
ANTI-HARASSMENT & NON-DISCRIMINATION POLICY

(Revised February 2021)

Woodland Star International School Kenya (WSS) strives to maintain a culture and school environment that

foster mutual employee respect and promotes professional conduct within collaborative and productive

working relationships. WSS believes that discrimination, harassment, and retaliation in any form constitute

misconduct that undermines the worth of the individual and the integrity of employment relationship. All

employees, unpaid interns, and/or volunteers should be able to enjoy a work environment free from all forms

of discrimination, including but not limited to sexual and other illegal harassment.

The WSS Anti-Harrassment & Non-Discrimination Policy prohibits conduct that constitutes unlawful

harassment, discrimination, and retaliation by all employees, including harassment and/or discrimination

based on sex, race, tribe, religion, gender, gender identity, nationality, physical and/or mental disability, and

medical condition. WSS prohibits retaliation against individuals who raise complaints of discrimination or

harassment or who participate in workplace investigations, which violates WSS Village Agreements and school

policy.

OBJECTIVE:

The objective of this policy is to define workplace harassment and discrimination and to outline procedures for

filing complaints, investigating harassment/discrimination claims and issuing appropriate disciplinary measures

in the case of violations.

SCOPE:

This policy applies to all WSS employees throughout the school and to all individuals who may have contact

with any employee of this organization such as parents (prospective and current), service providers, unpaid

interns, volunteers, independent contractors and other visitors. It applies during normal working hours, on and

off school premises, at work related or sponsored events, and while traveling on school related outings (e.g.

field trips).



DEFINITIONS:

The term “harassment” is used in this policy to refer to both sexual and other forms of harassment. Below are

definitions of sexual and other forms of harassment, as well as examples (which are not all-inclusive) of

conduct that may constitute harassment.

A. Sexual Harassment:

Sexual harassment is unwelcome sexual advances, requests for sexual favours, or other verbal or physical

conduct pertaining to a person’s sex (including pregnancy, childbirth, breastfeeding or related medical

conditions), and/or of a sexual nature when submission to such conduct:

1. is made a condition of employment;

2. is made the basis for employment decisions; or

3. unreasonably interferes with an individual’s ability to perform their job duties or otherwise creates

an offensive or hostile working environment.

Sexual harassment does not need to be motivated by sexual desire to be unlawful or to violate this policy. For

example, hostile acts toward an employee because of his/her gender can amount to sexual harassment,

regardless of whether the treatment is motivated by any sexual desire. Examples of conduct which may result

in sexual harassment may include, but are not necessarily limited to, the following:

• Verbal - unwelcome conduct such as the use of suggestive, derogatory, or vulgar comments; the use

of sexual innuendo or slurs; making unwanted sexual advances, invitations, or comments; pestering for

dates; making threats; propositions, threats, or suggestive or insulting sounds; inappropriate e-mail;

and/or spreading rumors about or rating others as to their sexual activity or performance.

• Visual/Non-Verbal - unwelcome conduct such as the display of sexually suggestive and/or derogatory

objects, pictures, posters, written material, cartoons, or drawings; the use of graffiti and/or computer-

generated images of a sexual nature; and/or the use of graphic commentaries, obscene gestures or

leering.

• Physical - unwelcome conduct such as unwanted touching, pinching, kissing, patting, or hugging; the

blocking of, or interfering with normal movement; stalking; assault; battery; and/or physical

interference with work or study directed at an individual because of the individual’s sex, sexual

orientation, or gender.

• Threats, demands, or pressure to submit to sexual requests in order to keep a job or job standing or

to avoid other loss, and/or offers of benefits in return for sexual favors.

B. Other Forms of Harassment

In additional to sexual harassment, other forms of prohibited harassment and discrimination include offensive

comments or conduct pertaining to a person’s sex, race, tribe, religion, gender, gender identity, nationality,

marital startus, physical and/or mental disability, and medical conditions. Such conduct may include, but is not

limited to:



• Making gestures, threats, derogatory comments, or slurs that may be offensive to individuals in a

particular group

• Bullying behavior that is threatening, intimidating, verbally abusive or results in other disruptive

actions in the workplace (including intentional exclusion of individuals or a group of people)

• Displaying derogatory objects, photographs, cartoons, calendars, or posters

• Sending messages by letters, notes, electronic mail, or telephone that may be offensive to individuals

in a particular group

C. NON-DISCRIMINATION

Woodland Star International School is an equal opportunity employer. WSS does not discriminate in

employment opportunities or practices because of race, color, religion, nationality, ancestry, sex, age,

language, political or other opinion, ethnic/tribal or social origin, pregnancy, mental status, HIV status, martial

status or physical challenges. Employment decisions at WSS will be based on merit, qualifications, and abilities.

(For more information refer to the WSS Equal Employment Opportunity Policy).

Employees with questions or concerns about discrimination in the workplace are encouraged to bring these

issues to the attention of their supervisor/school principal/school director. Employees can raise concerns and

make reports without fear of reprisal. Anyone found to be engaging in unlawful discrimination will be subject

to disciplinary action, including termination of employment. Questions or concerns that cannot be brought to

the attention of a supervisor or the school principal may be brought to the attention of one of the school

directors.



