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CARE USA, in recognition of our responsibility to our employees and to the communities in which we operate, reaffirms our equal employment opportunity policy of complying with all federal, State, and local equal employment opportunity/non-discrimination laws.  We make this commitment because it is the right thing to do and not just because it is the law.  In carrying out this responsibility, we will, to the fullest extent required by applicable law:
         recruit, hire, and promote for all job classifications, and
         take all personnel actions (such as compensation, benefits, transfers, CARE-sponsored training, social and recreational programs, and terminations)
without regard to race, color, national origin, ethnicity, sexual orientation, marital status, religion, gender, age, disability, veteran status, socioeconomic status, HIV/AIDS status or other bases prohibited by federal, state or local law.  CARE USA also makes reasonable accommodations for qualified applicants and employees with disabilities, unless doing so creates an undue hardship, in accordance with all legal requirements.  Any employee with a disability who requires an accommodation to perform the essential functions of the job should talk to his or her manager to request an accommodation.  CARE USA will work with the individual to attempt to identify a reasonable accommodation that will not impose an undue hardship on the organization.
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Consistent with CARE’s vision, mission, and core values of respect, integrity, and accountability, as well as our commitment to diversity, we seek to create and maintain an organizational environment that is free of discrimination, harassment, and exploitation, and to ensure the same in all of our work with communities and partners.  This is critical to our effectiveness as an organization.  Each member of a community with whom CARE works or provides assistance must have CARE’s utmost assurance that they will not be subject to any form of harassment or exploitation.  Equally, each CARE employee must have the opportunity to contribute fully to CARE’s mission in a work environment that is free from all forms of harassment and exploitation.  To fulfill these aims, CARE expressly prohibits and will not tolerate any form of harassment or exploitation, be it physical, sexual, or psychological.  CARE employees are obliged to create and maintain an environment that prevents exploitation and abuse.
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Harassment
Harassment means any unwelcome comment or behavior that is offensive, demeaning, humiliating, derogatory, or any other inappropriate behavior that fails to respect the dignity of an individual.  CARE prohibits harassment of any program participant, partner, vendor, or other individual visiting or doing business with CARE.  Examples of harassment include, but are not limited to:
         Verbal conduct such as threats, derogatory or offensive remarks, name calling, innuendos, slurs, jokes or degrading words used to describe an individual or individual characteristics in general, or any other demeaning or inappropriate comments.
         Visual conduct such as leering, gesturing, displaying or distributing offensive objects or pictures, cartoons, graffiti, posters, or magazines.
         Offensive remarks in writing (letters, memos, emails, etc).
         Threats or insinuations that could affect a program participant’s entitlement to assistance.
         Actual or threatened physical abuse or conduct.
Exploitation
Exploitation involves using one’s position of authority, influence or control over resources, to pressure, force or manipulate someone to do something outside of his or her usual job responsibilities against their will.  This includes threatening to withhold project assistance, threatening to make false claims about a person in public, or any other negative repercussions in the work place or community.  Examples of exploitation include, but are not limited to:
         Offering special benefits to program participants or employees in exchange for expressed, implied or demanded favors.
         Threats or insinuations that an individual’s refusal or unwillingness to submit to demands will affect the person’s entitlement to project assistance and support, or terms and conditions of employment.
Sexual Harassment
Sexual harassment means any unwelcome sexual advance, comment, expressed or implied sexual demand, touch, joke, gesture, or any other communication or conduct of a sexual nature, whether verbal, written or visual, by any person to another individual within the scope of CARE’s work.  The definition includes sexual harassment that is directed at members of the same or opposite sex and includes harassment based on sexual orientation.  CARE prohibits sexual harassment of any individual, employee, or program participant, regardless of their work relationship.  Unwelcome sexual advances, requests for sexual favors and other verbal, physical, or visual conduct based on sex constitute unlawful sexual harassment when:
         Submission to such conduct becomes an implicit or explicit term or condition of employment;
         Submission to or rejection of the conduct is used as the basis for any employment decision; or
         The conduct has the purpose or effect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile or offensive working environment.
