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Sexual Harassment:  Awareness and Prevention
Power Point Presentation
Trainer’s Notes
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Welcome Participants

Introduce Presenters

	Note:  Creating an environment that is conducive to learning is critical.  
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Review Agenda and logistics (e.g., breaks, etc)
Start	- 8:30 
First Break - 10:00-10:15 
Dismissed - 12:30

Distribute index cards for those who don’t want to ask questions in front of the group.  
Trainer will respond during training at appropriate times.
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Introduce the session to participants:
Everyone has the right to work in an environment free from sexual harassment and to be evaluated solely on his or her work performance.

During this training we will discuss several situations that might be considered sexual harassment (blatant or subtle).  We will also discuss whether or not these situations could become sexual harassment and what steps should be taken to confront these behaviors.

Review each objective
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Review each Objective.
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Before presenting the survey ask participants, “Why would
the Commonwealth, as your employer, be concerned about Sexual Harassment?”

 Then ask, “Why would you as an employee be concerned?”

 There are no right or wrong answers. Paraphrase responses with phrases that
allow participants to own their thoughts. e.g. “You believe,” “You feel,” You think…”

 Summarize by highlighting responses that touched on
· Fair and equal treatment
· A respectful work environment
· Employer liability
· Supervisory success
· Personal rights
· Performance.
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What do you know about sexual harassment in the workplace?
Please take a few minutes to answer the questions in the front of your training manual on the form labeled “Pre-training Survey”.
Allow approx. 5-7 minutes for participants to complete in silence.
Ask participants to volunteer responses.
Read answers to each question.  Limit discussion.
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Review Question and Answer
Limit Discussion (will discuss throughout the session).
Allow comment, don’t encourage discussion or decision about right or wrong answers.
Instead respond with “So, you believe … Bring that up when we get to …”
or “We’ll see how that’s addressed later on.”
Don’t promise that you will explain. Instead, let them own responsibility
for resurfacing unanswered questions. 
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Review Question and Answer
Limit Discussion (will discuss throughout the session).
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Review Question and Answer
Limit Discussion (will discuss throughout the session).
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Review Question and Answer
Limit Discussion (will discuss throughout the session).
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Review Question and Answer
Limit Discussion (will discuss throughout the session).
“Notice that engages refers to anybody who harasses, but the word condones means knowing and allowing.” 
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Review Question and Answer.
Limit Discussion (will discuss throughout the session).
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Review Question and Answer
Limit Discussion (will discuss throughout the session).
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Review Question and Answer
Limit Discussion (will discuss throughout the session).
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Review Question and Answer
Limit Discussion (will discuss throughout the session).
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Review Question and Answer
Limit Discussion (will discuss throughout the session).
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Review Question and Answer
Limit Discussion (will discuss throughout the session).
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Review Question and Answer
Limit Discussion (will discuss throughout the session).
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Review Question and Answer

Ask, “How might you put them on notice?”

NOTE: Make it clear that it is not a required step to tell the perpetrator. If confronting the individual is in any way threatening just report the behavior. Supervisors cannot use the omission of this as an excuse not to act. 

Limit Discussion (will discuss throughout the session).
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Review Question and Answer
Limit Discussion (will discuss throughout the session).
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Review Question and Answer
Limit Discussion (will discuss throughout the session).
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Review Question and Answer
Limit Discussion (will discuss throughout the session).
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Review Question and Answer
Limit Discussion (will discuss throughout the session).
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Review Question and Answer
Allow comments and let participants express their view.
If participants express questions that require more information then offered during the presentation, refer them to appropriate agency EEO Officer. 
Clarify that, though an incident may occur outside of work related settings, it can then be sexual harassment.
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Review Question and Answer
Limit Discussion (will discuss throughout the session).
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Review Question and Answer
Click again to highlight and emphasize.
Limit Discussion (will discuss throughout the session).
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Review Question and Answer
Limit Discussion (will discuss throughout the session).
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Review points on the slide.
Emphasize Key Points:  
Federal Law, State Law and Commonwealth policy each prohibit sexual harassment.
Title VII and the PHRA make it unlawful for an employer to refuse to hire, discharge or otherwise discriminate against a person on the basis of sex with respect to terms and conditions of employment.  
Sexual harassment in the workplace is one form of unlawful sex-based discrimination.
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Read the definition verbatim.
Emphasize Key Points:
“unwelcome” sexual conduct
Discuss the concept of unwelcome vs. voluntary


Slide 30






Slide 31




Read the definition verbatim.
Emphasize Key Points:  
“basis for employment decisions”
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Read the definition verbatim.
Emphasize Key Points:  
Unreasonably interferes with work performance;
Creates an intimidating, hostile, or offensive working environment.
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Review traditional examples of sexual harassment.
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Review each example of sexual harassment.
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Review each example of sexual harassment.
Likewise inappropriate behavior of an employee towards contractors or their representatives is a violation of the policy.
 
 
With the second ask, “What might this look like? How might it be harmful?” A supervisor’s relationship with another employee is not necessarily sexual harassment but may be.
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Language from Management Directive 505.30 (w/ addition of “e-mail”).
Review Key points:
Sexual Harassment behavior falls into four main categories:  written, verbal, visual and physical.  However, this is not an exhaustive list of behaviors that may constitute sexual harassment.
Behavior can be blatant or subtle.
“Unwelcome” is an element in each category of behavior.
Ask participants for other examples.
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Language from Management Directive.
Review Key points:
Behavior can be blatant or subtle.
“Unwelcome” is an element in each category of behavior.
Discuss differences in cultures regarding appropriate compliments, for example:
	“That is a nice outfit” vs. “That outfit really shows off your body.”
Ask participants for other examples.
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This language is from Management Directive.
Review Key points:
Behavior can be blatant or subtle.
“Unwelcome” is an element in each category of behavior.
Work settings on Commonwealth property are subject to these policies. Individuals do not have a “right” to modify or decorate as they see fit.
Ask participants for other examples.
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Language from Management Directive.
Review Key points:
Behavior can be blatant or subtle.
“Unwelcome” is an element in each category of behavior.
Ask participants for other examples.



Slide 40




Introduce two types of Sexual Harassment.
Paraphrase both – not a definition but a second stab at immediate understanding. 
“Quid Pro Quo, or Promise in exchange for Favor, or I’ll do this if you do that.”
“Hostile Environment  - A hostile work environment is one in which unwelcome conduct of a sexual nature creates an uncomfortable work environment for some employees. Examples of this conduct include sexually explicit talk, sexually provocative photographs, foul or hostile language or inappropriate touching. 
“Let’s look at more specific definitions.” 
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Quid Pro Quo:  Latin for “something for something” or “this for that”
Emphasize Key points:
  behavior must be unwelcome and 
  focus is on supervisor’s actions.
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Review examples of Quid Pro Quo sexual harassment.

Slide 43




Introduce the video vignette.
Do not move to the next slide until after the video is finished.
Vignette #1:  “Demanding Supervisor”
Filename:  case_09.mov
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Ask the class and wait.

Specify the question with “Some people may say this is not sexual harassment. Why not?” 
Encourage volunteers to address each question.
Go to the next slide after a few minutes of discussing the questions.
Emphasize Key Points:
Example of sexual harassment.  
Supervisor is making the secretary’s submission to a sexual advance the basis for an employment decision (promotion).  
The behavior is unwelcome.
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Ask the class and wait.
Paraphrase the question and wait. “If you were the character in
this work setting, what would you do?” 
Encourage volunteers to address each question.
Reinforce responses that support the course objectives. 
Go to the next slide after a few minutes of discussing the questions.
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Click again to highlight and emphasize key points.
Emphasize key points:
unwelcome harassment
May be harassment by a supervisor, co-worker or someone else with whom the employee comes into contact on the job
severe or pervasive
alter conditions of employment
abusive, intimidating, hostile or offensive working environment. – Unwelcome behavior affects the work environment.
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Emphasize key points:
If already discussed click again.
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“What is considered severe and pervasive?”
“Let’s see how the courts define it.”
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Emphasize Key Points:
Typically sexual harassment is repetitive rather than a single episode.
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See, Burlington Industries v. Ellerth,
118 S.Ct. 2257 (1998); and
Faragher v. City of Boca Raton,
118 S.Ct. 2275 (1998)

Emphasize Key Points:
Actions or behavior may be inappropriate for the workplace even if they are not unlawful sexual harassment.
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Faragher v. City of Boca Raton,

Emphasize Key Points:
“objectively offensive” (reasonable person)
“alter the conditions of employment”
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Faragher v. City of Boca Raton, 

Emphasize Key Points:
Actions may be inappropriate for the workplace even if they are not unlawful sexual harassment.
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Introduce Vignette.
Do not move to the next slide until after the video is finished.
Vignette #2:  “Remarks and Pin Ups”
(Filename:  case_16.mov)
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“What were the signs that the conduct was unwelcome?”
“Where might the words ‘severe’ or ‘pervasive’ apply?
Encourage volunteers to answer each question.
Go to the next slide after a few minutes of discussing the questions.
Emphasize Key Points:
Potentially sexual harassment.
Unwelcome conduct.  
Severe or pervasive?
Alter the conditions of employment?
Intimidating, hostile or offensive working environment?.  
Objectively offensive (reasonable person)?
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Paraphrase the question, “What options were there?” 
“What action do you think the commonwealth policy requires?”

