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INTRODUCTION

The Policy on Prevention of Sexual Harassment of Women at the Workplace (Prevention,
Prohibition and Redressal) Act, 2013 (hereinafter called ‘the Act’) has been published with a
view to give effect to the letter and spirit of the said Act.

The Act aims to provide protection against sexual harassment of women at workplace and for
the prevention and redressal of complaints of Sexual Harassment and for matters connected
therewith or incidental thereto.

Sexual harassment results in violation of the fundamental rights of a woman to equality under
Article 14 and 15 of The Constitution of India and her right to life and to live with dignity under
Article 21 of the Constitution and right to practice any profession or to carry on any
occupation, trade or business which included a right to a safe environment, free from sexual
harassment.

The Bank has a Policy on prevention of sexual harassment at the workplace and guidelines for
dealing with cases reported.

Further, in view of the provisions of the Sexual Harassment of Women at Workplace
(Prevention, Prohibition and Redressal) Act, 2013 the Bank has constituted an Internal
Committee.

As a responsible employer, HDFC Bank Ltd. (the “Bank”) is committed to create a culture of
conducive, fair and harmonious environment amongst its employees. Sexual Harassment
besides being a criminal offence, is a major impediment towards establishing this culture.
Such unacceptable behaviour at workplace not only destroys the human dignity and freedom,
but also causes anxieties and insecurities amongst women employees. The Bank recognizes
its responsibility towards safeguarding and protecting women at workplace from harassment,
either by an internal or external source, whether at its administrative units or offices or any
place visited by the employee during the course of employment. It is also committed to
provide and ensure a safe, harassment free working environment to all its women employees
including contract employees and trainees. The Bank undertakes to provide a safe working
environment at the workplace which shall include safety from the persons coming into
contact with them at the workplace.

In an effort to promote and protect the well-being of all women employees, the Bank has put
in place a code of conduct, applicable to all employees of the Bank. All employees of the Bank

shall be governed and are expected to conform to the following code of conduct at workplace.

1. No employees shall indulge in an act of sexual harassment of any woman at work.
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2. Every employee is duty bound to deter/ prevent any commission of acts of sexual
harassment of women at the workplace.

3. A breach of any of the provisions of the Bank’s Code of Conduct shall amount to
committing misconduct and is liable for appropriate disciplinary action as deemed fit.

DEFINITION OF SEXUAL HARASSMENT
Sexual Harassment includes any one or more of the following unwelcome acts or behaviours
(whether directly or by implication) namely: -

Physical contact and advances; or

A demand or request for sexual favours; or
Making sexually coloured remarks; or
Showing pornography; or

v AW Re

Any other unwelcome physical, verbal or non-verbal conduct of sexual nature.

The following circumstances, amongst other circumstances, if it occurs or is present in relation
to or connected with any act or behaviour may amount to sexual harassment: -

Implied or explicit promise of preferential treatment in her employment: or
Implied or explicit threat of detrimental treatment in her employment; or
Implied or explicit threat about her present or future employment status: or

P wnNPR

Interference with her work or creating an intimidating or offensive or hostile work
environment for her; or
5. Humiliating treatment likely to affect her health and safety.

INTERNAL COMMITTEE

As stated earlier, it is the endeavour of the Bank to deal with issues of Sexual Harassment in
a focused manner and take such deterrent action against such erring employees. Towards
ensuring this objective, the Bank has constituted an Internal Committee (shall be referred to
as “IC” hereinafter) to deal with cases of sexual harassment of women at workplace.

In consonance with the statutory provisions, the IC has been constituted to cater to all the
branches and all administrative units or offices across all the regions. The IC shall consist of
the following members to be nominated by the employer, namely: -

1. A Presiding Officer who shall be a woman employed at a senior level at workplace from
amongst the employees

2. Not less than two members from amongst employees preferably committed to the cause
of women or who have had experience in social work / women empowerment / POSH
related matters or have legal knowledge.
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3. One member from amongst non-governmental organizations or associations committed
to the cause of women or a person familiar with the issues relating to sexual harassment
Provided that at least one-half of the total members so nominated shall be women

5. The Presiding Officer and every member of the IC shall hold office for such period, not
exceeding three years, from the date of their nomination.

COMPLAINTS MECHANISM

Any aggrieved woman may make, in writing, a complaint of sexual harassment at

workplace to the email id posh.ic@hdfcbank.com, within a period of three months

from the date of incident and in case of a series of incidents, within a period of three

months from the date of last incident.

