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RE: WORKPLACE HARASSMENT AND ANTI-DISCRIMINATION POLICY ACKNOWLEDGMENT AND COMPLIANCE

1. PURPOSE AND SCOPE
1.1 Purpose: This policy establishes [COMPANY NAME]'s commitment to maintaining a workplace free from harassment, discrimination, and retaliation, and sets forth the standards of conduct expected of all covered individuals.
1.2 Scope of Coverage: This policy applies to all employees, applicants for employment, interns, volunteers, contractors, subcontractors, vendors, clients, customers, and visitors of [COMPANY NAME], regardless of work location, including remote work arrangements, business travel, and company-sponsored events.
1.3 Covered Locations: This policy applies at [COMPANY NAME]'s facilities located at [COMPANY FACILITY ADDRESS(ES)], and at any other location where company business is conducted.
1.4 Effective Date and Review: This policy takes effect on [EFFECTIVE DATE] and will be reviewed at least annually by [POLICY OWNER NAME AND TITLE], with the next scheduled review date of [NEXT REVIEW DATE].

2. POLICY STATEMENT
2.1 Zero Tolerance: [COMPANY NAME] maintains a zero-tolerance policy toward harassment, discrimination, and retaliation of any kind.
2.2 Equal Employment Opportunity: [COMPANY NAME] is an equal opportunity employer and prohibits discrimination based on race, color, religion, sex, pregnancy, sexual orientation, gender identity or expression, national origin, ancestry, age, marital status, familial status, disability, genetic information, military or veteran status, or any other characteristic protected by applicable federal, state, or local law.
2.3 Protected Characteristics Under Applicable Law: In addition to the characteristics listed above, this policy protects [LIST ANY ADDITIONAL STATE OR LOCAL PROTECTED CHARACTERISTICS].
2.4 Applicable Jurisdictions: This policy is intended to comply with applicable laws in [LIST STATES OR JURISDICTIONS OF OPERATION].

3. DEFINITIONS
3.1 Harassment: Harassment is unwelcome conduct based on a protected characteristic that creates an intimidating, hostile, or offensive work environment, or that unreasonably interferes with an individual's work performance.
3.2 Discrimination: Discrimination is treating an individual differently or less favorably because of a protected characteristic in any term, condition, or privilege of employment.
3.3 Sexual Harassment: Sexual harassment includes unwelcome sexual advances, requests for sexual favors, and other verbal, physical, or visual conduct of a sexual nature, including quid pro quo harassment and hostile work environment harassment.
3.4 Retaliation: Retaliation is any adverse action taken against an individual because they reported, opposed, or participated in an investigation of alleged harassment or discrimination.
3.5 Complainant: The individual who reports or files a complaint under this policy.
3.6 Respondent: The individual against whom a complaint is filed under this policy.
3.7 Supervisor: Any individual with authority to direct the work of others, including [LIST SUPERVISORY TITLES].

4. PROHIBITED CONDUCT
4.1 Discriminatory Conduct: Prohibited conduct includes refusing to hire, promote, or train; unequal pay or benefits; unfair scheduling; and exclusion from opportunities based on a protected characteristic.
4.2 Harassing Conduct: Prohibited conduct includes offensive jokes, slurs, epithets, name-calling, physical assaults or threats, intimidation, ridicule, mockery, insults, and offensive objects or pictures.
4.3 Sexual Harassment Conduct: Prohibited conduct includes unwanted touching, sexually suggestive comments, requests for sexual favors, sharing sexually explicit materials, and repeated unwanted romantic advances.
4.4 Electronic and Remote Conduct: Prohibited conduct includes harassment through email, messaging platforms, video calls, social media, and any other electronic communication, including conduct occurring during remote work.
4.5 Third-Party Conduct: Harassment or discrimination by non-employees, including clients, customers, vendors, and visitors, is prohibited, and [COMPANY NAME] will take appropriate corrective action.
4.6 Prohibited Relationships: Romantic or sexual relationships between a supervisor and a subordinate within the same reporting line are prohibited unless disclosed to [HR CONTACT NAME AND TITLE] and approved in writing.

