
GUFIC BIOSCIENCES LIMITED 
POLICY ON PREVENTION OF SEXUAL HARASSMENT AT WORKPLACE 

I. INTRODUCTION:  
 

Sexual harassment at workplace has been identified as one of the areas by Gufic where the employees need to 
be protected for her/his own personal and professional development. 
 
Gufic has drafted this policy on sexual harassment at the work place as the organization values and respects 
each individual employee. Gufic considers any sexually coloured remarks or actions as a serious offence and will 
take stringent action against the offenders when found guilty. 
 
The policy is drafted as per the Supreme Court guidelines of the Vishakha Judgment and the provisions of The 
Sexual Harassment of Women at Workplace (Prevention, Prohibition and Redressal) Act, 2013 (hereinafter 
referred to as “the act”). 
 
The Company shall take all steps to prevent or deter the commission of acts of sexual harassment and to provide 
the procedures for the resolution, settlement or prosecution of acts of sexual harassment. 

 
II. SCOPE: 

 
This policy applies to all categories of employees of the Company, including permanent management and 
workmen, temporaries, trainees and employees on contract at its workplace or at client sites. 
 
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. 
4. 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.  
 

III. DEFINITION OF SEXUAL HARASSMENT: 
 
Sexual harassment may be one or more of the following unwelcome acts or behaviour (whether directly or by 
implication) namely:– 
 
1. physical contact and advances; or 
2. demand or request for sexual favours; or 
3. making sexually coloured remarks; or 
4. showing pornography, or 
5. any other unwelcome physical, verbal or non-verbal conduct of sexual nature; or 
6. any conduct that has the purpose or the effect of interfering with an individual’s work performance or 

creating an intimidating, hostile or offensive work environment and/or submission to such conduct is either 
an explicit or implicit term or condition of employment and /or submission or rejection of the conduct is used 
as a basis for making employment decisions.  

 
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. COMPLAINT MECHANISM: 
 
Whether or not such conduct constitutes an offence under law or a breach of the service rules, an appropriate 
complaint mechanism in the form of an “Internal Complaints Committee” has been created in the Company 
for time-bound redressal of the complaints made by the victim.  

VI. INTERNAL COMPLAINTS COMMITTEE: 
 
The Company has instituted an Internal Complaints Committee (hereinafter referred to as the “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 Committee will comprise of the following five members out of which at least 3 
members will be women: 
 
1. Head-Corporate HR (Presiding Officer). 
2. Employee at the level of Senior Manager or above from Legal or Administration Department(Member). 
3. One Senior Female employee from amongst the employees of the Company (Member). 
4. One Senior Male employee from amongst the employees of the Company (Member). 
5. One 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 (Member). 
 
The Internal Complaints Committee is responsible for: 



• Investigating every formal written complaint of sexual harassment. 
• Where a complaint cannot be provided in writing to provide all reasonable assistance to the employee for 

making the complaint in writing. 
• Taking appropriate remedial measures to respond to any substantiated allegations of sexual harassment. 
• Discouraging and preventing employment-related sexual harassment 

 
The present members of the Internal Complaints Committee shall be as mentioned in Annexure A and shall be 
updated as and when the members change. The Term of the Committee shall be governed as per the provisions of 
the Act. 
 

VII. PROCEDURES FOR RESOLUTION, SETTLEMENT OR PROSECUTION OF ACTS OF SEXUAL HARASSMENT: 
 
The Company is committed to providing a supportive environment in which to resolve concerns of sexual 
harassment as under: 
 
Preventive Action: 
Preventive action will be taken in the organization so as to evade any instances of sexual harassment. The efforts 
of the management will be as follows: 
A. Gender sensitization workshops: 

Although Gufic and its employees are socially aware and sensitive individuals, there is a need to conduct 
gender sensitization workshops for employees at all levels as well as for third party individuals/groups. These 
workshops will aim at eliminating any gender biases of individuals, making them more gender sensitive. 
 

