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Policy and Procedure

Filing a Complaint

Administration

Investigation Process

Full details of the alleged breach including location, date and time, persons involved, any 

witnesses, documents if available and the identity of the complainant should be provided. 

Anonymous complaints may also be investigated if there is some prima facie basis for such 

complaints but employees are encouraged to provide their names for follow up discussions and 

verification of  the veracity of the complaint.

The code is administered and monitored by the Office of the Ombudsperson, who will provide the 

necessary clarifications, guidance, training and will monitor implementation and compliance.

Every employee must adhere to the Code and seek clarifications on any issue relating to it from 

the office of the Ombudsperson. An annual certification is mandatory for all employees, who will 

attest to having read and understood the code and affirm to comply with the same. 

All complaints will be logged with a serial number and date and acknowledged. The office of the 

Ombudsperson will conduct a preliminary evaluation on the basis of information provided to 

determine whether it merits a detailed investigation. 

This will be followed by a detailed investigation once established, which will include discussions 

with the relevant persons, sifting through available evidence, witnesses and others who are willing 

to provide data or information. 

Cases involving allegations of sexual harassment will follow the process prescribed by regulation 

that involves an investigation by the internal complaints committee and a report with findings.

Whenever the matter involves a financial misdemeanour, loss to the company and such, the matter 

will be handed over to the internal audit team for further detailed investigation. At times, the two 

teams work jointly on a case. An external investigation entity may also be involved in certain 

matters as may be required. 




















































