POLICY PROHIBITING SEXUAL AND OTHER WORKPLACE HARASSMENT

[COMPANY] prohibits sexual harassment of its employees and applicants for employment.
Such conduct may result in disciplinary action up to and including discharge. This policy
covers all employees. The [COMPANY] will not tolerate, condone or allow sexual harassment,
whether engaged in by fellow employees, supervisors, associates, clients or other non-
employees who conduct business with the [COMPANY].

Sexual harassment is any behavior that includes unwelcome sexual advances and other
verbal or physical conduct of a sexual nature when:

* submission to, or rejection of, such conduct is used as the basis for promotions or
other employment decisions;

* the conduct unreasonably interferes with an individual's job performance or creates an
intimidating, hostile or offensive work environment.

[COMPANY] employees are entitled to work in an environment free from sexual harassment
and a hostile or offensive working environment. [COMPANY] recognizes sexual harassment
as unlawful discrimination, just as conduct that belittles or demeans any individual on the
basis of race, religion, national origin, sexual preference, age, disability, or other similar
characteristics or circumstances as covered under Federal or State anti-discrimination laws

No manager or supervisor shall threaten or imply that an employee's refusal to submit to
sexual advances will adversely affect that person's employment, compensation,
advancement, assigned duties, or any other term or condition of employment or career
development. Sexual joking, lewd pictures and any conduct that tends to make employees of
one gender "sex objects" are prohibited.

Employees who have complaints of sexual harassment should (and are encouraged to) report
such complaints to their supervisor. If this person is the cause of the offending conduct, the
employee may report this matter directly to [specify various officials, (e.g., Director of Human
Resources, designated Vice Presidents, President, etc.]. Your complaint will be promptly and
thoroughly investigated. Confidentiality of reports and investigations of sexual harassment will
be maintained to the greatest extent possible. Any manager, supervisor, or employee who,
after appropriate investigation, is found to have engaged in sexual harassment of another
employee will be subject to disciplinary action, up to and including discharge.

If any party directly involved in a sexual harassment investigation is dissatisfied with the
outcome or resolution, that individual has the right to appeal the decision. The dissatisfied
party should submit his or her written comments to [specify official (e.g., Director of Human
Resources)].

[COMPANY] will not in any way retaliate against any individual who makes a report of sexual
harassment nor permit any employee to do so. Retaliation is a serious violation of this sexual
harassment policy and should be reported immediately. Any person found to have retaliated
against another individual for reporting sexual harassment will be subject to appropriate
disciplinary action, up to and including termination.