Ask a volunteer to answer each question.
If no one volunteers, then choose someone.
Go to the next slide after a few minutes of discussing the questions with, “Let’s
take a look at the Commonwealth’s policy.”
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Emphasize Key Points:
1998 USSC cases explain liability for supervisory harassment.
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Emphasize Key Points:
Automatic liability
Supervisor harassment
Tangible adverse employment action.
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Tell participants that “tangible adverse employment action” refers to any significant change in employment status.
• Harassment by a supervisor or manager involving a "tangible job action": the employer is always     liable. A "tangible job action" includes such things as hiring, firing, failure to promote, loss of raise, etc.

Ask participants what actions they think might be “tangible adverse employment action”
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Review definition of tangible adverse employment action.
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Review definition of tangible adverse employment action.


Slide 61




Review examples of tangible adverse employment actions.
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Review examples of tangible adverse employment actions.
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If the acts of the supervisor do not involve a tangible employment action, the employer must prove a two-pronged defense to avoid liability
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Emphasize Key Points:
If the acts of the supervisor do not involve a tangible employment action, the employer must prove a two-pronged defense to avoid liability:
Exercised reasonable care to prevent and correct any sexually harassing behavior;
E.g., Reasonable policy; prompt investigation of complaints promptly, prompt and appropriate remedial action
 AND
Employee acted unreasonably – failed to take advantage of any preventative or corrective opportunities provided by the employer or failed to otherwise avoid harm.
E.g., unreasonably failed to use complaint procedure (general fear or reluctance to talk about harassment is insufficient)
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Emphasize Key points:
Non-supervisor:  co-worker, client, vendor, anyone without authority to take an adverse employment action.
No automatic liability
Negligence standard:  knew or should have known and failed to take prompt remedial measures.
Prompt and effective action will relieve employer of liability.
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The Commonwealth policy prohibiting sexual harassment is contained in Executive Order 2002-4 and Management Directive 505.30.
Emphasize that both documents constitute the Commonwealth’s policy prohibiting sexual harassment and that both documents must be read together.  Point out the Executive Order and Management Directive in the hand-out materials.  
The Commonwealth’s policy makes it very clear that sexual harassment is unacceptable.
Review each bullet point. 
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Review Key Points:
“engages in or knowingly condones”
SHALL be subject to discipline
Up to and including dismissal.
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Emphasize key points:
ALL employees share responsibility.
Not just supervisors/managers or EEO personnel.
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Policy includes more than just “employees”.
Click for each type of individual.
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Emphasize Key Points:
applies to employees and non-employees
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Emphasize Key Points:
If you believe that you are being sexually harassed, the Commonwealth’s policy tells you what to do:
Bring the problem immediately to the attention of your supervisor or someone in your direct line of supervision.
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In the alternative, if you are uncomfortable bringing this problem to the attention of your supervisor, you may bring your concerns to any of the following:
	Equal Opportunity Manager/Specialist;
	Personnel Officer; or
	(Other individual designated by the agency head).
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(Customize this slide by adding the individuals specified for the agency.)
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INTRODUCE EACH VIGNETTE – *Do not move to next slide until video is finished*

Vignette #3: “Females Harassing Males” 
(Filename:  case_27.mov)
Emphasize Key Point: Employee may be sexually harassed by someone of the same sex.

Vignette #4: “Outsider Harassment”  
(Filename:  case_01.mov)
Emphasize Key Points: It’s possible that unlawful sexual harassment can occur where harasser is not an employee; You have a duty to report sexual harassment in the workplace; Do not ignore sexual harassment; Retaliation is prohibited.

Vignette #5: “Office Dating”  (non harassment) 
(Filename:  case_22.mov)
Emphasize Key Points: Dating relationships are not necessarily sexual harassment--must be voluntary on both sides.

Vignette #6: “Holiday Party” 
(Filename:  case_13.mov)
Emphasize Key Points: Harassment can occur away from the workplace; Employees can be held responsible for it.
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For each vignette, ask a volunteer to answer each question.
An alternative would be to assign vignettes to groups of three.
Give them three to five minutes to discuss responses and then ask questions of each group’

Go to the next slide after a few minutes of discussing the questions.
Emphasize Key Points for each vignette.
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For each vignette, ask a volunteer to answer each question.
Ask the groups to respond for their assigned vignette.
Emphasize Key Points for each vignette.
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Ask participants to work in groups of 3 or 4.
Give them three minutes to list as many responses as they can.
Announcing a start, a 60 second warning, and a stop will add to the sense of urgency.
Tell them you are about to review some possible answers and ask them to keep their own score.
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Review reasons why people may hesitate to report sexual harassment.
Remind participants that they have a duty to report harassment. 
 
“So what might you do if you are aware of sexual harassment but you don’t want to cause trouble for the perpetrator?” “What else could you do?” “Is that enough?”

Review elements of the policy as required.
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Review reasons why people may hesitate to report sexual harassment.
Remind participants that they have a duty to report harassment.
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“What could we as members of the organization do to demonstrate that it will be taken seriously?”
 
 “How might we deal with this kind of fear?”
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Ask groups if they had any responses that were not listed.
If a group feels they have a legitimate response that should receive credit,
Ask the others, “Is that something that might prevent people from reporting sexual harassment?”
If they tend to be supportive, give the team credit and write the response on a flip chart
Or white board under the title, “Barriers to Reporting.”
Acknowledge the fact that all or most of the ideas were mentioned
and complement the whole group for their awareness.
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Emphasize Key points:
Refer participants to the Commonwealth’s Complaint Investigation Procedures (Management Directive 410.10 included in the handout materials)
The Commonwealth is committed to -
Prompt and thorough investigation.
Prompt and appropriate corrective action, when warranted.
The complainant may be informed when action is taken.
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Click to Review and Highlight Key Points:  
Commonwealth policy strictly prohibits retaliation in any form.
If an employee who reports or participates in an investigation about sexual harassment believes he or she is the subject of retaliation, the employee should immediately report the retaliation.
Emphasize that retaliation itself is cause for discipline (even if no discipline results from the original complaint).
Click to turn paragraph to all white text.
Ask the participants if anyone has any questions about the Commonwealth’s policy prohibiting sexual harassment.
Ask participants to complete the “Acknowledgment of Receipt of The Commonwealth of Pennsylvania’s Sexual Harassment Policy” form [NOTE:  or form that shows that participant received policy AND TRAINING].
Collect the completed form from each participant.
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(This slide is a duplicate of the previous, used to remove highlights.)
Review Key Points:  
Commonwealth policy strictly prohibits retaliation in any form.
If an employee who reports or participates in an investigation about sexual harassment believes he or she is the subject of retaliation, the employee should immediately report the retaliation.
Emphasize that retaliation itself is cause for discipline (even if no discipline results from the original complaint).
Ask the participants if anyone has any questions about the Commonwealth’s policy prohibiting sexual harassment.
Ask participants to complete the “Acknowledgment of Receipt of The Commonwealth of Pennsylvania’s Sexual Harassment Policy” form [NOTE:  or form that shows that participant received policy AND TRAINING].
Collect the completed form from each participant.
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The alleged harasser may not know that the behavior is offensive, so by putting the alleged harasser on notice that the behavior is unwelcome, the situation may be resolved.
Inform participants that it is unnecessary to confront the harasser directly if they feel threatened or unsafe. If that’s the case, report directly to supervisor or other official.
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Review Key Point:
Document “who, what, when, where, why, and how”
This information will facilitate an effective investigation.
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(Insert and review the appropriate agency information.)
Review Key Points:
It is the employee’s responsibility and obligation to report harassment to the appropriate agency official. If uncomfortable reporting incident to supervisor then report directly to other appropriate official. 
By reporting the harassment, appropriate action can be taken before the situation intensifies.
Cooperate with the investigation.
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Reporting specific information will facilitate an effective investigation.
Don’t overwhelm them with this list. Couch it in the phrase,
 “These are the kinds of facts you should include.”
“Where could you get assistance to complete this list?” 
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(Customize this slide for the agency)
Step 4:  Report Retaliation

	If you believe that you are the subject of retaliation because
you filed a report of sexual harassment or
cooperated in an investigation,
immediately report this to your supervisor and/or
to (insert appropriate agency official). 

