MILESTONE GLOBAL LIMITED
PREVENTION OF SEXUAL HARASSMENT (POSH) POLICY

As per the Sexual Harassment of Women at Workplace

(Prevention, Prohibition and Redressal) Act, 2013

OUR POLICY

MILESTONE GLOBAL LIMITED (“hereinafter referred to as “the Company”) is an equal
opportunity employment company, without regard to race, caste, religion, colour, marital status, sex,
age, nationality, disability of its staff or colleagues. The Company also believes that all employees of
the Company have the right to be treated with dignity. The Company believes that Sexual Harassment
of women at workplace is a grave offence. The Company holds the responsibility to identify and prevent
Sexual Harassment and to develop a culture of “Zero Tolerance” for any form of Sexual Harassment at
the Workplace. The Company will respond promptly to reports of Sexual Harassment and will take
immediate steps to ensure there is no violation of this Policy and in case if required, to facilitate legal

action. This Policy is applicable across the Company in all its Workplace.

INTRODUCTION

The Government of India has notified the Sexual Harassment of Women at the Workplace (Prevention,
Prohibition Redressal) Act, 2013 ("Act") and the Sexual Harassment of Women at Workplace
(Prevention, Prohibition and Redressal) Rules, 2013 ("Rules"). Both the Act and the Rules have come
into force with effect from December 9, 2013. The Act and the Rules were both drawn up and passed
in furtherance to the guidelines as laid down by the Supreme Court of India in Vishakha v. State of
Rajasthan, to ensure that women, in particular, are protected against Sexual Harassment at all work
places, be it in public or private, and to create work environments that recognizes right to gender

equality, life and liberty and equality in working conditions everywhere.

This Anti-Sexual Harassment Policy gives effect to the legal provisions contained in the Act and the
Rules relating to protection against Sexual Harassment at Workplace and for establishing the necessary
mechanisms for redressal of complaints of Sexual Harassment and for matters connected therewith or

incidental thereto.

In order to comply with the provisions of the Act, every organization is required to formulate and

implement an Anti - Sexual Harassment Policy ("Policy").
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This Policy aim to educate the Employees about what constitutes Sexual Harassment and has been

formulated to prohibit, prevent or deter the commission of acts of Sexual Harassment at workplace, and

in the event of such an occurrence, to enable a fair and transparent process for dealing with complaints

of sexual harassment.

OBJECTIVE

The Company recognizes that ignorance is not bliss and understands that strong preventive measures

are required to curb sexual harassment at the workplace.

The objectives of this Policy are to:

a.

b.
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Provide protection against sexual harassment at the workplace;

Clearly establish that the Company is committed to create a work environment free from all
forms of discrimination and conduct which can be considered harassing, coercive, or disruptive,
including sexual harassment;

Prevent occurrence of acts of sexual harassment;

Establish a mechanism for redressal of complaints;

Ensure fair, impartial, and timely inquiry of complaints;

Promote awareness regarding prevention of sexual harassment;

Create and maintain a safe, respectful, and inclusive workplace; and

Outline the duties, responsibilities and rights of various stakeholders involved in the process.

SCOPE AND APPLICABILITY

This Policy applies to:

All employees of the Company (whether permanent, probationary, temporary, contractual, part-
time, fixed-term, Interns, trainees, apprentices, consultants, retainers, volunteers);

Directors and management personnel;

Contract workers, outsourced staff, agency staff, vendors, service providers, suppliers and
third-party associates;

Visitors, suppliers, clients, customers, or any person interacting with the Company at the

workplace.

This Policy covers conduct occurring at:
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Company offices, branches, factories, units and workplace premises;

Any place visited during the course of employment (including transportation provided by the
Company);

Business trips, offsite meetings, conferences, seminars, training programs, and work-related
social events;

Virtual workplaces and digital environments, including online meetings, video conferences,
emails, chats, collaboration tools, telephone calls, and work-related digital communication
platforms;

Any other location, events or circumstance connected with or arising out of employment.

DEFINITIONS AND ABBREVIATIONS

Aggrieved Woman / Victim: With respect to the Act in relation to the workplace is a woman

of any age, whether employed or not, who alleges to have been subjected to any act of Sexual
Harassment by the Respondent. This would include guests or visitors at the workplace.

