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1. INTRODUCTION

1.1 Bic Metlica Laboratories Limited (tlre "Company") is committed to creating a safe work
environment that is free from any form of sexual harassment and where all employees are

treated with dignif and respect. The company is dedicated to maintain an environment which
is free from coercion and intimidation.

1"2 The Comnanr shall adcrot eefiain nroeedr:res aud s.uidelincs to sovern eaqcs aoainst sex-ual-_.--r_"-J _--_-- __r r- _ ____-- o_-__----__ -- o-

harassment. The procedure has been provided below in this policy.
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Limitedand shall be govemed by this Policy.

2. SCOPE

This policy takes complete cognizance of the latest legislation by the Government of India
"The Sexual F:larassment of Women at l{orkplace (Preventioo Prohibition and Redressal) Act
2013 and its rules notification published on 9th December 2013. This Act is to provide
protection against sexual harassment of women at workplace and for the prevention and
redressal of complaints of sexual harassment and for the matters connected herewith or
incidental thereto.

This policy is applicable to
. All empioyees of the Bio Medicalaboratories Limited irrespective of gender, as well
as
. All temporary employees, contract employees, tuainees, service providers and visitors
to the office/workplace premises irrespective of gender.

3. DEFINITIONS

3.1 Unless repugnant to the meaning or context thereof, the following expressions, wherever used

in this Policy, shall have the meaning assigned to them belo*,:

a) 'cA:ct,' rreans "The Sexual flarassment of Women at Workplace (Prevention, Prohibition
and Redressal) Act, 2013" and any amendment thereto.

b) uoAggrieved Woman' means any female Employee of our Company or any woman who
alleges to have been subjected to any act of Sexual Harassment at the Workplace.

c) "Employee"means a person employed at a workplace for any work on regular, temporary,
adhoc or daily wage basis, either directly or through an agenf including a contuactor, widr
or, without the knowledge of the principai empioyer, whether ior remuneraiion or not, or
working on a voluntary basis or otherwise, whether the terms of employment are express

or implied and includes a co-worker, a contract worker, probationer, trainee, apprentice or
called by any otler such name.

d) "Internal Complaints Committee" means a committee by that name? constituted by the
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Board of Company as per the provisions of the Act.

e) ooRespondent" means the person against whom the allegation of Sexual Harassment has
been made by the Aggrieved Woman.

f) "Sexual Harassment": A broad definition of sexual harassment consists of any physical
or verbal behavior and any form of communication that has unnecessary, improper or
unr*'elcorne sexual connotations. Sexual harassment may vary in form depending on
circumstances. It may consist of, lrut not be limited to, any cf the following types of
sexual harassment:

i. Verbal:
1. Making sexually colored remarks
2. Telling sexist and/or smutty jokes causing embarrassment or offense, and the same being

carried cut after the offender has been advised that they are offensive or embarrassing or,
even without such advice, when they are by their nature clearly embarrassing, offensive or
r.ulgar

3. Unwelcome inquiries or comments about a person's sex / ararital life
4. Unwelcome sexual flirtation, advances, and propositions
5. Unwelcome phone calls with sexual overtones causing discom{ort, embarrassmenN offense

or insult to the receiver
6. Unsavory remarks about a person's physical characteristics, dressing, attitude, etc.
7. Derogatory or degrading remarks or innuendoes directed toward the members of one sex,

or one's sexual orientation or used to describe a person
8. Using foul language with sexual overtones (either in English or any other language)

ii. Physical
1. Physical contact and advances
2. Surreptitiously looking or prolonged staring at a person, giving rise to gross discom{ort to

any percon
3. Malicious leering or ogling
4. Making o{fensive hand or body gestures
5. Sexual assault
6. Malicious andf or unwanted touching or brushing against a person's body

iii. Psychological
1. A demand or request for sexual favors
2. Persistent unwanted attention rn ith sexual overtones
3. Compelling I insisting on giving lift to lfrom office even when the person concerned has

said NO
4. Insisting on extending any form of help to an individual even when the person has said

NO
5. Quid Pro Quo - Requesting for sexual favors in exchange for employmen! promotio4 local

or foreign travels, favorable working conditions or assignments, a passing grade, the
granting of honours or scholarship, or the grant of benefits or payment of a stipend or
allowance;

6. Any other unwelcome physicaf verbal or non-verbal conduct of sexual nature where the
complainant feels violated or offended

7. Engaging in sexist / inappropriate comzersation with colleagues about another colleague
via in person / ematT/ message llfhatsApp / social media plafforms
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lV. Visual
i- Sho*'ing / sharing pcrnography via in person/ emaii/ W'hatsApp or any other social

media
Display of sexually offensive pictures, materials or graffiti in the workstation or via email

(ffi-*iJ,T;:tTtJ:**fi,a 
"*u*7 whatsApp and any other social media

plafform causing embarrassment or offence or discomfort.

g) Respondent- Employees against whom the complaint has been filed.

