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Agreement, with each party to pay for its own costs and attorneys'
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Defendant.

SETTLEMENT AGREEMENT

This action was instituted by the Equal Employment Opportunity
Commission (hereinafter the "Commission") pursuant to §706(f) (1)
and (3) of Title VII of the Civil Rights Act of 1964, as amended,
42 U.S.C. §2000e, et seqg,, and Title I of the Civil Rights Act of
1991, 42 U.S.C. 198la, and joined by Lamar Marrujo ("Marrujo") as
Plaintiff Intervenor against Defendant Virco Mfg. Corporation
(hereinafter the "Defendant"), to remedy unlawful practices alleged
in the Complaints filed in this action.

The Complaints together claimed that Defendant violated
Section 703(a) of Title VII, as amended, 42 U.S.C.82000e, due to
alleged harassment of Lamar Marrujo because of his national origin
(Mexican) and his later discharge. The Parties, being desirous of
settling this action, stipulate to the jurisdiction of this Court

for approval and enforcement of this Settlement Agreement.

-



This Settlement Agreement does not and shall not constitute an
adjudication or finding upon the merits of the case and shall in no
way be construed as an admission by Defendant of any violation of
Title VII or any other law, rule, or regulation dealing with or in
connection with equal employment opportunities. Defendant denies
the allegations in both Complaints. The parties have consented to
the entry of this Settlement Agreement to avoid the burdens of
further litigation.

The Court has reviewed the terms of this Settlement Agreement
in light of the applicable laws and regulations, the statements and
representations of counsel for all parties.

NOW, THEREFORE, the Court being fully advised in the premises,

it is hereby APPROVED AND RESOLVED:

I. SCOPE AND DURATION OF SETTLEMENT AGREEMENT

A. This Settlement Agreement resolves all issues and claims
of public interest arising out of the Commission's Complaint and
EEOC Charge No. 251-96-0125 filed by Lamar Marrujo, alleging
unlawful employment discrimination by Defendant at its Conway,
Arkansas facility. Concurrently, all issues and claims arising from
Plaintiff/Intervenor Marrujo's claims for individual relief have
been satisfactorily resolved in a separate agreement.
Notwithstanding any provisions contained in this Agreement, this
Settlement Agreement shall not be considered in any. manner
dispositive of charges, if any exist, filed with any office of the

Commission other than Charge No. 251-96-0125.



B. The provisions of this Settlement Agreement will be
effective from the date the Settlement Agreement is entered by the
Court and shall continue to be effective and binding upon the
parties to this action for a period of one year from the date of

the entry of this decree.

II. TIERMS OF AGREEMENT

A. Defendant, its officers, agents, employees, and all
persons acting in concert with the Defendant agree not to engage in
any employment practice which has the purpose or effect of
discriminating against any employee on the basis of national origin
pursuant to Title VII of the Civil Rights Act of 1964, as amended.

B. Defendant, its officers, agents, employees, and
all persons acting in concert with Defendant agree not to engage in
any employment practice which has the purpose or effect of
retaliating against any employee for opposing discriminatory
employment practices made unlawful under Title VII of the Civil
Rights Act of 1964, as amended or for participating in any
proceeding under Title VII initiated by charge no. 251-96-012§
filed by Lamar Marrujo.

c. Defendant shall post at the job site, in a location
conspicuous and accessible to all applicants and employees, the
notice attached to this Agreement as Exhibit A. Exhibit A shall
remain posted for the duration of the Agreement.

D. At all times Defendant shall continue its practice to

post and maintain at the job site, in a location conspicuous and



accessible to all applicants and employees the poster summarizing
pertinent provisions of Title VII required by Section 711 of the
Civil Rights Act of 1964, as amended, 42 U.S.C.§2000e-10(a).