Applicable Law: means the Sexual Harassment of Women at Workplace (Prevention,

Prohibition and Redressal) Act, 2013 read with the Sexual Harassment of Women at Workplace
(Prevention, Prohibition and Redressal) Rules, 2013 including any statutory amendment or re -
enactment thereof.

Complaint: means information, either oral or written, made by the Aggrieved Woman/
Complainant. However, complaint made orally must be produced in writing with the assistance
of the Internal Committee members.

Complainant: shall include Aggrieved Woman /Victim or any other person filing the complaint
on behalf of the Aggrieved Woman or Victim.

Employee: means a person employed at a 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 co-worker, a contract worker, probationer, trainee, apprentice or called by any other
such name.

Employer: means the person responsible for the management, supervision, and control of the
Workplace.

District Officer: means any officer designated as such by State Government under section 5;
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h. IC: shall mean an Internal Complaints Committee constituted under section 4;

i. NGO: shall mean Non-Government Organisation.

jo POSH Act: shall mean the Sexual Harassment of Women at Workplace (Prevention,
Prohibition and Redressal) Act, 2013.

k. Respondent: means the person who is alleged or reported to have committed an act of Sexual
Harassment and against whom the Aggrieved Woman / Complainant has made a Complaint
under this Policy in terms of Section 9 of the Act.

l. Sexual Harassment: Sexual Harassment includes any one or more of the following unwelcome

acts or behaviour (whether directly or by implication):

e  Physical contact and advances;
e  Demand or request for sexual favours;
e  Making sexually coloured remarks;
e  Showing pornography or sexually explicit material;
e Sending inappropriate messages, emails, images, videos or other offensive content;
e  Staring, gestures, or offensive body language;
Any other unwelcome physical, verbal, or non-verbal, written, visual or electronic or digital conduct of

sexual nature.

Circumstances Constituting Sexual Harassment:

A. The following circumstances, among others, if occurring or connected with any act or behaviour

of Sexual Harassment, may amount to Sexual Harassment:

e Implied or explicit promise of preferential treatment in employment;

e Implied or explicit threat of detrimental treatment in employment;

e Implied or explicit threat regarding present or future employment status;

e Interference with work or creating an intimidating, offensive, or hostile work environment;
e  Humiliating treatment likely to affect health, safety, dignity or performance;

e Retaliation or victimization for reporting or resisting sexual advances.

B. Whether an act or conduct would amount to ‘Sexual Harassment’ is dependent on the specifics of
the act and the circumstances. The following is an indicative list of conduct that could be

considered as sexual harassment:
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e  Unwanted sexual advances or proposal.

e  Pestering for dates or receiving unwelcome sexual suggestions or invitations.

e  Making sexual gestures.

e Displaying sexually suggestive objects or pictures, cartoons, calendars, or posters.

e  Making or using derogatory comments, comments about a woman’s body or dress, slurs,
epithets, or sexually suggestive jokes.

e  Written communications of a sexual nature distributed in hard copy or via a computer network,
suggestive or obscene letters, notes, or invitations.

e  Physical conduct such as unwanted touching, assault, impeding or blocking movements.

e  Sexually tinted remarks, whistling, staring, sexually slanted and obscene jokes, jokes causing
or likely to cause awkwardness or embarrassment.

e Subtle innuendoes or open taunting regarding perfection, imperfection, or characteristics of
physical appearance of a woman’s body or shape.

e  Suggesting or implying that failure to accept a request for a date or sexual favours would
adversely affect the woman in respect to performance evaluation or promotion.

e  Explicitly or implicitly suggesting sexual favours in return for hiring, compensation, promotion,
retention decision, relocation, or allocation of job/ responsibility/work.

e Any act or conduct by a person in authority which denies or would deny equal opportunity in
pursuit of career development or otherwise making the environment at the workplace hostile or
intimidating to a woman only on the ground of her providing or refusing sexual favours.

