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(I) PREFACE 

 

Section 177 of the Indian Companies Act, 2013 requires every listed company and such class 

or classes of companies, as may be prescribed to establish a vigil mechanism for the directors 

and employees to report genuine concerns in such manner as may be prescribed. 

 

Kancor Ingredients Limited (the “Company”) has adopted the Mane Code of Ethics (“Code”) 

which lays down the principles and standards that should govern the actions of the Company 

and its employees. 
 
 

Any actual or potential violation of the Code, howsoever insignificant or perceived as such, 

would be a matter of serious concern for the Company. The role of employees in pointing 

out such violations of the Code cannot be undermined. Accordingly, this Whistle-Blower 

(Vigil Mechanism) Policy (the “Policy”) has been formulated with a view to provide a 

mechanism for Directors and employees of the Company to raise concerns on any violations of 

legal or regulatory requirements, incorrect or misrepresentation of any financial statements and 

reports, etc and the Policy also provides for direct access to the Chairperson of the Audit 

Committee in appropriate or exceptional cases 

 

(II) OBJECTIVE 

 
The Company is committed to adhere to the highest standards of ethical, moral and legal 

conduct of business operations. To maintain these standards, the Company encourages its 

employees who have concerns about actual or suspected misconduct to come forward and 

express these concerns without fear of punishment or unfair treatment. The Policy aims to 

provide an avenue for employees to raise concerns on any violations of legal or regulatory 

requirements, incorrect or misrepresentation of any financial statements and reports, etc. 

 

(III) POLICY 

The Policy intends to cover serious concerns that could have a grave impact on the operations 

and performance of the business of the Company. 
 

The Policy is not a substitute for the Company’s grievance procedures or a route for raising 

malicious or unfounded allegations against colleagues. 
 

The Policy neither releases employees from their duty of confidentiality in the course of their 

work, nor is it a route for taking up a grievance about a personal situation. 

 

(IV) DEFINITIONS 

 “Disciplinary Action” means any action that can be taken on the completion of during the 

investigation proceedings including but not limited to a warning, imposition of fine, 



 

Page 3 of 19 

suspension from official duties or any such action as is deemed to be fit considering the 

gravity of the matter.  

 “Good faith” means an Employee shall be deemed to be communicating in good faith if 

there is a reasonable basis for communication of unethical and improper practices or any 

other alleged wrongful conduct. Good faith shall be deemed lacking when the Employee 

does not have personal knowledge on a factual basis for the communication 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. 

 

 “Employee” means every employee of the Company (whether working in India or 

abroad), including the director in the employment of the Company.  

 

 “Protected Disclosure” means a concern raised by written communication in Good Faith 

that discloses or demonstrates genuine concern that may evidence actual or suspected 

unethical or improper activity. Protected Disclosures should be factual and not speculative 

in nature.  

 

 “Subject” means a person or group of persons against or in relation to whom a Protected 

Disclosure is made, or evidence gathered during the course of an investigation under the 

Policy.  

 

  “Whistle-Blower” is someone who makes a Protected Disclosure under the Policy. 

 

 “Whistle Officer” or “Whistle Committee” means an Officer or Committee of persons 

who is/are nominated/ appointed to conduct detailed investigation of the Protected 

Disclosure received from the Whistle-Blower and recommend disciplinary action. The 

Whistle Committee, if appointed, should include Senior Level Officers of different 

functions and a representative of the Division/ Department where the alleged malpractice 

has occurred.  

 
 

(V) MANE CODE OF ETHICS 

The Code covers the following: 

1. Transparency 

The MANE Group (“Group”) is committed to ensuring transparency in any decision-

making that has an impact on society and the environment. Moreover, the Group is 

committed to providing appropriate and relevant responses to requests for information. 
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2. Upholding laws and regulations 

The Group is committed to upholding laws, regulations and other legal obligations in effect 

in all countries where it conducts business, particularly with regards to human rights and 

environmental and labour laws. Every employee must, in the framework of his/her 

professional activity, demonstrate integrity and uphold applicable laws and regulations. 