Examples of gender-based harassment forbidden by this policy include the following:
         Offensive sex-oriented verbal kidding, teasing or jokes.
         Repeated unwanted sexual flirtations, advances or propositions.
         Continued or repeated verbal abuse of a sexual nature.
         Graphic or degrading comments about an individual’s appearance or sexual activity.
         Offensive visual conduct, including leering, making sexual gestures, the display of offensive sexually suggestive objects or pictures, cartoons or posters.
         Unwelcome pressure for sexual activity.
         Offensively suggestive or obscene letters, notes or invitations.
         Offensive intentional physical contact such as patting, grabbing, pinching, or brushing against another’s body.
Sexual Favoritism
Sexual favoritism occurs when a manager makes a decision based upon an employee’s or applicant’s receptiveness to sexual advances.  CARE USA prohibits this conduct even if it is isolated in nature and not sufficiently widespread to constitute unlawful conduct.
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The conduct prohibited by this policy, whether verbal, physical or visual, includes any discriminatory employment action and any unwelcome conduct that affects someone because of that individual’s protected status.  Among the types of unwelcome conduct prohibited by this policy are epithets, slurs, negative stereotyping, intimidating acts and the circulation or posting of written or graphic materials that show hostility toward an individual because of his/her protected status.  CARE USA prohibits that conduct even if it is not sufficiently severe or pervasive to constitute unlawful harassment.
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All CARE USA employees have a personal responsibility to conduct themselves in compliance with these policies.  Everyone is expected to avoid any behavior or conduct that could reasonably be interpreted as prohibited harassment; no employees, not even the highest ranking people in the organization, are exempt from the requirements of this policy.  As set forth below, all employees are required to report any observation of conduct inconsistent with this policy.  If you have any questions concerning this policy, please contact the HR Service Center.
[bookmark: 1_1_3_4_Retaliationbc-19][bookmark: 1_1_3_4_Retaliation]1.1.3.4         Retaliation
CARE will not tolerate any form of coercion, intimidation, reprisal or retaliation against anyone who reports discrimination, harassment or sexual harassment, or provides any information or other assistance in an investigation.  Any employee found to have discriminated, harassed, coerced or intimidated in retaliation against another in violation of this policy will be subject to prompt and appropriate disciplinary action, up to and including termination.
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All employees have an obligation to report harassment of any form and exploitation, if they believe any of these forms of abuse have occurred in the course of duty within the workplace or in program communities, if they observe such conduct, or if they receive any information about such conduct.  Discrimination, harassment, exploitation, or retaliation in any form must be reported immediately to any of the following:
         Your manager or senior management (i.e.  director or vice president)
         Someone in Human Resources, which includes your HR business partner, the HR Service Center, or a member of the HR senior management team; or
         The Office of General Counsel. 
The report may be verbal or in writing, and should provide details of what happened, including date, location and the name of the witness.  The initial report and all subsequent information developed will be held in the strictest confidence and will be disclosed only on a need-to-know basis in order to investigate and resolve the matter.
If you feel unable to report the situation to anyone within CARE, you may utilize CARE Line, an additional reporting mechanism for employees who become aware of wrongful conduct by CARE staff.  CARE Line may be accessed from any computer in the world via www.clearviewconnects.com (select CARE for organization name.) Alternatively, you may call collect on +1 647-426-7273 (US callers may dial toll-free (877) 492-2738). 
After reporting possible violations of the organization’s discrimination, harassment, exploitation and/or retaliation policies, you will receive an acknowledgment verifying that a complaint was received.  If you do not receive verification within five (5) business days, notify the Vice President of Human Resources or the Office of General Counsel that a report was made and to whom.
In investigating and in imposing any discipline, CARE USA will attempt to preserve confidentiality to the extent the needs of the situation and/or investigation permit.  Any employee found to have violated CARE’s discrimination, harassment, exploitation and/or retaliation policies will be subject to disciplinary action, up to and including termination of employment.