Where a personal relationship exists between employees in a reporting or supervisory structure, the
same must be disclosed to the management or the HR to ensure appropriate measures, including

reassignment, are taken to avoid any actual or perceived conflict of interest or favouritism.

m. Workplace: includes —

i.  Any department, office, branch or unit of the company.

ii.  Any place visited, due to official work either by any medium of transportation by any
employee arising out of, or during the course of employment including the
transportation provided by the company for undertaking such journey.

iii.  The policy applies to all workplaces, working environments (includes work from home
and Online meetings), and extended workplaces including team events, client dinners,

company celebrations, business trips, transportation, and all premises of the Company.
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It is important to note that whether harassment has occurred or not, does not depend on

the intention of the people but the experience of the aggrieved individual.

INTERNAL COMMITTEE (IC)

The Company shall constitute an Internal Committee (“IC”) in accordance with the provisions of the

POSH Act, at each office, which shall consist of the following members:

e  Presiding Officer who shall be a Senior level woman employee;
e At least two members from amongst the employees preferably committed to women’s causes
or having experience in social work or having legal knowledge;
e  One external member from an NGO or association committed to women’s issues or a person
familiar with issues relating to sexual harassment.
At least 50% of the members of the IC shall be women. Every member of the IC shall hold office for a

period not exceeding three years from the date of nomination.
Responsibility/Role of the Internal Committee —

The IC shall:

e Receive and acknowledgment Complaints of Sexual Harassment

e  Conduct fair, unbiased, and timely inquiries as per the established procedures;
e  Maintain confidentiality of Complaints and proceedings;

e Recommend interim reliefs and disciplinary action where necessary;

e  Prepare inquiry reports and recommendations;

e  Organize awareness and sensitization programs;

e  Undertake preventive and awareness initiatives;

e  Submit annual reports and compliance documentation where applicable;

e  Provide necessary support (administrative and emotional) to the Aggrieved Woman / Victim.

The Company has constituted an Internal Committee (IC) to prevent, investigate and redress
Sexual Harassment at the Workplace. With effect from 1° July, 2026 the Internal Committee will

comprise the following:

Role Name Designation Email ID
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Presiding Officer | Alka Agarwal | Whole Time Director | alka@milestonegloballimited.com
and CEO
Member 1 Anita Company Secretary cs(@milestonegloballimited.com
Member 2 Vidyadhar Accountants Head accounts@milestonegloballimited.com
External Member | Lakshmi POSH External | lakshmi.k.psy@gmail.com
Kuchibhotla Consultant

**The Management/CEO reserves the right to add, remove, replace, revised, amend or

reconstitute the members of the IC and modify this Policy from time to time in accordance with

applicable laws.

COMPLAINT MECHANISM, COMPLAINT REDRESSAL AND INQUIRY PROCESS

Procedure for lodging a Complaint:

i.  An Aggrieved Woman / Victim who believes to have been subjected to Sexual Harassment at

the Workplace may file a written Complaint with the IC, either in writing to any IC member or

through the designated email channel.

ii.  The Complaint should ordinarily be made within three (3) months from the date of the incident

or, in case of a series of incidents, within three (3) months from the date of the last incident.

iii.  The IC may extend the time limit for filing the Complaint by a further period of three (3) months

if it is satisfied that circumstances prevented the Complainant from filing the Complaint within

the prescribed time.

iv.  The Complaint should contain:

e  Name of the Complainant;

e  Name of the Respondent;

e  Details of the incident(s);

e  Date(s), place(s), and nature of incident(s);

e  Supporting documents, evidence, or witness details, if available.
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Where the Aggrieved Woman / Victim is unable to make a Complaint on account of physical
or mental incapacity or death, the legal heir of the Aggrieved Woman / Victim or such other
person as permitted under the POSH Act may make the Complaint on her behalf.

The Company shall provide reasonable assistance to the Complainant in filing the Complaint

where required.

Upon receipt of a Complaint of Sexual Harassment, the Internal Committee (IC) shall:

ii.

iii.

1l

iii.

Acknowledge receipt of the Complaint;

Upon receipt of the Complaint, if the IC is of the opinion that prima facie no case of Sexual
Harassment at the Workplace is made out, the IC shall inform the Complainant in writing stating
reasons within 7 (seven) days of receiving the Complaint.

If the IC is of the opinion that a prima facie case of Sexual Harassment at Workplace exists, a
copy of the Complaint along with supporting documents and list of witnesses, if any, shall be

sent to the Respondent within 7 (seven) working days from the date of receipt of the Complaint.

iv.  Provide the Respondent an opportunity to submit a written response along with supporting
documents and list of witnesses, if any, within 10 (ten) working days from the date of receipt
of the Complaint;

v.  Conduct inquiry proceedings in accordance with the principles of natural justice.

