Awareness and Prevention of Sexual Harassment


Purpose:  The purpose of this course is to increase employee awareness, and to identify measures that will prevent sexual harassment issues/

complaints in the workplace.

Course Objectives

To make participants aware of the following key points:

· The definition of sexual harassment as outlined in the EEOC guidelines.

· The two types of sexual harassment.

· The steps for handling sexual harassment as outlined in the Director's Policy Statement. 

· The joint accountability and responsibility of managers and employees when dealing with sexual harassment in the workplace.

· The resources available to victims of sexual harassment.

Target Audience

The target audience for this training includes all FEMA employees.

Approximate Time

30 - 60 minutes

Contents

The course includes the following sections:

· Course Overview

· Definition of Sexual Harassment

· Video Option 1:  Sexual Harassment In The Workplace:  Identify, Stop, Prevent 

· Video Option 2: Preventing Sexual Harassment: A Shared Responsibility

· Preventing Sexual Harassment

· What Should I Do If I Am Harassed?

· Guidelines for Reporting Sexual Harassment

· Summary

Preparing

Use the following checklist to help you prepare for the course:

Supplies and Equipment

(
Overhead projector with screen

(
Pens, pencils, and note paper

· VCR and television

· Video:  "Sexual Harassment In The Workplace:  Identify, Stop, Prevent"

· Video: " Preventing Sexual Harassment: A Shared Responsibility "

Handout Materials

· Handout:  Defining Sexual Harassment

· Handout:  Sexual Harassment Facts and Myths

· Handout:  What Should I Do If I Am Harassed?

Course Overview
[image: image1.wmf]
Begin this training by reviewing the following objectives:

Display the following visual.

[image: image2.wmf]
Definition of Sexual Harassment
[image: image3.wmf]
Ask participants to define sexual harassment.  Discuss their responses.  

Distribute the handout entitled "Defining Sexual Harassment."  Read each scenario outlined on the handout and determine if the actions described can be considered sexual harassment.  Discuss why or why not.

[image: image4.wmf]Make the following points:  

· Sexual harassment is a form of gender discrimination, in violation of Title VII, of the Civil Rights Act of 1964, as amended by the Civil Rights Act of 1991.  

· In 1980, the Equal Employment Opportunity Commission (EEOC) issued guidelines declaring sexual harassment as an unlawful employment practice. 

· In 1986, the Supreme Court affirmed those guidelines and the definition.  

Definition of Sexual Harassment (Continued)

Sexual harassment is frequently a display of power, often intended to intimidate, coerce, embarrass, or degrade another person.  

Sexual harassment  includes unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature when:

1. Submission to such conduct is made either explicitly or implicitly a term or condition of employment, or

2. Submission to or rejection of such conduct by an individual is used as a basis for employement decisions affecting this individual, or

3. Such conduct has the purpose or effect of unreasonably interfering with an individual's work performance or creating an intimidating, hostile, or offensive work environment.

What is Sexual Harassment?
[image: image5.wmf]The two types of sexual harassment are:

1. Quid pro quo:  A Latin phrase meaning "something for something" that occurs when there are demands for sexual favors and the refusal or submission to these demands forms the basis of employment decisions.

2. Hostile work environment:  Any sexual conduct that interferes with an individual’s work performance or creates an offensive and intimidating work environment (i.e., inappropriate words, touching, gestures, or the display of items of a sexual nature).

Definition of Sexual Harassment (Continued)

[image: image6.wmf]Ask the participants to give some examples of physical, verbal, and visual sexual harassment.  If not included, mention a few examples, as follows:

1. Physical 
· Unwanted touching or fondling

· Pinching

· Gestures

· Blocking a person’s path

2. Verbal
· Requests or demands for sexual favors

· Questions about a person's sexual fantasies or practices

· Sexual innuendoes or jokes

· Forcing attention on someone who is not interested

3. Visual
· Leering, staring, or looking a person up and down

· Making obscene gestures

· Displaying sexually explicit pictures, objects, materials, or cartoons

Discuss the following points:  

· When sexual conduct is unwelcome or unwanted, the person who finds it offensive should inform the harasser that the behavior is unwelcome.  

· If the behavior continues the actions constitute sexual harassment and should be reported to your supervisor or the Equal Rights Officer.

Definition of Sexual Harassment (Continued)
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[image: image8.wmf]Ask the group "Is there an average sexual harasser?"

[image: image9.wmf]
After several participants have given their response, explain that there is no profile of a harasser. Anyone can be a harasser, male or female, employee or management.  It is possible for anyone to exhibit this type of behavior.

Distribute a copy of the handout titled "Sexual Harassment Facts and Myths."  Tell the group to take a look at the statistics.  Ask if there are any questions.

INSTRUCTOR NOTE:  BELOW ARE TWO VIDEO OPTIONS TO SUPPLEMENT YOUR COURSE MATERIAL.  PREVIEW EACH TAPE AND DECIDE WHICH TAPE BEST SUITS YOUR NEEDS.

Video Option 1:  Sexual Harassment In The Workplace:  Identify, Stop, Prevent (Video - 23 minutes) 

Introduce Video Option 1.  Explain that [image: image10.wmf]the video entitled "Sexual Harassment In The Workplace:  Identify, Stop, Prevent" shows a variety of scenarios depicting sexual harassment in the workplace and will help explain policy regarding sexual harassment and how common situations can lead to sexual harassment.  

