Workplace Harassment
Company Policy

1. Introduction

[Company Name] is committed to providing a safe, respectful, and harassment-
free work environment for all employees, contractors, clients, and visitors. This
comprehensive policy outlines our stance on workplace harassment, defines
prohibited behaviors, and establishes procedures for reporting and addressing
harassment incidents.

11 Purpose

The purpose of this policy is to:

Clearly define workplace harassment and its various forms

Establish a zero-tolerance approach to harassment

Outline the rights and responsibilities of all individuals in our workplace
Provide a framework for reporting and addressing harassment complaints

Ensure compliance with local, state, and federal anti-discrimination and
anti-harassment laws

1.2 Scope

This policy applies to:

All employees, regardless of position or employment status (full-time, part-
time, temporary, or contract)

Board members and executives
Clients, customers, and visitors

Vendors, suppliers, and business partners
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e Any individual engaged in company-related activities, both on and off
company premises

2. Definition of Workplace Harassment

Workplace harassment is defined as any unwelcome conduct based on race,
color, religion, sex (including pregnancy, sexual orientation, or gender identity),
national origin, age (40 or older), disability, or genetic information that creates a
hostile, intimidating, or offensive work environment or interferes with an
individual's work performance.

2.1 Types of Harassment

Harassment can take various forms, including but not limited to:

2.1.1 Verbal Harassment

o Offensive jokes, slurs, epithets, or name-calling

» Unwelcome comments about appearance, clothing, or body parts
» Ridicule or mockery

¢ |nsults or put-downs

e Persistent unwanted sexual advances or invitations

2.1.2 Physical Harassment
e Unwelcome touching, hugging, or kissing
o Physical assault or threats
e Blocking or impeding normal movement

o Inappropriate closeness or invasion of personal space

2.1.3 Visual Harassment
» Display of offensive posters, symbols, cartoons, drawings, or emails
e Leering or staring

o Obscene gestures
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e Sharing or displaying pornographic content

2.1.4 Cyberbullying and Online Harassment

» Sending threatening or intimidating messages via email, social media, or other
digital platforms

o Posting embarrassing or personal information about colleagues online
e Creating fake profiles or websites to mock or ridicule others

e Excluding individuals from online work groups or communications

2.2 Sexual Harassment

Sexual harassment is a specific form of harassment that warrants particular
attention. It includes unwelcome sexual advances, requests for sexual favors, and
other verbal or physical conduct of a sexual nature when:

o Submission to such conduct is made either explicitly or implicitly a term or
condition of an individual's employment

e Submission to or rejection of such conduct is used as the basis for
employment decisions affecting the individual

e Such conduct has the purpose or effect of unreasonably interfering with an
individual's work performance or creating an intimidating, hostile, or offensive
working environment

3. Zero-Tolerance Policy

[Company Name] maintains a strict zero-tolerance policy towards all forms of
harassment. Any employee found to have engaged in harassing behavior will be
subject to disciplinary action, up to and including termination of employment.

4. Rights and Responsibilities

4.1 Employee Rights

All employees have the right to:
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Work in an environment free from harassment and discrimination
Report harassment without fear of retaliation

Have their complaints taken seriously and investigated promptly

Be treated with dignity and respect throughout the complaint process

Receive support and resources to address the effects of harassment

4.2 Employee Responsibilities

All employees are responsible for:

Treating colleagues, clients, and visitors with respect and dignity
Refraining from engaging in any form of harassment

Reporting witnessed incidents of harassment

Cooperating fully in any investigation of harassment complaints

Maintaining confidentiality during investigations

4.3 Management Responsibilities

Managers and supervisors have additional responsibilities:

Leading by example and fostering a respectful work environment
Being vigilant for signs of harassment in the workplace

Addressing and reporting any observed or reported incidents of harassment
promptly

Ensuring employees are aware of this policy and their rights and
responsibilities

Supporting employees who come forward with complaints

Participating in regular training on harassment prevention

5. Reporting Procedures
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5.1 How to Report Harassment

Employees who believe they have experienced or witnessed harassment should
report the incident(s) immediately. Multiple reporting channels are available:

o Direct supervisor or manager

¢ Human Resources department

e Dedicated harassment reporting hotline: [Phone Number]
e Online reporting form: [Website Link]

« Designated Harassment Prevention Officer: [Name and Contact Information]

5.2 Information to Include in a Report
When reporting harassment, please provide as much detail as possible, including:

e Name(s) of the individual(s) involved

Date(s), time(s), and location(s) of the incident(s)

Description of the behavior or conduct

Any supporting documents, emails, or other evidence

Names of any witnesses

5.3 Ahonymous Reporting

While we encourage employees to come forward with their concerns, we
understand that some may prefer to remain anonymous. Anonymous reports can
be submitted through our online reporting form or the harassment reporting
hotline. However, please note that anonymous reports may limit our ability to
conduct a thorough investigation.