3. Respecting Human rights 

The Group respects and uses its sphere of influence to promote the rights laid out in the 

Universal Declaration of Human Rights. Moreover, the Group recognizes the principle of 

universal human rights in all countries, cultures and circumstances. In this way, the Group 

ensures that none of its subsidiaries participates in human rights violations. The Group 

expects all employees to adopt, support and enforce human rights in their scope of action. 

4. Upholding Labour Laws 

a. Freedom of assembly and the right to collective bargaining : 

The Group respects the right of all employees to form and organize unions, belong to 

the union of their choice and bargain collectively with the Group on their behalf. The 

Group is committed to ensuring that all employee representatives and staff members 

forming worker unions will not be subjected to discrimination, harassment, intimidation 

or retaliation due to union membership or participation in union activities, and that the 

representatives in question may contact members in the workplace. 

b. The eradication of all forms of forced or compulsory labour : 

The Group promises not to engage in or encourage forced or compulsory labour. Forced 

or compulsory labour refers to work or services carried out by someone who is 

unwilling, either under threat of sanction or reprisal or demanded as repayment of a 

debt.  

c. Child labour : 

The Group promises to not engage in or encourage child labour, in compliance with the 

provisions of the International Labour Organization's Recommendation .Child labour 

refers to work carried out by a child less than 15 years of age, except when local laws 

stipulate a higher minimum age for work or compulsory education, in which case it is 

the higher age that prevails. The Group voluntarily refrains from hiring children less 

than 18 years of age for working at night or dangerous work. 

d. Discrimination : 

The Group ensures that no employees, suppliers, customers or any other contacts are 

subjected to discrimination.  Discrimination implies a distinction, exclusion or 

preference for which the underlying reasoning is based on prejudice rather than a 
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legitimate reason, resulting in the suppression of equal opportunity or treatment. 

Unfounded reasons for discrimination include gender, age, origin, religion, sexual 

orientation, physical appearance, pregnancy, invalidity and union membership. The 

Group has also signed a company Diversity Charter. The Group is committed to 

combating all forms of discrimination in recruitment, training and career management. 

e. Health and Safety : 

Within the framework of its work-related health and safety policy, the Group undertakes 

to provide a healthy and safe work environment for all employees and external company 

personnel working on one of its sites. To do this, the Group is committed to providing 

all necessary resources to avoid the risk of accidents and injuries possibly occurring 

during, as a result of, or in relation to work by minimizing as much as possible the 

causes of danger inherent to the work environment. The Group expects employees to 

scrupulously respect the rules and standards regarding occupational safety and hygiene. 

5. Working together with mutual respect 

All our employees are expected to treat each other professionally, based on mutual respect, 

trust and individual dignity. The Group condemns all forms of harassment - psychological, 

physical or sexual. All our employees are expected to use the same standards when 

interacting with customers, suppliers, as well as others affected by our activities. 

Harassment is unwanted verbal or physical behaviour against another person or against a 

group or community, which may be disturbing, upsetting, threatening, or causing significant 

emotional distress in ways that are linked to the gender, ethnic origin, nationality, colour, 

religion, sexual orientation, physical appearance, or disability 

6. Respecting the environment 

Protecting the environment is an integral part of the Group's management strategy. On the 

basis of commitments shaping its Sustainable Development Policy, the Group is committed 

to: 

a. Designing eco-friendly products and manufacturing processes; 

b. Preserving biodiversity and using it sustainably and fairly; 

c. Reducing greenhouse gas emissions and improving energy-efficient processes. 

                  All employees contribute to upholding these commitments in their daily activities. 

7. Ensuring respect for property rights 

Property rights cover both physical and intellectual property including land rights and other 

physical property, patents, know-how, manufacturing secrets and other industrial property. 

They can also include property claims in a wider sense such as traditional knowledge by 



 

Page 6 of 19 

specific groups (native populations, for example) or the intellectual property of employees 

or other persons. 

The Group is committed to respecting the property rights of others and ensures that its 

employees do not engage in activities violating these rights. Employees are also obliged to 

respect and safeguard MANE's property rights by protecting the Group's interests and 

tangible and intangible assets in all circumstances. 

8. Confidentiality 

Within the scope of His/Her duties, any employee may become privy to sensitive and 

confidential information constituting the Group's intangible assets, which have economic or 

strategic value. 

