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I. OBJECTIVE 

Service Care Limited is an equal employment opportunity company and is committed to 
creating and maintaining a secure work environment where its Employees, Agents, Vendors, 
and, Partners can work and pursue business together in an atmosphere free of harassment, 
exploitation, and intimidation caused by acts of Sexual Harassment within but not limited 
to the office premises and other locations directly related to the Company’s business. 

All concerned should take cognizance of the fact that Service Care Ltd strongly opposes 
sexual harassment, and that such behavior against women is prohibited by the law as set 
down in The Sexual Harassment of Women at Workplace (Prevention, Prohibition and 
Redressal) Act, 2013 and Rules (2013) 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. 

 

II. SCOPE 

Service Care Limited’s policy with regard to the Prevention, Prohibition, and Redressal of 
Sexual Harassment covers every “employee” across the Company. Service Care Limited 
encourages every employee who believes they are sexually harassed to use the redressal 
mechanism as provided in this policy. 

The Policy is with respect to Prevention, Prohibition, and Redressal of Sexual Harassment 
which may arise in places not limited to geographical location viz. Company’s 
offices/branches but includes all such places or locations where acts are conducted in the 
context of working relationships or whilst fulfilling professional duties or which may be 
visited by an employee during the course of employment. 

Service Care Limited’s policy against sexual harassment includes sexual harassment by 
fellow employees, supervisors, managers as well as agents, contractors, customers, vendors, 
partners and, visitors including outsourced employees. 

 

III. DEFINITION 

a. “Company” means Service Care Limited 

b. “Aggrieved Person” means a person in relation to the workplace whether employed or not, 
who alleges to have been subject to any act of sexual harassment by the Respondent. 

c. “Employee” means a person employed at a workplace for any work on a regular, temporary, 
ad hoc, or daily wages 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 on a voluntary basis or otherwise, whether the terms of employment are expressed 
or implied and includes a co-worker, a contract worker, probationer, trainee, apprentice or 
called by any other such name; 



d. “Internal Complaints Committee” means a committee constituted by the Company as per this 
Policy. 

e. “Respondent” means a person against whom the aggrieved person has made a complaint. 

f. The term “Sexual Harassment” is defined in Section 2 (n) of the ‘Sexual Harassment of 
Women at Workplace (Prevention, Prohibition and Redressal) Act, 2013’ as any one or more 
of the following unwelcome acts or behavior (whether directly or by implication) namely:- 

i.  Physical contact or advances; or 
ii. A demand or request for sexual favors; or 

iii. Making sexually colored remarks; or 
iv. Showing pornography; or 
v. Any other unwelcome physical, verbal or nonverbal conduct of sexual nature; 

 

           Section 3 (2) states that the following circumstances among other circumstances if it    occurs 
or is present about any act or behavior of sexual harassment may amount to sexual 
harassment: 

i. Implied or explicit promise of preferential treatment in her employment; or 
ii. Implied or explicit threat of detrimental treatment in her employment; or 

iii. Implied or explicit threat about present or future employment; or 
iv. Interference with her work or creating an intimidating or offensive or hostile work 

environment for her or 
v. Humiliating treatment likely to affect her health or safety.   

 
A simpler understanding of the term sexual harassment consists of any physical or verbal behavior 
and any form of communication that has unnecessary, improper or unwelcome sexual 
connotations. Sexual harassment may vary in form depending on circumstances. It may consist of, 
but not be limited to, any of the following: 

i. Unwelcome sexual advances, requests for sexual favors, display of sexual visuals, sexual 
audios, pornographic or obscene material and any other verbal or physical conduct of a 
sexual nature; 

ii. Transmitting any message, by mail, telephone, e-mail, etc. which is obscene, lewd, suggestive 
or blatantly sexual; 

iii. Any explicit or implicit communication wherein a sexual favor or demand, whether by 
words or actions, is made a condition for an individual’s employment, career progress, 
promotion, etc. thereby creating a hostile environment; 

iv. Sexually charged jokes or remarks and behavior which have sexually-oriented innuendoes;   

v. A consistent pattern of unnecessary physical contact, staring or targeting unreasonable 
attention at an individual in day to day dealings; 

vi. Any pervasive pattern of behavior which makes employees uncomfortable, insecure or feel 
humiliated or disadvantaged based on gender differentiation;  



vii. Actual sexual assault;  

viii. As mentioned above, this is an indicative but not an exhaustive list of possible forms of 
sexual harassment.  

g. “Workplace” includes any department, organization, undertaking, establishment, 
enterprise institution, and office or branch unit. 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. 
 
