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Anti-discrimination and Anti-harassment Policies 

 
 
 

Objective 

Hometown Hope, Inc. is committed to providing a safe, flexible and respectful environment free from all 

forms of discrimination, bullying and harassment.   All representatives of Hometown Hope are required 

to treat others with dignity, courtesy and respect.   

All representatives of Hometown Hope, regardless of their positions, are covered by and are expected 

to comply with this policy and to take appropriate measures to ensure that prohibited conduct does not 

occur. Appropriate disciplinary action will be taken against any representative who violates this policy. 

Based on the seriousness of the offense, disciplinary action may include verbal or written reprimand, 

suspension or termination.   

Representatives include....  

 Board members and officers 

 All staff, including managers and supervisors; full-time, part-time, temporary or permanent; 

contractors and subcontractors; and job candidates 

 Muscle Memory Dance Company members 

 Volunteers 

 

Prohibited Conduct Under This Policy 

Hometown Hope, Inc., in compliance with all applicable federal, state and local anti-discrimination and 

harassment laws and regulations, enforces this policy in accordance with the following definitions and 

guidelines. 

 

Discrimination 

It is a violation of Hometown Hope, Inc.’s policy to discriminate against a person’s race, color, national 

origin, age, religion, disability, gender, sexual orientation, gender identity, marital status or parental 

status.   

Hometown Hope is an Equal Opportunity Employer and does not discriminate in the provision of 

employment opportunities, benefits or privileges based on the aforementioned characteristics. 

Bullying based on a personal characteristic protected by equal opportunity law is a form of 
discrimination.  Under Federal law, this behavior does not need to be a repeated offense to be 
classified as discrimination.  A single occurrence may be enough to constitute discrimination.  Bullying 
can take many forms, including jokes, teasing, nicknames, e-mails, photos, text messages and social 
isolation.  

Discrimination in violation of this policy will be subject to disciplinary measures up to and including 

termination. 
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Harassment 

Hometown Hope, Inc. prohibits harassment of any kind, including sexual harassment, and will take 

appropriate and immediate action in response to complaints or knowledge of violations of this policy. 

For purposes of this policy, harassment is any verbal or physical conduct designed to threaten, 

intimidate or coerce an employee, co-worker or any person working for or on behalf of Hometown 

Hope, Inc.  

 

The following examples of harassment are intended to be guidelines and are not exclusive when 

determining whether there has been a violation of this policy: 

 Verbal harassment includes comments that are offensive or unwelcome regarding a person’s 
nationality, origin, race, color, religion, gender, sexual orientation, age, body, disability or 
appearance, including epithets, slurs and negative stereotyping. 

 Nonverbal harassment includes distribution, display or discussion of any written or graphic 
material that ridicules, denigrates, insults, belittles or shows hostility, aversion or disrespect 
toward an individual or group because of national origin, race, color, religion, age, gender, 
sexual orientation, pregnancy, appearance, disability, sexual identity, marital or other protected 
status. 

Harassment in violation of this policy will be subject to disciplinary measures up to and including 

termination. 

 

Sexual harassment 

Sexual harassment is a form of unlawful employment discrimination under Title VII of the Civil Rights 

Act of 1964 and is prohibited under Hometown Hope, Inc.’s anti-harassment policy. Sexual harassment 

is behavior of a sexual nature that is unwelcome and offensive to the person or persons it is targeted 

toward.  

 Physical sexual harassment includes unwelcome, unwanted physical contact, including 
touching, tickling, pinching, patting, brushing up against, hugging, cornering, kissing and 
fondling and forced sexual intercourse or assault. 

 Verbal sexual harassment includes making sexual propositions, sexual jokes or remarks,  
suggestive or insulting sounds or whistling. 

 Nonverbal sexual harassment includes the distribution, display or discussion of any 
pornographic or sexually explicit pictures or drawings, including calendars, posters and 
cartoons; content in letters and notes, facsimiles, e-mail, text messages, or social media 
postings; or other form of communication that is sexual in nature and offensive such as leering, 
staring or obscene gestures. 

 Use of Hometown Hope's computer system, including website and social media, for the purpose 
of viewing, displaying or disseminating material that is sexual in nature may also constitute 
harassing behavior. 

Sexual harassment in violation of this policy will be subject to disciplinary measures up to and including 

termination. 

 

Gossip 

It is unacceptable for representatives of Hometown Hope, Inc. to talk with other staff members, clients, 

volunteers or suppliers about any complaint of discrimination or harassment, or any other disclosure of 

a confidential nature.  
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Retaliation 

No hardship, loss, benefit or penalty may be imposed on an employee: 

 Filing or responding to a bona fide complaint of discrimination or harassment 
 Appearing as a witness in the investigation of a complaint 
 Serving as an investigator of a complaint 

Retaliation or attempted retaliation in response to lodging a complaint or invoking the complaint process 

is a violation of this policy. Any person who is found to have violated this aspect of the policy will be 

subject to sanctions up to and including termination. 

 

Consensual Romantic or Sexual Relationships 

Hometown Hope, Inc. strongly discourages romantic or sexual relationships between a manager or 

other supervisory employee and his or her staff (an employee who reports directly or indirectly to that 

person) because such relationships tend to create compromising conflicts of interest or the appearance 

of such conflicts. If such a relationship develops, the parties must notify the HR director or a corporate 

officer. 

