

POLICIES FOR ALL VANGUARD EMPLOYEES

PROHIBITION OF HARASSMENT AND DISCRIMINATION AND SEXUAL HARASSMENT POLICY

It is Vanguard Temporaries, Inc. (Vanguard Staffing), Vanguard Group Staffing, Inc., and Vanguard Creative Staffing (collectively “Vanguard”) policy that all employment and training relationships shall be conducted in an environment that is free of discrimination and harassment.    Vanguard is committed to developing a workforce that represents individuals of diverse backgrounds and cultures.  It has always been Vanguard’s policy to provide equal opportunity in employment.  Discrimination or harassment against employees or applicants for employment is prohibited on the basis of, or perceived basis of, race, color, religion, national origin, sex, marital status, citizenship status, veteran status, caregiver status, military status, sexual orientation, gender identity or expression, age, disability, domestic violence victim status, creed, predisposing genetic characteristics or genetic information and/or any other category as otherwise prohibited by applicable federal, state and local law.  Sexual Harassment is a form of illegal discrimination. It will not be tolerated at or by Vanguard.  Any employee who engages in harassment prohibited by this policy will be subject to discipline up to and including termination.  This policy applies to all employees, applicants for employment, and persons conducting business with Vanguard.  
Prohibited Harassment includes, but is not limited to:
1. Verbal harassment, such as making a joke or comment that refers to a certain ethnic group, race, sex, nationality, age, disability, sexual preference, religion, or belief, epithets, derogatory comments, or expressions, or slurs;

2. Physical harassment, such as unwelcome touching, assault, blocking, impairing, or otherwise physically interfering with an individual’s normal work or movement;

3. Visual forms of harassment, such as derogatory posters, cartoons, or drawings; or
4. Sexual harassment, such as unwelcome sexual advances or requests for sexual favors; verbal, visual, or physical conduct of a sexual nature, such as name calling, obscene jokes, sexually suggestive comments, or insulting sounds; graphic or verbal comments of a sexual nature about a person’s anatomy; or displaying at work sexually suggestive objects, posters, drawings, or pictures.

Vanguard is committed to maintaining a workplace free from sexual harassment. Sexual harassment is a form of workplace discrimination. Sexual harassment is against the law and all employees have a legal right to a workplace free from sexual harassment. 

What Is “Sexual Harassment”?

Sexual harassment is a form of sex discrimination and is unlawful under federal, state, and local law. Sexual harassment includes harassment on the basis of sex, sexual orientation, self-identified or perceived sex, gender expression, gender identity and the status of being transgender.

Sexual harassment includes unwelcome conduct which is either of a sexual nature, or which is directed at an individual because of that individual’s sex when:
· Such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile or offensive work environment, even if the reporting individual is not the intended target of the sexual harassment;

· Such conduct is made either explicitly or implicitly a term or condition of employment; or

· Submission to or rejection of such conduct is used as the basis for employment decisions affecting an individual’s employment.

A sexually harassing hostile work environment includes, but is not limited to, words, signs, jokes, pranks, intimidation or physical violence which are of a sexual nature, or which are directed at an individual because of that individual’s sex. Sexual harassment also consists of any unwanted verbal or physical advances, sexually explicit derogatory statements or sexually discriminatory remarks made by someone which are offensive or objectionable to the recipient, which cause the recipient discomfort or humiliation, which interfere with the recipient’s job performance.

Sexual harassment also occurs when a person in authority tries to trade job benefits for sexual favors. This can include hiring, promotion, continued employment or any other terms, conditions or privileges of employment. This is also called “quid pro quo” harassment.

Examples of sexual harassment may include, but are not limited to:

· Unwelcome or unwanted sexual advances.  This includes physical contact and verbal conduct considered unacceptable or unwelcome by another individual.

· Requests or demands for sexual favors.  This includes expressed and implied pressure or requests for sexual favors accompanied by any implied or expressed promise of preferential treatment or negative consequences concerning employment status.

· Abuse, gestures, or comments (whether verbal, written, or electronically communicated) which are sexually oriented and considered unacceptable by another individual.  This includes comments or compliments which extend beyond mere courtesy, jokes which are clearly unwelcome or considered offensive, and other comments, innuendo or actions of a sexual nature which are offensive to others.  

· Sexually oriented conduct which unreasonably interferes with the work performance of another.

· Creating a work environment which is intimidating, hostile or offensive because of unwelcome or unwanted sexually oriented conversation, suggestions, requests, demands, physical contact or attention.

· Hostile actions taken against an individual because of that individual’s sex, sexual orientation, or gender identity, such as:  Interfering with, destroying or damaging a person’s workstation, tools or equipment, or otherwise interfering with the individual’s ability to perform the job; Sabotaging an individual’s work; bullying, name-calling.

· Sexual or discriminatory displays or publications anywhere in the workplace, such as:

· Displaying pictures, posters, calendars, graffiti, objects, promotional material, reading materials or other materials that are sexually demeaning or pornographic. This includes such sexual displays on workplace computers or cell phones and sharing such displays while in the workplace.

Sexual harassment can occur between any individuals, regardless of their sex or gender and regardless of their work title.  Unlawful sexual harassment is not limited to the physical workplace itself. It can occur while employees are traveling for business or at employer sponsored events or parties. Calls, texts, emails, and social media usage by employees can constitute unlawful workplace harassment, even if they occur away from the workplace premises, on personal devices or during non-work hours. Depending upon the severity of the case, consequences may include apology, counseling, transfer, demotion, removal, dismissal or other forms of disciplinary action deemed appropriate.

