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{.}.i In{r*eluction
Palii Chetana strives to provide a workplace and study free fi:om sexual harassment. There is

zero tolerance for any fbrm of serual harassnr.ent. Whenever an incident ,rf sexual harassnlent is

rcported or oi;scrued, Palli Chctana wili take all measures to stop ilrc harassment with immecliatc

elfect and take necessary disciplinary and legal action against the petpetrator.

Sexual harassment violates the core values of Palli Chetana and it violates the rights of human

beings and workers. Anyone can be a victim of this behavior. regardiess of age. gender. marital
status, education or occupation. T'herefore" the airn of this policy is to protect evely individual cf
the Pal1i Chetana irrespectivc of religion. caste. gender, sexuality and etlmicity.

02 This policy is designed to:
S' Provide a system for the protection of victims of sexual harassment;
S To create awareness of zero tolerance against sexual harassment in Palli Chetana
I Define procedures for complairts, investigations and disciplinary action;
$ Ensure implementation of policies and related codes of conduct.

03 What is sexual harassment?
The issue of sexuai harassment has been defiaed as harassmenl by the recipient as inappropriate,
unwanted and unwanted behavior or behavior of sexual insti:rct. which adversely affects the
digruty of women and men both outside the otganization and in certain situations. Any
unreasona.ble sexual advances, requests for sexual favors, and ar,y invisible sexual behavior can

also be identified as sexual harassment.

Sexual harassment occurs when any behavior creates a frightening, hostile or aggressive
environment, evolr if the crime is not intentional. Sometimes considered sexual harassment
through one person that does not seem sCI to another person. The deflning characteristics are that
the behavior wiil be ccnsidered offensive and unwanted by the recipient and sexual harassment
by a reasonable person.

Sexual harassment is any direct or indirect form af the following behaviors:

S Uawanted sexual appealing behavior / physical touch or such attempts directly or through
gesflres

q Udawful application / harassment / harassment of someone for sexual harassment or
harassing remarks / ccmments / postures or sexual opportunities using institutional and
professional powersg Making fun of using sexually suggestive language

S Showing pornography, digital images, images, cartoons, 1eaflets, posters and still images
s Offensive letters, emails, SMS, sending pictures, making cartoonsg Making sexual requests or insults on the telephone or mobile phone
s Bench chairs-tables, posters, arid graffiti, notice boards, factories, classrooms, toilets.
S Capture still or moving images for the puryose of blackmail / hotspotting or character

deprivation
& Afiempt to have sex through fear / intimidation / false assurance / temptation or deception
S Applying pressurs or threatening to be rejected by offering love

Sxeal*anaaarua?daa1
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''r Touching or injuring any part of a -,voman's body with tnaliciotis intcnt
* To call a woman beautiful rvith malicious inient.
ti Spreadrng lumors about sexual problems to socially hurniliate or: insult someone;
a Discriminate on the basis of--qender or sex.

04 Cornplaints
S The names of the accused and the victim rmrst be kept secret untii the allegations are

proven;
S The concerned authorities will ensure the safety of the complainant,
S The complatnaot can lodge the complaint in writing by himself I frjend I letter / lar,rryer

via email.
S The complainar.fi may lodge a complaint with the female mernber of the grievance

committee.

05 Complaints Committee and its Procedure
* In order to receive cornplaints, to conduct investigations and to make recommendations,

the concerned authorities in all public and private workplaces and educational imtitutions
wiil form committees to receive complaints.

S There will be a commiffee of five (5) members. A woman will be the head of the
committee. (If any)

S The committee will bave a majority of women.
S Two (2) members of the committee shouid be taken from the arganizatian and others

from outside organizations that wcrk against gender and sexual harassment.
S The grievance committee will submit an annual grievance report to the govemment

regarding the implementation of this policy.

06 Complaints Committee Management Procedure
S Compiaints must be submitted to the Complaints Committee within 30 working days.
& In case of minor harassment, the grievance committee will take action to resolve the

grievance with the consent of both the parties concerned and will submit an application in
this regard ro the soncerned authorities of all goverffnent and non-government
workplaces and educational institutions.