Once the relationship is made known to Hometown Hope, Inc., the organization will review the situation 

(reporting relationship between the parties, effect on co-workers, job titles of the parties, etc.) and will 

determine whether one or both parties need to be moved to another job or department. If it is 

determined that one party must be moved, and there are jobs in other departments available for both, 

the decision will be based on which move will be least disruptive to the organization as a whole. If it is 

determined that one or both parties must be moved, but no other jobs are available for either party, the 

parties will be given the option of terminating their relationship or resigning. 

 

Complaint Process 

Any employee, board member, volunteer or client who believes that s/he or any other affiliate of 

Hometown Hope has been discriminated against, bullied, harassed or victimized is strongly encouraged 

to report this concern promptly to an Executive Director. 

Once the matter has been reported, it will be promptly investigated and any necessary corrective action 

will be taken where appropriate.  All complaints will be handled in as discreet and confidential manner 

as is possible under the circumstances.    

Lodging a complaint will in no way be used against the employee or have an adverse impact on the 

individual’s employment status. However, filing groundless or malicious complaints is an abuse of this 

policy and will be treated as a violation. 

1. An individual who feels harassed, discriminated or retaliated against may initiate the complaint 
process by filing a complaint in writing with Hometown Hope, Inc.’s human resource (HR) 
director. No formal action will be taken against any person under this policy unless HR has 
received a written and signed complaint containing sufficient details to determine if the policy 
may have been violated. If a supervisor or manager becomes aware that harassment or 
discrimination is occurring, either from personal observation or as a result of an employee’s 
coming forward, the supervisor or manager should immediately report it to the HR director. 

2. Upon receiving a complaint or being advised by a supervisor or manager that violation of this 
policy may be occurring, the HR director will notify the officers and review the complaint with the 
company’s legal counsel. 

3. Within five working days of receiving the complaint, the HR director will notify the person(s) 
charged [hereafter referred to as “respondent(s)”] of a complaint and initiate the investigation to 
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determine whether there is a reasonable basis for believing that the alleged violation of this 
policy occurred. 

4. During the investigation, the HR director, together with legal counsel or other management 
employees, will interview the complainant, the respondent and any witnesses to determine 
whether the alleged conduct occurred. 

5. Within 15 business days of the complaint being filed (or the matter being referred to the HR 
director), the HR director or other person conducting the investigation will conclude the 
investigation and submit a written report of his or her findings to the company. 

6. If it is determined that harassment or discrimination in violation of this policy has occurred, the 
HR director will recommend appropriate disciplinary action. The appropriate action will depend 
on the following factors: a) the severity, frequency and pervasiveness of the conduct; b) prior 
complaints made by the complainant; c) prior complaints made against the respondent; and d) 
the quality of the evidence (e.g., first-hand knowledge, credible corroboration). 

7. If the investigation is inconclusive or if it is determined that there has been no violation of policy 
but potentially problematic conduct may have occurred, the HR director may recommend 
appropriate preventive action. 

8. Within five days after the investigation is concluded, the HR director will meet with the 
complainant and the respondent separately, notify them of the findings of the investigation, and 
inform them of the action being recommended. 

9. The complainant and the respondent may submit statements to the HR director challenging the 
factual basis of the findings. Any such statement must be submitted no later than five working 
days after the meeting with the HR director in which the findings of the investigation are 
discussed. 

10. Within 10 days from the date the HR director meets with the complainant and respondent, the 
company will review the investigative report and any statements submitted by the complainant 
or respondent, discuss results of the investigation with the HR director and other management 
staff as may be appropriate, and decide what action, if any, will be taken. The HR director will 
report the company’s decision to the complainant, the respondent and the appropriate 
management assigned to the department(s) in which the complainant and the respondent work. 
The company’s decision will be in writing and will include findings of fact and a statement for or 
against disciplinary action. If disciplinary action is to be taken, the respondent will be informed of 
the nature of the discipline and how it will be executed. 

Alternative legal remedies 

Nothing in this policy may prevent the complainant or the respondent from pursuing formal legal 

remedies or resolution through local, state or federal agencies or the courts. 
 

Confidentiality 

During the complaint process, the confidentiality of the information received, the privacy of the 

individuals involved and the wishes of the complaining person will be protected to as great a degree as 

is possible. The expressed wishes of the complaining person for confidentiality will be considered in the 

context of the company’s legal obligation to act on the charge and the right of the charged party to 

obtain information. In most cases, however, confidentiality will be strictly maintained by the company 

and those involved in the investigation. In addition, any notes or documents written by or received by 

the person(s) conducting the investigation will be kept confidential to the extent possible and according 

to any existing state or federal law. 
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Anti-discrimination and Anti-harassment Policies 

 

I have read and understand the Anti-discrimination and Anti-harassment policies of Hometown Hope, 
Inc. (dba Muscle Memory Dance Company) and agree to abide by the policies contained therein. 
 

Signature: 

 

Date: 

 

 

 

Pledge of Confidentiality 

 

This is to certify that I, _______________________________, an employee, company member, 
volunteer or Board member of Hometown Hope, Inc., understand that any information (written, verbal or 
other form) obtained during the performance of my duties must remain confidential.  This includes all 
information about members, clients, families, employees and other associate organizations, as well as 
any other information otherwise marked or known to be confidential. 
 
I understand that any unauthorized release or carelessness in the handling of this confidential 
information is considered a breach of the duty to maintain confidentiality.   
 
I further understand that any breach of the duty to maintain confidentiality could be grounds for 
immediate dismissal and/or possible liability in any legal action arising from such breach. 
 

Signature: 

 

Date: 

 

 

For Hometown Hope, Inc.  
 

 

Signature:  Date:   

     
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 


