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POLICY ON PREVENTION OF SEXUAL ITARASSNIENT

cientr,,.1,, Business Media Limited is committed to providing a safe environment for all its employees free fror]r

cliscrirrination op any ground and from harassment at work including sexual harassment. .Century Business Media Limited

u,ill .perate a zero tolerance policy fbr any form of sexual harassment in the workplace, treat all incidents seriously and

'r.or,,tll,investigate 
all allegations of sexual harassment. Any person found to have sexually harassed another will face

rlisciplinarl,. action, up to and inclucling dismissal from employment. All complaints of sexual harassment will be taken

:eriorrsly ascl treated with respect and in confidence. No one will be victimized fcrr making such acomplaint.

Del'inition of sexual harassment:

Sexual harassment is unwelcome conduct of a sexual nature which makes a persolr feel offended, humiliated and/or

i.tir,iclated. lt includes situations where a person is asked to engage in sexual activity as a conditioll of that person's

e,plolurent. as well as situations which create an environment which is hostile, intimidating or humiliating for the

r'!'. i IietI t.

"sexual harass ment cat) lnvolve one or more incidents and actions constituting harassnrent nay be pllysical, verbal and non-

verbal. Erarnples of conduct or behaviour which constitute sexual harassment include, but are not limited to:

Physical conduct

. Unwelcome physical contact including patting, pinching, stroking, kissing, hugging, fondling,

i napplopriatetouchi rrg

. Physical violence, including sexualassault

. Ph,vsical contact, e.g. touching, pinching
r 'l-he use ofjob-related threats or rewards to solicit sexual favours

or

Vcrbal conduct

r Corlulents on a worker's appearance, age, private life,etc.

. Sexnal comments, stories andjokes

. Sexualadvances

r Repeated and unwanted social invitations for dates or physicalintimacy

. Insrrlts based on the sex of theworker

. Condescending or paternalisticremarks

. Sendir.rg sexually explicit messages (by phone or byemail)

Non-verbal conduct

. Display of sexually explicit or suggestivematerial

. Sexually-suggestivegestures

r Whistling

r [.eering

A,yone can be a victil-r of sexual harassment, regardless of their sex and of the sex of the harasser. Century Business

N4edia Limited recognizes that sexual harassment may also occur between people of the same sex. What matters is that the

sexual conduct is unwanted and unwelcome by the person against whom the conduct is directed.

Ce,tury Business Media Limited recognizes that sexual harassment is a manif-estation of power relationships and ofter]

occr-rrs within ulequal relationships in the workplace, for example between manager or supervisor and employee.
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Anyone, including employees of Century Business \,Iedia Limited, clients, customers, casual workers, contractors or

visitors rvho sexually harasses another will be reprimanded in accordance with this internal policy.

AII sexr-ral harassment is prohibited whether it takes place rvithin Century Business Media Limited premises or outside.

including at social events, business trips. training sessions or conferences sponsored by Century Business Media Limited.

Conr plaints procedures

1ir\.!,ire rho is sub.ject to sexual harassment should, if possible, inform the alleged harasser that the conduct is unwanted

...r': irr\\elcr-.nre. Century Business Media Limited recognizes that sexual harassment may occur in unequal relationships

: L.iii,.cr-n rt super\isor and his/her employee) and that it may not be possible fbr the victirn to inforn, the alleged

.,r'.,,..r'. l::r r;--tint cannot directly approach an alleged harasser, heishe can approach one of the designated staffmembers

r',.1-.,;r.r[.Lr i..t receirinq contplaints of sexual harassment. This person could be another supervisor, a rnember of the

hLrrr:rn ris..ui'ccs depanrnent. etc. \\then a designated person receives a complaint of sexual harassment, he/shewill:

r irrn'rediately record the dates, times and facts of theincident(s)

resolve the matter informally does not preclude the victim from pursuing a formal complaint if he/she is not

satisfied with the outcome

I keep a confidential record ofalldiscussions

r ensure that the victim knows that they can lodge the complaint outside of the company through the relevant

country/l egalframework

Tirr',,Lrglrout tlre conrplaints procedure, a victim is entitled to be helped by a counsellor within the Company. Century

Bir-iiness \leclia Lintited ri,ill norninate a person from senior management and provide him with special training to enable

hinr to assist r,ictinrs of serual harassment. Century Business Media Limited recognizes that because sexual harassment

often occurs in unequal relatiorrships within the workplace, victims often feel that they cannot come forward. Century

Br-rsiness l\{edia Limited understands the need to support victims in making complaints.