 

This policy is to prohibit and deter any employee/ staff employed with the Company any form 
advancing any form of sexual harassment in the way employees behave with each other. This 
applies equally to relations between superiors and subordinates as well as between peers. Any 
incident of sexual harassment will be viewed with extreme seriousness. A complaint or report of 
sexual harassment will be immediately investigated and appropriate action will be taken against 
the offending employee or employees. For every incident of Sexual Harassment, the accused/ 
respondent shall be prosecuted under the provisions of Sexual Harassment of Women at Workplace 
(Prevention, Prohibition and Redressal) Act, 2013 (hereinafter referred to as ‘the Act’) and such 
other laws enforced in India at the time of the commission of the offense.  
 
 
 
IV. INTERNAL COMPLAINTS COMMITTEE: 

The Company hereby constitutes an Internal Complaints Committee (ICC) as required under 
section 4 of the Act. The Committee has been established to  ensure that any incidence of sexual 
harassment is dealt with appropriately, sensitively and expeditiously ; 
 
1) Internal Complaints Committee for Sexual Harassment comprises of : 

a) Presiding Officer:  A woman employed at a senior level in the organization or workplace  

b) At least 2 members from amongst employees, committed to the cause of women and or 
having the legal knowledge. 

c) One external member, familiar with the issues relating to sexual harassment; 

2) At least one-half of the total members are women  

3) The committee shall be responsible for:  

 
 

a) Receiving complaints of sexual harassment at the workplace  

b) Initiating and conducting an inquiry as per the established procedure  

c) Submitting findings and recommendations of inquiries  

d) Coordinating with the employer in implementing appropriate action  



e) Maintaining strict confidentiality throughout the process as per established guidelines  

f) Submitting annual reports in the prescribed format  

 

V. COMPLAINT REDRESSAL MECHANISM: 

i) Any aggrieved person may make, in writing, a complaint of sexual harassment at the 
workplace to the committee giving details of the sexual harassment meted out to her/him 
within a period of 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 last incident, which may be extended for a 
further period of 3 months, if circumstances warrant such extension in the opinion of the 
Internal Complaints Committee. 

ii) On receipt of the complaint, the Internal Complaint Committee shall decide the place and 
time for hearing the complaint and shall intimate the date, time, and place of hearing to the 
Complainant and Respondent. The Internal Complaints Committee shall follow the principle 
of Natural Justice while handling such complaints. 

iii) The Internal Complaints Committee on receipt of such written complaint, may, if required 
ask the aggrieved person to furnish additional information about the alleged harassment. 

iv) The Complainant shall make a complaint to the Internal Complaints Committee through the 
following mode:  

a.  Copy of the complaint along with supporting documents and names and addresses 
of witnesses shall be sent to the Internal Complaints Committee  

b.  On receipt of such complaint, the Internal Complaints Committee shall provide a 
copy along with supporting documents of such complaints to the Respondent within 7 
working days  

c.  Respondent shall file a reply within 10 working days of receipt of the complaint along 
with a list of documents, names, and addresses of witnesses  

d.  Internal Complaint Committee shall investigate in detail the matter of the complaint. 
The Internal Complaint Committee shall have the right to call the person against whom the 
complaint is made or any other witnesses when necessary.  

e.  Internal Complaint Committee shall have the right to terminate the enquiry or give 
an ex-parte decision on the complaint, if the Respondent or complainant remains absent for 
3 consecutive hearings, without sufficient cause.  

f.  The Internal Committee must complete its investigation within a period of 90 days.  

g.  The parties shall not be allowed to bring any legal practitioner to represent them in 
their case at any stage of the proceedings before the Internal Complaints Committee.  

h.  For conducting the enquiry the quorum of the Internal Complaints Committee shall 
be of 5 members including the presiding officer 



 
v) The Internal Committee may before initiating an inquiry, and at the aggrieved person’s 

request, attempt to settle the matter through conciliation. 

