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DISCRIMINATION, HARASSMENT AND RETALIATION FREE 
WORKPLACE POLICY 

Name: _____________________________________Employee Number:________________ 

Position:____________________________________Department:_____________________ 

Hire Date (Month/Day/Year): _______________________ Today’s Date (Month/Day/Year): ________ 

We are an Equal Employment Opportunity employer.  In order to provide equal opportunities to all individuals, employment 
decisions are based on merit, qualifications, skills and performance. 

Conduct prohibited by these policies is unacceptable in the workplace and in any work-related setting, such as during business 
trips, business meetings and business-related social events. 

We have a strict policy against discrimination, harassment and retaliation of any type and our goal is to provide a work 
environment free from discrimination, harassment, and retaliation as well as other disrespectful or other unprofessional conduct 
based on any protected class, or any combination of two or more protected classes: race (including natural hairstyles), color, 
religion (including religious dress and grooming practices), national origin, age (40 and over), medical condition, physical or 
mental disability, marital status, sex (including sexual harassment, sex stereotypes and pregnancy, childbirth and related medical 
conditions), sexual orientation, reproductive health decision making, ancestry, genetic information/ characteristics, gender, 
gender identity, gender expression, transgender, military and veteran status, off duty and off-site cannabis use, the known status 
of an employee’s or their family member’s status as a crime victim, or any other characteristic or activity protected by law.   

We also prohibit discrimination, harassment, retaliation, disrespectful or unprofessional conduct based on the perception that 
anyone has any or a combination of the above characteristics or is associated with a person who has or is perceived to have any 
or a combination of those characteristics.  

Any conduct inconsistent with this policy is prohibited and may be unlawful.  A violation of this policy does not imply that the 
conduct rose to a violation of the law.   

Harassment Prohibited 
Our policy prohibiting harassment applies to all persons involved in operations of the company.  It covers harassment of any 
employee, unpaid intern, volunteer, applicant, contractor, vendor, or any person who has a business, service, or a professional 
relationship with us. 

Harassment prohibited by this policy is not limited to sexual harassment but includes harassment against any of the 
categories described above. 

Prohibited harassment, disrespectful or unprofessional conduct includes many forms of offensive behavior. 

Harassment can be: 

• Verbal (derogatory jokes or comments, epithets, slurs, unwanted invitations, comments, messages, social media posts, 
any communication through any type of electronic media that is harassing or discriminatory)

• Visual (displays of derogatory or sexually oriented written or graphic material, posters, photography, digital material,
gestures)

• Physical (assault, unwanted touching, intentionally blocking someone’s movement)
• Threatening, intimidating or hostile acts
• Negative stereotyping
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Here are some types of behaviors that may be violations of this policy: 

• Making sexually suggestive comments, jokes, advances or offering employment benefits in exchange for sexual favors.

• Teasing, bullying, making fun of or making derogatory remarks about someone’s age, race, sexual orientation, disability 
or gender.

• Posting, passing around or displaying sexually suggestive or obscene objects, printed materials text messages, or online 
or social media content.

• Gender-based harassment including harassment by someone of the same sex as the victim.

Additionally, abusive conduct, defined as any conduct of an employer or employee in the workplace, with malice, that a 
reasonable person would find hostile, offensive, and unrelated to an employer’s legitimate business interests is not tolerated. A 
single incident of harassing conduct is sufficient to violate this policy.  

Discrimination Prohibited 
We do not discriminate in employment opportunities or practices on the basis of any protected class.  We are committed to 
compliance with all applicable laws providing equal employment opportunities.  Discrimination  in violation of this policy against 
job applicants, employees, or unpaid interns by any of our employees is strictly prohibited. 

This policy governs all aspects of employment, including hiring, promotion, job assignment, compensation, discipline, access to 
benefits, training, termination or other aspects of employment.   

Non-Retaliation 
It is also prohibited for supervisors, managers and co-workers, as well as third parties such as vendors or customers, to retaliate 
against an employee because the employee has complained about discrimination, harassment, retaliation, abusive conduct, or 
participated in an investigation, proceeding or hearing based on such a complaint.  Retaliation is a serious violation of this policy. 

Complaint Procedure 
All employees are responsible for creating and maintaining a positive work environment.    If you believe you have been a victim 
of discrimination, harassment, retaliation, or if you have witnessed discrimination, harassment, or retaliation that violates our 
policy, it is important that you take steps to address it immediately so that complaints can be promptly and fairly resolved. 

If you are comfortable doing so, talk to the person whose behavior is bothering you and ask the person to stop. Regardless, it is 
imperative that you report any discrimination, harassment, or retaliation directly to your Supervisor or any member of 
management or human resources as soon as possible after the incident.  Please provide as many details of the incident as 
possible. 

Supervisors must report any incidents or complaints of discrimination, harassment, or retaliation that are brought to their 
attention, or that they knew or should have known occurred.  

A prompt, fair, thorough and objective investigation of the complaint will be conducted by an impartial and qualified person. 
Documentation will be maintained to ensure reasonable progress. The investigation may include individual interviews with the 
parties involved and, where necessary, with individuals who may have observed the alleged conduct or may have other relevant 
knowledge.  Reasonable conclusions based on the evidence collected will be reached and the complaint will be closed in a 
timely manner. 

Upon completion of the investigation, and where warranted, appropriate corrective action will be taken to eliminate the 
discrimination, harassment, sexual harassment, or retaliation. Corrective action may include, but is not limited to, training, 
counseling, reassignment and/or discipline, up to and including termination. Appropriate action will also be taken to deter future 
conduct. 
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To the extent possible, the investigation of a complaint and any subsequent action taken in response to the complaint will 
proceed in an atmosphere of confidentiality. Confidentiality will be maintained throughout the investigatory process to the extent 
consistent with adequate investigation and appropriate corrective action. Employees who have raised complaints should 
immediately make a further complaint should the conduct reoccur. Nothing in this complaint procedure is intended to interfere 
with your right to communicate or work with others toward altering the terms and conditions of your employment, including 
discussion of your working conditions or any other right protected under the NLRA.  

You may also bring your complaint to the federal or state agency that investigates or prosecutes complaints. A complaint of 
discrimination, harassment or retaliation may be filed within three years of the harassment, discrimination or retaliation with the 
California Civil Rights Department (“CRD”).  The CRD initially serves as a neutral fact-finder and attempts to help the parties 
voluntarily resolve the complaint.  The CRD can be contacted at (800) 884-1684; or for the hard of hearing, (TTY) (800) 700-
2320; or visit the department’s website at https://calcivilrights.ca.gov/. You can access the department’s sexual harassment online 
trainings at https://calcivilrights.ca.gov/shpt/. A complaint of discrimination, harassment, or retaliation, also may be filed within 300 
days of the harassment, with the Equal Employment Opportunity Commission (EEOC), reached by calling (800) 669-4000 or for 
the hard of hearing, (800) 669-6820.  EEOC field office information is available at www.eeoc.gov. 

ACKNOWLEDGEMENT 

By my signature below, I acknowledge that I have read, understand and agree to comply with this policy. 

_________________________________ 
Employee’s Signature Date (Month/Day/Year) 

Distribution: Original to Employee Personnel File, Copy to Employee 

https://calcivilrights.ca.gov/
https://calcivilrights.ca.gov/shpt/
http://www.eeoc.gov/
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