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Instructor Guide

DF 506

Course Description:

This mandatory course is designed to help us recognize the social and economic costs of sexual harassment as well as the damage it can inflict on a Joint Field Office (JFO) and Disaster Recovery Center (DRC) environments, as well as the agency in general.

We’ll explore why it doesn’t matter whether you “intended” to harass someone, what harassment involves, and the need to speak up when something or someone is offensive.  

By the end of the course, we will be able to explain how to create a respectful and harassment-free JFO environment. 

Course Objectives:

At the end of this course, participants will be able to:

1. Define sexual harassment as outlined in EEOC guidelines and FEMA’s policy statement

2. List the harmful effects of sexual harassment in the JFO environment

3. Explain why the victim’s perception counts more than intentions of the other person.

4. Define the “reasonable person standard.”

5. Compose statements that are effective in preventing sexual harassment 

Target Audience:

All staff working in the JFO/DRC.
In planning this training, you must consider your audience. Tailor your presentation to the skills or experience of the participants. The focus of your discussion and the depth of content presented may vary, depending on whether you are providing an orientation for new employees or a refresher course for all employees. The training group size should range from 10 to 20 people. Most of the exercises in this program require that you divide the group into two smaller groups to increase participation. 

Approximate Times & Table of Contents:

Using the Video Presentation

	Section
	Time
	Page

	Overview and Introductions 


Activity 1:  How Much Do You Know?
	30 minutes


	 6

	Defining Sexual Harassment 
	10 minutes
	12

	Video Presentation and Discussion
	45 minutes
	14

	Summary
	 5 minutes
	31

	Total Time
	1.5 hours
	


Using Activities Instead of the Video Presentation

	Section
	Time
	Page

	Overview and Introductions 


Activity 1:  How Much Do You Know?
	30 minutes


	 6

	Defining Sexual Harassment 
	10 minutes
	12

	Perceptions
	 5 minutes
	19

	Activity 2:  Your Experiences (optional)
	20 minutes
	21

	Avoiding Sexual Harassment
	 5 minutes
	24

	Activity 3: Composing “Speak Up” Messages
	30 minutes
	25

	Summary
	 5 minutes
	31

	Total Time
	1.5 hours
	


Instructor Preparation:

As a note about your materials:  Throughout the IG, action verbs are in bold type to indicate that you need to do something.  For instance, Ask the class . . .  Answers to Discussion Questions are not in the Student Manual, although the questions themselves are reprinted in their materials.  Suggested answers are italicized in your Instructor Guide.

Spend some time getting to know participants in the JFO, if you have the opportunity, so you can use examples that make sense based on the particular environment.

If you are using the videotape, preview it well ahead of time so you will know when to stop it for discussions.

Alternate instructions have been provided in case you do not have the video presentation listed below or the facilities in which to show it are not available.  While the video presentation can be a valuable addition, it is not necessary to teach the course.

· Sexual Harassment:  New Perspectives, 2003, Coastal Training Technologies Corp.

Before printing out copies of the Student Manual, check the websites listed on the appendices.  If a more recent version of the material is available, substitute that for the information in your Instructor Guide and Student Manual.

References:

Coastal Training Technologies Corp.  Sexual Harassment: New Perspectives, 2003.  Virginia Beach, VA.  

	Notes
	Content
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30 minutes


	Overview and Introductions



	Visual 1

2 minutes

Optional
[image: image1.wmf]
Visual 2


	Welcome the class and provide any necessary administrative or logistic announcements.
Conduct an introduction activity if most of the participants in the room do not know each other already.   
Ask how many times the people in the class have taken the Sexual Harassment course before.  

Make it fun to discover who has taken the course the most times over his or her FEMA career.
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3 minutes
	Course Objectives



	
	

	Visual 3  


	Explain the objectives, using the visual.

At the end of this course, you will be able to:

1. Define sexual harassment as outlined in EEOC guidelines and FEMA’s policy. 

2. List the harmful effects of sexual harassment.
3. Explain why the victim’s perception counts more than intentions of the other person.

4. Define the “reasonable person standard.”

5. Compose statements that are effective in preventing sexual harassment
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	Ask if the class has any questions or had different expectations about what would be covered.
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Activity 1

25 minutes

Visual 4
	How Much Do You Know?

	
	

	Purpose:
	To determine your baseline level of awareness about sexual harassment.

	
	

	Directions:


	6. Turn to the worksheet in your Student Manual for Activity 1.

7. Answer the questions about sexual harassment.

	
	

	Debriefing:


	Take note of when most participants have finished.