Regional Presiding officer/HR or any member of IC, shall render all reasonable

assistance to the woman for making the complaint in writing in case the complainant

seeks assistance/help in lodging the same.

IC may, for the reasons to be recorded in writing, condone the delay in raising the

complaint if it is satisfied that the circumstances were such which prevented the

woman from filing a complaint within the prescribed period of three months. IC shall

also accept the complaint so made by legal heir of the complainant on her behalf in

case of aggrieved woman being unable to make a complaint herself.

During the pendency of an inquiry on a written request made by the aggrieved

woman, the IC may recommend to the employer/Ethics office to —

a. transfer the aggrieved woman or the respondent to any other workplace; or

b. grant paid leave over and above her entitlement to the aggrieved woman up to a
period of three months; or

c. grant such other relief to the aggrieved woman as may be prescribed.

IC shall send a notice to the respondent within seven (7) working days of receipt of

the notice along with the copy of complaint and supporting documents. Respondent

is required to reply within 10 days of receipt of the above complaint along with his list

of documents and names, contact details and addresses of witness/es.

If complainant/aggrieved woman so requests, IC may, before initiating an inquiry, shall

take steps to settle the matter between her and the respondent, through conciliation

however, no such conciliation shall involve settlement in monetary terms.

Where a settlement has been arrived at, the IC shall record the settlement so arrived

and forward the same to the Bank to act as specified in the recommendation.

The IC shall provide the copies of the settlement as recorded to the aggrieved woman

and the respondent.

Where a settlement is arrived at, no further inquiry shall be conducted by the IC.

Provided that where the aggrieved woman informs the IC, that any term or condition

of the settlement arrived at under sub-section 4 has not been complied with by the

respondent, the IC shall proceed to make an enquiry into the complaint or forward

the complaint to the police.
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The IC shall, where the respondent is an employee, proceed to make inquiry into the

complaint in accordance with the provisions of the service rules applicable to the

respondent.

The IC is empowered to pass an ex-parte order on the complaint, if either the

Complainant or Respondent fails, without sufficient cause, to present herself or

himself for three consecutive hearings convened by the IC. Provided that such ex-

parte decision to be passed only after giving a notice in writing fifteen days in advance

to the concerned parties.

The parties shall not be allowed to bring in any legal practitioner to represent them in

their case at any stage of the proceedings before the IC.

Provided further that where both parties are employees, the parties shall, during the

course of inquiry, be given an opportunity of being heard and a copy of the findings

shall be made available to both the parties enabling them to make representations

against the findings before the committee.

For the purpose of making an inquiry, IC 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 namely: -

a. Summoning and enforcing the attendance of any person and examining him on
oath.

b. Requiring the discovery and production of documents; and

c. Any other matter which may be prescribed.

The inquiry shall be completed within a period of ninety days.

On the completion of an inquiry, the IC shall provide a report of its findings to the Bank

within a period of ten days from the date of completion of the enquiry and such report

be made available to the concerned parties.

IC is mandated to recommend a disciplinary action under the conduct regulations of

the bank for each established act of misconduct under POSH Act and/or Code of

Conduct Policy of the Bank as detailed in their inquiry report. Such recommendation

so made by the IC shall be referred to Disciplinary Authority for initiation of disciplinary

proceedings and implementation of concluded disciplinary action in terms of conduct

regulation of the bank.

The Bank shall act upon the recommendations of the IC within 60 days of its receipt.

Where the IC arrives at a conclusion that the allegation against respondent is malicious

or the aggrieved woman or any other person making the complaint has made the

complaint knowing it to be false or the aggrieved woman or any other person making

the complaint has produced any forged or misleading document, it may recommend

to the Bank to take action against the woman or the person who has made the

complaint, in accordance with the provisions of the conduct regulations applicable to

her or him.

Where the IC arrives at the conclusion that during the inquiry any witness has given

false evidence or produced any forged or misleading document, it may recommend to

5|Page
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the Bank, to act in accordance with the provisions of the conduct regulations
applicable to the said witness.

22. Appeal: Any person aggrieved from the recommendations made by the IC or non-
implementation of such recommendations may prefer an appeal to the court or
tribunal in accordance with the provisions of the Act within 90 days of the receipt of
the IC findings/report.

