Eliminating Harassment and Discrimination

1 believe that ali amployees have a right to work in an environment free from any form of illegal discrirination.

What is the Store’s Policy on Harassment and Discrimination? ' o )
i prohibit harassment of my employees, and discrimination against my employees, in any form. Th ese prohibitions are
strictly entorced, and such conduct may result in disciplinary action up to and including immediate dismissal.

We are siriving to make our work environment free from harassment, discrimination and infimidation. If you have any
questions aboul my policy, talk to me. | consider this subject important and sericus.  So should you.

What is Sexual Harassmeni?

Sexual harassment is unwanted and unwelcome sexual conduct — verbal or physical — that interferes with a person's

work or job opportunities. It can include sexual advances, request for sexual favors or repeated and unweicome sexual
suggestions. or commeants.

Some exampies of sexual harassment are:
= faking repeated, unwelcome commenis of a sexual nature
Touching or patiing unnecessarily
Using obscene gestures
Telling oifensive jokes
Asking for sexual favors
Distributing obscene pictures of carloons {inciuding e-mails)
Making insults about a person’s gender

Sexual harassment clearly takes place when a supervisor threatens to deny a promotion o7 ollerwise punish an

employae unless sexual favers are granted, But most of the time, sexual harassment is more sublle. How Co you know
if someone's actions can be considered harassment? '

Gestures, actions and language are considered sexual harassment when they:
*  Arg gnwelcome and repeatad;
s Create an mtimidating, hostile or offensive working environment; or
= Interfere with an individual's work performance.

Although most reported sexual harassment cases involve men harassing womet, it can ocour in any situation where a

man of woman misfreats another person because of the other person’s sex. In addition, it can occur between people of
any level of responsibllity and of any age.

What is Discrimination?

Discrimination happens when someone’s job is negalively affected becausa of their race, color, religion, sex, national
origin, age, sexual orientation, or disability. These categories are called “profecied classes.

Here are some areas of the job where discriminabion sometimes occurs:
¢« Hefusal to hire

Termination
Compensation
Discipline
Scheduling
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Discrimination, like sexual harassment, is sometimes easy lo identity. |t clearly takes place when someone is demoted,
separated, or experiences some cther significant negative job consequence because of their race, gendsr, or some other

attribute that makes them a member of & protected class. Howsver, just like harassment, most cases of discrimination are
much more subtle.

Some actions which may be evidence of the presence of discrimination may include:
= {Uga of siurs or inappropriale language
= Telling of oflensive jckes
= Making general staternents about groups, or types of peopie

Any of these acfions may be evidence of a persor’s intent 1o discriminate.
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What do | do if 1 feel | am being harassed or discriminated against? .

it you feel that you are able 1o do so, tell the person that you don'tlike what he or she is saying or doing. Ask him o
nher to stop the harassmen; and/or discrimination. Do noi give in to sexual advances O disCOminalory achons, even 1?.
vau are threatened with losing a promotion, 2 shiff, & project o your job. Remember that harassment and giscrmmnaten

are against my policy, and agamst the law. Hf you do not feel comforiable asking the parson 1o step. let me know vour
CONCEems.

Wiite down when the incident{s) happened so you don't forget. Be prepared to tefl exactly what happened, when it
happened, and whethar there were any wilnesses to the incident.

Where should | go for help?

it i important that you report any incidents of sexual harassment or discrimination as soon as possible. Be assuied thal
vour compiaing wit be discreatly and promptly investigated.

What will happen if | complain?

tcan answar quastions, give you advice, ard if harassment or discrimination is taking place, see that aclion is taken tc

stop it. H you wish 1o file a complaint, | will iake down a detailed description of your claims. Then | will conduct & discreet
nvestigation based on your complzint.

All information will be treated in a confidential manner. Your complaint will only be discussed with those who have a

naed to know. Be assured that management will thoroughly investigate your complaint and will take promp! and
appropriate action.

How do | stop sexual harassers and people who discriminate?

Penaities for these behaviors range from reprimands to immediate discharge, depending on the severity of lhe case
Each sstuation will be looked at individually and decided on its own msrits.

Could you be the harasser/discriminator?

My harassment and disermination policies don't mean you must siop Deing friendly or sociable in the workpiace. They
simply mean you must be aware of your behavior and how it may be perceived by other people.

Sometimes people accused of harassment or discrimination are surprised at how their remarks or aclions are viewed by
others. Take a minuie o ask yoursalf:

u Do yeu treat men and women equally? How about people from other races or cultures?

How would you feel # you were the victim of unwanted sexual attention from somaone who has conlrol over your
careet’?

What if you telt someone was making decisions about your job bacause of your age or because of some disability
you might have?

Couid the things you say and do interfers with others’ ability to get their wotk done, even if they havent 1old you
1o stop?

Do you make sexual comments, stare 24 of 1ouch people you work with?

With poth sexual harassment and diseamination, the imporiand issue iz not how 1he harasser or dischnnator perceives
his/her words or actions. but how the recipient of those words or actions perceives them. i is the recipient’s parcepiion
that will delerming whather or not harassment or discriminafion is present. The legal standard can be summed up like
this: if a reasonable mansvoman would consider gonduct to be creaiing a hostle, offensive, or discriminatory work
environment, then sexual harassment or discrimination may be present.

You should always consider how your actions ars paiceived by others. Ona measure often cfted is 1o look al how you
would feel if a member of your family were experiencing unweicoma sexual behaviors or unjustified discrimination at
work. §f your actions or words are perceived to offend, stop and rethink what you are doing. Ask me if you need help or
quidance about appropriate conduct.

i have read the Franchisee Elirsinating Harassment and Discrimination Policy and I fully understand my responsibiiities. |

turther understand that if | do not comply with this poficy then | will be subject to disciplinary action up to and including
sepearation

Franchisce Emplovee Signature ) Franchisee Signature
Franchisee Employee Name (Printed) Franchisee Name (Printed)
Date Date

51