Review the results from the worksheet, allowing participants to score their own results.  Suggested answers are provided in italics under each question or underlined in the actual question itself.

Spend time on the answer to question #1, asking why they think the incidence of formal complaints is down.  

Suggested answers include:

· Mandatory yearly training

· Greater awareness in the population about sexual harassment

· Presence of EROs in most (JFOs)
· Statements about zero tolerance of sexual harassment by Federal Coordinating Officers (FCOs)

Answer any questions that people have, clarify any of the information, and ask if anyone wants to share his or her results. 

	
	

	SM 24
IG 32

	Point out the following three documents in the Appendix.  Encourage participants to turn to the Appendix as you explain each of the documents.

· EP&R / FEMA Under Secretary’s Policy on Sexual Harassment


· The U.S. Equal Employment Opportunity Commission Facts About Sexual Harassment


· Trends in Harassment Charges Filed With The EEOC


	
	


Activity 1

How Much Do You Know?

Purpose:
To determine your baseline level of awareness about sexual harassment.

Directions:
Please read each question carefully and write your answer in the space provided below or circle True or False. 

1. Are official Sexual Harassment complaints documented on the FEMA website (http://fema.gov/oer/eeo_data_excel.shtm) under requirements of the No Fear Act increasing or decreasing? 

1999 – 4 formal complaints

2000 – 1 formal complaint

2001 – 4 formal complaints

2002 – 3 formal complaints

2003 – 1 formal complaint

2004 – 0 formal complaints for the first 3 quarters
Note to Instructor:  If asked, point out that FEMA EROs do a lot of counseling, which can resolve sexual harassment issues before they become formal complaints.

2. True  False Law prohibits sexual comments or relationships in the FEMA workplace. 

The law prohibits sexual harassment in the FEMA workplace including the JFO and DRC..

3. What is meant by “hostile working environment?” 

An environment created by any sexual conduct that interferes with an individual’s work performance or creates an offensive, intimidating work environment (i.e., inappropriate words, touching, gestures or the display of items sexual in nature)

Activity 1

How Much Do You Know? (continued)

4. How can you demonstrate respect for your disaster co-workers and your job? 

Suggested answers can include:

Consider what actions are appropriate for the JFO/DRC
Think before you speak

Avoid displaying pictures or other offensive material

Refrain from sexual jokes and innuendoes

Consider situations from the other person’s perspective

5. Which counts more when a formal complaint of sexual harassment is being evaluated; the intent of the harasser or the perception of the victim? 

Equal Employment Opportunity Commission (EEOC) guidelines confirm that it is the victim’s perception that counts.  Whatever the harasser meant or did not mean is not relevant.

6. What is the “reasonable person standard?” 

To measure the validity of a victim’s claim of sexual harassment, courts apply this standard.  They consider:

Would a reasonable person consider the cited behavior as undesirable or inappropriate behavior of a sexual nature at work?

Does this attention interfere with work?

Would a reasonable person consider it out of bounds?

7. True False Socializing in the JFO or DRC is inappropriate and should only be done after hours. 

Some socializing in the JFO is acceptable as long it doesn’t interfere with the FEMA mission.
Activity 1

How Much Do You Know? (continued)

8. If you were to confront your harasser, what would be the three content elements of your message? 

Identify the behavior

Tell the person how that behavior makes you feel and why

Ask for the behavior to stop

9. True False More often than not, sexual harassment is obvious. 

The most common forms of sexual harassment are subtle.

10. What is a manager’s responsibility when hearing an allegation of sexual harassment?

To immediately contact the JFO Equal Rights Officer or the EP&R / FEMA Office of Equal Rights for technical advice and to ensure that appropriate investigative action is undertaken.
	Notes
	Content
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10 minutes
	Defining Sexual Harassment

	
	

	You may skip this section if it is obvious from the answers to the worksheet that most in the class have read the policy before.
	Ask participants to turn to their copy of the Under Secretary’s Policy (SM 25) and take a few minutes to read through it. 
It’s on IG 33.
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	Ask the following questions, pointing out where in the policy the answers are located:

	
	

	Visual 5
	Name the three items that constitute harassment:

	
	

	
	Unwelcome sexual advances, requests for sexual favors, and other verbal and physical conduct of a sexual nature when one of the following three conditions is met:

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

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

· Such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance or creates an intimidating, hostile, or offensive work environment. (4a)
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Visual 6
	What is the Under Secretary’s Policy on e-mail?

