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EQUAL OPPORTUNITY POLICY

Policy brief & purpose

We at DLL Global Business Services Private Limited (“DLL”) are an equal
opportunity employer and are committed to a policy of treating all its employees and
job applicants equally. Our Equal Opportunity Policy expresses the Company’s
commitment to promote equality and conduct its business according to principles of
social justice, respect and freedom of expression. It is the policy of the Company to take
all reasonable steps to employ and promote employees on the basis of their abilities and
qualifications. The Company will appoint, train, develop and promote on the basis of
merit and ability alone.

Scope

This Equal Opportunity Policy applies to all prospective or current employees of the
Company, as well as contractors and visitors, who are vulnerable to discriminatory
treatment due to certain individual characteristics.

Equal Opportunity Policy

The selection of new staff will be based on the job requirements and the individual's
suitability and ability to do, or to train for the job in question. Person specifications and
job descriptions will be limited to those requirements that are necessary for the effective
performance of the job. Candidates for employment, promotion or transfer will be
assessed objectively against the requirements for the job.

The Company will strictly refrain from demonstrating bias or prejudice towards
individual differences which will be valued and protected. People will be given the
chance to work in a discrimination-free environment which will help everyone feel that
their worth and rights are respected. The Company will define the manner of selection
of the Persons with Disabilities (“PwDs”) in the establishment.

Communication of Policy
The Company will publish this Equal Opportunity Policy for PwDs.

The Equal Opportunity Policy is available on the website of the Company as well as
displayed on the notice board of the registered office of the Company.

Registered Office

DLL Global Business Services Private Limited (Formerly known Telephone +91 22 4619 8936 DLL (De Lage Landen) has offices in more than 25 countries throughout

» ‘ . Europe, North America, South America, Australia and Asia. The company is
as De Lage Landen Financial Services India Pvt. Ltd.) www.dligroup.com part of the Rabobank Group.

CIN: U82990MH2011FTC221903

B2-708, 7" Floor, ‘B' Wing,

Boomerang Co-Operative Premises Society Limited,

Saki Naka, Chandivali Farm Road, Near Chandivali Studio,

Andheri (East), Mumbai — 400072, India




Terms of employment, benefits, facilities and services

All terms of employment, benefits, facilities and services will be reviewed from time
to time in order to ensure that there is no unlawful direct or indirect discrimination
because of one or more of the protected characteristics.

The Company will provide the facility and amenity to the Persons with Disabilities so
that they can effectively discharge their duties and responsibilities in the establishment.

Facilities and amenities available to Persons with Disabilities

(a) Accessible infrastructure at DLL includes accessible common areas, drinking water
machine, tea/coffee vending machine, comfortable workstations, space for moving
wheelchairs etc. Other supporting assistive devices may be provided as per the need.
Endeavor shall be made to provide reasonable accommodation (which means necessary
and appropriate modification and adjustments, without imposing a disproportionate or
undue burden in a particular case on the Company) to ensure to PwDs the enjoyment
or exercise of rights equally with others in DLL).

b) Information essential to the job and workplace, such as job instructions, employee
handbook, intranet, grievance procedures are communicated to PwDs in a way which
ensures that they are fully informed.

c) PwDs are assisted to identify their prospective next assignment/available opportunity.

d) Condition of the applicant’s and employee's disability is considered in determining
the location of work.

e) Work from home facility can be made available to PwDs, depending on the nature
of the work.

Identification of posts suitable for PwDs

Most of the employees of DLL work full time from home. DLL will provide
opportunities to PwDs if the person is suitable for the job requirement. All work from
home jobs are open to PwDs.

Reasonable accommodations in the selection/promotion of PwDs for various posts

DLL has made available accessible infrastructure i.e. accessible common areas,
drinking water machine, tea/coffee vending machine, comfortable workstations, space
for moving wheelchairs to job applicant PwDs during interviews. Any enquiry about
disability will be conducted with sensitivity, without violating an individual’s privacy
and for solely achieving the legitimate aim of securing reasonable accommodation for
the said individual either for appointment or for promotion. Information about a
person’s disability will not be prejudicial to the PwDs” application in any manner. DLL
will ensure that the disability of a PwD will not be hindrance to his/her career
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progression and his/her performance evaluation will solely be based on his work
performance.