S In all other cases the Complaints Committee will investigate the matter.
S The Complaints Committee sliall have the power to send notices registered by post to

both parties and witnesses, conduct hearings, collect evidence and observe al1 relevant
documents.

S h ths case of such allegations, emphasis will be placed on circumstantial evidence ir
addition to oral evidence.

g In order to ensure the functioning of the Complaints Committee, all government and non-
gcvernment workplaces and the concerned off,rces of educational institutions will be

required to provide all kinds of assistance.
S As much confidentiality as possible should be maintained while taking evidence.
S No questions which are intentionally harassing and insulting may be asked while taking

the testimony of the complainant.
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u Thc grievancc committee will submit the invcstigation rcpofi along with thcir

recommendations to the concemed authori'ties of"the r.lorkplace and Palli Chetana rv:ithin

30 working days" Can be extended up to 60 working days.
u trf it is proved rhat a talse allegation has been lodged on purpose. then the appr:opr:iate

authority may be recommended to takc appropriate punishment agaiust the conrplainant.
't Decisions will be rnade based on the verctict of the majority of the members of the

Complaints Comtnittee.

{i? Funishrnemt of crimrc
!.; On the recommendation of the Complaints Committee, the concerned authorities nray

suspeud the accused pet'son.
t* In the case of students, p1'event them fi'om attcnding class'

'j If tlie accused is tbund guiltv, the concerned authorities will consider it as tnisconduct

and take appropriate action against him r' her u,ithin 30 days as per the rules of discipline

or if the conduct is a punishable otfense rurcler tire Peual Code, the matter will be retbrretl

to apptopriate coutt or tritrunal.

0s Investigation Procedure: Complaints process step by step
g A formal, writtea complaint must be flled as soon as possible after that incident.
* Paili Chetana will send the complaint to the sexuai harassment committee.
S The complaint witl be investigated by a member of the sexual harassment committee.
S The Sexual Harassment Committee will begin hearings and may seek 1egal advice as

necessary.
S Pa1li Chetana will maintain contact with the cornplainant and sit with the complainant

during the hearing in the committee.

09 Guidelines for investigation
S In small cases, Palli Chetana will be able to settle the matter briefly with the consent of

both the parties;
g There shali be h'ansparency in the acceptance of any bribe, gift, bribe, etc. by the

committee or members of the committee;
S In all other cases the sexual harassment committee will investigate the matter;
e The committee will first discuss I analyze the written complaint;
g The committee rnay call ths complainant for a meeting for clarification I further

evidence;
S The comrnittee may call the offender for a hearing and record a version of the incident I

complaint;
g The committee and the complainantmay seek legal advice if necessary;
g The committee shal1 decide on the basis of the opinion of the majority;
S In case of any false or unreasonable allegation, the committee may suggest disciplinary

action against the complainant.

Swl*wtruo?ol,tcy. f-;-lcffi@
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10f{armlul, lalse or illeg*l allegations
If the plaintiffs allegation is proved to be false after investigation or with malicious intent, he

must accept disciplinary action. He must be heid accountable in writing for who or what

persuaded him to do so.

{ i *t*vemge
lf an ertrployee 01 the public applying for emplayment conles to seek advice on any form of
sexual harassment / assault and to iodge a complaint of- sexual harassment / assault, it cannot be a

matter of retaliation in any wav to stop ot' coerce trim. If necessary. any member of the

investigation l:ommittce can act as a witness to thc allegation of sexual harassment / abuse.

I2 Resolve complaints
The inquiry committee will complete the investigation within fwo weeks (14 days) of receiving

the complaint and repofi the results to the committee. The trial will be completed within 30

working days after the complainant and the accused are informed of the result. If the complex

stage conrplaint cannot be completed within 30 working days, a maximum of 60 working days

cannot be exceeded.

If there is not enough evidence to substantiate the allegation, no further action wiil be taken, but
in the errent of future harassment or retaliation, action will be taken again. If, the allegation is
proved, disciplinary action will be taken. Further assistance and advice to complainants and

harassers will be provided once the investigation is complete.

