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B.S. SPONGE LIMITED 

PREVENTION OF SEXUAL HARASSMENT POLICY 

The policy statement 

B.S. Sponge Limited (hereinafter referred to as “BSSPL”, or the “Company”) is committed to providing a 
safe environment for all its employees, free from discrimination on any ground and from harassment at the workplace, 
including sexual harassment. BSSPL has a zero- tolerance policy for any form of sexual harassment at the 
workplace, treats all incidents seriously and will strictly investigate all allegations of sexual harassment. Any person 
found to have sexually harassed another will face disciplinary action, up to and including dismissal from 
employment. All complaints of sexual harassment will be taken seriously and treated with respect and in confidence. 
No one will be victimized for making such a complaint. 

Scope 

 The prevention of sexual harassment policy (“Policy”) sets out guiding principles to be followed by the Company for 
the prevention, prohibition and redressal of complaints of sexual harassment at the workplace and difficulties connected 
with the same. This Policy has been drafted in accordance with the Sexual Harassment of Women at the Workplace 
(Prevention, Prohibition and Redressal) Act, 2013, and the rules framed thereunder (“POSH Act”), as may be 
amended from time to time, the Handbook on the Sexual Harassment at Workplace (Prevention, Prohibition and 
Redressal) Act, 2013, Ministry of Women and Child Development, Government of India (“Handbook on POSH Act”) 
and the applicable guidelines provided by the Supreme Court of India (“Applicable Law”) Any matter which has not 
been specifically set out under this Policy, shall be dealt with in the manner prescribed under the POSH Act. 

Applicability 

This Policy shall extend to all categories of employees, of the Company including workers, probationer and trainers or 
otherwise (whether in the office premises or outside while on assignment) of BSSPL, including those employed on a 
contractual basis, and shall also extend to those persons who are not employees of the Company, such as customers, 
visitors, etc., but are/ have been subject to sexual harassment at the premises of the Company. The Company will 
not tolerate Sexual Harassment, if engaged in by clients or by suppliers or any other business associates. 

This Policy shall be considered a part of the employment contract or terms of engagement of the persons in the above 
categories. Where the alleged incident occurs to the employee by third party while on duty outside the premises of the 
Company, the Company would perform all reasonable and necessary steps to support the employee of the Company. 

Definition of sexual harassment 

Sexual harassment is unwelcome conduct of a sexual nature which makes a person feel offended, humiliated 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 is hostile, intimidating or humiliating for the 
recipient. Sexual harassment also occurs when unwelcome sexual conduct unreasonably interferes with an individual’s 
job performance or creates an intimidating, hostile, or offensive working environment or when the individual is 
subjected to humiliating treatment accompanied with an act of unwanted sexual behaviour which jeopardizes health or 
safety of the individual. 

Sexual harassment can involve one or more incidents and actions constituting harassment which may be physical, verbal 
or non-verbal. Examples of conduct or behaviour which constitute sexual harassment include, but are not limited to: 

Physical conduct 

 Unwelcome physical contact and advances including patting, pinching, stroking, kissing, hugging, fondling, 
or inappropriate touching 

 Physical violence, including sexual assault 

 The use of job-related threats or rewards to solicit sexual favours Verbal conduct 
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 Comments on a worker’s appearance, age, private life, etc. 

 Sexual comments, stories and jokes 

 Sexual advances 

 Demand or request for sexual favors 

 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 

and any other unwelcome physical, verbal or non-verbal conduct of sexual nature. 

Anyone can be a victim of sexual harassment, regardless of their sex and of the sex of the harasser. The Company 
recognizes that sexual harassment may also occur between people of the same sex. What matters is that the sexual 
conduct is unwanted and unwelcome by the person against whom the conduct is directed. 

