HARASSMENT AND OTHER FORMS OF DISCRIMINATION
ARE PROHIBITED

Our Company has a zero tolerance policy for harassment or discrimination on the basis of sex or gender of any employee by a supervisor, employee, client/customer, visitor, or the representatives of other businesses with whom you interact as part of your job. This zero tolerance for harassing or discriminatory conduct also applies to harassment or discrimination on the basis of race, color, age, marital status, sexual preference, religion, disability, or any other characteristic protected by law.

The purpose of this policy is not to regulate personal morality within the Company. It is to ensure that all employees are free from harassment or discrimination on the basis of:

· Sex

· Gender

· Age

· Race

· Color

· Religion

· Disability

· Sexual orientation

· Any other basis protected by law

For example, while it is not easy to define precisely what types of conduct could constitute sexual harassment, examples of prohibited behavior include:

· Unwelcome sexual advances

· Requests for sexual favors

· Obscene gestures

· Displaying sexually graphic magazines, calendars, or posters

· Sending sexually explicit e-mail or voice mail, and other verbal or physical conduct of a sexual nature, such as uninvited touching of a sexual nature or sexually related comments

Depending upon the circumstances, the conduct can also include:

· Sexual joking

· Vulgar or offensive conversation or jokes

· Commenting about an employee’s physical appearance

· Conversation about your own or someone else’s sex life

· Teasing or other conduct directed toward a person because of his or her gender which is sufficiently severe or pervasive to create an unprofessional and hostile working environment

We want everyone to know that submission to unwelcome sexual conduct or any form of harassment is NOT a term or condition of employment with [COMPANY NAME]. Anyone who feels that he or she has been subjected to conduct which violates this policy should immediately report the matter to [NAME/TITLE] or [IDENTIFY ANOTHER INDIVIDUAL SO THAT EMPLOYEES MAY HAVE SOMEONE OF BOTH SEXES TO CONTACT], or any other management official of the Company with whom you feel comfortable. After business hours, you may call [TELEPHONE #]. 

If you are unsure who you should contact to raise an issue of harassment or discrimination, or if you have not received a satisfactory response within three (3) business days after reporting any incident of what you perceive to be harassment or discrimination (or sooner if you feel the problem requires immediate attention), please immediately contact our President, [NAME], who will ensure that an investigation is conducted immediately. All reports of harassment or discrimination will be handled as confidentially as possible. 

As an alternative to reporting instances of actual or perceived discrimination or harassment to these officials, a dispute resolution procedure has been established to help resolve complaints, differences of opinion, or dissatisfaction. The purpose of the dispute resolution procedure is to enable every employee to easily seek a solution to a problem or complaint, including a remedy for incidents of discrimination. The Company will arrange for someone to be available to help you understand and follow each step of the procedure. Since we are committed to listening to our staff, we encourage you to use this procedure. 

Every report of perceived harassment or discrimination will be fully investigated and corrective action will be taken where appropriate. Violation of this policy will result in disciplinary action, up to and including discharge for employees who violate this policy. In addition, the Company will not allow any form of retaliation against individuals who report harassing or discriminatory conduct to Company management or who cooperate in the investigation of such reports in accordance with this policy.