The video will enable participants to:

· Develop a greater understanding of what constitutes sexual harassment and better understand policies relating to this behavior.

· Learn specific procedures to follow when receiving, investigating, and taking action on a sexual harassment complaint.




Show the video.

Video Option 1:  Sexual Harassment In The Workplace:  Identify, Stop, Prevent (Continued) 

[image: image11.wmf]Points to discuss:

· Sexual harassment can be blatant or very subtle.

· Sexual harassment is frequently an inappropriate use or display of power.

· Anyone can harass, just as anyone can be a victim of harassment regardless of their sex, age, sexual orientation, or professional position.

· While sexual harassment has long been a problem for women it has increasingly become a problem for men.

· Everyone has the right to work in an environment free of sexual harassment.

Video Option 2:  Preventing Sexual Harassment:  A Shared Responsibility (Video - 18 minutes) 

[image: image12.wmf]Introduce Video Option 2.  Explain that the video entitled "Preventing Sexual Harassment:  A Shared Responsbility" will show participants how to create and better manage professional relationships within the work environment.




Show the video.

[image: image13.wmf]
At the end of the video, discuss the following points: 

· Sexual harassment affects productivity and lowers morale at all levels of an organization.

· Everyone has the right to work in an environment free from sexual harassment.

· Everyone has the responsibility to prevent sexual harassment in the workplace.

· Sexual harassment can be very overt or very subtle.

· Sexual harassment is an inappropriate use or display of power, often intended to intimidate, coerce, embarrass, or degrade another person.

Video Option 2:  Preventing Sexual Harassment:  A Shared Responsibility (Continued) 

Discuss the following question:

What's the difference between sexual harassment and friendly behavior?

Preventing Sexual Harassment
[image: image14.wmf]To avoid sexual harassment:

· Conduct yourself in a professional, businesslike manner.

· Act appropriately, being sure to avoid intimidating, ridiculing, embarrassing behavior, or joking too much with others.

· Dress appropriately for the workplace.

What Should I Do If I Am Harassed?
[image: image15.wmf]Distribute a copy of the handout entitled "What Should I Do If I Am Harassed?"  Discuss that if an employee feels that he or she has been sexually harassed, the best way to stop the behavior is to: 

· Let the harasser know immediately that the conduct is unwelcome and unwanted.  

· Be familiar with your rights.

· Know how to contact your Equal Rights Officer for advice if needed.

· Discuss the incident with your supervisor, if the supervisor is the harasser report the situation to the next appropriate supervisory level.

Guidelines for Reporting Sexual Harassment
[image: image16.wmf]Make the following points for reporting sexual harassment:

· If an employee believes that he or she has been sexually harassed the incident should be reported to the supervisor or the ERO.  

· The ERO will gather information through a fact-finding process and try to resolve the problem at the earliest possible stage.  During this process it is the duty of the ERO to maintain confidentiality at all times.  

· Managers can be held liable for sexual harassment if they know or reasonably should have know about the behavior and did nothing about it.  

· If a person receives job benefits by submitting to sexual advances other employees have been discriminated against.

· Be prepared to discuss details (who, what, when).  Bring notes, if available.

Summary
[image: image17.wmf]
Review the following points to summarize this course:

· FEMA's policy is that sexual harassment will not be condoned or tolerated.

· Sexual harassment is a form of discrimination.

· Offensive jokes and stories can create an intimidating, hostile, or offensive work environment.

· Unwelcome touching of a co-worker in any way can be perceived as sexual harassment. 

· Employees have the responsibility to consider others feelings, communicate their feelings, and notify their supervisor of any inappropriate behavior directed at them.

· In order to file a complaint, sexual harassment must be reported to the ERO or the Office of Equal Rights within 45 days of the alleged incident.

· When receiving sexual harassment complaints, managers must act promptly and provide advice, guidance, and if, required, administer discipline.
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To make participants aware of the following:

¨

The definition of sexual harassment as outlined in

the EEOC guidelines.
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The two types of sexual harassment.

¨

The steps for handling sexual harassment as

outlined in the Director's Policy Statement.

¨

The joint accountability and responsibility of

managers and employees when dealing with sexual

harassment in the workplace.

¨

The resources available to victims of sexual

harassment.

[image: image19.wmf]Course Objectives

To make participants aware of the following:

¨

The definition of sexual harassment as outlined in

the EEOC guidelines.

¨

The two types of sexual harassment.

¨

The steps for handling sexual harassment as

outlined in the Director's Policy Statement.

¨

The joint accountability and responsibility of

managers and employees when dealing with sexual

harassment in the workplace.

¨

The resources available to victims of sexual

harassment.

_961666971.ppt


Course Objectives

To make participants aware of the following:

The definition of sexual harassment as outlined in the EEOC guidelines.

The two types of sexual harassment.

The steps for handling sexual harassment as outlined in the Director's Policy Statement. 

The joint accountability and responsibility of managers and employees when dealing with sexual harassment in the workplace.

The resources available to victims of sexual harassment.








