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POLICY
It is the policy of the Company Name that all employees have the right to associate in an environment free of all types of harassment.  Company  Name has zero tolerance for harassment of any kind based on sex/gender, race, age, religion, ethnicity, disability, creed, color, national origin, marital status, nationality, sexual orientation or any other classification protected by applicable law and any other form of forbidden harassment of or by an employee.  This also applies to harassment that occurs outside of the workplace as well.  This policy prohibits harassment by employees against any person as well as harassment toward anyone connected with Company name including, but not limited to: vendors, suppliers, contractors, visitors, etc.

Both state and federal law provide for the protection of classes of persons based on their race, color, gender, creed, national origin, ethnicity, ancestry, religious beliefs, age, marital status, sexual orientation, physical or mental disability.
All reported or reasonably suspected occurrences of harassment will be investigated as promptly and thoroughly as possible and necessary.  Confidentiality will be maintained throughout the process to the extent practicable and appropriate under the circumstances.  When harassment is found to have occurred, Company Name will take appropriate disciplinary and/or corrective action up to and included terminating employment.
I. GENERAL

A. Conduct that may violate this policy or is otherwise unacceptable includes, but is not limited to, the following examples:
1. All unwelcome and offensive jokes, stories, comments or verbal abuse of a sexual, age-based, religious, racial or ethnic nature or related to or motivated by gender, race, religion, disability or other protected category.  (NOTE:  Be sensitive that even private conversations, though not offensive to the parties involved, may be offensive to others if overheard and Company Name be held accountable if it fails to take appropriate safeguards)
2. Use of any degrading or derogatory words or language to describe or refer to any person, or any harsh or unfair conduct motivated by a person’s gender, race, religion, ethnicity, disability or other protected category.
3. Offering, promising or granting preferential treatment of an employee because of the individual’s age, religion, race, ethnicity, gender, sexual orientation or disability, or as a result of or in anticipation of that individual’s engaging in or agreeing to engage in sexual or romantic conduct, even if the conduct is consensual.
4. Use of e-mail, voicemail or electronic social media for any purpose that reasonably is or should be known to be offensive and/or promotes or advocates sexism, racism, or other forms of bigotry because of its sexual, religious, racial, or ethnic content or its relationship to gender or disability or based on any other protected category.
5. Unwelcome flirtation, sexual advances, propositions or pressures for sexual favors and unwelcome inquiries into someone’s sexual experience or activity, including without limitation, sexually foul language, leering and whistling, or other unwelcome suggestive conduct.
6. Unwelcome and unnecessary physical conduct.

B. If you suspect that you have been the victim of unlawful harassment or know of or suspect the occurrence of harassment, you should promptly and confidentially inform the _________________.   
C. If the harassment involves _____________ and you are uncomfortable discussing it within him/her, you can report issue to _________________.
D. _________________ is responsible for preventing acts of harassment.  This responsibility includes:
1. Monitoring workplace activities continually for signs that harassment may be occurring;

2. Ensuring that employees are familiar with the provisions of this policy;

3. Counseling employees on the types of behavior prohibited, and Company Name’s procedures for reporting and resolving complaints of harassment;

4. Stopping any observed acts that may be considered harassment, and taking appropriate steps to intervene; and

5. Taking immediate action to prevent retaliation towards the complaining party and to eliminate the hostile environment where there has been a complaint of harassment, pending investigation.  If a situation requires separation of the parties, care should be taken to avoid actions that appear to tacitly condone the proscribed conduct and/or to punish the complainant. 

E. Not every instance of actual or perceived incivility or unprofessional behavior is a violation of this policy.
F. All reported occurrences of harassment are investigated as promptly and thoroughly as is possible and required under the circumstances.  All investigations are conducted to protect, as much as possible, the privacy of all persons involved.  The investigation findings are communicated to the necessary parties.  If a violation of this policy is determined, appropriate disciplinary and/or corrective action will be taken.
G. No one who reports or complains about suspected harassment or unacceptable conduct or who assists Company Name in its investigation will be subject to retaliation.  Anyone who feels that he/she has been the victim of, or threatened with, retaliation should immediately inform ​​​​​​​​​​​__________ for prompt investigation and action.
H. If an investigation of possible harassment finds no unlawful harassment, but instead reveals that someone has abused this policy by lodging a knowingly false or frivolous complaint, by fabricating facts, by failing to tell the truth or by knowingly omitting important facts, Company Name will take appropriate disciplinary action and/or other correction action up to and including termination of employment.
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