REPORTING AND COMPLIANCE

1. Committee to submit annual report: The Internal Committee shall in each calendar year
prepare, in such form and at such time as may be prescribed, an annual report and submit
the same to the Bank.

2. The Bank shall include in its report the number of cases filed, if any, and their disposal
under this Act in the annual report.

The above Internal Policy has been based on the Sexual Harassment of Women at Workplace

(Prevention, Prohibition and Redressal), Act 2013 and Rules made thereunder. It is reiterated

that it is the responsibility of each employee/official to be aware of the provisions of the

above Act and Rules and its implication in case of violations.

These internal guidelines are supplemental to the Code of Conduct and Ethics Manual and
HDFC Bank Conduct Regulations (as amended from time to time).

It is the duty of every employee / official of HDFC Bank to bring to the notice of Internal
Committee (IC) any incident of sexual harassment of woman at workplace being noticed.
Knowingly not reporting such acts would amount to breach of Code of Conduct & Ethics
Manual and HDFC Bank Conduct Regulations (as amended from time to time) and the Bank
shall at it’s discretion take appropriate action against such employee/officials.

DISCIPLINARY ACTION
The Bank reserves the right to initiate appropriate action as it may deem fit for any violation
of these guidelines.

This policy is reviewed annually
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ADDENDUM TO POLICY ON PREVENTION OF SEXUAL HARASSMENT OF WOMEN AT
WORKPLACE POLICY APPLICABLE EXCLUSIVELY TO BAHRAIN BRANCH / OFFICE OF THE
BANK

This Addendum (“Addendum”) is an addendum to the Policy on Prevention of Sexual
Harassment of Women at Workplace (“Policy”) of HDFC Bank Limited (“Bank’) and shall form
an integral part of the Policy and shall be read in conjunction with the same. This Addendum
is issued specifically in relation to the Bahrain Branch of the Bank (“Bahrain Branch/Office”)
in order to align the Policy with applicable legal and regulatory guidance, including Law No.
(36) of 2012 Promulgating The Labour Law for the Private Sector (“Labour Law”) and
Legislative Decree No. (15) of 1976 Promulgating the Penal Code (“Penal Code”).

Except as expressly amended by this Addendum, all provisions of the Policy remain
unchanged and in full force and effect and continue to be applicable on the Bahrain
Branch/Office. The Amendments in the Policy as mentioned below have been made in
accordance with the legal and regulatory requirements associated with the Bahrain
Branch/Office and therefore shall amend the Policy only in the context of its application to
the Bahrain Branch/Office. It is hereby clarified that the term ‘Bank’ as mentioned in the
below addendum shall be interpreted to mean and include the ‘Bahrain Branch/Office’.

With respect to employees in Bahrain branch/office, Bahrain law covering POSH aspects shall
be applicable and may not be in line with the Indian POSH Act 2013.

1.1 Paragraph 15 of the Bank’s POSH Policy shall be replaced with the following:
“IC shall be considered as an internal inquiry committee in investigating the
complaints, in accordance with Bahraini Labour Law, and shall have no further
statutory powers”.

1.2 Paragraph 22 and 23 of the Bank’s POSH Policy shall be replaced with the following as
per Article 76 Labour Law:
“In case the employee is not satisfied with the findings of the IC, he/she may file a
grievance with the IC within 7 working days from receiving the IC’s final findings”
Additionally, Reporting and Compliance Section of the Policy shall be replaced with
the following: “Notwithstanding anything contained in the Master Policy, reporting
shall be in line with the Bahraini Labour Law and the Penal Code”.

1.3 References to the Indian POSH Act of 2013 throughout the Master Policy shall not be
referred as such, instead shall be referred as the POSH Policy of the Bank, applicable
to employees of the Bahrain Branch/Office.
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ADDENDUM TO POLICY ON PREVENTION OF SEXUAL HARASSMENT OF WOMEN AT
WORKPLACE POLICY APPLICABLE EXCLUSIVELY TO HONG KONG BRANCH / OFFICES

Overview

This Addendum supplements the Bank's Policy on Prevention of Sexual Harassment of
Women at Workplace (the "Master Policy") to ensure compliance with the requirements
set out in the Sex Discrimination Ordinance (Cap. 480 of the Laws of Hong Kong) (the
“HKSDO”) and the codes, rules and guidance as established thereunder from time to time,
including, inter alia, the Code of Practice on Employment under the HKSDO. These
requirements apply exclusively to employees of the Bank’s Hong Kong branch (the “Hong
Kong Branch”). Where this Addendum conflicts with the Master Policy, the stricter
requirement shall prevail.