Insert and review the appropriate agency information.
Review Key Points:
Retaliation will not be tolerated.
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Make sure you insert the names and numbers of all appropriate contact persons in the agencies involved in the training.
Review agency specific information for each individual including phone numbers. 
Make sure this information is distributed as a hand-out.
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Review Strategies.
Emphasize Key Points:
The Commonwealth’s policy prohibiting sexual harassment applies equally to everyone in the workplace.  Everyone has the responsibility to know and follow this policy.
When discussing “Act Professionally and treat co-workers with respect” emphasize that this is a workplace and that each employee should act, dress, speak and interact with others (including co-workers, clients, vendors, and the public) in a professional manner.  

Ask participants to volunteer additional strategies specific to their work environment.
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Review Strategies
Emphasize Key Points:
Think Before You Act!
Employees should consider the impact of their actions on others in the workplace before they act.  
Discuss the difference between the employee’s intention and impact of behavior on others.
Ask participants to volunteer additional strategies specific to their work environment.
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Review Strategies.
Emphasize Key Points:
Do not ignore sexual harassment.

Ask participants to volunteer additional strategies specific to their work environment.
“What could you do in your work place to prevent sexual harassment?” 
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Emphasize Key Points:
Every Manager/Supervisor may receive complaints.  Therefore, everyone must be prepared.  Every manager/supervisor must become familiar with OA’s Complaint Investigation procedures. (Include in hand-out materials).
Regardless of initial or personal feelings, it is your duty and responsibility to treat every complaint seriously.
It is also your duty to ensure that every complaint investigation is prompt, fair and appropriate.
Refer to EEO or HR as appropriate.  IMPORTANT POINT:  Give the complainant the option of talking with someone in the EEO office or HR if the individual feels uncomfortable discussing the complaint with you.

Every complaint will be taken seriously and will be investigated promptly and thoroughly – usually buy someone in the EEO Office
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Emphasize Key Points:
Every Manager/Supervisor may receive complaints.  Therefore, everyone must be prepared.  Every manager/supervisor must become familiar with OA’s Complaint Investigation procedures. (Include in hand-out materials).
Regardless of initial or personal feelings, it is your duty and responsibility to treat every complaint seriously.
It is also your duty to ensure that every complaint investigation is prompt, fair and appropriate.
Refer to EEO or HR as appropriate.  IMPORTANT POINT:  Give the complainant the option of talking with someone in the EEO office or HR if the individual feels uncomfortable discussing the complaint with you.

Every complaint will be taken seriously and will be investigated promptly and thoroughly – usually buy someone in the EEO Office 
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Emphasize Key Points:
Every Manager/Supervisor may receive complaints.  Therefore, everyone must be prepared.  Every manager/supervisor must become familiar with OA’s Complaint Investigation procedures. (Include in hand-out materials).
Regardless of initial or personal feelings, it is your duty and responsibility to treat every complaint seriously.
It is also your duty to ensure that every complaint investigation is prompt, fair and appropriate.
Refer to EEO or HR as appropriate.  IMPORTANT POINT:  Give the complainant the option of talking with someone in the EEO office or HR if the individual feels uncomfortable discussing the complaint with you.
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Emphasize Key Points:
As a supervisor you are responsible to make sure that your working environment is free from all forms of sexual harassment.
In addition to responding promptly and appropriately to all complaints, you must be proactive in preventing sexual harassment.

Ask participants for examples of being proactive in preventing sexual harassment (e.g., being familiar with work spaces; regularly inspecting all areas of the work space; remove any objectionable items from the work area; be aware of and respond promptly to stop inappropriate jokes and other inappropriate behavior, etc).
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Vignette #8:

[Video Vignette from training video: “Sexual Harassment – What Your Managers Need to Know”]

Part I:  “How NOT to Receive a Complaint of Sexual Harassment”
Start:  3:23    End: 4:52

Part II:  “How to Receive a Complaint of Sexual Harassment”
Start:  5:20  End: 9:05
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Ask participants for specific behaviors that worked well.
What made them effective?

Ask participants for examples of ineffective or inappropriate responses.
What alternatives would be better?
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Review these points in summary.
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Emphasize this last point and be certain to include the specific information on who is designated in this agency to receive complaints.
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There are no exceptions to your responsibility.
Be sensitive to the possibility that the complainant may be more comfortable speaking with an EEO or Human Resources representative.
Report the complaint as required.
Every complaint will be taken seriously and will be investigated promptly and thoroughly – usually buy someone in the EEO Office
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Insert specific agency information.
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Sexual Harassment:  Awareness and Prevention 
Pre-Training Survey

What do you know about Sexual Harassment?
Pre-Training Survey

	
1. Sexual harassment in the workplace is a form of workplace discrimination. 
True		False


2. Sexual harassment is a violation of state and federal laws.
True		False


3. The commonwealth has a policy prohibiting sexual harassment that includes procedures on how to report harassment.
True		False


4. Any employee who engages in or knowingly condones sexual harassment related to employment is subject to disciplinary action up to and including dismissal.
True		False


5. If your intentions are good, your behavior cannot be considered sexual harassment.
True		False 


6. If everyone else is ok with a co-worker’s behavior, you should just accept it, even if it offends you.
True		False


7. Asking a co-worker for a date is not sexual harassment.
True		False


8. If you ignore the behavior of sexual harassment, it will ultimately stop or go away.
True		False


9. It is not important to tell someone to stop unwanted behavior because it usually doesn’t do any good.
True		False


10. All employees share responsibility for ensuring that the workplace is free from all forms of sexual harassment.
True		False


11.  Men as well as women may be either the perpetrators or victims of sexual harassment.
True		False


12. Sexual harassment may include actions by members of the opposite sex as well as members of the employee’s own sex.
True		False


13. Sexual harassment is only prohibited if it occurs in the workplace during work hours.
True		False


14. Sexual harassment complaints must be in writing before an investigation will be initiated.
True		False


15. Commonwealth policy prohibits any form of retaliation against an employee who complains of sexual harassment or who cooperates in the investigation of a sexual harassment complaint.
True		False
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Sexual Harassment:  Awareness and Prevention 
Training Evaluation

Sexual Harassment: Awareness and Prevention 
Training Evaluation

DATE: _______________

LOCATION: ____________________________________________________

PRESENTERS: __________________________________________________

DEPARTMENT/AGENCY: __________________________________________


Content Evaluation:			Strongly 				Strongly
Disagree		   		Agree       

Circle One:

1. Content was well organized		0	1	2	3	4	5

2.  Course objectives met			0	1	2	3	4	5

3.  Content easy to understand		0	1	2	3	4	5

4.  Level of content challenging		0	1	2	3	4	5

5.  Content applied to work
      environment				0	1	2	3	4	5

6.  Handout useful for future
     reference					0	1	2	3	4	5

Presenters:

7.  Knowledge of subject matter		0	1	2	3	4	5

8.  Responsive to participants		0	1	2	3	4	5

9.  Training methods appropriate		0	1	2	3	4	5

10. Encouraged discussion			0	1	2	3	4	5

Comments:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

I would recommend this training session to others:		YES		NO


_________________________________________ Signature (optional)
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Hostile Work Environment

• Hostile work environment sexual 

harassment is created when unwelcome 

harassment is severe or pervasive enough 

to alter the conditions of an individual’s 

employment or creates an abusive, 

intimidating, hostile or offensive working 

environment.
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Hostile work environment sexual harassment is created when unwelcome harassment is severe or pervasive enough to alter the conditions of an individual’s employment or creates an abusive, intimidating, hostile or offensive working environment.
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Click again to highlight and emphasize key points.

Emphasize key points:

unwelcome harassment

May be harassment by a supervisor, co-worker or someone else with whom the employee comes into contact on the job

severe or pervasive

alter conditions of employment

abusive, intimidating, hostile or offensive working environment. – Unwelcome behavior affects the work environment.





image1.png

A pennsylvania

OFFICE OF ADMINISTRATION









Hostile Work Environment

+ Hostilework environmentsexual
harassmentls created when unwelcome
harassmentis severe or pervasive enough
toslter the condifions ofan indivicual’s
employmentor creates an abusive,
intimidating, hostle o offensiveworking
enviranment.

P -





image47.emf
Hostile Work Environment

severe or pervasive

creates an abusive, intimidating, hostile 

or offensive working environment.

unwelcome
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Emphasize key points:

If already discussed click again.
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Hostile Work Environment

severe or pervasive
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“What is considered severe and pervasive?”

“Let’s see how the courts define it.”
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Hostile Environment

• Generally, a single or isolated incident is not 

enough to create a hostile environment.

• However, a single or unusually severe incident 

of harassment may be sufficient to create a 

hostile work environment, particularly when the 

harassment is physical

.

“Severe or Pervasive”
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	Hostile Environment


Generally, a single or isolated incident is not enough to create a hostile environment.



However, a single or unusually severe incident of harassment may be sufficient to create a hostile work environment, particularly when the harassment is physical.

“Severe or Pervasive”
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Emphasize Key Points:

Typically sexual harassment is repetitive rather than a single episode.
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• The United States Supreme Court 

stated in its recent decisions that Title 

VII does not prohibit all verbal or 

physical harassment in the workplace.

