Sample Sexual Harassment Policy

POLICY STATEMENT
It is the policy of [Company] to prohibit any harassment of, or discriminatory treatment of employees because of their sex.  This policy applies to all aspects of employment, including hiring, training, promotion, pay, discipline, and termination.
Any employee who feels that he or she is experiencing harassment on the job because of his or her sex, or who feels that he or she is experiencing sex discrimination, should be aware that the following procedures are available and should be utilized.
 Any employee should immediately report all matters directly to the human resources manager.
 The human resources manager will take immediate action to investigate any and all complaints registered.
 Following the investigation of the complaint, the human resources manager will review the facts and results of the investigation with the employee’s manager and with the other appropriate members of management and decide upon the validity of the complaint and determine how the complaint should be resolved.
 If it is determined that an employee has engaged in harassment or discrimination, the company will take immediate and appropriate remedial action, the nature of which will depend upon the severity of the determined offense.
 After an investigation and determination of the merits of any properly registered complaint, the human resources manager will meet with the complaining employee to discuss the results of the investigation. If the employee is dissatisfied with the processing of the complaint, the decision reached, or the remedial action taken, if any, the employee will be afforded the opportunity to submit a written statement of his or her position for inclusion in his or her personnel file.
 Any employee found to have engaged in retaliation against an employee for registering a complaint under this procedure or for assisting in the investigation of any registered complaint will be subject to immediate disciplinary action up to and including discharge.
