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INTRODUCTION

ShikharOrganisation of Social Development is a non-governmental organisation registered under society
act of India to deliver welfare services. The organisation is fully committed to the principle of honesty,
integrity and fair play in the delivery of services to the public. All staff should ensure that the businesses of
Shikhar OSD such as applications for services, procurement or staff recruitment, are dealt with in an open,
fair and impartial manner. This Code of Conduct sets out the basic standard of conduct expected of all staff
and the organisation’s policy on matters like acceptance of advantages and declaration of conflict of interest
by staff in connection with their official duties. This Code also applies to temporary or part-time
staff/ Volunteers employed/associated by the organisation.

The Mandate

Today, all workplaces in India are mandated by law to provide a safe and secure working environment
free from sexual harassment for all women.

The Genesis

In India, before 1997, there were no formal guidelines for how an incident involving sexual harassment at
workplace should be dealt by an employer. Women experiencing sexual harassment at workplace had to
lodge a complaint under Section 354 of the Indian Penal Code that deals with the 'criminal assault of
women to outrage women's modesty' and Section 509 that punishes an individual or individuals for
using a 'word, gesture or act intended to insult the modesty of a woman'. These sections left the
interpretation of 'outraging women's modesty' to the discretion of the police officer.

In 1992 Bhanwari Devi, a social worker engaged by the State of Rajasthan as a Sathin(means a friend) to
work towards the prevention of the practice of child marriages was brutally gang raped by a number of
men, because she had tried to stop a child marriage. Bhanwari Devi was determined to get justice and
lodged a case against the offenders. However, the accused was acquitted by a trial court. This appalling
injustice, together with the fighting spirit of Bhanwari Devi, inspired several women’s groups and NGOs
to file a Public Interest Litigation (PIL) in the Supreme Court of India under the collective platform of
Vishaka, an NGO.

The Supreme Court decided that the consideration of "International Conventions and norms are significant
for the purpose of interpretation of the guarantee of gender equality, right to work with human dignity in Articles
14, 15, 19(1)(g) and 21 of the Constitution and the safequards against sexual harassment implicit therein". The
Supreme Court defined sexual harassment and set guidelines for employers.

Sexual harassment

Sexual harassment includes such unwelcome sexually determined behavior (whether directly of by
implementation) as:

a) Physical contact andadvances;
b) A demand or request for sexualfavours;
c) Sexually colouredremarks;
d) Showing pornography;and
Any other unwelcome physical, verbal or non-verbal conduct or sexualnature



Having raised the bar of responsibility and accountability in the Vishaka Guidelines, the Supreme Court
placed an obligation on workplaces, institutions and those in positions of responsibility, to uphold
working women’s fundamental right to equality and dignity at the workplace. Three key obligations
were imposed on institutions to meet that standard, namely:

a) Prohibition
b) Prevention
c) Redress

The Act

Consistent with the Vishaka judgment, the Government of India enacted the Sexual Harassment of
Women at Workplace (Prevention, Prohibition and Redressal) Act, 2013 (hereinafter referred to as the
Act). The Act aspires to ensure women’s right to workplace equality, free from sexual harassment
through compliance with the above mentioned three elements.

A safe workplace is a woman’s legal right. Indeed, the Constitutional doctrine of equality and personal
liberty is contained in Articles 14, 15 and 21 of the Indian Constitution. These articles ensure a person’s
right to equal protection under the law, to live a life free from discrimination on any ground and to
protection of life and personal liberty. This is further reinforced by the UN Convention on the
Elimination of all Forms of Discrimination against Women (CEDAW), which was adopted by the UN
General Assembly in 1979 and it has been ratified by India on 25th June,1993.



