
\/
/\

\,/\/ \,/
./\/\,/\

\/ \/ \/
/\ /\ /\

\./
,/\

XANAOU

Xanadu Prevention of Sexual Harassment at
Workplace Policy

Xanadu Preventionof Sexual Ilarassment at Workplace Policv

For Internal Use Onlv - Do Not Cirrulat€

Version - 1.02 01 Iune 2024



\/
/\

\,/\/ \/
,/\/\,/\

\/ \/ \
/\ /\ /

\

XANAO U

Document lnformation and Version Control

Xanadu Prevention of Sexual llarassme.t at Workplace Policy

Policy Name: Xanadu Prevention of Sexual Harassment at Workplace Policy

Applicability: All Xanadu Entities in India

Issue & Effective Date: 0l June 2024

Issuing Authority: Head - l{R

Approver: CEO

1.00 I Fcbruary 2021 NA
tluman Resources / Compensalion &
Benelits

New Policy

t 0t 0l Junc 2023 CIJO
lluman Resourc€s / Compensation &
Benefits

Amcndmcnt in ICC team members

r02 0l June 2024 CLO
lluman Resources / Compmsation &
Benefils

Amendmenl in ICC team members

Name : Mangesh Shinde
HR

y'.".^-'A

Name:KNSwaminathan
CFO

,

Chaturvedi
CEO

Issuing Authority Verifing Authority Approving Authority

For Intemal Usc Only - Do Not Circulate

Version - 1.02 0l lune 2024

V.rsio
, VcI3iorl D{l€

ApproYcr for
Chrngc

.luthor Dcsr.iptiotr for Chrngc
I

Y
Name



\z\/
/\ ,/\

\,/\/ \./ \./
./\/\./\ ./\

\/ \/ \/
/\ /\ /\

\,/
//\

XANADU

Philosophy:

At Xanadu' we are commined k' nmviding a work environment thal ensures every associale is ueated withdignity and respect.

The company has zero torerance fo. any form of harassmenr and is committed !o taking a, necessary steps toensure that its associates are not subjected to any form 
"f 

h;;r;;i.'*"-'
Scope:

This policy applies to all associates ofxanadu, including any temporary associatos and associates on contractincluding intems at any ofXanadu's workptu."r or -y ith"', .ircrho"uiont *r,"." trr" 
^*"i"t"r -" a"pi.yJfor business. Xanadu has zero tolerance foi harassmeni & disc.i.ir"ti""li".grg"o in by associates, cri€nts or

by vendors or any other busincss associates connectcd with Xanadu & is bu.iness.
The workplace includes:

. All oflices or other premises where Xanadu,s conducts its business.. Allcompany activities p€rformed at any olher site away ftom the company's premises.

' Any social, personal (involving Xanadu Employecs) business, or other functions where the conduct or
comments may have an advcrse impact on the workplace or workplace relations.. Any other social media platform

Definition:

Harassment is behavior that is unwanted, unreasonable. and oflensive to the recipient. which creates an
intimidating, hostile or humiliating work environment fo. any associate such as:. Making degrading remarks.. Making gcsturcs that seek to intimidate or malign dignity.. Engaging in reprisals for having made a complaint, -

. Discrediting the person by spreading malicious information, ridiculing the associate for personal
beliel'. humiliating, and/or shouting abuse at the associal.e.

'Sexual Harassment" includes any one or morc ofthe following unwclcome acts or behavior (whethcr
directly or by implication) such as:

. Physical contact and advances; or. A demand or requesl for scxual favors; or. Making sexually colored remarks; or

. Showing pomography or other offensive or derogatory pictures, carloons, representations.
graphics, pamphieLs or sayings: or

. Any other unwelcome physical, vcrbal or non - verbal conduct ofsexual nature;

Circumstances lhat may further be considered as sexual hamssmcnt (ifthey relate to any act or behavior
ofsexual harassment mentioned above) are as follows:. implied or explicit promise ofprefercntial treatment in their employment.. implied or cxplicit threat oldetrimcntal treatment in their employment. implied or explicit lhreat about $eir pres€nt or future employmcn! status

. interfering with their work or creating an intimidaling or offensive or hostile work environment. humiliating heatment likely !o allect the health and safcty ofthe aggrieved person.

In addition to the instances mentioned above, any otheract or behaviour. that outrages the modesty ofan associate.
rvillbe considered as harassment.
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XANADU

Responsibilities. Mechanism & Committce

Respotrsibilitics Regrrdirg Harrssmctrt:

1l :::,^"::lt l*adu have a perxrnat responsibitity to ensure thar their behavior is not contrary toIne menttoned gutdelines and is free from any kind of harassment.

Complaint Mechanism;

An appropriale complaint mechanism in the form of thc "ltrtcrnrl Comphints Committc€. (ICC) has
been created in the Company for time-bound redressal ofthe corpl"inirlua" by the victim.

Itrtcmal Cotrrplafuits Committec:

'fhe company has instituted an Intemar compraints committe€ for redressal and for ensuring time-bound
treatmcnt of such complaints. 't"he I n t e r n a I compraints commi(ee comprises thc folrowing members
as per locations where we operate.

