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    Purpose:

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

To provide a work environment free from unlawful harassment.
    Statement of Policy:

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

It is the policy of the Company to prohibit sexual harassment and harassment based on race, color, age, sex, religion, national origin, disability, veteran’s status, or any other class protected by applicable law. This Policy applies to all persons involved in the operation of the Company and prohibits unlawful harassment by any employee of the Company, including supervisors and co‑workers, as well as by any person doing business with or for the Company.
Harassing conduct that affects tangible job benefits, that interferes unreasonably with an individual’s work performance, or that creates an intimidating, hostile, or offensive working environment will not be tolerated.
All employees are responsible for helping to assure that harassment is avoided. Retaliation against anyone who has reported a good faith charge of harassment is forbidden.

A confidential and thorough investigation of all complaints of sexual harassment and appropriate action must be taken immediately.  Confidentiality must be maintained to the extent possible during the investigation.  Any employee who engages in any form of sexual harassment will be subject to disciplinary action up to and including termination.
Definition of Sexual Harassment:

Unwelcome sexual advances, requests for sexual favors, and other physical, verbal, or visual conduct based on sex constitute sexual harassment when;

1. Submission to such conduct is made either explicitly or inexplicitly a term or condition of employment; 

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

3. The conduct has the purpose or effect of unreasonably interfering with an individual’s work performance; or 

4. Such conduct creates an intimidating, hostile, or offensive working environment. 

Sexual harassment may include explicit sexual propositions, sexual innuendo, suggestive comments, sexually-oriented jokes, practical jokes of a sexual nature, “kidding” or “teasing” of a sexual nature, foul or obscene language or gestures, displays of foul or obscene printed or visual material, and unwelcome physical contact, such as patting, pinching, touching, kissing or brushing against another’s body.

Examples of Other Unlawful Harassment:

· Threatening, intimidation, or otherwise interfering with employees;
· Racial epithets, derogatory remarks relating to one of the categories protected by federal, state, or local law (e.g., race, color, age, sex, religion, national origin, disability, veteran’s status), and unwanted sexual advances, invitations or comments;
· Displaying derogatory or lewd posters, photographs, cartoons or drawings, or making sexual gestures;
· Unwanted touching, blocking normal movement, or interfering with work because of the employee’s sex or status in one of the protected categories;
· Threats or demands to submit to sexual requests in order for the employee to keep his/her job or avoid some other adverse employment action, or offers of job benefits in return for sexual favors;
· Any discriminatory conduct that is so severe or pervasive that it creates a work environment abusive to employees because of their race, color, age, sex, religion, national origin, disability, veteran’s status or other legally protected status;
· Retaliation for having reported or threatened to report harassment.
    Procedure:

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

1. Upon hire, employees should be given a copy of the Harassment in the Workplace Policy and sign such indicating that they have read and are aware of the Policy.  A copy of this should be placed in the employee’s personnel file.

2. At least once a year, all employees are to attend training wherein this Policy is reviewed.
3. Any supervisor having knowledge of or receiving a report of harassment will immediately notify the Human Resources Department.

4. Upon being notified, Human Resources will initiate a prompt and thorough investigation and, if warranted, take corrective and disciplinary action.

5. Complaints and the terms of their resolution should be kept confidential to the fullest extent practicable.

6. The person making the complaint and the Human Resources Department should be advised verbally of the outcome of the investigation.  This notification should be noted in the investigation files.

7. Complaint Procedure:
· When possible, the employee should confront the harasser and ask him/her to stop.

· An employee who believes he/she has been unlawfully harassed should report the incident immediately to his/her supervisor, another supervisor, or Human Resources  so that the complaint may be resolved quickly and fairly.

· The employee should provide a written complaint to his/her supervisor, another supervisor, or Human Resources as soon as possible after the incident.  The complaint should include the names of individuals involved, the names of any witnesses, the dates of harassment, and a detailed description of the harassment.

· Supervisors must refer all harassment complaints to Human Resources.  The Company will undertake an immediate, thorough and objective investigation of the harassment allegations.

· If the Company determines that unlawful harassment has occurred, it will take effective remedial action and inform the employee who made the complaint of the action taken.  Any employee engaging in unlawful harassment will be subject to appropriate disciplinary action up to and including termination.

· No retaliatory action will be taken against an employee who files a complaint of harassment in good faith.  Fabricating an allegation of harassment will result in disciplinary action up to and including termination.
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