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SAMPLE POLICY
PROHIBITING HARASSMENT

Policy Against Harassment
[EMPLOYER] is committed to maintaining a work environment that is free of bias, prejudice, and harassment.  [EMPLOYER] will not tolerate harassment by managers, supervisors, co-workers, contractors, or vendors.  [EMPLOYER] will not tolerate harassment in the office, at work assignments outside the office, at office-sponsored or work-related social functions, on social media, or in any context subject to [EMPLOYER’S] control.  It is the responsibility of everyone to conscientiously follow this policy.
General
[EMPLOYER] is committed to providing a workplace free from harassment on the basis of sex (including sexual harassment, gender harassment, and harassment due to pregnancy, childbirth, and related conditions), gender, sexual orientation, race, creed, color, national origin, ancestry, physical or mental disability, medical condition(s), genetic information of an individual or family member of the individual, religion, marital status, age, veteran status, family care status, the denial or taking of pregnancy or disability leave, requesting an accommodation, or any other characteristic protected by federal, state or local law, regulation, or ordinance.  All such harassment is unlawful.  [EMPLOYER] has a zero tolerance policy for harassment and is committed to a workplace free of any harassment.
Persons Covered by the Policy
[EMPLOYER] will not tolerate harassment of or by any employee, former or potential employee, including managers, supervisors, and co-workers.  Further, [EMPLOYER] will not tolerate harassment of or by any non-employee with whom [EMPLOYER] does business, provides or receives a service, or maintains a professional relationship.  [EMPLOYER] will not tolerate harassment of or by counsel, court personnel, the public or vendors.  [EMPLOYER] will make all reasonable efforts as required by law to protect its employees from workplace harassment by both employees and non-employees.
Prohibited Harassment
The law prohibits all harassment on the basis of the protected characteristics described above in the “General” section, including verbal, physical, and visual conduct that creates an intimidating, offensive, or hostile working environment or that interferes with work performance.
Harassment can come in many forms.  Harassment denigrates or shows hostility or aversion toward an individual because of any protected characteristic.  Harassment may include verbal statements, such as slurs, jokes, insults, epithets, gestures, or teasing.  Harassment may include visual or graphic images, such as offensive posters, symbols, cartoons, drawings, computer displays, e-mails, text messages, or digital and social media activity.  Harassment may include physical conduct, including touching, physical threats, and blocking someone’s path.
Prohibited Sexual Harassment
Sexual harassment is unwelcome or unwanted advances, requests for sexual favors or any other verbal (oral or written), visual, or physical conduct when any one of the following exists:
submission to such conduct is implicitly or explicitly a term and/or condition of employment;
submission and/or rejection of such conduct is used as the basis for employment decisions;
such conduct has the purpose and/or effect of unreasonably interfering with an individual’s work performance and/or creating an intimidating, hostile, or offensive working environment; or
the complained of conduct is unwelcome (i.e., not solicited or initiated by the complainant and regarded as undesirable or offensive); the harassment was because of the complainant’s sex, gender, sexual orientation, and/or gender identity, gender expression or gender nonconformity; and the harassment was sufficiently pervasive as to alter the terms and/or conditions of employment and create an abusive working environment.
Sexually harassing conduct in particular includes all of these prohibited actions as well as other unwelcome conduct such as: (1) requests for sexual favors; (2) sexual advances, invitations, or propositions; and (3) conversation or other communication containing sexual comments.  Sex-based harassment may also encompass same-sex harassment by both men and women; harassment of men by women; and harassment on the basis of sexual orientation, gender identity, and gender nonconformity.
Every employee is responsible for avoiding this conduct and behaving in a professional manner that promotes a work environment where all employees are treated with dignity and respect.
Examples of Sexual Harassment
Examples of sexual harassment may include, but are not limited to:
Verbal conduct such as epithets, derogatory jokes or comments, slurs or unwanted sexual advances, invitations, or comments;
Visual conduct such as derogatory and/or sexually oriented posters, photography, cartoons, drawings or gestures, and leering;
Physical conduct such as assault, unwanted touching, blocking normal movement, or interfering with work because of sex or gender;
Threats and demands to submit to sexual requests as a condition of continued employment, or to avoid some other loss, and offers of employment benefits in return for sexual favors;
Sexually explicit e-mails, voicemails, text messages, or postings to social media sites including blogs, forums, chat rooms, social networking sites, and other social media applications;
Conversation about one’s own or someone else’s sex life, sex, gender, sexual orientation, gender nonconformity, and/or gender identity;
Teasing or other conduct directed toward a person because of the person’s sex, gender, gender expression, sexual orientation, gender nonconformity, and/or gender identity;
Inappropriate conduct or comments consistently targeted at only one gender, even if the content is not sexual; and
Retaliation for having reported or threatened to report sexual harassment or against any individuals who offer information in the process.
