Escorts Kubota Limited
Date: August 1, 2022

1. Preamble
▪

Escorts Kubota Limited (“Escorts” or ‘the Company”) is built on the standards of ethics and transparency.
The Company’s values and the Code of Business Conduct (“Code”) require all Employees to conduct
themselves with the highest standards of integrity, in compliance with all the applicable laws and regulations.
Any actual or potential violation of the Code or of the applicable laws and regulations is a matter of serious
concern, and the role of employees in reporting such violations is very important.

▪

Escorts has formulated this Whistle Blowing Policy (“Policy”) to provide a mechanism for the Employees to
approach the Ethics Committee (“Committee”) to report such concerns.
2. Purpose

▪

This Policy is an extension of the Code, and the purpose is to provide a platform to all the stakeholders,
including the Directors of Escorts, to report any instance of misconduct, actual or potential violation of Code
or other applicable laws or regulations without any fear of reprisal or victimization.

▪

Directors and Employees of the Company may come across instances of fraud, misconduct, violation of
the Code or other applicable rules and regulations. There may also be situations where the right course
of action is unclear. In such instances, the Employee has both legal and moral duty to take appropriate
measures to identify such situations and to report genuine concerns about the incident of misconduct or
potential violation of law or the Code.

▪

While violations of the Code may also be reported through regular channels of reporting for the Employees,
there may be times when an Employee believes it to be inappropriate or difficult to report through these
channels and such matters may be reported under this Policy.

▪

This Policy provides guidance on ‘how to report a Protected Disclosure’ about any misconduct or violation of
the Code or other applicable policies or laws governing the Company.

▪

This Policy also provides information on how the Whistle Blower shall be protected.
3. Reference to other policies

▪

This Policy should be read in conjunction with the Code of Business Conduct and other policies of the
Company.
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4. Applicability
▪

▪

This Policy is intended to encourage and enable all the stakeholders and Employees including the Directors
of Escorts to raise genuine concerns within the Company prior to seeking resolution outside the Company.
This Policy will be applicable to all Directors, Employees and the stakeholders of Escorts Kubota Limited.
5. Inclusions*

▪

The Policy covers reporting of following incidents which have, or are suspected to have, taken place:
•
•

•

•
•

•
•

Abuse of authority

•

Financial irregularities, including fraud, or
suspected fraud
Leakage of information including pilfering
of confidential or propriety information

•

Commission or kickbacks
Manipulation
records

•

of documents

data

or

Violation of Company’s policies, practices
and rules, including the Code or any other
unethical, biased, favoured or imprudent
event
Civil and criminal offence
Deliberate violation of applicable laws and
regulations

Conflicts of interest
Misuse, misappropriation or wastage of
Company assets or funds

6. Exclusions*
▪

▪

The Whistle Blowing Mechanism should ‘NOT’ be used in place of the Company’s grievance procedures or
be a route for raising malicious or unsubstantiated allegations against colleagues.
The Whistle Blowing Mechanism should not be used for reporting of routine or operational matters like:
▪

▪

Issues related to
routine Human Resources (“HR”) matters (e.g. denial of promotion or
reassignment of duties).
Sexual harassment – these complaints may be reported to Internal Committee directly under the
Policy on Prevention of Sexual Harassment at Work Place.

▪

Issues related to compensation or reimbursement (e.g. reimbursement not credited on time)

▪

Issues related to career progression, transfer or deputation etc.

▪

IT assets not working properly (e.g. printers not working)

▪

Questioning the financial or other business decisions taken by the management

▪

Taxation related queries (e.g. excess tax deducted from salary)

▪

Recruitment or job openings (e.g. to know the job openings in the Company)

▪

Inappropriate administration facilities (e.g. tea or coffee machine in the cafeteria)

*Only indicative and not an exhaustive list.
►
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7. How to file a Complaint under this Policy
▪

▪

▪

The Whistle Blowing Mechanism is not meant to substitute the regular communication protocols in the
Company, and hence as a first step, the Employee may inform the Supervisor or Reporting Manager about
the suspected or actual misconduct or violation in accordance with the Code.
If the Protected Disclosure or Complaint is against the Supervisor, then the Employee may report it to the
Human Resource Manager.
If an Employee does not feel comfortable reporting the Protected Disclosure to his Supervisor or Human
Resources Manager, he/ she can use any of the following reporting channels:
7.1 Option 1: Hotline

