[Company Name]
Sexual Harassment Prevention Policy

Overview

[Company Name] is committed to a work environment in which all individuals are treated with respect and
dignity and free from sexual harassment. Each individual has the right to work in a professional atmosphere
that promotes equal employment opportunities and prohibits unlawful discriminatory practices, including
harassment. Therefore, [Company Name] expects that all relationships among persons in the office will be
business-like and free of bias, prejudice and harassment.

[Company Name] policy applies to all employees, applicants for employment, contractors, consultants,
vendors, customers and persons conducting business, with [Company Name]. In the remainder of this
document, the term “employees” refers to this collective group.

Unlawful sexual harassment is not limited to the physical workplace itself. It can occur while employees are
traveling for business or at employer sponsored events or parties. Calls, texts, emails, and social media
usage by employees can constitute unlawful workplace harassment, even if they occur away from the
workplace premises, on personal devices or during non-work hours.

Sexual harassment is against the law' and all employees have a legal right to a workplace free from sexual
harassment and employees are urged to report sexual harassment by filing a complaint internally with
[Company Name]. Employees can also file a complaint with a government agency or in court under federal,
state or local antidiscrimination laws.

[Company Name] has developed this policy to ensure that all its employees can work in an environment
free from unlawful harassment, discrimination and retaliation. [Company Name] will make every reasonable
effort to ensure that all concerned are familiar with these policies and are aware that any complaint in
violation of such policies will be investigated and resolved appropriately.

Equal Employment Opportunity

It is the policy of [Company Name] to ensure equal employment opportunity without discrimination or
harassment on the basis of race, color, religion, sex, sexual orientation, gender identity or expression, age,
disability, marital status, citizenship, national origin, genetic information, or any other characteristic
protected by law. [Company Name] prohibits any such discrimination or harassment.

Retaliation

[Company Name] encourages reporting of all perceived incidents of discrimination or harassment. It is the
policy of [Company Name] to promptly and thoroughly investigate such reports. [Company Name] prohibits
retaliation against any individual who reports discrimination or harassment or participates in an investigation
of such reports. Retaliation is a serious violation of this policy and, like harassment or discrimination itself,
will be subject to disciplinary action, up to and including termination. Acts of retaliation should be reported
immediately and will be promptly investigated and addressed.

" While this policy specifically addresses sexual harassment, harassment because of and discrimination against persons of all
protected classes is prohibited. Such classes may include age, race, creed, color, national origin, sexual orientation, military status,
sex, disability, marital status, domestic violence victim status, and gender identity.
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Sexual Harassment

Sexual harassment is a form of sex discrimination and is unlawful under federal, state, and (where
applicable) local law. Sexual harassment constitutes discrimination. For the purposes of this policy, “sexual
harassment” is defined, as in the Equal Employment Opportunity Commission Guidelines, as unwelcome
sexual advances, requests for sexual favors and other verbal or physical conduct of a sexual nature when,
for example: a) submission to such conduct is made either explicitly or implicitly a term or condition of an
individual's employment, b) submission to or rejection of such conduct by an individual is used as the basis
for employment decisions affecting such individual, or c) such conduct has the purpose or effect of
unreasonably interfering with an individual’'s work performance or creating an intimidating, hostile or
offensive working environment.

Title VIl of the Civil Rights Act of 1964 recognizes two types of sexual harassment: a) quid pro quo and b)
hostile work environment. Sexual harassment may include a range of subtle and not-so-subtle behaviors
and may involve individuals of the same or different gender. Depending on the circumstances, these
behaviors may include unwanted sexual advances or requests for sexual favors; sexual jokes and
innuendo; verbal abuse of a sexual nature; commentary about an individual’'s body, sexual prowess or
sexual deficiencies; leering, whistling or touching; insulting or obscene comments or gestures; display in
the workplace of sexually suggestive objects or pictures; and other physical, verbal or visual conduct of a
sexual nature.

