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The Cender Hermament/Wormen Grisvance commitses shald, wpon reoript of the conplin;
enguirn the case in accordance with the aid Soen regulation and in & tew bound mimmer. These

regpulatinng s svaleble in the peincipal offics, Thess lmsnes with the approval of appeinit
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Standard Operating Procedure {SOP) lor Committes Against Sexual
Harassment

1. Introduction

Tha Commithes Againat Saxual Homssment (CASH) 8 established to provide o safe
End coRBucvE Brnsipnmeni far B indbaduals within mmgﬂrﬂw.mwm
the proceduanes hol preventing, addreasing, and respondng 1o complania related o
nexual amsament in the workplocs.

2. Objective

« To enaune & workplace fee from saxus hamssmani

= To petvidis o cies mechaniam lor repaing incdents o secual harassment.
= To engurm imaly and fair myestigation of compiainis,

« To provide suppon to viclims of sexual harassment.

3. Scope

This SOE applies 1o il arployess wihin the oiganizabon, mcluding any evanl o work-
ralaied activitips conducied of-sie

4. Dedinition of Soxual Harassmoeni
Saxiisl harasasmsil incliscdes Bud e el bl ki

« Uniwelcome physical, verbal, or non-vertial conduct of 8 saxual nakire

« Advvancing uivsalcime Sexual fEvors. of crealing & hastle, inbmidating, of
offonsive work snvironmant,

= Bahawior such &5 mappropnate Dudthing, Inappropnate commenin, ar making
sexudl Bovances of gashinas.

5, Formatian of the Commitios

= Tha Commutiee wil coreest of mambaers representing drarse soctors of the

= The Camimtige shaukd indude M leas) ons axlgrnal expit on gantder =sies antd

one lagal proleesonal,
& Thi chasparson shall B slactad by the Commitiess membars, ard e secralany
will Fppnde &l doourmariaan

6. Roles and Responsibiiities

« Chairparson To lead tha commines, ensune e procass 18 followed. and
communicaid with &% stakehokderns.
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=« Committee Mambers: To imparhally investigale complaints, ofles advce, and
ensura faimass theoughout tha process,

« Sacredmry: To manage records, coordingle masings, and reurs doourman iEion

in kegqit cordidangal.
= Support Porsonnel: To ofler counsedng and guidancs & the compiainants,
witnesses, and respondents.

T. Procedurs for Reporiing Complainis

= Step 1: Repoming the Inoident
o Compéainis should ba made in wilng, verbally, or Shrough any ofher
acoassibia means (srmil eic)
«  Complaints con ba fed with any member of the Commities or a
dasignatad Sewual Ramssmant Cfficar,
«Siep 3 Aﬂmmhdgmﬂml:umﬂrm

The Cormmmities musl acknowiedge recespl of the compiaunt washin 24
s,

»  Tha complainant shousd ba informed of ihe sSepn thas wil fallow and
azzurnd of confidertality.

B. Praliminisy hquiry

s The Commitisa shall Becess whahel fa complaint 1ais under saxual
Pearasemel

A prefrninary inquiry wit be conductad by Ihe Comvniten within 7 warking days
of recaning tha compilaind.

« Thie Commifies wil ageess whethar imemadiaie aciion & requied (8.9,
susenaio ol Ihe alleged harasser)

o, Investigation Process

= Step 1, Invessgating the Comglain
« A detmiled invastigabon will B conductsd, which meludes intereswing
the complsnant, the sleged peepatrmior, and any wilnessss.
Al pndence and matenais rolated 1o the caso will be revovwod

- The invasligation should be compieled wilhin 3 working dansa.
=« Step 2 Culcome shd Recommerdations

«  Upon conclusion, the Commaties will submit a report of #s firdings.
a MWWMMH'MWWIM.W
muhumﬂﬁ.ﬂmmmmmm

Workpeace

10. Resolution

-mmmnuumummmmnml.mM
include:
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«  Counsalng andior trairng for the hamsser
Issumng & loemal Waming o SUsRansion.
Iresativgg Marminaton of amploymant I sErous casas,

11. Conlideniality

« &8 mambars of thé Commities. mouding those invoheed in T Invastigation, musi
mainian siret conbidenialing,
« The idenlilles of compiainants, respondents. Bngd wanssses will be praleciad, o

the axtont possibie, thioughout the process.
12. Support for the Complainant

-Mmﬂmmiﬂlhmmmh:ﬂmmlm.mm. Ersd ol
SUEIPOF BErVcRS BE NECESSErY,
= Repnsal n-!"l.lilzl:l'rm:n!'l:rl agienst the compinimant will not be oieraged.