▪

▪

Whistle Blower may use the toll free number 1800 121 5868 to report a Protected Disclosure. This number
shall be operational from 9:00 am to 6:00 pm on all weekdays (it shall not be available on Saturdays,
Sundays and public holidays).
Whistle blower hotline shall support calls received in both Hindi and English language. Once the WhistleBlower makes the call on the toll free number, he/ she shall be guided on the call on how to report the
Protected Disclosure.
7.2 Option 2: E-mail

▪

The Whistle Blower may send an e-mail to the address raiseaconcern@escorts.co.in with the subject line
“Protected Disclosure under the Whistle Blowing Policy”, providing the complete details of the Complaint.
8. Guidance for the Whistle Blower

▪

The Whistle Blower should consider the following points before or while reporting the Complaint:
▪
▪

▪
▪

▪

Should identify himself or herself and tell the name, designation and Company email address.
Should attempt to report the Protected Disclosure immediately after the event has occurred without
any lapse of time.
Should ensure that the Protected Disclosure reported is factual and not speculative in nature.
Should ensure that the Protected Disclosure reported contains as much specific information, facts and
evidence wherever possible to enable appropriate review, assessment and initiation of an investigation.
Should not investigate or attempt to investigate the matter.
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9. Safeguards
▪

The Company provides the following safeguards to the Whistle Blowers under this Policy:
9.1 Confidentiality

▪
▪

The Company shall treat all the Protected Disclosures and information received in a confidential manner.
The identity of the Whistle Blower shall be kept confidential and shall be disclosed on a ‘need-to-know’ basis
only in the following instances:
▪

If, identification of the Whistle Blower is necessary to allow the Company to investigate or respond
effectively.

▪

If, identification of the Whistle Blower is required by law.

▪

If, the Complaint is identified as frivolous or as a bogus Complaint or with a malafide intent.

9.2 Protection of the Whistle Blower
▪

▪

▪

Escorts ensures that anyone who (based on a reasonable belief that a possible violation or suspected
wrongdoing has occurred), reports any Complaint under this Policy is ‘NOT’ subjected to any retaliation,
regardless of whether or not the Complaint is ultimately substantiated. Retaliation includes discrimination,
reprisal, harassment, victimization or vengeance.
The Whistle Blower shall not be at the risk of losing his job or suffer loss in any other manner like transfer,
demotion, refusal of promotion etc.
This Policy provides for protection against victimization of the Whistle Blowers by making provision for
direct access to the Chairperson of the Audit Committee in appropriate or exceptional cases. A Whistle
Blower shall be entitled to such protection only if the following conditions are met:
▪
▪

▪

▪

▪

The communication or Protected Disclosure is made in Good Faith.
Whistle Blower reasonably believes that information, and any allegations contained in it, are
substantially true.

▪

Whistle Blower is not acting for personal gain.

▪

Whistle Blower is not involved in the Complaint reported.

Any other Employee assisting in the said investigation shall also be protected to the same extent as the
Whistle Blower.
Making frivolous or bogus complaints through Whistle Blowing Mechanism is unacceptable and strictly
prohibited.
Protection under this Policy shall not mean protection from Disciplinary Action arising out of false or bogus
allegations made by a Whistle Blower knowing it to be false or bogus or with a malafide intention.
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10. Disposal of the Protected Disclosures
▪

▪
▪

▪

▪

▪
▪

▪

All the Protected Disclosures received through the channels defined in paragraph 7 shall be forwarded to
the Ethics Committee and the Chairman of the Audit Committee.
The Ethics Committee shall perform a thorough preliminary review of the Protected Disclosures.
Upon the preliminary review of the Protected Disclosure, if the Ethics Committee is of the opinion that no
sufficient facts are available to pursue the Complaint, they may consider responding to the Whistle Blower
requesting additional information, if necessary, based on the contact information made available.
If the Whistle Blower does not respond within one week or is unable to provide the additional information
on being requested, the Ethics Committee shall report to the Audit Committee and close the case after
documenting the reasons.
In other cases, after the preliminary review of the Protected Disclosure, the Ethics Committee may assign
the investigation of the Complaint to a Quorum of three members of the Ethics Committee or an
independent outside agency for further investigation.
The Quorum or outside agency shall submit a report with its recommendation to the Ethics Committee.
If the Whistle Blower is not satisfied with the final decision on the Complaint, he or she can reach out to
the Audit Committee for an appeal.
The Audit Committee, if it deems fit, may recommend to the Ethics Committee to call for further information
or particulars, from the Whistle Blower and, at its discretion, may consider involving any other/ additional
officer of the Company and / or Committee and / or an independent outside agency for the purpose of
investigation.
11. Disciplinary Action