Sexual harassment also consists of any unwanted verbal or physical advances, sexually explicit derogatory
statements or sexually discriminatory remarks made by someone which are offensive or objectionable to
the recipient, which cause the recipient discomfort or humiliation, which interfere with the recipient’s job
performance.

Sexual harassment also occurs when a person in authority tries to trade job benefits for sexual favors. This
can include hiring, promotion, continued employment or any other terms, conditions or privileges of
employment. This is also called “quid pro quo” harassment.

Sexual harassment is offensive, is a violation of our policies, is unlawful, and may subject [Company Name]
to liability for harm to targets of sexual harassment. Harassers may also be individually subject to liability.
Employees of every level who engage in sexual harassment, including managers and supervisors who
engage in sexual harassment or who allow such behavior to continue, will be penalized for such
misconduct.

Any employee who feels harassed should report so that any violation of this policy can be corrected
promptly. Any harassing conduct, even a single incident, can be addressed under this policy.

Examples of Sexual Harassment

The following describes some of the types of acts that may be unlawful sexual harassment and that are
strictly prohibited:

e Physical acts of a sexual nature, such as:
o Touching, pinching, patting, kissing, hugging, grabbing, brushing against another
employee’s body or poking another employee’s body;
o Rape, sexual battery, molestation or attempts to commit these assaults.
e Unwanted sexual advances or propositions, such as:
o Requests for sexual favors accompanied by implied or overt threats concerning the target’s
job performance evaluation, a promotion or other job benefits or detriments;
o Subtle or obvious pressure for unwelcome sexual activities.



e Sexually oriented gestures, noises, remarks or jokes, or comments about a person’s sexuality or
sexual experience, which create a hostile work environment.

e Sex stereotyping occurs when conduct or personality traits are considered inappropriate simply
because they may not conform to other people's ideas or perceptions about how individuals of a
particular sex should act or look.

e Sexual or discriminatory displays or publications anywhere in the workplace, such as:

o Displaying pictures, posters, calendars, graffiti, objects, promotional material, reading
materials or other materials that are sexually demeaning or pornographic. This includes
such sexual displays on workplace computers or cell phones and sharing such displays
while in the workplace or using company equipment by e-mail, phone (including voice
messages), text messages, social networking sites or other means.

Reporting an Incident of Sexual Harassment

[Company Name] encourages reporting of all perceived incidents of sexual harassment or retaliation,
regardless of the offender’s identity or position. Individuals who believe that they have been the victim of
such conduct should discuss their concerns with their immediate supervisor, human resources or any
member of senior management. See the complaint procedure described below and complaint form.

In addition, [Company Name] encourages individuals who believe they are being subjected to such conduct
to promptly advise the offender that his or her behavior is unwelcome and to request that it be discontinued.
Often this action alone will resolve the problem. [Company Name] recognizes, however, that an individual
may prefer to pursue the matter through complaint procedures.

Complaint and Investigation of Sexual Harassment Procedure

Individuals who believe they have been the victims of conduct prohibited by this policy or believe they have
witnessed such conduct should discuss their concerns with their immediate supervisor, human resources,
any member of senior management.

Reports of sexual harassment may be made verbally or in writing. A form for submission of a written
complaint is attached to this Policy, and all employees are encouraged to use this complaint form.
Employees who are reporting sexual harassment on behalf of other employees should use the complaint
form and note that it is on another employee’s behalf.

All complaints or information about sexual harassment will be investigated, whether that information was
reported in verbal or written form. Investigations will be conducted in a timely manner and will be confidential
to the extent possible. All persons involved, including complainants, witnesses and alleged harassers will
be accorded due process, as outlined below, to protect their rights to a fair and impartial investigation.

Misconduct constituting harassment, discrimination or retaliation will be dealt with appropriately.
Responsive action may include, for example, training, referral to counseling or disciplinary action such as
a warning, reprimand, withholding of a promotion or pay increase, reassignment, temporary suspension
without pay, or termination, as [Company Name] believes appropriate under the circumstances.



