[COMPANY LOGO]

Equal Employment Opportunity Policy

Purpose

At [Insert Company Name], we are committed to providing equal opportunities for all employees
and job applicants. Our goal is to create a workplace where everyone is treated fairly, based on
skills, performance, and merit, without discrimination.

Scope
This policy applies to:

All employees (full-time, part-time, and casual workers)

Job applicants (all individuals applying for employment)
Contractors and temporary staff

Customers and suppliers when interacting with our business

Policy Guidelines
We ensure equal opportunities in:

e Hiring and Promotions: Decisions are based on qualifications and experience, not
personal characteristics.

e Training and Development: All employees have access to learning and professional
growth.

e Fair Treatment: Discrimination, harassment, and unfair treatment based on gender, age,
race, disability, religion, or background are not tolerated.

e Workplace Conduct: Employees are expected to treat colleagues and customers with
respect and professionalism.

Implementation and Monitoring
To ensure equal opportunity is upheld, we will:

1. Hiring Process: Ensure job descriptions focus on required skills, and interview
candidates based on merit.
2. Workplace Conduct: Promote respect and inclusivity in daily operations.



3. Training and Awareness: Provide employees with guidance on diversity and
anti-discrimination.

4. Issue Reporting: Encourage employees to report concerns regarding discrimination or
unfair treatment.

5. Policy Review: Regularly review and update this policy as necessary.

Reporting Discrimination or Violations

Employees who experience or witness unfair treatment are encouraged to report concerns
through the following channels:

e Email: [Insert HR/Manager Email]
e Phone: [Insert Contact Number]
e In-Person: Speak with a manager or HR representative

All reports will be handled confidentially, and appropriate action will be taken. Retaliation against
employees who report concerns in good faith is strictly prohibited.

Commitment to Equal Opportunity

[Insert Company Name] is dedicated to maintaining a fair and inclusive workplace. All
employees are expected to comply with this policy, and necessary actions will be taken to
ensure adherence.

e We provide equal opportunities for all employees.
e \We foster a workplace free from discrimination and harassment.
e We hold ourselves accountable for fair treatment in all employment decisions.

Acknowledgment

All employees are required to acknowledge they have read, understood, and will abide by this
policy.

By signing this document, you confirm that you have read, agree to, and will abide by this policy
until further notice.

Employee Name:
Signature:
Date:
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