13 Disciplined arrangements
A ful1 range of disciplined processes is possible. Depending on the severity of the incident,

disciplinary action may include:

s written warning
S Demotion
S Transfer
s Suspension
S Dismissed
S Expulsion
e Referral to external legal authority

The results of the complaint and investigation will be recorded in the personal files of the

complainant and the alleged harasser and the incident will have to be recorded in a register.

14 Promises of Palli Chetana
Palli Chetana seeks to ensure a campus culture that is free fr*m sexual harassment. Pallt Chetana

will continue its commitment to prevent any form of sexual harassment by applying four general

principles;

S Prohibited behavior will inform individuais.
g Ensure that all employees are aware cf their rights.
I This policy will inform the authorities about the correct way of r,'ioiation and complaint.
S This policy wi11help train employees about the problems they face.

SwlT*wtwt?ea
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t 5 'tr;rlmillg
T'he sexual harassment poiicy will be introduced amons a1l employees and oflficials. Sexual

Harassment / Sexual Harassrnent Prevention Training, Workshops and Professional

Development Seminars will be provided fiee of cost to all staff and otticiais.

16 Dissemination of information
Copies of the sexual harassment policy are avaiiable at the head cffice of Palli Chetana. Any
staff an{ officers have the right to view this policy. In future this policy will be linked to Palli

Chetana web portal"

17 Sexual I{arassments Committee
I. Focal per$on
Must be women
Address
Mobile no

2, Merntrer
Project C,-rordinator
APLE project. Palii Chetana

Jcrdia, Baugdaha, Satkhira.
Mobiie llo. 01754-203 893

3. Name
Womcn membcrs
APLE project. Palli Clhetana

Jotdia, Bangdaha, Satkhira.
Mobile no

4. Name
Women mernbers
To be another institution
Address
Mt-rbi1e no

5, Name
To be another institution
Address
Mobile no
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Appendix-A

Palli Chetana is a human resource ma[agement and sexual harassment policy-Recognition
Form

Namc of officer or employec or intem-
Designation
Division / Unit-------

I have rcceived. read and flrlly understood all the policies. guidelines and proccdures or
procedures included in tlre Palli Chetana Hurnan Resource \zIanual.

l * pr:u"[icuiar
I have read the Sexual Flarassment Policy of Palli Chetala and fully understood all its contents. I
would like to assulc yoLr that I will fully abide by all the rules of this policy and I will abide by
the essence of my cornmitment in all my work f-or the sake of rural consciousness. At the sarne
time, I will abide by the guidelines set out jn these policies and understand that if I fbil to do so, I
will faee disciplinary or lcgal action.

Date Signature

(Please sign this certificate and submit it to the Human Resources Department. This
acknowledgment will be kept in the personal documents of the officer or employei or intern)

Appendix-B
Terms of Service for Sexual Harassment Officer / Sexual Ifarassment Focal Person (TOR)

-ii i; r': i", i.: i-r; i. l . i

Palli Chetana has formulated sexual harassrnent poiicies for ofhcers and employees. Paili
Chetana believes that all peopie, irrespective of age, gender, gender, disability. religion anrJ
ethnicity, have the right to iive indepcndently *,ithout fcar of sexual harassment and abuse,
sexual violence, exploitation and any otl"rer power. There are. Palli Chetana is committed to the
principle of' "zet"o tolerattce" fbr any tbrrn of sexual harassrnent. exploitation anrl harassrnent at
the hands of its oflcers and enrployees, volunteers, consultants, partners or any other
reprcscntative itrvolved in any of its activities. A11 thesc kinds of behavior arc against the bclieth,
values and mission of the nral consciousness; and ensuring protection frorn sexual halassment is
a priority of rural consciousness. Paili Chetana has decided to appoint or assign a sexua.l
harasst:renl oflcer or fi:cal person to ensure the iraplernentation of this sexual harassrnent
protcction policy.

