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INTRODUCTION 

Ventura Textiles Limited recognizes the right of every employee and 

volunteers to be able to attend   work and to perform their duties without 

being subjected to any form of sexual harassment. It is the obligation and 

responsibility of every employee and volunteers to ensure that the workplace 

is free from sexual harassment. Company is fully committed to its 

obligation to eliminate sexual harassment in the workplace. 

PURPOSE 

The purpose of this document is to outline Company's position on sexual 

harassment and to document the process which is to be followed should 

any grievances arise. 

DEFINITIONS 

Sexual harassment means any unwelcome sexual advance, unwelcome 

request for sexual favors, or other unwelcome conduct of a sexual nature 

which makes a person feel offended, humiliated or intimidated, and where 

that reaction is reasonable in the circumstances. Examples of sexual 

harassment include, but are not limited to. 

• Staring or leering 

• Unnecessary familiarity, such as deliberately brushing up against you or 

unwelcome touching. 

• Suggestive comments or jokes 

• Insults or taunts of a sexual nature 

• Intrusive questions or statements about your private life 

• displaying posters, magazines or screen savers of a sexual nature 

• sending sexually explicit emails or text messages 

• Inappropriate advances on social networking sites 

• accessing sexually explicit internet sites 

• Requests for sex or repeated unwanted requests to go out on dates 

• behavior that may also be considered to be an offence under criminal 

law, such as physical assault, indecent exposure, sexual assault, stalking 

or obscene communications. 

Behavior that is based on mutual attraction, friendship and respect is not 



sexual harassment. 

POLICY 

Company will not tolerate sexual harassment under any circumstances. 

Responsibility lies with every' Manager, Supervisor and 

employee/volunteer to ensure that sexual harassment does not occur. 

Both federal and state Equal Employment Opportunity legislation provide 

that sexual harassment is unlawful and establish minimum standards of 

behavior for all employees. 

This policy applies to conduct that takes place in any work-related context, 

including conferences, work functions, social events and business trips. 

No employee or volunteer at any level should subject any other employee, 

volunteer, customer or visitor to any form of sexual harassment. 

A breach of this policy will result in disciplinary action, up to and including 

termination of employment. 

COMPLAINTS PROCEDURES 

If ą victim cannot directly approach an alleged harasser, he/she can 

approach one of the designated staff members responsible for receiving 

complaints of sexual harassment. This person could be another 

supervisor, a member of the human resources department, etc. When a 

designated person receives a complaint of sexual harassment, he/she 

will: 

• Immediately record the dates, times and facts of the incident(s) 

• Ascertain the views of the victim as to what outcome he/she wants 
• Ensure that the victim understands the company's procedures for 
dealing with the complaint 
• Discuss and agree the next steps either informal or formal complaint, on 

the understanding that choosing to resolve the matter informally does not 

preclude the victim from pursuing a formal complaint if he/she is not 

satisfied with the outcome. 

• Keep a confidential record of all discussions 
• Respect the choice of the victim 
• Ensure that the victim knows that they can lodge the complaint outside 
of the company through the relevant country/legal framework. 
 
 
 
 



A. INFORMAL COMPLAINTS MECHANISM 
 

If the victim wishes to deal with the matter informally, the designated 
person will: 
• give an opportunity to the alleged harasser to respond to the complaint 
• ensure that the alleged harasser understands the complaints 
mechanism 
• facilitate discussion between both parties to achieve an informal 

resolution which is acceptable to the complainant, or refer the matter to a 

designated mediator within the company to resolve the matter. 

• ensure that a confidential record is kept of what happens. 
• follow up after the outcome of the complaints mechanism to ensure 

that the behavior has stopped. 

• ensure that the above is done speedily from complaint being made.  

 

B. FORMAL COMPLAINTS MECHANISM 
 

If the victim wants to make a formal complaint or if the informal complaint 

mechanism has not led to a satisfactory outcome for the victim, the formal 

complaint mechanism should be used to resolve the matter. 

 

The designated person who initially received the complaint will refer the 

matter to a senior human Resources manager to instigate a formal 

investigation. The senior human resources manager may deal with the 

matter him/herself, refer the matter to an internal or external investigator 

or refer it to a committee of three others in accordance with this policy. 

 

SANCTIONS AND DISCIPLINARY MEASURES 
 

Anyone who has been found to have sexually harassed another person 

under the terms of this policy is liable to any of the following sanctions: 

• Verbal or written warning 

• Adverse performance evaluation 

• Reduction in wages 

• Transfer 

• Demotion 

• Suspension 

• Dismissal  

 

The nature of the sanctions will depend on the gravity and extent of the 



harassment. Suitable deterrent sanctions will be applied to ensure that 

incidents of sexual harassment are not treated as trivial. Certain serious 

cases, including physical violence, will result in the immediate dismissal 

of the harasser. 

 

IMPLEMENTATION OF THIS POLICY 
 

Company will ensure that this policy is widely disseminated to all relevant 

persons. It will be included in the staff handbook. All new employees must 

be trained on the content of this policy as part of their induction into the 

company. 

 

It is the responsibility of every manager to ensure that all his/her 

employees are aware of the policy. 

 
MONITORING AND EVALUATION 
 

Company recognizes the importance of monitoring this sexual 

harassment policy and will ensure that it anonymously collects statistics 

and data as to how it is used and whether or not it is effective. Supervisors, 

managers and those responsible for dealing with sexual harassment 

cases will report on compliance with this policy, including the number of 

incidents, how they were dealt with, and any recommendations made. 

This will be done on a yearly basis. As a result of this report, the company 

will evaluate the effectiveness of this policy and make any changes 

needed. 

 

AMENDMENT 
 

The Policy is subject to review as may be necessary and in accordance 

with any statutory/regulatory requirements.  
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