Harassment, Discrimination, and Retaliation – CA Manager

All employees have the right to work in an environment free of harassment, discrimination, or retaliation of any kind.

Company policy prohibits harassment and discrimination based on race, color, religion, pregnancy, national origin, ancestry, citizenship, age, marital status, disability, veteran status, sexual orientation, gender, gender identity or any other characteristic protected by law. It is against company policy to ridicule, belittle or embarrass an employee with jokes, slurs or comments; subject an employee to intimidating, abusive or offensive comments, physical touches or gestures; or exclude an employee from work-related activities for any of these reasons.
 
Read and be familiar with the following Sodexo Live! policies detailed in Company Policy (CP) Manual on Sodexo_Net:
· CP-201 Sexual and Other Prohibited Harassment
· CP-202 Equal Employment Opportunity
· CP-205 Promise of Respect and Fair Treatment
Any employee who harasses or discriminates against a fellow employee, a customer or any other person will be subject to Constructive Counseling, up to and including termination of employment.

Sodexo Live! will not retaliate against any individual who opposes an unlawful practice, files or participates in an investigation of an internal claim or formal charge of harassment or discrimination or participates in any action under an anti-harassment or anti-discrimination law. Engaging in retaliation will result in Constructive Counseling, up to and including termination of employment.

Employees who believe they are being or have been harassed, discriminated against or retaliated against should refer to CP-205 Promise of Respect and Fair Treatment Company Policy (CP) Manual on Sodexo_Net and notify their manager, their manager's manager, or their Human Resources Representative.
Ongoing Manager Responsibilities
· Train Employees
· Make sure employees are aware of and understand company policies against harassment, discrimination and retaliation and their rights under them, including the steps to take if they have a complaint
· Distribute and discuss the Employee Handbook, particularly the sections on harassment, discrimination and retaliation
· Collect signed and dated Employee Handbook Acknowledgement forms from all current and newly hired employees and place in their Personnel File
Regular training on preventing sexual harassment is also required in some states, and recommended in others.

See the Preventing Workplace Harassment training accessible via Ingenium Talent and Learning System for required training.
· Provide guidance and assistance
· Listen to employees, especially if they have complaints of harassment, discrimination or retaliation
· Ensure a work environment free of harassment, discrimination, and retaliation
 
· Treat every employee with respect and professional courtesy, and model the behavior expected from employees
 
· Monitor the workplace for compliance with this policy. Make sure it is free of sexually provocative or potentially discriminatory material or language, including posters and jokes
 
· Stop immediately any known sexually-related behavior or conduct that may be considered harassment or discrimination (i.e. any type of sexual activity in the workplace (even if it is consensual), including exposure; sexual, racial, ethnic or religious jokes)
 
· Make sure there is no retaliation against an employee who complains of harassment or discrimination
Display all required posters and distribute state specific information
· All units must post Required Federal, State and Sodexo Live! Posters Link to Sodexo Net and sexual harassment policies where employees can see them
· Be aware of specific state laws for harassment and discrimination compliance in states where management has oversight of units​
· See state specific fact sheets for California, Connecticut, Delaware, Maine, Massachusetts, New York, Rhode Island and Vermont
 
· Managers of employees in Massachusetts and Maine also must make arrangements to distribute their state's sexual harassment fact sheet and Sodexo Live!'s policy - to every employee on an annual basis.
 
· Contact Human Resources with questions regarding state specific harassment materials.
 
· Other steps to take to avoid claims​
· Review and follow the Employee Relations Top Ten Lists
Internal Complaint
If you receive a complaint from an employee who feels he or she has been harassed, discriminated against or retaliated against:
1. Contact Human Resources immediately
 
2. It is critical you take steps to make sure an employee who claims to have been harassed, discriminated against or retaliated against does not work with the accused until the matter is resolved.

This can be accomplished in many ways, including changing the work location or schedule of the accused employee or placing him or her on investigatory suspension while the company investigates the facts. In general, do NOT change the work location or schedule of the employee making the complaint unless directed to do so by Human Resources. Doing so may be seen as discriminatory.

NOTE: Suspensions are not permitted for reasons other than investigation without advance approval from HR per the company's Constructive Counseling process.

Complete the Employee Investigatory Leave Notice if you decide to place the accused employee on leave.
 
3. Human Resources will contact you for more information after they receive your report. Be prepared to share all information you have on the complaint, including:
1. Name, position and unit location of the employee making the complaint
2. Name, position and unit location of the accused employee
3. Date of complaint
4. Date(s) of alleged harassment, discrimination or retaliation
5. Names, positions and unit numbers of any witnesses
6. Schedule information for the employee making the complaint, the accused employee and all witnesses.
 
4. Human Resources will direct the investigation.
 
5. Human Resources will provide a recommendation on the course of action.
External Complaint
Allegations of harassment, discrimination or retaliation against an employee, client or customer from an outside party (i.e. attorney, State Labor Board, Equal Employment Opportunity Commission, etc.) are time-sensitive and should be sent immediately to the Law Department, Labor and Employment group by fax and/or overnight mail to:
 
Sodexo Live!
Law Department, Labor and Employment
9801 Washingtonian Boulevard
Gaithersburg, MD 20878
Fax: 301 576 8422

Failure to respond to such notice may subject the company to liability.

Refer to the Procedures for Handling Legal Requests and Documents for detailed contact information.
 
Find additional EEO/Affirmative Action Resources information on SodexoNet.