Responsibilities
Sexual Harassment of Palli Chetana The role and responslbility of the focal person is to assist in
the daily implementation of Palli Chetana's sexual harassment policy with the technical
assistance of the senior management authority. His specific works include:

G To act as a meaos of communication within the rural consciousness to ensure protection
against sexual harassment;

G Provide guidance to ensure that Palli Chetana employees are adequately informed. about
the policy of sexual harassment and their responsibilities mentioned in it;

S*al*aeawtc?ol,aq.
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G Advise and assist staff in implementing sexual harassmcnt policics. including risk

analysis;
Q Ensute that ali staff and afl-rliates of Palli Clhetana irave a proper understanding of the

sexual h arassment poiicy.
C Ensure that evcryone understands thcir loie and responsibilities as describecl iu the Sexual

IJatassment Policy, as well as learn appropriately to understand, identify and address the

symptoms of abuse, neglect and other sexual harassrnent coni.:el:ns associated with
children, wonlerl and traumatized people To ensure that opl:ortunities are given;

q Ensurc that sexrial harassmcnt focal pcrson's name and mcans of communication are

detailed so that people know where, how and with whorn they r,vill contact tbr
consultation if necessary:

G Tc be the first persan to take care ol the sal-ety cf children" women and people in distress

and to raise thasc conccr-ns to the senior management authority whcrc applicablel
G Ensure that contidential, <ietailed and acculate records of aii sccuriry, concelxs ar*

properly rnaintained and protected fli'onr danger;
q lmmediate risk anal1,'sis ol a serious incident to ensure that there is a current or potenttal

risk to ally pafiy or stakeholder involved in that incidcnt and, if ncc€ssary. to plan ftrr its
solutiont

G Risk analysis and necessary planning on a regular basis throughout the time, an<l it
necessary after the incident;

q Ali decisions arising out of the outcome of the incident shuuld t're recorded ciearly and
confidentiaily. and

G A plan with all ihe necessary steps after fi1ing a complaint with the senior management
autiroriry,- to assist in tl:e irnplementation ancl monitoring ol'the sexual harassrnent poiicv.

Skills and features
G Knowledge and experience about the safety and security of sexual harassrllent of

children, womoll and wlnerable people;
G He has a respectful and authoritative position in the off?ce so that his views are properly

evaluated;
Q Easily accessible to her and adult women aiso have excellent cornmunication skills with

children;
G Stay calm if you have any concems, especially if someone asks for their help;
Q The mentality of working together with others in implementing sexual harassment

policies to ensure the safety of children, women and wlnerable people in the event of an

incident;
C Commit to the protection of children, women and abused people against sexual

harassment and uphold their rights, as well as the ability to advocate for their protection;
G Advice and presentation skills, and
G Protect the confidentiality of all information obtained.

Itu S ewa{ ?am"aazrz,zt Policq@



I

g
Appendix-C
Terms of References for Anti-Sexual Harassment Committee (TOR)

Terms of Reference (TOR)
Anti-Sexual Harassment Committee

Introduction:

Palli Chetana as a human rights arganizatran is following zero tolerance policy for sexual

harassment issue. It existed in the Palli Chetana Child Protection Policy, Human Resource Policy

and Gender Policy. At the beginniag of any partnership, these policy commitments are integratetl

in the Deed of Agreement signed between donor organizailonand Palli Chetana.l

High Court Division of the Supreme Court of Bangladesh has passed the direction of Anti sexual

harassment of girls and women in the educational institutions and workplaces in Bangladesh in
2009. The Direction provides protection against sexual harassment of women at r,vorkplace

and for the prevention and redressal of ccmplaints of sexual harassment and for the

matters cofflected therewith or incidental thereto.

The concluding portion of the judgment runs as under:
"Accordingly, we direct that the above guidelines arcd norms would be striclly observed in all utork

places for the preservation and enforcement of tlte riglzt to gender equality of the working wowxen.

