SAMPLE POLICY PREVENTING HARASSMENT & ABUSE

The harassment, abuse and sexual harassment policy states a companies position towards such
harassment and outlines how the policy will be implemented. It should be used in conjunction with other
policies, such as the Company’s ethical recruitment policy.

Name & Address of the Company
It is a core principle of COMPANY NAME to ensure a safe working environment, gender equality and justice
through all of COMPANY NAME’s activities and practices.
In keeping with this principle, it is important to ensure an organisational culture free from discrimination,
physical or verbal abuse and all forms of harassment with a particular focus on sexual harassment.

Harassment is understood as any abusive, harassing or otherwise unwanted or inappropriate behaviour.
Harassment and abuse will not be tolerated by COMPANY NAME.
Sexual harassment is understood as any abusive, harassing or otherwise unwanted or inappropriate
behaviour of a sexual nature.
Sexual harassment is unlawful and will not be tolerated by COMPANY NAME.
Workers are encouraged to report any incidents of workplace harassment to the appropriate staff
member.
Insert Name of Appropriate Person (Designation): ______________________________________
Furthermore, any recrimination against those that lodge any form of harassment grievances will also not
be tolerated. COMPANY NAME takes allegations of harassment seriously, and will respond promptly to
complaints of harassment through the formal grievance procedure.
Following an incidence of harassment, prompt and appropriate remedy will be provided to victims and
punitive measures will be taken against perpetrators.
The Company will maintain regularly updated records on all harassment and abuse complaints as part of a
monitoring mechanism to prevent the occurrence and reoccurrence of harassment or abuse.
Signature of person responsible within the company

(Head of the Organisation)
Date DD/MM/YYYY
Source: Adapted from EF Sample – sexual harassment policy

DISCLAIMER: The information in this document is prepared for a brief and general guideline on recruitment and have been compiled
using various sources publicly available. Efforts have been made to ensure that relevant information have been included; however EF
does not claim that the information in this guideline is exhaustive. Further, this document does not purport to contain all the
information that the end user or reader including but not limited to employers, buyers, importers, manufacturers, suppliers or
distributors (collectively “End User”) may desire in understanding regarding the processes, practices or laws in Malaysia in respect of
harassment and abuse. The intent of this document is to provide basic guidelines which may be of some help to the end user. With
the help of this document, the end user should ensure that the relevant laws, rules, regulations and guidelines are applicable,
suitable, updated and relevant to their company or business as a whole. EF, its subsidiaries, related corporation, affiliates,
associates, business partners (collectively, “EF Group”) and EF’s directors, shareholders, officers, employees, agents, representatives
and advisers (“Representatives”) do not:- (i) make any representation, undertaking or warranty, express or implied, nor any of them, to
the extent permitted by law, have any responsibility or liabilities whatsoever in respect of the truth, accuracy or completeness of, or
omission from, this document or any related documents or information, whether written or oral, supplied at any time or in respect of
any statement, disclosure, or opinion expressed or omitted; (ii) owe any duty of care or otherwise owed by EF Group or its
Representatives to the End User in respect of or in connection with this document; (iii) have any obligation to update this document
or to correct any inaccuracies, incompleteness or omissions therein; and (iv) accept any responsibility or liability to any reader or
third party for any damages, loss, cost or expense, or any loss of profits, business or anticipated savings or for any consequential
loss whatsoever, whether directly or indirectly, due to or in connection with any negligence, error, misstatement, misrepresentation or
omission by EF Group or its Representatives.

