Anti-Harassment Policy 





This sample policy encourages fair and respectful interactions among employees which allows employees to focus on fulfilling their job requirements.  An Anti-Harassment policy is also essential to reduce the company's liability in a harassment lawsuit.





Purpose 


This document defines the company policy with respect to anti-harassment for all employees of the company and its guests, customers, visitors, and vendors. 





Definitions


Harassment - Unwelcome verbal, visual, or physical conduct that creates an intimidating, offensive, or hostile working environment or that interferes with work performance. Such conduct constitutes harassment when:


Submission to the conduct (such as advances or requests) is made as either an explicit or an implicit condition of employment (such as threats or promises in exchange for certain responses by the victim); or 


Submission to or rejection of the conduct is used as the basis for an employment decision; or 


The harassment unreasonably interferes with an employee's work performance or creates an intimidating, hostile, or offensive work environment.





Harassment may occur in several different forms and includes, but is not limited to, slurs, jokes, statements, gestures, pictures, or cartoons regarding an employee's age, national origin, ancestry, color, marital status, medical condition, mental disability, physical disability (including persons infected with the HIV virus or persons with AIDS), race, religion, gender, sexual orientation, or veteran's status.





Sexual harassment - Unwelcome sexual advances, or visual, verbal, or physical conduct of a sexual nature. The definition includes many forms of offensive behavior and includes gender-based harassment of a person of the same sex as the harasser. The following is a partial list: 


Unwelcome sexual advances.


Offering employment benefits in exchange for sexual favors. 


Making or threatening reprisals after a negative response to sexual advance. 


Visual conduct: leering, making sexual gestures, displaying of sexually suggestive objects or pictures, cartoons or posters. 


Verbal conduct: making or using derogatory comments, epithets, slurs and jokes of a sexual nature. 


Verbal sexual advances or propositions. 


Verbal abuse of a sexual nature: graphic verbal commentaries about an individual's body, sexually degrading words used to describe an individual, suggestive or obscene letters, notes, or invitations.


Physical conduct: touching, assault, impeding or blocking movements.


 


Policy 


The company will provide a workplace free of sexual harassment, as well as unlawful harassment based on age, national origin, ancestry, color, race, religion, marital status, sexual orientation, mental disability, physical disability (including persons with the HIV virus or AIDS), status as a disabled or Vietnam Era veteran, and other protected classes as identified by state or federal statutes. 





The company will not tolerate harassment of employees by anyone, including managers, supervisors, co-workers, guests, customers, visitors, and vendors. To that end, the company seeks to prevent harassment by taking all claims of harassment very seriously, by promptly investigating such claims, and, when appropriate, in response to incidents of harassment, by taking disciplinary action up to and including termination of employment. 





The company will not tolerate any form of retaliation against an employee or non-employee for reporting harassment or participating in the investigation of a harassment complaint. Any employee or manager who retaliates against an employee who reports harassment or participates in an investigation will be disciplined, up to and including termination.





Process


Employees who feel that they have been harassed, as defined above, are strongly encouraged to immediately report the harassment to either their manager or the Human Resources Director.  The Human Resources Director (or delegate) will promptly investigate harassment claims and take appropriate action.





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





Responsibilities


Managers at all levels have primary responsibility for the use of and compliance with this policy within their respective organizations. Managers shall notify Human Resources of any reports of harassment activities to facilitate a prompt investigation. 





The head of Human Resources is generally responsible for implementing and interpreting this policy and ensuring that harassment reports are investigated and resolved in a prompt, thorough, impartial, and reasonable manner. 





Employees are responsible for complying with this policy, for reporting incidents of suspected harassment, and for cooperating fully with any resulting investigation. Employees will keep the complaint and investigation confidential. 


