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Sub.: Notification of SPMCIL Policy on Prevention of Sexual Harassment at
Workplace-reg.
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This Mint has received a SPMCIL Circular vide SPMCIL letter
No. f=.q.(A1.9.)/7.91./359-01/527 dated 15.05.2026 on the captioned subject, enclosing
therewith SPMCIL Policy on Prevention of Sexual Harassment at Workplace. The said
policy contains provisions relating to prevention, prohibition and redressal of Sexual

Harassment at workplace, in compliance with the applicable provisions of the POSH Act,
2013.

AT, FAEA 9T A Iofizd f7 TFAw w9t vedtoeferiva At (madrondteriee
frarraos Aif) Far $i ¢ § ¢ vafroaftardee qur wadt a6 sFEEat F o afegfHa i adr 2
#ifx $ v afF =t gefagt i s o sqae g 99 8

Accordingly, SPMCIL Policy on Prevention of Sexual Harassment at Workplace
(“SPMCIL POSH Policy”), has been formulated and is hereby notified for SPMCIL and its
unit. A copy of the policy is enclosed herewith for information and necessary compliance
by all concerned.
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This issues with the approval of the Competent Authority.
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0 Security Printing and Minting Corporation of India Limited

R Aofi-1, difiegd/Miniratna Category - I, CPSE.
HRA THR & Y07 ST/ Wholly owned by Government of India

.. /v.2n./359-01/527/ | Dated: 15.05.2026

URUA/CIRCULAR

Sub: Notification of SPMCIL Policy on Prevention of Sexual Harassment at Workplace -
reg.,

SPMCIL Corporate Office has been issuing instructions pertaining to prevention,
prohibition and redressal of Sexual Harassment at its workplace, from time to time.

Tttt FRONE HHTed THY-9HY TR 30 SORE TR IH e & HaRru,
TiesY 3R wfcree I Wi srasr oRY Sl @l el

2. Rule 13 (a) of the Sexual Harassment of Women at Workplace (Prevention, Prohibition, and
Redressal) Rules, 2013, mandates every employer to formulate and widely disseminate an
internal policy, charter, resolution, or declaration for the prohibition, prevention, and redressal
of sexual harassment at the workplace.

P W Afeast 1 aF sdted (Rero, ufsy iR ufaar Fag, 2013 &1 a9 13
() U Fraiad & sriRe WA Idisd & Y, s SR RaRu o fou ue siaie =ifd,
o1dY. Yabeq I1 G907 OF qOR B SR U 0 ¥ THIRd B P a1 Bl ol

3. Accordingly, SPMCIL Policy on Prevention of Sexual Harassment at Workplace ("SPMCIL
POSH Policy"), has been formulated and is being notified for SPMCIL and its units, which is
annexed herewith. This Policy aims to foster a workplace culture of respect and equality,
providing clear channels for aggrieved women to report incidents of sexual harassment,
ensuring that those who report are protected from retaliation. The policy also includes steps
for investigating complaints and appropriate disciplinary measures or legal support for the
aggrieved women.

FegaR, vadiundiensud ik gue! SHTEal & Y FRIRE W F Jdig &l AHuH
R Taertensta N (pudivaeiarEee g 6 AR B TS §, Td iftgfad %1 el g s
= ORUF & T Gy § 1 98 i BT I G SR FHFCT S HRIRIT Wepid 1 §grar &,
HifSa miRarel B 99 Saite Bl geiel @ R S & g Wy ==d UeH 33, Td 98
T b ST GE & arell ol iy § s S| 9 A H Rl Bl o o

it Afdarei & Y Suged SHRTER® S a7 ST HeTl & forg Hen +ff 2nfie &1

4. All the units, including SPMCIL, Corporate Office are requested to ensure compliance with

the SPMCIL POSH Policy. \, .
_ \s\os\ 27>
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This is issued with the approval of Chairman and Managing Director.

g g8l U4 yey o= & SigHieA 4 okt fosar s B

=%
i\os\20% ¢
Y HeTua=® (fafe)
TaIP: SUYFATTAR

To:
mﬁa@uauauwgﬁlé qqd/All CGMs/Unit Heads
cH AT /HEUIMTAd /P PRI/ Mints/Presses/Mill
Copy To:
1. Office of Chairman and Managing Director, SPMCIL
2. Office of Director (HR)/Director (Finance)/Chief Vigilance Officer
3. CGM (HR)- Corporate Office
4, CGM (IT), Data Centre, Noida
5. AGM (T.0), JGM (HR/Finance/IT/T.C) — Corporate Office
6. Company Secrelary
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SPMCIL POLICY ON PREVENTION OF SEXUAL HARASSMENT AT
WORKPLACE