Workplace Harassment Procedures in the US
CARE USA maintains posters in its US-based offices that refer to legal definitions of harassment.  These posters identify governmental agencies to contact for information on how and when to file administrative claims. 
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CARE’s approach to gender equity and diversity (GED) embodies CARE’s commitment to the organizational imperative of valuing, respecting and fully benefiting from each individual’s unique qualities and abilities in order to fulfill and strengthen our vision and mission.  CARE’s success in advancing quality programming depends on our ability to harness and apply the skills and abilities of our staff within an environment of respect, trust, and value for the contribution of all.  Understanding and appreciating GED is a process to create these conditions.
CARE values and believes in gender equity and diversity because:
         In order to enhance and advance our humanitarian work, we need a variety of perspectives to inform relevant and responsible choices about how programs are designed and how projects are managed and implemented. 
         To increase capacity within the communities in which CARE works, we need to build collaborative relationships and partnerships amongst people with a multiplicity of similarities and differences.
         CARE’s mission calls for affirming the dignity and worth of all people.  This includes, but is not limited to, combating discrimination in all its forms.
         CARE’s success depends on our ability to learn and innovate.  Our differences in knowledge, approach, and perspective are the source and spring of innovation and learning.
CARE promotes diversity because we believe it is the right thing to do.  It allows us to lead internally with our staff and externally in our work with program participants by upholding CARE’s core values of respect, integrity, commitment and excellence.
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Gender equity is a critical component of CARE’s commitment to diversity.  All people, by virtue of their shared humanity, inherently deserve equal dignity and rights.  CARE affirms and upholds the equal rights and opportunities of men and women.  In addition, each person, by virtue of her or his particular character and context, has a unique identity and combination of aspirations and abilities.  Therefore, CARE must strive to understand how the particular conditions of each individual or social group shape their ability to excel and create tailored opportunities for each to thrive.  Realizing our vision and upholding our mission and core values requires staff to apply standards to our organizational behavior that support and reaffirm the equal dignity and rights of all. 
CARE approaches gender equity in both our programming and within the organization.  To enhance program quality and to affirm our commitment to uphold the dignity and rights of all, CARE promotes gender equity through programming systems and structures by systematically analyzing gender relations to design and implement programs that maximize impact on gender equity, targeting project activities towards appropriate participants, balancing consideration of gender roles and responsibilities with a commitment to also advancing long-term strategic gender interests, and monitoring and evaluating all programs, measuring the relative impact on women and men, and on the relations between them. 
Within the organization, CARE strives to create and maintain a gender sensitive environment built on systems, policies, practices and structures where an equitable gender balance exists at all levels (based on available talent), women and men are represented in senior management positions and decision-making processes, and CARE’s benefits policies are equitable and responsive to the need to balance work, family/civic life, and the different gender roles of staff (e.g.  responsibilities of pregnancy, child rearing and family care).  CARE fosters an environment of trust where non-discriminatory working relationships and respect for diversity in work and management styles is encouraged. 
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CARE operates in approximately seventy countries worldwide, each with its unique culture, perspectives, and socioeconomic environment.  It is CARE’s diversity, found in our global presence that provides the resource and strength to fulfill our vision to overcome poverty and promote social justice.  Continued success in the future is determined by our ability to harness the full potential of diversity within CARE.  This requires us to fully apply the talents of our staff within an environment rich with innovation, creativity, mutual respect, and value for the contribution of all.  Understanding and appreciating diversity is a process to create these conditions; a way to engender respect for differences, talents, and perspectives; and a vital process to identify untapped potential to maintain CARE’s excellence in addressing complex development issues.
CARE conceptualizes diversity in the broadest sense, going beyond regular classifications of gender, race, nationality, ethnicity, religion, sexual orientation, age, disability, among others, to also include diversity of perspectives that uphold CARE’s core values, and to emphasize the value of creating and maintaining a work environment that promotes diversity.