Any information acquired within the framework of His/Her professional responsibilities and 

which has not officially been made public is considered to be confidential. This information 

can be scientific, technical or business-related in nature. It includes, but is not limited to, 

financial results, business strategies, sensitive business information concerning customers 

or suppliers, human resources information or personal data, information related to new 

products, product formulas, manufacturing secrets, or know-how developed by the Group, 

etc. 

Under all circumstances, employees entrusted with or having access to confidential 

information must ensure that it is not divulged to or shared with third parties or used in an 

unauthorized manner both inside and outside the Group. 

In order to protect confidential information, employees must ensure that confidential 

documents are kept in a safe place and not left in the open in a waste-paper basket, on a 

desk, on a printer or in a meeting room. 

9. Anti-Corruption 

The Group condemns corruption in all its forms in its business transactions. As a company 

that abides by the laws and regulations, either those applying at the national level or 

international level, MANE also requires its business partners including the joint venture 

partners, agents, distributors, representative offices, contractors and suppliers to comply 

with the applying regulation and policies on corruption.  

Corruption is an abuse of power by people who use their influence to personal advantage. 

No employee should accept or directly or indirectly propose payment in money, gifts or 

other advantages that may influence the fairness with which he/she does his/her job.  

It is obvious, however, that depending on local customs and traditions which vary from one 

country to the next, or out of courtesy, employees may sometimes accept inexpensive token 

gifts or lunch invitations on the Group's behalf. Local managers should give employees 

clear instructions regarding this matter. 
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10. Conflict of interest 

In performing their tasks, all employees must act in the best interests of MANE and shall 

avoid any situation and activity, which may give rise to potential conflicts of interests, 

particularly in regards to personal and/or family interests that might influence their 

independent judgements and decisions and come into conflict with their work carried out 

within the company.  

Employees shall immediately inform their direct manager/supervisor of any situation 

concerning them that could create a conflict of interest.  

Furthermore, self-dealing must be avoided. Self-dealing is a conduct of a person that 

consists of taking advantage of his/her position in a transaction and acting for his/her own 

interests. 

11. Abiding by Competition Law 

         The Group and its employees undertake to respect local laws and regulations that aim to 

prohibit anti-competitive practices, including pricing agreements and bid rigging, and to 

promote open and fair competition. 

 

(VI) ELIGIBILITY 

1. Internal: 

A Whistle Blower may be within the organization who discloses any illegal, immoral or 

illegitimate practices to the employer. He/She may be: 

a. Employee 

b. Superior officer or 

c. Any designated officer 

 

2. External: 

A Whistle Blower may be outside the organization who discloses any illegal, immoral or 

illegitimate practices to the Company. He / She may be: 

a. Lawyers 

b. Media 

c. Law enforcement 

d. Watchdog agencies 

 

 

(VII) SCOPE 

The Policy covers malpractices and events which have taken place/ suspected to take place 
involving: 

 

1. Breach of Mane Code of Ethics  
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2. Abuse of authority 

3. Breach of contract 

4. Negligence causing substantial and specific danger to public health and safety 

5. Manipulation of the Company’s data/records 

6. Financial irregularities, including fraud or suspected fraud or deficiencies in internal 

control and check or deliberate error in preparations of financial statements or 

misrepresentation of financial reports 

7. Any unlawful act whether Criminal/ Civil 

8. Pilfering of confidential/proprietary information 

9. Deliberate violation of law/regulation 

10. Wastage/misappropriation of the Company’s funds/assets 

11. Breach /failure to implement or comply with any approved Company Policy 

12. Any unethical, biased, favoured, imprudent act or behaviour 

13. Inaccuracy in maintaining the Company’s books of account and financial                            

records 

14. Financial misappropriation and fraud 

15. Procurement fraud 

16. Conflict of interest 

17. False expense reimbursements 

18. Misuse of company assets & resources 

19. Inappropriate sharing of company sensitive information 

20. Insider trading 

21. Unfair trade practices & anti-competitive behaviour 

22. Non-adherence to safety guidelines 

23. Sexual harassment 

24. Child Labour 

25. Discrimination in any form 

26. Violation of human rights 

27. Wrongdoing by any of the executives of the Company 

28. Serious criminal violations by any employee of the Company 

29. And any other matters or activities on account of which the interest of the Company is 

affected. 