That it is an official form of communication provided only for official government use and should not be used for receipt or transmission of any written communication and/or cartoons of a sexual nature.(4b)
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Visual 7
	What is a manager’s responsibility when hearing an allegation of sexual harassment?

	
	

	
	To immediately contact the EP&R / FEMA Office of Equal Rights for technical advice and to ensure that appropriate investigative action is undertaken. (7)

	
	

	Visual 8
	Define Sex-Based Hostile Work Environment:
Any sexual conduct that interferes with an individual’s work performance or creates an offensive, intimidating work environment (i.e., inappropriate words, touching, gestures, or the display of items sexual in nature)

	
	

	Visual 9
	Point out the following facts about sexual harassment:

· It can be blatant or subtle.

· It is often an inappropriate use or display of power, often intended to coerce, embarrass or degrade

· Women can be the harassers or the one being harassed, just as men can be both
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	Now, we’ll watch a video presentation that will provide us with more information on sexual harassment and what all of us can do to prevent it in the disaster work environment.

	
	

	
	


	Notes
	Content
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45 minutes

Visual 10

	Video Presentation and Discussion

	
	

	Stop this 13-minute video presentation after each of the 7 scenes and lead a discussion using the questions listed below each scene in the IG.


	Point out that every scene in this program depicts an incident that has some potential to result in litigation. 

Remind the group that perceptions can be very different. 

Emphasize that it is much more important to raise issues for discussion and consideration than to come to any absolute agreement about the ramifications of each scene. 

	
	

	Scene 1:  
	Frank admires Connie’s postpartum figure and asks if she has been working out. 

	
	

	STOP THE VIDEO AFTER . . .
	Frank says, “Except where you’re supposed to be big.  But your stomach is flat.  You’re looking good.”

	
	

	
	Points for discussion: 

· Is Frank’s statement a compliment or sexual harassment? 

· Who is the one who ultimately decides this answer? 

· Is Frank vulnerable to any accusation of harassment, no matter how trivial or misdirected?

	
	

	
	RESTART THE VIDEO AFTER DISCUSSION

	
	

	Scene 2:
	Frank encourages Linda to emulate the way certain women talk on a TV show known for its sexually explicit dialogue and situations.  

	
	

	STOP THE VIDEO AFTER . . .
	Frank says, “Talk dirty to me.  I know you can do it.”

	
	

	
	Points for discussion: 

· Frank claims Linda opened the door to this frank sexual talk when she told him about the TV program. 

· Is his point valid in light of the fact that she has filed a sexual harassment complaint? 

· Frank seems to think that if he sees something on TV, it is appropriate to discuss it in the workplace. Do you agree? 

· If a sexual come-on is reciprocated, has harassment taken place?

	
	

	
	RESTART THE VIDEO AFTER DISCUSSION

	
	

	Scene 3:  
	When his Computer Programming teacher suggests a tutoring session at her apartment, Ricardo becomes confused about her intentions. 

	
	

	STOP THE VIDEO AFTER . . .
	The teacher says, “You didn’t offend me.  Good luck pushing through that wall.  I’ll see you in class.”

	
	

	
	Points for discussion: 

· What is Tara’s underlying message to Ricardo? 

· What role does power have in this example? 

· If Ricardo reported Tara for sexual harassment, what would be a likely outcome? 

· What should Ricardo do, if anything, about this encounter? 

· If Ricardo goes to Tara’s apartment and nothing happens, has sexual harassment taken place? 

	
	

	
	RESTART THE VIDEO AFTER DISCUSSION

	
	

	Scene 4:  
	Frank calls Mildred “little lady.” 

	
	

	STOP THE VIDEO AFTER . . .
	Frank says, “Hey Little Lady.”

	
	

	
	Points for discussion: 

· Discuss the various nicknames that may have been assigned to your co-workers. Could any of them be hurtful? 

· Recall a nickname someone assigned to you in the past. Did it bother you? Why or why not? 

· What is the inherent problem with labels?

	
	

	
	RESTART THE VIDEO AFTER DISCUSSION

	
	

	Scene 5:  
	Frustrated, Frank wonders why people can’t “lighten up around here.” 

	
	

	STOP THE VIDEO AFTER . . 
	Frank says, “Why can’t people just lighten up?”

	
	

	
	Points for discussion: 

· Are the charges against Frank the result of people being “too heavy?” 

· Is “lightening up” a valid or acceptable solution to a hostile working environment? 

· How does the reasonable person standard enter into Frank’s desire for people to lighten up? 

· What role does empathy play when filtering one’s comments and behavior to avoid charges of sexual harassment?