Hostile Environment

“Severe or Pervasive”
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The United States Supreme Court stated in its recent decisions that Title VII does not prohibit all verbal or physical harassment in the workplace.



Hostile Environment


“Severe or Pervasive”
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See, Burlington Industries v. Ellerth,
118 S.Ct. 2257 (1998); and

Faragher v. City of Boca Raton,
118 S.Ct. 2275 (1998)



Emphasize Key Points:

Actions or behavior may be inappropriate for the workplace even if they are not unlawful sexual harassment.
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Welcome Participants



Introduce Presenters



	Note:  Creating an environment that is conducive to learning is critical.  
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•

Rather, the Civil Rights Act only 

forbids “behavior so objectively 

offensive as to alter the 

conditions of the victim’s 

employment.”

Hostile Environment

“Severe or Pervasive”
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Hostile Environment


“Severe or Pervasive”
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Faragher v. City of Boca Raton,



Emphasize Key Points:

“objectively offensive” (reasonable person)

“alter the conditions of employment”
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•

Simple teasing, off-hand comment 

and isolated incidents (unless 

extremely serious) will not amount 

to discriminatory changes in the 

terms and conditions of 

employment.

Hostile Environment

“Severe or Pervasive”
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Hostile Environment
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3/29/2012

52

Faragher v. City of Boca Raton, 



Emphasize Key Points:

Actions may be inappropriate for the workplace even if they are not unlawful sexual harassment.
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Time for a video . . .

Let’s Talk About It
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Time for a video . . .





Let’s Talk About It
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Introduce Vignette.

Do not move to the next slide until after the video is finished.

Vignette #2:  “Remarks and Pin ups”

(Filename:  case_16.mov) 
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• At what points did you see sexual 

harassment in the video? 

• If it is not sexual harassment what 

would have to happen to make it sexual 

harassment?

Discussion Questions
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At what points did you see sexual harassment in the video? 



If it is not sexual harassment what would have to happen to make it sexual harassment? 

Discussion Questions
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“What were the signs that the conduct was unwelcome?”

“Where might the words ‘severe’ or ‘pervasive’ apply?

Encourage volunteers to answer each question.

Go to the next slide after a few minutes of discussing the questions.

Emphasize Key Points:

Potentially sexual harassment.

Unwelcome conduct.  

Severe or pervasive?

Alter the conditions of employment?

Intimidating, hostile or offensive working environment?.  

Objectively offensive (reasonable person)?
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•

If you were faced with this situation, 

what would you do?

•

How do you think the  

commonwealth’s policy applies to 

these types of situations in the 

workplace?

Discussion Questions
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If you were faced with this situation, what would you do?



How do you think the  commonwealth’s policy applies to these types of situations in the workplace?

Discussion Questions
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Paraphrase the question, “What options were there?” 

“What action do you think the Commonwealth policy requires?”



Ask a volunteer to answer each question.

If no one volunteers, then choose someone.

Go to the next slide after a few minutes of discussing the questions with, “Let’s
take a look at the Commonwealth’s policy.”
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Agenda

• Introduction and 

Objectives

• Survey

• Definition of Sexual 

Harassment

• Video Vignettes

• Commonwealth Policy 

• Reporting Procedure

• Investigation Procedure

• Summary
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Liability Issues:

Harassment by Supervisors

•

In 1998, the United States 

Supreme Court issued two 

decisions that clarified and 

expanded the risk of liability for 

supervisory harassment.
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Liability Issues:
Harassment by Supervisors

In 1998, the United States Supreme Court issued two decisions that clarified and expanded the risk of liability for supervisory harassment.
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Emphasize Key Points:

1998 USSC cases explain liability for supervisory harassment.



audio1.wav
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• An employer is automatically liable for 

sexual harassment by a supervisor 

• When the supervisor’s harassment 

results in a tangible adverse 

employment action.

Liability Issues:

Harassment by Supervisors
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An employer is automatically liable for sexual harassment by a supervisor 



When the supervisor’s harassment results in a tangible adverse employment action.

Liability Issues:
Harassment by Supervisors
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Emphasize Key Points:

Automatic liability

Supervisor harassment

Tangible adverse employment action.
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•

Tangible Adverse 

Employment Action

Liability Issues:

Harassment by Supervisors
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Tell participants that “tangible adverse employment action” refers to any significant change in employment status.

• Harassment by a supervisor or manager involving a "tangible job action": the employer is always     liable. A "tangible job action" includes such things as hiring, firing, failure to promote, loss of raise, etc.



Ask participants what actions they think might be “tangible adverse employment action”
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•

Any significant change in 

employment status, such 

as:



hiring, 



firing, 

Liability Issues:

Harassment by Supervisors
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 firing, 

Liability Issues:
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Review definition of tangible adverse employment action.
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

failing to promote,



reassignment with significantly 

different responsibilities, or 



a decision causing a 

significant change in benefits

Liability Issues:

Harassment by Supervisors
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reassignment with significantly different responsibilities, or 

a decision causing a significant change in benefits

Liability Issues:
Harassment by Supervisors
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Review definition of tangible adverse employment action.
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Introduction and Objectives

Survey

Definition of Sexual Harassment
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Commonwealth Policy 

Reporting Procedure
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Summary
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Review Agenda and logistics (e.g., breaks, etc)

Start	- 8:30 

First Break - 10:00-10:15 

Dismissed - 12:30



Distribute index cards for those who don’t want to ask questions in front of the group.  

Trainer will respond during training at appropriate times.
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Examples of Tangible 

Adverse Employment Action:  



denial of promotion, 



decrease in pay, 



denial of participation in 

training programs, 

Liability Issues:

Harassment by Supervisors
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Review examples of tangible adverse employment actions.
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

reprimands, transfers, loss of 

job title, 



rigid enforcement of leave 

policy, 



significant change in job 

responsibilities, 



loss of resources necessary 

for employee to do his/her job.

Liability Issues:

Harassment by Supervisors
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loss of resources necessary for employee to do his/her job.

Liability Issues:
Harassment by Supervisors
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Review examples of tangible adverse employment actions.
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•

If there is no tangible adverse 

employment action, the employer 

has available a two prong 

defense. 

Liability Issues:

Harassment by Supervisors
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If the acts of the supervisor do not involve a tangible employment action, the employer must prove a two-pronged defense to avoid liability
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•

Affirmative Defense

The employer must show that it:

(1) exercised reasonable care to prevent and 

correct behavior promptly and

(2) that the employee unreasonably failed to 

utilize preventive or corrective 

opportunities provided by the employer 

or to otherwise avoid harm.

Liability Issues:

Harassment by Supervisors
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Affirmative Defense

The employer must show that it:

exercised reasonable care to prevent and correct behavior promptly and

that the employee unreasonably failed to utilize preventive or corrective opportunities provided by the employer or to otherwise avoid harm.

Liability Issues:
Harassment by Supervisors
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Emphasize Key Points:

If the acts of the supervisor do not involve a tangible employment action, the employer must prove a two-pronged defense to avoid liability:

Exercised reasonable care to prevent and correct any sexually harassing behavior;

E.g., Reasonable policy; prompt investigation of complaints promptly, prompt and appropriate remedial action

 AND

Employee acted unreasonably – failed to take advantage of any preventative or corrective opportunities provided by the employer or failed to otherwise avoid harm.

E.g., unreasonably failed to use complaint procedure (general fear or reluctance to talk about harassment is insufficient)
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An employer is only liable for 

actionable sexual harassment 

by a non-supervisor, if it knew 

or should have known of the 

harassment and failed to take 

prompt remedial measures to 

bring it to an end.  

Liability Issues:

Harassment by Supervisors
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     An employer is only liable for actionable sexual harassment by a non-supervisor, if it knew or should have known of the harassment and failed to take prompt remedial measures to bring it to an end.  

Liability Issues:
Harassment by Supervisors
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Emphasize Key points:

Non-supervisor:  co-worker, client, vendor, anyone without authority to take an adverse employment action.

No automatic liability

Negligence standard:  knew or should have known and failed to take prompt remedial measures.

Prompt and effective action will relieve employer of liability.
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Course Objectives

After completing this session,

you will be able to:

 Define sexual harassment.

 Identify the types of sexual harassment.

 Identify behaviors that may be interpreted as 

sexual harassment in the workplace.

 Apply commonwealth policy that prohibits 

sexual harassment and retaliation

.
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•

Sexual Harassment will not        

be tolerated in commonwealth 

work settings under any 

circumstances.

Commonwealth Policy 
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	Sexual Harassment will not        	be tolerated in commonwealth 	work settings under any 	circumstances.

Commonwealth Policy 
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The Commonwealth policy prohibiting sexual harassment is contained in Executive Order 2002-4 and Management Directive 505.30.