 

 

(VIII)    MECHANISM 

Any Employee or individual associated with the Company can submit his/her concern in 

writing to the Whistle Officer. He/She should submit his/her concern in writing to the Whistle 

O f f i c e r  a p p o i n t e d  b y  t h e  C o m p a n y . Emails  can  be  sent  to  the  email ID : 

WBkancor@mane.com.   Whilst    a    Protected    Disclosure    should    normally be  

submitted  to  the  Whistle  Officer,  it  may  also  be  submitted  directly  to  the Chairman 
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of the     Company’s Board of  Directors (through email at the email ID: 

jean.mane@mane.com when the Whistle-Blower feels it necessary under the 

circumstances. 

 

Employees may report concerns in “exceptional circumstances” directly to the Chairperson 

of the Audit Committee of the Board of Directors of the Company. These circumstances 

could include: 

 

(a) Concerns implicating wrongdoing by any of the executives of the Company; 

(b) Concerns involving material  fraud or misstatement in f inancia l  

reporting or accounting; 

(c) Serious criminal violations by any Employee of the Company. 
 
 
If the facts of any concern are of an exceptional nature, t hen  an Employee can reach the 
Chairperson of the Audit Committee, by sending his report marked “Private and 
Confidential” in a sealed envelope to: 
 
Chairperson, Audit Committee 
Board of Directors 

Kancor Ingredients Limited 
5th Floor, Imperium, 159,  
Marol Maroshi Road, Vijay Nagar,  
Opposite Police Quarters,  
Andheri East, Mumbai- 400059, Maharashtra, India 
Email: eliane.coloretti@mane.com 
 
 

Reports made directly to the Chairperson of the Audit Committee shall be opened only by 
the Chairperson acting in official capacity and the Chairperson may commission an 
independent investigation of the allegation or, in the event the Chairperson makes an 
informed assessment and conclusion that the report is not of an exceptional nature, may 
direct that the matter be investigated by the Whistle Committee constituted under the Policy. 
 
 
Any Employee, other than Chairperson of the Audit Committee, who receives mail 
addressed to the Chairman of the Audit Committee of the Company must forward that mail, 
without opening it, to the Chairperson of the Audit Committee or the Company Secretary at 
the registered office of the Company. 

 

(IX) GUIDING PRINCIPLES 

 
To ensure that the Policy is adhered to, and to assure that the concern will be acted upon 
seriously, the Company will: 

 
1. Ensure that the Whistle-Blower and/or the person processing the Protected Disclosure is not 

victimized for doing so; 
 
 

2. Treat victimization as a serious matter, including initiating disciplinary action on 
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person/(s) indulging in victimization; 
 

3. Ensure complete confidentiality; 
 

4. Not attempt to conceal evidence of the Protected Disclosure; 

 
5. Take disciplinary action, if anyone destroys or conceals evidence of the Protected 

Disclosure made/to be made; 

 
6. Provide an opportunity of being heard to the persons involved especially to the Subject. 

 

(X) ANONYMOUS ALLEGATION 

Whistle-Blowers must put their names to allegations as follow-up questions and investigation 
may not be possible unless the source of the information is identified. Disclosures expressed 
anonymously will not be investigated.  However, if specific facts and references are given, 
it shall be investigated. 

 
 

(XI) PROTECTION TO WHISTLE-BLOWER 

1. If  one  raises  a  concern  under  the  Policy  in  good  faith  by  providing  all  the information 
he/she has and believes to be true when it is provided, and timely correcting anything He/She 
later learns to be inaccurate, he/she will not be at risk of suffering any form of reprisal or 
retaliation. Retaliation includes discrimination, harassment or vengeance in any manner. 
The Company’s Employee will not be at the risk of losing His/ Her job or suffer loss in 
any other manner like transfer, demotion, refusal of promotion, or the like including any 
direct or indirect use of authority to obstruct the Whistle-blower's right to continue to 
perform His/Her duties/functions including  making  further  Protected  Disclosure, as a  
result of  reporting under the Policy. The protection is available provided that: 

 
a. The communication/ Protected Disclosure is made in good faith; 

 
b. He/She reasonably believes that information and any allegations contained in it are 

substantially true. Anyone who abuses the procedure (for example by maliciously 
raising a concern knowing it to be untrue) will be subject to disciplinary action, as will 
anyone who victimizes a colleague by raising a concern through this procedure. If 
considered appropriate or necessary, suitable legal actions may also be taken against 
such individuals. 