E. At all times Defendant shall keep posted and maintained
at the job site, in a location conspicuous and accessible to all
applicants and employees, a copy of its Anti-Harassment and Anti-
Discrimination Policy and procedures for reporting, investigating
and eliminating harassment in the workplace as well as sanctions
for violations of company policy. (Exhibit B)

F. As of March 1998 Defendant has provided training entitled
"The EEO/Sexual Harassment Workshop" to supervisors and managers at
its Conway, Arkansas facility. Topics covered in this training
were federal and Arkansas anti-discrimination laws and recognizing,
preventing and reporting sexual and non-sexual harassment in the
workplace. Defendant shall, no later than 150 days of entry of this
Agreement, expand training at its Conway, Arkansas facility to
educate all employees on recognizing, preventing and reporting
harassment, including ethnic or national origin harassment
specifically.

G. Defendant shall require each employee to attend the
harassment training session and to acknowledge receipt of a copy of
Defendant's harassment policy and procedures for reporting
complaints. A copy of the signed acknowledgment shall be
maintained in the employee's personnel file.

H. Defendant shall instruct each supervisor or foreman, site

superintendent or site manager in proper company procedure for



handling complaints of harassment brought by employees.

III. REPORTING REQUIREMENTS

A. Defendant shall provide to the Commission the written
~syllabus for the ethnic or national origin harassment training
session required in Part II showing the date(s) presented by
Defendant.

B. Defendant shall provide to the Commission a list of all
employees who attended a training session.

C. Defendant shall provide to the Commission a copy of its
harassment policy effective as of the date of execution of this
Settlement Agreement and a description of where this policy is

posted.

Iv. COSTS
Each of the parties shall bear its own costs and attorneys'

fees in this action.
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U.S. EQUAL EMPLOYMENT OPPORTUNITY COMMISSION
Memphis District Office 1407 Usica Ave. , Suits 621
Momphin, TN 38104
PH: (901) S44-0111$
TDD: (901) $44-0112
PAX: (901) 544-0111

HOTICE

This Notice is being posted as part of a settlement of a
national)l origin discrimination lawsuit filed by the
United States Equal Employment Opportunity Commission
(EEOC) against this company, styled EEOC v, Virco Mfg,
, Civil Action No. LR=C-97-804 (United States
District cCourt for the Eastern District of Arkansas,
Western Division). In settling this lawsuit, Virco Mfg.
Corporation denies that it violated any law.

Federal law requires that there be no discrimination
against any employee or applicant for employment because
of race, color, religion, sex, national origin, age (40
or older), or disability with respect to hiring, firing,
compensation, or other terms, conditions, or privileges
of employment. Virco Mfg. Corporation supports and will
comply with these federal laws in all respects and will
take no action against employees or applicants for
employment because they have exercised their rights under
the law.

Virco Mfg. Corporation does not and will not at any time
tolerate or condone discrimination in hiring, firing,
compangation or other terms, conditions, or privileges of
employment based on the natjonal origin of any employee
or applicant for amployment.

By:

Title:

Virco Mfg. Corporation

EXHIBIT

l_A_
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VIRCO MFG. CORPORATION

ANTI-HARASSMENT and ANTI-DISCRIMYNATION POLICY

A. OUR COMPANY’S PHILOSOPHY

Virco commits itself to the ideal of a conllegial and
comfortahle work environment in which all individuals are treated
with respect and dignity. We strive to have our employees work
in an atmosphere that promotes equal opportunity and prohibits
discriminatory practices, including sexual or other harassment.
At Virco, harassment, discrimination and retaliation, whether

verbal, physical or enviromnmental, are unacceptable and will not
be tolerated.

B. INDIVIDUALS COVERED BY TEYXS POLICY

This policy applies to all Virco employees and jcb
applicants and reaffirms Virca’s longstanding commitment to
maintaining a workplace free of harassment, discrximination and
retaliation. Virco will net tolerate sexual or other harassment,
discrimination, or retaliation against any employee or jab
applicant. Also, to the extent we can influence or control such
behavior. we will nor tolerate sexual or other harassment of our
employees by outside persons or entities who &9 business with Virco.
We strongly encourage you ta veport all inecidents of perceived
harassment, discrimination, or recraliation yegardless of the alleged
offender’s identity, title, or position. Internal procedures for

reporting alleged harassment, discrimination, or retaliation are
described below.