I nformal complaints mechanism

llthc victim wishes to deal rvith the matter inforrnally, the designated person will:

. give an opportunity to the alleged harasser to respond to the complaint

/ ensure that the alleged harasser understands the complaintsmechanism

/ facilitate discussion between both parties to achieve an informal resolution which is acceptable to the

contplainant, or refer the matter to a designated mediator within the company to resolve thematter

/ ensule that a confidential record is kept ofwhathappens
'. lbllorv up after tl.re outcome of the complaints mechanism to ensure tl.rat the behaviour has stopped

/ ensure that the above is done speedily and within 7 days of the complaint being rrrade

Formal complaints mechanism

If the victinr wants to make a forn.ral complaint or if the informal complaint mechanism has not led to a satisfactory

outconte fbr the victim, the formal complaint mechanism should be used to resolve the matter.
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The designated person who initially received the compiaint 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 intemal investigator in accordance with this policy'

The person carrying out the investigation will:

/ interview the victirn and the alleged harasserseparately

r inten,iew other relevant third partiesseparately

r decide rvhether or not the incident(s) ofsexual harassment tookplace

z produce a repolt detailing the investigations, findings and anyrecommendations

- if rhe harassnrerrt took place, decide what the appropriate remedy for the victin-r is, in consultation with the victim

(i.e,-au apologl . a change to working arrangements, a promotion if the victirn was demoted as a result of tl.re

harassmenr. training fbr the harasser, discipline, suspension,dismissal)

r tbllo* ,p ro ensure that the recommendations are implemented, that the behaviour has stopped and that the victim

is satisfled \\ itil theoutcome

,. if it cannot detel.mine that the harassment took place, he/she may still make recommendations to ensure proper

functioning of theworkPlace

'i ensure that tl.re all records concerning tl.re matter are keptconfidential

'. ensure that the process is done as quickly as possible and in any event within 7 days of the complaint beingmade

Outside complaints mechanisms

\ 
'erson 

*,ho has been subject to sexual harassment can also make a complaint outside of the Company. They can do so

rlrroLrglr liibor.tr coltrt or judicial coutt.

Sarrctions and disciplinary measures

Ar-r,.,e *,5o lras been for-rrrd to have sexually harassed another person under the terrrs of this policy is liable to any of the

1bi Iori,ing sanctiot'ts

r verbal or writtenwarning

o adverseperformanceevaluation

r reduction inwages

. tl'ansfer

o demotion

o suspension

o distnissal

The nature of the sanctions will depend on the gravity and extent of the harassment. suitable deterrent sanctions will be

appliecl to ensure that incidents of sexual harassment are not treated as trivial. Certain serious cases, including physical

violence, will result in the in.rmediate dismissal of the harasser'

lmplemenlation of this PolicY

certrry Business Media Limited will ensure that this policy is widely disseminated to all relevant persons. It will be

inclr-rded in the staff handbook. All new employees must be trained on the content of this policy as part of their induction
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into the Corrpany. Every year, Century Business Media Limited will require all employees to attend a refiesher training

course ol.l the content of this policy. It is the responsibility of every manager to ensure that all his/her employees are aware

olthc policy.

Nlonitoring and evaluation

Ccntr,rly, Busirress Media Limited 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 eftbctive.

Supervisors. managers and those responsible for dealing with sexual harassment cases will report on compliance with this

policy, inclr-rding the number of incidents, how they were dealt with, and any recommendations made. This will be done on

a 1,carl1, basis. As a result of this report, the Company will evaluate the effectiveness of this policy and make any changes

neecled.

Effectir e Date

'lhis Policy is effective from the date of approval of the same by the Board of Directors of the Company.

Policr Revien

Tlre Board rnay subject to the applicable laws amend any provision(s) or substitute any of the provision(s) with the new
provision(s) or replace the Policy entirely with a new Policy.

Disclosures

TIre Corrpany shall disclose the Policy on its website.
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