POLICY ON PREVENTION OF SEXUAL
HARASSMENT OF WOMEN (POSH) IN SHIKHAR
ORGANISATION FOR SOCIAL DEVELOPMENT

L. ThePolicy

1. At SHIKHAR ORGANISATION FOR SOCIAL DEVELOPMENT, all employees are
expected to uphold the highest standards of ethical conduct at the workplace and in all their
interactions with business stakeholders. This means that employees have a responsibilityto:

QO
~—

Treat each other with dignity andrespect;

Follow the letter and spirit oflaw;

Refrain from any unwelcome behaviour that has sexual connotation (of sexualnature);
Refrain from creating hostile atmosphere at workplace via sexual harassment;and
Report sexual harassment experienced and/or witnessed to appropriate authorities
and abide by the complaint handling procedure of theorganization.

tecse

2. This policy has been framed in accordance with the provisions of “The Sexual
Harassment of Women at Workplace (Prevention, Prohibition and Redressal) Act, 2013”
and rules framed there under (hereinafter “the Act”). Accordingly, while the policy covers
all the key aspects of the Act, for any further clarification reference shall always be made to
the Act and the provisions of the Act shall prevail. If any aspect relating to sexual
harassment not explicitly covered in this policy is provided for by the law, then the law will
be applicable. In case of any conflict between the policy and the law, the law willprevail.

3. This policy provides protection against sexual harassment of women at workplace
and the prevention and redressal of complaints of sexual harassment and matters related
toit.

IL. Scope

This Policy extends to all employees of the SHIKHAR ORGANISATION FOR SOCIAL
DEVELOPMENT with applicability of HR Policies of SHIKHAR ORGANISATION FOR
SOCIAL DEVELOPMENT, hereinafter referred to as 'Organization' in this policy. It is
deemed to be incorporated in the service conditions of all employees of the Organization in
India.

II1. Definitions

(i) “Sexual Harassment” includes any one or more of the following unwelcome acts or
behavior (whether directly or by implication), but not limitedto:

a) Physical contact and advances including (but not limited to) touching, stalking,
sounds which have explicit and /or implicit sexual connotation/overtones,
molestation);or

b) A demand or request for sexual favors;or

c) Making sexually colored remarks or remarks of a sexual nature about a person's
clothing or body;or

d) Showing pornography, making or posting vulgar / indecent / sexual pranks,
teasing, jokes, demeaning or offensive pictures, cartoons or other materials through
email, SMS, MMS, gestures, etc.;or

e) Any other unwelcome physical, verbal or non-verbal conduct of sexual nature;or



(ii) “Aggrieved woman”: In relation to a workplace, a woman, of any age, whether
employed or not, who alleges to have been subjected to any act of sexual harassment by
therespondent.

(iii)  “Complainant”: Any aggrieved woman who makes a complaint alleging sexual
harassment under thispolicy.



(iv)  “Respondent”: A person against whom a complaint of sexual harassment has been
made by the aggrieved woman under thispolicy.

(v) “Domestic Worker” means a woman who is employed to do the household work in
any household for remuneration whether in cash or kind, either directly or through any
agency on a temporary, permanent, part time or full time basis, but does not include any
member of the family of theemployer.

(vij  “Employee”: A person employed at the workplace, for any work on regular,
temporary, ad- hoc or daily wage basis, either directly or through an agent, including a
contractor, with or without the knowledge of the principal employer, whether for
remuneration or not, or working on a voluntary basis or otherwise, whether the terms of
employment are express or implied and includes a coworker, a contract worker, probationer,
trainee, apprentice or called by any other suchname.

(vii)  “Employer”:
a) in relation to the organization, the Management or such other officer, as the case may
be, may by an order of the Management specified in thisbehalf;

b) in any workplace not covered under sub-clause (a) above, any person responsible for
the management, supervision and control of theworkplace.

Explanation:

(i) The “management” includes the person or the Governing Board responsible for
formulation and administration of polices for theorganization;

(i1i) The “person” means the official, by appointment, discharging official obligations
with respect to the employees of the organization.

(viii) “Workplace”:
a) Premises, locations, establishments, enterprises, institutions, offices, branches or units
established or subsidiaries which are controlled by theOrganization.

b) Places visited by the Employee arising out of or during the course of employment
including official events, accommodation and transportation provided by the

employer for undertaking a journey.

(ix)  “Internal Committee”: The Internal Complaints Committee constituted under
provisionsof thisPolicy.