4. INTERNAL COMPLAINTS COMMITTEE

4.1 The Internal Complaints Committee shall comprise oi
a) A Presiding Officer who shall be a woman employed at a senior level at workplace from

amongst the Employees;
b) Not less than 2 (tw-o) members from amongst Employees preferably committed to the

cause of rvomen or who have had experience in social work or have legal knowledge; and

c) One mcmbcr from among-st lon-goruer]rmental organization or a-ssaeia-tiorrs committed to
the cause of wotnen or a person familiar with the issues relating to sexual harassment.

4.2 The Internal Ccmplaints Ccmmittee .will operate on the fcllcwi*g guidelines:
a)The person against rvhom the allegation of Sexual Harassment has been made by the

Aggrieved'Woman, the Complaints Committee shall meet as and when any instance of
vioiation oithe poiicy is referred to tire commiltee and, in any case, at ieast once in a year.

b)Internal Complaints Committee shall prepare the annual report and submit the report
pertaining to number of cases filed and their disposal under the act to the Board.

c)The Presiding Officer and the members of the Intemal Complaints Commiffee will hold
the position upto three years from the date of their nomination.

5. COMPLAINTPROCEDT}RE

A. LODGING A COMPLAINT:

t. The Aggrieved Woman makes a complaint directly to the Presiding Officer of the
Internal Complaints Committee. The Presiding Officer will try to solve the grievance
informally before escaiating the matter to the formal Committee within a period of three
months from the date of incident.

Where an Aggrieved Woman is unable to make a complaint on account of her physical
incapacity, a complaint may be filed by
(a) her relative or friend, or
(b) her co-worker,
(c) an officer of the National or State Commission for Women, or
(d) any person who has knorvledge of the incident. with the rvritten consent of the

Aggrieved Womerr.

iii. Where an Agglieved Women is unable to make a complaint on account of her mental
incapacity, a complaint may be filed by
(a) her relative or friend, or
(b) a special educator, or a qualified psychiatrist or psychologist,
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(c) the guardian, or

{d) any person who has knowledge of the incident jointly with any of the persons

mentioned in (i) to (iii) of this paragraph.

iv. Where an Aggpieved Women, for any other reason, is unable to make a complaint, a
complaint may be filed by any person who has knowiedge of the incident, with the

written consent of theAggrieved Women.

v. The Intemal Complaints Cornmittee may, for the reasons to be recorded in writing,
extend the time limit, if it is satisfied that there were unavoidable circumstances which
prevented the Aggrieved Woman from filing a complaint within the said period. Such

complaint shall contain all the material and relevant details concerning the alleged
Sexual Harassment including the name of the contravener. The information disclosed by
such complainant should be treated as confidential information by the members of the
Intemal Commiffee.

vi. If the Aggrieved Woman would like to initiate action under the Indian Penal Code, 1860
(*IPC"), she may inform the Company management of the same, and the management
will provide necessary assistance to the Aggrieved Woman to fiie the compiaint in
relation to the offence under the IPC.

B. RESOLUTION THROUGH CONCILIATION:

i. Once tlre 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 woman. No monetary settlement can be made as a
basis of conciliation.

ii. In case a settlement is arrived at, the committee records & reports the same to the
employer for taking appropriate action. Resolution through conciliation shall be done
within 2 weeks fi'om the date of receipt of cornplaint.

iii. The committee shall provide copies of the settlement to complainant &. respondent.
Where a settlement is arrived at, no further inquiry is to be conducted by the committee.

C. RESOLUTION THROUGII FORMAL INQUIRY

The committee w"ill initiate inquiry in the fbllowilg cases:
. No conciliation is requested by aggrieved woman
. Conciliation has not resulted in any settlement
. Complainant informs the committee that any tenn or condition of the settlement arrived

through conciliation, has not been complied with by respondent.

r PROCEDURE OF INOUIRY INTO COMPLAI}I{T

1. Cornplainant should submit the complaint alor,g with supporting documents and the
nafires of the witnesses, if any.

2. The Committee will hold a meeting with the Complainant within seven days of receipt
of the complaint.
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3. At the first meeting, the Committee members shall hear the Complainant and record her

aliegations. After that Commitiee shali proceed with the enquiry and ccmmunicate the

same tc the Cornplainant and Respondent.
4. Upon receipt of the complaint. the comrnittee will send a copy of the complaint to the

Respondent within 7 worting days of receiving the complaint. Respondent shall reply
to such cornplaint within 10 working days cf recei.:ing it.