Discrimination prohibited by this peliey and te which thae
internal procedures described below apply, is broadly defined as any
employment act_on taken against an employee or applicant in hiring,
discharge, or term or condition of employment because of the _
person’s race, color, religion, gendexr, sexual oriemtation, ethnic
or national origin, age, physical or mental disabilicy, medical
condition, pregnancy or related condicion, or any other factor
prohibited by law.

c, DEFINITION OF SEXUAL HARASSMENT

Sexual harassment is unlawful and, fox puxposes of this
policy, is defined as unwelcome or unwanted advances, requests for
sexual favors and any other verbal, vi ual or physical conduct of
a sexyal nature when: :

1. Submission to or rejection of this conduct 1is used

as a factor in decisions affecting hiring, evaluation, prowmotion,
retention oY any other term of employment.

EXHIBIT

T3 I B
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2. This conduct reasonably could be expecred teo and does

interfere with an individual‘’s employment or creates an intimidating
or hostile work environment,

Depending on the facts and circumstances, conduct that
may be deemed sexual harassment includes: unwanted sexual advances:
demands for sexual favors in exchange for favorable treatment or
continued employment; threats and demands to submit to sexual
requests in order to obtain or retain any employment benefit;
deragatoxy comments, slurs or insults of a sexuzl nature; unwalcoms
sexual invitations, sexual jokes, propositions or invitations;
unwanted verbal commentary about an individual’s beody, sexual
prowess or sexual deficiencies; unwanted touching, pinching,
massaging, rubbing, coerced sexual acts or blocking of normal
movements; unwanted flirtations, advances, leering or whistling;
unwanted raquests for touching, pinching, massaging or rubbing;
visual exhibicion of sexual posters, photographs, cartoons, drawings
Or gesturxes or other displays in the workplace of Sexually
svrgestive abjects or picturas; and unwanted conduct oY comments
Air~~ted at an individual’s sexual orientation.

D. DISCRIMINATORY HARASSMENT

Harassment because of an employee’s xace, colox, raligion,
gender, sexUal arientation, ethnic or Aational 3¥igin, age, physical
or mental disability, medical condition, or any other factor —
prohibited by law will not be tolerated. Discrimimatory harassment
occurs when conduct has the purpose or effect of unreasonably
interfering with an individual’s work performance or creating an
intimidating or hostile work environment because of one or morxre such
factors. Depending on the facts and circumstances, conduct which
may be decemed discriminatorxy harassment includes: derogatory or
insulting comments. slurs, epithers, jokes, etc., related TO &
person’s race, color, religion, g-ader, sexual orientation, ethnicC
or national origin, age. physical or mental disability, medical
condition, or any other factor prohibited by law.

——

E. RARASSMENT-RELATED RETALIATION

Virco will not tolerate or condone retaliation against
any employee who reparts perceived harassment or who participates
in any investigation or disciplinary proceeding involving claims
of perceiveAd harassment. Employees should report any such percelved
retaliation immediately using the internal reporting guidelines
outlined below. Virco will treat actual incidents of xetaliation
in the same manner as actual incidents of harassment.
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F. REPORTING PERCEIVED RARASSMENT AND HARASSMENT-RELATED
RETALIATION

Virco encourages individuals who perceive they axre being
harassed or retaliated against to firmly and promptly notify the
perceived offender that his or her behavior is unwelcome, unless
such direct communication would be inadvisable or impracticable
under the circumstances. Whether or not you directly confront the
perceived offendex, you should take the following two steps:

1. Promptly contact the Human Resources Manager at your
local division. Failure to promptly contact the Human Resources
Manager can compromise the ability eo conduct a thorough and
effective investigation. If your complaint involves harassment,
discrimination, or retaliation by a member of the Human Resources
Department, you may contact your division’s General Manager inscead.