5. REPORTING PROCEDURES
5.1 Internal Reporting Channels: Individuals may report complaints to their supervisor, to [HR CONTACT NAME AND TITLE] at [HR PHONE NUMBER] or [HR EMAIL ADDRESS], or to [ALTERNATE DESIGNATED CONTACT NAME AND TITLE].
5.2 Anonymous Reporting: Complaints may be submitted anonymously through [ANONYMOUS REPORTING MECHANISM, SUCH AS HOTLINE NUMBER OR WEB PORTAL].
5.3 Timing of Reports: Reports should be made promptly, ideally within [NUMBER] days of the incident, although [COMPANY NAME] will investigate all reports regardless of timing.
5.4 Contents of a Report: Reports should include, to the extent known, the names of the parties involved, dates and locations of incidents, a description of the conduct, names of witnesses, and any supporting documentation.
5.5 External Reporting: Nothing in this policy prevents an individual from filing a charge or complaint with [APPLICABLE GOVERNMENT AGENCY, SUCH AS THE EEOC OR STATE AGENCY], or from exercising any rights under applicable law.
5.6 No Cost to Complainant: [COMPANY NAME] will not charge any fee to a complainant for filing or pursuing a complaint under this policy.

6. INVESTIGATION PROCEDURES
6.1 Acknowledgment of Complaint: [COMPANY NAME] will acknowledge receipt of a complaint within [NUMBER] business days.
6.2 Investigator Assignment: Investigations will be conducted by [HR CONTACT NAME AND TITLE] or by an independent investigator designated by [DESIGNATED OFFICIAL NAME AND TITLE].
6.3 Impartial Investigation: Investigations will be conducted promptly, thoroughly, and impartially, and will include interviews with the complainant, respondent, and witnesses, and review of relevant documents.
6.4 Confidentiality: Information will be kept confidential to the extent practicable and consistent with the need to conduct a thorough investigation and comply with legal obligations.
6.5 Cooperation: All covered individuals are required to cooperate fully with investigations.
6.6 Interim Measures: During an investigation, [COMPANY NAME] may implement interim measures, such as schedule changes, reporting-line adjustments, or administrative leave, to protect the parties involved.
6.7 Investigation Timeline: Investigations will generally be completed within [NUMBER] days of receipt of the complaint, subject to extension for good cause.
6.8 Investigation Report: A written report of findings will be prepared and maintained by [HR CONTACT NAME AND TITLE] in accordance with applicable recordkeeping requirements.

7. CORRECTIVE ACTION
7.1 Range of Corrective Action: If a violation is substantiated, [COMPANY NAME] will take appropriate corrective action, which may include verbal or written warnings, mandatory training, counseling, suspension, demotion, termination, or other measures.
7.2 Consistency: Corrective action will be applied consistently and proportionately to the severity of the conduct.
7.3 Documentation: All corrective actions will be documented and maintained in accordance with applicable law.
7.4 No Presumption: The filing of a complaint does not create a presumption that a violation occurred, and corrective action will be based on the findings of the investigation.

8. ANTI-RETALIATION
8.1 Prohibition: [COMPANY NAME] prohibits retaliation against any individual who reports harassment or discrimination, opposes discriminatory practices, or participates in an investigation.
8.2 Examples of Retaliation: Retaliation includes termination, demotion, denial of promotion, unfavorable schedule changes, exclusion, and any other adverse action.
8.3 Reporting Retaliation: Suspected retaliation should be reported using the procedures in Section 5 of this policy.
8.4 Consequences: Retaliation is a violation of this policy and will result in disciplinary action up to and including termination.

