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    Purpose:

    -----------
The purpose of this Policy is to reaffirm the Company’s commitment to providing equal employment opportunities and treating all employees and applicants in a fair, consistent, and unbiased manner.
    Statement of Policy:

    -------------------------

The Company is committed to the practice of providing equal employment opportunities without regard to race, color, age, sex, religion, national origin, disability, veteran’s status, or any other class protected by applicable law.  This Policy applies to all employees, applicants, and all other Company business partners such as vendors, service providers, and customers.  All employment decisions will be based on individual ability and job performance.  The Company is committed to maintaining a working environment free from discrimination and intimidation and prohibits retaliation against any individual who reports discrimination or harassment or participates in an investigation of such reports.
    Procedure:

    --------------
    Equal Employment Opportunity

1. For the purpose of this Policy, the term “employment decisions” includes, but is not limited to, compensation, benefits, leaves of absence, terms and conditions of employment, including Company sponsored activities, opportunities for promotion, training and development, transfers, disciplinary action, and separation from employment.

2. The Company will make every reasonable effort to provide opportunities for individuals designated as disabled. An employee with a disability who requires accommodation should speak with the Human Resources Department. Generally, “disability” refers to a physical or mental impairment that substantially limits one or more of the major life activities of an individual. The employee has the responsibility to provide adequate information to the Company as part of the accommodation process. Such reasonable accommodation may take the form of making existing facilities readily accessible to or usable by individuals with a disability, restructuring jobs, modifying schedules, acquiring or modifying equipment, adjusting training materials, or adjusting employment policies, unless such accommodations create an impediment for the Company operations, or require considerable cost for modification.
3. A statement of the Company’s commitment to equal employment opportunity will be incorporated into all applicable employment related forms, advertisements, and printed communications, and posted appropriately at the Company’s facilities.

4. The Company’s commitment to equal employment opportunity will be incorporated into all new hire orientation and training programs.
5. Physical and mental job qualifications are consistent with business necessity and safe performance of the job(s), and are most related to the specific job(s) for which a candidate is being considered. 
      Complaint Procedures

Any violations of this Policy will not be tolerated. All reports of discriminatory, harassing, or retaliatory treatment will be investigated. Anyone found in violation of this Policy will be subject to disciplinary action up to and including termination of employment.

1. Discriminatory, harassing, or retaliatory behavior and/or treatment should be immediately reported to Human Resources or any supervisor. Any reported allegations of discrimination, harassment, or retaliation will be investigated promptly, thoroughly, and impartially.  Confidentiality will be maintained to the extent consistent with a thorough investigation and appropriate corrective action.

2. Once the investigation is concluded, the Human Resources Department should decide on an appropriate course of action. This may include disciplinary action up to and including termination of employment.

3. Employees should be advised that they will not be retaliated against for filing a complaint or assisting in a complaint investigation.

4. If, after investigating any complaint of discriminatory, harassing, or retaliatory behavior and/or treatment, the Company determines that the complaint is frivolous, was not made in good faith, or that an employee has provided false information regarding the complaint, disciplinary action may be taken against the individual who filed the complaint or who gave the false information.
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