ATTOCK REFINERY LIMITED

CODE OF CONDUCT FOR PROTECTION
AGAINST HARASSMENT AT WORK PLACE
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OBJECTIVE:

Attock Refinery Limited (ARL) is dedicated to provide a working environment that
ensures that each & every employee is treated with respect and dignity and
afforded with equitable conduct. The Company is committed to encourage a
positive professional work atmosphere that is essential for the professional growth
of its staff and it also promotes equality of opportunity. Harassment, therefore, has
no place at ARL. This policy affirms ARL’s zero tolerance for harassment on
bases of race, color, origin, gender, religion, age or any physical attributes. The
policy also assures employees the right to employment in a place of work that is
free from harassment and intimidation in accordance with the spirit and theme of
“Protection Against Harassment of Women at workplace Act, 2010”°(the Act).

Harassment is not necessarily confined to the behavior of seniors toward juniors, it
can take place between colleagues at the same level or involve staff behaving
inappropriately towards more senior staff.

The Company views harassment to be among the most serious breaches of work
place decorum. Consequently, appropriate disciplinary or corrective action,
ranging from a warning to termination, can be expected if such a situation arises
and demands for it.

It should be noted that harassment can also lead to civil and criminal claims
beyond the Company’s own disciplinary proceedings.

Application:

This policy applies to all employees who work in the Company; that includes
Senior and Junior management employees and office staff members including
internees or apprentices/trainees. The Company will not tolerate harassment
whether it is by fellow Employees, junior or senior staff members.

The workplace includes:

1. All offices or other premises where business of the Company is conducted;
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2. All Company-related activities performed at any other location away from
the Company’s premises;

3. Any social, business or other functions where the behavior or remarks may
have an affect on the place of work or workplace relations.

Explanation

Definition of Harassment

For this policy, Harassment is defined as:

“Engaging in a course of vexatious comment or conduct against an employee in a
workplace that is known or ought reasonably to be known to be unwelcomed,
unsolicited, unreciprocated and usually (but not always) repeated. It is behavior
that is likely to offend, humiliate or intimidate”.

For harassment to occur there does not have to be an intention to offend or harass.
It is the impact of the behavior on the person who is receiving it, together with the
nature of the behavior, which determines whether it is harassment.

Further, ‘workplace’ in this context is defined to include not only the usual work
environment, but also work related events, seminars, conferences, work functions
and business trips.

Forms of harassment include but not limited to:

1. Verbal abuse: Unwanted comment that offends, humiliates or engenders
anxiety or fear.

2. Bullying: Repeated mistreatment, verbal abuse, or conduct which is
threatening, humiliating, intimidating, or that which interferes with work.

3. Sexual harassment: Unwelcome sexual advances, requests for sexual
favors, and other verbal or physical conduct of a sexual nature.

CODE OF CONDUCT FOR PROTECTION AGAINST HARASSMENT AT WORK PLACE Page 3 of 5




4, Racial/religious harassment: Any unwanted comment referring to the
worker’s religious affiliation or racial background that attempts to humiliate
or demean a worker.

5. Age harassment: include offensive remarks about a person's age and
treating that person unfavorably on basis of his/her age.

6. Stalking is unwanted or obsessive attention which includes staring,
following or monitoring.

ROLES AND RESPONSIBILITIES:

All staff members have a personal accountability to make sure that their conduct is
not in conflict with this policy.

All staff members are expected to participate in this endeavor which in turn would
strengthen and promote the development of a work environment free from
harassment.

The Management is responsible for:

- Discouraging and stopping employment-related harassment;
- Examining every official written complaint of harassment;

- Taking proper corrective measures to react to any substantiated
allegations of harassment in the Company;

- Ensuring that all staff members of the Company are aware of the
harassment predicament and as to what their individual and collective
responsibilities are with respect to circumventing/stopping
harassment.

RESOLUTION OF HARASSMENT COMPLAINTS:
The Company is committed to provide a helpful working environment to resolve

harassment worries by setting up an Inquiry Committee consisting of 3 members to
be constituted by the Chief Executive Officer.
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Complaints:

1.

Although, it is the responsibility of the Departmental Heads/ Managerial
Members to address the issue of Harassment however, in case of non-
resolution of the complaint, any staff member of the Company with a
harassment concern may bring an official complaint to the Inquiry
Committee. All such complaints will be investigated promptly.

All records of complaints that include the meetings, discussions, dialogues,
investigations results, and other related material will be kept confidential by
the Committee /Company, except for where revelation is required for
disciplining or any other remedial process.

After investigating the matter, the Committee will forward its report to the
competent Authority who is the Chief Executive Officer of the Company. If
it is confirmed that a harassment allegation is valid, strict disciplinary or
corrective actions will be taken accordingly. However, false allegations /
complaints will result in disciplinary action against the original Complainant.

NO REPRISAL:

The Company is committed to ensure that no staff member, who brings forward a
(genuine) harassment complaint, is subjected to any kind of reprisal. Any
retaliatory action will be viewed as a disciplinable matter.

EMPLOYEES, WHO HAVE BEEN SUBJECTED TO HARASSMENT, MAY

WRITE DIRECTLY TO THE CHIEF EXECUTIVE FOR RESOLUTION OF

THEIR CASES.
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