1.0 OBJECTIVE AND SCOPE

1.1 Security Printing and Minting Corporation of India Limited (SPMCIL) (a “Mini Ratna”
CPSE under the Department of Economic Affairs, Ministry of Finance) is committed to
creating and maintaining a safe, respectful, and inclusive work environment that is free
from sexual harassment, where all employees are treated with dignity, and to ensure
compliance with applicable laws and regulations through proactive measures, awareness
programs, and effective grievance redressal mechanisms. To deal with sexual harassment
at workplace, the Company has set out “SPMCIL Policy on Prevention of Sexual
Harassment at Workplace” hereinafter referred to as the “SPMCIL POSH Policy”.

1.2 This policy fosters a workplace culture of respect and equality, providing clear
channels for aggrieved women to report incidents of sexual harassment, ensuring that
those who report are protected from retaliation. The policy also includes steps for
investigating complaints and appropriate disciplinary measures or legal support for the
aggricved women. The policy ensures compliance with the provisions of the “Sexual
Harassment of Women at Workplace (Prevention, Prohibition and Redressal) Act, 2013” (the Act)
and the applicable rules.

2.0 DEFINITION

a) “Act” means “The Sexual Harassment of Women at Workplace ( Prevention, Prohibition and
Redressal) Act, 2013".

b) “Aggricved Woman” means a woman, in relation to a workplace, of any age, whether
employed or not, who alleges to have been subjected to any act of sexual harassment by

any person.
¢) “District Officer” means an officer notified under section 5 of the Act;

d) “Company” shall mean “Security Printing and Minting Corporation of India” or
SPMCIL.

e) “Employee” means a persen employed at a workplace for any work on regular,
temporaty, ad hoc or daily wages basis, either directly or through an agent, including a

contractor, with or without the knowledge of the principal employer, whether for

e
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remuneration or not, or working on a voluntary basis or whether the terms of employment
are expressed or implied and includes a co-worker, a contract worker, probationer,

trainee, apprentice or called by any other such name.

f) “Employer” means Chairman and Managing Director (CMD) of SPMCIL in case of
Corporate Office and Unit Head(s) in case of Units.

g) “Internal Complaints Committee” means a committee constituted in accordance with
the provisions under Section 4 of the Sexual Harassment of Women at Workplace
(Prevention, Prohibition and Redressal) Act, 2013.

(h) “Local Committee” means the Local Complaints Committee constituted under Section
6 of the Act.

i) “Policy” means the SPMCIL Policy on Prevention of Sexual Harassment at Workplace.

j) “Respondent” means a person against whom the aggrieved woman has made a

complaint under this Policy.

k) “Rules” means the “The Sexual Harassment of Women at Workplace (Prevention, Prohibition
and Redressal) Rules, 2013" .

1) “Sexual Harassment” includes one or more of the following unwelcome acts or

behaviour (whether directly or by implication), namely:

i.  Physical contact and advances; or

ii. a demand or request for sexual favours; or
iii.  making sexually coloured remarks; or
iv.  showing pornography; or

v.  any other unwelcome physical, verbal or non-verbal conduct of a sexual nature;

In addition, the following circumstances, among other circumstances, if it occurs or is

present in relation to or connected with any act or behaviour of sexual harassment, may

amount to sexual harassment:

i.  Implied or explicit promise of preferential treatment in her employment;
ii.  Implied or explicit threat of detrimental treatment in her employment; or
iii.  Implied or explicit threat about her present or future employment status; or
iv.  Interfering with her work or creating an intimidating, offensive or hostile work
environment for her; or

v.  Humiliating treatment likely to affect the health or safety of the aggrieved women;

2 B
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m) “Workplace” includes any unit/establishment/office/place  which is
owned/operated/maintained/controlled by the company, including any place visited by
the employee in the course of employment, including transportation provided by the
employer for undertaking such journey, but will not include public or private transport
used by an employee.

3.0 INTERNAL COMPLAINTS COMMITTEE

3.1 To inquire and advise suitable action on the complaints of sexual harassment, there
shall be a committee called the “Internal Complaints Committee” (hereinafter referred to as
ICC). The Corporate Office, as well as all the Units, shall constitute an ICC, which is to be
nominated by the CMD in case of the Corporate Office and Unit Head(s) in case of the
Units.