. The Bank’s Statement on Sexual Harassment

(a) Sexual harassment at work is discriminatory and unlawful and will not be tolerated.
Sexual harassment may entail civil liability and even criminal consequence, and is
also a major impediment towards establishing a positive, respectful, safe and
inclusive workplace culture.

(b) The Bank is committed to fostering a safe and supportive environment where
employees feel empowered to raise concerns without fear of reprisal. No employee,
complainant, witness, or any person involved in the reporting, investigation, or
resolution of a sexual harassment complaint will be subjected to victimisation,
retaliation, or any form of adverse treatment as a result of coming forward in good
faith.

Definition of Sexual Harassment

According to section 2(5) of the HKSDO, a person (howsoever described) sexually harasses
a woman if—

(a) the person—
i makes an unwelcome sexual advance, or an unwelcome request for sexual
favours, to her; or
ii. engages in other unwelcome conduct of a sexual nature in relation to her, in
circumstances in which a reasonable person, having regard to all the
circumstances, would have anticipated that she would be offended, humiliated
or intimidated; or
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(b) the person, alone or together with other persons, engages in conduct of a sexual
nature which creates a hostile or intimidating environment for her.

Although the HKSDO states in terms of sexual harassment against a woman, all provisions
in the HKSDO in relation to sexual harassment are applicable to both men and women
(section 6 of the HKSDO). All provisions of the HKSDO and this Addendum related to sexual
harassment are applicable to both sexual harassment between men and women as well
as between persons of the same sex.

A series of incidents may constitute sexual harassment. However, depending on the
circumstances, it is not necessary for there to be a series of incidents. One incident may
be sufficient to constitute sexual harassment.

Complaints Mechanism at the Hong Kong Branch

The Bank’s Internal Committee or appointed investigator will investigate complaints in a
timely, respectful and confidential manner. Any aggrieved person may make, in writing, a
complaint of sexual harassment at workplace via email at posh.ic@hdfcbank.com or by
telephone to the Bank’s Central POSH Desk at 022 30751105 in accordance with the
provisions of the Master Policy.

Any person aggrieved from the recommendations made by the Bank’s Internal Committee
or non-implementation of such recommendations may lodge an appeal in accordance
with the Bank’s internal appeal mechanism.

Alternative Avenues for Redress in Hong Kong

The Bank’s internal complaint mechanism does not affect the complainant’s right to lodge
a complaint directly with the Equal Opportunities Commission (“EOC”), to take civil court
action or to report to the police or any other organisations. In appropriate cases for
example, where an alleged act amounts to a criminal offence such as indecent assault, the
Bank may also refer the matter to the police.

There is a time bar for lodging a complaint with the EOC or to take legal action. If the
complainant intends to lodge a complaint with the EOC, he or she should take action
within twelve (12) months after the incident occurred. Otherwise, the EOC will not handle
the case unless there are justifiable reasons for the delay.
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ADDENDUM TO POLICY ON PREVENTION OF SEXUAL HARASSMENT OF WOMEN AT
WORKPLACE POLICY APPLICABLE EXCLUSIVELY TO KENYA BRANCH / OFFICES

1. Purpose and application

This Addendum supplements the Bank's Policy on Prevention of Sexual Harassment of
Women at Workplace (the "Master Policy") to ensure compliance with the requirements set
out in the section 6 of the Kenya Employment Act, cap 226 on sexual harassment, and any
other applicable Kenyan laws. These requirements apply exclusively to employees of the
Bank’s Kenya Branch. Where this Addendum conflicts with the Master Policy, the stricter
requirement shall prevail.

2. Conditions confirming existence of sexual harassment
Every employee is entitled to employment that is free of sexual harassment, and the Bank
shall take steps to ensure that no employee is subjected to sexual harassment.

To supplement the definition of sexual harassment described in this Policy, the Employment
Act of Kenya provides for specific instances amounting to sexual harassment as described
below.