	
	

	
	RESTART THE VIDEO AFTER THE DISCUSSION

	
	

	Scene 6:


	 Geno, a “physically expressive” kind of guy, shows his appreciation of Frank by hugging him. 

	
	

	STOP THE VIDEO AFTER . . .
	Geno says, “Top notch.  I appreciate the work you’re doing.  Don’t be such a stranger next time.”

	
	

	
	Points for discussion: 

· Is there any such thing as harmless touching? 

· Why is “hands off” a necessary rule to follow? 

· How do you know whether it is OK to give someone a FEMA welcome hug and when it is not OK?

	
	

	
	RESTART THE VIDEO AFTER DISCUSSION

	
	

	Scene 7:  
	Frank wishes his co-workers had said something to him rather than go to Human Resources with their complaint. 

	
	

	STOP THE VIDEO AFTER . . .
	Frank says, “This is an embarrassment for me.”

	
	

	
	Points for discussion: 

· Is Frank “blaming the victim?”

· Is the victim obligated to speak to his or her harasser before filing an official complaint?

· Does speaking up have a downside?

	
	

	
	RESTART THE VIDEO AND PLAY UNTIL THE END




	Notes
	Content

	
5 minutes


	Perceptions

	
	

	If you use the video, you can skip the rest of this material and go directly to the summary on IG 31.  
	Point out that the basis of sexual harassment is the perception of the victim, not the harasser.  

This series of visuals will show the range of perceptions to help us recognize the variety.  
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Visual 11
(Illustration: vase and two profiles)
	Ask:  What do you see in the following figure? 

Some people see a vase while others see two profiles.  
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Visual 12
(Illustration: two lines) 


	Ask:  Which of the two lines is longer?

This figure is known as the Muller-Lyer illusion. 

Many people will say line B is longer. In truth, both lines are the same length.  The illusion is said to be a result of our familiarity with corners of buildings and rooms. 

The line on the left looks like the corner of a building seen from the outside, while the line on the right looks like the corner of a building viewed from the inside. 

If the two lines project the same sized image onto the retina yet line A appears to be closer, then the brain must compensate for this difference and perceive line B as longer. 

	
	

	[image: image9.wmf]
Visual 13
(Illustration: Letter and number grid)


	Ask:  What is the symbol in the middle?

The symbol in the middle can be seen as either a B or a 13. What you perceive the symbol to be depends upon the context in which you view it. 

If you read across the figure, you are likely to perceive the middle symbol to be a ‘13’. 

If you read down, however, you are likely to perceive a ‘B’. 
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Visual 14 (Illustration: Paris in the the spring)


	Ask:  What does it say in the middle of the triangle?

Most people will read what they expect to see and won’t notice the second ‘the.’ 

This is why many people are not good at proofreading their own work.
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Visual 15
 (Look at the chart and do your best to say the color, not the word.)


	Ask the class to try reading the COLORS out loud, NOT the word.

This is an example of left brain/right brain conflict. Your right brain tries to say the color, but your left brain insists on reading the word.

	
	

	
	Discuss the relevance of these visuals on perception to the issue of sexual harassment.
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Activity 2 (Optional)

20 minutes
Visual 16
	Your Experiences

	
	

	Purpose:
	To share your personal experiences with sexual harassment with other members of your small group.  

	
	

	Directions:

CAUTION: Remember that this activity is optional.  It may make some people uncomfortable, especially those who have been the victim of sexual harassment.  

If the class is not sitting in groups already, divide them using some random method. 


	1. If you are willing, share your personal experience(s) as a victim of sexual harassment with others in your group.

2. If you have never been a victim of sexual harassment (or do not want to share it with the group), discuss instances of questionable behavior that you thought might have been sexual harassment. 

3. No group member should be pressured to share if he or she does not wish to talk about such an experience.  
4. One group member should take notes on these experiences, leaving out any names or other identifying characteristics. 

5. Categorize each experience discussed in your group as blatant or subtle.  

6. After 15 minutes, your instructor will ask for a brief report on the experiences and whether most of the group’s experiences were blatant or subtle.

	
	

	Debriefing:


	Take note of when most participants have finished.

Ask each group to report on its discussions and whether most of the situations were overt or covert examples of sexual harassment.

When each group has finished, lead a group discussion on the implication of these results.

	
	

	
	


Activity 2

Your Experiences (Optional)
Purpose:

To share your personal experiences with sexual harassment with other members of your small group.  

Directions:

1. If you are willing, share your personal experience(s) as a victim of sexual harassment with others in your group.

2. If you have never been a victim of sexual harassment (or do not want to share it with the group), discuss instances of questionable behavior that you thought might have been sexual harassment. 