3.2 The said ICC shall comprise the following: -

(a) 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 or units.

Provided that in case the other offices or units do not have a senior-level woman
employee, the Presiding Officer shall be nominated from any other department or

organisation;

(b) Not less than two Members from amongst the employees, preferably committed to the

cause of women or who have had experience in social work or have legal knowledge.

(¢) One member from amongst non-governmental organisations or associations
committed to the cause of women or a person familiar with the issues relating to sexual

harassment.

“Person familiar with the issues relating to sexual harassment” shall be a person who has

expertise on issues relating to sexual harassment and may include any of the following: -

(a) a social worker with at least five years’ experience in the field of social work which
leads to creation of societal conditions favourable towards empowerment of women and

n particular in addressing workplace sexual harassment;
(b) a person who is familiar with labour, service, civil or criminal law.

Provided that at least one-half of the total Members so nominated shall be women.
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3.3 The Presiding Officer and every Member of the Internal Complaints Committee shall

hold office for such period, not exceeding three years, from the date of their nomination.

3.4 The external member appointed from amongst the non-governmental organisations
or associations shall be paid honorarium for holding the proceedings of the Internal

Complaints Committee as approved by the employer from time to time.
4.0 ADHERENCE TO SPMCIL CDA RULES:

4.1 All employees shall strictly follow Rule 4 (3) of the SPMCIL Conduct, Discipline and
Appeal Rules, 202(0:

(a) No employee shall indulge in any act of sexual harassment of any woman at any

workplace.

(b) Every employee who is in charge of a workplace shall take appropriate steps to prevent

sexual harassment of any woman at the workplace.
5.0 COMPLAINT

5.1 Any aggrieved woman may make, in writing, a complaint of sexual harassment at
workplace to the Presiding officer of ICC in the indicative format at Annexure-I, or on the
SHe-Box portal (https://shebox.wed.gov.in), within a period of three months from the date
of the incident/ last incident. In any case where a complaint cannot be made in writing,
then the Presiding Officer or any member of the ICC shall assist the aggrieved women in
making the complaint in writing. The ICC may further with the reasons recorded in
writing extend the timeline, not exceeding three months, if it is satisfied with the reasons

that prevented the lodging of a complaint by the women within the first three months.

5.2 Where the aggrieved woman is unable to make a complaint on account of her physical

incapacity, a complaint may be filed by —

(a) Her relative or friend; or

(b) Her co-worker, or

(c) An officer of the National Commission for Women or State Women’s Commission; or
(d) Any person who has knowledge of the incident, with the written consent of the

aggrieved woman;

5.3 Where the aggrieved woman is unable to make a complaint on account of her mental

incapacity, a complaint may be filed by -

(a) Her relative or friend; or

(b) A special educator; or
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(c) A qualified psychiatrist or psychologist; or

(d) The guardian or authority under whose care she is receiving treatment or care; or

(e) Any person who has knowledge of the incident jointly with her relative or friend or a
special educator or qualified psychiatrist or psychologist, or the guardian or authority

under whose care she is receiving treatment or care.

5.4 Where the aggrieved woman is dead, a complaint may be filed by any persen who has

knowledge of the incident, with the wriiten consent of her legal heir.

5.5 Where the aggrieved woman, for any other reason, is unable to make a complaint, a
complaint may- be filed by any person who has knowledge of the incident, with her

written consent.
6.0 CONCILIATION

6.1 The ICC may, before initiating an inquiry as specified herein and at the request of the
aggrieved woman, take steps to settle the matter between her and the respondent through
conciliation, but monetary compensation shall not be the basis for settlement. Where a
settlement has been arrived out of the conciliation, the ICC shall record the settlement so
arrived and forward the same to the Unit Head(s) in case of Units/ HR Head in case of
SPMCIL Corporate Office, to take action as specified in the recommendation. Further, the
ICC shall provide copies of the recorded settlement to the aggrieved woman and the

respondent.

6.2 Where a settlement is arrived out of the conciliation, no further inquiry shall be
conducted by the ICC.

6.3 In the event of non-compliance by the respondent with the terms and conditions of a
settlement agreed upon and when the aggrieved woman informs the ICC about it, the ICC

may make an inquiry or forward the complaint to the Police, as the case may be.
7.0 INQUIRY

7.1 If the aggrieved woman is not ready for conciliation, the ICC shall, where the
respondent is an employee, proceed to make an inquiry into the complaint in accordance
with the Rule 25 (2) of the SPMCIL Conduct; Discipline and Appeal (CDA) Rules, 2020
read with the process as laid down in DePT OM F. No. 11013/2/2014-Estt (A-111) dated
16.07.2015.