Sexual Harassment Complaints
Vanguard strongly encourages any employee who feels that he or she has been harassed to take action, by making it clear that such behavior is unwelcome and offensive; alternatively, or in addition, follow the procedures for reporting the behavior.  Any reports of harassment will be treated seriously and promptly.  

Any temporary employee who believes that he or she has been subject to harassment by a supervisor, fellow employee, client, or any other person in connection with his or her employment by Vanguard should immediately report the situation to his or her Vanguard placement counselor.  If the complaint involves the employee’s placement counselor or if the employee for any reason would prefer not to discuss the matter with his or her placement counselor, the temporary employee should report the matter to Jay Mininberg at 212-682-6400, Chief Operating Officer or Felicia Brown, Vice President/General Counsel at 203-323-6900.  You will be asked to fill out a Complaint Form.  A form for submission of a written complaint is provided to all Vanguard employees.  

Always contact Vanguard first.  We are your employer and take all allegations of illegal behavior very seriously.  

Vanguard will conduct a prompt and thorough investigation that ensures due process for all parties, whenever management receives a complaint about sexual harassment, or otherwise knows of possible sexual harassment occurring.  We will keep the investigation confidential to the extent possible. Effective corrective action will be taken whenever sexual harassment is found to have occurred. 

External Remedies
Employees can also file a complaint with a government agency or in court under federal, state or local anti-discrimination laws.  Sexual Harassment is not only prohibited by Vanguard, but also by state, federal, and local law.  A complainant may also choose to pursue legal remedies with governmental entities including the New York State Division of Human Rights, the Equal Employment Opportunity Commission, or the New York City Commission on Human Rights or call their local police department.
NYS Division of Human Rights, (718) 741-8400 or (888) 392-3644, www.dhr.ny.gov.
The United States Equal Employment Opportunity Commission (EEOC) 1-800-669-4000 (TTY: 1-800-669-6820), www.eeoc.gov  info@eeoc.gov. 

New York City Commission on Human Rights 

Call 311 or (212) 306-7450; or www.nyc.gov/html/cchr/html/home/home.shtml.
Retaliation Prohibited
Unlawful retaliation can be any action that could discourage an employee from coming forward to make or support a sexual harassment claim. Such retaliation is unlawful under federal, state, and local law. 

It is a violation of Vanguard policy to retaliate against any employee because they have made a good-faith complaint of harassment.  It is Vanguard’s policy to encourage discussion of such issues to help protect others from being subjected to inappropriate behavior.  Similarly, retaliation against anyone participating in the investigation of a complaint is a violation of Vanguard’s policy.  An employee who believes that he/she has been retaliated against for making or assisting in the investigation of a complaint should contact Jay Mininberg or Felicia Brown.  Any person who engages in retaliatory conduct toward an employee will be subject to discipline up to and including termination of employment.  In all cases involving charges or complaints of harassment, all parties involved will be given the utmost protection of privacy.  Investigations of complaints will be handled as confidentially as possible.

All complaints of harassment, will be investigated promptly and, where necessary, appropriate corrective action will be taken.  Due process will be afforded to all parties involved.  Any investigation of such complaints will be treated as confidentially as possible.  No employee will be punished or suffer any adverse employment action as a result of bringing any harassment complaint to the attention of Vanguard or for assisting in the investigation.

The scope of the investigation will naturally depend on the nature of the allegations, but we assure you that it will be prompt and thorough.  Once Vanguard has reviewed all the pertinent information, Vanguard will make a decision regarding the complaint and inform both the employee and the alleged harasser of Vanguard’s conclusions.  If Vanguard determines that an employee is guilty of unlawfully harassing another individual, appropriate disciplinary action will be taken against the offending employee, up to and including termination of employment. 

EMPLOYEES’ PLEDGE TO COMPLY WITH VANGUARDS’ PROHIBITION OF HARASSMENT, INCLUDING SEXUAL HARASSMENT, POLICY, TRAINING, AND COMPLAINT PROCEDURES

I hereby acknowledge that Vanguard does not tolerate discrimination or harassment on the basis of, or perceived basis of, race, color, religion, national origin, sex, marital status, citizenship status, veteran status, caregiver status, military status, sexual orientation, gender identity or expression, age, disability, creed, predisposing genetic characteristics or genetic information and/or any other category as otherwise prohibited by applicable federal, state and local law.  Discrimination or harassment will not be tolerated at or by Vanguard.  I understand that all employees of Vanguard are expected to abide by this policy and that failure to do so will result in discipline up to and including termination of employment.

I acknowledge receiving a copy of Vanguard’s Prohibition of Harassment Policy, including, where applicable, a New York City Commission on Human Rights Stop Sexual Harassment Fact Sheet, and a procedure and complaint form in compliance with New York State Sexual Harassment Law, for reporting incidents of unlawful harassment and that I have reviewed and understood the policy.  I also agree that Vanguard’s Interactive Sexual Harassment Training Video may be a requirement for my continued employment by Vanguard. 
I agree to abide by Vanguard’s policies.

DATE: ____________________________ 

EMPLOYEE SIGNATURE: ________________________________________________       

PRINT NAME: ____________________________________________
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