The Company recognizes that sexual harassment is a manifestation of power relationships and often occurs 
within unequal relationships in the workplace, for example between manager or supervisor and employee. The 
following circumstances, among other circumstances, if it occurs or is present in relation to or connected with 
any act or behavior of sexual harassment (as defined above), will also amount to “sexual harassment: 

 implied or explicit promise of preferential treatment in employment; or 

 implied or explicit threat of detrimental treatment in employment; or 

 implied or explicit threat about present or future employment status; or 

 interference with work or creating an intimidating or offensive or hostile work environment for a person; 
or 

 humiliating treatment likely to affect health or safety. 

Anyone, including employees of the Company, clients, customers, casual workers, contractors or visitors who 
sexually harasses another will be reprimanded in accordance with this Policy. All sexual harassment is prohibited 
whether it takes place within BSSPL premises or outside, including at social events, business trips, training sessions 
or conferences sponsored by BSSPL. 

Workplace includes: 

i. All offices or other premises where the Company’s business is conducted 

ii. All Company-related activities performed at any other site away from the Company’s premises 
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iii. Any social, business or other functions where the conduct or comments may have an adverse impact in the 
workplace 

iv. Any place visited by the employee arising out of or during the course of employment including 
transportation provided by the employer for undertaking such a journey. 

Internal committee 

Complaints of sexual harassment will be promptly and thoroughly investigated by the committee, known as the internal 
committee (“ICC/Committee which shall be constituted in accordance with the POSH Act, as set out below: 

a) The presiding officer of the ICC shall be a woman employed at a senior level at the workplace. She has to be 
from amongst the employees.(“Presiding Officer”). 

b) 2 (two) members of the ICC will be selected from amongst the employees, preferably who are committed to 
the cause of women or have experience in social work or have legal knowledge. 

c) 1 (one) member of the ICC will be selected from a non-governmental organization or associations committed 
to the cause of women or a person familiar with issues relating to sexual harassment (“External Member”). 

At least one half of the members of the ICC will be women. 

The Presiding Officer and every member of the ICC will hold office for a period, not exceeding 3 (three) years from the 
date of their nomination as may be specified by the Company. 

While conducting the inquiry, a minimum of 3 (three) members of the ICC including the Presiding Officer shall 
be present. 

The details of the members of the ICC at each workplace/ premise of the Company will be available on the Company’s 
notice board and may also be obtained from the [General Manager/Manager (Human Resources Department)] of the 
Company. The ICC will investigate all alleged sexual harassment complaints, while maintaining a strict level 
of confidentiality. For the purpose of making an inquiry, the ICC shall have the same powers as are vested in the civil 
court under the Code of Civil Procedure, 1908, which will include the power to summon and enforce the attendance 
of any person, require the discovery and production of documents, and regarding any other matter which may be 
required during conducting investigation into a complaint under this Policy. 

Current nominated members of the committees are given in annexure A. 

 

Complaints procedure 

All complaints should be submitted in writing to all or any member of the ICC, either in hard copy or through 
e-mail. In either case, the complainant is required to provide supporting documents and the names and addresses of 
witnesses, if any. 

Where a complaint cannot be made in writing, the Presiding Officer or any member of the ICC, as the case may be, will 
render all reasonable assistance to the complainant, for making the complaint in writing. If the complainant is unable 
to make a complaint on account of his/her physical or mental incapacity, the legal heir of the complainant or 
such person as authorized by the P O S H  Act, will be permitted to file the complaint on behalf of the complainant. 

On receipt of the complaint, the Presiding Officer and the External Member shall evaluate if any of the members 
of the Committee are involved in or closely connected with the complaint so as to result in a conflict of interest 
with that of the parties involved. In the event of a conflict of interest, the Presiding Officer or the External Member 
may ask the Company to replace such members on the Committee for the investigation into the relevant complaint. 
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Conflict of interest 

Conflict of Interest could be any known transaction, relationship or service engaged by an employee or a person with 
whom he/she has personal relations including his/her immediate family/relatives, which may cause concern (based upon 
an objective determination) that the employee could not or might not be able to fairly perform his/her duties to the 
company. Conflict of interest includes situations: 

 Where an employee’s private affairs or financial interests are in conflict with his/her work duties, 
responsibilities and obligations, or results in a perception that a conflict exists. 

