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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sample Harassment Policy
(Washington Employees)

[bookmark: _Hlk182865454]All employees are expected and required to treat one another, as well as our customers, in a courteous and respectful manner at all times. The Company prohibits discrimination, harassment, and retaliation. This specifically includes harassment based on protected classes, sexual harassment and sexual assault. 

 Harassment, discrimination, and retaliation are prohibited as follows:

1. In the workplace;
2. In any work-related setting outside the workplace; or
3. When off-duty conduct creates a sufficiently negative work environment based on protected status or unwelcome conduct of a sexual nature.

The policy prohibits any work-related conduct that a reasonable person in the individual’s circumstances would consider unwelcome, intimidating, hostile, threatening, violent, abusive, or offensive. It also prohibits employment actions, including hiring, promotion, termination, and compensation decisions, to be taken based on a protected characteristic. This policy also prohibits any form of retaliatory action toward an employee for filing a complaint of discrimination or harassment, or for participation in an investigation of a complaint.  

[bookmark: _Hlk182865504]Harassment includes unwelcome conduct that is based race (including physical characteristics that are historically associated with race, including but not limited to natural hair, hair texture, hair type and protective hairstyle color), color, religion, creed, sex, sexual orientation, gender identity, age (40 and over), national origin, genetic information, marital status, veteran status, disability, obesity, use of a trained dog guide or service animal, HIV/AIDS and Hepatitis C Status, or other characteristics protected under local, state or federal law.  This form of misconduct undermines morale and the integrity of the employment relationship, and interferes with productivity. 

Harassment does not have to violate the law in order to violate this policy.

[bookmark: _Hlk182865538]Sexual Harassment:  is a form of workplace harassment and includes, but is not limited to the following types of conduct:

· Unwelcome sexual advances, requests for sexual favors, or other conduct of a sexual nature when such conduct is directed toward an individual because of that individual’s sex and submission to such conduct is made either explicitly or implicitly a term or condition of employment; or submission to or rejection of such conduct is used as the basis for employment decisions affecting that individual.
· Unwelcome verbal or physical conduct that is sufficiently severe or pervasive to have the purpose or effect of unreasonably interfering with work performance or creating a hostile, intimidating or offensive working environment.

Sexual Assault: Sexual assault is a form of sex discrimination under state and federal law.  Sexual Assault means unwanted conduct of a sexual nature that is inflicted upon a person or compelled through the use of physical force, manipulation, threat or intimidation.

[bookmark: _Hlk182865624]Prohibited Conduct

Although by no means all-inclusive, the following examples represent prohibited behavior:

· Verbal harassment such as epithets, derogatory comments or slurs, demeaning or sexually explicit jokes;
· Physical harassment such as assault, impeding or blocking movement, unauthorized touching or any physical interference with normal work or movement when directed at any individual;
· Visual forms of harassment such as derogatory, offensive or sexually suggestive emails, texts, memes or pictures displayed or viewed in the workplace; and,
· Behavioral forms of harassment such as suggestive facial expressions or noises, leering or obscene gestures.
· Sexual harassment, as described above, including but not limited to unwelcome sexual advances, requests for favors in exchange for conduct of a sexual nature, submission to unwelcome conduct of a sexual nature in exchange for a term of employment, or other conduct of a sexual nature.

Although harassment is sometimes difficult to define, in general, all employees should be aware that such conduct and conversations are inappropriate in the workplace.

The Company will not tolerate harassment.

Reporting Procedures for Discrimination, Including Harassment and Sexual Assault

All employees are responsible for creating and maintaining a safe and positive work environment.  If you believe you have experienced harassment, sexual harassment, discrimination, retaliation, sexual assault or if you have been made aware of or if you have witnessed harassment, sexual harassment, sexual assault or discrimination by a co-worker, supervisor, vendor, visitor, customer or others that violates our policy, it is important that you take steps to address it immediately.

· First, if you are comfortable doing so, talk to the person whose behavior is bothering you and ask the person to stop.
· Next, if you are not comfortable speaking with that person, or if you asked them to stop and they have not, contact your supervisor or any member of management or Human Resources. If you are uncomfortable speaking to your supervisor, please bring your concerns to any manager.  
· Be sure to document any incidents that you believe are in violation of this policy, including a description of the conduct, names of individuals involved, names of potential witnesses and dates.

A prompt, thorough and objective investigation of the complaint will be conducted by a 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.  Confidentiality will be maintained throughout the investigatory process to the extent consistent with adequate investigation.  Employees who have had a complaint should immediately make a further complaint should the harassment reoccur.

Appropriate corrective actions will be taken upon completion of our investigation.  Employees found to have harassed in violation of this policy will be immediately and appropriately disciplined, up to and including immediate termination. Any manager or supervisor at the Company who knew or should have known of harassment happening in violation of this policy is legally obligated to report it to Human Resources immediately; failure to do so could result in corrective action, up to and including termination. Such reporting is imperative for the Company to promptly investigate and take necessary corrective action.

Nondisclosure Agreements & Waivers

As a condition of employment, the Company will not require an employee to sign a nondisclosure agreement, waiver, or other document that prevents the employee from disclosing sexual assault or sexual harassment occurring in the workplace; at work-related events coordinated by or through the Company; or between employees, or between the Company off employment premises. Any nondisclosure agreement, waiver, or other document signed by an employee as a condition of employment that has the purpose or effect of preventing the disclosure of such occurrences is void and unenforceable.

Retaliation

Retaliation against employees who experience, witness or report a complaint regarding behaviors described above or other conduct addressed by this policy will not be tolerated.

Specifically, it is unlawful for the Company, including supervisors, to retaliate against applicants or employees for activity including but not limited to:

· filing or being a witness in a L&I and/or EEO charge, complaint, investigation, or lawsuit
· communicating with a supervisor or manager about employment discrimination, including harassment
· answering questions during an employer investigation of alleged harassment
· refusing to follow orders that would result in discrimination
· resisting sexual advances, or intervening to protect others

Additionally, any employee who retaliates against anyone involved in an investigation will be subject to corrective action, up to and including termination. 

External Process

Reporting harassment to the Company does not prevent a covered person from also making a complaint in a different forum. All covered individuals have the right to file a discrimination, harassment, and/or retaliation complaint with outside agencies, such as the Washington State Human Rights Commission (WSHRC) and the United States Equal Employment Opportunity Commission (EEOC). There may also be applicable local laws preventing harassment and county or city agencies that can investigate claims of harassment.

WSHRC www.hum.wa.gov 1-800-233-3247
EEOC www.eeoc.gov	1-800-669-4000, 1-844-234-5122 (ASL Video Phone)
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