B. Workshops on Sexual Harassment at the workplace: 
Such workshops will be conducted to induct staff and third parties about the issue of Sexual harassment at 
the workplace, the Supreme Court guidelines, The Sexual, Harassment Of Women At Workplace (Prevention, 
Prohibition and Redressal) Act, 2013 and Vishakha judgment as well as about the organizational policy on 
sexual harassment at the work place. 
 

C. Information on appointment: 
It will be made mandatory to include a feature on the existing Gufic policy on sexual harassment at the 
workplace and its scope in the appointment letter of new employees. An induction will be provided to the 
new appointee with regard to the policy. 

 
Guidelines for placing a complaint 
 
a) Application 

A written application will be required to be given to the Committee, which will then be deliberated upon. The 
application must consist of all the details of the event/s of sexual harassment that occurred, as well as the 
name of the alleged offender. Approximate date/time of the event/s could also help during investigation. 
Applications shall be within a period of three months from the date of incident and in case of a series of 
incidents, within a period of three months from the date of last incident. 
 
The Committee may, for the reasons to be recorded in writing, extend the time limit not exceeding three 
months, if it is so satisfied that the circumstances were such which prevented the employee from filing a 
complaint within the said period. 
 
The Presiding Officer of the 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 ofSexual Harassment or the allegation does not mean an offence of Sexual Harassment, 
the Presiding Officer will record this finding with reasons and communicate the same to the complainant. 
 
If the Presiding Officer of the Complaints Committee determines that the allegations constitute an act of 
sexual harassment, the Presiding Officer will proceed to investigate the allegation with the assistance of the 
Complaints Committee. 
 
Where such conduct on the part of the accused amounts to a specific offence under the law, the Committee 
shall initiate appropriate action in accordance with law by making a complaint with the appropriate authority.  
 

b) Contact 
A contact will be established with the victim/applicant and the first information person who may have 
approached the committee for justice. An initial interview with the applicant will commence the investigation 
of the case. The report of the enquiry should be signed by all the committee members present during the 
enquiry. 
 

c) Confidential Investigation 
Confidentiality will be maintained during the investigation. The committee will ensure that no other individuals 
will know of the complaint besides the applicant and the witnesses, if any, brought in by the applicant and the 
other Committee members. At any stage of the proceedings, if the aggrieved employee wishes to withdraw 
his/her complaint, the committee shall permit him/her to withdraw the complaint only on being satisfied that 
the withdrawal of the complaint is not under duress from anybody and shall record its reasons in writing for 
allowing the withdrawal of the Complaint. 
 

d) Principal of Natural justice 



The principal of natural justice will be adopted during investigation. Thus, both parties, the applicant as well 
as the alleged offender, will be given a platform to produce their respective views of the event/s and will be 
given a chance to explain their sides. The investigation will include interviews with witnesses produced by 
both sides, as well as other intervention that may be required. A copy of the investigative report, which 
consists of the investigation findings, will be given to both parties at the end of the investigation, as also a 
copy of the recommendations made by the Committee to the management will be submitted to both parties. 
In no case monetary settlement shall be a basis of conciliation. 
 

e) Punitive action 
Action to be taken will be recommended by the Committee, based on the findings from the investigative 
report. These will be reviewed by the management and as joint decision will be taken up. Punitive action 
could be in the nature of transfer, termination, slash the remuneration, consideration in annual performance 
appraisal, and demand for an apology to the victim, or any other, as deemed fit by the committee. The 
decision for punishment will be based on the impact of the harassment on the recipient of the same.  
 

f) Forward to management 
The investigative report, findings and recommendations of a case of sexual harassment must be duly 
forwarded to the management to effect action. Once the committee has reached a decision, management 
must acquiesce with its recommendations in the following manner: 

i. If the accused is found guilty, no recognized victim will be forced to work under or with that person. If 
such a provision requires the transferring of people, the victim’s preferences should take priority. 

ii. If the committee reaches a verdict of guilty it must then decide upon the appropriate penalty. This 
decision may take into account past offences. In other words, repeat offenders may be given harsher 
penalties. 

iii. Penalties may be broadly grouped as  
 

 Minor Penalties: 
A. The harasser is required to write a letter of apology to the victim. 
B. Management writes a letter of reprimand to the harasser including a warning against further activity. 
C. Harasser is suspended.  