(%) “Local Committee”: The Local Complaints Committee constituted, if any, under
provisions of this Policy.

(xi)  “Member”: A Member of the Internal Committee or the Local Committee, as the case
maybe.

(xii)  “Prescribed”: Prescribed by rules made under thisPolicy.



(xiii)  “Presiding Officer”: The Presiding Officer of the Internal Complaints Committee
nominated under provisions of thisPolicy.

IV.  Prevention of sexualharassment:
(@) No woman shall be subjected to sexual harassment at anyworkplace.
(b) The following circumstances if it occurs or is present in relation to any sexually

determined act or behavior amount to sexualharassment:

i.  Implied or explicit promise of preferential treatment inemployment;
ii.  Implied or explicit threat of detrimental treatment inemployment;
iii.  Implied or explicit threat about the present or future employmentstatus;

iv.  Interference with the person’s work or creating an intimidating or
offensive or hostile work environment;or
v.  Humiliating treatment likely to affect health orsafety.

V. Redressal Mechanism - FormalIlntervention

In compliance with the Act, any complaint under this policy shall be followed by a formal
redressal mechanism as described in this Policy.

VI.  Constitution of Internal ComplaintsCommittee.

1. The Organization shall, by a resolution passed by the Governing Board in writing,
constitute a Committee to be known as the “Internal Complaints Committee” (Henceforth
known as the “Committee”) provided that where the project offices or the workplace are
located at different places, the Internal Committee shall be constituted at alloffices.

2. The Internal Complaints Committees shall consist of the following members to be
nominated by the Organization, namely: —

(1) a Presiding Officer who shall be a woman employed at a senior level at workplace
from amongst the employees provided that in case a senior level woman employee is
not available, the Presiding Officer shall be nominated from other offices
orworkplaces:

(b) not less than two Members from amongst employees preferably committed to the
cause of women or who have had experience in social work or have legalknowledge;

(0 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 provided that at least one-half of the total Members so nominated
shall bewomen.

3. The Presiding Officer and every Member of the Internal Committee shall hold office
for such period, not exceeding three years, from the date of their nomination as may be



specified by the Management.

4. The Members appointed from amongst the employees of the organization shall be
paid such own pocket expenses exclusively incurred for attending proceedings of the
Committee, by the organization, as may beprescribed.

5. Presiding Officer or Member, as the case may be, shall be removed from the Internal

Committeewhere:-

(a) contravenes the provisions of this Policy; or

(b) has been convicted for an offence or an inquiry into an offence under any law for the
time being in force is pending against him/her;or

() he/she has been found guilty in any disciplinary proceedings or a disciplinary
proceeding is pending against him/her; or

(d) has so abused his/her position as to render his continuance in office prejudicial to the

public interest.

6. The vacancy so created by removal of Presiding Officer or any Member or any casual
vacancy shall be filled by fresh nomination in accordance with the provisions of this Policy.

VII. Constitution of Local ComplaintsCommittee

As and when and where necessary, Local Complaints Committees (hereinafter the “Local
Committee” shall be constituted as in the same provision and style as at section Vlabove.

VIII. Complaint of sexualharassment

1. Any aggrieved woman may make, in writing, a complaint of sexual harassment at
workplace to the Internal Complaint Committee or Local Complaint Committee, as the case
may 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 lastincident.

2. Where such complaint cannot be made in writing by the aggrieved woman, the
Presiding Officer or any Member of the Committee or of the Local Committee, as the case
may be, shall render all reasonable assistance to the woman for making the complaint
inwriting.

3. The Committee or the Local Committee, as the case may be, may, for the reasons to be
recorded in writing, extend the time limit not exceeding three months, if it is satisfied that the
circumstances were such which prevented the woman from filing a complaint within the
saidperiod.

4. Where the aggrieved woman is unable to make a complaint on account of her physical
or mental incapacity or death or otherwise, her legal heir or such other person as may be

prescribed may make a complaint under this section of thePolicy.

