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Glosten Policies, Procedures, and Guidelines
EQUAL OPPORTUNITY/AFFIRMATIVE ACTION POLICY
Equal Employment Opportunity
Glosten is proud to provide equal employment opportunity to all employees and applicants for
employment. In order to provide equal employment and advancement opportunities to all
individuals, employment decisions will be based on merit, qualifications, abilities, and the
business needs of the Company. Glosten does not discriminate in employment opportunities or
practices on the basis of race, color, religion, sex, sexual orientation, gender identity, national
origin, disability, or status as a protected veteran in accordance with applicable state and federal
laws This policy applies to all terms and conditions of employment, including, but not limited to,
selection, recruitment, hiring, job assignment, promotion, training, benefits, compensation,
disciplinary action, and separation.
If you have questions or concerns about discrimination in the workplace, you are encouraged to
bring these issues to the attention of your supervisor or the Human Resources representative.
You can raise concerns and make reports without fear of reprisal. Anyone found to be engaging
in unlawful discrimination will be subject to disciplinary action, up to and including termination of
employment.

Disability Accommodation
In accordance with state and federal law, Glosten will make reasonable accommodations if
you have a disability that affects your ability to work. All employees must be able to perform
their job duties properly, with or without reasonable accommodation.
If you have a disability that affects your ability to work or perform any of your job duties in a
proper and satisfactory manner, including your ability to arrive at work regularly and promptly,
and you need an accommodation, you are strongly encouraged to discuss your circumstances
with the Human Resources representative. The Human Resources representative will treat such
information as confidential, except to the extent that other employees need to know to evaluate
your request for an accommodation or to accommodate your disability.
The Company may also request medical opinions to verify your disability and/or your need for
an accommodation, to identify potential reasonable accommodations, or to determine whether
your continued work would pose a safety or health risk.
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Prohibition of Discrimination, Harassment, and Retaliation
Glosten expects all employees to perform their work in a respectful and professional manner,
with a concern for the well-being of their co-workers. Glosten is committed to providing a
work environment that is free from discrimination and harassment and where all employees
are treated with respect. Glosten expressly prohibits any form of employee discrimination and
harassment based on race, creed, color, sex, religion, age, marital status, sexual orientation,
national origin, citizenship status, any sensory, mental or physical disability, veteran or
military status, or any other legally protected category under state and federal laws. Conduct
prohibited by this policy is unacceptable in the workplace and in any work-related setting
outside the workplace, such as during business trips, business meetings, and business related
social events. Engaging in conduct prohibited by this policy may be cause for disciplinary action
up to and including termination.
Harassment is a form of discrimination. The term “harassment” means unwelcome, annoying, or
offensive conduct directed at an employee based on an employee’s legally protected trait or
status. Such prohibited harassment includes:
•
•
•
•
•
•
•
•
•

Demanding sexual favors in exchange for favorable reviews, assignments, promotions,
continued employment or promises of the same.
Basing personnel decisions on an employee’s response to sexually oriented requests.
Remarks, teasing, insults, gestures based on any protected category.
Display or circulation of written, electronic, or digital text, materials or pictures which are
sexually suggestive or offensive in nature.
Continued or repeated jokes, language, epithets, flirtations, advances, or propositions.
Verbal abuse of a sexual or other harassing nature.
Graphic verbal commentary about an individual’s body or sexual activities and use of
sexually degrading or vulgar words.
Leering, whistling, touching, and other unwanted sexual or physical contact.
Any other conduct that in the Company’s sole discretion is derogatory or offensive and
based on an employee’s protected trait or status.

Reporting Complaints of Discrimination/Harassment and Prohibition of
Retaliation
In order to accomplish our goals of creating and maintaining a work environment free of illegal
discrimination and harassment, addressing claims of discrimination or harassment, and
preventing retaliation against any person who brings forward a claim or participates in the
investigation of a claim of discrimination or harassment, we need your help.
Complaints of discrimination or harassment will be investigated promptly and as confidentially
as possible, and the rights of all individuals will be protected in the process.
If the investigation reveals that there has been a violation of the policy, the offending employees
will be disciplined in the appropriate manner, up to and including termination.
If you feel that you or another employee has been discriminated against or harassed, you must
report it. If you are comfortable doing so, you are encouraged to address the issue with the
offending person, identify the offensive conduct, and request that it stop. If you are not
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comfortable addressing the issue with the offending person or if the offensive conduct does not
stop, you must bring the issue to the attention of your group lead or the Human Resources
representative. If you believe that you or another employee is experiencing discrimination or
harassment prohibited by Company policies, it is your responsibility to report it to your
supervisor or the Human Resources representative.
All complaints of discrimination or harassment and the terms of their resolution will be kept as
confidential as possible. Glosten prohibits retaliation against anyone for making such a
complaint or for participating in an investigation. If you believe that you have been subjected
to retaliation for making such a complaint or for participating in an investigation, or if you
observe that another employee has been subjected to such retaliation, you must report the
matter immediately by contacting your supervisor or the Human Resources representative.
Any questions regarding this policy should be directed to the Human Resources representative.