13. Traening and Awareness

« Regular wirkahops, Fening sessond, and Swnieness programs will bs
cohductad io prevent sexun hatassmant and peomale understanding ol
workpiace poicies,

« AR new emplayess will be bbeled on the organizalion s saxusl harssement polcy
durng induction.

14, Record-Keaping and Monitoding

+ Tha Comménes wil manimn reconas of all compiaings, invesigaions, and aclions
faken.

= Poriodi: audes will be conducied 10 ensure thad the procedunes am baing
icdowed aflecaivaly and that tham s no recurrence of saxual harsssmeand
inCidenis

15. Reviow and AmandmemMs

« Tha S0P wil be reviimamd annually 1o ansurm that it mmaing aflocrse, updated
wiih the latest gal provisons, &nd relevant 1o e noacs of tha organizaion
= Amandments o he SOF may be made based on recommendatans ram he

Commitiss, mansgament, af legal advison
16. Conclusion

Tha organizason is comminied i providieg & sale. respectiul, and hasassment-irae
edrainanmant. The Committes Againel Sexual Harassment plays & vial role in

maintaring this staruiard by ensunng thai af complarmts are handied prompily,
irganally, B with dus sensitivity
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It s informed 1 all the respected members of the Committes Agsnst Sexual
Hamssment tiad there i o meeting n board room at 3400 PM.

Kindly be on time.
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It is mformed to all the respecied members of the Commitiee Against Sexual
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Kindly be on time.
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Kindly be on time.
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It Is informed to adl the respected members of the Committee Agninst Sexuaal
Harzsament that there is n meeting in board room at 3:00 PM.

Eimdiy b o timie.
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It is informed e all the respected members of the Commitiee Against Sexual
Harassment thal there ix a mecting in board room at 3:00 PM.

Kindly be on time.

Regards
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Standard Operating Procedure {SOP) lor Committes Against Sexual
Harassment

1. Introduction

Tha Commithes Againat Saxual Homssment (CASH) 8 established to provide o safe
End coRBucvE Brnsipnmeni far B indbaduals within mmgﬂrﬂw.mwm
the proceduanes hol preventing, addreasing, and respondng 1o complania related o
nexual amsament in the workplocs.

2. Objective

« To enaune & workplace fee from saxus hamssmani

= To petvidis o cies mechaniam lor repaing incdents o secual harassment.
= To engurm imaly and fair myestigation of compiainis,

« To provide suppon to viclims of sexual harassment.

3. Scope

This SOE applies 1o il arployess wihin the oiganizabon, mcluding any evanl o work-
ralaied activitips conducied of-sie

4. Dedinition of Soxual Harassmoeni
Saxiisl harasasmsil incliscdes Bud e el bl ki

« Uniwelcome physical, verbal, or non-vertial conduct of 8 saxual nakire

« Advvancing uivsalcime Sexual fEvors. of crealing & hastle, inbmidating, of
offonsive work snvironmant,

= Bahawior such &5 mappropnate Dudthing, Inappropnate commenin, ar making
sexudl Bovances of gashinas.

5, Formatian of the Commitios

= Tha Commutiee wil coreest of mambaers representing drarse soctors of the

= The Camimtige shaukd indude M leas) ons axlgrnal expit on gantder =sies antd

one lagal proleesonal,
& Thi chasparson shall B slactad by the Commitiess membars, ard e secralany
will Fppnde &l doourmariaan

6. Roles and Responsibiiities

« Chairparson To lead tha commines, ensune e procass 18 followed. and
communicaid with &% stakehokderns.