7.2 Rule 25 (2) of the SPMCIL Conduct, Discipline and Appeal (CDA) Rules, 202C lays

down that the ICC established for inquiring inte complaints of sexual harassment shall

(¥}
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hold such inquiry as far as practicable in accordance with the procedure laid down in

these Rules.

7.3 The ICC is also responsible for maintaining confidentiality throughout the process.
The ICC shall complete the inquiry within a period of ninety days.

7.4 INQUIRY PROCESS

The guide on "Steps for Conduct of Inquiry in complaints of Sexual Harassment" as per DoPT
OM F. No. 11013/2/2014-Estt (A-III) dated 16.07.2015 is intended to give the procedure as
prescribed in the SPMCIL CDA Rules, 2020. This is, however, not intended as a substitute

for reference to the Rules and instructions.

7.4.1 First Stage/Investigation Stage -

a) The ICC may act on complaints of sexual harassment when they receive them directly
or otherwise, or when they take cognizance of the same suo-moto. As per Section 9(1) of
the Act, the aggrieved woman or complainant is required to make a complaint within
three months of the incident and in case there has been a series of incidents, three months
from the date of the last incident. The ICC may however, extend the time limit for reasons
to be recorded in writing, if it is satisfied that the circumstances were such which

prevented the complainant from filing a complaint within the stipulated period.

b) As mentioned above, the complaints of sexual harassment are required to be handled
by ICC. On receipt of a complaint, the facts of the allegation are required to be verified.
This is called a preliminary inquiry/fact-finding inquiry, or investigation. The ICC
conducts the investigation. They may then try to ascertain the truth of the allegations by
collecting the documentary evidence as well as recording statements of any possible
witnesses, including the complainant. If it becomes necessary to issue a Charge Sheet after
completion of the investigation, the disciplinary authority relies on the investigation for
drafting the imputations, as well as for evidence by which the charges are to be proved.

Therefore, this is a very imporlant part of the investigation.

7.4.2 Second Stage/Inguiry under SPMCIL CDA Rules -

a) In light of the Proviso to Rule 25 of SPMCIL CDA Rules, the ICC would normally be
involved at two stages. The first stage is investigation, already discussed in the preceding
para. The second stage is when they act as the Inquiry Authority. It is necessary that the
two roles are clearly understood and the inquiry is conducted as far as practicable, as per
Rule 25 of SPMCIL CDA Rules. Failure to observe the procedure may result in the inquiry
being vitiated.

\ B
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b) As the ICC also act as the Inquiry Authority in terms of Rule 25 mentioned above, care
has to be taken that at the investigation stage, impartiality is maintained. Any failure on
this account may invite allegations of bias when conducting the inquiry and may resultin
the inquiry being vitiated. When allegations of bias are received against an Inquiry
Authority, such Inquiry Authority is required to stay the inquiry till the Disciplinary
Authority takes a decision on the allegations of bias. Further, if allegations of bias are
established against one member of the ICC on this basis, the ICC may not be allowed to

conduct the inquiry.

o) In view of the above, the ICC, when investigating the allegations, should make
recommendations on whether there is a prima facie substance in the allegations that call
for conducting a formal inquiry. They should avoid making any judgmental
recommendations or expressing views that may be construed to have prejudiced their

views while conducting such an inquiry.

7.4.3 Decision to issue Charge sheet, and conducting Inquiry -

a) On receipt of the Investigation Report, the Disciplinary Authority should examine the
report with a view to see as to whether a formal Charge Sheet needs to be issued to the
Charged Officer. As per Rule 25 (3) of SPMCIL CDA Rules, the Charge Sheet is to be
drawn by or on behalf of the Disciplinary Authority. In case the Disciplinary Authority
decides on that course, the Charged Officer should be given an opportunity of replying
to the Charge sheet. As per Rule 24 (4) and 24 (5) of SPMCIL CDA Rules, a decision on
conducting the inquiry has to be taken after consideration of the reply of the charged

officer.

b) If the Charged Officer admits the charges clearly and unconditionally, there will be no
need for a formal inquiry against him, and further action may be taken as per Rule 26 of
the SPMCIL CDA Rules.