Reporting Employee Misconduct and Prohibition of Retaliation
Glosten strives to promote a work environment that adheres to legal requirements and
reflects ethical conduct. If you suspect that another employee or manager is engaging in
conduct in the course of work which is dishonest, fraudulent, or violates any law or public
policy under state or federal law, you are encouraged to bring the matter to the attention of
your supervisor or the Human Resources representative. You need not first address the
issue with the offending employee.
All complaints under this policy will be investigated promptly and as confidentially as possible,
and the rights of all individuals will be protected in the process.
If the investigation reveals that there has been a violation of the policy, the offending employees
will be disciplined in the appropriate manner, up to and including termination.
Glosten prohibits retaliation against any employee for making a complaint or for participating
in an investigation under this policy. If you believe that you have been subjected to retaliation
for making such a complaint or for participating in an investigation, or if you observe that
another employee has been subjected to such retaliation, you must report the matter
immediately by contacting your supervisor or the Human Resources representative.
Any questions regarding this policy should be directed to the Human Resources representative.
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Equal Employment Opportunity is
Private Employers, State and Local Governments, Educational Institutions, Employment
Agencies and Labor Organizations
Applicants to and employees of most private employers, state and local governments, educational
institutions, employment agencies and labor organizations are protected under Federal law from
discrimination on the following bases:

RACE, COLOR, RELIGION, SEX, NATIONAL ORIGIN
Title VII of the Civil Rights Act of 1964, as amended, protects applicants and employees from discrimination in
hiring, promotion, discharge, pay, fringe benefits, job training, classification, referral, and other aspects of
employment, on the basis of race, color, religion, sex (including pregnancy), or national origin. Religious
discrimination includes failing to reasonably accommodate an employee’s religious practices where the
accommodation does not impose undue hardship.

DISABILITY
Title I and Title V of the Americans with Disabilities Act of 1990, as amended, protect qualified individuals
from discrimination on the basis of disability in hiring, promotion, discharge, pay, fringe benefits, job training,
classification, referral, and other aspects of employment. Disability discrimination includes not making
reasonable accommodation to the known physical or mental limitations of an otherwise qualified individual
with a disability who is an applicant or employee, barring undue hardship.

AGE
The Age Discrimination in Employment Act of 1967, as amended, protects applicants and employees 40 years
of age or older from discrimination based on age in hiring, promotion, discharge, pay, fringe benefits, job
training, classification, referral, and other aspects of employment.

SEX (WAGES)
In addition to sex discrimination prohibited by Title VII of the Civil Rights Act, as amended, the Equal Pay Act
of 1963, as amended, prohibits sex discrimination in the payment of wages to women and men performing
substantially equal work, in jobs that require equal skill, effort, and responsibility, under similar working
conditions, in the same establishment.

GENETICS
Title II of the Genetic Information Nondiscrimination Act of 2008 protects applicants and employees from
discrimination based on genetic information in hiring, promotion, discharge, pay, fringe benefits, job training,
classification, referral, and other aspects of employment. GINA also restricts employers’ acquisition of
genetic information and strictly limits disclosure of genetic information. Genetic information includes
information about genetic tests of applicants, employees, or their family members; the manifestation of
diseases or disorders in family members (family medical history); and requests for or receipt of genetic
services by applicants, employees, or their family members.

RETALIATION
All of these Federal laws prohibit covered entities from retaliating against a person who files a charge of
discrimination, participates in a discrimination proceeding, or otherwise opposes an unlawful employment
practice.

WHAT TO DO IF YOU BELIEVE DISCRIMINATION HAS OCCURRED
There are strict time limits for filing charges of employment discrimination. To preserve the ability of EEOC to
act on your behalf and to protect your right to file a private lawsuit, should you ultimately need to, you
should contact EEOC promptly when discrimination is suspected: The U.S. Equal Employment Opportunity
Commission (EEOC), 1-800-669-4000 (toll-free) or 1-800-669-6820 (toll-free TTY number for individuals with
hearing impairments). EEOC field office information is available at www.eeoc.gov or in most telephone
directories in the U.S. Government or Federal Government section. Additional information about EEOC,
including information about charge filing, is available at www.eeoc.gov.