▪

▪

▪

Based on the report submitted by Quorum or outside agency, the Ethics Committee shall recommend
disciplinary action, which may include dismissal of the Subject, initiating legal action, etc., or other
appropriate action as it may deem fit. The Ethics Committee shall direct the relevant department for the
execution of the Disciplinary Action.
The Ethics Committee may also recommend corrective measures including but not limited to amending
processes, implementing better controls, etc. or may suggest no action if the allegation is not substantiated.
Where the Company has suffered a loss, the Ethics Committee may recommend pursuing remedies against
the Subject responsible for the same.
If three or more Protected Disclosures have been made by a whistle blower and are subsequently proven to
be frivolous, baseless or reported otherwise than in good faith, the ethics committee shall evaluate such
complaints and take appropriate action against the identified whistle blower, including but not limited to a
warning letter.
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12. Rights and Duties of a Subject
Subjects will normally be informed of the allegations at an appropriate time during the investigation.

▪

During the investigation, the Subject has the right to be heard, and the Quorum or third party must give
adequate time and opportunity for the Subject to communicate his explanation on the matter.

▪

The Subject and all other Employees have a duty to co-operate with the Ethics Committee or Quorum or
third party during the investigation.

▪

Subjects have a responsibility not to interfere with the investigation. Evidence shall not be withheld,
destroyed or tampered with, and witnesses shall not be influenced, coached, threatened or intimidated by
the Subject.

▪

13. Amendment to the Policy
▪

Escorts reserves its right to amend or modify this Policy in whole or in part, at any time without assigning
any reason whatsoever. However, no such amendment or modification will be binding on the Employees or
Directors unless intimated.
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Annexure I - Sample workflow or procedure for reporting, resolving and closing a case

Whistle Blower experiences or observes
the violation or misconduct

Whistle Blower writes to the
Committee using the e-mail

Whistle Blower uses the hotline
to report the Complaint

All the Complaints are received by the
Ethics Committee and Chairman of the
Audit Committee

Ethics Committee performs the
preliminary review with regard to the
sufficiency of facts to pursue the case

No

The case is closed and
the reason is
documented

Yes
The Complaint is forwarded to the 3
Members Committee or outside agency
depending on the merits of the case

Covered under the Policy on Prevention
of Sexual Harassment at Work Place

Quorum/ outside agency for issues related to
breach of Code / policies.

Quorum/ outside agency initiates the
investigation of the Complaint

Quorum/ outside agency recommends the
disciplinary actions based on the outcome of
the investigation

Quorum/ outside agency submits the report
to the Ethics Committee
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Annexure II – Frequently Asked Questions
Question

Answer

What is the need of a Hotline?

▪ It is a medium to confidentially report an incident that may involve
violation or potential violation of law or the Code
▪ It is available 9 hours a day, for all days in a year (excluding Saturday,
Sundays and public holidays)
▪ Reportees may inform the Supervisor or Reporting Manager about
the suspected or actual misconduct or violation.
▪ If the Protected Disclosure or Complaint is against the Supervisor, then
the Employee may report it to the Human Resource Manager.
▪ If Reportees does not feel comfortable reporting the Protected
Disclosure to his Supervisor or Human Resources Manager, he/ she
can use reporting channels as mentioned in Section 7 of this Policy,
with complete assurance on confidentiality of information.

I have come across some wrongdoing
in the Company. What should I do?

Can I report the compliant on the basis
of rumours?

▪ All the Complaints should be supported by an evidence (oral or written)

How can I report a Complaint?

▪ You can report a Complaint either via Hotline number 1800 121 5868,
email raiseaconcern@escorts.co.in

Can I report anonymously?

▪ Yes. Although, Policy do not encourage anonymous complaints, however, in
case any anonymous complaint is received with sufficient details, facts and
information of the incidence and how such incidence has happened, which
warrants that it needs the investigation, the Ethics Committee will take an
appropriate action to investigate the compliant received. .

Is there any time limit for reporting
a case?

▪ There is no time limit for reporting the case. However, you are
encouraged to report as soon as possible, after the incident occurs

What protection is available to me as
a Whistle Blower?

▪ The Whistle Blower shall be protected against harassment.

