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Nirdhan Development and Microfinance  

(will be hereinafter referred to as NIRDHAN)’s 

Policy on Prevention, Prohibition & Redressal of Sexual Harassment at Workplace 

 

 

1. POLICY 
 

1.1 NIRDHAN is an equal employment opportunity organization and is committed to 

providing an environment where every individual is treated with dignity and respect. 

NIRDHAN is also committed to creating a healthy working environment that enables 

its employees and members to work without fear of prejudice, discrimination, gender 

bias and/or sexual harassment. NIRDHAN will not tolerate any form of sexual 

harassment and is committed to take all necessary steps to prevent and deter any acts 

of sexual harassment at workplace. 

 

1.2 NIRDHAN strives to create an environment which is Healthy, Safe, Productive, Free 

from discrimination and harassment. 

 

2. SCOPE 

 

2.1 This Policy applies to all the offices of NIRDHAN, including but not limited to the 

head office as well as regional offices of NIRDHAN, its branches and other premises 

where NIRDHAN works from or conducts events and shall apply to its: 

 

 Employees 

 Members 

 Visitors 

 Trainees/Interns 

 Contractors/ Outsourced staff 

 Staff 

 Clients 

 Consultants  

 Temporary staff 

 

2.2 The workplace includes: 
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(i) All offices or other premises where NIRDHAN’s business is conducted; 

(ii) All NIRDHAN related activities performed at any other site away from 

  NIRDHAN’s Premises; or  

(iii) Any social, business or other functions where the conduct or comments may 

have an adverse impact on the workplace or workplace relations.  

 

3. SEXUAL HARASSMENT 

 

3.1 NIRDHAN has zero tolerance towards sexual harassment and prohibits any such act 

constituting sexual harassment.  Sexual harassment would mean and include, but not 

be limited to any of the following: 

 

(i) unwelcome sexual advances, requests or demand for sexual favours, either 

explicitly  

or implicitly, in return for employment, promotion, examination or evaluation 

of a person towards any activity of NIRDHAN; 

 

(ii) unwelcome sexual advances involving verbal, non- verbal or physical conduct 

such as sexually coloured remarks, jokes, letters, phone calls, e-mails, 

gestures, showing of pornography, lurid stares, physical contact or 

molestation, stalking, sounds, display of pictures, signs, verbal or non-verbal 

communication which offend the individual’s sensibilities and affect her/his 

performance; 

 

(iii) eve teasing, innuendos and taunts, physical confinement against one’s will and 

likely to intrude upon one’s privacy; 

 

(iv) act or conduct by a person in authority which creates the environment at 

workplace hostile or intimidating to a person belonging to the other sex;  

 

(v) any unwelcome gesture by an employee having sexual overtones; 

 

(vi) Sharing/transmitting sexually coloured matter, photographs, messages or jokes 

in person, via email, mobile phones or other medium or matter, photographs, 

or message that are suggestive of these in any way; 

 

(vii) Viewing pornography on NIRDHAN equipment and/or premises; or 

 

(viii) Any other unwelcome physical, verbal or non-verbal conduct of sexual nature 

 

4. INTERNAL COMPLAINTS COMMITTEE 

 

A committee has been constituted within NIRDHAN to consider and redress 

complaints of sexual harassment (the “Committee”). The Committee shall comprise 

of the following members at present:  

 

1.  Ms. Rajlakshmi Syam, Director, (Chairperson) NIRDHAN 

2.  Ms. Chandrani Banerjee, Head of Livelihood Programmes, NIRDHAN 

3.  Ms. Jennifer Ruma Gomes, Consultant, NIRDHAN 
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A quorum of 2 members is required to be present for the proceedings to take place. 

The quorum shall include the Chairperson and at least one member.  

 

5. REGIONAL/LOCAL COMPLAINTS COMMITTEE 

 

NIRDHAN has no regional office but has presence in 4 districts of rural Bengal at 

 present and complaints shall be heard and addressed from the head office at Kolkata 

 by members of the “INTERNAL COMPLAINTS COMMITTEE”. 

 

6. COMPLAINTS PROCEDURE 

 

5.1 Any individual who is being sexually harassed either directly or indirectly may submit 

a complaint of the alleged incident to any member of the Committee in writing with 

his/her signature within 15 (fifteen) days of occurrence of the incident. 

 

5.2 The Committee will maintain a register to endorse the complaint received by it and 

keep the contents confidential, if it is so desired, except to use the same for discreet 

investigation.  