3. No group member should be pressured to share if he or she does not wish to talk about such an experience.

4. One group member should take notes on these experiences, leaving out any names or other identifying characteristics. 

5. Categorize each experience discussed in your group as blatant or subtle.  

6. After 15 minutes, your instructor will ask for a brief report on the experiences and whether most of the group’s experiences were blatant or subtle.

	Notes
	Content

	5 minutes
	Avoiding Sexual Harassment

	
	

	Visual 17


	Ask the class:

How can you avoid sexual harassment? 

	
	

	
	Answers should include:

· 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 in the workplace

	
	

	Visual 18

	Ask the class:

What should you do if you are faced with sexual harassment, either blatant or subtle?

	
	

	
	Answers should include:

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

· Be familiar with your rights

· Know how to contact your ERO for advice

· Discuss the incident with your supervisor

· If the supervisor is the harasser, report the situation to the next supervisory level

	
	

	Visual 19

	Ask the class:

How should you report sexual harassment?

	
	

	
	Answers should include:

· Report allegations of sexual harassment to your supervisor and/or ERO

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

· It is the duty of the ERO to maintain 
confidentiality

· The ERO will gather facts to resolve the matter at the earliest possible stage

	
	

	Visual 20
	Point out that there are certain steps you should take if you have been confronted with unwanted or offensive sexual attention.

You must:

· Voice your objection

· Make a formal complaint if the behavior continues

	
	

	Visual 21
	To structure your message so the receiver doesn’t become defensive:

Include at least three parts to your message:

8. Identify the behavior

9. Tell the person how that behavior makes you feel and why

10. Ask for the behavior to stop

	
	

	Use the comment on the right as an example


	“When you (keep asking me out), it makes me (uncomfortable), because (I‘ve already told you I’m dating someone).  Will you please (stop asking me)?


	Notes
	Content
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Activity 3

30 minutes

Visual 22
	Composing “Speak Up” Messages

	
	

	Purpose:
	To practice ways to ask someone who is harassing you to stop his or her behavior.

	
	

	Directions:

This can be an individual or small-group activity, depending on the amount of time you have available and the atmosphere in the class up to this point.  


	1. Read the situation(s) assigned to you, imagining you are the victim. 

2. Compose a “speak up” message to the harasser. The message should contain at least three parts: 

· Identify the offending behavior. 

· Tell the harasser how the behavior makes you feel. 

· Ask the harasser to stop. 

3. Your instructor will ask for volunteers to role play their responses while he or she acts as the harasser.

	
	

	Debriefing:
	Ask for individuals or small groups to volunteer to answer the scenarios one by one.  You will role play the harasser.  Vary your responses based on the participants’ answers.  

For instance, if a response seems timid or unclear, tell the person you don’t understand what they are getting at. 

If the response is clear, tell the person you appreciate their honesty and that you will be careful about that behavior. 

Keep the discussion from getting off track by focusing on honest responses to the situations.

	
	


Activity 3

Composing “Speak Up” Messages

Purpose:
To practice ways to ask someone who is harassing you to stop his or her behavior.
Directions:



1. Read the situation(s) assigned to you, imagining you are the victim. 

2. Compose a “speak up” message to the harasser. The message should contain at least three parts: 

· Identify the offending behavior. 

· Tell the harasser how the behavior makes you feel. 

· Ask the harasser to stop. 

3. Your instructor will ask for volunteers to role play their responses while he or she acts as the harasser.

Scenario 1:  The Joke That Keeps on Giving

You told a joke with mild sexual content over the water cooler. Since then, a co-worker has sent you three sexually explicit jokes via email.  While you don’t consider yourself a prude, these jokes offend you. Up until now, you haven’t responded. How do you respond (email or in person?) and what do you say? 

Identify the offending behavior:

Tell the harasser how the behavior makes you feel:

Ask the harasser to stop:

Scenario 2:  The Cubicle and the Supervisor

The last time your supervisor had a meeting with you, it was in his or her cubicle.  You walked in and noticed a screen saver that made you blush down to your shoes.  You didn’t say anything because, well, this is your supervisor, and you were a little shell-shocked. Now your supervisor has asked for another meeting with you, in the same cubicle.  What do you say? 

Identify the offending behavior:

Tell the harasser how the behavior makes you feel:

Ask the harasser to stop:

Scenario 3:  Friday Night Fun

A co-worker keeps hitting on you.  You have told this person three times that you are involved with someone, but it doesn’t seem to do any good. It’s Friday and you had intended to go out after work with your usual Friday gang, but you learn this persistent person will be joining the fun.   What do you say? 

