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POLICY STATEMENT 
It is Day & Zimmermann’s company policy that workplace harassment of employees by their 
supervisors, co-workers, vendors, or customers will not be tolerated and must be promptly reported 
as outlined in this policy. 

CONDUCT 
Employees are expected to conduct themselves in a business-like manner at all times.  It is Day & 
Zimmermann’s commitment that all employees, customers, contractors and visitors to the workplace 
enjoy a respectful and productive work environment.  Any behavior that is coercive, intimidating, 
harassing, or sexual in nature is inappropriate and prohibited by this policy, and will result in 
corrective action.   

SEXUAL HARASSMENT 
Based on guidelines developed by the U.S. Equal Employment Opportunity Commission, sexual 
harassment includes unwelcome sexual advances or requests for sexual favors, or other verbal or 
physical conduct based on gender when (1) submission to such conduct is an explicit or implicit term 
or condition of employment, (2) submission to or rejection of the conduct is used as the basis for an 
employment decision, or (3) the conduct has the purpose or effect of unreasonably interfering with 
an individual's work performance or creates an intimidating, hostile, or offensive work environment. 
 
Sexual harassment can include, but is not limited to, any of the following kinds of behavior: 
• explicit sexual propositions • obscene gestures or language 
• sexual innuendo • sexually oriented jokes 
• sexually suggestive comments • sexually oriented teasing or kidding 
• obscene or sexually suggestive 

pictures or drawings 
• physical contact, such as patting, 

pinching, or touching 
 
OTHER WORKPLACE HARASSMENT 
Workplace harassment is verbal or physical behavior which is derogatory, abusive, disparaging, 
“bullying,” threatening or disrespectful, even if unrelated to a legally protected status such as race, 
color, sex, national origin, religion, age and/or disability.  Workplace harassment is a form of 
offensive treatment or behavior, which to a reasonable person creates an intimidating, hostile or 
abusive work environment or interferes with an individual’s work performance. 
 
Workplace harassment can include, but is not limited to, any of the following kinds of behavior: 
• Slurs and jokes about a class of persons, such as a disabled or homosexual person. 
• Derogatory remarks about a person’s race, national origin, language or accent. 
• Loud, angry outbursts or obscenities directed toward another person in the workplace. 
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CONSENSUAL RELATIONSHIPS 
Consensual romantic and/or sexual relationships between an officer, a manager or a supervisor, and 
any other employee within their organization (including another officer, manager or supervisor) may 
compromise the Company’s ability to enforce its policy against sexual harassment. Although the 
existence of such a relationship is a personal matter, it is essential that the Company be given the 
opportunity to determine whether the relationship could adversely affect its employees.  If so, the 
Company may need to take certain steps to maintain the integrity of the workplace and the 
Company’s policies.  Such steps may include a change in the responsibilities of one or both of the 
individuals involved in the relationship or a location transfer to diminish or eliminate the supervisory 
relationship and workplace contact that may exist.   
 
Any officer, director, manager or supervisor involved in a romantic and/or sexual relationship with 
any other employee of the Company is required to report the relationship to the Vice President, 
Human Resources.  Failure to report the relationship may be considered a violation of the 
Company’s sexual harassment policy and could result in discipline up to and including termination. 
 
COMPLAINTS OF HARASSMENT 
We expect employees to report promptly any and all incidents of sexual harassment or other 
harassment of any kind, so that we can investigate the matter and take appropriate action.  If you 
believe that you are being harassed or have witnessed harassment in the workplace, please contact 
The Ethics and Employee Advocate Help Line at 1-877-319-0270. 
 
Supervisors must report suspected harassment whether or not the victim has complained and 
whether or not the victim is in the supervisor’s line of authority, even if the victim has requested that 
the conduct not be reported.  Managers or supervisors who know or should have known of 
workplace harassment and fail to report such behavior, or fail to take immediate, appropriate 
corrective action will be subject to disciplinary action up to and including dismissal.   
 
We will investigate promptly any reports of harassment.  Confidentiality will be maintained 
throughout the investigation to the extent possible while still meeting our legal obligations to conduct 
a full investigation and to provide the individual accused of the harassment with an opportunity to 
respond. The Company absolutely forbids retaliation of any kind against any employee who 
complains about harassment or assists or participates in any manner in the investigation, and the 
Company will take disciplinary action against anyone who attempts to retaliate. 
 
After the investigation is completed, we will take appropriate disciplinary action.  Discipline may 
include counseling, written warning, demotion, discharge, or any other action deemed appropriate. 
 


