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1. PROCEDURE STATEMENT

This Anti-Harassment in the Workplace Procedure (“Procedure”) sets the rules to:

- reinforce NTPC’s zero-tolerance policy toward Workplace Harassment;

- ensure a safe, inclusive, and positive work environment;

- provide Employees and Authorized Personnel with training and awareness to recognize
and prevent Workplace Harassment; and,

- establish a system to detect, report, and deal with Workplace Harassment.

2. SCOPE

This Procedure applies to the Employees and the Authorized Personnel at the Workplace, not to private
interactions between Employees/Authorized Personnel.

3. DEFINITIONS
Answering Party/AP :  person against whom the Report is made

Authorized Personnel . collective term for people, other than Employees, who are authorized to work
on the premises of NTPC including, but not limited to, secondees, consultants,
personnel of NTPC's contractors etc.

ELU : Ethics, Legal and Compliance Unit as defined in the NTPC Organization Notes
and Overall Responsibility and ELU Organization Notes and Responsibility

Employee . a person with an employment contract with NTPC (including the short-term
agreement: fresh graduates and interns)

Harassment . arange of unacceptable behaviours and practices, or threats thereof, whether
a single occurrence or repeated, that aim at, result in, or are likely to result in
physical, psychological, sexual or economic harm, and includes gender-based
violence and harassment

Misconduct* . the behavior of an Employee that is unacceptable or improper or that
negatively impacts others or in breach of the NTPC rules.

NTPC Event . place where any activity organized/paid by NTPC for its Employees and
Authorized Personnel is held, e.g., off-site meeting, training, workshop,

business travel, team outings, celebrations/parties and gatherings

Report* . any details, information, evidence and supporting documents described by the
Reporter regarding the incident of potential, possible or actual Misconduct

Reporter . person who files a Report
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Reporting : reporting of actual or suspected Harassment

Reporting Party/RP :  any individual who is subject to Harassment.

Witness : anyone who observes the alleged Harassment or has relevant information to
the Report

Workplace :  the places used by NTPC for its operation irrelevantly of the time (e.g. NTPC

offices, NTPC vehicles, NTPC industrial premises, etc.); or any place where a
NTPC Event is held.

*Any amendment to the definition in the referenced procedures shall be deemed to amend the corresponding
definition in this Procedure.

4. WORKPLACE HARASSMENT

Workplace Harassment refers to Harassment that occurs at the Workplace. It may be of different forms
and will be considered on a case-to-case basis. In this assessment, the alleged behavior will be tested
based on a “reasonable prudent person’, i.e. whether any person placed in the position of the “victim”
would have reasonably understood the behavior as Harassment.

Some of the common examples of Workplace Harassment include but are not limited to the following:

4.1.Sexual Harassment - it means Harassment based on sex, gender, gender identity, gender
expression, or sexual orientation. It involves unwelcome sexual advances, requests for sexual
favors, conversations regarding sexual activities, or other verbal or physical conduct of a sexual
nature or insinuation thereof.

Examples: unwanted touching or patting, insults of sexual nature, etc.

4.2. Discriminatory Harassment - it means treating people unfairly based on race, color, ancestry,
place of origin, political belief, religion, age, sex, sexual orientation, marital status, family status,
physical or mental disability. There is an intent to cause harm and ridicule due to the different

characteristic/s of a person — based on who you are.

Examples: Use of insult directed at the Reporter/Reporting Party, negative gender stereotype,
outrageous statements toward religious holidays, customs or traditions.

4.3.Personal Harassment - it means outrageous behaviors that target an individual's personal
attributes, such as their personality or physical appearance. Often, this is due to personal
dislike, grudges or interpersonal conflict towards a person. The intention (or the expected
outcome) is to humiliate, isolate or hurt someone. This form is also known as bullying.

Examples: unjustified exclusion from team activities, negative remarks about appearance,
public humiliation, defamation.
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4.4, Physical Harassment - it means any form of physical contact or actions that harm, intimidate,
or threaten an individual. This type of Harassment not only violates personal boundaries but
also creates a sense of fear and insecurity which disrupts the work environment.

Examples: Shoving, pushing, hitting, throwing objects, blocking or preventing passage.

4.5. Power Harassment - It occurs when an individual in a position of authority (such as an executive
officer, director, manager, supervisor, or team leader) abuses their power to mistreat,
intimidate, or undermine subordinates. It is rooted in the misuse of management power. There
must be clear abuse of authority/power intended to control, dominate or even punish another
person.

Examples: unjustified systematic rejection of leave request or exclusion of a team member from
meetings or team activities. Other examples: regular use of the management power to assign
his/her personal errands to a subordinate or threat of negative performance reviews or job loss
unless personal favors are granted.