Identify the offending behavior:

Tell the harasser how the behavior makes you feel:

Ask the harasser to stop:

Scenario 4:  The Hand

Your supervisor at work has suddenly taken to placing a hand on your waist whenever you stand side by side.  You’re really glad this supervisor likes you, and at first, you reciprocated.  Then you noticed you don’t see this supervisor touching anyone else like this, and you begin to wonder what it means, if anything.  What do you say? 

Identify the offending behavior:

Tell the harasser how the behavior makes you feel:

Ask the harasser to stop:

	Notes
	Content

	5 minutes
	Summary

	
	

	Visual 23

	Fortify each point in the summary to drive the points home. 
Tell participants that these are the three points you want them to remember:

11. Harassment can be either overt or subtle; many harassers do not intend to offend.
12. Guidelines for appropriate behavior are:

a. Think before you speak

b. Respect the workplace

c. Keep your hands to yourself

d. Look at the situation from the other person’s point of view

13. If you receive unwanted sexual attention, speak up.
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September 2, 2005
UNDER SECRETARY’S POLICY – No.   4-03

SUBJECT:  Sexual Harassment

1.  The Department of Homeland Security (DHS), Emergency Preparedness and Response (EP&R) Federal Emergency Management Agency (FEMA) is committed to maintaining a work environment which is free from Sexual Harassment.

2.  This Under Secretary’s Policy Statement supersedes Director’s Policy Statement No. 1-02, Sexual Harassment, dated February 11, 2002.

3.  This policy applies to all EP&R/FEMA employees, contractors, students, visitors and guests engaging in business at all EP&R/FEMA facilities.

4.  Title VII of the Civil Rights Act of 1964, as amended, prohibits sexual harassment.  The Equal Employment Opportunity Commission guidelines governing sexual harassment, provide that:


a.  Unwelcome sexual advances, requests for sexual favors, and other verbal and physical conduct of a sexual nature constitute harassment when: (1) submission to such conduct is made a term or condition of an individual’s employment; (2) submission to or rejection of such conduct forms the basis of an employment decision affecting such an individual; or, (3) such conduct has the purpose or effect of interfering with work performance or creates an intimidating, hostile, or offensive work environment.


b.  In addition to the obvious forms of sexual harassment, a wide range of more unwelcome subtle behaviors have been found to constitute sexual harassment because these behaviors could create a hostile or offensive work environment.  These include; but are not limited to:


(  Sexual teasing and innuendo


(  Making propositions


(  Jokes of a sexual nature


(  Indecent or vulgar remarks/winking/whistling


(  Staring/ogling that causes humiliation  


(  Posting sexually oriented pictures, cartoons or other visual materials that

 may be viewed as offensive


(  Making sexual gestures with hands or body movements


(  Deliberate touching, leaning, cornering, pinching


(  Referring to an adult as honey, babe, sweetie, hunk, dear

Electronic Mail (E-Mail) is an official form of communication provided only for official government use and should not be used for receipt or transmission of any written communication and/or cartoons of a sexual nature.  Use of electronic mail in this manner is unacceptable and prohibited.

Internet access provided by the government is for official purposes only.  It is unacceptable and prohibited to enter any web site containing material of a sexual nature.  It is also unacceptable and prohibited to download or upload any material of a sexual nature from or to such a web site.

Storage and Reproduction (electronic or otherwise).  It is prohibited to store and or reproduce any material of a sexual nature on a memory storage device or copy machine provided by the government (includes personal computers and lap tops).

5.  It is unlawful to retaliate or take reprisal in any way against anyone who has articulated concern about sexual harassment or discrimination, whether that concern relates to harassment or discrimination against the individual raising the concern or against another individual.  Such prohibited conduct exposes not only EP&R/FEMA but individuals involved in such conduct to significant liability under the laws.  Employees at all times should treat fellow employees with respect and dignity.

6.  The EP&R/FEMA Office of Equal Rights will assist by investigating and eradicating any form of sexual harassment or retaliation.  

7.  Whenever allegations of sexual harassment occur, managers and supervisors must take immediate corrective action(s).  Managers and supervisors should immediately contact the EP&R/FEMA Office of Equal Rights for technical advice and to ensure that appropriate investigative action is undertaken.  When an allegation is verified, appropriate corrective action will be promptly taken.

8.  Employees who wish to raise concerns or desire more information regarding sexual harassment should immediately contact the appropriate management officials and/or the EP&R/FEMA Office of Equal Rights for assistance.