Conciliation:

Notwithstanding anything contrary contained in this Policy, if the Complainant makes a request
to the IC for a settlement, then IC, before initiating an inquiry, will explore the possibility of a
mutual settlement between the Complainant and the Respondent through Conciliation;
Conciliation shall be initiated only at the request of the Aggrieved Woman / Victim;

No monetary settlement shall be made as a basis of conciliation; and

Conciliation shall not be forced upon either party.

Where a settlement is arrived at, the IC shall record the terms of settlement and provide copies
to the same to both parties and the Employer for implementation.

No further inquiry shall be conducted by the IC unless the terms of settlement are breached.
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Procedure for Inquiry

1l

iii.

iv.

V1.

Vii.

Viii.

iX.

If the Aggrieved Woman / Victim has not sought Conciliation, or where the Conciliation
proceedings fail, or where the Complainant informs the IC that any terms or conditions of the
settlement have not been complied with by the Respondent, then the IC shall proceed to conduct
an inquiry into the Complaint in accordance with the provisions of the POSH Act, the principles
of natural justice and this Policy.

The IC shall provide the Respondent with a copy of the Complaint and supporting documents,
if any, and grant the Respondent 10 (ten) working days to submit a written response along with
supporting documents and list of witnesses. A copy of the response shall be shared with the
Complainant.

The IC shall conduct the inquiry in accordance with the provisions of the Act and principles of
natural justice and may call upon the parties and witnesses, seek information, and review
documents relevant to the inquiry.

If the Complainant or the Respondent desire to examine any witnesses, they shall communicate
the same to the IC in writing.

If the Complainant or Respondent desire to tender any documents by way of evidence before
the IC, copies of such documents shall be shared with the other party.

The IC may call and examine witnesses mentioned/identified by the Complainant and the
Respondent. Both parties shall be given a fair opportunity to present evidence and respond to
the evidence presented by the other party.

During the inquiry:

Both parties shall be given a fair opportunity to present their case;

Legal practitioners not be permitted to represent either party unless otherwise required by
applicable law; and

The proceedings shall be conducted in a sensitive, unbiased, impartial, and confidential manner.
The inquiry shall ordinarily be completed within ninety (90) days from the date of receipt of
the Complaint.

Upon completion of the inquiry, the IC shall submit its report, findings and recommendations
to the Employer within ten (10) days from completion of the inquiry.

The Employer shall act upon the recommendations of the IC within sixty (60) days from receipt
of the inquiry report.
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xi.  Where the IC arrives at a conclusion that the allegation against the Respondent is malicious or
knowingly false, it may recommend action against the Complainant in accordance with the
provisions of the Act and the Company’s disciplinary policy. Mere inability to substantiate a
complaint or provide adequate proof shall not attract action against the Complainant.

INTERIM RELIEF

During the pendency of inquiry, upon written request made by the Aggrieved Woman / Victim, the IC

may recommend to the Employer:

Transfer of either party to any other Workplace or department;

Grant of leave up to 3 months to the Aggrieved Woman, in addition to her regular leave
entitlement;

Temporary change in reporting structure, seating arrangement, or work arrangements;
Restriction on interaction between the parties; or

Any other interim relief deemed appropriate by the IC.

ACTION ON INQUIRY REPORT

Where the IC concludes that the allegations of Sexual Harassment have been proved, it may recommend

appropriate disciplinary and corrective action against the Respondent in accordance with the Company’s

service rules, employment terms, and applicable Law.

Such action may include, without limitation:

Written apology;

Warning, reprimand, or censure (which shall also be noted in the Employee’s record);
Mandatory counselling, sensitization, or training;

Withholding of promotion, increment, bonus, or other benefits;

Transfer, suspension, or change in role/responsibilities;

Direct the employee to undergo mandatory behavioural or corrective training or counselling to
address any specific issues;

Suspension or termination of employment or engagement; and/or

Any other disciplinary action deemed appropriate by the Company.




