
RESPECT IN THE WORKPLACE 

Effective Date: May 2015 

It is the policy of the foundation to maintain a work environment in which all individuals are treated 
with respect and dignity. Each individual has the right to work in a professional atmosphere and in a 
workplace that prohibits discrimination and harassment, as well as retaliation against anyone who in 
good faith reports or participates in an investigation of discrimination or harassment. This policy, which 
includes Equal Employment Opportunity, Reasonable Accommodations, and Anti-Discrimination and 
Harassment provisions, is intended to educate all foundation employees about what may constitute 
discrimination, harassment, or retaliation and to notify everyone who works here that the foundation 
will not condone or tolerate discrimination, harassment, or retaliation. These policies also provide 
information regarding when employees may be eligible for reasonable accommodations and how to 
seek such accommodations, and establish a Complaint procedure for anyone who believes that he or 
she has been the subject of discrimination, harassment, or retaliation. 

EQUAL EMPLOYMENT OPPORTUNITY 

It is the policy of the foundation to ensure equal employment opportunity for all qualified employees, 
interns, or applicants without discrimination on the basis of race, color, national origin, ancestry 
alienage, citizenship, religion, creed, gender, pregnancy, childbirth or related medical conditions, age, 
physical or mental disability, marital, familial, or partnership status, sexual orientation, gender identity 
or expression or, to the extent required by law, conviction or arrest record, unemployment status, 
military or veteran status, predisposing genetic characteristics or information, status as a victim of 
domestic violence, sex offense or stalking, caregiver status, consumer credit history, or any other 
characteristic protected by law. The foundation prohibits and will not tolerate any such discrimination. 
This policy applies to all terms and conditions of employment at the foundation including recruitment, 
advertisements for employment, hiring, training, promotion, transfer, performance evaluation, 
compensation, benefits, and termination. 

REASONABLE ACCOMMODATIONS 

It is also the foundation’s policy to make reasonable accommodations for qualified employees, interns, 
or applicants who have a disability or religion-based need; who need an accommodation due to 
pregnancy, childbirth or a related medical condition; or who have been subject to domestic violence, a 
sex offense, or stalking and have made those needs known to the foundation. In such cases, the 
foundation will provide a reasonable accommodation, unless such accommodation imposes an undue 
hardship on the foundation. Any employee, intern, or applicant who believes that he or she requires a 
reasonable accommodation to perform an essential job function or complete an employment 
application should contact his or her manager or a director in Talent and Human Resources to request an 
accommodation. The foundation may request that the individual authorize access to additional 
information to assess and act on the accommodation request. To the extent possible, the foundation will 
maintain as confidential all accommodation requests. 



In addition, federal and state laws provide working mothers the right to express breast milk in the 
workplace. For three years after the birth of a child, the foundation will provide reasonable break time 
each time a nursing employee or intern has the need to express milk. The foundation will also provide a 
private location that is shielded from view and intrusion in which nursing employees and interns may 
express breast milk. 

There is a room dedicated for nursing mothers on the 21st floor. 

ANTIDISCRIMINATION AND HARASSMENT 

The foundation is committed to providing a work environment where all persons can work together 
comfortably and productively, free from unlawful discrimination and harassment.  

The foundation prohibits harassment—that is, conduct (including actions, words, jokes, or comments) 
that is unwelcome, uncomfortable to the recipient, and interferes with the recipient’s ability to work—
by trustees, employees, interns, applicants, consultants, vendors, grantees, or visitors against a trustee’s, 
employee’s, intern’s, applicant’s, consultant’s, vendor’s, grantee’s, or visitor’s race, color, national origin, 
ancestry, alienage, citizenship, religion, creed, gender, pregnancy, childbirth, or related medical 
conditions, age, physical or mental disability, marital, familial,  or partnership status, sexual orientation, 
gender identity or expression, or to the extent required by law, conviction or arrest record, 
unemployment status, military or veteran status, predisposing genetic characteristics or information, 
status as a victim of domestic violence, sex offense, or stalking, caregiver status, consumer credit 
history, or any other characteristic protected by law. 

The foundation’s expectations regarding appropriate workplace conduct are higher and broader than 
those imposed by the law, such that it is possible for conduct not to violate the letter of the law but to 
nonetheless violate this policy and subject an individual to disciplinary action. 

