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Policy on Sexual Harassment (POSH)
Centre for Action Research (CAR) is a charitable Trust with its registered office at Jagasara, Bhubaneshwar, conducts and functions with a commitment to provide a safe environment at all levels for all its Trustees, employees,  associates, community members and visitors free from sexual abuse and/or harassment at office/s, work and working places. ASH environment for all is a core goal principle of CAR to ensure gender equality and gender justice through interventions and practices. Any form of sexual harassment caused by any of its members, consultants and/or persons engaged with CAR  including all visitors to CAR  in its works/activities directly or indirectly either in work place or in field area is an affiance of zero tolerance. CAR treats all incidents of sexual harassment seriously and promptly investigate all such incidents/complaints and/or allegations. Any person found to have perpetrated sexually harassment will face disciplinary action, up to and including dismissal from employment/engagement. All complaints of sexual harassment will be taken seriously and treated with respect and in confidence. No one will be victimised for making such a complaint. 
Definition of sexual harassment: 
Sexual harassment is an unwelcome conduct of a sexual nature which makes a person feel offended, humiliated and/or intimidated. This 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 that is hostile, intimidating or humiliating for the recipient. Sexual harassment can involve one or more incidents and actions constituting harassment may be physical, verbal and non-verbal. All such conduct or behaviour which constitutes sexual harassment include, but are not limited to: 
· Physical conduct 
· Unwelcome physical contact including touching, patting, pinching, stroking, kissing, hugging, fondling, or inappropriate touching 
· Physical violence, including sexual assault 
· The use of job-related powers, threats or rewards to solicit sexual favours Verbal conduct 
· Comments on a worker’s appearance, age, private life, etc. 
· Forwarding/passing/ sharing Sexual comments, stories and/or jokes 
· Sexual advances 
· Repeated and unwanted social invitations for physical intimacy 
· Insults/abuses/comments based on the sex of the worker 
· Condescending or paternalistic remarks 
· Sending sexually explicit messages (by phone or by email) of Non-verbal conduct 
· Display of sexually explicit or suggestive material 
· Sexually-suggestive gestures 
· Whistling 
· Leering etc. 

Scope of the Policy
Anyone can be a victim of sexual harassment, regardless of their sex and of the sex of the harasser. CAR recognises that sexual harassment may also occur between people of the same sex. What matters is that the sexual conduct unwanted and unwelcome by the person against whom the conduct is directed is harassment and a punishable act. CAR also recognises that sexual harassment is a manifestation of power relationships and often occurs within unequal relationships in the workplace. Anyone, including employees of CAR, casual workers, contractors, community members or visitors who sexually harasses another will be reprimanded in accordance with this internal policy.
 Any act of sexual harassment is prohibited whether it takes place within CAR premises or outside, including field areas at social events, programme related travels/ trips, training/workshop/meeting sessions or conferences supported by CAR. 
Complaints procedures 
 Although complaints of sexual harassment can be dealt with through the normal complaints’ redressal this policy ensures addressing of all such specific complaints to deal with sexual harassment to respond better to the needs of victims and to ensure that investigations are carried out properly on priority without any prejudice/bias or favouritism. 
Anyone who is subject to sexual harassment should, if possible, inform the alleged harasser that the conduct is unwanted and unwelcome. CAR also recognises that sexual harassment could occur in unequal relationships (i.e. between a supervisor and his/her employee) and that it may not be possible for the victim to inform the alleged harasser. If a victim cannot directly approach an alleged harasser, he/she can approach one of the designated staff members responsible for receiving complaints of sexual harassment. This person could be a Trustee or another staff member in-charge of CAR administration. When a designated person receives a complaint of sexual harassment, s/he will: 
1. Immediately record the dates, times and facts of the incident(s) 
2. Ascertain the views of the victim as to what outcome she wants
3. Ensure that the victim understands CAR procedures for dealing with the complaint 
4. Discusses and agrees the next steps: either informal or formal complaint, on the understanding that choosing to resolve the matter informally does not preclude the victim from pursuing a formal complaint if he/she is not satisfied with the outcome 
5. Keep a confidential record of all discussions 
6. Ensure that the victim knows that they can also lodge a Police complaint if they want so for a legal action and redressal. 