IX. Conciliation.



1. The Internal Committee or the Local Committee, as the case may be, may, before
initiating an inquiry and at the request of the aggrieved woman take steps to settle the matter
between her and the respondent through conciliation,provided:

(a) That no monetary settlement shall be made as a basis ofconciliation.

(b) Where settlement has been arrived at under sub-section (a) above, the Internal
Committee or the Local Committee, as the case may be, shall record the settlement so
arrived and forward the same to the Management.

(c) The Internal Committee or the Local Committee, as the case may be, shall provide the
copies of the settlement as recorded under sub-section (b) above to the aggrieved
woman and the respondent.

(d) Where a settlement is arrived at under sub-section (a) above, no further inquiry shall
be conducted by the Internal Committee or the Local Committee, as the case maybe.

X. Inquiry intocomplaint

1. Subject to the provisions of section IX, the Internal Committee or the Local Committee,
as the case may be, shall, where the respondent is an employee, proceed to make inquiry into
the complaint in accordance with the provisions of the service rules applicable to the
respondent and where no such rules exist, in such manner as may be prescribed or in case of
a domestic worker, the Local Committee shall, if prima facie case exist, forward the complaint
to the police, within a period of seven days for registering the case under section 509 of the
Indian Penal Code (45 of 1860), and any other relevant provisions of the said Code
whereapplicable.

2. Where the aggrieved woman informs the Internal Committee or the Local Committee,
as the case may be, that any term or condition of the settlement arrived at under sub-section
(b) of section IX has not been complied with by the respondent, the Internal Committee or the
Local Committee shall proceed to make an inquiry into the complaint or, as the case may be,
forward the complaint to the police.

3. Where both the parties are employees, the parties shall, during the course of inquiry,
be given an opportunity of being heard and a copy of the findings shall be made available to
both the parties enabling them to make representation against the findings before
theCommittee.

4. Notwithstanding anything contained in section 509 of the Indian Penal Code (45 of
1860), the Committee or Local Committee, as the case may be, may, when the respondent is
proved guilty, order payment of such sums as it may consider appropriate, to the aggrieved
woman by the respondent, having regard to the provisions of section XIVbelow.

5. For the purpose of making an inquiry under sub-section (1), the Internal Committee or
the Local Committee, as the case may be, shall have the same powers as are vested in a civil
court the Code of Civil Procedure, 1908 (5 of 1908) when trying a suit in respect of the
following matters, namely:-

(a) summoning and enforcing the attendance of any person and examining him onoath;
(b) requiring the discovery and production of documents;and



(©) any other matter which may beprescribed.

6. The inquiry under sub-section (1) shall be completed within a period of ninetydays.
XL Action during pendency ofinquiry

1. During the pendency of an inquiry on a written request made by the aggrieved

woman, the Internal Committee or the local Committee, as the case may be, may recommend
to the Management to:-

(@) transfer the aggrieved woman or the respondent to any other workplace;or

(b) grant leave to the aggrieved woman up to a period of three months;or

() grant such other relief to the aggrieved woman a may beprescribed.

2. The leave granted to the aggrieved woman under this section shall be in addition to

the leave she would be otherwiseentitled.

3. On the recommendation of the Internal Committee or the Local Committee, as the
case may be, under sub-section (1) above, the Management shall implement the
recommendations made under sub-section (1) above and send the report of such
implementation to the Internal Committee or the Local Committee, as the case maybe.

XII.  Inquiryreport

1. On the completion of an inquiry under this Policy, the Internal Committee or the Local
Committee, as the case may be, shall provide a report of its findings to the Management,
within a period of ten days from the date of completion of the inquiry and such report be
made available to the concerned parties.

2. Where the Internal Committee or the Local Committee, as the case may be, arrives at
the conclusion that the allegation against the respondent has not been proved, it shall
recommend to the Management that no action is required to be taken in thematter.