2. To engura that Virceo has an acecurate record cf your
grievance, which is necessary for resolving a formal complainec, you
should sign and e@ubmit a wyittan acoount of the objacticnable
behavior to the Human Resources Manager. If you <ish, you may ask
the Human Resources Manager to write down your complaint as you
describe the situation to them. If you choase to let the Human
Resources Manager record your complaint, you should review the
written statement for accuracy and ensure that any necessary
corrections have been made before signing the complaint.

G. INVESTIGATING THE COMFLATINT

Virco’s local division Human Resouxces Department and/or
other Company designees will conduct an investigation commensurate -
with the circumstances and attempt to resolve all complaints. - When
practicable, Virco will endeavor to have two or more persons conduct
the investigqation. Virco will try to maintain confidentialicy of
a complaint or investigation to the extent reasonably feasible.
Please be advised that Virco likely will not be able to keep a
complaint or investigation confidencial if someone sues or salicits
outside action against the Company or its employees.

In conducting an investigation, the investigators should
consider the following gquidelines i1n determining the appropriate
investigation Lo conduct under the circumstances:

1. Confirm in a writing signed by the complainant the
nature of the complaint, as well as the names and positions of
thaose involved in the perceived misconduct, including witnesses.
The writren complaint should describe in detail the relevant facts,
including the frequency, type, location and dates of the alleged
misconduct underlying the complaint.

2. Ask how the complainant responded to the perceived
migscongductk .
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3. Ascertain from the complainant any additional details
not set forrth in the written complaint.

4. Ask the complainant what action he/she would like the
Company to take if the complaint proves to have merit.

5. Develop an understanding of the workplace
relationship of the complainant and the perceived offender.

G- Interview the alleged offender and witnesses
concerning the perceived misconduct by asking questciomns in a
nonjudgmental fashion to the extent it is practicable to do so.
Ascertain from the alleged offender if he or she is aware of any
witnesses that should be interviewed.

. T Remind those invelved, including witnesses, that
Virco will nobt tolerate or condone retaliation against anyone who

reports perceived misconduct or who participates in an investigation
of such a report.

H. RESOLVING THE COMPLAINT

. In order to minimize discomfort to the complainant and the
alleged offander, tha parson(s) who conducted the investigation will

communicate their findings and intended action as expeditiously as
possible. :

If the person(s) conducting rthe investigation concliude
that the alleged offender violated this poliey, then, depending on
the cirecumstances, the alleged offender will be subject to
instructive and/or disciplinary action by the Company. The
complainant and the alleged offender will be informed of any such
conclusion and the action toc be taken. If the person(s) conducting
the investigaction conclude that this policy was not violated, chan
the complainant and alleged offender will be informed of chat
conc¢lusion. If the person(s) conducting the investigation cannoc
determine whether or not this policy has been violated, for example,
due to inconclusive evidence, the complainant and the alleged
offender will be informed that the matter is concluded as
unresolved.

If the complainant and/or the alleged ofrender is ]
dissatisfied with the result of the investigatien, they may submit
a detailed written objection to the General Manager Oof the local
division or that pexson’s designee within five calendaxr days after
receiving the determination of the person(s) who conducted the
investigation. The person who receives the derailed wricten
objection will meet with thase who conducted the invesStigation and,
if necessary, other persons involved in the investigation 1in .
reviewing the written objection. The person who reviews the writcen
objection will communicate his or her decermination to both the
complainant and the alleged offender as soon as practicable.
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I. FALSE COMPLAINTS

It is a violation of this policy for a person to bring an
internal complaint which is deliberately false, made with reckless
disregard for the truth, or made for some other inappropriate reason
or motive. It is also 3 violation of this policy for any person
participating in an investigation to provide kaowingly false
information, or to provide information with reekiess disregard for
the truch.

J. SANCTIONS

Virco will gsanction an individual found to have violated
this policy in a manner that the Company deems is appropriate under
the circumstances. At a minimum, the sanction will be a documenzed
reprimand. Additional acclion may include, but is not limited to,
one or more of the following: a written notice to desist, education
or training, withholding of a promotlon or pay ralse, reassignment,
demotion, suspension without pay or termination.

