








Scope

Purpose

812 W. Holiday Ln. Fate, TX
75087

Office: 214-771-0400

Effective Date:
Applies to: All Employees, Contractors, Interns, and Volunteers

Trak-Time, Inc. is committed to providing a work environment free from
sexual harassment. This policy outlines our zero-tolerance stance and

provides guidelines for reporting and addressing such behavior.

Definition of Sexual Harassment

Sexual Harassment is any unwelcome sexual advance, request for sexual favors,
or other verbal physical conduct of a sexual nature when:

Submission to such conduct is made a condition of employment
Submission or rejection of such conduct is used as a basis for
employment decisions.
Such conduct interferes with an individual’s work performance or
creates an intimidating, hostile, or offensive work environment.

 

This Policy applies to all employees, including full-time, part-time, temporary staff, independent
contractors, interns, and anyone conducting business on behalf of the company, regardless of

location.

Reporting Procedures

Employees who believe they have been subjected to sexual harassment should report the
incident immediately to:

Their supervisor or manager
Human Resources: Zee Sereseroz- Direct: 972-415-9129
The anonymous reporting
hotline: Text/Call- 469-594-8827

Sexual Harassment Policy

Examples include butare notlimitedto:
Unwanted touching or physical contact
Inappropriate or suggestive comments, jokes, or gestures
Displaying, sending, or sharing sexually explicit materials
Repeated requests for dates, or sexual favors
Verbal abuse of a sexual nature
Leering, obscene gestures, unwanted emails, texts, or images
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Non-Retaliation

Disciplinary Action

Employee Name:

Signature:

Date:

Training and Communication

Investigation Process

Upon receiving a complaint:

Acknowledgment

Office: 214-771-0400

812 W. Holiday Ln. Fate, TX
75087

Sexual Harassment Policy

If an investigation finds that sexual harassment has occurred,
disciplinary action will be taken, which may include:

Verbal or written warnings
Suspension
Termination of Employment
Legal action (if applicable)

I Acknowledge that I have received and understand the Sexual Harassment Policy. 

Trak-Time, Inc. strictly prohibits retaliation against anyone who reports sexual
harassment or participates in an investigation. Any acts of retaliation will be treated

as a serious violation and may lead to disciplinary action.

1.HR or an assigned investigator will conduct a fair: impartial investigation.
2.All Parties involved will be interviewed and given the opportunity to present evidence.
3.A conclusion will be reached based on the findings, and appropriate corrective action will be

taken 

All Employees are required to complete annual training on sexual harassment prevention.
This policy will be distributed to all staff and made available in the employee handbook. 
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