 That could compromise or impair the employees’ ability to act in the Company’s interest. 

 A conflict of interest, actual or potential, arises where an employee: 

 is offered / derives benefit or favour, personally or on behalf of any person with whom he/she has relationship, 
by making or influencing decisions relating to the Company; 

 is in a position to influence a decision with regard to the Company’s business with a business associate where 
person with whom he/she has personal relationship is a proprietor/ director/ partner or representative; 

 any family member or close relative is employed with business associate or competitor of the Company; 

 enters into a business transaction on behalf of the Company, with parties related to his /her family members or 
close relatives, which appears to be detrimental to the interest of the Company. 

It may be noted that the above is not an exhaustive list of conflict of interests that an employees may come across. This 
illustrative list is for guiding the employees to uphold and promote the above framework. The employees are however 
advised as a matter of abundant precaution, to declare likely cases of conflict of interest in case of any doubt arising out 
of whatsoever reasons thereof. 

Conciliation proceedings 

Before initiating an inquiry into a sexual harassment complaint and upon request of the complainant, the ICC can take 
steps to settle the matter between the complainant and the respondent through conciliation, provided that no 
monetary settlement shall be the basis of such conciliation. Conciliation is a process of mediation between 2 disputing 
parties. If the aggrieved person requests conciliation proceedings to settle the matter, then no monetary settlement shall 
be basis for such settlement / conciliation. 

Where a settlement has been arrived at between the parties, as a result of such conciliation, no further inquiry 
shall be conducted by the ICC, but it shall record the settlement so arrived and forward the same to the employer to 
take action as specified in the recommendation. Copies of the settlement should also be provided to both parties. 

Key steps and timelines for filing and redressal of complaints 

Following is a brief summary of the key steps to be followed and the timelines within which a complaint under this 
Policy will be redressed: 

Step Action Time Period 
Step 1 The complainant to file complaint in writing 

to the ICC. The ICC will maintain a register to 
endorse the complaint received and shall keep the 
contents confidential, and use the same for discreet 
investigation. 

Within 3 months from the date of the incident, or in 
case of series of incidents, from the date of the last 
incident. The ICC may extend this time period for an 
additional period of 3 months, if it is satisfied that 
there were circumstances that prevented the 
complainant from filing the complaint within the said 
time period. 

Step 2 At the first meeting, the ICC members shall hear the 
complainant and record her/his allegations. The 

Within 7 working days of receipt of complaint. 
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Step Action Time Period 
complainant can also submit any corroborative 
material with a documentary proof, oral or written 
material, etc., to substantiate his / her complaint. If 
the complainant does not wish to depose personally 
due to embarrassment of narration of event, the same 
shall be done by the Presiding Officer (if the 
complainant is a for lady employee) on behalf of the 
complainant. On receipt of the complaint, the ICC 
will send the complaint to the 
perpetrator/respondent (against whom the 
complaint is filed). 

Step 3 The respondent is required to file a reply to the 
complaint (along with his list of documents, and 
names and addresses of witnesses) to the ICC. 

Within 10 working days of receiving the copy of the 
complaint. 

Step 4 The ICC to initiate and complete enquiry. Within 90 days of the complaint being filed. 
Step 5 If it is found that the complaint does not fall under 

the purview of the Policy, the same would be 
dropped or redirected to the right forum, after 
recording the reasons thereof. The ICC to submit 
report of findings and recommendations to the 
Company for implementation (a copy of the report 
is to also be provided to both parties). 

Within 10 days of the completion of the inquiry. 

Step 6 Company to implement recommendations of the 
ICC. 

Within 60 days of the receipt of the report of the ICC. 

Step 7 The complainant/ respondent to file appeal to a 
court or tribunal in accordance with the provisions 
of the POSH Act  against any breach of terms of a 
conciliation, or recommendations of the ICC or 
non-implementation of recommendations by the 
Company. In case the complaint is found to be 
false, the complainant shall, if deemed fit, be liable 
for appropriate disciplinary action by the 
management. 