An employee is sexually harassed if the employer of that employee or a representative of that
employer or a co-worker:
a) directly or indirectly requests that employee for sexual intercourse, sexual contact or any
other form of sexual activity that contains an implied or express:
i)  promise of preferential treatment in employment;
ii)  threat of detrimental treatment in employment; or
iii)  threat about the present or future employment status of the employee;
b) uses language whether written or spoken of a sexual nature;
c) uses visual material of a sexual nature; or
d) shows physical behaviour of a sexual nature which directly or indirectly subjects the
employee to behaviour that is unwelcome or offensive to that employee and that by its
nature has a detrimental effect on that employee's employment, job performance, or job
satisfaction.

3. Who may complain In Kenya

Any employee who experiences sexual harassment may raise a complaint, Complaints may be
raised promptly in writing to the Human Resources /Central POSH Desk of the Bank
(posh.ic@hdfc.bank.in).

An employee of Kenya branch may report an incident of sexual harassment immediately upon
the occurrence of such incident(s) at any time during the course of the employment.
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4. Non-retaliation

Retaliation against the complainant or witnesses is prohibited and will attract disciplinary
action. Retaliation includes any form of intimidation or coercion against the reporter of
incidences of sexual harassment or any other person assisting with the investigation.

5. Confidentiality

Identities and complaint details will be handled on a need-to-know basis, with confidentiality
obligations for all involved.

6. Investigations and case handling in Kenya

The Bank’s policies in investigation govern fact-finding. An impartial investigator/panel will
be appointed; parties may be interviewed, evidence gathered, and confidentiality maintained
throughout.

Where necessary, the Bank may use administrative measures (including administrative
suspension) during investigations to protect employees and integrity of the process; such
measures are not disciplinary in nature.

References in the POSH Policy to the Internal Committee (IC) and IC-specific statutory steps
may be adapted to the investigation and disciplinary framework applicable in the Conduct
Regulations Policy. The substantive protections in the POSH Policy remain fully applicable.

7. Interim relief for complainants in Kenya

The Bank may implement appropriate protective steps during and after investigations, for

example, changes to reporting lines, workplace separation, leave management consistent

with Company policies, where reasonably required to safeguard the complainant or process
integrity.

8. Disciplinary route and outcomes in Kenya

e) Post-investigation, where a case is established, the Disciplinary Policy under the Conduct
Regulations Policy applies, including show-cause, notice of hearing, hearing before a
disciplinary committee, written decision, and internal appeal rights.

f) Proved sexual harassment is an act of gross misconduct sanctionable as a major
misconduct in Kenya pursuant to the disciplinary policy.

g) Representation at hearings is limited to a fellow employee or trade-union representative
(where applicable); external legal representation is not permitted in disciplinary hearings,
aligning with POSH’s no-lawyer rule.

9. Third parties and workplace context

Reports involving third parties will be dealt as per law.
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ADDENDUM TO POLICY ON PREVENTION OF SEXUAL HARASSMENT OF WOMEN
AT WORKPLACE POLICY APPLICABLE EXCLUSIVELY TO LONDON BRANCH /
OFFICE

The Policy does not form part of any contract of employment or contract to provide services,
and the Bank may amend it at any time.

This Addendum supplements the Bank's Policy on Prevention of Sexual Harassment of
Women at Workplace (the "Master Policy") to ensure compliance with the requirements set
out in the Equality Act 2010. These requirements apply exclusively to employees of the Bank’s
London Branch. Where this Addendum conflicts with the Master Policy, the stricter
requirement shall prevail.

DEFINITION OF SEXUAL HARASSMENT

Sexual Harassment is any unwanted physical, verbal or non-verbal conduct of a sexual nature
that has the purpose or effect of violating a person's dignity, or creating an intimidating,
hostile, degrading, humiliating or offensive environment for them. A single incident can
amount to sexual harassment.

It also includes treating someone less favourably because they have submitted or refused to
submit to unwanted conduct of a sexual nature, or that is related to gender reassignment or

sex, in the past.

Sexual harassment may include, for example:

1. Unwanted physical conduct or "horseplay"”, including touching, punching, pushing
and grabbing

2. Unwelcome sexual advances or suggestive behaviour (which the harasser may
perceive as harmless); or

3. Continued suggestions or requests for sexual activity after it has been made clear
that such suggestions are unwelcome; or

4, Sending or displaying material that is pornographic or that some people may find

offensive (including emails, text messages, video clips and images sent by mobile
phone or posted on the internet); or

5. Offensive emails, text messages or social media content; or

6. Any other unwelcome physical, verbal or non-verbal conduct of sexual nature.

A person may be sexually harassed even if he/she is not the intended target. For example, a
person may be sexually harassed by pornographic images displayed on a colleague's
computer in the workplace.