These directians would be binding and enfarceable in law until suitable legislation is enacted t*
occlrp)) thefield."2

Rational to Forrnation of Internal Anti-Sexual Harassrnent Cornmittee
Constitution of the Republi* rf Bangladesh in several articles ensures gender equaiity and the

State 's firm and consistent stand against all sorts of discrimination aa the glound cf sex, and aiso

ensures equal rights of women with men in all spheres of the State and public life. As per High
Caurt Direction of Anti-sexual harassmcnt it shall be the duty of the employers and other
r-esponsible persons in work places, to maintain an effectivs mechanism to prevent or deter the
commission of offences of sexual abuse and harassment, and to provide effective measures for
prosecution of the offences of sexual harassment resorting to all available legal and possible
institutional steps. As a Human Rights argwization and showing due respect to the Bangladesh
constitution and the High Court Direction Palli Chetana is going to build up an internal a:rti-

sexual harassment committee.3

Fermation of Anti-Sexual l{arassment Comrnittee
MJF Concerned Authority will constitute an Anti-Sexual Harassment Committee in order to
receive complaints, investigate against complaints and write recommendations after investigation.

S The Anti-Sexual Harassment Committee will have minimum five members a:rd majority
of the members will be women. The head of the Complaint Committee should be a
woman! if available.g The Conrplaint Committee should have at least two (2) members from outside the
olganization, the organizations who are working on gender issues and sexual abuse will
be in preference list.

S The Complaint Committee will submit annual reports to the Government on the
compliance of these guidelines. (if necessary)

S eardt ? azaaa*eat 
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Objectives of the Anti-Sexual Harassrnent Comrnittee:

The objectives of the trnternal Anti-Sexual Harassment Committee are as follows:
S To prevent and protect Sexual Harassment of Women and girls at Pa1li Chetana

S To devolve mechanism for the prevention and protection of sexual harassment cases and

other acts of gender-based violence at Palli Chetana;
I To ensure the implementation of anti-sexual harassment policy through proper repofiing

of the complaints and their fcllow-up activities;
I To raise awareness alnong Pal1i Chetana's staffs and beneficiaries on sexual harassment

irr its various fonns;
S To support capacity development unit for developing anti sexual harassment policy of

downstream partners.

Responsibilities of the Committee:
The committee is not to act as a moral police; neither will it intrude on anyone 's privacy. The role

of the Cornmittee is to create awareness about sexual harassment and to deal with and

recommended punishment for non-consensual (not agreed to by one) acts of sexual harassment,

and not to currail sexual expression within the office arena. Members are expected to be sensitive

to the issue and not let personal biases and prejudices (whether based on gender, caste, class) and

stereofires (e.g., predetermined notions of how a oovictim" or ooaccused' should dress up or

behave) affect being an active member of the committee.

Take Preventive Measures4
All e.mployers and persons in charge of work places and authorities shall take effective measure s

for prevention of sexual harassment. To discharge these obligations, they sha1l take, amongst

others, the following steps:

a) Prnhibition of sexual harassment and sexual torture as defined in clause 4 of the High
Court Direction of Anti-Sexual Harassment should be infomed, published and circulated

widely at all level of Palli Chetana's staff and in an effective manner;

b) Constitutional and statutory provisions against gender discriminations and sexual

harassment and punishment for the offences of sexual harassment and torfure should be

widely circulated;
c) To ensure that there is no hostile environment towards women at workplaces and to

engender confidence and trust in women workers that they are not placed in a

di sadvantaged po sition in c ompari son to their male colleagues.

Frocedure of the Anti-sexual Harassment Committee5:
Normally the complaint has to be lodged with the Complaint Committee within 30 rvorking days

of the occtlrrenae. To verify the complaint the Complaint Committee will take the following
fir8asures:

e It must be ensured that the identity of the complainant (petitioner) and also that of the

accused (suspected) will not be disclosed until the allegation is proved; The Complaint
Committee will keep the identities of the complainantls conJidential.

I Security of complainant will be ensured by the Concerned authority;
S Complaint can be lodged by the victim cr through her relatives, friends or lawyers, and it

can be sent by mail also;
* A complainant cafi frle the complaint with a female member of the Complaint Committee

T-Swl*otru*a*
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separateiy;
1',: The cornplaint rvil1 be lodged with the Complaint Committee to be constitute<i as provided

in clause-4 of the High Court Direction of Anti Sexual Harassrnent.
!/ The Complaint Contmittee will have the power to send registered notice by rnail to the

plrties aud the u itnesses:
tJ While recording the testirnony of the cornplainant/s any question or behavior which is

intentronally base. insulting or harassing should be avoided. The testimony nrust Lre

recorderl in camera. If the complainant s/ants to withdraw the cnmplaint or stop the

investigation then the reason bchirid this has to be investigated and mentioned in thc

rcp0rt;
'* C'tmplaint Committee will receive complaints, investigate it and provide tircir

rccomme ndations.
1+ The Complaint Conimittee will liave the powe-r to conduct hearing both of the parties and

the rvitnesses.