 
 Major Penalties: 

A. Management terminates employment of the harasser. 
B. If the harasser is a service taker or third party, management terminates service to the harasser. 

iv. If the Committee is of the opinion (based on the substantiated facts) that the complaint of sexual 
harassment was made falsely and with malicious intent, then such action will be considered misconduct. 
In such case the committee may make a recommendation of the appropriate action to management. 
 

VIII. 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. 
 

IX. 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 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.  
 

X. CONCLUSION: 
 
In conclusion, the Company reiterates its commitment to providing its women employees, a workplace free from 
harassment/ discrimination and where every employee is treated with dignity and respect. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Annexure A 
(List of Committee Members) 
 

LEGAL PROVISIONS FOR CRIMES AGAINST WOMEN UNDER THE INDIAN PENAL CODE, 1860 
Sections 
IPC  

Offence  Punishment  Bailable/Non-
Bailable 

228-A Disclosure of identity of the victim of 
certain offences 

Imprisonment for two years and fine Cognizable and 
Bailable 

294 Obscene acts and songs  Imprisonment for three months, or fine or 
both  

Cognizable and 
Bailable 

306 Abetment of Suicide  Imprisonment for ten years and fine  Cognizable and 
Non-Bailable 

354 Assault or use of criminal force to 
woman with intent to outrage her 
modesty  

Imprisonment for one year or may extend 
to five years, with fine 

Cognizable and 
Non-Bailable 

354A Sexual Harassment of the nature of 
unwelcome physical contact and 
advances or a demand or request for 
sexual favours, showing pornography.  
 
Sexual harassment of the nature of 
making sexually coloured remark  

Imprisonment up to three years or fine, or 
both 
 
Imprisonment up to one year, or with 
fine, or with both  

Cognizable and 
Bailable 
 
Cognizable and 
Bailable 

354B Assault or use of criminal force to 
woman with intent to disrobe  

Imprisonment of not less than three year, 
which may extend to seven years, and 
with fine  

Cognizable and 
Non-Bailable 

354C Voyeurism  Imprisonment for one year, which may 
extend to three years, and with fine for 
first conviction.  
 
Second or subsequent conviction, with 
imprisonment of either description for a 
term for three years, which may extend to 
seven years, and shall also be liable to 
fine.   

Cognizable and 
Bailable 
 
 
Cognizable and 
Non-Bailable 
 

354D Stalking  Imprisonment upto three years and fine 
for first conviction. 
 
Imprisonment upto five years and with 
fine for second or subsequent conviction  

Cognizable and 
Bailable 
 
Cognizable and 
Non-Bailable 

366 Kidnapping, abducting or inducing 
women to compel her marriage, etc.  

Imprisonment for ten years and fine  Cognizable and 
Non-Bailable 

371(1) Rape  Rigorous imprisonment for seven years, 
may extend to imprisonment for life and 
with fine  

Cognizable and 
Non-Bailable 

376A Person committing an offence of rape 
and inflicting injury which causes 
death or causes the woman in a 
persistent vegetative state  

Rigorous imprisonment for a term which 
shall not be less than twenty years, but 
may extend to imprisonment for life, 
which shall mean imprisonment for the 
remainder of that person’s natural life, or 
with death  

Cognizable and 
Non-Bailable 

376D Gang Rape  Rigorous imprisonment for twenty years, 
but may extend to imprisonment for life, 
which shall mean imprisonment for the 
remainder of that person’s natural life, or 
with death  

Cognizable and 
Non-Bailable 

376E Repeated Offenders  Imprisonment for life, which shall mean 
imprisonment for the remainder of that 
person’s natural life, or with death  

Cognizable and 
Non-Bailable 

406 Criminal breach of trust  Imprisonment for three years and fine or 
both  

Cognizable and 
Non Bailable 

509 Word, gesture or act intended to insult 
the modesty of a woman  

Simple imprisonment of three year or fine 
or both  

Cognizable and 
Bailable 

 