 
However, no action will be taken against anyone who makes an allegation in good 
faith, reasonably believing it to be true, even if the allegation is not subsequently 
confirmed by the investigation. 

 
 

2. The Company will not tolerate the harassment or victimization of anyone raising a genuine 
concern.  As a matter of general deterrence, the Company shall publicly inform 
Employees of the penalty imposed and disciplinary action taken against any person for 
misconduct arising from retaliation. Any investigation into allegations of potential 
misconduct will not influence or be influenced by any disciplinary or redundancy 
procedures already taking place concerning an Employee reporting a matter under the 
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Policy. 
 
 

Any other Employee/business associate assisting in the said investigation shall also be 
protected to the same extent as the Whistle-Blower. 

 
 

(XII) ACCOUNTABILITIES – WHISTLE-BLOWERS 

 
 

1. Bring to early attention of the Company any improper practice they become aware of. 
Although they are not required to provide proof, they must have sufficient cause for 
concern. Delay in reporting may lead to loss of evidence and also financial loss for the 
Company. 

 

2. Avoid anonymity when raising a concern. 

 
3. Follow the procedures prescribed in the Policy for making a Protected Disclosure.  

4. Co-operate with investigating authorities, maintaining full confidentiality. 

5. The intent of the Policy is to bring genuine and serious issues to the fore and it is not 
intended for petty disclosures. Malicious allegations by Employees may attract disciplinary 
action. 

 

6. A Whistle-Blower has the right to protection from retaliation. But this does not extend to 
immunity for involvement in the matters that are the subject of the allegations and 
investigation. 
 
 

7. Maintain confidentiality of the subject matter of the Protected Disclosure and the identity 
of the persons involved in the alleged malpractice.  It may forewarn the Subject that 
important evidence is likely to be destroyed. 
 
 

8. In exceptional cases, where the Whistle-Blower is not satisfied with the outcome of the 
investigation carried out by the Whistle Officer or the Whistle Committee, He/She can 
make a direct appeal to the Chairman of the Company. 
 
 

9. In case of reports made by the Whistle-Blower maliciously, recklessly or with a motivation  
of  personal  gain  or  harm  against  others,  in  bad  faith  and  in  case  of repeated 
frivolous complaints being filed by the Whistle-blower, the Whistle Officer, Whistle   
Committee   or   Audit   Committee,   as   appropriate,   may   take   suitable disciplinary 
action against the concerned Employee, including but not limited to reprimand and / 
termination of employment, civil action or criminal prosecution. 
 

 

(XIII)  ACCOUNTABILITIES – WHISTLE OFFICER AND WHISTLE COMMITTEE 

1. Conduct the enquiry in a fair, unbiased manner; 
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2. Ensure complete fact-finding; 

 
3. Maintain strict confidentiality; 

 
 

4. Decide on the outcome of the investigation, whether an improper practice has been 
committed and, if so, by whom; 
 
 

5. Recommend an appropriate course of action - suggested disciplinary action, including 
dismissal, and preventive measures; 
 

6. Record deliberations of the Whistle Committee and document the final report. 

 
 

(XIV)  RIGHTS OF A SUBJECT 

 
1. Subjects have the right  to be heard  and the Whistle  Officer or  the Whist le 

Committee must give adequate time and opportunity for the subject to communicate his/her 
say on the matter. 

 
 

2. Subjects have the right to be informed of the outcome of the investigation and shall be so 
informed in writing by the Company after the completion of the inquiry/ investigation 
process. 

 
 

(XV) MANAGEMENT ACTION ON FALSE DISCLOSURES 

 
An Employee who  knowingly makes false allegations of unethical  & improper 

practices or alleged wrongful conduct shall be subject to disciplinary action, up to and including 

termination of employment, in accordance with Company rules, policies and procedures. 