9. CONFIDENTIALITY AND RECORDS
9.1 Confidentiality Obligation: All individuals involved in a complaint or investigation must maintain confidentiality to the extent permitted by law.
9.2 Records Retention: Complaint records, investigation files, and corrective action documentation will be retained for [NUMBER] years or as required by applicable law, whichever is longer.
9.3 Access to Records: Access to investigation records will be limited to [HR CONTACT NAME AND TITLE], [DESIGNATED OFFICIAL NAME AND TITLE], legal counsel, and others with a legitimate need to know.
9.4 Privacy of Medical Information: Any medical information provided in connection with a complaint will be handled in accordance with applicable privacy laws, including [APPLICABLE PRIVACY LAW, SUCH AS HIPAA OR STATE PRIVACY LAWS].

10. TRAINING AND COMMUNICATION
10.1 Mandatory Training: All employees will receive harassment and discrimination prevention training upon hire and [FREQUENCY, SUCH AS ANNUALLY].
10.2 Supervisor Training: Supervisors will receive additional training on recognizing, preventing, and responding to harassment and discrimination.
10.3 Training Records: Training completion records will be maintained by [HR CONTACT NAME AND TITLE].
10.4 Policy Distribution: This policy will be distributed to all employees at hire and [FREQUENCY, SUCH AS ANNUALLY], and will be posted at [POSTING LOCATION(S)].

11. ACCOMMODATIONS AND SUPPORT
11.1 Accommodation Requests: Individuals who require an accommodation to participate in the complaint or investigation process should contact [HR CONTACT NAME AND TITLE].
11.2 Support Resources: [COMPANY NAME] offers the following support resources: [LIST RESOURCES, SUCH AS EAP, COUNSELING, OR HOTLINE].
11.3 Employee Assistance Program: Employees may access the Employee Assistance Program at [EAP CONTACT INFORMATION].

12. ACKNOWLEDGMENT AND CERTIFICATION
12.1 Acknowledgment of Receipt: By signing below, the employee acknowledges receipt of this policy and understands its contents.
12.2 Commitment to Comply: The employee agrees to comply with this policy and to report any known or suspected violations.
12.3 Understanding of Consequences: The employee understands that violations of this policy may result in disciplinary action up to and including termination.
12.4 Right to Ask Questions: The employee understands they may direct questions about this policy to [HR CONTACT NAME AND TITLE] at [HR EMAIL ADDRESS].

13. SIGNATURES
13.1 Employee Information: Employee Name: [EMPLOYEE NAME]; Employee ID: [EMPLOYEE ID]; Job Title: [JOB TITLE]; Department: [DEPARTMENT]; Work Location: [WORK LOCATION].
13.2 Employee Signature: Employee Signature: [EMPLOYEE SIGNATURE]; Date: [DATE SIGNED].
13.3 Policy Administrator Signature: Name: [POLICY ADMINISTRATOR NAME]; Title: [POLICY ADMINISTRATOR TITLE]; Signature: [POLICY ADMINISTRATOR SIGNATURE]; Date: [DATE SIGNED].
13.4 Witness Signature (if required): Name: [WITNESS NAME]; Signature: [WITNESS SIGNATURE]; Date: [DATE SIGNED].

14. ADDITIONAL PROVISIONS
14.1 Governing Law: This policy will be interpreted in accordance with the laws of [STATE OR JURISDICTION].
14.2 Severability: If any provision of this policy is found to be unenforceable, the remaining provisions will remain in full force and effect.
14.3 Amendment: [COMPANY NAME] reserves the right to amend this policy at any time, with notice to employees as required by applicable law.
14.4 No Employment Contract: This policy does not create a contract of employment or alter the at-will employment relationship, except where prohibited by law in [STATE OR JURISDICTION].
14.5 Supersession: This policy supersedes all prior versions, including version [PRIOR VERSION NUMBER] dated [PRIOR VERSION DATE].
14.6 Contact for Questions: Questions regarding this policy should be directed to [HR CONTACT NAME AND TITLE] at [HR PHONE NUMBER] or [HR EMAIL ADDRESS].
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