
 
To: Management Associates 
From: Human Resources 
Re: Harassment Policy and Management Responsibilities 
Date: May 14, 2019 
 
In addition to the memo circulated to all associates explaining the Metro One LPSG and M-1 Corporation 
policy on all types of harassment, we managers have certain responsibilities when dealing with these 
types of situations. We all have the legal responsibility to maintain a work environment that is free from 
harassment and every employee has the right to work in a workplace that is free from harassment. 
 
Metro One does not tolerate any form or degree of harassment. The victim as well as the harasser may 
be a man or a woman. Anyone affected by inappropriate conduct is a victim of harassment, not just the 
person harassed. Whether it is, for example, between individuals of the same or opposite sex, a client 
employee and one of our employees, between a supervisor and subordinate, or between two 
employees; harassment is illegal. As a manager, it is your duty to report any such activity to Human 
Resources whether you witnessed it first hand, it was reported to you, or you heard about it from a third 
party. Harassment can be verbal or physically threatening behavior, sexual harassment, or any other 
conduct that is unwelcome and substantially interferes with an individual’s work performance or creates 
an intimidating, hostile, or offensive working environment. Immediate action must be taken within 24 
hours to ensure that the individual that is complaining about harassment is no longer subject to such 
behavior. 
 
If an employee complains to you about being harassed, have a conversation in a private area. If a private 
area is not available, ask them to meet you in the office or to discuss it with a manager in the office that 
they feel comfortable with. Listen to what they have to say and then ask them if they would be willing to 
write a statement. You should treat them with respect and compassion and not rush them or makes 
demands. If they are not willing to write a statement, get as many details as you can regarding specific 
incidents, dates, times, witnesses, and the name(s) of those involved. 
 
Explain to the employee that they can choose to remain anonymous and that their name will only be 
reported to Human Resources. Confidentiality is key. Report the situation immediately to Human 
Resources and do not release the information to anyone else. Human Resources will take care of 
disseminating the information as necessary. 
 
The employee should be given the option to switch job locations immediately. The location that they 
move to should be equally accessible to them from their home and should be exactly the same amount 
of hours. Under no circumstances is an employee who makes a complaint to lose even one day of work, 
have a schedule that is even one hour less per week, have to work at a location that is farther away or 
costs more money to commute to, or anything else that would be considered a punishment by the 
employee. If the employee does not wish to switch job locations, let them know that you will have to 
notify Human Resources and perform an investigation and let them know they should call you or Human 



Resources immediately if there is any further harassing behavior. Make sure they have the appropriate 
phone numbers. 
 
Remember that you are to keep an open mind and not draw conclusions. Never blame the accuser. 
Metro One LPSG and M-1 Corporation do not tolerate any form of retaliation against an accuser and any 
employee found to have retaliated will be subject to disciplinary action, including immediate 
termination. This includes any sort of negative or disparate treatment towards the employee. This does 
not mean that you cannot manage this employee, but you must have a conversation with Human 
Resources if any disciplinary action or counseling is necessary. 
 
The company becomes legally responsible when any representative knows of violations of policy, 
whether implicitly or explicitly. All Metro One LPSG and M-1 Corporation employees are expected to 
immediately report violations of policy to Human Resources. Failure to report violations of policy may 
result in disciplinary action, up to and including termination. 
 
If you have any questions or concerns regarding how to handle a specific situation, please call Human 
Resources at (718) 370-6771. With your help we can ensure a healthy work environment free from all 
types of harassment and discrimination. 
 

 