Further, the Policy may not be used as a defense by an Employee against whom an adverse 

personnel action has been taken independent of any Protected Disclosure made by him and 

for legitimate reasons or cause under Company rules and policies. 

 

 

(XVI)  PROCEDURE FOR REPORTING & DEALING WITH DISCLOSURES 

1. The standard format for reporting is given in Annexure A. 

2. Procedure to report & deal with Protected Disclosures given in Annexure B.  

3. FAQ on the subject in Annexure C 

4. Process flow is given in Annexure D 

 
(XVII)  ACCESS TO REPORTS AND DOCUMENTS 
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All reports and records associated with “Protected Disclosures” are considered confidential 
information and access will be restricted to the Whistle Committee and the   Whistle   
Officer.   “Disclosures” and   any   resulting   investigations, reports   or resulting actions 
will generally not be disclosed to the public, except as required by any legal requirements 
or regulations or by any corporate policy in place at that time. 
 

(XVIII) RETENTION OF DOCUMENTS 

 
All Protected Disclosures in writing or documented along with the results of investigation 
relating thereto shall be retained by the Company for a minimum period of five (5) years. 
 
 

(XIX)  REPORTS 

 
A quarterly status report on the total number of complaints received during the period, 

with summary of the findings of the Whistle Committee and the corrective actions taken will 

be sent to the Chairman of the Company. 

 

 

(XX) COMPANY’S POWERS 

The Board of Directors of the Company reserves the right to review, amend, or rescind the 
Policy in whole or in part, at any time, without assigning any reason whatsoever. Whilst the 
Company has made best efforts to define detailed procedures for implementation of the Policy, 
there may be occasions when certain matters are not addressed or there may be ambiguity in 
the procedures.  Such difficulties or ambiguities will be resolved in line with the broad intent 
of the Policy. The Company may also establish further rules and procedures, from time to 
time, to give effect to the intent of the Policy and further the objective of good corporate 
governance. 
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                                                        Annexure A 
 
 
 

 

     

  

     

     

     

     

     

     

     

     

     

     

     

     

     

                                                 

 

Signature 

 

 

Please Note:  The whistle blowing shall be submitted at least within thirty (30) days of 

the occurrence of the concern/event (or) before occurrence 

 

 

 
 

                                                            

 

 

 

 

 

 

 

 

 

 

 

                                                   

Date  :   

Name of the Employee/Director :   

E- mail id of the employee/Director        :   

Communication Address                          :   

Contact No                                                 :   

Subject matter which is reported             :   

Name of the person/ event focused at   :   

Brief about the concern  :   

Evidence (enclose, if any)                      :   
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                                                                     Annexure B 

 

PROCEDURE FOR REPORTING & DEALING WITH DISCLOSURES 

 
 
1. How should a Protected Disclosure be made and to whom? 
 
 
A Protected Disclosure should be made in writing. Letters can be submitted by hand- 
delivery, courier or by post addressed to the Whistle Officer appointed by the Company.  

Emails can  be sent  to  the  email id:  WBkancor@mane.com.  Whilst  a Protected 
Disclosure  should  normally  be  submitted  to   the  Whistle   Officer,   it may  also  be 
submitted directly to the Chairman of the Company’s Board of Directors (via email at the  
email  id:    jean.mane@mane.com, when the  Whistle-blower  feels it  necessary under the 
circumstances. 

If the facts of any concern are of an exceptional nature, and an Employee wishes to reach the 
Chairperson of the Audit Committee, he may do so by sending his report marked “Private 
and Confidential” in a sealed envelope to: 
 
Chairperson, 

Audit Committee 
Board of Directors 
Kancor Ingredients Limited 
159, Imperium, 5th Floor, Marol Maroshi Road, Andheri East, Mumbai- 400059, 
Maharashtra 
Email: eliane.coloretti@mane.com  
 
 
Protected Disclosures against any Employee in CXO Band or the Business/Functional Head 
or Directors should be sent directly to the Chairman of Company’s Board of Directors:  
jean.mane@mane.com 
 
 
 
2. Is there any specific format for submitting the Protected Disclosure? 
 
 
While there is no specific format for submitting a Protected Disclosure, the following details 
must be mentioned: 

 

a. Name, address and contact details of the Whistle-blower (including Employee Code, if 

the Whistle-blower is an Employee). 
 