5.3 The Committee will hold a meeting with the Complainant within 5 (five) days of the 

receipt of the complaint, but no later than a week in any case.  

 

5.4 Thereafter, the person against whom complaint is made may be called for a deposition 

before the Committee and an opportunity will be given to him / her to give an 

explanation, after which an inquiry will be conducted. 

 

5.6 In the event the complaint does not fall under the purview of Sexual Harassment or 

the complaint does not mean an offence of Sexual Harassment, the same would be 

dropped after recording the reasons thereof.  

 

5.7 In case the complaint is found to be false, the Complainant shall, if deemed fit, be 

liable for appropriate disciplinary action by NIRDHAN’s management. 

 

5.8 If the Committee determines that the allegations constitute an act of Sexual 

Harassment, the members of the Committee will proceed to investigate the allegation 

in a timely manner and preferably within 3 (three) months from the date of receipt of 

the written complaint. 

 

7. INQUIRY PROCESS 

 

7.1 The Committee shall immediately proceed with the Inquiry and communicate the 

same to the Complainant and person against whom complaint is made.  

 

7.2 The Committee 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.  

 

7.3 The Complainant shall be provided with a copy of the written explanation submitted 

by the person against whom complaint is made.  
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7.4 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 Committee the names 

of witness/es whom they propose to call.   

 

7.5 The Committee 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.   

 

7.6 The Committee shall complete the “Inquiry” within a reasonable period but not 

beyond 3 (three) months and communicate its findings and its recommendations for 

action to NIRDHAN’s Management. The report of the Committee shall be treated as 

an Inquiry Report  

 

7.7 NIRDHAN’s management will direct appropriate action in accordance with the 

recommendation proposed by the Committee.  

 

 

8. DISCIPLINARY ACTION 

 

7.1 After the Inquiry is concluded and the Committee finds that any misconduct has 

occurred, appropriate disciplinary action shall be taken against the accused stated in 

the complaint. Disciplinary action may include a formal apology, transfer, 

withholding promotion, suspension or dismissal. This action shall be in addition to 

any legal recourse sought by the complainant. 

 

7.2 In case the complaint is found to be false, the Complainant shall, if deemed fit, be 

liable for appropriate disciplinary action by the Committee.  

 

7.3 The Management shall provide all necessary assistance for the purpose of ensuring 

full, effective and speedy implementation of this policy.  

 

7.4 Where sexual harassment occurs as a result of an act or omission by any third party or 

outsider, NIRDHAN shall take all steps necessary and reasonable to assist the 

affected person in terms of support and preventive action.  

 

7.5 In case the Committee finds the degree of offence coverable under the Indian Penal 

Code, then this fact shall be mentioned in its report and appropriate action shall be 

initiated by NIRDHAN’s Management, for making a Police Complaint. 

 

9. CONFIDENTIALITY 
 

8.1 All information received by the Committee shall be kept confidential. Any person 

(including witnesses) who breaches confidentiality shall be subject to disciplinary 

action. 

 

8.2 All records of complaints, including contents of meetings, results of investigations 

and other relevant material will be kept confidential by NIRDHAN except where 

disclosure is required under disciplinary or other remedial processes.  
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10. PROTECTION TO COMPLAINANT / VICTIM 

 

9.1 NIRDHAN is committed to ensuring that no individual who brings forward a 

harassment concern is subject to any form of reprisal. Any reprisal will be subject to 

disciplinary action.  

 

9.2 NIRDHAN will ensure that the 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. 

 

11. RESPONSIBILITY OF ALL AS MENTIONED IN POINT 2. SCOPE (2.1)  

 

10.1 Every person in NIRDHAN has a responsibility and is obligated under this Policy to: 

 

(i) Forward/ submit to NIRDHAN any written complaints about sexual 

harassment; 

(ii) Support/ co-operate during any investigation as part of the inquiry processs; 

(iii) Be aware of and abide by laws applicable to him, his job and NIRDHAN 

Policies and Procedures; 

(iv) Be aware of, and not to participate in any prohibited or inappropriate 

behaviours or activities while representing NIRDHAN; 

(v) Provide a full and truthful disclosure of relevant information and assist with 

investigations of alleged policy violations; 

(vi) Handle information related to known or suspected violations of this Policy in a 

discreet and confidential manner; 

(vii) Not attempt to investigate the information or suspected violations of this 

Policy on his own i.e. without involving NIRDHAN; 

(viii) Set an example of proper workplace behaviour and ethical standards. 

 

 

 

 

 

 
 