7.4.4 The Inquiry-stages —

a) In case the Charged Officer denies the charges and his réply is not convincing, the
Charge sheet along with his reply may be sent to the Inquiry Authority, i.e. ICC for formal

inquiry, and documents mentioned in Rule 25 (3) will be forwarded to the ICC.

b) As per Section 11(3) of the Act, for the purpose of making an inquiry, the ICC shall
have the same powers as are vested in a civil court under the Code of Civil Procedure,

1908, when trying a suit in respect of the following matters, namely: —

(i) summoning and enforcing the attendance of any person and examining him on oath;

(i) requiring the discovery and production of documents; and

N>
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(iii) any other matter which may be prescribed.

¢) Section 11(4) of the Act requires that the inquiry shall be completed within a period of
ninety days. The Disciplinary Authority shall also, in terms of Rule 25 (5) of SPMCIL CDA
Rules, appoint an employee as a Presenting Officer to present evidence on behalf of the
prosecution before the ICC/ Inquiry Authority. The listed documents are to be sent to the
Presenting Officer. The ICC would, thereafter, summon the Presenting Officer and the
Charged Officer. As a first step, the charged officer would be formally asked whether he
admits the charges. As mentioned above, in case of any clear and unconditional admission
of any Article of Charge, no inquiry would be held in respect of that Article, and the
admission of the Charged Officer would be taken on record. The inquiry would be held,
thereafter, in respect of those charges which have not been admitted by the Charged
Officer. The Charged Officer is also entitled to engage a Defence Assistant. The provisions
relating to Defence Assistant are given in Rule 25 (6) of SPMCIL CDA Rules.

d) The ICC/Inquiry Authority is, thereafter, required to ask the Presenting Officer to have
the prosecution documents, listed in the Charge Sheet, inspected by the Charged Officer.
Copies of such documents, if not only given to the Charged Officer, would be handed
over to him. The Charged Officer would, therefore, be required to submit a list of
documents and witnesses which he wants to produce in support of his defence. The
ICC/Inquiry Authority would consider allowing such documents or witnesses on the
basis of their relevance. Normally, any document or witness which reasonably appears to
be relevant and helpful in defence may be allowed. Once the documents have been
allowed, the ICC/Inquiry Authority would send a requisition for these documents to the

custodian of such documents.

e) When the regular hearing commences, the ICC/Inquiry Authority would ask the
Presenting Officer to produce the documentary evidence. Such documents as are disputed
by the Charged Officer have to be proved by the witnesses before they are taken on record.

The undisputed documents would be taken on record and marked as exhibits.

7.4.5 Examination of Witnesses -

a) Summons would, thereafter, be sent to the witnesses listed in the Charge sheet. The
Presenting Officer may choose to produce them in any order he finds appropriate. These
witnesses would be examined in the inquiry in the following manner. The examination in
chief would be done by the Presenting Officer, where the Presenting Officer may ask
questions of the witness to ascertain the facts. The witness would, thereafter, be cross-
examined by the Defence. After the cross-examination, the Presenting Officer would be
given an opportunity to re-examine the witness. In the examination in chief, leading

questions are not allowed. These are, however, allowed in the cross-examination.

N
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vitiation of the Inquiry. If the complainant appears as a witness, she would also be
examined and cross-examined. The ICC/Inquiry Officer may, however, disallow any
questions which are offensive, indecerit or annoying to the witnesses, including the

complainant.

c) If the ICC/Inquiry Authority wishes to ascertain some facts for clarity, it may pose
questions to the witnesses. This should, however, be done in such & manner as to not show
any bias for or against the Charged Officer. This has to be dorne in the presence of the
Presenting Officer and the Charged Officer/Defence Assistanl. No inquiry should be
conducted behind the back of the charged officer. The witnesses will be examined one by
one, and the other witnesses who are either yet to be examined or have been examined

are not allowed to be present during the examination of a witness.

7.4.6 Daily Order Sheet

a) The ICC/Inquiry Autherity would also maintain a document called the Daily Order
Sheet in which all the main events of the inquiry, including requests/representations by
the Charged Officer or the Presenting Officer, and decisions thereon would be recorded.

For example-

(i) If the Charged Officer refuses to cross-examine the witnesses, this should be recorded
in the Daily Order Sheet

(ii) the Daily Order Sheet should record that the Charged Officer had been advised that
he has the right to engage a Defence Assistant

(iii) It should also be clearly mentioned that the Charged Officer was also informed as to
who is eligible to assist him as Defence Assistant.

(iv) the Daily Order Sheet should also record in case the request of the Charged Officer

for encacine a nartienilar nersan as Defence Assistant is disallowed in the light of the
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