Emphasize that both documents constitute the Commonwealth’s policy prohibiting sexual harassment and that both documents must be read together.  Point out the Executive Order and Management Directive in the hand-out materials.  

The Commonwealth’s policy makes it very clear that sexual harassment is unacceptable.

Review each bullet point. 
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•

Any commonwealth employee 

who engages in or knowingly 

condones sexual harassment 

related to commonwealth 

employment shall be subject to 

disciplinary action, up to and 

including dismissal.

Commonwealth Policy 
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Any commonwealth employee who engages in or knowingly condones sexual harassment related to commonwealth employment shall be subject to disciplinary action, up to and including dismissal.

Commonwealth Policy 
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Review Key Points:

“engages in or knowingly condones”

SHALL be subject to discipline

Up to and including dismissal.
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•

Under this policy, all employees 

share responsibility for ensuring 

that the workplace is free from 

all forms of sexual harassment.

Commonwealth Policy 
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Under this policy, all employees share responsibility for ensuring that the workplace is free from all forms of sexual harassment.

Commonwealth Policy 
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Emphasize key points:

ALL employees share responsibility.

Not just supervisors/managers or EEO personnel.
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Commonwealth Policy 

• The commonwealth will not tolerate     

sexual harassment by any employee 

against another employee, an applicant 

for employment, or any person 

receiving services or conducting 

business with the commonwealth.
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Commonwealth Policy 


The commonwealth will not tolerate     sexual harassment by any employee against another employee, an applicant for employment, or any person receiving services or conducting business with the commonwealth.
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Policy includes more than just “employees”.

Click for each type of individual.
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•

Individuals not employed by the 

commonwealth will be held 

responsible for any acts of sexual  

harassment they may commit 

within the commonwealth work 

settings or upon employees of  the 

commonwealth while in the 

performance of their duties.

Commonwealth Policy 
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Individuals not employed by the commonwealth will be held responsible for any acts of sexual  harassment they may commit within the commonwealth work settings or upon employees of  the commonwealth while in the performance of their duties.

Commonwealth Policy 
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Emphasize Key Points:

applies to employees and non-employees
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Course Objectives



After completing this session,

you will be able to:


Define sexual harassment.


Identify the types of sexual harassment.


Identify behaviors that may be interpreted as sexual harassment in the workplace.


Apply commonwealth policy that prohibits 
sexual harassment and retaliation.
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Introduce the session to participants:

Everyone has the right to work in an environment free from sexual harassment and to be evaluated solely on his or her work performance.



During this training we will discuss several situations that might be considered sexual harassment (blatant or subtle).  We will also discuss whether or not these situations could become sexual harassment and what steps should be taken to confront these behaviors.



Review each objective
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•

Report to supervisor or agency official:

Reporting Procedure

Any employee who believes that

he or she has been the victim of sexual 

harassment in any form, by any manager, 

supervisor, co-worker, customer, client, or 

any other person in connection with his or 

her employment . . . 
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Reporting Procedure

Any employee who believes that
he or she has been the victim of sexual harassment in any form, by any manager, supervisor, co-worker, customer, client, or any other person in connection with his or her employment . . . 
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Emphasize Key Points:

If you believe that you are being sexually harassed, the Commonwealth’s policy tells you what to do:

Bring the problem immediately to the attention of your supervisor or someone in your direct line of supervision.
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the employee should 

bring the problem 

immediately to the attention of his or 

her supervisor or someone in the 

employee’s direct line of supervision.

Reporting Procedure
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	the employee should bring the problem immediately to the attention of his or her supervisor or someone in the employee’s direct line of supervision.

Reporting Procedure
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Reporting Procedure
e —

the employee should bring the problem
immediaiely to the attention of his or
her supenisor or someone in the

employee's direct line of supervision.
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Reporting Procedure

•

Alternative Reporting Process:            

If the concern involves someone in the 

employee’s direct line of supervision,

or if the employee is uncomfortable for 

any reason,

or is not satisfied after bringing the 

matter to such individuals . . .
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Reporting Procedure

Alternative Reporting Process:            

If the concern involves someone in the employee’s direct line of supervision,

or if the employee is uncomfortable for any reason,

or is not satisfied after bringing the matter to such individuals . . .
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In the alternative, if you are uncomfortable bringing this problem to the attention of your supervisor, you may bring your concerns to any of the following:

	Equal Opportunity Manager/Specialist;

	Personnel Officer; or

	(Other individual designated by the agency head).
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Reporting Procedure

the employee may take his or her 

concerns to

•

the agency equal opportunity 

manager/specialist

•

human resources officer

•

pther individual designated 

by the agency head
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(Customize this slide by adding the individuals specified for the agency.)
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Time for a video . . .

Let’s Talk About It
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INTRODUCE EACH VIGNETTE – *Do not move to next slide until video is finished*

Vignette #3: “Females Harassing Males” 

(Filename:  case_27.mov)

Emphasize Key Point: Employee may be sexually harassed by someone of the same sex.



Vignette #4: “Outsider Harassment”  

(Filename:  case_01.mov)

Emphasize Key Points: It’s possible that unlawful sexual harassment can occur where harasser is not an employee; You have a duty to report sexual harassment in the workplace; Do not ignore sexual harassment; Retaliation is prohibited.



Vignette #5: “Office Dating”  (non harassment) 

(Filename:  case_22.mov)

Emphasize Key Points: Dating relationships are not necessarily sexual harassment--must be voluntary on both sides.



Vignette #6: “Holiday Party” 

(Filename:  case_13.mov)

Emphasize Key Points: Harassment can occur away from the workplace; Employees can be held responsible for it. 
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After completing this session,

you will be able to:

 Report sexual harassment pursuant to 

commonwealth policy .

 Respond appropriately to complaints of sexual 

harassment.

 Identify strategies to prevent sexual harassment.

Course Objectives
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Discussion Questions



What actions in this video might be 

sexual harassment? 



If it is not sexual harassment    

what would have to happen to 

make it sexual harassment?
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Discussion Questions



What actions in this video might be sexual harassment? 



If it is not sexual harassment    what would have to happen to make it sexual harassment?
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For each vignette, ask a volunteer to answer each question.

An alternative would be to assign vignettes to groups of three.
Give them three to five minutes to discuss responses and then ask questions of each group’



Go to the next slide after a few minutes of discussing the questions.

Emphasize Key Points for each vignette.
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

How does the commonwealth’s 

policy apply to these types of 

situations in the workplace?



If you were faced with this 

situation, what would you do?

Discussion Questions
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How does the commonwealth’s policy apply to these types of situations in the workplace?



If you were faced with this situation, what would you do?

Discussion Questions
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For each vignette, ask a volunteer to answer each question.

Ask the groups to respond for their assigned vignette.

Emphasize Key Points for each vignette.
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•

In groups of 3 or 4 discuss

•

List as many reasons or barriers as you 

can

•

Count 1 point for each item your group 

listed that appears in the following list

Why Do Some Hesitate?
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Why Do Some Hesitate?
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Ask participants to work in groups of 3 or 4.

Give them three minutes to list as many responses as they can.

Announcing a start, a 60 second warning, and a stop will add to the sense of urgency.

Tell them you are about to review some possible answers and ask them to keep their own score.
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•

Recipients of sexual harassment may 

be very embarrassed and do not want 

to talk about it with anyone.

•

They do not want the sexual harasser to 

get in trouble.

Why Do Some Hesitate?
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They do not want the sexual harasser to get in trouble.

Why Do Some Hesitate?





3/29/2012

79

Review reasons why people may hesitate to report sexual harassment.

Remind participants that they have a duty to report harassment. 
 

“So what might you do if you are aware of sexual harassment but you don’t want to cause trouble for the perpetrator?” “What else could you do?” “Is that enough?”



Review elements of the policy as required.
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•

Some women are told, “Be a good 

sport,” “Can’t you take a joke?”  

“Boys will be boys,” or “You’ve got to 

expect that in a traditionally male 

job.”

Why Do Some Hesitate?
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Some women are told, “Be a good sport,” “Can’t you take a joke?”  “Boys will be boys,” or “You’ve got to expect that in a traditionally male job.”

Why Do Some Hesitate?
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Review reasons why people may hesitate to report sexual harassment.

Remind participants that they have a duty to report harassment.
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Some women are told, ‘Be 3 good
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After completing this session,

you will be able to:


Report sexual harassment pursuant to commonwealth policy.


Respond appropriately to complaints of sexual harassment.


Identify strategies to prevent sexual harassment.



Course Objectives
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Review each Objective.
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•

They are afraid of being blamed or 

the subject of ridicule.

•

They are reluctant to talk to 

someone because no one else 

seems to mind the harasser’s 

behavior.

Why Do Some Hesitate?
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They are reluctant to talk to someone because no one else seems to mind the harasser’s behavior.

Why Do Some Hesitate?
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•

They fear that, if they talk about it, 

nothing will be done or the complaint 

will not be taken seriously.

