WRITEFORMAT.COM
[Date]
Workplace harassment policy letter
Date:
To
[The Recipient Name]
[Address]
Dear [NAME],
Our company has employees belonging to different ethnic groups and religious and political beliefs. It is important for the administration that the workplace environment is such that everybody is respectful and tolerant of others’ beliefs and the employees can perform their duties in a safe and secure environment and there is no unpleasantness of any type. Company policy in this regard is very clear. 
We have zero tolerance for discrimination or harassment of any type all the employees are equal in the eyes of the administration and all of them have an equal right to promotion and benefits. If it is reported that any gender, ethnic, religious or minority group is being mistreated or anyone is being targeted due to their gender or religion or due to any other reason, the matter will be dealt with very strictly.
An administrative board has been made for this purpose. The duties of this board are to investigate any complaint regarding harassment or discrimination. This complaint can be of harassment in the form of physical harm or slander, backbiting, taunts, or jokes meant to insult or hurt an ethnic or religious group. 
The board after performing a fair investigation would suggest a penalty for the guilty. In case of severe transgression, immediate termination is suggested.
Remember that all our employees are important to us and if you feel stressed or pressurized by anything, please feel free to get in touch with the administration. We have an open-door policy, and it is our aim to facilitate our employees in any way we can.
Looking forward to your cooperation and understanding.
Yours Sincerely.
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