MILESTONE GLOBAL LIMITED
PREVENTION OF SEXUAL HARASSMENT (POSH) POLICY

As per the Sexual Harassment of Women at Workplace

(Prevention, Prohibition and Redressal) Act, 2013

The IC shall also recommend payment of compensation to the Aggrieved Woman / Victim by the

Respondent, taking into considering the following factors:

e Mental trauma, emotional distress, pain, suffering and humiliation caused;

e Loss of career opportunity or professional advancement suffered,;

e Medical or counselling expenses incurred;

e Income and financial status of the Respondent;

e Feasibility of payment in lump sum or instalments; and

e Any other relevant factor deemed appropriate in the circumstances of the case.

e  Where the IC is of the opinion that the conduct complained of may amount to an offence under
the Bhartiya Nyaya Sanhita, 2023 or any other applicable criminal law, the same may be
recorded in the inquiry report and appropriate steps may be taken by the Company, or upon
request of the Complainant, for filing a police complaint, Where the IC concludes that the
allegations have not been proved, it shall recommend closure of the Complaint and no adverse

action shall be taken against the Respondent.
RECORDS

The Company shall maintain appropriate records relating to Complaints of Sexual Harassment,
including but not limited to Complaints received, statements of parties and witnesses, documents and
evidence submitted, minutes of meetings, inquiry proceedings, findings, recommendations of the IC,
actions taken by the Employer, and any other relevant material connected with the Complaint and

inquiry process.

All records relating to Complaints, including contents of meetings, inquiry proceedings, findings,
recommendations, and other relevant material shall be treated as confidential by XYZ Company, except
where such disclosure is required for the purpose of inquiry, disciplinary or remedial action, statutory

compliance, or as required under the Applicable Law.

Access to such records shall be restricted only to authorized persons on a need-to-know basis for the
purpose of inquiry, disciplinary proceedings, implementation of recommendations, statutory

compliance, or other lawful purposes.
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RETALIATION

The Company strictly prohibits any form of retaliation (“revenge” or punishment for speaking up)

against any Employee who, in good faith:

e reports or raises a concern relating to Sexual Harassment;

e files a Complaint under this Policy;

e  participates, assists or cooperates in an inquiry or investigation or proceeding; or

e  supports or provides information in connection with a complaint; or

e  Opposes or refuses to participate in conduct that violates this Policy.
Retaliation includes, but is not limited to, any unfair treatment such as threats, intimidation,
discrimination, harassment, demotion, suspension, denial of opportunities/promotions/benefits,

unjustified negative performance reviews, or any other adverse action against the Employee.

Any act of retaliation will be treated as a serious violation of this Policy and may result in disciplinary

action in accordance with the Company’s rules and Applicable Law.

FALSE COMPLAINTS

Where the IC, after completion of the inquiry, concludes that a Complaint has been made with malicious
intent or that false, fabricated, or misleading evidence has been knowingly submitted, the IC may
recommend appropriate action against the Complainant or the person who has produced such evidence,

in accordance with the Company’s service rules and Applicable Law.

However, mere inability to substantiate a Complaint or provide adequate proof shall not, by itself,
constitute a false or malicious Complaint. No action shall be taken against a Complainant solely on the

ground that the Complaint could not be proved.

APPEAL

Any woman aggrieved by the recommendations or findings of the IC or by the non-implementation of
such recommendations may prefer an appeal in accordance with the provisions of the Sexual
Harassment of Women at Workplace (Prevention, Prohibition and Redressal) Act, 2013 and other

Applicable Laws.
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Applicable Law, within ninety (90) days from the date of receipt of the recommendations, findings, or

action taken by the Employer.

DUTIES OF EMPLOYER

The Company shall:

e  Provide and maintain a safe working environment for all Employees;

e Display the POSH policy and details of the IC at conspicuous places within the Workplace and
on internal communication platforms, wherever applicable;

e  Constitute and support the functioning of the IC in accordance with the provisions of the POSH
Act;

e  Organize periodic awareness programs, sensitization workshops, and training sessions for
Employees, management, and IC members;

e  Encourage prompt reporting of Complaints and ensure that Complainants are treated with
dignity, sensitivity, and fairness;

e Provide necessary facilities, assistance, and information to the IC for conducting inquiries;

e  Ensure timely implementation of the recommendations made by the IC;

e  Maintain confidentiality of complaints, inquiry proceedings, and records in accordance with
applicable Law;

e  Assist in securing attendance of Respondents of witnesses before the IC;

e  Ensure timely submission of statutory reports and compliance with all legal obligations under

the POSH Act.

