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DISCRIMINATION AND HARASSMENT POLICY STATEMENT 

The Company is committed to maintaining a work environment in which all employees are treated with respect and dignity.  

Each employee has the right to work in a professional atmosphere that promotes equal employment opportunities and 

prohibits unlawful discriminatory practices, including harassment. Therefore, the Company expects that all relationships 

among employees will be business-like and free of bias, prejudice, intimidation, and harassment.  The Company has 

developed this policy to ensure that all of its employees can work in an environment free from harassment, discrimination, or 

retaliation.  The Company will make every reasonable effort to ensure that all concerned are familiar with these policies and 

are aware that any complaint regarding violation of such policies will be investigated and resolved accordingly.    

1. Harassment Defined 
Prohibited harassment includes verbal or physical conduct that relates to another person’s age, race, color, 

religion, national origin, sex, sexual orientation, gender identity or expression, pregnancy, disability, status as a 

protected veteran, genetic information, inquiry or discussion about or disclosure of compensation, and any other 

reason prohibited by applicable law, and that:  

• has the purpose or effect of creating an intimidating, hostile, or offensive work environment; 

• has the purpose or effect of unreasonably interfering with an employee’s work performance; or 

• affects an employee’s employment opportunities or compensation. 

Prohibited harassment may include, among other things, telling racist or sexist jokes or making offensive or derogatory 

remarks about another person’s race, ancestry, national origin, age, sexual preference, disability, or any other legally 

protected basis. 

2. Sexual Harassment Defined 

Unwelcome advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature constitute 

sexual harassment and are prohibited, where: 

a. Submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s 
employment; or 

b. Submission to or rejection of such conduct by an individual is used as the basis for employment decisions 
affecting such individual; or 

c. Such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance or 
creating an intimidating, hostile, or offensive working environment. 

Sexually harassing conduct may include, among other things, use of suggestive sexual comments or jokes; sexual remarks 

about a person’s body, clothing, or sexual activities; patting, pinching, or other offensive touching; or displays of sexually 

suggestive pictures or objects.  Sexually harassing conduct may also include unwelcome sexual advances or passes. 

3. Persons Whose Conduct is Covered 
 

Unlawful discrimination and harassment is prohibited whether it is committed by managers, supervisors, co-workers, or 

non-employees, including vendors, suppliers and customers. 
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4. Complaint Procedure 
 

a. Employees who become aware of or are subject to any prohibited discrimination or harassment are strongly 
encouraged to immediately notify Warren Hawkridge. Warren Hawkridge can be reached at his office, 920 10th 
Avenue North, Onalaska, WI 54650, at (608) 779-6305. The Company requires that all complaints be put in 
writing and signed by the complainant.  This helps ensure that all complaints are thoroughly investigated. Forms 
are available at the office at 4843 Rice Road, Duluth, MN 55803.  If the complainant has filed a complaint with 
the supervisor and Warren Hawkridge has not contacted the complainant within five (5) business days following 
the complaint, the complainant should contact Warren Hawkridge.  If the complainant feels that the Company 
did not resolve the complaint, he or she has the right to notify the appropriate State and Federal compliance 
agency.  The addresses and telephone numbers for the different State and Federal compliance agencies can be 
located on company wage boards. 

 

b. Supervisors who become aware of any incidents or alleged incidents of discrimination or harassment must 
report the complaint within twenty-four (24) hours to Warren Hawkridge.  The Company requires that all 
complaints be put in writing. This helps ensure that all complaints are thoroughly investigated.   Supervisors may 
not try to resolve allegations of such behavior on their own.  Any supervisor who fails to report allegations of 
discrimination or harassment may be subject to discipline, up to and including discharge. 

 

 

c. The Company will thoroughly investigate allegations of prohibited discrimination or harassment and aims to 
complete all such investigations within five (5) business days from receipt of the written complaint.  However, in 
certain circumstances, additional time may be required.  Based upon its investigation, the Company will take 
immediate and appropriate action.  Any employee found to have unlawfully discriminated against or harassed 
another employee will be subject to appropriate discipline, up to and including discharge.  Immediate and 
appropriate steps will also be taken if any non-employee (such as vendor, supplier or customer) is found to have 
unlawfully discriminated against or harassed any employee of the Company.  Timely responses indicating the 
outcome of the investigation will be communicated to all parties concerned. 

 

d. Confidentiality and Non-retaliation.  Reports of prohibited discrimination or harassment will be kept 
confidential to the extent possible, consistent with the need for a thorough investigation.  No form of reprisal or 
retaliation will be taken against any complainant or individual because they participated in an investigation.  The 
Company encourages you to report any incident of prohibited discrimination or harassment. 

 

5. Implementation 
 

The Company expects your cooperation in making these policies work.  The Company’s intent in preparing, implementing, 

and distributing these policies is to help ensure compliance with applicable federal, state and local laws. This policy is not 

intended to impose any contractual obligations on the Company, any of its employees, or their representatives.  Any 

questions you have about this policy should be directed to Warren Hawkridge at telephone number (608) 779-6305. 

 
 



STATE AND FEDERAL GOVERNMENT COMPLIANCE AGENCIES 
Employee or applicant complaints may be filed directly with the following agencies: 
 

FEDERAL 
U.S. Department of Justice 
Office of Justice Programs 
Office for Civil Rights 
999 N. Capitol Street NE 
Washington, D.C. 20531 
(202) 514-2000 
Note: Complaints must be filed within 180 days of the alleged 
discrimination or within 180 days after the complainant becomes aware 
of the alleged incident. 

U. S. Dept. of Labor, Office of Federal Contract Compliance Programs 
(OFCCP)   
Washington D.C. Office 
200 Constitution Avenue, NW, Room C3325 
Washington, DC 20210 
(866) 487-2365 
Note: Complaints must be filed within 180 days of the alleged 
discrimination or within 180 days after the complainant becomes aware 
of the alleged incident 

Equal Employment Opportunity Commission    
Washington D.C. Office 
131 M Street NE 
Washington, DC 20002 
(800) 669-4000 
Note:  Complaints must be filed within 180 days of the alleged 
discrimination or within 180 days after the complainant becomes aware 
of the alleged incident. 

 

 
 

MINNESOTA 
Minnesota Equal Rights Division 
MN Department of Human Rights 
540 Fairview Avenue North #201 
St. Paul, MN 55104 
(651) 539-1100 
(800) 657-4592 
Note:  Complaints must be filed within (1) year from the date of alleged 
incident. 

 

US Equal Employment Opportunity Commission- Minneapolis District 
Office 
Towle Building 
330 South Second Avenue, Suite 720 
Minneapolis, MN 55401-2224 
(612) 552-7306 
(612) 564-4707(fax) 
Note:  Complaints must be filed within 180 days of the alleged 
discrimination or within 180 days after the complainant becomes aware 
of the alleged incident. 
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