9.  Employees who wish to file an EEO Complaint based on Sexual Harassment should contact the Office of Equal Rights within 45 days of the incident.

I am fully committed to the prevention of sexual harassment within EP&R/FEMA and will pursue this policy vigorously.  I also expect senior executives, managers, and supervisors to share with me in advancing and vigorously enforcing this zero tolerance policy throughout the Directorate.


_________________________________

Under Secretary

Emergency Preparedness and Response

http://www.fema.gov/library/femainfo.shtm
The U.S. Equal Employment Opportunity Commission

Facts About Sexual Harassment

Sexual harassment is a form of sex discrimination that violates Title VII of the Civil Rights Act of 1964.   Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature constitutes sexual harassment when submission to or rejection of this conduct explicitly or implicitly affects an individual's employment, unreasonably interferes with an individual's work performance or creates an intimidating, hostile or offensive work environment.

Sexual harassment can occur in a variety of circumstances, including but not limited to the following:

· The victim as well as the harasser may be a woman or a man. The victim does not have to be of the opposite sex. 

· The harasser can be the victim's supervisor, an agent of the employer, a supervisor in another area, a co-worker, or a non-employee. 

· The victim does not have to be the person harassed but could be anyone affected by the offensive conduct. 

· Unlawful sexual harassment may occur without economic injury to or discharge of the victim. 

· The harasser's conduct must be unwelcome. 

· It is helpful for the victim to directly inform the harasser that the conduct is unwelcome and must stop. The victim should use any employer complaint mechanism or grievance system available.

When investigating allegations of sexual harassment, EEOC looks at the whole record: the circumstances, such as the nature of the sexual advances, and the context in which the alleged incidents occurred. A determination on the allegations is made from the facts on a case-by-case basis.

Prevention is the best tool to eliminate sexual harassment in the workplace. Employers are encouraged to take steps necessary to prevent sexual harassment from occurring. They should clearly communicate to employees that sexual harassment will not be tolerated. They can do so by establishing an effective complaint or grievance process and taking immediate and appropriate action when an employee complains.

This page was last modified on June 27, 2002.  http://www.eeoc.gov/facts/fs-sex.html
The U.S. Equal Employment Opportunity Commission


Trends in Harassment Charges Filed With The EEOC

The following chart represents the number of harassment charge receipts filed with the EEOC. More comprehensive data on sexual harassment charges filed with both the EEOC and state and local Fair Employment Practices Agencies (FEPAs) combined can be found under Sexual Harassment Charges. The data are compiled by the Office of Information, Research and Planning from EEOC's Charge Data System - national data base.

	
	Race
	National Origin
	Sex
	Race, National Origin
and Sex Combined
	All Harassment
Charges