Within 90 days of the receipt of the report of the ICC. 

 
Manner of inquiry into a complaint 

Guiding principle: The ICC will conduct the inquiry into the complaint in accordance with the principles of natural 
justice. 

Quorum of the ICC: While conducting an inquiry, a minimum of 3 (three) members of the ICC, including the Presiding 
Officer, shall be present. 

Lawyer of either party not allowed: The parties shall not be allowed to bring in any legal practitioner to represent them 
in their case, at any stage of the proceedings before the ICC. 

Ex-parte decision: The ICC may give an ex-parte decision or terminate the inquiry proceedings, if the complainant or 
the respondent fails to appear before the ICC for 3 (three) consecutive hearings without sufficient cause. However, the 
ICC will give a prior written notice of 15 (fifteen) days to the concerned party before taking any such decision. 

Enquiry process 

(a) After meeting the complainant, the ICC shall immediately proceed with the inquiry and communicate the same 
to the complainant and person against whom complaint is made. 

(b) The ICC shall prepare and hand over the statement of allegation to the person against whom complaint is made 
and give him / her, an opportunity to submit a written explanation if she/ he so desires within 7 days of receipt 
of the same. 
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(c) The complainant shall be provided with a copy of the written explanation submitted by the person against 
whom complaint is made. 

(d) If the complainant or the person against whom complaint is made desires any witness/es to be called, they shall 
communicate in writing to the ICC the names of witness/es, who they propose to call. 

(e) If the complainant or the person against whom the complaint is made, desire to tender any documents by way 
of evidence before the Committee, she/ he shall supply original copies of such documents. Both shall affix his 
/ her signature on the respective documents to certify these to be original copies. 

(f) The ICC shall call upon all witnesses mentioned by both the parties and record their statement. 

(g) The ICC shall provide every reasonable opportunity to the complainant and to the person against whom 
complaint is made, for putting forward and defending their respective case. 

(h) The ICC shall complete the inquiry within reasonable period but not beyond 1 month and communicate its 
findings and its recommendations for action to human resource department. The report of the committee shall 
form the guidelines on which appropriate action can be initiated by human resource department, against an 
employee, if he/she is found guilty of sexual misdemeanor. 

(i) The Committee shall be governed by such rules as may be framed by the Supreme Court orders or any other 
legislation enacted later on. 

Relief to complainant during pendency of inquiry 

The Company may, pending completion of the inquiry, implement any one or more of the following interim measures 
recommended by the ICC, on a written request made by the complainant: 

a) transfer the complainant or the respondent to another office or unit of the Company; 

b) grant leave to the complaint for up to 3 (three) months  in addition to leave already entitled to; 

c) restrain the respondent from reporting on the work performance or other reports of the complainant; or 

d) take any other appropriate action, as recommended by the ICC. The final decision, however, is solely to the 
discretion of ICC and the Company and the leave granted to the complainant will be in addition to the leave he/she 
would otherwise be entitled to. 

Penalties for sexual harassment 

If an employee of the Company is found to be guilty of sexual harassment by the ICC, or of any of the Other Punishable 
Actions (as defined below) under this Policy, the Company shall impose, or cause to be imposed, one of more of the 
following penalties against such employee: 

a) censure; 

b) warning (verbal or written); 

c) fine (breach of duty of confidentiality under the POSH Act is punishable, with a fine of 50,000, which is 
payable to the Company); 

d) loss of pay; 

e) loss of seniority; 

f) dismissal/ termination of employment, with or without notice or any compensation in lieu of notice; and/or 

g) appropriate legal proceedings. 
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In addition to the above, the ICC may deduct a sum from the salary/ wage of the respondent, if the respondent is found 
guilty, of such amount as it may consider appropriate, for payment to the complainant or to the complainant’s legal 
heirs. 

The nature of the sanctions will depend on the gravity and extent of the harassment. Suitable deterrent sanctions will be 
applied to ensure that incidents of sexual harassment are not treated as trivial. Certain serious cases, including physical 
violence, will result in the immediate dismissal of the harasser. 