This behavior is unacceptable in the workplace itself and in other work-related settings such as business-related social events.
Reporting Harassment
If you experience, observe, or become aware of any incident of harassment, even an incident you are not sure amounts to harassment, you should report it promptly to your supervisor or to the human resources office or to any other management employee.  You may report the incident to your supervisor in an effort to resolve the problem informally and discreetly.
Supervisors who are able to resolve complaints in this manner must make a confidential report to the human resources officer.  Supervisors who receive complaints or who observe harassing conduct should inform ______________ immediately.  You are not required to complain first to your supervisor if that supervisor is the individual who is doing the harassing, is condoning the harassing behavior, or is retaliating because of a claim of harassment, or if you are uncomfortable reporting it to your supervisor for any other reason.  Employees are encouraged, when possible, to tell the perceived harasser to stop the allegedly objectionable behavior.  However, this is not required.
When you report harassment, you should provide details of the incident, the name(s) of the individual(s) involved, and names of any witnesses.
All incidents believed to be harassment or a violation of this policy must be reported, even if the reporting employee was not the subject of the alleged harassment or violation.  We cannot remedy claimed violations unless you bring these claims to the attention of management.  Failure to report claims of violations prevents us from taking remedial steps.
Prompt reporting of any harassing conduct is strongly encouraged and enables [EMPLOYER] to respond in a timely fashion and take any appropriate action.  Any failure to report such conduct may inhibit our ability to respond effectively.  Prompt reporting also helps us maintain a harassment-free environment for all employees.  While employees are encouraged to promptly report all harassing conduct, [EMPLOYER] understands that sometimes the nature and circumstances of the harassment may cause delayed reporting.  Such a delay should not discourage employees from reporting the harassment as delayed reporting is better than no reporting.  You should also be aware that the Federal Equal Employment Opportunity Commission and the [APPLICABLE STATE AGENCY] investigate and prosecute complaints of prohibited harassment in employment.  If you think you have been harassed, or that you have been retaliated against for resisting, or complaining, you may file a complaint with the appropriate agency.  The [APPLICABLE STATE AGENCY] can be reached at [PHONE NUMBER]; the Equal Employment Opportunity Commission can be reached at (800) 669-4000.
Complaint Investigation Process
Every reported complaint of harassment, discrimination, or retaliation will be investigated by the appropriate manager or human resources personnel thoroughly, promptly, and as confidentially as is reasonable under the circumstances.  Known witnesses will be interviewed.  Confidential documentation of all harassment allegations and investigations will be retained by the human resources office.  All employees are expected to cooperate in such an investigation, and to be honest and forthcoming with pertinent information.  While the investigation will be as discreet as possible, absolute confidentiality and anonymity cannot be assured.  [EMPLOYER] is committed to investigating known harassment, whether or not a formal complaint is made.
Remedial Action
If [EMPLOYER] determines that a violation of this policy has occurred, appropriate corrective action will be taken in accordance with the circumstances involved.  Any employee determined by [EMPLOYER] to be responsible for a violation of this policy will be subject to appropriate disciplinary action, up to and including termination of employment.  Corrective action may include training, referral to counseling, or disciplinary action such as a warning, reprimand, withholding promotion or pay increase, reassignment, suspension, or termination.  Whatever action is taken against the harasser may be made known to the employee lodging the complaint.
Retaliation Is Not Tolerated
Retaliation itself is a serious violation of this policy and of the law, and should be reported immediately.  [EMPLOYER] will not retaliate against any employee, former or potential employee, for filing a harassment or discrimination complaint made in good faith, for truthfully reporting a situation that may constitute harassment, or for cooperating in an investigation of such a complaint or situation.  Nor will [EMPLOYER] permit retaliation by management, supervisors, employees or co-workers.  [EMPLOYER] will take prompt and effective remedial action against any person who engages in retaliatory conduct.  He or she will be subject to discipline up to and including termination of employment.  Employees should report anything considered to be retaliation in the same manner as reporting a harassment complaint.  Employees who make good faith reports of harassment are protected under this policy even if it turns out that the behavior at issue did not rise to the level of illegal sex harassment.
Important Notice: Employees who have experienced conduct they believe is contrary to this policy have an obligation to take advantage of the internal complaint procedure outlined in this policy.  An employee’s failure to fulfill this obligation could affect his/her rights in pursuing legal action.
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