4.6. Cyberbullying - it refers a Harassment made through digital platforms (such as emails, social
media, messaging apps, and other online communication tools).

Example: Sending threats via email, spreading rumors online, cyberstalking, sending
demeaning messages through messaging platforms.

4.7. Retaliation Harassment - it occurs when an individual faces outrageous adverse actions as a
direct response to reporting misconduct, participating in an investigation, or exercising their
legal rights within the Workplace. This form of Harassment targets individuals for standing up
against unethical or illegal behavior, thereby discouraging others from speaking out and

perpetuating a culture of silence and fear.

Example: Demotion after filing report, isolation from team activities, negative performance
review due to filing of report, punishment due to raising concerns or complaints by excluding
employee from meetings or development opportunities.

5. EXPECTED BEHAVIOR AT THE WORKPLACE

All Employees and Authorized Personnel are required to adhere to the NTPC Core Values to prevent
Harassment. For the sake of clarity, non-compliance with these Core Values do not define Harassment
but may still be reported to the ELU/Ethics Committee.

e Respect — “We treat each other and those around us with respect and open-mindedness,
recognizing diversity and the value that each brings by being themselves”.
= Treat everyone with respect and dignity regardless of background or rank, maintaining
respectful conduct provides a safe work environment and any disrespectful behavior
may constitute Workplace Harassment.

e Integrity — “We value all things and actions that are fair, honest and truthful. We act for the
benefit of all, not for personal gain”.
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= Be honest in your work and your actions towards others.
= Decisions must be based on merit/performance.
= Providing equal access to opportunities and resources.

e Collaboration — “We believe that greatness is not achieved by one person alone, but
collectively. We work side by side, help each other and learn from each other by creating
bridges, not barriers. Under a one team spirit, we value dialogue and open communication
between each other.”

= Collaboration is encouraged while respecting the individual's boundaries and
capacities. Listening, empathy, and inclusiveness are essential to encourage
teamwork.

= Constructive feedback and assessment, openness to different views, and shared
responsibility enhance success.

e Human Potential — “"We create a work environment that enables personal and professional
growth. We also empower the communities that surround us, by creating opportunities for
development’.

= Treat others with dignity, encouraging diversity in the Workplace, equality in
opportunities for development and support inclusion to help discover each other’s
potential.

e Excellence - “We are dedicated to work and strive for excellence in everything we do, applying
an approach of continuous improvement in the never-ending pursuit for perfection. We are a
high-performing company, aiming for high customer satisfaction”.

= Maintain professionalism in language, tone, appearance, and communication. Quality
performance is only possible when people feel respected, safe, and valued.

o Safety — “Safety is our constant priority for everyone, from the biggest to the smallest tasks.
This includes our staff, our contractors, partners and the surrounding communities. We always
assess the risks associated with our actions and strive to become a “zero accident” company’.

= Harassment creates an unsafe environment. It is the duty of everyone to prevent and
report the occurrence of any Harassment. In case of doubt, please consult with ELU.

» Sustainability — “We work to make the world a better place for future generations - we always
keep in mind the bigger picture, prioritizing long-term benefits over short-term gains. In doing
so, we utilize our reputation and image to inspire others to do the same”.

= NTPC has the ambition to be a company with zero Harassment.

o Efficiency — “We optimize our resources to ensure that all our projects and activities have the
best outcomes in terms of quality and impact’.
= Awareness campaigns are organized within NTPC and its community to inform and
educate on understanding and preventing Harassment. A zero Harassment company
fosters a safe work environment that is necessary for efficiency and productivity.
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6. REPORTING OF WORKPLACE HARASSMENT

All Reports will be assessed based on the facts of the case and evidence collected. The cases will be
handled in accordance with the rules provided in the:

s Ethics and Compliance Reporting Procedure for determination and investigation; and,

e NTPC Disciplinary Procedure for resolution and sanctions (if any). Harassment is considered a
Misconduct, and validated incidents may result in disciplinary action up to and including
termination of employment.

THE REPORTING WORKFLOW IS PROVIDED IN THE ETHICS AND COMPLIANCE REPORTING PROCEDURE.

7. TRAINING AND AWARENESS

NTPC will provide anti-harassment training, consisting of:

e mandatory training for all Employees and Authorized Personnel;
e specialized training for team leaders, supervisors, and management;
e onboarding sessions for new hires and interns.

Additional awareness initiatives include but not limited to:

e articles in NTPC’s internal newsletter (“Spark”);
e educational posters and reminders across office sites;
e updates on policy revisions and best practices.

8. PROCEDURE REVIEW AND UPDATE

This Procedure will be reviewed on a regular basis by ELU to ensure:

e continued alignment with Lao law and international standards and industry best practices; and,
e integration of lessons learned from reported cases.
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