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1.
Office of Prime Responsibility


Any questions or suggestions regarding this policy should be directed to the Corporate EEO Officer.  


The Corporate EEO Officer has primary responsibility for the implementation and enforcement of this policy and shall have primary responsibility for investigating claims of discrimination including complaints of sexual harassment.

2.
Policy

2.1
It is the policy of Advanced Sciences and Technologies, LLC (AS&T) to provide a professional work environment that produces maximum efficiency and maintains high employee standards of conduct which is free of unlawful discrimination.  Sexual harassment is a form of discrimination which violates this policy and undermines the integrity of the employment relationship, debilitates morale and interferes with the work productivity of the company.

2.2
Sexual harassment or gender based discrimination of any kind by AS&T’s employees, agents, customers or associates is against AS&T’s policies and will not be tolerated by AS&T.  

2.3
All AS&T’s employees have a responsibility for maintaining high standards of honesty, integrity, impartiality and conduct that assures proper performance of business and a professional work environment.  It is the obligation of every employee to refrain from and report acts of sexual harassment.  Any employee who engages in sexual harassment or who fails to cooperate in any AS&T’s investigation into claims of sexual harassment will be subject to disciplinary action, up to and including immediate discharge.  

2.4
Any employee who believes that they have been subjected to sexual harassment by a supervisor or peer or by any customer, agent or other associate of AS&T should make it clear that such behavior is offensive and should immediately report such conduct in the manner set forth in this policy.  

2.5
AS&T will promptly investigate all complaints of sexual harassment.  Substantiated acts of sexual harassment will be dealt with through appropriate measures necessary to eradicate the harassment and the appropriate discipline of responsible employees.  Information obtained through an investigation of a report, claim or complaint of sexual harassment shall, to the extent possible, be kept confidential within the necessary boundaries of the fact-finding process.

2.6
No employee who, in good faith, believes that they have been subjected to sexual harassment and reports such conduct or who otherwise, in good faith, reports incidents of sexual harassment shall be subjected to any adverse action as a result thereof.  

3.
Sexual Harassment Defined

3.1
Sexual harassment includes any unwelcome sexual advances, requests for sexual favors, or other verbal or physical conduct of a sexual nature when: (1) submission to such conduct is made explicitly or implicitly a term or condition of an individual’s employment; (2) submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such individual; or (3) such conduct has the purpose or effect of substantially interfering with an individual’s work performance or creating an intimidating, hostile or offensive work environment.

3.2
Sexual harassment also includes conduct, which occurs because of the victim’s gender and which is of a nature that the reasonable person of the victim’s gender would consider sufficiently severe and pervasive to alter the conditions of employment and create an intimidating, hostile or offensive work environment.

4.
Procedures

4.1 Any employee who believes that he or she has been subjected to sexual harassment should immediately report such conduct to the Corporate EEO Officer or to any of the following: Ethics Officer, Director of Administration and Contracts or the President/CEO.  To ensure that all incidents or claims of sexual harassment are appropriately reported to the Corporate EEO Officer and dealt with by the company, any officer, supervisor, manager or personnel department representative to whom an act of sexual harassment is reported or who witnesses an act of harassment shall immediately advise the Corporate EEO Officer of the complaint and/or conduct.  

4.2 The Corporate EEO Officer shall immediately investigate all complaints or reports of sexual harassment and shall notify the President/CEO and the President of the company of any such complaint or report of sexual harassment unless such notification would hinder a thorough and appropriate investigation.  The Corporate EEO Officer and President/CEO shall utilize appropriate in-house and outside resources, as necessary, so as to fully and completely investigate any such claims or reports of sexual harassment.  All AS&T’s representatives responsible for such investigation shall, to the extent possible, keep all information regarding the reported incident and the investigation confidential, within reasonable boundaries of the fact-finding process, so as to protect the rights and privacy of all employees affected by or involved in the investigation

4.3
All substantiated acts of sexual harassment shall be dealt with through appropriate means necessary to eradicate and remedy the harassment and effects thereof including appropriate disciplinary action.

5.
Applicability


All employees.

6.
Exceptions

None
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