		Updated [Insert date]
About this Template - Responsibility Policy
This template has been developed by the Danish Business Authority and the Danish Business Hubs. It is aimed at companies seeking a Responsibility Policy that focuses exclusively on your company’s own workforce. 
Guidance for using the template
The template is pre-filled and reflects a basic framework for what a Responsibility Policy for your own workforce could look like. You can simply enter your company’s name and sign the document. However, remember that a policy does not create positive change. Real effects are only achieved when your company actively work with the policy. As an initial step to support anchoring within your company, the template includes a signature field, as management endorsement is a crucial element in ensuring anchoring and thereby having a positive impact through your efforts.
You may choose to edit the template so that the content reflects the topics and possible initiatives you consider important for your specific company. We have some advice for you to consider if you wish to edit the Responsibility Policy so that it reflects your business.

Remove content you do not need
Adapt the content in the template so it contains only those elements that you deem important for your company. You are free to delete content that you consider redundant or that you do not have the resources to implement and follow up on. You can always add more elements to your policy if needed at a later stage.

Add content that may be important for your company
You can also assess whether you need to add elements not included in the template. For example, consider whether there are aspects specific to your industry that require close attention or entail risks, which could be reflected in your policy.
If you want a Responsibility Policy that also contains sections on environment, climate, and governance issues, you can use the template for the ‘extended’ Responsibility Policy. 
Download the template for the extended Responsibility Policy from Virksomhedsguiden

Option to add actions and/or targets
The template includes specific suggestions for what you may choose to supplement your Responsibility Policy with, should you wish to go further and add specific actions and/or targets regarding, for example, management responsibility, grievance mechanisms, etc. These suggestions for actions and targets are in italics and - just like the rest of the content - can be adapted to suit your company’s specific needs.
Please note that the template is for guidance only. As a company, you are responsible for your own data and any other information included in the template.
[bookmark: _Hlk207884406][bookmark: _Hlk207884627]About this Responsibility Policy
This Responsibility Policy contains the most basic information regarding your company’s own workforce. The policy is particularly suitable for those working with the ESG template and wishing to respond positively to the disclosures concerning Responsibility Policy (code of conduct) and human rights for your company’s own workforce.
Read more about ESG reporting on Virksomhedsguiden (only in Danish)
Human rights in your company’s value chain are not covered by the content of this template. You may choose to add sections to the Responsibility Policy if you wish, for example, to include some of the international principles related to human rights in your company’s value chain. If you simply require a policy that meets the expectations set out in the European voluntary standard for sustainability reporting (VSME), it is not necessary to add further information to the Responsibility Policy. 
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[bookmark: _Toc202020782]
Purpose 

1.1. At [insert company name], we are committed to respecting and upholding human rights, and whenever possible, preventing any violation of human rights within our own workforce. 

1.1.1. This responsibility policy applies to all individuals who hold an employment contract with [insert company name] and aims to ensure the protection of human rights within our workforce.

1.1.2. At [insert company name] we will ensure that all employees are informed about this policy and how they can contribute to its implementation. 

1.1.3. At [insert company name], we respect and uphold human rights. We believe that all people are free and equal and should be treated with dignity and respect. This includes rights to be safe, to live without unfair restrictions, to peaceful assembly, to freely choose their occupation, to work under fair and safe conditions, to receive equal pay for equal work, and to have time off to rest. 

We work to prevent, avoid, and minimize:

· Child labour 
· Forced labour 
· Human trafficking 
· Discrimination 
· Workplace accidents. 

1.1.4. At [insert company name], we are continuously focused on identifying and understanding our impact on the human rights of our employees, to ensure a dignified and respectful workplace – together with and for our staff.

1.1.5. When concerns or issues are identified, we are committed to addressing, managing, and remedying the situation in a timely and responsible manner for our workforce.

[bookmark: _Toc202020783]Responsibility  

1.2. Our internal processes ensure that [insert company name] operates responsibly and contributes to the respect, protection, and prevention of human rights violations when possible.

1.2.1. Policy updates 
The responsibility for this policy, including its revision, maintenance, and communication, lies with [insert job title(s)]. The policy is reviewed and updated when deemed relevant. We recognise that our human rights risks may change over time as our company and its activities change and/or develop.

You may choose to refer to your actions and targets, for example:
ACTION
We review and update our internal policies and procedures annually to ensure alignment with human rights best practices.

TARGET
By the end of each calendar year, we aim to conduct an internal review of our policies and procedures to ensure they support our human rights efforts.
1.2.2. Management responsibilities 
Management is responsible for supporting the respect, protection, and prevention of human rights violations by ensuring compliance with internal policies and procedures.

You may choose to refer to your actions and targets, for example:

ACTION
We organize an annual workshop for management focused on preventing discrimination and promoting equality, where an external expert is invited to provide inspiration and input on how we can improve our efforts in this area. 

TARGET
We maintain a firm goal of ensuring a workplace culture with zero incidents of harassment, discrimination, or unequal treatment.

1.2.3. [bookmark: _Hlk187141044]Employee responsibilities 
All employees are expected to respect and contribute to a fair, inclusive, and positive working environment that is free from harassment and all forms of discrimination.

You may choose to refer to your actions and targets, for example:

ACTION
We offer all employees the opportunity to participate in internal learning sessions on discrimination and how they can contribute to equal treatment among colleagues and within the company.

TARGET
All employees will have participated in a learning session within the first X months of their employment.



1.2.4. Complaints-handling Mechanism
All employees can raise concerns or report complaints regarding conduct or activities that are in violation of this policy. This can be done by contacting [insert job title] or anonymously through [insert platform].

[Insert company name] ensures that there will be no negative consequences for any individual who raises a concern. If a complaint is submitted, [insert company name] will initiate an investigation and take the necessary steps to prevent future incidents. 

You may choose to refer to your actions and targets, for example:

ACTION 
All reports submitted through the complaints-handling mechanism are anonymized and reviewed within X number of days to ensure a prompt and fair handling of the case.

TARGET
From 20XX, we will publicly disclose anonymized reports and outcomes to promote transparency in how we handle concerns related to human rights impacts. 

[bookmark: _Toc202020784]Transparency and Documentation 

We aim to be an open and transparent company by sharing information about our human rights efforts, including our actions and goals. To support this, we make sure that customers can access relevant information and data when purchasing our products/services or upon request.
You may choose to refer to your actions and targets, for example

ACTION
We conduct an annual internal risk assessment of the company’s impact on the human rights of employees.

TARGET
We conduct an annual internal risk assessment of the company’s impact on the human rights of employees.
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________________________________
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