If any sexual harassment or victimisation of staff occurs, the Bank will take steps to remedy
any complaints and to prevent it happening again.

Third-party harassment occurs where a person is harassed or sexually harassed by someone
who does not work for, and who is not an agent of, the same employer, but with whom they
have come into contact during the course of their employment. Third-party harassment could
include, for example, unwelcome sexual advances from a client, customer or supplier visiting
the employer's premises, or where a person is visiting a client, customer or supplier's

12| Page
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premises or other location in the course of their employment.

Third-party sexual harassment can result in legal liability and will not be tolerated. The law
requires employers to take reasonable steps to prevent sexual harassment by third parties.
Although a member of staff cannot bring a claim for third-party harassment alone, it can still
result in legal liability for an employer when raised in other types of claims. All staff are
encouraged to report any third-party harassment they are a victim of, or witness, in
accordance with this policy.

Any sexual harassment by a member of staff against a third party may lead to disciplinary
action up to and including dismissal.

The Bank will take active steps to try to prevent third-party sexual harassment of staff.

If any third-party harassment of staff occurs, the Bank will take steps to remedy any
complaints and to prevent it happening again. Necessary reporting and action shall be taken
by employer as per law of the land when any instance of third party harassment is reported
to the Bank.

RAISING A FORMAL COMPLAINT

If you wish to make a formal complaint about sexual harassment, you should submit it in
writing to the IC or using the process set out in the Bank's grievance procedure.

As a general principle, the decision whether to progress a complaint is up to you. However,
the Bank has a duty to protect all staff and may pursue the matter independently if, in all the
circumstances, it considers it appropriate to do so.

IF YOU WITNESS SEXUAL HARASSMENT OR VICTIMISATION

Staff who witness sexual harassment or victimisation are encouraged to report the same to
Bank’s Central POSH email id (posh.ic@hdfcbank.com).

FORMAL INVESTIGATIONS

The Internal Committee or appointed investigator will investigate complaints in a timely,
respectful and confidential manner.

Where your complaint is about someone other than an employee, such as a customer,
supplier or visitor, the Bank will consider what action may be appropriate to protect you and
other staff pending the outcome of the investigation, bearing in mind the reasonable needs
of the business and the rights of that person. Where appropriate, the Bank will attempt to
discuss the matter with the third party.

The Bank will also consider any request that you make for changes to your own working
arrangements during the investigation. For example, you may ask for changes to your duties
or working hours to avoid or minimise contact with the alleged harasser.

It may be necessary to interview witnesses to any of the incidents mentioned in your
complaint. If so, the importance of confidentiality will be emphasised to them.
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APPEALS

If you are not satisfied with the outcome of a complaint to the IC you may appeal in writing
to the IC, stating your full grounds of appeal, within one week of the receipt of the findings
report/outcome. Any appeal under this addendum shall be dealt with in accordance with the
Bank's grievance appeal process.

PROTECTION AND SUPPORT FOR THOSE INVOLVED

Staff who make complaints, report that they have witnessed wrongdoing, or who participate
in good faith in any investigation must not suffer any form of retaliation or victimisation as a
result. Anyone found to have retaliated against or victimised someone in this way will be
subject to disciplinary action under our Disciplinary Procedure.

If you believe you have suffered any such treatment you should inform the IC. If the matter is
not remedied, you should raise it formally using our Grievance Procedure or this procedure if
appropriate.

We will monitor the treatment and outcomes of any complaints of sexual harassment or
victimisation we receive to ensure that they are properly investigated and resolved, those
who report or act as witnesses are not victimised, repeat offenders are dealt with
appropriately, cultural clashes are identified and resolved and workforce training is targeted
where needed.

REPORTING OUTCOMES, CONFIDENTIALITY AND RECORD-KEEPING

Confidentiality is an important part of the procedures provided under this policy. Details of
the investigation and the names of the person making the complaint and the person accused
must only be disclosed on a "need to know" basis.
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ADDENDUM TO POLICY ON PREVENTION OF SEXUAL HARASSMENT OF WOMEN AT
WORKPLACE POLICY APPLICABLE EXCLUSIVELY TO SINGAPORE BRANCH / OFFICE OF
THE BANK

This Addendum supplements the Bank’s POSH Policy for matters relating to Singapore
operations, and is applicable to employees in Singapore, and prevails in the event of any
inconsistency. For Singapore matters, references in the POSH Policy to the Indian POSH Act,
“aggrieved woman”, “Internal Committee” statutory powers, “District Officer/Local
Committee”, and prescribed Indian statutory timelines do not apply except to the extent
adopted by the Bank as an internal process.