	
	#
	% of Total
Receipts
	#
	% of Total
Receipts
	#
	% of Total
Receipts
	#
	% of Total
Receipts
	#
	% of Total
Receipts

	FY 1980
	1
	0.0%
	0
	0.0%
	1
	0.0%
	2
	0.0%
	1
	0.0%

	FY 1981
	2
	0.0%
	0
	0.0%
	0
	0.0%
	2
	0.0%
	2
	0.0%

	FY 1982
	2
	0.0%
	1
	0.0%
	1
	0.0%
	3
	0.0%
	3
	0.0%

	FY 1983
	1
	0.0%
	0
	0.0%
	1
	0.0%
	2
	0.0%
	1
	0.0%

	FY 1984
	6
	0.0%
	0
	0.0%
	4
	0.0%
	10
	0.0%
	9
	0.0%

	FY 1985
	10
	0.0%
	9
	0.0%
	9
	0.0%
	28
	0.0%
	36
	0.0%

	FY 1986
	1,020
	1.5%
	207
	0.3%
	624
	0.9%
	1,851
	2.7%
	2,052
	3.0%

	FY 1987
	2,921
	4.4%
	671
	1.0%
	1,658
	2.5%
	5,250
	8.0%
	5,722
	8.7%

	FY 1988
	2,963
	4.6%
	678
	1.1%
	1,901
	3.0%
	5,542
	8.7%
	5,989
	9.4%

	FY 1989
	2,831
	4.8%
	724
	1.2%
	1,650
	2.8%
	5,205
	8.8%
	5,619
	9.5%

	FY 1980 - 
FY 1989
	9,757
	1.5%
	2,289
	0.4%
	5,849
	0.9%
	17,896
	2.8%
	19,434
	3.0%

	FY 1990
	3,272
	5.3%
	1,152
	1.9%
	2,217
	3.6%
	6,641
	10.7%
	6,510
	10.5%

	FY 1991
	2,849
	4.5%
	864
	1.4%
	2,001
	3.1%
	5,714
	8.9%
	6,225
	9.7%

	FY 1992
	3,678
	5.1%
	1,203
	1.7%
	2,910
	4.0%
	7,791
	10.8%
	8,299
	11.5%

	FY 1993
	4,327
	4.9%
	1,408
	1.6%
	3,517
	4.0%
	9,252
	10.5%
	10,330
	11.7%

	FY 1994
	4,865
	5.3%
	1,551
	1.7%
	4,005
	4.4%
	10,421
	11.4%
	11,697
	12.8%

	FY 1995
	5,135
	5.9%
	1,606
	1.8%
	4,626
	5.3%
	11,368
	13.0%
	12,963
	14.8%

	FY 1996
	4,902
	6.3%
	1,622
	2.1%
	4,508
	5.8%
	11,032
	14.1%
	12,347
	15.8%

	FY 1997
	5,768
	7.1%
	1,771
	2.2%
	4,606
	5.7%
	12,145
	15.1%
	13,487
	16.7%

	FY 1998
	6,129
	7.7%
	1,883
	2.4%
	4,552
	5.7%
	12,564
	15.8%
	13,597
	17.1%

	FY 1999
	6,249
	8.1%
	2,089
	2.7%
	4,783
	6.2%
	13,121
	16.9%
	14,019
	18.1%

	FY 1990 -
FY 1999
	47,175
	6.0%
	15,148
	1.9%
	37,725
	4.8%
	100,049
	12.8%
	109,472
	14.0%

	FY 2000
	6,641
	8.3%
	2,352
	2.9%
	5,332
	6.7%
	14,325
	17.9%
	14,987
	18.8%

	FY 2001
	6,710
	8.3%
	2,439
	3.0%
	5,204
	6.4%
	14,353
	17.8%
	14,914
	18.4%

	FY 2002
	6,697
	7.9%
	2,728
	3.2%
	5,159
	6.1%
	14,584
	17.3%
	15,282
	18.1%

	FY 2003
	6,180
	7.6%
	2,365
	2.9%
	4,906
	6.0%
	13,451
	16.5%
	14,273
	17.6%




This page was last modified on July 22, 2004. 
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Definitions of Terms

Administrative Closure 

Charge closed for administrative reasons, which include: failure to locate charging party, charging party failed to respond to EEOC communications, charging party refused to accept full relief, closed due to the outcome of related litigation which establishes a precedent that makes further processing of the charge futile, charging party requests withdrawal of a charge without receiving benefits or having resolved the issue, no statutory jurisdiction. 

Merit Resolutions 

Charges with outcomes favorable to charging parties and/or charges with meritorious allegations. These include negotiated settlements, withdrawals with benefits, successful conciliations, and unsuccessful conciliations. 

No Reasonable Cause 

EEOC's determination of no reasonable cause to believe that discrimination occurred based upon evidence obtained in investigation. The charging party may exercise the right to bring private court action. 

Reasonable Cause 

EEOC's determination of reasonable cause to believe that discrimination occurred based upon evidence obtained in investigation. Reasonable cause determinations are generally followed by efforts to conciliate the discriminatory issues which gave rise to the initial charge. NOTE: Some reasonable cause findings are resolved through negotiated settlements, withdrawals with benefits, and other types of resolutions, which are not characterized as either successful or unsuccessful conciliations. 

Settlements (Negotiated) 

Charges settled with benefits to the charging party as warranted by evidence of record. In such cases, EEOC and/or a FEPA is a party to the settlement agreement between the charging party and the respondent (an employer, union, or other entity covered by EEOC-enforced statutes).

Successful Conciliation 

Charge with reasonable cause determination closed after successful conciliation. Successful conciliations result in substantial relief to the charging party and all others adversely affected by the discrimination. 

Unsuccessful Conciliation 

Charge with reasonable cause determination closed after efforts to conciliate the charge are unsuccessful. Pursuant to Commission policy, the field office will close the charge and review it for litigation consideration. NOTE: Because "reasonable cause" has been found, this is considered a merit resolution. 

Withdrawal with Benefits 

Charge is withdrawn by charging party upon receipt of desired benefits. The withdrawal may take place after a settlement or after the respondent grants the appropriate benefit to the charging party. 

This page was last modified on August 11, 1998.  http://www.eeoc.gov/stats/define.html
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