Employment related training facilities

Induction as well as job specific training will be provided to PwDs as well as other
employees. If any specific training is required by PwDs, the Company shall put
reasonable efforts to provide the same to PwDs.

Transfer of PwDs

DLL has only one office i.e. in Mumbai. Most of its employees work from their
respective homes across India. Therefore, the requirement of transfer i.e. physical
relocation does not arise.

Special leave

Reasonable special leaves may be provided on a case to case basis to PwDs, depending
on the need. ) '

Residential Accommodation

The Company does not provide any residential accommodation to its employees. Most
of its employees work from home across India. The Company has identified work from
home jobs suitable to PwDs subject to matching qualification and experience with the
job profile. The employees of the Company work in different shift hours and depending
on the circumstances, PwDs may be allowed to work in shift hours suited to them.

Sensitization

DLL has adopted Harassment & Discrimination policy which discourages any kind of
discrimination based on age, race, ethnicity, religion, caste, sex, language, place of birth
or other differentiating characteristics. Periodic training is provided to employees about
the policy. A minimum of one such training in a year is provided by DLL.

Diversity & Inclusion

DLL’s Code of Conduct promotes diversity & inclusion in the work environment. It
strives to develop an environment that allows each person to do their best and be their
best self. A minimum of one training in a year is provided by DLL.

The Company shall be providing facilities and actions intend towards equal
opportunity are as the following:

» Use of inclusive, diversity-sensitive language in all official documents, signs

etc.
» Modification of structures and facilities to accommodate PwDs.
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Leave and flexible work arrangement policies to provide for parental, medical

or other needs.

» Hiring, training and evaluating processes that do not focus on characteristics
irrelevant to employment, job specifications, qualifications, productivity etc.

» Preference in posting to provide for PwDs in the establishment.

» Inclusion of religious or national holidays of all people that are part of the
workforce in the Company’s official schedule and arrange their leaves upon
request.

» Provision for assistive device, barrier free accessibility and other provision
PwDs.

» Educational sessions and groups on diversity for employees

» Open door practices to make the reporting of unlawful discriminatory conduct
easier

» Active encouragement of employees to propose improvements

» Explicit prohibition of discrimination and clearly defined consequences
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Equal pay and equality of terms

The Company is committed to equal pay and equality of terms in employment. It
believes all employees should receive equal pay where they are carrying out like work,
work rated as equivalent or work of equal value. In order to achieve this, the Company
will endeavor to maintain a pay system that is transparent, free from bias and based on

objective criteria.
Grievance Procedure

All supervisors and managers are responsible for ensuring that policies of equal
opportunity are applied at all times and that all procedures and practices are free of
discrimination. All staff are obliged to follow legal guidelines and equal opportunity
employer principles. In cases when these rules are violated, employees can address the
offender directly. If the issue is not resolved they can report to the Human Resources
department or their immediate supervisor. The report will be investigated as soon as
possible and all parties will be listened to. The employee that suffered the offence will
be protected against harassment and retaliation as provided by law.

Liaison Officer

Company has appointed Head HR Mr. Dhananjay Barve as Liaison Officer who shall
oversee the recruitment of disabled persons and make necessary provisions and ensure
facilities for such employees in the establishment. He can be reached at 022 4619 8936
and his / her email id is Dhananjay.barve@dllgroup.com.
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Maintenance of Records

Company maintains below records reflecting details of the disabled persons
employed.

a) No. of PwDs employed and the date from which employed
b) Name, gender and address of the PwDs

c¢) Nature of disability of such persons

d) Nature of work rendered by such disabled person

e) Kind of facilities provided to PwDs

Monitoring Equal Opportunity

The Company will regularly monitor the effects of selection decisions and personnel
practices and procedures in order to assess whether equal opportunity is being achieved.
If changes are required, the Company will implement them.
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