6. Investigation Process

6.1 Initial Response

Upon receiving a harassment complaint, the company will:
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Acknowledge receipt of the complaint within 24 hours

Assess the need for any immediate protective measures

Assign an impartial investigator

Inform all parties involved about the investigation process

6.2 Investigation Steps
The investigation will typically include:
e Interviewing the complainant, alleged harasser, and any withesses
» Collecting and reviewing any relevant documents or evidence
» Maintaining detailed records of all interviews and findings
e Ensuring confidentiality to the extent possible

e Providing regular updates to all parties involved

6.3 Timeframe

We aim to complete investigations within 30 days of receiving a complaint.
However, complex cases may require additional time. All parties will be kept
informed of the investigation's progress and any delays.

6.4 Outcome and Action
Upon conclusion of the investigation:
e Findings will be documented in a written report
o All parties will be informed of the investigation's outcome
o If harassment is substantiated, appropriate disciplinary action will be taken

o Measures will be implemented to prevent future occurrences

7. Confidentiality and Non-Retaliation

7.1 Confidentiality
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All harassment complaints and investigations will be handled with the utmost
confidentiality. Information will only be shared on a need-to-know basis.
Employees involved in investigations are required to maintain confidentiality and
may face disciplinary action for breaching this requirement.

7.2 Non-Retaliation Policy

[Company Name] strictly prohibits retaliation against any individual who:
e Reports harassment in good faith
o Participates in an investigation
e Opposes discriminatory practices

Retaliation can include, but is not limited to, demotion, transfer, salary reduction,
or negative performance evaluations. Any employee found to have engaged in
retaliatory behavior will face disciplinary action, up to and including termination.

8. Training and Prevention

8.1 Mandatory Training

All employees are required to complete annual harassment prevention training.
This training will cover:

» lIdentifying different forms of harassment
e Understanding the impact of harassment on individuals and the workplace
* Reviewing company policies and reporting procedures

o Developing skills to intervene and prevent harassment

8.2 Additional Management Training
Managers and supervisors will receive additional training on:
* Recognizing and addressing harassment in their teams

e Handling harassment complaints effectively

e Creating and maintaining a respectful work environment
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8.3 Ongoing Prevention Efforts

The company will implement various ongoing prevention efforts, including:
» Regular communication about the importance of a harassment-free workplace
» Displaying posters and information about harassment prevention
o Conducting anonymous employee surveys to assess the work environment

e Reviewing and updating this policy annually

9. Support and Resources

9.1 Employee Assistance Program (EAP)

Employees affected by harassment can access confidential counseling and
support services through our Employee Assistance Program:

e EAP Provider: [Provider Name]
e Phone: [EAP Phone Number]
o Website: [EAP Website]

9.2 Additional Resources
For further information and support, employees can refer to:

e U.S. Equal Employment Opportunity Commission (EEOC):
https://www.eeoc.gov/

» National Sexual Violence Resource Center: https://www.nsvrc.org/

» Workplace Fairness: https://www.workplacefairness.org/

10. Policy Review and Updates

This Workplace Harassment Policy will be reviewed annually and updated as
necessary to ensure its effectiveness and compliance with current laws and best
practices. Employees will be notified of any changes to the policy and may be
required to acknowledge receipt and understanding of updates.
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11. Conclusion

[Company Name] is committed to maintaining a workplace free from harassment
and discrimination. We expect all employees to contribute to this goal by
understanding and adhering to this policy. By working together, we can create a
respectful, inclusive, and productive work environment for everyone.

For any questions or concerns regarding this policy, please contact:
[Human Resources Contact Name]

[Title]

Email: [HR Email]

Phone: [HR Phone Number]

Policy Effective Date: [Date]

Last Reviewed: [Date]
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