3. Where the Internal Committee or the Local Committee, as the case may be, arrives at
conclusion that the allegation against the respondent has been proved, it shall recommend to
the Management:

a) to take action for sexual harassment as a misconduct in accordance with the
provisions of the service rules applicable to the respondent or where no such service
rules have been made, in such manner as may beprescribed;

b) to deduct, notwithstanding anything in the service rules applicable to
therespondent, from the salary or wages of the respondent such sum as it may
consider appropriate to be paid to the aggrieved woman or to her legal heirs, as it may
determine, in accordance with the provisions of section XIVbelow;

c) in case the Management is unable to make such deduction from the salary of
the respondent due to his being absent from duty or cessation of employment it may



direct to the respondent to pay such sum to the aggrievedwoman;

d) further that in case the respondent fails to or refuse to pay the sum referred to
in clause (b) above, as Ordered, the Management may issue a warning notice to the
respondent that in case he fails to pay the amount within 7 (seven) days of receipt of
such notice and also warn him that if he fails to comply with the orders, the case shall
be referred to the Police for registering the case under section 509 of the Indian Penal
Code (45 of 1860), and any other relevant provisions of the said Code, where
applicable, for inquiry and if convicted the respondent shall be punished with
imprisonment for a term which may be decided by the court, and also withfine.

4. The Management shall act upon the recommendation within sixty days of itsreceipt.

XIII. Punishment for false or malicious complaint and falseevidence

1. Where the Internal Committee or the Local Committee, as the case may be, arrives at a
conclusion that the allegation against the respondent is malicious or the aggrieved woman or
any other person making the complaint has made the complaint knowing 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 Management to take action against the
woman or the person who has made the complaint under sub-section (1) or sub-section (2) of
section XI, as the case may be, in accordance with the provisions of the service rules
applicable to her or him or where no such service rules exist, in such manner as may
beprescribed.

2. A mere inability to substantiate a complaint or provide adequate proof need not
attract action against the complainant under thissection.

3. The malicious intent on part of the complainant shall be established after an inquiry in
accordance with the procedure prescribed, before any action isrecommended.

4. Where the Internal Committee or the Local Committee, as the case may be, arrives at a
conclusion that during the inquiry any witness has given false evidence or produced any
forged or misleading document, it may recommend to the Management to take action in
accordance with the provisions of the service rules applicable to the said witness or where no
such service rules exist, in such manner as may beprescribed.

XIV. Determination ofcompensation

For the purpose of determining the sums to be paid to the aggrieved woman under clause (b)
of sub- section (3) of section XII, the Internal Committee or the Local Committee, as the case
may be, shall have regard to:

(a) the mental trauma, pain, suffering and emotional distress caused to the
aggrievedwoman;
(b) the loss in the career opportunity due to the incident of sexualharassment;

(© medical expenses incurred by the victim for physical or psychiatrictreatment;



(d) the income and financial status of therespondent;

(e) teasibility of such payment in lump sum or ininstallments.

XV. Prohibition of publication or making known contents of complaint and
inquiryproceeding

Notwithstanding anything contained in the Right to Information Act, 2005 (22 of 2005), the
contents of the complaint made under section VIII, the identity and addresses of the
aggrieved woman, respondent and witnesses, any information relating to conciliation and
inquiry proceedings, recommendations of the Internal Committee or the Local Committee, as
the case may be, and the action taken by the Management under the provisions of this Policy
shall not be published, communicated or made known to the public, press and media in any
manner, provided that information may be disseminated regarding the justice secured to any
victim of sexual harassment under this Policy without disclosing the name, address, identity
or any other particulars calculated to lead to the identification of the aggrieved woman and
witnesses.

XVI. Penalty for publication or making known contents of complaint and inquiry
proceedings

Where any person entrusted with the duty to handle or deal with the complaint, inquiry or
any recommendations or action to be taken under the provisions of this Policy, contravenes
the provisions of section XV, he/she shall be liable for penalty in accordance with the
provisions of the service rules applicable to the said person or where no such service rules
exist, in such manner as may be prescribed.

XVII. Appeal

1. Any person aggrieved from the recommendations made under clauses of section XII
or section XIII or section XIV or non-implementation of such recommendations may prefer an
appeal to the court in accordance with the provisions of the service rules applicable to the
said person or where no such service rules exist then, without prejudice to provisions
contained in any other law for the
timebeinginforce, thepersonaggrievedmaypreferanappealinsuchmannerasmaybeprescribed.

