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1. Equal Employment Opportunity (EEO) Policy

Objective:
To promote fair and equal treatment of all employees and applicants throughout the 
employment lifecycle, ensuring that opportunities are based solely on individual merit 
and qualifications.

Policy Content:

Satwic adheres strictly to the principles of equal employment opportunity. Satwic Inc. 
provides equal employment opportunities to all employees and applicants without regard 
to race, color, religion, religious creed (including religious dress and grooming practices), 
sex (including pregnancy, childbirth, breastfeeding, and related medical conditions), 
gender, gender identity, gender expression, national origin, ancestry, age, physical 
disability, mental disability, medical condition, genetic information, marital status, military 
or veteran status, sexual orientation, reproductive health decision-making, or any other 
characteristic protected by federal, state, or local laws. All decisions related to hiring, 
promotion, compensation, benefits, discipline, training, and other aspects of employment 
must be made based on merit, job-related qualifications, and business needs. Any 
employee or applicant who believes they have experienced discrimination should report it 
promptly, without fear of retaliation.

Responsibilities of Employees:
Respect and Collaboration: Treat colleagues, customers, and other stakeholders with 
respect and foster a spirit of teamwork and collaboration. This includes actively 
listening to different perspectives and showing appreciation for diverse backgrounds.

Avoid Discriminatory Behaviour: Abstain from all forms of discriminatory language,
jokes, gestures, or conduct that may be offensive or harmful to others.

Report Violations: Promptly report any incidents of discrimination, harassment, retaliation, 
accommodation concerns, or policy violations to a supervisor, HR representative, or 
another designated management contact. Reports may be made anonymously where 
permitted by law and company procedures.

Participate in Training: Engage fully in mandatory diversity, equity, anti-discrimination, anti-
harassment, and retaliation-prevention training. California employees and supervisors will 
receive training consistent with applicable California requirements, including supervisory 
and non-supervisory training intervals where required.

Responsibilities of Managers and Supervisors:
Immediate Escalation: Managers and supervisors must immediately report any observed, 
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suspected, or reported discrimination, harassment, retaliation, workplace violence, or 
accommodation concern to HR, even when the employee requests that no action be taken.
Non-Retaliatory Support: Managers must support employees who raise concerns, 
participate in workplace investigations, request accommodations, or exercise legal rights, 
and must not discourage or penalize protected activity.
Confidentiality: Managers must preserve confidentiality to the greatest extent possible and 
share information only with those who have a legitimate need to know.

2. Anti-Discrimination and Anti-Harassment Policy

Objective:
To prevent discrimination and harassment, ensuring that all employees can work in a 
respectful and supportive environment.

Policy Content:

Satwic prohibits  discrimination,  harassment,  and any form of  retaliation based on race, 
color,  religion,  religious  creed,  sex  (including  pregnancy,  childbirth,  breastfeeding,  and 
related medical  conditions),  gender,  gender identity,  gender expression,  national  origin, 
ancestry, age, physical disability, mental disability, medical condition, genetic information, 
marital status, military or veteran status, sexual orientation, reproductive health decision-
making, or any other characteristic protected by federal,  state, or local laws. Prohibited 
conduct  may  include  verbal,  physical,  visual,  written,  electronic,  or  other  conduct  that 
demeans, intimidates, threatens, or interferes with an individual because of a protected 
characteristic.

All employees must conduct themselves professionally. Any employee who engages in 
prohibited discrimination, harassment, retaliation, or related misconduct will be subject to 
disciplinary action, up to and including termination.
Employees should report concerns promptly. All reports will be handled with sensitivity, 
impartiality, and confidentiality to the greatest extent possible.
Types of Harassment Covered:

 Verbal Harassment: Offensive language, jokes, slurs.

 Physical Harassment: Unwanted touching or threatening behavior.

 Visual Harassment: Offensive images, posters, or emails.

Sexual Harassment: Unwelcome sexual advances, requests for sexual favors, or other 
verbal, visual, physical, or electronic conduct of a sexual nature.

Quid Pro Quo Harassment: Employment benefits, opportunities, or continued employment 
are conditioned on submission to unwelcome conduct.

Hostile Work Environment Harassment: Unwelcome conduct is severe or pervasive enough 
to create an intimidating, hostile, or offensive work environment, or unreasonably 
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interferes with work performance.

Reporting Mechanism:
Reports may be made to HR, a supervisor, another manager, or any designated company 
reporting channel. In addition to internal reporting procedures, employees who believe they 
have experienced unlawful discrimination, harassment, or retaliation have the right to file a 
complaint with external government enforcement agencies, including the U.S. Equal 
Employment Opportunity Commission (EEOC) and the California Civil Rights Department 
(CRD).

3. Anti-Retaliation Policy

Objective:
To protect employees and applicants who raise concerns, request accommodations, 
participate in investigations, or otherwise exercise workplace rights.

Policy Content:
Satwic strictly prohibits retaliation against any employee or applicant for reporting 
discrimination, harassment, retaliation, workplace violence, or policy violations; requesting 
or participating in the accommodation process; participating in an internal or external 
investigation; filing or supporting a complaint with a government agency; or otherwise 
exercising rights protected by law. Retaliation may include termination, demotion, reduced 
hours, undesirable assignments, threats, intimidation, harassment, exclusion, or any other 
action that could discourage a reasonable employee from engaging in protected activity. 
Anyone who engages in retaliation will be subject to disciplinary action, up to and including 
termination.