Our ability to discipline a non-employee harasser may be
limited by the degree of contrel, if any, that we have cver the
alleqged harasser and our legal obligations. However, any employee
who perxceives he or she has been subjected to harassment by a non-
employee doing business with Vireo is strongly encouraged to file
a complaint in accordance with cur internal complaint guidelines
set forth above.

K. LEGAL PROCEEDINGS

The guidelines described above apply to intewxnal
complaints pf harassment and harassment.-related retaliation and we
strongly encourage emplayees to use Lhem. Should an employee dasire
to consult with .a govermmental agency with responsibility for
enforcing anci-harassment and reraliarieon laws, the employee can
contact the local division Human Resources Manageyr. The Ruman
Resources Manager may be able to pravide employees with a listing
of such agencies and information about the procedures and remedies
available through them. The Human Resocurces Manager will maintain
any such listings and information that are required by local, state,
and federal law. .

If you receive a charge or complaint filed with a
governmental agency or a court, please contact the local division
Human Resocurces Manager immediately. Vizco strigetly prohibics
retaliation against any person who files a formal charge Or ]
complaint of harassment or retaliation. Anay such retaliation will
subject you te discipline up to and including discharge.
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L. CORCLUSION

Vireo has developed this policy to reaffirm its
longstanding commitment to maintaining a work environment free
of harassment. We welcome your questions, comments and suggestions.
Please direct them to your local division Human Resources Manager.
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| VIRCO MPG. CORFORATION
POLIZA ANTTACOSADORA Y ANTIDYSCRINTNATORIA

A LA FILOSOFTA DE NUORSTRA COMPANTA:

Vir¢o se compromete al ideal de un ambiente de
trabajo colegial y comodo en el cual se les trata a todes los
empleadons con respeto y diguidad. Nos esforzamos para lograr
gue nuestros empleados trabajen en un ambiente que estimule la
igualdad de oportunidades y que prohibe pré&cticas
discriminatorias, incluso los acosos sexuales o de otra clase.
En Virco, el acoso, la discriminacién y represalias, ya sean

verbales, fisicas o ambientales, son inaceptables y no seradn
toleradas.

B. INDIVIDOOS AMPARADOS POR ESTA POLIZA

Esta poliza se aplica a tados los empledos de Virco y
a los aspirantes de empleo, y reafirma el compromiso de Virco
de largos afios de mantener un lugar de trabajo libre de acoso,
discriminacidn y represalias. Virco no tolerard acosos
sexuales © de otra clase, discriminacién o represalias en
contra de cualquier empleado o aspirante de empleo. Ademds,
al extramo en gue pedamos influenciar o controlar tal
comportamiento, no toleraremos ave nuestros empleados sufran
acosos sexnales o de otra clase a manog de extrafios o ge
entidades que rienen negocios con Virco. Firmemente les
animamos reportar todos los incidentes de acosos,
discriminacién y represalias qQue perciban, sin tener en cuenta
la identidad, el titulo o la posicidén del supuesto ofensor.
Los procadimientos intermos paxa reportar supuestos acosios,
discriminacidn o represalias se describen mds adelante.

La discriminacién prohibida por esta poliza y a 1la
que se refiexen los procedimientos que se describen wde
adelante, se define en té&rminos generales como cualquier
accidn de empleo que Se tome en contra de un empleado o
aspirante de empleo en la contratacién, el despido, o los
términas o condiciones de empleo a raiz de su raza, color,
religidén, sexc, orientacidn sexual, origen &tnico ¢ nacional,
edad, incapacidad fisica o mental, condicidn médica, ambarazo

o condiciones afines o cualquier otro factor prohibido por
ley.-

c. DEFINICION DE ACOSO SEXUAL

Bl acosoc sexual es ilegal y, para los propésitos de
esta poliza, se define como requerimientos amorosos
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inoportuncs o no deseados, demandas de favores sexuales y -

cualquier otra clase de comportamiento verbal, visual o fisico
de naruraleza sexual cuando:

1. Se usa la sumisidn o el rechazo a tal
comportamiento como un factor en decisiones que afectan la
contratacién, evaluacidn, promociém o cualquier otra condicidn
de empleo.