5. The wriffen explanation provided by respondent shall also be provided to complainant.
6. If the Complainant or the responcient desires any r*,itness,,es to be called, they shall

communicate in writing to the Committee the names of witness/es that they propose to
call.

7. The Committee shall call upon all witnesses mentioned by both the parties.

8. The Comrnittee shall provide every reasonatrle opportunity to the Complainant and the
Respondent for putting forw'ard and defending their respective case.

9. No iegal practitioner can represent any pafiy at any stage of the inquiry procedure.

l0.The Complaints Committee is to make inquiry i*to the complaint in accordancs with
the
principles of natural justice.

ll.In conducting the inquiry a minimum of three committee members including the
Presiding Offrcer are to be present.

12.The employer shall provide all necessary assistance for the purpose of ensuring full,
effective and speedy implementation of this pclicy.

13. Where sexual harassment occlrrs as a result of an act or omission by any third party or
outsider, the company shall take all steps necessary and reasonable to assist the affected
person in terms of support and preventive action.

14.In the event, the complaint does not fall under the purview of Sexual Harassment or the
complaint does not mean ar offence of Sexual Harassment, the same would be dropped
after recording the reasons thereof and shall also notifli to the management of
Company.

o INTERILM RELIEF

During pendency of the inquiry on a written request made by the complainant. the
committee may recotrlmend to the emplcyer to:
. Transfer the complainant or the respondent to any other workplace, or
. Grant leave to tlrc aggrieved woman of maximum 3 months, in addition to the leave she

r.vould be otherwise entitled, or
. Prevent the respondent from assessing complainant's rvork performance, or
. Grant such other relief as may be appropriate.

Once the recommendations of interim relief are implemented, the same is informed to the
committee.

r TERMINAIION OF INQUIRY

Committee may tenninate the inquiry or giv-e ex-parte decision, if eomplainani or
respondent resiectively is absent for 3 consecutive hearings, without any suffrcient
reason. Provided that flfteen days (15 days) written shall be given to the party, before
termination oienquiry or ex-parte orcier.
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INOUIRY REPORT

l-I,r th+ cnmrrlplinrr nf t,,nk irrn,rin, lhe inlemql ..n,-miiloo ckqlI nen..irlo tlrp rcnnrl n['ilc

findings to the Managing Director of the compary within a pedod of 10 days from the
date of completion of enquiry and sueh report also be made available to the conceiared

par=tjes. The Managing Diree-tor shaii au-t upor iil€ r€coinmendaiion *.ilhin 6S days or'iis
receipt.

PENAL CflN SEQUENCES OF SEXUAL 1IARASStuIE},{T

In case the Committee finds the degree of offence coverable under the Indian Penal
Code, ihen ihis fact shaii 'be rrlelr*olred in its report and appropriate action shail be

initiated by the employer, for making a Poiiee Compiaint" IJn<ier the indian Penal Code,
(lPC), the newly introduced Section (Section 354A) which deals with Sexual Harassment
has made this a 'cognizable offense' i.e. a person charged with Sexual Harassment may
be arrested without a warrant.

MALICIOUS ALLEGAI IONS

Where the committee arrives at the conclusion that the allegation against tire respondent
is malicious or the aggrieved woman or any other person making the complaint has made

the complaint knc*,ing 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 as per
the service rule applicable.

CONFIDENTIALITY

Notw-ithsianding any'thing contained in the Right to Information Aet, 2005, contents of
the complaint, the identity and addresses of the Aggrieved Woman, Respondent and

witnesses, any information relating to colrciliation and inquiry proceedings,
recommendations of the Internal Complaints Committee and the action taken by
Companyshall not be published, communicated or made known to the public, press or
media in any miliner.

AV/ARENESS

Awareness programme to be organised to:

Formulate and widely disseminate an internal policy or charter or resolution or
declaration far prohibition, prevention and redressal of sexual harassment at the
workplaee intended to promote gender sensitive safe spaces and remove underlying
factors that contribute towards a hostile work environment against women.
Carry out orientation programs and seminars for the Members of the Intemal
Committee.

Conduct capacity building and skill building programs for the Members of the Internal
Committee.

Declare the names and contact details of all the Members of the Internal Committee.

Use modules developed by the State Governments to conduct workshops and
awareness programs for familiarizing the empioyees with the provisions of the Act.
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Name: Pradeep Mohta
l\flanaging Director
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