The foundation recognizes that individuals come to the workplace from a wide variety of backgrounds 
and with a wide range of personal values and behavioral preferences. Therefore, the foundation has 
provided the following guidance regarding behavior that the foundation prohibits, regardless of an 
individual’s level of seniority, length of employment at the foundation, or value in other respects to the 
foundation; regardless of whether the person engaging in the conduct intends any harm by this 
behavior; and regardless of whether the behavior is or was considered acceptable in other workplaces, 
cultures, or settings in which the person engaging in the behavior has lived or worked. 

The foundation prohibits the behaviors described below not only because these behaviors can subject 
individuals and the foundation to legal liability, but, more importantly, because these behaviors can 
have the effect of making it uncomfortable and difficult for colleagues to function effectively in the 
workplace. Accordingly, prohibited conduct includes a wide range of subtle or overt behaviors, 
including, but not limited to: 

 A manager promising a benefit or threatening some harm to an individual in an attempt to 
extract sexual favors from the individual; 



 An employee promising or withholding a benefit to a grantee or intern in exchange for a sexual 
favor; 

 Unwelcome physical contact; 

 Leering, making a sexual gesture, or displaying a sexually suggestive object, picture, cartoon, or 
poster; 

 Making an unwanted sexual proposition;  

 Graphic, verbal commentary about an individual’s body or body parts; 

 Commentary about an individual’s sexual prowess or sexual deficiencies; 

 Unwelcome, obscene, or derogatory sexual jokes or comments—whether made in person or by 
e-mail messages, voicemail messages, text messages, posting to social media sites, etc.; 

 Ethnic or racial epithets, slurs, or negative stereotyping;  

 Threatening, intimidating, or hostile acts, including acts purported to be jokes or pranks; and 

 Written, electronic, or graphic material that denigrates or shows hostility or aversion toward an 
individual or group because that individual or group has a characteristic protected by law or an 
association with someone who has a characteristic protected by law. 

Conduct prohibited by this policy is unacceptable and forbidden in the workplace, whether it occurs on 
the foundation’s premises or at any work-related setting outside the workplace, such as during 
business meetings, business-related social events, or business-related travel. In addition, employees are 
reminded of their obligations under other foundation policies that inform employees on their conduct, 
including, without limitation, the Technology Acceptable Use policy. 

Any of the above behaviors includes those using electronic media, including but not limited to blogs, 
text messages, e-mails, social networking sites, message boards, and/or instant messaging. Individuals 
should also be mindful of their conduct on social media sites and should not post anything about their 
co-workers or colleagues that may violate this policy, including sexist comments, discriminatory insults 
or comments, or obscenity. 

Any individual who engages in conduct prohibited by this policy may be subject to disciplinary action, 
up to and including termination of employment. 

The foundation prohibits retaliation against any individual who reports discrimination or harassment, 
opposes discrimination or harassment, participates in an investigation of such reports, or seeks 
accommodations. Retaliation against an individual for reporting discrimination or harassment, for 
participating in an investigation of a claim of discrimination or harassment, or seeking 
accommodations is a serious violation of this policy and, like discrimination or harassment itself, may 
be subject to disciplinary action up to and including termination of employment. 



COMPLAINT PROCEDURE  

Reporting an Incident of Discrimination, Harassment, or Retaliation 

The foundation strongly urges the reporting of all incidents of discrimination, harassment, or 
retaliation, as defined in the Respect in the Workplace policy, regardless of the offender’s identity or 
position. Individuals who believe they have experienced conduct that is contrary to the foundation’s 
policy or who have concerns about such matters may address these concerns directly with the 
individual who has engaged in the conduct if they so choose, but they are not required to do so. 
Individuals may also raise their concerns with their immediate manager; the vice president, Talent and 
Human Resources; a director in Talent and Human Resources; or a vice president of the foundation. 
Individuals should not feel obligated to file their Complaints with their immediate manager first before 
bringing the matter to the attention of one of the other foundation-designated representatives 
identified above. 

IMPORTANT NOTE: Individuals who have experienced conduct they 
believe is contrary to this policy have an obligation to take advantage of 
this Complaint procedure. An individual’s failure to fulfill this obligation 
could affect his or her rights in pursuing legal action. 