'J Tlie Complarnt Committee w'iil gather evidence and exatnine all reievant papels. For this

type o1'complaint. apart l'rorn oral evidence ernphasis should he given on circunrstarrtial
(secondary) evidence.

* Smoothly and e{fectiveiy mn the activities of the Complaint Committee concertl of}lce of
the workplaces in both public and private ssctors will be boutid to extend any sort of
cooperation wirich is reque stccl fi om them.

u The Complaint Committcc shall submit the investigation rcport with recommendaticn

u,ithin 30 working days to the Concemed Authority of tlie r.vork place. The period of 30

days may kre extended up to 60 days where it is fbund necessary.
t/ If it is pror,ed that a faise complaint has treen filed intentionally, then a repofi u,ill be

submitted to tlie Concerued Authority recommending taking appropriate actiott against tl'le

false cornplainant/s. The Complaint Committee will take decisions based on the views

expressed by nrost ofits aternbers
* Palli Chetana r.vill develop anti sexual harassment policy and take action against any

compliant rclated to scxual harassmcnt among their stall anil benefrciarics- They will
fbllow the investrgation procedure acconiing to their polic-v. Finally they will subtnil an

investigation report to the Palli Chctana. if Palli Chetana received any complaint against

sexual harassmcnt issue Palli Chetana communicatcs r,vith theni where lleccssary. furll,er
investigations are cat.ried out and administrative actions are taken lrased on the findings.

Meetings of fhe Comrnittee:
The members of the Committee shall meet at least three times in a year. TheTeamleader
shall preside over the meeting. In the absence of the team lead, the other committee member shall
preside over the meeting. The team leader may upon the request of not less than one third of the
total members of the Committee, cali a meeting on a date not later than fifteen days after the
receipt of such complaint or requisition.

l) The quorum of the_ meeting of the Committee shall be three of its members. If the
quorum is not fuIl-fill in any meeting, it shall be adjourned for half an hour and
thereafter, the meeting shall precede with those members who are present in the
meeting.

2) All decisions in the meeting will be taken through mutual consent from the members of
the Committee present in the meeting. In the case of any disagreement among the

Swl*wtmt?ol*g
72



members regarding any decision, team leader of the Comtnittee shall hold the
author:ity to take the final decision and quotum members (3 conrrnittee ntembers) decisiorr
u'ould be considered as final.

i1:'i,iili:' .,:,; t:': !.ii:,

!. Dcvciop Anti-Sexual Harassment Poiicy in English and Bangla for Palli Chetana:
'; Olganize and conduct awareness session of Pal1i Chetana's staff on Anti-Sexual-

Harassment issue and role & responsibilities of the cot'mrittee;
* Orient Falli Clhetana on Anti-Sexual Hatassment issue- During Partners Orientation,
'"; Follolv up l]arilr.er organizations' policy on Anti-Sexual ]Iarassmcnt issue in association

w'ith }'alli Clhetana program contact pcrson and capacity devclopment unit;
s Ensure the clause of' Anti-Sexual Harassment issue in the Deed of agreement of pafiner

olgan izat i,'ltt s:
g Develop cor"npiaint rlechanism within the or:ganization. A conrplain box can be kept

where cornplainants can keep their conrplaints or written cor-nplain can be received by the
committee rnetnbers;

u Organize nreeting at least three tirnes in a year;
-* Derrelop annual report;
ll Rcccivc complain. concerul, hcaring and investigation on sexual harassment issue.

APPROVEI}

-ffi=ffi
DINE TOR

PALLI CIIETANA
rordia Bangdaba Satkhira

PALLI CI{ETANA
Jordia,Bangdaha,Satkhira.
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