Employers Holding Federal Contracts or Subcontracts
Applicants to and employees of companies with a Federal government contract or subcontract are protected
under Federal law from discrimination on the following bases:

RACE, COLOR, RELIGION, SEX, NATIONAL ORIGIN
Executive Order 11246, as amended, prohibits job discrimination on the basis of race, color, religion, sex or
national origin, and requires affirmative action to ensure equality of opportunity in all aspects of
employment.

INDIVIDUALS WITH DISABILITIES
Section 503 of the Rehabilitation Act of 1973, as amended, protects qualified individuals from discrimination
on the basis of disability in hiring, promotion, discharge, pay, fringe benefits, job training, classification,
referral, and other aspects of employment. Disability discrimination includes not making reasonable
accommodation to the known physical or mental limitations of an otherwise qualified individual with a
disability who is an applicant or employee, barring undue hardship. Section 503 also requires that Federal
contractors take affirmative action to employ and advance in employment qualified individuals with
disabilities at all levels of employment, including the executive level.

DISABLED, RECENTLY SEPARATED, OTHER PROTECTED, AND ARMED FORCES SERVICE
MEDAL VETERANS
The Vietnam Era Veterans’ Readjustment Assistance Act of 1974, as amended, 38 U.S.C. 4212, prohibits job
discrimination and requires affirmative action to employ and advance in employment disabled veterans,
recently separated veterans (within three years of discharge or release from active duty), other protected
veterans (veterans who served during a war or in a campaign or expedition for which a campaign badge has
been authorized), and Armed Forces service medal veterans (veterans who, while on active duty, participated
in a U.S. military operation for which an Armed Forces service medal was awarded).

RETALIATION
Retaliation is prohibited against a person who files a complaint of discrimination, participates in an OFCCP
proceeding, or otherwise opposes discrimination under these Federal laws.
Any person who believes a contractor has violated its nondiscrimination or affirmative action obligations
under the authorities above should contact immediately:
The Office of Federal Contract Compliance Programs (OFCCP), U.S. Department of Labor, 200 Constitution
Avenue, N.W., Washington, D.C. 20210, 1-800-397-6251 (toll-free) or (202) 693-1337 (TTY). OFCCP may also
be contacted by e-mail at OFCCP-Public@dol.gov, or by calling an OFCCP regional or district office, listed in
most telephone directories under U.S. Government, Department of Labor.

Programs or Activities Receiving Federal Financial Assistance
RACE, COLOR, NATIONAL ORIGIN, SEX
In addition to the protections of Title VII of the Civil Rights Act of 1964, as amended, Title VI of the Civil Rights
Act of 1964, as amended, prohibits discrimination on the basis of race, color or national origin in programs or
activities receiving Federal financial assistance. Employment discrimination is covered by Title VI if the
primary objective of the financial assistance is provision of employment, or where employment
discrimination causes or may cause discrimination in providing services under such programs. Title IX of the
Education Amendments of 1972 prohibits employment discrimination on the basis of sex in educational
programs or activities which receive Federal financial assistance.

INDIVIDUALS WITH DISABILITIES
Section 504 of the Rehabilitation Act of 1973, as amended, prohibits employment discrimination on the basis
of disability in any program or activity which receives Federal financial assistance. Discrimination is
prohibited in all aspects of employment against persons with disabilities who, with or without reasonable
accommodation, can perform the essential functions of the job.
If you believe you have been discriminated against in a program of any institution which receives Federal
financial assistance, you should immediately contact the Federal agency providing such assistance.
EEOC 9/02 and OFCCP 8/08 Versions Useable With 11/09 Supplement
EEOC-P/E-1 (Revised 11/09)