2. Razonablemente se podria anticipar que tal
comportamienro ohstaculizaria o obstaculiza el emplec de un
individuo o cxea un ambiente laboral de intimidacidn o hosril.

Dependiendo de los hechos y de las c¢ircunstancias, el
comportamiento gue podria entenderse como acose sexval
incluye: requerimientos amoroses no deseados; demandas de
favores sexuales a cambio de trato favorable o acontinuvacidn de
empleoc; amenazas Yy demandas de sumisidn a requerimientos
sexuales para obtener o retener cualquier beneficio de empleo;
comentarios despectivos, c¢alumnias o insultos de naturaleza
sexual; invirtaciones sexuales, chistes sexuales, proposiclones
o invitaciones inoportunas; comentarios verbales no deseados
acerca del cuerpo, proeza o deficiencia sexuial de un
individuo; el tocar, pellizcar, dar masajes, friccionar, @
actos sexuales forzados no deseados o el blogqueo de
movimientos noxmales; flirteos, requerimientos sexuales,
miradas impddicas o silbidos no deseados; demandas no
desgadas de tocar, pellizcar, dar masajes, © friccionar;
exposicidén visual de carreles, foteografias, caricaturas.
dibujos o0 gestos de naturaleza provocativa o atras
exposiciones de objeros o ilustraciones sexualmente sugestivas
enn el lugar de trabajo; y conducta no deseada o comentarios
dirigidos a la orientacidn sexual de un individvo.

D. ACOS0 DISCRIMINATORIO

No se tolerard el acoso a yaiz de raza, color,
religién, saxo, oriantacién sexual, origin a&tnico o nacional,
gdad, incapacidad fisica o mental, condicidn medica o
cualquier otxo factor prohibido por ley. El acoso
discriminatorioc ocurre cuando el comportamiento 4e un
individuo riene por objeto o efacta al cocbstaculizar
irrazonablemente el desempefio deal trabajo de otxo o el crear
uvn ambienta da trabajo de intimidacidn o hogtil a raiz de uno
o mas de estos factoxes. Dependiendo de los hechos y de las
cixcunstancias, comporxtamianto qua podria entenderse como
acoso discriminatorio incluye: comentarios despectivos o
insultantes, calumnias, epitetos, chistes, etc., afines a:
raza, color, religidn, sexo, orientacidn sexual, oriqin &tnico
o nacienal, edad, incapacidad fisica o mental, condicidn
médica o cualquier otro factor prohibido por ley.
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E. REPRESALIAS AFINES AL ACOSQ

Virco no tolerara o permitiri que continien
represalias contra cualquier empleado que reporta alqin acoso
percibido o gue participa en cualquier investigacidn o
procedimiento disciplinario por quejas de acoso percibido.
Los empleados deberan reportar inmediatamente céalquier
represalia que noten wediante los principios de reportaje
interno que se describen mas adelante. Virc¢o tratard los

incidentes reales de represaliag del mismo modo que trata los
incidentes reales de acoso.

P. REPORTAJE DE ACOSOS PERCIBIDOS Y ACOSOS DE REPRESALIA
AFINES

Virco les anima a los individuos que parciben ser
objeros de acosos o represalias gue de inmediarc y firmemente
notifiquen al ofensor percibido que su comportamiento es
inoportunc, a menos que bajo las circunstancias, tal
comunicacidn directa sea desaconsejable o impractica. Si ud.

confronta a su ofensor percibido directamente o no, debe tomar
los dos pasos siguientes:

1. Comunicarse inmediatamente ¢on el Director de
Recursos Humanos en su divisién local. Falta de comunicarse
inmediatamente con el Director de Recursos Humanos podra
comprometer la habilidad de conducir una investigacidn
minuciosa y -efectiva. Si su queja se trata de acoso,
disceriminacidn o represalia que comecid un miembro del
Departamento de Recursos Humanos, Ud. puede, por otra parte,
dirigirse al Directox Genrneral de su divisién.