Responding to Conduct in Violation of Policy

Employees

If an employee feels that he/she is being subjected to harassment or discrimination he/she may immediately

inform the harasser that the conduct is unwelcome and needs to stop. If the inappropriate conduct does not

cease, or if the employee is unable to or uncomfortable with addressing the alleged harasser directly, he/she

should report the incident to his or her own supervisor, school principal, human resource manager, or school

director. It is helpful and encouraged, but not required, to provide a written record of the date, time and

nature of the incident(s) and the names of any witnesses.

It is important to report all concerns of harassment or discrimination to the HR manager or supervisor/school

principal/school director as soon as possible. School management must be made aware of the situation so that

it can conduct an immediate and impartial investigation and take appropriate action to remediate or prevent

the prohibited conduct from continuing.

School Directors, School Principal and Supervisors

School directors, school principal and supervisors must deal expeditiously and fairly when they have any

knowledge of harassment or discrimination within their departments, whether or not there has been a written

or formal complaint. They must:

● Take all complaints or concerns of alleged or possible harassment seriously no matter how minor or

who is involved.

● Report all incidents to the HR manager immediately so that a prompt investigation can occur.

● Take any appropriate action to prevent retaliation or prohibited conduct from recurring during and

after any investigations or complaints.

School directors, school principal and supervisors who knowingly allow or tolerate harassment, discrinimation

or retaliation, including the failure to immediately report such misconduct to HR, are in violation of this policy

and subject to discipline.

Human resources

The HR manager is responsible for:

1. Ensuring that both the individual filing the complaint (complainant) and the accused individual

(respondent) are aware of the seriousness of a harassment/discrimination complaint.

2. Explaining the school’s anti-harassment and non-discrimination policy and investigation procedures to

all parties involved.

3. Protecting the complainant in the workplace from retribution or consequence for reporting the

complaint.

4. Exploring informal means of resolving harassment/discrimination complaints.

5. Notifying the police if criminal activities are alleged.

6. Arranging for an investigation of the alleged harassment/discrimination and the preparation of a

written report.



7. Submitting a written report summarizing the results of the investigation and making recommendations

to designated school officials.

8. Notifying the complainant and the respondent of the corrective actions to be taken, if any, and

administering those actions.

The HR manager will determine if an in-house investigation will be conducted or if a third party will be

contracted to complete the investigation. If a complaint arises involving a school principal or school director

then the complaint will be reported to another director and/or the board of the ACTS Group and handled

accordingly.

Complaint Resolution Procedures

Complaints should be submitted as soon as possible after an incident has occurred, preferably in writing. The

HR manager may assist the complainant in completing a written statement or, in the event an employee

refuses to provide information in writing, the HR manager will record the verbal complaint.

To ensure the prompt and thorough investigation of an harassment/discrimination complaint, the complainant

should provide as much of the following information as is possible:

1. The name, department and position of the person or persons allegedly committing

harassment/discrimination.

2. A description of the incident(s), including the date(s), location(s) and the presence of any witnesses.

3. The effect of the incident(s) on the complainant's ability to perform his or her job, or on other terms or

conditions of his or her employment.

4. The names of other individuals who might have been subject to the same or similar

harassment/discrimination.

5. What, if any, steps the complainant has taken to try to stop the harassment/discrimination.

6. Any other information the complainant believes to be relevant to the harassment/discrimination

complaint.

Discipline

Employees who violate this policy are subject to appropriate discipline. If an investigation results in a finding

that this policy has been violated, the mandatory minimum discipline is a written reprimand, while the extent

and the nature of the harassment/discrimination will determine the form of action to be taken. These actions

may include a written warning (minimum discipline), suspension from some duties with or without pay,

suspension from full duties with or without pay or dismissal. The discipline for very serious or repeat violations

is termination of employment. Persons who violate this policy may also be subject to civil damages or criminal

penalties. If an employee is harassed by a parent/ member of the school community or any individual/group,

the school management may seek, on health and safety grounds, to have the person/group barred from the

school grounds. Where an employee is victimised as a result of invoking or participating in any aspect of the

complaints procedure, including acting as a witness for another employee, such behaviour will also be subject

to disciplinary action.



Confidentiality

All complaints and investigations are treated confidentially to the extent possible and information is disclosed

strictly on a need-to-know basis. The identity of the complainant is usually revealed to the parties involved

during the investigation and the HR manager takes adequate steps to ensure that the complainant is protected

from retaliation during and after the investigation. All information pertaining to an harassment/discrimination

complaint or investigation is maintained in secure files within the HR office or a director’s office if appropriate.

Resolution Procedure for Sexual Harassment of Non-Employees (including children)

Children

Sexual harassment and abuse of children is against Kenyan and international law and will be treated with

utmost care. Any such incidents should be reported immediately to the school principal andthe school

directors. Exploitation of any children on the campus will be investigated thoroughly and will involve

authorities and outside parties as necessary.

Other Persons

Sexual harassment of other outside persons including but not limited to interns, volunteers, suppliers,

prospective employees, guests and other visitors to the school should be reported to school management and

the school directors as soon as possible. All such reports will be handled with the same diligence and care as

harassment/discrimination between employees.

Other Available Procedures

The procedures available under this policy do not preempt or supersede any legal procedures or remedies

otherwise available to a victim of harassment under Kenyan law. These policies do not preempt or supersede

Woodland Star School’s Child Safeguarding Policy or Brackenhurst’s Code of Employee Conduct. All policies and

guidelines collectively seek to ensure the wellbeing and safety of persons on the Woodland Star School and

Brackenhurst campus.

Administration

This policy will be administered through the HR manager and the school principal of WSS.


