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PURPOSE 
 

 To express the zero tolerance of abusive behavior, discrimination or unlawful 
harassment by its employees, volunteers, residents or by third parties 

 To  help  achieve  compliance  with  the  Equal  Employment  Opportunity 
Commission’s prohibition against unlawful forms of harassment 

 To set forth a complaint procedure for reporting suspected violations of this policy 
 

 
POLICY 

 

Harassment includes any type of behavior that is unwelcome and serves to demean or 
intimidate another person through actions or words. Such conduct constitutes harassment when 
it has the purpose or effect of substantially interfering with an individual’s work performance or 
when it creates a hostile, intimidating or offensive work environment. Discrimination is the unfair 
treatment, partiality or bias in the treatment of a person or group. Harassing behaviors and 
discrimination include comments or actions related to a person’s: 

 gender 

 race 

 color 

 religion 

 disability 

 ethnic or national origin 

 marital status 

 sexual orientation 

 age 

 genetic information 

 veteran status 

 other protected status, based on state law 
 

It is prohibited to use offensive comments, jokes, posters, pictures, innuendoes and all other 
offensive actions that are directed toward an individual because of that individual’s protected 
status as identified above, whether the communication is made verbally, in writing, via “texting,” 
or other mode of communication. Using company computers, telephones, voicemail or other 
electronic equipment to transfer, receive and/or display any information of a harassing or 
sexual nature is also prohibited. 



 
Bullying, while similar to harassment, typically is not unlawful. Nevertheless, bullying is 
unacceptable behavior and will result in corrective action. Some common verbal characteristics 
of bullying include: flaunting one’s status or power; shouting, swearing at or using foul language; 
spreading malicious gossip; blaming others; threatening job loss, reduced hours or unattractive 
assignments; being unfairly critical, putting others down publicly; excluding or shunning certain 
individuals; treating others rudely; giving others the silent treatment and playing pranks on 
others that are mean-spirited. 

 
The Equal Employment Opportunity Commission (EEOC) further defines unwelcome sexual 
advances and requests for sexual acts as sexual harassment. Verbal or physical conduct of a 
sexual nature also constitutes sexual harassment when submission to this conduct is made, 
either implicitly or explicitly, a term or condition of employment or when submission to or 
rejection of such conduct by an individual is used as a factor in decisions affecting the 
individual’s employment. 

 
The company recognizes the benefits of having a diverse workforce and therefore will 
not tolerate behaviors that serve to discriminate against employees, candidates for 
employment, residents, clients or visitors based on any of the above-mentioned factors. 

 
 

REPORTING A COMPLAINT OF HARASSMENT OR DISCRIMINATION 

INFORMAL PROCEDURE 

Whenever  an  employee  or  volunteer  who  believes  that  he  or  she  is  being  harassed  or 
discriminated against, whether sexual or otherwise, desires to informally resolve the issue, we 
suggest that the employee or volunteer should clearly and immediately notify the offending party 
that the behavior is unwelcome. If the employee or volunteer does not feel comfortable 
confronting the offender or if the message to stop the offending behavior is not effective, the 
formal procedure may be followed. 

 

FORMAL PROCEDURE 
 

We strongly suggest that an employee or volunteer report incidents of harassment or 
discrimination to his or her immediate supervisor. If the supervisor is involved in the 
harassment or discrimination, reporting may be to the supervisor’s manager. If the supervisor’s 
manager is involved, reporting may be to the vice president. Any report to a supervisor triggers 
the responsibility of the appropriate party (a supervisor, human resources and/or manager) to 
begin an investigation. 

 

Protection Against Retaliation – The company will not retaliate against any person who, in 
good faith, makes a report of discrimination, sexual harassment or any other type of 
harassment nor will it allow anyone else to retaliate. 

 
Remedial Relief for Valid Complaints – In those situations where the investigation has 
determined that the complainant’s allegations are supported by substantial evidence, the 
company will make the complainant “whole” for any economic losses he or she has suffered 
(e.g., lost wages, lost promotional opportunities). The company will offer counseling through the 
as appropriate. Other remedial steps will be considered on a case-by-case basis. 



 
 
 

Sanctions for Harassment or Discrimination – The company will take prompt remedial 
measures to immediately end the offending misconduct. Employees found to have been 
engaging in offending behaviors shall be subject to corrective action processes up to and 
including termination. Third parties, including volunteers and family members who are found to 
be in violation of this policy, are also subject to appropriate action. Action would be taken 
after investigation and consultation with human resources departments. This may include 
notifying the third party that the offending behavior will not be tolerated, accommodating the 
complainant so that contact with the third party can be avoided and/or ending the company’s 
relationship with the third party. 

 

Responsibility for Implementation – All management and supervisory personnel will be held 
accountable for maintaining a work environment free from harassing behaviors and from 
discrimination. This accountability includes communicating the this policy to all employees and 
volunteers on an ongoing basis thereby ensuring that no individual is subject to harassment or 
discrimination, as well as follow-up and investigation of all reports of harassment as soon as 
possible after the report. 


