Sample At-Will Statement

Nothing contained in this Handbook is intended to nor does it create a contract of employment for any specific duration. I understand and agree that my employment can be terminated with or without cause and with or without notice at any time at the option of either me or the company. I understand that no employee of the company has the authority to enter into any agreement for employment for any specified period of time or to make any agreement contrary to the foregoing.

Sample EEO Policy #1
It is the policy of Zo’s that no employee, applicant for employment, customer, vendor, independent contractor or other individual will be discriminated against based upon age, race, color, creed, religion, sex, sexual orientation, national origin, disability, veteran status, or other protected class or characteristic established under applicable federal, state or local statute or ordinance.  

Zo’s will not condone, permit or tolerate discrimination as described above. Persons who engage in such discrimination will be subject to appropriate discipline up to and including termination of his/her employment.

If you feel you have been subjected to discrimination, or have witnessed any discrimination, please report it immediately to your supervisor, to HR or straight to Zo. Any complaint of alleged discrimination will be carefully investigated. Should there be any violation of this policy, appropriate actions will be taken to correct the matter. Zo’s will not tolerate retaliation against anyone who in good faith lodges a complaint under this policy.

Sample EEO Policy #2
It is the policy of Zo’s that no employee, applicant for employment, customer, vendor, independent contractor or other individual will be discriminated against based upon age, race, color, creed, religion, sex, sexual orientation, national origin, disability, veteran status, or other protected class or characteristic established under applicable federal, state or local statute or ordinance.  

Zo’s will not condone, permit or tolerate discrimination as described above.  Persons who engage in such discrimination will be subject to appropriate discipline up to and including termination of his/her employment. Zo’s will provide reasonable accommodations that do not create an undue hardship to Zo’s to qualified individuals with a disability as those terms are defined in the Americans with Disabilities Act and in accordance with the requirements of the ADA.

If you feel you have been subjected to discrimination, or have witnessed any discrimination, please report it immediately to your supervisor, to HR or straight to Zo. Any complaint of alleged discrimination will be carefully investigated.  Should there be any violation of this policy, appropriate actions will be taken to correct the matter. Zo’s will not tolerate retaliation against anyone who in good faith lodges a complaint under this policy.

Sample Anti-Harassment Policy

It is our policy here at Zo’s to provide a work environment free from harassment. Zo’s will not tolerate any conduct that violates this policy, and will promptly investigate and resolve all alleged complaints and take appropriate disciplinary action against employees who violate this policy. 

Zo’s will not tolerate harassment of any employee by any other employee, supervisor, vendor or customer. Harassment for any discriminatory reason, such as sex, race, color, national origin, disability, age, religion, marital status, sexual orientation, or any other protected category, violates Zo’s policy.

Sexual harassment includes unwelcome sexual advances, requests for sexual favors or any other conduct of a sexual nature when:  (1) submission to the conduct is made, either implicitly or explicitly, a condition of employment; (2) submission to or rejection of the conduct is used as the basis for an employment decision affecting the harassed employee; or (3) the harassment has the purpose or effect of unreasonably interfering with the employee’s work performance or creating an environment that is intimidating, hostile or offensive to the employee.

You must exercise your own good judgment to avoid any conduct that may be perceived by others as harassment or that may violate this policy. The following conduct is a partial list of these behaviors:

· Unwanted sexual advances

· Offering employment benefits in exchange for sexual favors

· Making or threatening reprisals after a negative response to sexual advances

· Visual conduct: leering, making sexual gestures, displaying of sexually suggestive objects or pictures, cartoons or posters

· Verbal conduct: making or using derogatory comments, epithets, slurs and jokes

· Verbal sexual advances or propositions

· Verbal abuse of a sexual nature, graphic verbal commentaries about an individual’s body, sexually degrading words used to describe an individual, suggestive or obscene letters, notes or invitations

· Physical conduct: touching, assaulting, impeding or blocking movements

If you believe that you have been subjected to conduct that violates this policy, you must report it immediately to your supervisor, to HR or straight to Zo. Any complaint of alleged harassment will be carefully investigated.  Should there be any violation of this policy, appropriate actions will be taken to correct the matter. Do not allow an inappropriate situation to continue by not reporting it, regardless of who is creating that situation. No employee in this organization is exempt from this policy. In response to every complaint, Zo’s will take prompt and necessary steps to investigate the matter and will protect your confidentiality as much as is possible, recognizing the need to thoroughly investigate all complaints. Zo’s will take corrective and preventative actions where necessary. Zo’s will not retaliate against any employee who in good faith brings a complaint to the attention of Zo’s or participates in an investigation regarding a complaint. Any employee who violates this policy is subject to discipline, up to and including termination.
Sample Social Security Privacy Policy
Zo’s understands the importance of protecting the confidentiality of its employees’ Social Security numbers and those collected in the ordinary course of Zo’s business. Neither Zo’s nor any of its employees will unlawfully disclose Social Security numbers obtained during the ordinary course of business. Zo’s will limit access to information or documents containing Social Security numbers to those employees who need the information to do their jobs. 
In addition, Zo’s will shield Social Security numbers displayed on computer monitors or printed documents from being easily viewed by others. Unless required to do so, Zo’s will not use Social Security numbers as personal identifiers, permit numbers, license numbers, or primary account numbers or other similar uses.
Zo’s may use a Social Security number to perform an administrative duty related to employment, including, for example, to verify the identity of an individual; to detect or prevent identity theft; to investigate claims; to perform a credit check, criminal background check or driving history check; to enforce legal rights; or to administer benefits programs. 
All provisions of this policy are subject to the language of the Social Security Number Privacy Act of the State of Michigan. 