¥ Scanned with OKEN Scanner



=« Committee Mambers: To imparhally investigale complaints, ofles advce, and
ensura faimass theoughout tha process,

« Sacredmry: To manage records, coordingle masings, and reurs doourman iEion

in kegqit cordidangal.
= Support Porsonnel: To ofler counsedng and guidancs & the compiainants,
witnesses, and respondents.

T. Procedurs for Reporiing Complainis

= Step 1: Repoming the Inoident
o Compéainis should ba made in wilng, verbally, or Shrough any ofher
acoassibia means (srmil eic)
«  Complaints con ba fed with any member of the Commities or a
dasignatad Sewual Ramssmant Cfficar,
«Siep 3 Aﬂmmhdgmﬂml:umﬂrm

The Cormmmities musl acknowiedge recespl of the compiaunt washin 24
s,

»  Tha complainant shousd ba informed of ihe sSepn thas wil fallow and
azzurnd of confidertality.

B. Praliminisy hquiry

s The Commitisa shall Becess whahel fa complaint 1ais under saxual
Pearasemel

A prefrninary inquiry wit be conductad by Ihe Comvniten within 7 warking days
of recaning tha compilaind.

« Thie Commifies wil ageess whethar imemadiaie aciion & requied (8.9,
susenaio ol Ihe alleged harasser)

o, Investigation Process

= Step 1, Invessgating the Comglain
« A detmiled invastigabon will B conductsd, which meludes intereswing
the complsnant, the sleged peepatrmior, and any wilnessss.
Al pndence and matenais rolated 1o the caso will be revovwod

- The invasligation should be compieled wilhin 3 working dansa.
=« Step 2 Culcome shd Recommerdations

«  Upon conclusion, the Commaties will submit a report of #s firdings.
a MWWMMH'MWWIM.W
muhumﬂﬁ.ﬂmmmmmm

Workpeace

10. Resolution

-mmmnuumummmmnml.mM
include:
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«  Counsalng andior trairng for the hamsser
Issumng & loemal Waming o SUsRansion.
Iresativgg Marminaton of amploymant I sErous casas,

11. Conlideniality

« &8 mambars of thé Commities. mouding those invoheed in T Invastigation, musi
mainian siret conbidenialing,
« The idenlilles of compiainants, respondents. Bngd wanssses will be praleciad, o

the axtont possibie, thioughout the process.
12. Support for the Complainant

-Mmﬂmmiﬂlhmmmh:ﬂmmlm.mm. Ersd ol
SUEIPOF BErVcRS BE NECESSErY,
= Repnsal n-!"l.lilzl:l'rm:n!'l:rl agienst the compinimant will not be oieraged.

13. Traening and Awareness

« Regular wirkahops, Fening sessond, and Swnieness programs will bs
cohductad io prevent sexun hatassmant and peomale understanding ol
workpiace poicies,

« AR new emplayess will be bbeled on the organizalion s saxusl harssement polcy
durng induction.

14, Record-Keaping and Monitoding

+ Tha Comménes wil manimn reconas of all compiaings, invesigaions, and aclions
faken.

= Poriodi: audes will be conducied 10 ensure thad the procedunes am baing
icdowed aflecaivaly and that tham s no recurrence of saxual harsssmeand
inCidenis

15. Reviow and AmandmemMs

« Tha S0P wil be reviimamd annually 1o ansurm that it mmaing aflocrse, updated
wiih the latest gal provisons, &nd relevant 1o e noacs of tha organizaion
= Amandments o he SOF may be made based on recommendatans ram he

Commitiss, mansgament, af legal advison
16. Conclusion

Tha organizason is comminied i providieg & sale. respectiul, and hasassment-irae
edrainanmant. The Committes Againel Sexual Harassment plays & vial role in

maintaring this staruiard by ensunng thai af complarmts are handied prompily,
irganally, B with dus sensitivity
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Harnssmend that there &s a mesting in board room at 3:00 PM.

Kindly be on time.
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It Is informed to adl the respected members of the Committee Agninst Sexuaal
Harzsament that there is n meeting in board room at 3:00 PM.

Eimdiy b o timie.
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It is informed e all the respected members of the Commitiee Against Sexual
Harassment thal there ix a mecting in board room at 3:00 PM.
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