Early reporting and intervention have proven to be the most effective method of resolving actual or 
perceived incidents of discrimination or harassment. Therefore, while no fixed reporting period has 
been established, the foundation strongly urges the prompt reporting of Complaints or concerns so 
that rapid, constructive action can be taken. 

THE INVESTIGATION 

The foundation will promptly investigate any and all reports or Complaints of discrimination, 
harassment, or other violations of this policy. All Complaints of discrimination, harassment, or 
other violations of this policy will be treated seriously and with discretion. The foundation will 
endeavor to maintain confidentiality throughout the investigatory process to the extent practical 
and appropriate under the circumstances. 

Although the specific investigative measures taken in any particular situation will depend on the nature 
of the Complaint and the facts brought forward, the foundation’s general protocol may include 
conducting interview meetings with the individuals who have raised an issue or Complaint, the 
individuals who are accused of violating the foundation policy, and any individuals identified as 
witnesses to the conduct in question. Depending on the circumstances, the foundation may conduct 
additional interviews, review documents, request witness statements, or take other action. 

When the investigation is complete, the investigator assigned by the foundation will discuss his or her 
findings with the vice president, Talent and Human Resources. After receiving recommendations and 
guidance, the vice president, Talent and Human Resources, will determine whether the foundation’s 
policy has been violated and if so, what form of corrective action is most appropriate. 



The foundation will inform an individual who has filed a Complaint of its determination as to whether 
the foundation’s policy was violated. However, the foundation will not disclose the nature of any 
disciplinary action that may have been taken because discipline is a confidential matter between the 
foundation and the individual subject to the corrective action. Discipline can take many forms, and 
individuals who raise concerns should not assume that disciplinary measures have not been 
implemented simply because the foundation does not publicize the disciplinary measure. 

RESPONSIVE ACTION 

Conduct constituting a violation of this policy will be dealt with appropriately. Responsive action may 
include, for example: training, referral to counseling, and/or disciplinary action such as warning, 
reprimand, withholding of a promotion or pay increase, reassignment, temporary suspension without 
pay, or termination as the foundation believes appropriate under the circumstances. 

EMPLOYEE’S RESPONSIBILITIES 

All employees are responsible for possessing an in-depth knowledge of this policy and must comply 
fully with both the letter and spirit of this policy. 

All employees are responsible for helping to ensure that all discrimination and harassment is 
prevented. Any employee who believes that he or she has witnessed discrimination or harassment or is 
being discriminated against or harassed should immediately notify one or more of the following people: 
his or her manager; the vice president, Talent and Human Resources; a director in Talent and Human 
Resources; a vice president of the foundation; or an individual whom the foundation has designated to 
receive Complaints and investigate where warranted. 

Additionally, managers are expected to apply their knowledge of this policy on an active and 
continuous basis, and they will be held accountable for their conduct in this regard. This means that if a 
manager is aware of, or has concerns about, any behavior that could be considered a violation of this 
policy, it is their obligation to report it pursuant to the reporting procedures described above. Failure to 
fulfill any of these responsibilities will not be tolerated and may result in disciplinary action up to and 
including termination of employment. 

Individuals who have questions or concerns about this policy should speak with the Talent and Human 
Resources director (New York and International). 

Finally, this policy should not and may not be used as a basis for excluding or separating individuals of a 
particular gender, or any other protected characteristic, from participating in business or work-related 
social activities or discussions in order to avoid allegations of discrimination or harassment. The law 
and the policies of the foundation prohibit disparate treatment on the basis of sex or any other 
protected characteristic with regard to terms, conditions, privileges, and perquisites of employment. 
The prohibitions against discrimination, harassment, and retaliation are intended to complement and 
further this policy, not to form the basis of an exception to it. 

 



LIABILITY FOR PROHIBITED HARASSMENT 

Any employee who has engaged in sexual or other prohibited discrimination, harassment or any other 
conduct that has violated this policy, or who has otherwise contributed to the creation or continuation 
of a hostile work environment—including any manager who knew about the discrimination, 
harassment, or conduct and took no action to stop it—may, in addition to any disciplinary action taken 
by the foundation, be held personally liable for monetary damages if a civil action is filed against him or 
her. The foundation will not pay damages assessed personally against an employee for engaging in any 
behavior that violates this policy.  

 

 

 