2. The appeal under sub-section (1) above shall be preferred within a period of ninety
days of therecommendations.

XVIIL. Duties of theOrganization

The Organization shall:

(a) provide a safe working environment at the workplace with shall include safety from
the persons coming into contact at theworkplace;

(b) display at any conspicuous place in the workplace, the penal consequences of sexual

harassments; and the order constituting, the Internal Committee under section VII or
section VII, as the case maybe;
(© organize workshops and awareness programs at regular intervals for sensitizing the



XIX.

employees with the provisions of the Policy and orientation programs for the
members of the Internal Committee and Local Committee, if any, in the manner as
may beprescribed;

provide necessary facilities to the Internal Committee or the Local Committee, as the
case may be, for dealing with the complaint and conducting aninquiry;

assist in securing the attendance of respondent and witnesses before the Internal
Committee or the Local Committee, as the case maybe;

make available such information to the Internal Committee or the Local Committee, as
the case be, as it may require having regard to the complaint made under sub-section
(1) of section9;

provide assistance to the woman if she so chooses to file a complaint in relation to the
offence under the Indian Penal Code (45 of 1860) or any other law for the time being
inforce;

cause to initiate action, under the Indian Penal Code (45 of 1860) or any other law for
the time being in force, against the perpetrator, or if the aggrieved woman so desires,
where the perpetrator is not an employee, in the workplace at which the incident of
sexual harassment tookplace;

treat sexual harassment as a misconduct under the service rules and initiate action for
such misconduct;

monitor the timely submission of reports by the Internal Committee.

Committee to submit annual report

The Internal Committee or the Local Committee, as the case may be, shall in each calendar
year prepare, in such form and at such time as may be prescribed, an annual report and
submit the same to the Management.

XX.

To include information in AnnualReport

The Management shall include in its report the number of cases filed, if any, and their
disposal under this Policy or NIL report, as the case may be, in the annual report of the
organization.
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Introduction

Shikhar Organisation of Social Development is a non-governmental organisation registered
under society act of India to deliver welfare services. The organisation is fully committed to
the principle of honesty, integrity and fair play in the delivery of services to the public. All
staff should ensure that the businesses of Shikhar OSD such as applications for services,
procurement or staff recruitment, are dealt with in an open, fair and impartial manner. This
Code of Conduct sets out the basic standard of conduct expected of all staff and the
organisation’s policy on matters like acceptance of advantages and declaration of conflict of
interest by staff in connection with their official duties. This Code also applies to temporary or
part-time staff/Volunteers employed/associated by the organisation.

Prevention of Bribery

Any employee/associate of Shikhar OSD who solicits or accepts an advantage in connection
with his work without the permission of the organisation may commit an offence. The term
“advantage” is defined in the Appendix 1 and includes almost anything of value, except
entertainment, such as money, gift, commission, loan, fee, reward, office, employment,
contract, service or favour.

Acceptance of Advantages

It is the policy of this organisation to prohibit all staff from soliciting any advantage from any
persons having business dealings with the organisation (e.g. clients, suppliers, contractors).
Staff who wish to accept any advantage from such persons should seek special permission
from the Governing Body prior to the acceptance.

Any gifts offered voluntarily to the staff in their official capacity are regarded as gifts to the
organisation and they should not be accepted without permission. Staff should decline the
offer if the acceptance could affect their objectivity in conducting the organisation’s business,
or induce them to act against the interest of the organisation, or lead to complaints of bias or
impropriety.

For gifts which are presented to staff in their official capacity and of nominal value (below
Rs.1000), the refusal of which could be seen as unsociable or impolite (e.g. a plague
presented to a staff member during a seminar in which he is invited to be the guest speaker),
the Governing Body has given a blanket permission for the staff to accept these gifts. In other
circumstances, the staff should apply in writing to the Governing Body for permission to
accept the gifts. Each application should be carefully considered by the Governing Body or
CEO/General Secretary delegated the authority to consider such applications. Proper records
of these applications should be kept showing the name of the applicant, the occasion of the
offer, the nature and estimated value of the gift, and whether permission has been granted for
the applicant to retain the gift or other directions have been given to dispose of the gift.
Possible ways of disposal of such gifts are listed at Appendix 2.



