POLICY ON PREVENTION OF SEXUAL HARASSMENT AT WORKPLACE.

I. COMMITMENT:

Our Company is committed to providing work environment that ensures every employee is treated with
dignity and respect and afforded equitable treatment.

The Company is also committed to promoting a work environment that is conducive to the professional
growth of its employees and encourages equality of opportunity.

The Company will not tolerate any form of sexual harassment and is committed to take all necessary
steps to ensure that its employees are not subjected to any form of harassment.

Il. SCOPE:

This policy applies to all categories of employees of the Company, including permanent management
and workmen, temporaries, trainees and employees on contract at their workplace or at client sites. The
Company will not tolerate sexual harassment, if engaged in by clients or by suppliers or any other
business associates.

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.

I1l. DEFINITION OF SEXUAL HARASSMENT:

Sexual harassment may be one or a series of incidents involving unsolicited and unwelcome sexual

advances, requests for sexual favours, or any other verbal or physical conduct of sexual nature.
Sexual Harassment at the workplace includes:

1. Unwelcome sexual advances (verbal, written or physical),

2. Demand or request for sexual favours,

3. Any other type of sexually-oriented conduct,

4. Verbal abuse or ‘joking’ that is sex-oriented,




5. 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.

V. 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:

Informal complaints mechanism
If the victim wishes to deal with the matter informally, the designated person will:

give an opportunity to the alleged harasser to respond to the complaint

ensure that the alleged harasser understands the complaints mechanism

facilitate discussion between both parties to achieve an informal resolution which is acceptable
to the complainant, or refer the matter to a designated mediator within the company to resolve
the matter ensure that a confidential record is kept of what happens

follow up after the outcome of the complaints mechanism to ensure that the behaviour has
stopped

ensure that the above is done speedily and within 30 days of the complaint being made

Formal complaints mechanism

If the victim wants to make a formal complaint or if the informal complaint mechanism has not led to a
satisfactory outcome for the victim, the formal complaint mechanism should be used to resolve the
matter.

The designated person who initially received the complaint will refer the matter to a senior human
resources manager to instigate a formal investigation. The senior human resources manager will deal
with the matter him/herself.

The person carrying out the investigation will:

e interview the victim and the alleged harasser separately
e interview other relevant third parties separately
e decide whether or not the incident(s) of sexual harassment took place




produce a report detailing the investigations, findings and any recommendations

if the harassment took place, decide what the appropriate remedy for the victim is, in
consultation with the victim (i.e.- an apology, a change to working arrangements, a promotion if
the victim was demoted as a result of the harassment, training for the harasser, discipline,
suspension, dismissal)

follow up to ensure that the recommendations are implemented, that the behaviour has
stopped and that the victim is satisfied with the outcome

if it cannot determine that the harassment took place, he/she may still make recommendations
to ensure proper functioning of the workplace keep a record of all actions taken

ensure that the all records concerning the matter are kept confidential

ensure that the process is done as quickly as possible and in any event within 30 days of the
complaint being made

VI. SANCTIONS AND DISCIPLINARY MEASURES

Anyone who has been found to have sexually harassed another person under the terms of this policy is
liable to any of the following sanctions:

verbal or written warning
adverse performance evaluation
reduction in wages

transfer

Demotion

Suspension

Dismissal

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.

VIl. IMPLEMENTATION OF THIS POLICY

APIS INDIA LIMITED will ensure that this policy is widely disseminated to all relevant persons. It will be
included in the staff handbook. All new employees must be trained on the content of this policy as part
of their induction into the company. Every year, APIS INDIA LIMITED will require all employees to attend
a refresher training course on the content of this policy. It is the responsibility of every manager to

ensure that all his/her employees are aware of the policy.

VIII. MONITORING AND EVALUATION

APIS INDIA LIMITED recognizes the importance of monitoring this 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.