 

b. Brief description of the malpractice, giving the names of those alleged to have 

committed or about to commit a malpractice. Specific details such as time and place of 

occurrence are also important. 
 

c. In case of letters, the Protected Disclosure should be sealed in an envelope marked 

“Whistle-Blower” and addressed to the Whistle Officer OR Chairman, as the case may 

be. 

mailto:WB@Kancor.in
mailto:.mane@mane.com
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3. What will happen after the Protected Disclosure is submitted? 
 
 
a. The Whistle Officer shall acknowledge receipt of the Disclosure as soon as practical 

(preferably within 07 days of receipt of a Disclosure), where the Whistle-Blower has 
provided his/her contact details. 

 

b. The Whistle Officer will proceed to determine whether the allegations (assuming them to 
be true only for the purpose of this determination) made in the Disclosure constitute a 
Malpractice. If the Whistle Officer determines that the allegations do not constitute   a   
malpractice, he/she   will   record   this   finding   with   reasons   and communicate the 
same to the Whistle-Blower. 

 
 

c. If the Whistle Officer determines that the allegations constitute a malpractice, 
he/she will proceed to investigate the Disclosure with the assistance of the Whistle 
Committee comprising of Senior Level Officers 2-3 departments and a representative 
of  the  Division/  Department  where  the  breach  has  occurred,  as  he/she  deems 
necessary. If the alleged malpractice is required by law to be dealt with under any 
other mechanism, the Whistle Officer shall refer the Protected Disclosure to the 
appropriate authority under such mandated mechanism and seek a report on the 
findings from such authority. 

 
d. Subjects will normally be informed of the allegations at the outset of a formal 

investigation   and   have   opportunities   for   providing   their   inputs   during   the 
investigation. 

 
e. The investigation may involve study of documents and interviews with various 

individuals. Any person required to provide documents, access to systems and other 
information by the Whistle Officer or Whistle Committee for the purpose of such 
investigation shall do so. Individuals with whom the Whistle Officer or Whistle 
Committee requests an interview for the purposes of such investigation shall make 
themselves available for such interview at reasonable times and shall provide the 
necessary cooperation for such purpose. 

 
f. If the malpractice constitutes a criminal offence, the Whistle Officer will bring it to 

the notice of the Chairman and take appropriate action including reporting the matter to 
the police. 

 
g. The Whistle Committee shall conduct such investigations in a timely manner and shall 

submit a written report containing the findings and recommendations to the Whistle 
Officer as soon as practically possible and in any case, not later than ninety (90) days 
from the date of receipt of the Protected Disclosure. The Whistle Officer may allow 
additional time for submission of the report based on the circumstances of the case. 

 
h. Whilst it may be difficult for the Whistle Officer to keep the Whistle-blower regularly 

updated on the progress of the investigations, he/she will keep the Whistle- Blower 
informed of the result of the investigations and its recommendations subject to any 
obligations of confidentiality. 

 
i. The Whistle Officer will ensure action on the recommendations of the Whistle 

Committee/ Officer and keep the Whistle-blower informed of the same. Though no 
timeframe is being specified for such action, the Company will endeavour to act as 
quickly as possible in cases of proved malpractice. 



 

                                                           Annexure C 
 

                                            FAQ ABOUT THE POLICY 

 
 

1. Who is a Whistle-Blower? 

A Whistle-Blower is any person who raises an alarm to expose misconduct or call 
attention to a wrong practice occurring in the organization. 
 

2. Why has this Policy been introduced? 

To ensure that we maintain our standards of ethical, moral and legal conduct of business 
and high level of transparency and accountability in all that we do. 

 

3. What kind of concerns should I report as a Whistle-Blower Committee? 

We aim to cover serious concerns (actual or suspected) that can impact the operations 
and performance of the business adversely. It is not intended for petty and malicious 
allegations. 
 

4. Why should I report? 

Your reporting to the management helps to alert them in advance and can also help to 
prevent an organizational lapse. In addition to this, through reporting. we also uphold the 
WE Values of the Company. 
 