2. Para asegurarse que Virco tenga un acra fiel da
su agravia, lo que es necesario para vesolver una queja

formal, Ud. deberd firmar y presentar un informe escrito del
comportamiento censurable ante el Director de Recursos
Rumanas. Si desea, puede pedirle al Director de Recursos
Humanos que escriba su queja tal como Ud. le comenta lo que
pasd. Si le pide al Director de Recursos Humanos que le ponga
gu queja en escrito, antes de firmarla, Ud. debera examinar la
daclaraeidn escrita para verificar su exactitud y asegurarse
que se hayan hecho todas las correcciones necesarias.

‘G. INVESTIGACION DE LA QUEJA

La divisién local del Departamentc de Recursos
Humanos de Virca y/o otros individuns nombrados por la
Compafiia conduciridn una investigacién conforme a las .
circunstancias y tratardn de resolver todas las quejas. 831 es
plausihle, Virco trataxd de ver que dos o mis personas
conduzean la investigacidm. Virss tratari de mantender la
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confidencialidad de una queja o investigacién al extremo que
sea razonablemente factible. Deseamos hacerle presenta que

robablemente Virco no podré mantener una queja o
gnvescigacién confidencial si algquien presenta una accién
judicial o solicita accibén externa en concra de la Compaiiia o
de sus empleados.

Al conducir una investigacidn, los investigadores
deberdn considerar los principios siguientes para determinar
la investigacidon adecuada gque debe conducirse bajo las
circunstancias: '

1. Confirmar en un escrito firmado por el
demandante la naturaleza de la demanda., asi como los nombres y
los puestos de aquellos involucyrados en el mal comportamiento
percibida, incluyends los testigos. La demanda escrita deberé
describir en detalle los hechos pertinentes, incluyendo la
frecuencia, &l tipo, el sitioc y las fechas del gupuesto mal
comportamiento que dié lugar a la demanda.

2. Preguntar como el demandate respondié al mal
comporcamiento percibide. '

3. Averiguar del demandante si tiene detalles
ddicionales gque no se encuentran en la demanda escrita.

4. Prequntarle al demandante qué accién desearia
que tome la Compafifa si 1a demanda resulrta tener mérito.

5. Desarrollar un entendimiento de las relacioanes.
entre el demandanre y el ofensor percibido en el lugar de
trabajo.

: 6. Entrevistar al supuesto afensor y a los testigos
con respecto al mal comportamiento percibido haciendo
preguntas en tal modo que no refleje su opinidn al extremo que
ésto sea posible. Averiguar del supuesto ofensox si €l o ella
sepa de 3algun testigo que se deba entrevistar.

7. Recordarles a l0s que estdn incluidos en ésto.
tambien a los testigos, que Virco no tolexard ¢ permicird
repxesalias contra cualquiera ¢ué reporta mal comportamiento
percibido o qQua participa en una investigacién de ral informe.

H. SOLUCIONAMIENTO DE LA DEMANDA

Para minimizar las preocupaciones gque tenga el
demandante y el supuastoe ofensor, la(s) persana(s) que
conduijeron la investigacifn comunicardn sus resultados y la
accidn proyectada lo mis pronto posible. :

Si la(s) persona(s) que condujexon la invest;gacién
datarminan que el supuesto ofensor infringid esta poliza,



Jui-04-38 15:34 From:EEQC +3015440111 T-794 P.20/21 Job=366
ey

entonces, dependiendo de las circunstancias, el supuesto
ofensor serd sometido a una accidn instrxuctiva y/o
disciplinaria por la Compafifa. El demandante y el supuesto
ofensoxr serfin informados de cualquier comclusién y la accién
que se tomard. Si la(s) persona(s) que condujeron la
investigacién concluyen que no se infringid esta poliza, el
demandante y el supuesto ofensor serin informados de esa
conclusidn. Si la(s) persona(s) que condujeron la
investigacién no pueden determinar si esta poliza fué
infringida o no, por ejemplo, debido a evidencia no decisiva,
el demandante y el supuesto ofensor seran informados que el
asunto ha sido concluido sin resolucidn.