EMPLOYEE RESPONSIBILITIES

All Employees are expected to:

e  Treat colleagues, clients, vendors, and all persons at the Workplace with dignity, courtesy, and
respect;
e Refrain from engaging in any act, conduct, behaviour, communication, or practice that may

constitute Sexual Harassment;
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Maintain professional standards of conduct in both physical and virtual work environments;
Comply with the provisions of this Policy and applicable Law;

Cooperate fully, honestly, and in good faith during any inquiry, investigation, or proceeding
under this Policy;

Maintain confidentiality regarding Complaints, inquiry proceedings, and related information;
Promptly report incidents or concerns relating to Sexual Harassment, whether personally
experienced or witnessed,;

Participate in awareness programs, workshops, and training sessions conducted by the
Company relating to prevention of Sexual Harassment and Workplace conduct.

Promote a work environment based on dignity, mutual respect, professionalism, and inclusivity.

All Employees and associated personnel of the Company are individually responsible for ensuring that

their conduct complies with this Policy and applicable law.

CONFIDENTIALITY

ii.

iii.

iv.

The Company is committed to maintaining strict confidentiality in relation to Complaints of
Sexual Harassment and recognizes the sensitivity involved in such matters. Every Aggrieved
Woman / Victim has the right to privacy, dignity, and protection against retaliation.
Accordingly, all Complaints, identities of the Aggrieved Woman / Victim, Respondent,
witnesses, contents of the Complaint, inquiry proceedings, recommendations of the Internal
Committee, and actions taken by the Employer shall be treated as strictly confidential and shall
not be published, communicated, or disclosed to the public, press, media, or any unauthorized
person, except where disclosure is required under applicable Law.

The IC, parties to the Complaint, witnesses, and all persons involved in the inquiry process
shall maintain complete confidentiality throughout the proceedings.

Any breach of confidentiality by any person associated with the inquiry process may result in
disciplinary action in accordance with the provisions of the Sexual Harassment of Women at
Workplace (Prevention, Prohibition and Redressal) Act, 2013, company policy, and applicable
Laws.

The Company shall ensure that confidentiality is preserved to the maximum extent practicable

while conducting a fair and unbiased inquiry.

POLICY REVIEW
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This Policy shall be reviewed periodically and may be amended or updated from time to time to ensure

compliance with applicable laws and organizational requirements.

ANNUAL REPORT

The IC shall prepare an annual report in each calender year specifying: Number of complaints received

Number of complaints of Sexual Harassment received in the year.
Number of complaints of Sexual Harassment disposed off during the year.
Number of cases of Sexual Harassment pending for more than 90 days.
Nature of action taken by the Company/Employer.

Number of awareness/training programs/ workshops against of Sexual Harassment carried out.

This report shall be submitted by the Internal Committee (“IC”) to the Board of Directors of the

Company every calendar year.

INFORMATION AND ASSISTANCE

Employees may contact Ms. Alka Agarwal at alka@milestonegloballimited.com for any questions,

clarification, assistance or further guidance in relation to this Policy.
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ANNEXURE -1

COMPLAINT OF SEXUAL HARASSMENT

To,
The Internal Committee,
[Company]

[Address]

Subject: Complaint of Sexual Harassment

1. Details of the Complainant:

Name:

ISE

Employee ID (if applicable):
Designation:

Address:

E-mail Id:

o a o

=

Phone Number:

2. Details of the Respondent (Person against whom the Complaint is being made):

Name:

ISEENE

Employee ID (if applicable):
c. Designation:

d. Address:

Email ID:

@

jaz]

Phone Number:
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3. Facts of the Complaint:
a. Please describe the nature of your relationship/interaction with the Respondent.
b. Please describe the incidents which comprise the acts of Sexual Harassment
including dates, time, and place, if available.
Please describe the impact of the aforesaid acts on the Complainant.
d. Please provide details of any supporting information / data/ documents. [example:
texts, call records, emails, witnesses, photographs, etc, |

e. Please provide names, contact details and addresses of the witnesses if any.

Signature of the Complainant

Date:

Place:

(End of Policy)