If the ICC arrives at the conclusion that the allegation of sexual harassment against the respondent has not been proven, 
then it may recommend to the Company that no action be taken in the matter. 

Other acts/ behavior punishable under the POSH Act 

Apart from sexual harassment, if any employee of the Company commits any of the following acts, such person shall 
also be punishable with penalties, as set out in this Policy, on the ground of misconduct: 

a) making false allegations of sexual harassment, with malicious intent and knowledge that such allegation is 
false, or producing false evidence to justify such complaint; 

b) as a witness to the proceedings of the ICC, giving false evidence or producing false documents; 

c) breaching the statutory duty of maintaining confidentiality of information relating to the inquiry proceedings 
of the ICC, by divulging such information to any unauthorized person, including, but not limited to any 
employee of the Company; and/or 

d) victimizing, intimidating or influencing any person seeking redress under this Policy, witness or any other 
persons involved in the conduct of proceedings under this Policy, whether directly or indirectly (collectively, 
“Other Punishable Actions”). 

It is clarified that the mere inability to substantiate a complaint, or provide adequate proof will not be treated as a 
false complaint. 

Punishment for false or malicious complaint and false evidence 

(i) If an employee is found to have raised a false complaint, then severe action will be taken against the employee. 
This may include verbal warning or suspension or termination from services of the Company as recommended 
by the ICC; 

(ii) A mere inability to substantiate a complaint or provide adequate proof need not attract action against the 
complainant; 

(iii) The malicious intent on part of the complainant shall be established after an inquiry in accordance with the 
procedure prescribed, before any action is recommended; and 

(iv) In case the ICC arrives at a conclusion that during an inquiry any witness has given false evidence or produced 
any forged or misleading document, it may recommend to the Company to take action in accordance with the 
provisions of the service rules applicable to the employee. This may include verbal warning or suspension or 
termination from services of the Company as recommended by the ICC. 

Criminal proceedings 

In the event the complainant opts to file a complaint under the B h a r a t i y a  N y a y a  S a n h i t a ,  2 0 2 3  or 
any other law for the time being in force, in relation to an alleged offence of sexual harassment, the Company will (i) 
assist the complainant in filing such complaint, and (ii) initiate action against the perpetrator (under the  Bharatiya 
Nyaya Sanhita, 2023 or any other law for the time being in force,) if the complainant so desires. 
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Duty to cooperate 

All employees of B. S. SPONGE LIMITED have a duty to cooperate in the Company’s investigation of 
alleged sexual harassment. Failure to cooperate or deliberately providing false information during an investigation will 
be grounds for disciplinary action, up to and including termination. Further, 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. 

Non-retaliation 

The Company will not retaliate, nor will it tolerate retaliation, against a complainant, who files a complaint 
of sexual harassment in good faith, or is a witness in the ICC proceedings. 

Confidentiality 

All proceedings, documents and records maintained under this Policy, including the names of the complainant, 
respondent and witnesses shall be confidential and shall be dealt with in the manner provided under the POSH 
Act. 

All persons involved in the proceedings under this Policy including the parties, witnesses, ICC members and 
any other employee of the Company  who becomes aware of any incident of sexual harassment, whether directly 
or indirectly, shall be under a duty to respect and maintain confidentiality. 

Other obligations of the Company and annual reporting by the ICC 

It is the duty of the Company to disseminate the Policy through endorsement and efficient communication to ensure 
that every employee of the Company has adequate knowledge of the Policy and relevant information in connection with 
their rights including obligations under the POSH Act. The Policy and its awareness must be communicated to all new 
employees during induction/training and all the existing employees can refer the policy on bsstmx.com 

The Company shall carry out (i) orientation programmes, seminars for the members of the ICC and conduct capacity 
building and skill building programmes for them; and (ii) conduct workshops and awareness programmes for sensitizing 
the employees with the provisions of the POSH Act.   

Amendment 

The Company reserves its right to amend or modify this Policy in whole or in part, at any time without assigning any 
reason whatsoever. However, no such amendment or modification will be binding on the employees unless the same is 
notified to the employees in writing. 

