Equal Employment Opportunity Policy

In the United States, equal employment opportunity is legally required.  A policy, such as this sample, is an important part of the company's legal obligation not to discriminate in employment and to discourage discriminatory behavior among employees.  The second paragraph under the policy section only applies to companies covered under Affirmative Action regulations (see Creating an Affirmative Action Plan).

Purpose of Policy 

This document defines the Company policy with respect to equal employment opportunity for all employees of the Company and its guests, customers, visitors, employment applicants, and vendors. 

Policy

The Company will not discriminate in any employment activity, based on gender, age, national origin, ancestry, color, race, religion, marital status, sexual orientation, mental disability, presence of a disability (including persons with the HIV virus or AIDS), status as veterans, and other protected classes as identified by state or federal statutes, except in those cases involving a "bona fide occupational qualification." Employment activities include hiring, termination, compensation, promotion, transfer, training, demotion and any other work-related activity. This policy applies to applicants for employment and employees. 

The Company is also committed to its affirmative action obligations including the creation of effective equal employment opportunities for employees and applicants for employment who are minorities, women, veterans, or employees with the presence of a disability. Such affirmative action may include recruitment, training, education, and other programs designed to improve the utilization of minority, women, veterans, and employees with the presence of a disability in specific skills, functions, and organizations.

Process

Employees who feel that they have been subject to discrimination, as indicated above, are strongly encouraged to immediately report the situation to either their manager or Human Resources.  Human Resources will promptly investigate discrimination claims and take appropriate action.

Every effort will be made to protect the confidentiality of discrimination complainants.  Immediate and appropriate corrective action will be taken if it is determined that discrimination has occurred.

Responsibility

· Organizational directors and vice presidents have primary responsibility to ensure compliance with the provisions of this policy within their respective organizations. 

· The head of Human Resources is responsible for maintaining and interpreting this policy.