There is however no restriction on the acceptance of advantages, in the staff’s private
capacity, from any person who does not have any official dealings with the organisation. In
case of doubt, the staff should refer the matter to CEO or General Secretary for advice and
instruction.

Conflict of Interest

A conflict of interest situation arises when the “private interests” of the staff compete or
conflict with the interests of the organisation. “Private interests” means both the financial and
personal interests of the staff or those of their connections including:

e family and other relations;

e personal friends;

the clubs and societies to which they belong;
e and any person to whom they owe a favour or are obligated in any way.

Staff should avoid using their official position or any information made available to them in
the course of their duties to benefit themselves, their relations or any other persons with
whom they have personal or social ties. They should avoid putting themselves in a position
that may lead to an actual or perceived conflict of interest with the organisation. Failure to
avoid or declare any conflict of interest may give rise to criticism of favouritism, abuse of
authority or even allegations of corruption. In particular, staff involved in the procurement
process should declare conflict of interest if they are closely related to or have beneficial
interest in any company which is being considered for selection as the Organisation’s
supplier of goods or services. ‘Appendix 3’ provides some examples of conflict of interest
situations which may be encountered by staff.

When called upon to deal with matters of the organisation for which there is an actual or
perceived conflict of interest, the staff member should make a declaration in writing to his
supervisor. He/She should then abstain from dealing with the matter in question or follow
the instruction of his supervisor who may reassign the task to other staff.

Entertainment

“entertainment” refers to food or drink provided for immediate consumption on the occasion,
and any other entertainment provided at the same time. Although entertainment is an
acceptable form of business and social behaviour and is not an “advantage”, staff must not
accept lavish or frequent entertainment from persons with whom the organisation has official
dealings (e.g. suppliers or contractors), so that they will not be placed in a position of
obligation to the offerer.

Misuse of Official Position



Staff who misuse their official position for personal gains or to favour their relatives or friends
are liable to disciplinary action or even prosecution. Examples of misuse include a staff
member responsible for the selection of suppliers giving undue favour or leaking tender
information to his relative’s company with a view to awarding the contract to the latter.

Handling of Classified or Proprietary Information

Staff are not allowed to disclose any classified or proprietary information to anybody without
authorisation. Staff who have access to or are in control of such information should at all
times provide adequate safeguards to prevent its abuse or misuse. Examples of misuse
include disclosure of information in return for monetary rewards, or use of information for
personal interest. It should also be noted that unauthorised disclosure of any personal data
may result in a breach of the Personal Data.

Property of the Organisation

Staff given access to any property of the organisation should ensure that it is properly used
for the purpose of conducting the organisation’s business. Misappropriation of the
organisation’s property for personal use or resale is strictly prohibited.

Security

Security is vital, particularly computer run operations. High levels of security should be observed at all stages, from
computer access, processing to the finaloutput.

Copyright

e Anything one writes as an employee or representative of Charkha is considered the property ofCharkha.

e All notes and memoranda of any confidential information concerning the business of Charkha or any of its donors,
partners acquired, received or made by the employee during the course of their employment shall be the property
of Charkha and shall be handed over by the employee to Charkha on leaving or any time required byCharkha.

Client Relationship

e Staff is expected to refrain from accepting direct or indirect favors or accepting gifts from clients, Gifts may be
accepted during festivals so long as they are not of a significantly highvalue.

e Interaction with clients should be limited to the extent that it does not impair one’s objectivity or independence in
any matter.

Time Management

e Time is of utmost importance in every activity. High priority must be attached to management of time. Efforts
should be made to achieve targets in scheduledtime.
e Staff must be punctual for work, appointments andmeetings.