Throughout the complaints procedure, a victim is entitled to be helped by a counsellor. If so needed and/or warranted for, CAR will nominate a counsellor and provide them necessary support to enable them to assist victims of sexual harassment. CAR recognises that because sexual harassment in the workplace, victims often feels that they cannot come forward. It is understood that there is a need to support victims in making complaints to provide safe and secured working environment. 
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 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 

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 Secretary of CAR to initiate a formal investigation. Secretary will deal with the matter herself and/or refer the matter to another Trustee or staff member in accordance with the existing policy. The person carrying out the investigation will: 
· Interview the victim and the alleged harasser separately 
· Interview other relevant third parties separately 
· Decide whether or not the incident(s) of sexual harassment took place 
· Produce a report detailing the investigations, findings and any recommendations

· If the occurrence of harassment is confirmed, the investigating member in consultation with the victim will decide what the appropriate remedy for the victim is. (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 etc.) 
· 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. 
It is necessary to ensure that the process is done as quickly as possible. If a committee is formed to carry out the investigation, such committee will include CAR member/s and may also a Community representative as decided by the Secretary. Committee members dealing with sexual harassment, should have clarity on understanding and deciding what constitutes sexual harassment, how to investigate it, etc. It is also vital that the wishes and needs of the victim are incorporated into the outcome of the complaints mechanism. 
Outside complaints mechanisms 
A person who has been subject to sexual harassment can also make a complaint outside of CAR.  They can do so through with appropriate legal/judicial system with appropriate authorities including a police complaint. 
Anti - Sexual Harassment Cell

CAR Trustees will decide on constitution of an Anti-Sexual Harassment Cell (hereinafter referred to as “CAR ASH Cell”). The Secretary of CAR shall assume primary responsibility for effective constitution and functioning of the ASH Cell in consultation with The President and/or CAR staff members. 

The CAR ASH Cell shall comprise the following members:
· Three persons including a Chairperson who shall be a woman; 
· One member shall be preferably a clinical psychologist; 
· One can be a third party/NGO representative/lawyer familiar with the issue of sexual harassment;
· In addition to the five persons, CAR ASH Cell may also include an advisor or invitee who should preferably be female.

a) Membership to CAR ASH cell shall generally be for a period of two years and not exceeding three years. Thereafter, new appointments shall be made. At least 2 members and not more than 3 should be retained for continuity. Tenure of a particular member may exceed two years to the extent necessary in order to ensure continuity as mentioned above.

b) CAR ASH Cell will play a strong preventive role. In case of any complaints. CAR ASH Cell may appoint a Enquiry Committee to conduct further enquiry. The FIP (First Instance Person) shall be consulted at the time of appointment of the Enquiry Committee.

c) A member of the CAR ASH Cell shall cease to hold membership should any one of the following conditions arise: -
· On resignation to CAR  
· On demise during the tenure of the membership
· On completion of the tenure as specified in the policy
· Any member of the CAR ASH Cell without any valid reason remains absent without permission of the Secretary from three consecutive meetings
· Any member against whom a complaint of sexual harassment is made in violation of CAR code of conduct or violating confidentiality or criminal charges are made which is prima facie established.

d) In the event of any vacancy on the ASH Cell due to resignation, termination, death or for any other reason whatsoever the same shall be filled by the Secretary in consultation with other Trustees.

e) Each complaint will merit the formation of a new Enquiry Committee. In other words, Enquiry Committees are constituted on a case to case basis.

f) All regular meetings of the ASH Cell shall be fixed by the chairperson through mutual consultation among team members. 

The First Instance Person (FIP):

· FIPs will be nominated by the President/Secretary CAR, after an appropriate process of consultation within CAR team.
· FIP need to have a strong commitment to women’s rights and gender equality. She should also understand that complaints of SH are of a sensitive nature and confidentiality of all parties concerned, especially the complainant and accused has to be respected.
· FIP will need to co-ordinate preventive activities to create a Sexual Harassment free atmosphere. The responsibility for ensuring that such activities take place lies with the Board of Trustees of CAR.
· FIP will be responsible for taking steps to ensure that cases of Sexual Harassment in are brought to the notice of CAR ASH Cell.
· FIP would be sufficiently trained and capacitated to deal with informal complaints of Sexual Harassment with the report to CAR ASH Cell.
· FIP will be responsible to inform all new team members of CAR ASH Policy.
· Names and contact details of all members of the ASH Cell as well as First Instance Person (FIP) shall be displayed at appropriate place/notice board for information of all.
· First Instance Person (FIP) shall be appointed by the management. She may provide first instance intervention in case of any complaint of sexual harassment. CAR ASH Cell shall undertake to impart training to such FIP to equip them to respond effectively to first instance reports of sexual harassment.

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: 
1) Verbal or written warning 
2) Adverse performance evaluation 
3) Reduction in wages /salaries/honorarium 
4) Suspension 
5) Dismissal/Termination/Cancellation of work contract
Nature of such sanction/s will depend on the gravity and extent of the harassment and on the recommendations of the investigator/Committee. 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. 
Implementation of this policy 
CAR will ensure that this policy is widely disseminated to all relevant persons. It will be a part of the existing HR policy. All employees and committee members would be well informed on the content of this policy as part of their association and engagement with CAR . It is the responsibility of everyone in CAR team to ensure that all his/her colleagues/ co-workers/associates are aware of the policy.
Monitoring and evaluation
CAR recognises 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. 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 from time-to-time. As a result of this reporting mechanism CAR team will make any changes needed and evaluate the effectiveness of this policy. 
                                       __________________________ 
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