▪ Complaints based on rumors shall be inadmissible

▪ The information shared by Whistle Blower will be available only to the
concerned members of the Ethics Committee and investigation team.
▪ Whistle Blower’s identity will be disclosed only in following circumstances:
▪ Identification is necessary to allow the Company to investigate or
respond effectively.
▪ Identification is required by law.
▪ In cases identified by the Ethics Committee as frivolous or bogus
Complaint or with malafide intent.

How can I check the status of
my Complaint?

▪ You will get a notification from the designated e-mail address
(raiseaconcern@escorts.co.in) on the receipt of your complaint stating what
action has been decided by the Ethics committee. In case an
inquiry/investigation is initiated your cooperation shall be sought including
additional documents and/ or information as deem fit

Will I get any reward for
reporting complaint?

▪ No reward shall be awarded to a Whistle Blower.
▪ Please remember it is your duty to report the Complaint.

►
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Annexure III – Glossary
▪

“Audit Committee” means the Audit Committee constituted by the Board of Directors in accordance with
Section 177 of the Companies Act, 2013 and read with Regulation 18 of Securities and Exchange Board of
India (Listing Obligations and Disclosure Requirements) Regulations, 2015

▪

“Code” means the Code of Business Conduct of the Company.

▪

“Committee” means a group of persons nominated or appointed to conduct preliminary review of the
disclosure received from the Whistle Blower and take Disciplinary Action based on the report submitted by
the Quorum or third party.

▪

“Company” means Escorts Kubota Limited and all its offices.

▪

“Disciplinary Action” means an action that may be recommended or taken after the completion of the
investigation including but not limited to a warning, suspension or dismissal from official duties or any such
action, as is deemed to be fit considering the gravity of the matter.

▪

“Ethics Committee” means a Committee formed to act as an Ombudsman to investigate the concern raised
by Whistle Blower(s). At present, the Committee comprised of One Executive Director, Group Chief Financial
Officer, Group CHRO or Head HR and One Independent External Agency Representative, if any. The
Composition of the Ethics Committee may be changed from time to time, as may deemed necessary by the
Chairman and Managing Director of the Company and the same shall be updated in the policy without any
specific approval of Board/ Audit Committee for incorporating such changes.

▪

“Employee” means a l l Employee (whether permanent, full time or temporary) of the Company.
“Fraud” includes any act, omission, concealment of any fact or abuse of position committed by any person
with intent to deceive, to gain undue advantage from, or to injure the interests of, the Company or its
shareholders or its creditors or any other person, whether or not there is any wrongful gain or wrongful
loss. This may include the embezzlement of Company funds or the misappropriation of Company assets in
the form of money, property, data or intellectual property. The term “fraudulent’ would be construed
accordingly.

▪

▪

▪

“Good Faith” An Employee shall be deemed to be communicating in “Good Faith” if there is an honest
intent to act without taking an unfair advantage over another person and there is a reasonable basis for
communication of unethical practices or any other alleged wrongful conduct. A disclose should not be
deemed to be in Good Faith when the Employee does not have personal knowledge of unethical practices
or any other alleged wrongful conduct or where the Employee knew or reasonably should have known that
the communication about the unethical and improper practices or alleged wrongful conduct is malicious,
false or frivolous.
“Policy” means the Whistle Blowing Policy of the Company.

▪

“Protected Disclosure” or “Complaint” means the communication made in Good Faith which discloses or
demonstrates information that may evidence unethical or improper activity (actual or suspected) including
but not limited to incorrect financial reporting or misappropriation of Company’s funds or assets, unlawful
acts, abuse of authority, misconduct, pilferation of Company’s assets, including confidential or propriety
information, damage to Company assets including reputational.

▪

“Quorum” means a group of 3 people nominated or appointed to conduct detailed investigation of the
Complaint forwarded by the Committee and thereafter recommend Disciplinary Action.
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▪

“Subject” means a person or group of persons against whom or in relation to whom a Protected Disclosure
has been made or evidence provided or gathered during the investigation.

▪

“Whistle Blower” means an Employee making a Protected Disclosure under this Policy.

▪

“Whistle Blowing Mechanism” refers to the mechanism defined by the Company to facilitate the reporting
of any criminal act, misconduct or malpractices in the organization by the Employees.

ESCORTS KUBOTA LIMITED
(Formerly Escorts Limited)
Registered Office: 15/5, Mathura Road, Faridabad 121 003, India
Tel.: +91-129-2250222
E-mail: escortsgroup@escorts.co.in Website: www.escortsgroup.com
Corporate Identification Number L74899HR1944PLC039088
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