Location MctropolitanMumbai

I Mr. Dipesh Das Malc lntcrnal Member
2 Ms. Sharon l)'Mello [:emalc Intemal Member: Presiding Otficcr

Mr. Madhur Mittal Malc lnlemal Member
.l Ms. Srishli Narayan I:emale lnlemal Member
j Mrs. Sharmila Mohapatra [:emalc Exlemal Mcmb€r

[,ocation-PuDe Regioo

Ms. Resham Daryani Iemalc lntemal Member: Presiding OfficcrI

2 Ms. R€nuka l'hakur Ircmedc lntcmal Member

Mr. Vivek Singh Malc lnlemal Membcr
.1 Mr. Llewellyn Fernandez Malc lntcmirl Member

5 Ms. Rcnulia Mukadarn lcmale Extemal Member

Ms. Manisha Singh femalc lotcmal Member: Presiding Officcr

Locstiotr-Batrgalore

I

2 Ms. Shrulhi Mll Fcmale Intcmal Memher

.l Mr Ajay Kumar Malc lntcmal Mcmbcr

4 Mr Navin Chand Malc Intcrnal Membcr

5 Ms. Shreya Govind female Ii\tcmal Mcmbcr

An e-mail at "$pp4kUgAIg&U!Uj!" which will bc rcceivcd by thc above members
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The Complaints Committee is responsible for;
. lnvestigating every formal written complaint of harassment
. Taking appropriate remedial measures to r€spond to any substantiated allcgations of harassment
. Discouraging and prevcnting employm€nt-related harassment
Complaitrts:

l. An associate with a harassment concem, may make a formal complaint !o any memb€rof ICC.
however in case ofsexual harassment conccm, such complaints need to be made to the presiding
Oflcer ofthe ICC only. ]'he c.omplaint should be in writing, preferably within 3 months ftom the
date of occurrence of the alleged incident. The associate is required to disclose the name.
department, division, and localion they are working in, to enable the hesiding Officer to contact
them and take the matter forward-

2. Where the aggrieved associate is unable !o makc a complaint on account ofphysicalor mental
incapacity or death or otherwise, hiVher legal heir may make a complaint under this s€ction.

3. The ICC may, belbre initiating the inquiry, take steps to senle the matter betwcen the
complainant and the respondcnt through conciliation.

4.'l-hePresidingOflcerofthelCCwillproceedtodeterminewhetherthcallegations(assumingthem
to be true only for th€ purpose ofthis determination) made in the complaint fall under the purview
of harassment, preferably within 30 days from receipt ofthe complaint.

5. ln the event the allegation does not fall under the purview ofharassment. orthe allegation does
not constitute an offence of harassment, the Presiding Olfrcer willrecord this finding with
r€a.sons and communicate the same 10 lhe complainant.

6. lfthc Prcsiding Omccr ofthe ICC delcrmines that the allegations constitutc an act ofhamssment.
she will proceed to investigate the allegation with the assistance ofthe Complaints Committee.

7. Where such conduct, on the part ofthe accused, amounls to a specific offence underthe law' the
Company shall initiate appropriate action in accordance with law by making a complaint with the
appropriate authority.

8. 1'hc Complaints Committce shall conduct such investigations in a timely manner and shall submit
a writt€n repon containing the findings and recommendations to the employer and concemed
parties within a period often days from the date ofcompletion ofthe inquir).

Any violation of these guidelines will lead to oorrective action which may include any ofthe following

. Formal amlopv

. Counselling 
*

. Written waming to the perpetrator and a copy of it maintained in the associate's file.

. Change ofwork assignmenUtransfer for either the perpetrator or the victim.

. Suspension or termination ofserviccs of the associale found guilty ofthe offence.

Making a lals€ complaint of s€xual harassment or providing false information regarding ths complaint
will be considered as a violation ofthe guidelin€s.
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Confidentiality:
The Company underslands that it is ditllcult for the victim !o come forward with a complaint of sexual
hatassment and rccognizcs thc victim's intercst in kceping thc mattcr confidcntial. To protcct thc intcrcsts of
the victim, the accused person, and others who may repoi incidents ofsexual har-dssment. confidentiality
will be maintained throughout the investigatory process to the extent practicable and apprcpriale under the
circumstances.

Access to reports and documents:

All records ofcomplaints, including contents ofmeetings, results ofinvestigalions, and othcrrelevant material
will be kept confidential bv th€ Company except where disclosure is required under disciplinary or other
remedial proc.esscs.

Prot€ction to Complainant / Victim:
The Company is committed to ensuring that no associate who brings forward a harassment concem is
subject to any fo.m ofreprisal. Any reprisal will be subject to disciplinary acton. The Company will ensure
that the victim or witnesses are not victimiired or discriminated against while dealing with complaints of
sexual hamssment.
Howevcr, anyone who abuses the procedure (for example, by maliciously putting an allegation knowing
it to be untrue) will be subject to disciplinary action as m€ntioncd.
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