Gambling

Staff must not engage in frequent or excessive gambling with persons who have business
dealings with the organisation as well as among colleagues, particularly with subordinates. If
on social occasions where refusal of gambling is considered unsociable, the amount of money
involved should not be significant. Gambling in the organisation’s premises is strictly
forbidden.

Outside Employment

Staff who wish to take up paid outside work, including those on a part-time basis, must seek
the written approval of the organisation before accepting the job. Applications for outside
work should be made to CEO/General Secreatry for consideration. Approval will not be given
if the outside work is in conflict with the interest of the organisation.

Safety at Work
e Accidents at work must be reported immediately for management to take timelyaction.

Using Office Equipment

e All computers and the software of the organization shall be treated with due care. Use only authorized and
licensed copies of software at alltimes.

o Staff is required to use printing, stationary and other office equipment with adequate professional care. These
should be used only for theofficial.

e Failure to comply with these guidelines will be viewed as serious misconduct and hence a disciplinarymatter.

Interne

e Staff is not permitted to access pornography or any illegal sties. Any staff found accessing such sites or using
Internet for personal purpose in office will be subjected to disciplinaryaction.
e Staff is requested to make an application to the Manager Administration for acquiring newsoftware.

Exclusive Service

e Staff is not permitted to engage in any other trade or business activity or professional activity for financial
consideration during officehours.

o However, staffs are allowed to accept professional assignments with prior permission of the President, provided
there is no conflict of interest with Charkha’s programs andactivities.

Sexual Harassment



e Charkha is committed towards providing a working environment, supporting an individual’s dignity andrespect.
e Any act detrimental to an individual’s dignity will be dealt withsternly.



Compliance with the Code

It is the personal responsibility of every staff member to understand and

comply with the Code of Conduct.

All managers should also in their daily supervision ensure that their
subordinates understand and comply with the standards and requirements
stated in the Code. Any problems encountered as well as any suggestions

should be channeled to CEO/General Secretary for consideration and advice.

Any staff member who violates any provision of the Code will be subject to

disciplinary action.

Appendix 1
“Advantage” means :

(a) any gift, loan, fee, reward or commission consisting of money or of any

valuable security or of other property or interest in property of any description;

(b) any office, employment or contract;



(c) any payment, release, discharge or liquidation of any loan, obligation or

other liability, whether in whole or in part;

(d) any other service, or favour (other than entertainment), including protection
from any penalty or disability incurred or apprehended or from any action or
proceedings of a disciplinary, civil or criminal nature, whether or not already

instituted,;

(e) the exercise or forbearance from the exercise of any right or any power or

duty; and

(f) any offer, undertaking or promise, whether conditional or unconditional, of
any advantage within the meaning of any of the preceding paragraphs (a), (b),
(c), (d) and (e),

but does not include an election donation within the meaning of the Elections.



Appendix 2
Ways to dispose of gifts presented to a staff member in his
official capacity

* If the gift is of perishable nature (e.g. food or drink), it may be shared among

the office or during an activity organised by a service unit of the organisation.

o If the gift is a useful item, it may be sent to a charitable organisation or a

service unit of the organisation.
* If the gift is of historical or other interest, it may be sent to a library or
museum or any office of the organization which is relevant for maintaining the

item.

 If the gift is suitable for display (e.g. a painting, vase, etc), it may be retained

for display in the recipient’s office or elsewhere in the organisation.

 If the gift is a personal item of low value (below Rs.1000), it may be retained

by the recipient.
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Appendix 3

Examples of Conflict of Interest Situations

A staff member takes part in the selection of suppliers or contractors, one of
the bidders under consideration being his family member, relative or close

personal friend.

A staff member has a financial interest in a company which is being considered
for selection as the Organisation’s supplier of goods or services. A staff
member accepts frequent or lavish entertainment or expensive gifts from the

Organisation’s suppliers or contractors.

A staff member serves as a member of the Organisation’s recruitment or
promotion board, and one of the candidates under consideration by the board

is his family member, relative or close personal friend.

A staff member responsible for processing applications for admission to a home

for the elderly operated by the organisation is considering an application from

his family member, relative or personal friend.
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