[Company Logo]   [Company Name]
POSH AWARENESS TRAINING – ATTENDANCE SHEET
	Company:
	[Company Name]

	Session Date:
	[DD/MM/YYYY]

	Time:
	[Time] to [Time]

	Mode:
	[Classroom / Online – Platform Name]

	Venue:
	[Work Location]

	Trainer:
	[Trainer Name], [Organisation]

	Audience:
	[All employees / New joiners / Managers / IC members / Contract staff]



Topics Covered
  What constitutes sexual harassment, with workplace examples
  Extended meaning of workplace (travel, offsites, online)
  Role and members of the Internal Committee
  How to file a complaint and what happens next
  Confidentiality and protection from retaliation
  Responsibilities of managers and bystanders
  Company POSH policy and consequences of misconduct
Participant Sign-in
	S. No.
	Employee Name
	Employee ID
	Department
	Employee / Contract
	Signature

	1
	[Employee Name]
	[Employee ID]
	[Department]
	[Employee / Contract]
	 

	2
	[Employee Name]
	[Employee ID]
	[Department]
	[Employee / Contract]
	 

	3
	[Employee Name]
	[Employee ID]
	[Department]
	[Employee / Contract]
	 

	4
	[Employee Name]
	[Employee ID]
	[Department]
	[Employee / Contract]
	 

	5
	[Employee Name]
	[Employee ID]
	[Department]
	[Employee / Contract]
	 



Session Summary
	Total invited
	 

	Total attended (Men / Women / Others)
	 

	Actual duration (minutes)
	 

	Language of delivery
	 

	Material shared (handout / policy link)
	 




	______________________________
Trainer
[Trainer Name]
Signature: ____________
	______________________________
Verified by
[HR Name]
HR Department
Date: [Date]
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