•

They fear reprisal from the harasser, 

especially if that person is their boss or 

a representative of management.

Why Do Some Hesitate?
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They fear reprisal from the harasser, especially if that person is their boss or a representative of management.

Why Do Some Hesitate?
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“What could we as members of the organization do to demonstrate that it will be taken seriously?”

 

 “How might we deal with this kind of fear?”
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•

They may be concerned about being 

labeled a troublemaker, especially if 

they are new on the job.

•

They are afraid of being fired, 

demoted, not promoted, or 

transferred.

Why Do Some Hesitate?


Microsoft_PowerPoint_Slide82.sldx
They may be concerned about being labeled a troublemaker, especially if they are new on the job.



They are afraid of being fired, demoted, not promoted, or transferred.

Why Do Some Hesitate?





3/29/2012

83

Ask groups if they had any responses that were not listed.

If a group feels they have a legitimate response that should receive credit,

Ask the others, “Is that something that might prevent people from reporting sexual harassment?”

If they tend to be supportive, give the team credit and write the response on a flip chart

Or white board under the title, “Barriers to Reporting.”

Acknowledge the fact that all or most of the ideas were mentioned

and complement the whole group for their awareness.
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•

Your complaint will be taken seriously 

and will be investigated promptly and 

thoroughly.

•

When warranted, prompt and 

appropriate corrective action will be 

taken.

Commonwealth Policy 
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When warranted, prompt and appropriate corrective action will be taken.

Commonwealth Policy 
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Emphasize Key points:

Refer participants to the Commonwealth’s Complaint Investigation Procedures (Management Directive 410.10 included in the handout materials)

The Commonwealth is committed to -

Prompt and thorough investigation.

Prompt and appropriate corrective action, when warranted.

The complainant may be informed when action is taken.
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Commonwealth Policy 

• Retaliation in any form against anyone  

who exercises his or her right to make a 

good faith complaint or who cooperates 

in an investigation of a complaint is 

strictly prohibited, and will itself be 

cause for appropriate disciplinary 

action.
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Commonwealth Policy 


Retaliation in any form against anyone  who exercises his or her right to make a good faith complaint or who cooperates in an investigation of a complaint is strictly prohibited, and will itself be cause for appropriate disciplinary action.
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Click to Review and Highlight Key Points:  

Commonwealth policy strictly prohibits retaliation in any form.

If an employee who reports or participates in an investigation about sexual harassment believes he or she is the subject of retaliation, the employee should immediately report the retaliation.

Emphasize that retaliation itself is cause for discipline (even if no discipline results from the original complaint).

Click to turn paragraph to all white text.

Ask the participants if anyone has any questions about the Commonwealth’s policy prohibiting sexual harassment.

Ask participants to complete the “Acknowledgment of Receipt of The Commonwealth of Pennsylvania’s Sexual Harassment Policy” form [NOTE:  or form that shows that participant received policy AND TRAINING].

Collect the completed form from each participant.
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Why would the commonwealth,

as your employer, be concerned

about sexual harassment?

Why would you, as an employee,

be concerned?

Why?
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• Retaliation in any form against anyone  

who exercises his or her right to make a 

good faith complaint or who cooperates 

in an investigation of a complaint is 

strictly prohibited, and will itself be 

cause for appropriate disciplinary 

action.

Commonwealth Policy 
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Retaliation in any form against anyone  who exercises his or her right to make a good faith complaint or who cooperates in an investigation of a complaint is strictly prohibited, and will itself be cause for appropriate disciplinary action.

Commonwealth Policy 
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(This slide is a duplicate of the previous, used to remove highlights.)

Review Key Points:  

Commonwealth policy strictly prohibits retaliation in any form.

If an employee who reports or participates in an investigation about sexual harassment believes he or she is the subject of retaliation, the employee should immediately report the retaliation.

Emphasize that retaliation itself is cause for discipline (even if no discipline results from the original complaint).

Ask the participants if anyone has any questions about the Commonwealth’s policy prohibiting sexual harassment.

Ask participants to complete the “Acknowledgment of Receipt of The Commonwealth of Pennsylvania’s Sexual Harassment Policy” form [NOTE:  or form that shows that participant received policy AND TRAINING].

Collect the completed form from each participant.
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Tell the individual that the          

behavior is unwelcome and                  

to stop the behavior NOW!

Unwanted Attention

Step 1:  Act Immediately
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The alleged harasser may not know that the behavior is offensive, so by putting the alleged harasser on notice that the behavior is unwelcome, the situation may be resolved.

Inform participants that it is unnecessary to confront the harasser directly if they feel threatened or unsafe. If that’s the case, report directly to supervisor or other official.
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•

Date, time, place of incident;

•

Specific unwelcome behavior;

•

Your response;

•

Names of witnesses; and

•

Copies of documentation (e.g.,   

notes, emails, pictures, etc.)

Step 2:  Document the Incident

Unwanted Attention
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Date, time, place of incident;

Specific unwelcome behavior;

Your response;

Names of witnesses; and

Copies of documentation (e.g.,    notes, emails, pictures, etc.)

Step 2:  Document the Incident



Unwanted Attention
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Review Key Point:

Document “who, what, when, where, why, and how”

This information will facilitate an effective investigation.
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Step 3:  Report the Behavior

Immediately report the behavior

to your supervisor or the agency 

official designated to receive 

complaints.

Unwanted Attention
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Immediately report the behavior
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(Insert and review the appropriate agency information.)

Review Key Points:

It is the employee’s responsibility and obligation to report harassment to the appropriate agency official. If uncomfortable reporting incident to supervisor then report directly to other appropriate official. 

By reporting the harassment, appropriate action can be taken before the situation intensifies.

Cooperate with the investigation.
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•

What happened?

•

Who is the alleged harasser?

•

What did she/he do?

•

Where did the incident take place?

•

What did you do?

Step 3:  Report the Behavior

Be Specific when Reporting 

Unwanted Behavior:

Unwanted Attention
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Who is the alleged harasser?

What did she/he do?

Where did the incident take place?

What did you do?

Step 3:  Report the Behavior

Be Specific when Reporting 
Unwanted Behavior:

Unwanted Attention
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Reporting specific information will facilitate an effective investigation.

Don’t overwhelm them with this list. Couch it in the phrase,
 “These are the kinds of facts you should include.”
“Where could you get assistance to complete this list?” 





image1.png

A pennsylvania

OFFICE OF ADMINISTRATION









Unwanted Attention

Step 3: Report the Behavior
Be Specific when Reporting
Unwanted Behavior

Whathappened?
Whols the alleged harasser?
Whatdidsheie do?
Where did the incidenttake place?

Whataidyou do?
P -





Microsoft_PowerPoint_Slide4.sldx


Why would the commonwealth,
as your employer, be concerned
about sexual harassment? 





Why would you, as an employee,
be concerned? 

Why?
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Before presenting the survey ask participants, “Why would
the Commonwealth, as your employer, be concerned about Sexual Harassment?”



 Then ask, “Why would you as an employee be concerned?”



 There are no right or wrong answers. Paraphrase responses with phrases that
allow participants to own their thoughts. e.g. “You believe,” “You feel,” You think…”



 Summarize by highlighting responses that touched on

       * fair and equal treatment,

a respectful work environment,

employer liability,
supervisory success,

personal rights,

and performance. 
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•

How many times has this happened?

•

Any witnesses?

•

What were your feelings?

•

Was your work affected?

•

Did you document the incident?

•

What remedy do you want?

Step 3:  Report the Behavior

Be Specific When Reporting 

Unwanted Behavior….. 

Unwanted Attention
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If you believe that you are

the subject of retaliation,

immediately report this

to your supervisor and/or

to (insert appropriate agency 

official).

Step 4:  Report Retaliation

Unwanted Attention
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If you believe that you are
the subject of retaliation,
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to your supervisor and/or
to (insert appropriate agency official).

Step 4:  Report Retaliation

Unwanted Attention
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(Customize this slide for the agency)

Step 4:  Report Retaliation



	If you believe that you are the subject of retaliation because

you filed a report of sexual harassment or

cooperated in an investigation,

immediately report this to your supervisor and/or
to (insert appropriate agency official). 



Insert and review the appropriate agency information.

Review Key Points:

Retaliation will not be tolerated.
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Agency Contacts

•

Your agency head has designated the 

following individuals as those to whom 

you should report incidents or 

concerns about sexual harassment if 

you are uncomfortable reporting to 

your supervisor:
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Your agency head has designated the following individuals as those to whom you should report incidents or concerns about sexual harassment if you are uncomfortable reporting to your supervisor:
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Make sure you insert the names and numbers of all appropriate contact persons in the agencies involved in the training.

Review agency specific information for each individual including phone numbers. 

