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LandaJob, Inc. 
Harassment-Free Workplace Policy 

 
Policy 
 
Landajob, Inc. is committed to providing our employees with a safe and productive working environment.  Accordingly, LandaJob prohibits all 
forms of harassment in the workplace. 
 
Sexual harassment and harassment that is based on an individual’s race, color, religion, national origin, age, disability, gender (even if not 
sexual in nature), sexual orientation/preference and veteran’s status are prohibited.  This policy applies to all work-related settings, including 
without limitation, an employee’s customary work location(s), off-site locations where Company business is conducted, vehicles used for 
Company business, and social and recreational events which are planned and sponsored by LandaJob.  This policy also prohibits retaliation or 
adverse employment action against any employee who exercises his or her rights under this policy. 
 
All of our supervisors have the duty to ensure that employees are not subjected to harassment and to ensure that employees do not engage in 
harassment or retaliation. 
 
Employee Rights 
 
Consistent with our policy, each employee has: 
 
A) The right to work in an environment that is free of harassment form other employees, supervisors and managers, volunteers, independent 

contractors, vendors and other non-employees. 
 

B) The right to report any complaints that he or she may have regarding harassment or violations of this policy, whether such conduct is 
directed at him or her or at other employees, and the right to share any knowledge he or she may have regarding violations of this policy 
during any Company investigation; and 

 
C) The right to be treated without retaliation and without suffering adverse employment action for expressing good faith complaints under this 

policy, participating in any investigation under this policy or otherwise exercising his or her rights under this policy. 
 
Definitions of Harassment 
 
Harassment may encompass a wide range of physical, verbal (oral and written) and visual/non-verbal behaviors in the workplace.  “Sexual 
harassment” means unwelcome, unsolicited, uninvited, offensive, or undesirable conduct of a sexual nature directed at or affecting an employee 
of the same sex or of the opposite sex.  Other forms of harassment include conduct that is offensive or shows hostility toward an employee 
because of his or her race, color, religion, national origin, age, disability, gender/sex, sexual orientation/preference or veteran’s status, or those 
of his or her relatives, friends, or associates. 
 
Harassment is a violation of this policy in the following situations: 
 
A) If the employee is promised or given some favorable employment action or benefit only if the employee will submit to or tolerate the 

harassing behavior in question. 
 

B) If the employee is threatened with or suffers adverse employment action because he or she rejected or refused to tolerate the harassing 
behavior in question. 

 
C) If the harassing behavior in question unreasonably interferes with the employee’s work performance or creates an intimidating, hostile, 

abusive or offensive work environment (even if no promise of favorable employment action or benefit is promised or actually given and 
even of no adverse employment action is threatened or actually taken). 

 
Impermissible harassment may take many forms, including but not limited to touching; leering; sexual, racial, or other inappropriate jokes or 
comments; displaying or circulating offensive materials; etc.  Each situation depends on a number of factors, including severity, frequency, 
nature, presence or absence of tangible job consequences, etc., and will be reviewed on a case by case basis.  In some cases, one incident will be 
sufficient to constitute harassment.  In other cases, a pattern or series of incidents may be necessary. 
 
 
Reporting and Investigating Violations 
 
1) What Situations Must Be Reported.  Each employee has the obligation to report the following:  (a) if he or she has been harassed by 

another employee or a non-employee; (b) if he or she has witnessed or observed first-hand the harassment of another employee; (c) if 
another employee has reported harassment to him or her; and (d) if he or she has been retaliated against for reporting a violation of this 
policy or for cooperating in any investigation. 
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2) When to Report.  Any of the above situations are to be immediately reported.  They should be reported as soon as they occur or 
immediately after an employee obtains knowledge that there has been a possible violation of this policy. 

 
3) Where to Report.  Any of the above situations may be reported to Landa Williams or Ralph Gilbert.  We encourage employees to report in 

writing using the Report Form attached to this policy. 
 

4) Investigation.  Upon receipt of a report or complaint, LandaJob will immediately undertake an objective and thorough investigation.  The 
investigation will generally include interviewing any individuals who were possible harassed, and individuals who allegedly violated this 
policy, and any other potential witnesses.  The investigation will include a review of the credibility of the evidence and of any individuals 
who have provided information. 

 
5) Determination.  Upon conclusion of the investigation, LandaJob will determine if the behavior in question constitutes harassment or other 

form of inappropriate conduct.  In determining whether alleged conduct constitutes harassment, LandaJob will look at numerous factors, 
including without limitation, the evidence as a whole, totality of the circumstances, nature of the conduct, context in which the alleged 
conduct occurred, credibility of the witnesses, frequency and severity of the conduct, patterns of inappropriate  conduct, documentation, 
circumstantial evidence, and other factors.  Appropriate action will be taken as warranted under the circumstances. 

 
6) Confidentiality.  Confidentiality will be maintained by the Company to the extent possible under the circumstances.  If the employee makes 

a report in writing, the written report will be used only in connection with this Harassment-Free Workplace Policy. 
 
7) Communication of Outcome.  To the extent that it is appropriate to do so, the Company will inform the reporting or complaining employee 

and any others who have a legitimate need to know of the general outcome of the investigation. 
 
Consequences For Violating This Policy 
 
 If the Company believes that it is more likely than not that a violation has occurred, then the Company will take appropriate action.  
Such action may include disciplinary action, up to and including discharge. 
 

 

Report of Harassment 
 
If you have a report of harassment of any kind, please use this form to make your report.  When you write your report, please 
provide as much detail as possible.  The more information the Company has, the more readily it will be able to investigate and 
remedy your situation.  Please write legibly and in pen. 
 
This form will be used only in connection with the Company’s Harassment-Free Workplace Policy.  As provided in the Policy, 
this form will be kept as confidential as possible under the circumstances. 
 
 
Today’s Date: ___________________ 
  
Your Name: _______________________________________ 
 
Date or dates of the events or conduct that you are reporting: 
 
 
People who might have witnessed the events or conduct you are reporting: 
 
 
Person or people who participated in the events or conduct you are reporting: 
 
Please describe, in as much detail as possible, the events or conduct you are reporting.  If you need more space, please feel free to 
write on the back or attach additional pages. 
 
___________________________________________________________________________________________________________________ 
 
____________________________________________________________________________________________________________________________________________________ 
 
____________________________________________________________________________________________________________________________________________________ 
 
___________________________________________________________________________________________________________________ 
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LandaJob, Inc. 
8117 Wornall Road 

Kansas City, Missouri 64114 
816.523.1881 fax 816.523.1876 

www.landajobnow.com
adstaff@landajobnow.com

 
 

Acknowledgement 
 
By signing below, I acknowledge that I have received LandaJob, Inc.’s Harassment-Free Workplace Policy, 

together with the form entitled “Report of Harassment.”  I acknowledge that I have read the policy and that I 

understand the policy.  I understand that if I have questions about the policy at any time, I should ask Landa 

Williams or Ralph Gilbert. 

 
 
 
________________________________________ 
Employee Name (Print) 
 
 
________________________________________ 
Employee Signature 
 
 
________________________________________ 
Date 
 
 

http://www.landajobnow.com
mailto:adstaff@landajobnow.com
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