5. What safeguards do I have, if I report? 

The statutory board through Managing Director in adopting the Policy stands guarantees 
that there will be no victimization of the Whistle-Blower. Safeguarding the Whistle-
blower against harassment is a key feature of the Policy. In view of the org, those who 
raise concern display dedication, integrity and commitment toward the organization. 

 

6. Whom should I report to? 

All Whistle Blower can be reported to the ‘Whistle Officer’. He/She will be the person 
who receives all complaints under this Policy and ensures appropriate action 

 

7. Who is the Whistle Officer? 
 
 

The   Whistle   Officer i s    selected b y  t h e    Board o n    the   basis o f  t h e    integrity 
independence and fairness of the individual. Any change in the Whistle Officer will be 
communicated to all Employees. 
Whistle Officer can be reached at WBkancor@mane.com 
 

8. Do I have to submit my complaints in writing? 
        
       Yes, this will be necessary. 

 

9. Can I make an anonymous complaint? 

 

No, complaints cannot be anonymous. This is to help in follow-up and get factual data, as 
and when required. 

 

 

 

 

 

 



 

10.  It’s only a suspicion, I don’t have evidence. Can I complain? 
        
       Yes, you can. However, you should be able to clearly explain your concerns. 

  
11.  Will my identity as a complainant be kept confidential? 

          

         Every effort will be made to protect the identity of the Whistle-blower. And as mentioned 
earlier, the complainant is fully safeguarded against any harassment or victimization 

 

12.  What if I am wrong? 

 

It is possible that a suspicion is proved wrong. The investigation towards this would 
establish the final result. However, a negative result will not in any way compromise the 
complainant when the complaint has been made in good faith. Complaints made 
maliciously and for personal gain will not be entertained. 

 
 

13.  I have existing channels for communicating in my own company, why should go    

to a Whistle Officer? 
 

There are certain communication channels within the Company. It is not necessary that 
serious concerns be raised only to Whistle Officer. This Policy provides an additional 
communication channel to supplement the existing channels. The Whistle Officer 
remains as a neutral person to this. Concerns can also be referred to him in case no action 
has been taken after raising the concern within the Company. 

 

14.  It’s not my problem, why should I bother? 

 

As a responsible and committed Employee of the Company, it is our duty to report any 
such instances. Our role can prevent lapses that have a far-reaching implication for the 
whole Company. 

 
15.  What if the person I am complaining about is my own boss? 

 

That is why a neutral Whistle Officer is being selected. 
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Annexure D 
 

PROCESS FLOW 
 

 
 
 
 
 

Whistleblower raises a 
concern/disclosure to the 

Whistle Officer/ CM 

 
To CM 

 
 

W histle Officer                             To Whistle 

acknowledges receipt of             Officer 
the Disclosure within 7 

C                         days of receipt
 

O 

M                                                      WHISTLE OFFICER 

M                                                   examines the allegations
 

U 

N 
I 

C 

If required, the 
disclosure may be sent 

to the CHAIRMAN, 
and in exceptional 
circumstances to 

Chairperson of the 
Audit Committee 

 

 
If allegations do not 
constitute a 
Malpractice, the 
concern will be 
dismissed and 

communication will 
be sent to the 
Whistleblower 

 
 
 
 
 
 
Whistleblower may 
appeal to the CM, if 
not satisfied with the 
outcome of 
the investigation. 

 
CM Ddirectly) 

If allegations constitute a 
Malpractice then Whistle Officer 

T                                            appoints a WHISTLE COMMITTEE 

I                                                       for further investigation
 

O 
N 

 
O                                     Whistle Committee conducts a detailed 

 
 

 
Process 

ends 

investigation with the Subject and other 
individuals 

 
R 
E 

S 
Whistle Committee submits its 

U                                               Report to the Whistle Officer, 

L                                          preferably within 90 days of receipt of 

T                                                        
concern/disclosure

 

 
 

 
Whistle Officer takes 

decision on Action to be 
taken 

 
 
 
 

No                                                      
Yes 

Concern 

Subject is exonerated                                        proved? 

 
Disciplinary Action is taken 
against the Subject including 

preventive measures 