Make sure this information is distributed as a hand-out.



image1.png

A pennsylvania

OFFICE OF ADMINISTRATION









Agency Contacts

Your agency head has designated tne
following ingividuals as thoseto whom
youshould reportincidents or
Concemns aboutsexval harassment if
youare uncomforiable reporting to
yoursupenvisor:





image94.emf
• equal opportunity manager/ 

specialist <insert agency info>

• human resources officer <insert 

agency info>

• other agency designated official 

<insert agency info>

Agency Contacts
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human resources officer <insert agency info>


other agency designated official <insert agency info>

Agency Contacts
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•

Know and follow the commonwealth’s 

policy  prohibiting sexual harassment.

•

Act professionally and treat co-

workers with respect;

Strategies for Prevention
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Strategies for Prevention
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Review Strategies.

Emphasize Key Points:

The Commonwealth’s policy prohibiting sexual harassment applies equally to everyone in the workplace.  Everyone has the responsibility to know and follow this policy.

When discussing “Act Professionally and treat co-workers with respect” emphasize that this is a workplace and that each employee should act, dress, speak and interact with others (including co-workers, clients, vendors, and the public) in a professional manner.  



Ask participants to volunteer additional strategies specific to their work environment.
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Pre-Training Survey

Please take a few minutes and 

complete the Pre-Training Survey 

“What Do I Know About Sexual 

Harassment” found in your handouts . 

. . 
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Strategies for Prevention

When in doubt about the appropriateness of 

particular behavior consider the following:

 Would I behave this same way if my mother or 

child were standing next to me?

 Would I want my behavior to be the subject of a 

report on the evening news?

 Would I want to describe my behavior in court in 

front of  a judge or jury?
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   When in doubt about the appropriateness of particular behavior consider the following:

Would I behave this same way if my mother or child were standing next to me?


Would I want my behavior to be the subject of a report on the evening news?


Would I want to describe my behavior in court in front of  a judge or jury?
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Review Strategies

Emphasize Key Points:

Think Before You Act!

Employees should consider the impact of their actions on others in the workplace before they act.  

Discuss the difference between the employee’s intention and impact of behavior on others.

Ask participants to volunteer additional strategies specific to their work environment.
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•

Report harassing behavior 

immediately, even if it is not 

directed at you.

Strategies for Prevention
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Review Strategies.

Emphasize Key Points:

Do not ignore sexual harassment.



Ask participants to volunteer additional strategies specific to their work environment.

“What could you do in your work place to prevent sexual harassment?” 
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Complaint Investigation 

•

Every 

supervisor/manager 

may receive 

complaints of sexual 

harassment.
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Complaint Investigation 	

Every supervisor/manager may receive complaints of sexual harassment.
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Emphasize Key Points:

Every Manager/Supervisor may receive complaints.  Therefore, everyone must be prepared.  Every manager/supervisor must become familiar with OA’s Complaint Investigation procedures. (Include in hand-out materials).

Regardless of initial or personal feelings, it is your duty and responsibility to treat every complaint seriously.

It is also your duty to ensure that every complaint investigation is prompt, fair and appropriate.

Refer to EEO or HR as appropriate.  IMPORTANT POINT:  Give the complainant the option of talking with someone in the EEO office or HR if the individual feels uncomfortable discussing the complaint with you.

The supervisor must ensure that complaints are treated seriously and investigated appropriately –this is usually by EEO
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•

Regardless of your 

personal feelings 

about a complainant 

or alleged harasser, 

you MUST take the 

complaint seriously.

Complaint Investigation 
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Emphasize Key Points:

Every Manager/Supervisor may receive complaints.  Therefore, everyone must be prepared.  Every manager/supervisor must become familiar with OA’s Complaint Investigation procedures. (Include in hand-out materials).

Regardless of initial or personal feelings, it is your duty and responsibility to treat every complaint seriously.

It is also your duty to ensure that every complaint investigation is prompt, fair and appropriate.

Refer to EEO or HR as appropriate.  IMPORTANT POINT:  Give the complainant the option of talking with someone in the EEO office or HR if the individual feels uncomfortable discussing the complaint with you.

Complaints must be investigated thoroughly and appropriately – this is usually done by EEO
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•
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that every complaint 

is promptly, fairly 
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investigated.

Complaint Investigation 
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You must ensure that every complaint is promptly, fairly and appropriately investigated.



Complaint Investigation 	
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Emphasize Key Points:

Every Manager/Supervisor may receive complaints.  Therefore, everyone must be prepared.  Every manager/supervisor must become familiar with OA’s Complaint Investigation procedures. (Include in hand-out materials).

Regardless of initial or personal feelings, it is your duty and responsibility to treat every complaint seriously.

It is also your duty to ensure that every complaint investigation is prompt, fair and appropriate.

Refer to EEO or HR as appropriate.  IMPORTANT POINT:  Give the complainant the option of talking with someone in the EEO office or HR if the individual feels uncomfortable discussing the complaint with you.
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Pre-Training Survey

	

	Please take a few minutes and complete the Pre-Training Survey “What Do I Know About Sexual Harassment” found in your handouts . . . 
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What do you know about sexual harassment in the workplace?

Please take a few minutes to answer the questions in the front of your training manual on the form labeled “Pre-training Survey”.

Allow approx. 5-7 minutes for participants to complete in silence.

Ask participants to volunteer responses.

Read answers to each question.  Limit discussion.
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Be Proactive

•

You are responsible for a working 

environment free from all forms of 

sexual harassment.

•

You must  be proactive in preventing 

sexual harassment. 
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Be Proactive		

You are responsible for a working environment free from all forms of sexual harassment.



You must  be proactive in preventing sexual harassment. 
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Emphasize Key Points:

As a supervisor you are responsible to make sure that your working environment is free from all forms of sexual harassment.

In addition to responding promptly and appropriately to all complaints, you must  be proactive in preventing sexual harassment.



Ask participants for examples of being proactive in preventing sexual harassment (e.g., being familiar with work spaces; regularly inspecting all areas of the work space; remove any objectionable items from the work area; be aware of and respond promptly to stop inappropriate jokes and other inappropriate behavior, etc).
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Time for a video . . .

Let’s Talk About It
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Time for a video . . .





Let’s Talk About It
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Introduce Vignette.

Do not move to the next slide until after the video is finished.

Vignette #7:  “Confronting the Perpetrator”

(Filename:  case_12.mov) 







image2.wmf



image3.png







oleObject1.bin



image1.png

A pennsylvania

OFFICE OF ADMINISTRATION









Let's TalkAbout It

Time for a video

@






image103.emf


Did the supervisor respond 

appropriately?



What did the supervisor do well?



What could have been handled 

differently?

Discussion Questions
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Did the supervisor respond appropriately?



What did the supervisor do well?



What could have been handled differently?



Discussion Questions
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Ask participants for specific behaviors that worked well.

What made them effective?



Ask participants for examples of ineffective or inappropriate responses.

What alternatives would be better?
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•

If you were faced with this 

situation what would you do?

Discussion Questions
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If you were faced with this situation what would you do?

Discussion Questions
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Summary

•

Sexual harassment is prohibited not only 

by commonwealth policy, but by State and 

Federal law.

•

Every commonwealth employee shares 

responsibility for ensuring that the 

workplace is free from all forms of sexual 

harassment.
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Summary

Sexual harassment is prohibited not only by commonwealth policy, but by State and Federal law.



Every commonwealth employee shares responsibility for ensuring that the workplace is free from all forms of sexual harassment.
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Review these points in summary.
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True or False?

1. Sexual harassment in the workplace is a 

form of workplace discrimination.

TRUE.

What Do You Know?
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•

If you believe that you are the victim of sexual 

harassment or are aware of sexual harassment 

in the workplace, you should immediately report 

it to any of the following:

– your supervisor

– someone in your direct line of supervision

– the agency equal opportunity manager/ 

specialist, HR officer or other designated 

official

Summary
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If you believe that you are the victim of sexual harassment or are aware of sexual harassment in the workplace, you should immediately report it to any of the following:



your supervisor

someone in your direct line of supervision

the agency equal opportunity manager/ specialist, HR officer or other designated official

Summary
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Emphasize this last point and be certain to include the specific information on who is designated in this agency to receive complaints.
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•

Your complaint will be taken seriously 

and will be investigated promptly and 

thoroughly.

•

When warranted, prompt and 

appropriate corrective action will be 

taken.

Summary
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Your complaint will be taken seriously and will be investigated promptly and thoroughly.



When warranted, prompt and appropriate corrective action will be taken.

Summary
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•

Managers and supervisors must 

ensure that every complaint is 

promptly, fairly and appropriately 

investigated. 

Summary
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Managers and supervisors must ensure that every complaint is promptly, fairly and appropriately investigated. 

Summary
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There are no exceptions to your responsibility.

Be sensitive to the possibility that the complainant may be more comfortable speaking with an EEO or Human Resources representative.

Report the complaint as required.

The supervisor must ensure that complaints are treated seriously and investigated appropriately (usually by EEO)
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•

Any employee who engages in    

or knowingly condones sexual 

harassment shall be subject to 

disciplinary action, up to and 

including dismissal.