Scope and coverage

This Addendum is intended to align the POSH Policy with Singapore’s Protection from
Harassment Act 2014 ( Singapore) (“POHA”), relevant guidelines from Tripartite Alliance for
Fair and Progressive Employment Practices (“TAFEP”) including the Tripartite Advisory on
Managing Workplace Harassment, key Employment Act due-inquiry fairness expectations and
relevant Personal Data Protection Act 2012 (Singapore) (“PDPA”) safeguards on
confidentiality.

INTRODUCTION

Sexual harassment undermines dignity and a safe work environment. The Bank is
committed to maintaining a respectful work environment and to addressing complaints
promptly, fairly, sensitively, a right to a safe environment free from sexual harassment.

The Bank has a Policy on prevention of sexual harassment at the workplace and guidelines for
dealing with cases reported.

For Singapore matters, references in the POSH Policy to ‘woman/women’ and ‘aggrieved
woman’ shall be read as ‘person/employee’ (regardless of gender), and the protections and
processes apply equally to all employees and, where relevant, contractors, interns and
workplace visitors.!

“employee” means a person working at HDFC Singapore branch under a contract of service,
whether on a permanent, fixed-term or part-time basis, and excludes any individual
engaged by HDFC Singapore branch under a contract for service, including but not limited
to independent contractors, consultants, retainers, freelancers, vendors’ personnel, or
other contingent staff.

! Tripartite Advisory on Managing Workplace Harassment, page 3 - What is Workplace Harassment?

15| Page
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DEFINITION OF SEXUAL HARASSMENT
Sexual Harassment includes any one or more of the following unwelcome acts or behaviours

(whether directly or by implication) namely: -

LA S

Unwanted physical contact and advances; or

Bullying and intimidation, including a demand or request for sexual favours; or

Making sexually coloured remarks / Offensive jokes of a sexual nature; or

Transmitting e-mails or pictures of a sexual nature, including showing pornography; or
Any other unwelcome physical, verbal or non-verbal conduct of sexual nature, including

repeated requests for dates.

COMPLAINTS MECHANISM

1.

15.

Any aggrieved employee may make, in writing, a complaint of sexual harassment at
workplace. Such complaint may be submitted to any member of the Internal
Committee, HR, the employee’s manager (who must promptly escalate), or a
designated neutral reporting channel (to the email id posh.ic@hdfcbank.com).

Informants and witnesses will not be subject to retaliation for making a report in
good faith. The Bank will acknowledge receipt and inform the parties of next steps.
Complaints should be raised as soon as practicable after the incident, in the course
of employment. The Bank may still review complaints raised after a delay, taking
into account the circumstances and whether a fair review remains possible.?

If complainant/aggrieved employee so requests, IC may, before initiating an inquiry,
shall take steps to settle the matter between him/her and the respondent, through
conciliation. Any conciliation in the course of employment must be voluntary,
documented, and not used to impede a formal review where the complainant
requests investigation or where the Bank determines formal review is appropriate.
Any settlement terms must comply with law and Bank policy.

For the purpose of making an inquiry, the IC (or appointed investigator) may request
documents and information reasonably required for the review in a fair and timely
manner, and may interview relevant persons. Employees are expected to cooperate
honestly, subject to legal and confidentiality obligations.

REPORTING AND COMPLIANCE

3.

All reports, evidence and outcomes will be handled on a need-to-know basis. The
Bank will implement reasonable access and security controls and handle personal

2 Tripartite Advisory on Managing Workplace Harassment, page 8 - What Affected Persons can do?
3 Personal Data Protection Act 2012, including but not limited to Section 24 — Protection Obligation; Section 25
— Retention Limitation Obligation; and Section 26 — Transfer of Personal Data outside of Singapore.
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data in accordance with the PDPA, including limiting use/disclosure to what is
necessary for managing the matter, maintaining appropriate safeguards, and
retaining records only as long as necessary for legal or business purposes.?
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