Where a settlement has arrived as mentioned above, no further enquiry shall be conducted 
by the Internal Complaints Committee. 

 

VI. ACTION 

1. The Committee shall on completion of the inquiry provide a report of its findings within 
10 days from the date of completion of the inquiry and such report shall be made available 
to the concerned parties.  

2. If the allegation against the respondent has not been proved, the Committee may 
recommend that no action needs to be taken in the matter.  

3. If the Internal Complaints Committee arrives at the conclusion that the allegation against 
the respondent has been proved, it shall recommend to:  

4. Take action for sexual harassment as misconduct. 

5. Such action will be taken within 60 days of receipt of the report, 

 

VII. AWARENESS 

1. All the Employees, Agents, Customers, Vendors, Partners, and Visitors shall have access 
to this Policy at any given point in time and clarification related to this Policy shall be 
addressed by the HR team.  

2. A brief shall be given to all existing employees regarding the features of this Policy 
immediately upon formulation of the Policy and to new employees in Service Care Limited. 
during their initial Induction.  

3. The Company shall comply with all other details as set out under Section 19 of the Act to 
ensure that all employees are provided with a safe working environment at the workplace. 

 

VIII. FALSE ACCUSATION 

1. The complaint of sexual harassment made by any employee shall be taken up with 
utmost seriousness by the Company. However, there shall be zero tolerance for any false 
accusation. 

IX. MISCELLANEOUS 

1. The Company may make any alteration or amendment or rescind any of the clauses of 
this Policy as an when it finds it necessary to do so as long as it complies with the Act. 
Any such alterations or amendments or rescinding will be intimated to the employee. 



X. CONCLUSION 

Complaints relating to Sexual Harassment shall be handled and investigations will be 
conducted under the principles of natural justice, the basis of fundamental fairness, in an 
impartial and confidential manner so as to protect the identity of all viz., the person bringing 
the charge, potential witnesses, and the person accused of improper behavior. Also, all 
efforts shall be taken to ensure objectivity and thoroughness throughout the process of 
investigation.  

The identity and address of the aggrieved person, respondent, and witnesses must not be 
published or disclosed to the public or media. 

The decision of the Company shall be final and binding on all. However, the same is without 
prejudice to any recourse that the Company or the individual concerned may have against 
the respondent and it shall not limit or restrict the rights of the Complainant and/or 
Company to pursue, nor shall they be precluded from pursuing, such further and other legal 
actions as may be available. 

 

For Service Care Limited 

 

 

(SHANY JALAL) 

Chairman & Managing Director 

**************** 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 



ANNEXURE A 
 

 

 

CONSTITUTION OF INTERNAL COMPLAINTS COMMITTEE (IC) 
 

 NAME PLACE MOBILE EMAIL 
CHAIRPERSON Ms. Veena 

Kulakarni 
Bengaluru 7810027103 cs@servicecare.in 

MEMBER Ms.Yagnaseni 
Mohapatra 

Bengaluru 8377839488 ea@servicecare.in 

MEMBER Mr. Syed Nasir Bengaluru 7418148889 syednasir@servicecare.in 
MEMBER Mr. Sandeep S Chennai 9092560055 sandeep@servicecare.in 
MEMBER Ms.Mangai S Chennai 7418145550 mangai@servicecare.in 
EXTERNAL 
MEMBER 

Ms. Kavitha S Bengaluru 9962032007 kavitha@16dimensions.com 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



POSH GRIEVANCE REDRESSAL FORM 
 

 

                                                 
                                                                                                                               Date:…………………………….. 

 
 
Name of the Employee:…………………………………………………………………………………….. 
 
Employee ID:……………………………………………………  Designation:…………………………………….. 
 
Department /Section/Unit:……………………………………………………… 
 
Whether it is first grievance or that it has aleady been dealt with:  YES/NO Present 
 
Grievances: 
………………………………………………………………………………………………………………………………………………
. 
………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………
…………......................................................................................................................... ..............................................................
........................... 
 
Relief Sought For: 
………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………
……………………… 
 
 
                                                                                                                                      
………………………………………. 

Signature of the Employee 
 
 
 
 


