1.4 Policy Against Harassment

We do not tolerate the harassment of applicants, employees, or vendors. Any form of harassment relating
to an individual’s race (including natural, protective or cultural hairstyles such as afros, dreadlocks, twists,
locs, braids, cornrow braids, Bantu knots, curls, and hair styled to protect hair texture or for cultural
reasons); color; religion; national origin; sex; sexual orientation; gender identity; pregnancy, childbirth, or
related medical conditions; age; disability or handicap; genetic information; status as a service member or
veteran; sickle-cell trait; status as a tobacco user or non-user; genetic or cancer screening; a veteran who
takes time away from work to attend medical appointments necessary to meet the requirements to receive
veterans benefits; or any other category protected by federal, state, or local law, (collectively “Protected
Traits”), is a violation of this policy and will be treated as a disciplinary matter.

The term “workplace” includes, but is not limited to, instances when Employees are on Organization
property, at an Organization-sponsored off-site event, traveling on behalf of the Organization, or
conducting Organization business, regardless of location.

Violation of this policy will result in disciplinary action, up to and including immediate termination.

If you have any questions about what constitutes harassing behavior or what conduct is prohibited by this
policy, please discuss the questions with Human Resources [insert contact information] or one of the
contacts listed in this policy. At a minimum, the term “harassment” as used in this policy includes:
e Offensive remarks, comments, jokes, slurs, or verbal conduct pertaining to an individual’s Protected
Trait(s);
e Offensive pictures, drawings, photographs, figurines, or other graphic images, conduct, or
communications, including e-mail, faxes, and copies pertaining to an individual’'s Protected Trait(s);
e Offensive sexual remarks, sexual advances, or requests for sexual favors regardless of the gender
of the individuals involved; or
e References to sexual conduct, an individual's sex life, sexual activity, sexual experiences, sexual
deficiencies, or prowess;
References to an individual’s body or anatomy, offensive leering, and/or whistling;
References concerning an individual’'s characteristics, such as pitch of voice, facial hair, or the size
or shape of a person’s body, including remarks that a male is too feminine, or a female is too
masculine;
e Intentionally and repeatedly referring to an individual by a pronoun inconsistent with their gender
identity;
e Offensive physical conduct, including touching, gestures, or brushing up against someone (all
regardless of the gender of the individuals involved); or
e Other conduct which has the purpose or effect of unreasonably interfering with an individual’'s
performance or which has the purpose or effect of creating an intimidating, hostile, or offensive
working environment.

Our supervisors and managers are covered by this policy and are prohibited from engaging in any form of
harassing, discriminatory, or retaliatory conduct. No supervisor or other member of management has the
authority to suggest to any applicant or Employee that employment or advancement will be affected by
the individual entering into (or refusing to enter into) a personal relationship with the supervisor or
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manager, or for tolerating (or refusing to tolerate) conduct or communication that might violate this policy.
Such conduct is a direct violation of this policy.

Even non-employees are covered by this policy. We prohibit harassment, discrimination, or retaliation of
our Employees in connection with their work by non-employees (customers, contractors, suppliers,
volunteers, interns, vendors, visitors). Immediately report any harassing or discriminatory behavior by
non-employees. Any employee who experiences or observes harassment, discrimination, or retaliation
should report it using the steps listed below.

If you have any concern that our No Harassment policy may have been violated by anyone, you must
immediately report the matter. Due to the serious nature of harassment, discrimination, and retaliation, you
must report your concerns:
1. Discuss any concerns with Human Resources.
2. If you are not satisfied after you speak with Human Resources, or you feel you cannot speak with
Human Resources, discuss your concern with the Chief Executive Officer.
3. If you are not satisfied after speaking with the Chief Executive Officer, discuss your concern with the
Chairman of the Board. Or, if your concern involves the Chief Executive Officer, discuss your concern
with the Chairman of the Board.

You should report any actions that you believe may violate our policy, no matter how slight the actions may
seem. We cannot resolve a potential policy violation unless we are aware of it. You are responsible for
reporting any potential policy violations to us so that we can take appropriate action to address your
concerns.

Supervisors who receive any complaint of harassment, discrimination, or retaliation must promptly report
such complaint to Human Resources or the Chief Executive Officer. Failure to ensure a report is completed
will result in discipline, up to and including termination. Supervisors should not attempt to investigate a
complaint on their own without reporting it to or receiving guidance from Human Resources or the Chief
Executive Officer.

We will investigate the report and take prompt, immediate, and appropriate remedial action. The
Organization will protect the confidentiality of Employees reporting suspected violations of this or any
other Organization policy to the extent possible, consistent with our investigation.

You will not be penalized or retaliated against for reporting improper conduct, harassment, discrimination,
retaliation, or other actions that you believe may violate this policy.

We are committed to prohibiting retaliation against those who report, oppose, or participate in an
investigation of alleged unlawful harassment, discrimination, or other wrongdoing in the workplace. By
way of example only, participating in such an investigation includes, but is not limited to:
e Filing a complaint with a federal or state enforcement or administrative agency;
e Participating in or cooperating with a federal or state enforcement agency investigating us
regarding alleged unlawful activity;
Testifying as a party, witness, or accused regarding alleged unlawful activity;
Making or filing an internal complaint with us regarding alleged unlawful activity; Providing notice
to us regarding alleged unlawful activity;
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e Assisting another employee who is engaged in any of these activities.

We take our policy against harassment seriously. Persons who violate this or any other Organization policy
are subject to discipline, up to and including immediate termination. We cannot resolve a potential policy

violation unless we are aware of it. You are responsible for reporting any potential policy violations to us so

that we can take appropriate action to address your concerns.
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