The Company shall give necessary assistance to the ICC for dealing with the complaint and conducting the inquiry, 
including securing attendance of the respondent and witnesses before the ICC, making necessary information available 
to the ICC, etc. 

The Company will also be responsible to monitor the timely submission of an annual report by the ICC to the employer 
and the relevant District Officer, respectively, in accordance with the POSH Act. 

The ICC will prepare an annual report, setting out the following details and submit the same to the 
Company. Further, in relation to complaints received from an employee of the Company  or an aggrieved woman, 
the ICC will prepare an annual report, setting out the following details and submit the same to the relevant District 
Officer as notified under the POSH Act: 

(i) number of complaints of sexual harassment received in the year; 

(ii) number of complaints disposed off during the year; 

(iii) number of cases pending for more than 90 (ninety) days; 
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(iv) number of workshops or awareness programmes against sexual harassment carried out; and 

(v) nature of action taken by the employer. 

Duties of the Employer 

(i) The Company will take proactive measures to sensitize its employees about the need for appropriate workplace 
conduct in a gender-neutral manner. 

(ii) Provide a safe working environment at the workplace which shall include safety from the persons coming into 
contact at the workplace; 

(iii) Display at any conspicuous place in the workplace, the consequences of sexual harassment and the order 
constituting the ICC; 

(iv) Provide necessary facilities to the ICC for dealing with the complaint and conducting an inquiry; 

(v) Assist in securing the attendance of respondent and witnesses before the ICC; 

(vi) Make available such information to the ICC as it may require having regard to the complaint made; 

(vii) Provide assistance to the employee, if he/she so chooses to file a complaint in relation to the offence under the 
IPC or any other law for the time being in force; 

(viii) Cause to initiate action, under the Bharatiya Nyaya Sanhita, 2023 or any other law for the time being in force, 
against the perpetrator, or if the complainant so desires where the perpetrator is not an employee, in the 
workplace at which the incident of sexual harassment took place; 

(ix) Treat sexual harassment as a misconduct under the service rules and initiate action for such misconduct; and 

(x) Monitor the timely submission of reports by the ICC. 

Protection to complainant/witnesses 

(i) The Company will ensure that complainants and witnesses will not be victimized or discriminated against 
because of their complaint; 

(ii) Any form of unwarranted pressures, retaliation, victimization or any other type of unethical behavior by the 
alleged respondent against the complainant; and 

(iii) witnesses shall be reported immediately to the ICC. In case of genuine complaints, the ICC may recommend 
to the Company, to take appropriate disciplinary action.  

Effective date 

This Policy shall be effective from date of approval of the Board September 26, 2026. 

Monitoring and evaluation 

The Company recognizes the importance of monitoring this anti-sexual harassment policy and will ensure that it 
anonymously collects statistics and data as to how it is used and whether or not it is effective. 

Supervisors, managers and those responsible for dealing with sexual harassment cases will report on compliance 
with this policy, including the number of incidents, how they were dealt with, and any recommendations made. 
This will be done on a yearly basis. As a result of this report, the Company will evaluate the effectiveness of this Policy 
and make any changes needed. 
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Contact person 

In case of any queries/ clarifications in relation to this policy, please contact Rajesh Kumar Rao (HR & Admn) 
(HR Manager), at +917724805083 and/ or hr@bsstmx.com 

                                                                                                                                    
 
 
            SD/- 

                                                      Ashish Agarwal 
 Managing Director 
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  Annexure A 

Internal compliant committee members of B.S. SPONGE LIMITED 

 

S. No. Name Role in Internal compliant 
committee 

Contact No. 

1 Ms. Richhi Agarwal Presiding officer +91 9836373732 

2 Ms. Sanyogita  Ratnakar External Member +91 9737577036 

3 Ms. Sonali Upadhyay Member +91 9755533627 

4 Ms. Shweta Varthi Member +91 7880110232 

5 Miss Anju Biswas Member +91 9755533672 

 

 

 


