	SEXUAL HARASSMENT POLICY

AND

ANTI-HARASSMENT POLICY

PURPOSE: To maintain a working environment that is free of discrimination.  

APPLICATION: This policy applies to all employees and covers harassment by employees of COMPANY NAME (including Supervisors and Management), members, vendors, or other third parties with whom the COMPANY NAME has business dealings.  

POLICY: 
COMPANY NAME is committed to maintaining a work environment that is free of discrimination.  In keeping with this commitment, we will not tolerate unlawful harassment of our employees by anyone, including any supervisor, co-worker, or third party.  Harassment consists of unwelcome conduct, whether verbal, physical or visual, that is based on a person’s race, color, national origin, religion, age, gender, disability, marital status, sexual orientation and sex, including sexual harassment (all as defined by applicable law).  Harassment that affects job benefits, interferes with an individual’s work performance, or creates an intimidating, hostile, or offensive work environment will not be tolerated.

Harassment may include derogatory remarks, epithets, offensive jokes, the display or circulation of offensive printed, visual or electronic, or offensive physical actions.  

Sexual harassment deserves special mention.  

Definition Of Sexual Harassment 

In Massachusetts, the legal definition for sexual harassment is this: 'sexual harassment' means sexual advances, requests for sexual favors, and verbal or physical conduct of a sexual nature when: 

(a) submission to or rejection of such advances, requests or conduct is made either explicitly or implicitly a term or condition of employment or as a basis for employment decisions; or, 

(b) such advances, requests or conduct have the purpose or effect of unreasonably interfering with an individual's work performance by creating an intimidating, hostile, humiliating or sexually offensive work environment. 

Under these definitions, direct or implied requests by a supervisor for sexual favors in exchange for actual or promised job benefits such as favorable reviews, salary increases, promotions, increased benefits, or continued employment constitutes sexual harassment. 

The legal definition of sexual harassment is broad and in addition to the above examples, other sexually oriented conduct, whether it is intended or not, that is unwelcome and has the effect of creating a work place environment that is hostile, offensive, intimidating, or humiliating to male or female workers may also constitute sexual harassment. 

While it is not possible to list all those additional circumstances that may constitute sexual harassment, the following are some examples of conduct which if unwelcome, may constitute sexual harassment depending upon the totality of the circumstances including the severity of the conduct and its pervasiveness: 

*Unwelcome sexual advances -- whether they involve physical touching or not; 

*Sexual epithets, jokes, written or oral references to sexual conduct, gossip regarding one's sex life; comment on an individual's body, comment about an individual's sexual activity, deficiencies, or prowess; 

*Displaying sexually suggestive objects, pictures, cartoons; 

*Unwelcome leering, whistling, brushing against the body, sexual gestures, suggestive or insulting comments; 

*Inquiries into one's sexual experiences; and, 

*Discussion of one's sexual activities. 

Sexual harassment does not refer to occasional compliments of a socially acceptable nature or to acts that usually are acceptable by society. It refers to behavior that is not welcome, that personally is offensive to some people and that fails to respect the rights of others.

Any manager, employee, or agent of COMPANY NAME who witnesses an incident of harassment or who believes that he/she has been harassed, should promptly report the facts of the incident(s) and the name(s) of the individuals involved to the Vice President of Human Resources. The Vice President of Human Resources will advise the President/CEO of COMPANY NAME of the report and will investigate matters involving agents and employees of COMPANY NAME up to the level of Senior Vice President.

Where there are incidents or reports of incidents involving the President/CEO, or any volunteer serving COMPANY NAME, the Vice President of Human Resources at DCU will advise the Chairperson of the Supervisory Committee whose committee will oversee the investigation. Any incidents or reports of incidents involving the Vice President of Human Resources should be reported to the President/CEO.

COMPANY NAME will seek to handle its investigation in a discreet and confidential manner to the extent reasonably possible. If harassment is found to have occurred, COMPANY NAME will take prompt, remedial action.

Retaliation

All employees should take special note that retaliation against an individual who has complained about sexual or other harassment and retaliation against individuals for cooperating with an investigation of a sexual or other harassment complaint is unlawful and will not be tolerated by this organization. 

Procedures for Handling a Sexual Harassment Complaint

Because COMPANY NAME takes allegations of sexual harassment seriously, we will respond promptly to complaints of sexual harassment and where it is determined that such inappropriate conduct has occurred, we will act promptly to eliminate the conduct and impose such corrective action as is necessary, including disciplinary action where appropriate. 

Any employee who believes he or she is being harassed by a manager, co-worker, employee, member or other person should promptly take the following action:

(1) Politely but firmly confront the harasser and ask him or her to stop. State how you feel about the actions. Be specific about the exact behaviors you want stopped. If you feel uncomfortable with a face-to-face discussion, write your complaint in a letter or memo to the harasser, and keep a copy of the correspondence for yourself. Also, send a copy to the Vice President of Human Resources. If you are uncomfortable directly confronting the harasser, then use step three.

(2) Document your complaint. Keep a diary or log detailing the incidents of sexual harassment. If you express your complaint verbally, make a written note of what you said, what reaction was given, and list the time and date of the discussion. Write down who might have witnessed any incidents. Keep any related memos or letters. It is important to keep the Vice President of Human Resources advised of each and every incident that you consider to be sexual harassment.

(3) If you are uncomfortable with step one, or the harassment continues after you confront the harasser or you feel the harassment may cause you an employment detriment, you should immediately inform your manager and the Vice President of Human Resources about the harassment.

(4) If circumstances do not allow you to inform your manager, then you should report your complaint to another manager, Vice President of Human Resources at or a senior manager.

(5) All complaints will be handled in a timely and confidential manner.

Of course, management personnel needed for the investigation, the alleged harasser, and possible witnesses may be contacted and thereby learn about the complaint. No person will be permitted to discuss the complaint or the resulting investigation.

(6) Investigation of sexual harassment complaints will be undertaken immediately, and all information will be handled with the highest degree of confidentiality possible under the circumstances and with due regard for the rights and wishes of all parties. The policy of COMPANY NAME is to seek early corroboration and apply discipline when appropriate. Such discipline action may range from counseling to termination from employment, and may include such other forms of disciplinary action, as we deem appropriate under the circumstances. If after a reasonable length of time you believe inadequate action is being taken to resolve your complaint, go directly to the Vice President of Human Resources.
Please note that while this policy sets forth our goals of promoting a workplace that is free of harassment, the policy is not designed or intended to limit our authority to discipline or take remedial action for workplace conduct which we deem unacceptable, regardless of whether that conduct satisfies the definition of harassment. 

State and Federal Remedies

In addition to the above, if you believe you have been subjected to harassment, you may file a formal complaint with either or both of the government agencies listed below. Using our complaint process does not prohibit you from filing a complaint with these agencies. Each of the agencies has a short time period for filing a claim (EEOC - 180 days: MCAD - 300 Days).

The United States Equal Employment Opportunity Commission ('EEOC')
One Congress Street, 10th floor
Boston, MA 02114-2023
(617) 565-3200

The Massachusetts Commission Against Discrimination ('MCAD')
Boston: One Ashburton Place
Boston, MA 02108
(617) 727-3990

COMPANY NAME Contact

Listed below is the name, address, and telephone number of the person to whom complaints should be made.



	
	


COMPANY NAME 
I acknowledge that I have received and read the “Sexual Harassment and Anti-Harassment” policy of COMPANY NAME and I understand its contents.

Employee Name (Print)




     Employee Signature

         
Date