4. Diversity & Inclusion Policy

Objective:

To cultivate a diverse and inclusive workplace where all employees are valued and able 
to contribute fully.

Policy Content:
Diversity and inclusion are integral to Satwic’s success. We celebrate and embrace 
differences in backgrounds, cultures, and perspectives. We aim to create a workplace 
that values diverse talents and perspectives, fosters collaboration, and ensures 
equitable opportunities. Initiatives such as diversity training, leadership development 
for underrepresented groups, and inclusive hiring practices are employed to ensure 
these values are upheld.

Commitment Areas:

 Recruitment and Hiring Practices: Ensuring diverse candidate pools 
and inclusive interview processes.
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 Employee Development: Providing mentorship, training, and leadership 
programs.

 Inclusive Culture Initiatives: Supporting Employee Resource Groups 
(ERGs) and celebrating diversity-themed events.

5. Affirmative Action Policy

Objective:
To proactively promote opportunities for underrepresented and 
historically disadvantaged groups.

Policy Content:
Satwic implements affirmative action initiatives to identify and eliminate barriers for 
historically disadvantaged groups, ensuring fair and equitable treatment. Our 
affirmative action plans are periodically reviewed to ensure compliance and 
effectiveness. We make intentional efforts to recruit, retain, and promote qualified 
individuals from diverse backgrounds to enhance workforce diversity and equity.
Key Actions:

 Identifying goals to improve representation.

 Regularly assessing progress and updating plans.

 Providing outreach and support programs.

6. Reasonable Accommodation Policy

Objective:
To ensure that individuals with disabilities or religious needs receive necessary 
accommodations to perform their job functions.

Policy Content:

Satwic will make reasonable accommodations for employees and applicants with 
disabilities, for religious observances and practices, and for other needs protected by 
applicable law, unless doing so would cause an undue hardship on the business. Employees 
seeking an accommodation should notify their supervisor or HR. HR will initiate a timely, 
good-faith interactive process to understand the request, evaluate effective options, 
document the outcome, and provide approved accommodations as appropriate. Each 
request will be evaluated on a case-by-case basis, considering job requirements, business 
needs, and legal standards.
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7. Pregnancy Accommodation Policy

Objective:
To provide reasonable accommodations for employees and applicants with known 
limitations related to pregnancy, childbirth, breastfeeding, lactation, or related medical 
conditions.
Policy Content:
In accordance with the federal Pregnant Workers Fairness Act (PWFA), the California Fair 
Employment and Housing Act (FEHA), and other applicable laws, Satwic Inc. provides 
reasonable accommodations to employees and applicants for known limitations related to 
pregnancy, childbirth, breastfeeding, lactation, or related medical conditions, unless the 
accommodation would impose an undue hardship on business operations. Employees may 
request accommodations through HR, which will initiate a timely, good-faith interactive 
process to determine effective adjustments. Potential accommodations may include 
modified duties, schedule changes, more frequent breaks, seating, temporary transfers, 
leave, lactation-related accommodations, or other effective adjustments as required by law.

8. Workplace Harassment and Violence Prevention Policy

Objective:
To maintain a safe and respectful workplace, free from violence, threats, and 
harassment.
Policy Content:

Satwic has zero tolerance for harassment, bullying, threats, or acts of violence. Any incidents 
should be reported immediately to management, HR, or designated company reporting 
channels. Managers and supervisors who become aware of a concern must immediately 
escalate it to HR. Prompt, impartial, and documented investigations will be conducted as 
appropriate, and corrective action will be taken when needed to protect the safety, dignity, 
and rights of all employees.
Scope:

 Physical Threats or Acts of Violence: Assault, threats, or intimidating behavior.

 Harassment: Verbal, non-verbal, or physical acts that demean, offend, or
intimidate.

Complaint Review and Investigation Procedures:
Intake and Documentation: HR will document the complaint, parties involved, relevant dates, 

witnesses, and requested support or accommodations.
Impartial Review: Investigations will be assigned to an impartial and qualified investigator with no 

conflict of interest.
Timely Process: The company will take reasonable steps to review complaints promptly and close 

the matter in a timely manner based on the facts and complexity involved.
Confidentiality: Information will be shared only with individuals who have a legitimate need to know 

or as required by law.
Corrective Action: Where misconduct is substantiated, Satwic will take appropriate corrective action, 
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which may include coaching, training, discipline, reassignment, or termination.
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9.  Recruitment and Hiring Policy

Objective:
To ensure fair, inclusive, and unbiased hiring practices.
Policy Content:

Satwic is committed to recruiting and hiring practices that reflect our diversity and 
inclusion values. All job postings will use inclusive language, and hiring panels will be 
diverse to minimize unconscious bias. Candidates will be assessed solely based on 
job-related criteria and qualifications.

10. Flexible Work Policy

Objective:

To support work-life balance and accommodate diverse needs.
Policy Content:
Flexible work arrangements, including remote work and flexible hours, may be 
available depending on job roles and business needs. Employees should submit 
requests through their supervisor for evaluation. Flexibility aims to promote 
productivity, engagement, and balance.

11. Supplier Diversity Policy

Objective:
To promote economic opportunity by engaging diverse suppliers.
Policy Content:
Satwic actively seeks partnerships with diverse suppliers, including minority-owned, 
women-owned, and veteran-owned businesses. Our procurement process ensures fair 
treatment and opportunities for diverse suppliers, reflecting our commitment to 
diversity beyond our workforce.
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