Si el demandante y/o el supuesto ofensor no esté
satisfecho con el resultado de la investigacién., puede
presentar una objecién detallada por escritp amte el Director
Genaral de la divisidén 1ncal o 13 persona nambrada por 8ste,
dentro de cinco dias giviles a partir del dia en que Ee
recibid la dacinidn de la(sg) personals) que condujeran la
in--astigacién.’ La persona que recibe la objec.én detallada
por escrito deberd reunirse con aquellos que condujeron la
investigacién y, 8i es necesario, con otros participantes &n
la investigacidn para examinar la objecidn escrita. La
persona que examina la ocbjecidn escrita comunicara su decisidn
al demandante y al supuesto ofensor tan pronto comd le sea
posible.

I. DEMANDAS FALSAS

Es una infraccidén de esta poliza el que una persona
presente una demanda interna delibheradamente falsa, hecha con
un inconsiderado desprecioc a la verdad o hecha por alquna otra
razén o motivo inapropriado. Tamhién es una infraccidm de
esta poliza el que un participance en la investigacién a
sabiendas proporcicne informacidn falsa, O proporcione
informacién con un inconsiderado degpxescio a la vexdad.

J. SANCIONES

Virco sancionard al individuo gque infringe esta
poliza en la manera que la Compafiia considere apropiada bajo
las circunstancias. Como minimo, la sancidén serd una
reprimenda documentada. Accién adicional podrxa inclu@r. pexo
no se limitard a unoc o mids de lo siguiente: una notificacidn
escrita de desistir, educacién o adiestyamiento, retencion de
una promocién o de un aumento de pago, cambio de puesto,
dagradacidn, suspensidn sin paga o despido. :

Nuestra habilidad de disciplinaxr a un accsador que no
es empleado nuestro puede sexr limitada por el grado de
contrel, seqin sea el caso, que tengamos sobre el supuasto

s



JUN-04-98 15:35  From:EEQC +30154401 11 T-794 P 21/21 Job~-965
RPN

- -

acosador y nuestras obligaciones legales. MNo obstante,
firmemente se anima a todo empleado que percibe que estd
sometido al acosamianto de una parsona no empleada que tiene
negocios con Virco, que presente una demanda de acuerdo con

nuestros principios internoces para demandas deccritos mds
arriba.

K. ACTUACIONES LEGALES

Los principios descritos méds arriba se aplican a
demandas intermnas de acosamiento y reprasalias afines al acoso
y firmemente animamos a los empleados que los usen. Si un
empleado degsaa consulrar con una agencia gqubernamental
responsable de hacer valer las leyes antiacosadoras y de
represalias, puede comunicarse con el Dirxector de Recursos
Humanos de la division local. Posiblemente el Director ge
Recursos Humanos pueda proporcionar a los empleados una lista
de tales agencias e informacién acerca de los procedimientos Y
remedios disponibles a través de dichas agencias. El Director
de Recursos Humanos mantendrid todas aquellas listas e

inf mmacién requeridas por las leyes locales, astatales y
federales.

. Si vd. recibke una acusacién y demanda presentada ante
una agencia gubernamental o ante un tribunal, sirva
comunicarse immediatamente con el Director de Recursos Humanos
de la divisién local. Vireco estrictamente prohkibe represalias
contra cualquier persoma gque presenta una acusacidn o demanda
formal de acosc O de represalia. En caso de represalla par

parte suya, se le someterda a disciplina que puede incluir
hasta el despido.

L. CONCLUSION

Virco ha desarrollado esta poliza para yeafirmar su
compromiso de largos afios de mantener un ambiente de rrabajo
libre de acoso. Sus preguntas, comentarios y sugexencias
sarin bien recibidos.  Sirvanse dirigirlos al Director de
Recursas Humanos de su divisién local.
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