EMPLOYEE RIGHTS
UNDER THE NATIONAL LABOR RELATIONS ACT
The NLRA guarantees the right of employees to organize and bargain collectively with their employers, and to engage in
other protected concerted activity. Employees covered by the NLRA* are protected from certain types of employer and
union misconduct. This Notice gives you general information about your rights, and about the obligations of employers
and unions under the NLRA. Contact the National Labor Relations Board, the Federal agency that investigates and
resolves complaints under the NLRA, using the contact information supplied below, if you have any questions about
specific rights that may apply in your particular workplace.
Under the NLRA, you have the right to:
• Organize a union to negotiate with your employer concerning your wages, hours, and other terms and conditions of
employment.
• Form, join or assist a union.
• Bargain collectively through representatives of employees’ own choosing for a contract with your employer setting your
wages, benefits, hours, and other working conditions.
• Discuss your terms and conditions of employment or union organizing with your co-workers or a union.
• Take action with one or more co-workers to improve your working conditions by, among other means, raising work-related
complaints directly with your employer or with a government agency, and seeking help from a union.
• Strike and picket, depending on the purpose or means of the strike or the picketing.
• Choose not to do any of these activities, including joining or remaining a member of a union.
Under the NLRA, it is illegal for your employer to:
• Prohibit you from soliciting for a union during non-work time,
such as before or after work or during break times; or from
distributing union literature during non-work time, in non-work
areas, such as parking lots or break rooms.
• Question you about your union support or activities in a
manner that discourages you from engaging in that
activity.
• Fire, demote, or transfer you, or reduce your hours or
change your shift, or otherwise take adverse action against
you, or threaten to take any of these actions, because you
join or support a union, or because you engage in concerted
activity for mutual aid and protection, or because you choose
not to engage in any such activity.
• Threaten to close your workplace if workers choose a
union to represent them.
• Promise or grant promotions, pay raises, or other benefits
to discourage or encourage union support.
• Prohibit you from wearing union hats, buttons, t-shirts, and
pins in the workplace except under special circumstances.
• Spy on or videotape peaceful union activities and
gatherings or pretend to do so.

Under the NLRA, it is illegal for a union or for the union
that represents you in bargaining with your employer
to:
• Threaten you that you will lose your job unless you
support the union.
• Refuse to process a grievance because you have
criticized union officials or because you are not a member
of the union.
• Use or maintain discriminatory standards or procedures in
making job referrals from a hiring hall.
• Cause or attempt to cause an employer to discriminate
against you because of your union-related activity.
• Take other adverse action against you based on whether
you have joined or support the union.
If you and your coworkers select a union to act as your
collective bargaining representative, your employer and the
union are required to bargain in good faith in a genuine
effort to reach a written, binding agreement setting your
terms and conditions of employment. The union is required
to fairly represent you in bargaining and enforcing the
agreement.

Illegal conduct will not be permitted. If you believe your rights or the rights of others have been violated, you should
contact the NLRB promptly to protect your rights, generally within six months of the unlawful activity. You may inquire about
possible violations without your employer or anyone else being informed of the inquiry. Charges may be filed by any person
and need not be filed by the employee directly affected by the violation. The NLRB may order an employer to rehire a
worker fired in violation of the law and to pay lost wages and benefits, and may order an employer or union to cease violating
the law. Employees should seek assistance from the nearest regional NLRB office, which can be found on the Agency’s
website: www.nlrb.gov.
You can also contact the NLRB by calling toll-free: 1-844-762-NLRB (6572). Hearing impaired callers who wish to speak to an
NLRB representative should contact the Federal Relay Service by visiting its website at https://www.federalrelay.us/tty,
calling one of its toll free numbers, and asking its Communications Assistant to call the NLRB toll free number at 1-844-762NLRB (6572).
*

The National Labor Relations Act covers most private-sector employers. Excluded from coverage under the NLRA
are public-sector employees, agricultural and domestic workers, independent contractors, workers employed by a parent or
spouse, employees of air and rail carriers covered by the Railway Labor Act, and supervisors (although supervisors that
have been discriminated against for refusing to violate the NLRA may be covered).

This is an official Government Notice
and must not be defaced by anyone.

U.S. Department of Labor

PAY TRANSPARENCY
NONDISCRIMINATION PROVISION
The contractor will not discharge or in any other manner discriminate
against employees or applicants because they have inquired about,
discussed, or disclosed their own pay or the pay of another employee or
applicant. However, employees who have access to the compensation
information of other employees or applicants as a part of their essential
job functions cannot disclose the pay of other employees or applicants to
individuals who do not otherwise have access to compensation information,
unless the disclosure is (a) in response to a formal complaint or charge, (b)
in furtherance of an investigation, proceeding, hearing, or action, including an
investigation conducted by the employer, or (c) consistent with the
contractor’s legal duty to furnish information. 41 CFR 60-1.35(c)
If you believe that you have experienced discrimination contact OFCCP
1.800.397.6251 | TTY 1.877.889.5627 | www.dol.gov/ofccp

200 CONSTITUTION AVENUE NW WASHINGTON, DC 20210 tel: 1-800-397-6251 TTY: 1-877-889-5627 www.dol.gov/ofccp

