVENTION, PROHIBITION AND REDRESSAL OF
SEXUAL HARRASMENT AT WORKPLACE OF COOL CAPS
INDUSTRIES LIMITED:

e What is Sexual Harassment?

e What is not Sexual Harassment?

e What can employees do if they think they are being Sexually Harassed?
e What rights does an alleged offender have?

e What are the responsibilities of a manager or supervisor?

COOL CAPS INDUSTRIES LTD recognizes the right of employees to work in an environment
free of sexual harassment. COOL CAPS INDUSTRIES LTD is committed to achieving this
environment.

THE POLICY STATES THAT:

Sexual harassment will not be tolerated. Individuals who engage in such behavior will be subject
to disciplinary action up to and including termination.

Sexual harassment is prohibited whether it occurs at the workplace or elsewhere in the course of
employment responsibilities or working relationships.

Management is responsible for ensuring that the work environment is free from sexual
harassment.

All sexual harassment complaints and responses are confidential subject to the requirements of
this policy.

WHAT IS SEXUAL HARASSMENT?

Sexual harassment is defined as:

1. Objectionable, coercive or lewd comment of a sexual nature to a person or persons, that is
known or ought reasonably to be known as unwelcome.

2. Actions or communications with a sexual connotation that create an intimidating,
demeaning, or offensive work environment.

3. Unwanted sexual request or advance, inappropriate touching, or sexual assault.

4. Animplied or expressed reprisal or threat of reprisal, or denial of opportunity for refusing
to comply with a sexual request.

5. Any implied or expressed reward for complying with a sexually oriented advance or
request.

6. Displaying pornographic, offensive or derogatory pictures or text.

7. Reprisal or threat of reprisal against an individual for any action they take following this
policy and its procedures.
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WHAT IS NOT SEXUAL HARASSMENT?

Sexual harassment does not refer to normal conversation that all parties affected find
acceptable. It does not refer to office relationships that are freely entered into without
intimidation or coercion.

WHAT CAN EMPLOYEES DO IF THEY THINK THEY ARE BEING SEXUALLY
HARASSED?

A. Talk to an Advisor
A number of advisors are available to employees for information and assistance:

1. Human Resources
2. Immediate Manager/Supervisor. Employees need not give their name when
contacting an advisor.
B. Maintain Records

Employees who feel they have been harassed must maintain records of incidents, including
dates, times, places, witnesses, responses of the alleged harassed and harasser, and any other
relevant information.

C. Informal Resolution
1. Talk to the harasser

Employees should indicate clearly and directly that the behavior is not acceptable and must
stop. Employees should have a witness present and keep a record of the date, time and place.
If employees communicate by letter or memo, they must keep a copy.

2. Talk to the immediate supervisor or another manager

All managers and supervisors have an obligation to provide a work environment free from
sexual harassment and to take corrective action. Employees may discuss the situation with
their immediate supervisor or with another person in a position of authority.

D. Formal Complaint

If the informal measures do not resolve the situation, the following formal complaint option
is also available:
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COMPLAINT PROCEDURE

The complaint procedure applies to all employees:

¢ Formal complaints must be filed in writing and signed by the complainant. Forms are
available from Advisors or Human Resources.

¢ The complainant must send the completed form to the Head of Human Resources,
marked "Confidential." Then HRD will forward that complain to Internal Complain
Committee (ICC).

e The alleged offender will be advised and provided with a copy of the complaint. The
manager(s) of both parties will also be advised that a complaint has been filed.

» The investigation will be delegated to two members of the Investigative Committee
formed by ICC, one male, one female, neither of whom works in the same department as
either party, and the head of Human Resources.

e The investigators will interview both parties, and any witnesses. During investigative
interviews, both parties have the right to be accompanied by a co-worker, or another
support person.

e The investigators must complete the investigation and file a report to the General
Manager within five (5) working days of receiving the complaint.

e The CMD will determine what action, including appropriate disciplinary action if any, is
to be taken. This decision and the rationale for the decision shall be communicated in
writing to both parties and the Investigative Committee.

E. External Complaint Options

Employees have the right to make a complaint to the Women Development Corporation. Ina case
of alleged sexual assault, employees have the right to make a complaint to the police.

What Rights Does an Alleged Offender Have? Alleged offenders have the right:

To be informed that a complaint has been filed.

To have a copy of the complaint, stating the allegation(s) and the name of the complainant.

To respond to the allegation(s).

To be accompanied during investigative interviews by a co-worker, or another support

person.

5. To be informed in writing of the Factory Head’s decision on what action, if any, will be
taken and the reasons for that decision.

6. To discuss the matter with an Advisor.
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INTERNAL COMPLAIN COMMITTEE:

The ICC is mainly composed of four members and the adequate representation of women in the
committee is especially considered to form the committee. It comprises:
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1. Presiding Officer - has to be a woman employed at a senior level at workplace. She has to
be from amongst the employees.

2. Two Members - from amongst employees they should have experience in social work or
have legal knowledge.

3. 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 (“External Member”).

At least half of the total Members of the ICC should be women.

Powers and responsibilities of the Internal Complaints Committee

The Internal Complaints Committee is vested with all the powers necessary to undertake the
functions of prohibition, prevention, and redressal of sexual harassment of women at the
workplace. The ICC is -

e Empowered to initiate the inquiry on the complaint filed against sexual harassment.

o It has the power to collect the evidence and summon the witnesses.

e It can also recommend the measures and actions to be taken to try another such case
in the future.

There are certain responsibilities of the ICC to serve the objective of the POSH Act which are as
follows:

o Receive the complaints of sexual harassment.

o Initiate the inquiry and submit the findings from the inquiry done.
o Direct the employer to undertake required actions.

e Submit an annual report in the prescribed format.

WHAT ARE THE RESPONSIBILITIES OF A MANAGER OR SUPERVISOR?

Managers and supervisors are responsible for ensuring that the workplace is free from sexual
harassment.

A. Take preventive action

Managers are required to discuss the policy at staff meetings and make sure that all employees
and supervisory staff are aware of what action to take if harassment occurs. Managers must also
set the appropriate standard of conduct through their own behavior.

B. When approached by an employee with a complaint

Managers must be supportive and explain what options are available and how to contact an
Advisor if then complainant wishes to do so. Managers should also find out how the employee
prefers to deal with the situation and address any concerns the employee may have about filing
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a formal complaint. Finally, managers must keep a confidential record of all pertinent
information.

C. If the employee files a formal complaint

Managers must provide assistance as required and be available to discuss any concerns that the
employee may have. Cooperation with the members of the Investigative Committee is also
required.

D. If the employee chooses not to file a formal complaint

Managers must explain to the employee that they are required under the policy to take action
even in the absence of a formal complaint.

If the allegation is a very minor form of sexual harassment, it may be appropriate to resolve the
situation informally. Before proceeding, managers must confirm their assessment by consulting
with Human Resources.

If the allegation is sexual harassment, a formal investigation must be undertaken. Before
proceeding, managers must contact Human Resources for advice and assistance.

Once a course of action is decided upon, managers are required to inform the employee about
what action will be taken and address any concerns that she or he may have.
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