Summary
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Any employee who engages in    or knowingly condones sexual harassment shall be subject to disciplinary action, up to and including dismissal.

Summary
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More Information

•

Agency EEO contact person 

<insert agency info>

•

OA, Bureau of Equal Employment 

Opportunity  717.783.1130
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More Information

Agency EEO contact person <insert agency info>



OA, Bureau of Equal Employment Opportunity  717.783.1130
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Insert specific agency information.
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True or False?

Sexual harassment in the workplace is a form of workplace discrimination.



	TRUE.

What Do You Know?
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Review Question and Answer

Limit Discussion (will discuss throughout the session).

Allow comment, don’t encourage discussion or decision about right or wrong answers.
Instead respond with “So, you believe … Bring that up when we get to …”
or “We’ll see how that’s addressed later on.”
Don’t promise that you will explain. Instead, let them own responsibility
for resurfacing unanswered questions. 
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True or False?

2. Sexual harassment is a violation of state 

and federal laws.

TRUE.  Sexual harassment is a violation 

of state law (PHRA) and federal law (Title 

VII).

What Do You Know?
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True or False?

Sexual harassment is a violation of state and federal laws.



	TRUE.  Sexual harassment is a violation of state law (PHRA) and federal law (Title VII).

What Do You Know?
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Review Question and Answer

Limit Discussion (will discuss throughout the session).
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True or False?

3. The commonwealth has a policy 

prohibiting sexual harassment that 

includes procedures on how to report 

harassment.

TRUE.

What Do You Know?
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True or False?

The commonwealth has a policy prohibiting sexual harassment that includes procedures on how to report harassment.



	TRUE.

What Do You Know?
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Review Question and Answer

Limit Discussion (will discuss throughout the session).
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What Do You Know?

The commonwealth’s policy on

sexual harassment is found in:

Executive Order 2002-4

“Prohibition of Sexual Harassment in the Commonwealth”

Management Directive 505.30

“Prohibition of Sexual Harassment in

Commonwealth Work Settings”
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What Do You Know?



The commonwealth’s policy on
sexual harassment is found in:



Executive Order 2002-4

“Prohibition of Sexual Harassment in the Commonwealth”


Management Directive 505.30
“Prohibition of Sexual Harassment in
  Commonwealth Work Settings”
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Review Question and Answer

Limit Discussion (will discuss throughout the session).
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True or False?

4. Any commonwealth employee 

who engages in or knowingly 

condones sexual harassment 

related to employment is subject 

to disciplinary action up to and 

including dismissal.

TRUE. 

What Do You Know?
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True or False?

Any commonwealth employee who engages in or knowingly condones sexual harassment related to employment is subject to disciplinary action up to and including dismissal.	

TRUE. 

What Do You Know?
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Review Question and Answer

Limit Discussion (will discuss throughout the session).

“Notice that engages refers to anybody who harasses, but the word condones means knowing and allowing.” 
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True or False?

5. If your intentions are good, your 

behavior cannot be considered 

sexual harassment.

FALSE.  A harasser’s intent is 

irrelevant.

What Do You Know?
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True or False?

If your intentions are good, your behavior cannot be considered sexual harassment.



	FALSE.  A harasser’s intent is irrelevant.

What Do You Know?
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Review Question and Answer.

Limit Discussion (will discuss throughout the session).
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True or False?

6. If everyone else is okay with a             

co-worker’s behavior, you should 

just accept it, even if it offends you.

FALSE. 

What Do You Know?
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True or False?

If everyone else is okay with a             co-worker’s behavior, you should just accept it, even if it offends you.



	 FALSE. 

What Do You Know?
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Review Question and Answer

Limit Discussion (will discuss throughout the session).





image1.png

A pennsylvania

OFFICE OF ADMINISTRATION









What Do You Know?

True or False?

6. Ifeveryone else is okay with a
co-worker's behavior, you should
just accept it, even f it offends you.

FALSE.





image14.emf
You have a right to object to offensive 

behavior no matter how many other 

co-workers find the behavior 

acceptable.

What Do You Know?
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	You have a right to object to offensive behavior no matter how many other co-workers find the behavior acceptable.

What Do You Know?
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Review Question and Answer

Limit Discussion (will discuss throughout the session).
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True or False?

7. Asking a co-worker for a date is       

not sexual harassment.

TRUE.

What Do You Know?
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True or False?

Asking a co-worker for a date is       not sexual harassment.



	TRUE.

What Do You Know?
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Review Question and Answer

Limit Discussion (will discuss throughout the session).
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True or False?

7. Asking a co-worker fora date is
notsexual harassment.

TRUE.
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Asking a co-worker for a date is not 

sexual harassment.  However, if you 

repeat the behavior after being told that 

your attention is unwanted, it could be 

considered or become sexual 

harassment.

What Do You Know?
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 	Asking a co-worker for a date is not sexual harassment.  However, if you repeat the behavior after being told that your attention is unwanted, it could be considered or become sexual harassment.

What Do You Know?
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Review Question and Answer

Limit Discussion (will discuss throughout the session).
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True or False?

8. If you ignore the behavior of sexual 

harassment, it will ultimately stop 

or go away.

FALSE.  Sexual harassment must 

be dealt with immediately.

What Do You Know?
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True or False?

If you ignore the behavior of sexual harassment, it will ultimately stop or go away.



	FALSE.  Sexual harassment must be dealt with immediately.

What Do You Know?
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Review Question and Answer

Limit Discussion (will discuss throughout the session).
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True or False?

9. It is not important to tell someone to 

stop unwanted behavior because it 

usually doesn’t do any good.

FALSE.

What Do You Know?
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True or False?

It is not important to tell someone to stop unwanted behavior because it usually doesn’t do any good.



	FALSE.

What Do You Know?
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Review Question and Answer

Limit Discussion (will discuss throughout the session).
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Telling someone that their behavior is 

unwanted or offensive is an important 

first step in stopping sexual 

harassment.  

What Do You Know?

1. Puts the person on notice

2. Gives them the opportunity to change
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	Telling someone that their behavior is unwanted or offensive is an important first step in stopping sexual harassment.  




What Do You Know?



Puts the person on notice

Gives them the opportunity to change
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Review Question and Answer

Ask, “How might you put them on notice?”

NOTE: Make it clear that it is not a required step to tell the perpetrator. If confronting the individual is in any way threatening just report the behavior. Supervisors cannot use the omission of this as an excuse not to act. 

Limit Discussion (will discuss throughout the session).
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True or False?

10. All employees share responsibility 

for ensuring that the workplace is 

free from all forms of sexual 

harassment.

TRUE.

What Do You Know?
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True or False?

All employees share responsibility for ensuring that the workplace is free from all forms of sexual harassment.



	TRUE.

What Do You Know?
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Review Question and Answer

Limit Discussion (will discuss throughout the session).
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True or False?

10.All employees share responsibility
for ensuring that the workplace is
free from all forms of sexual
harassment.

TRUE.
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True or False?

11. Men as well as women may be 

either the perpetrators or victims of 

sexual harassment.

TRUE.

What Do You Know?
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True or False?

Men as well as women may be either the perpetrators or victims of sexual harassment.



	TRUE.

What Do You Know?
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Review Question and Answer

Limit Discussion (will discuss throughout the session).
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True or False?

11.Men as well as women may be
either the perpetrators or victims of
sexual harassment.

TRUE.
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True or False?

12. Sexual harassment may include 

actions by members of the opposite 

sex as well as members of the 

employee’s own sex.

TRUE.

What Do You Know?
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True or False?

Sexual harassment may include actions by members of the opposite sex as well as members of the employee’s own sex.



	TRUE.

What Do You Know?
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Review Question and Answer

Limit Discussion (will discuss throughout the session).
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True or False?

13. Sexual harassment is only 

prohibited if it occurs in the 

workplace during working hours.

FALSE.

What Do You Know?
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True or False?

Sexual harassment is only prohibited if it occurs in the workplace during working hours.



	FALSE.

What Do You Know?
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Review Question and Answer

Limit Discussion (will discuss throughout the session).
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What Do You Know?

True or False?

13. Sexual harassment is only
prohibited if it occurs in the
workplace during working hours.

FALSE.
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Sexual harassment will not be 

tolerated in the workplace or in 

work-related settings no matter the 

time or place it occurs. 

What Do You Know?
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 	Sexual harassment will not be tolerated in the workplace or in work-related settings no matter the time or place it occurs. 

What Do You Know?
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Review Question and Answer

Allow comments and let participants express their view.

If participants express questions that require more information then offered during the presentation, refer them to appropriate agency EEO Officer. 

Clarify that, though an incident may occur outside of work related settings, it can then be sexual harassment.
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True or False?

14. Sexual harassment complaints 

must be in writing before an 

investigation will be initiated.

FALSE.

What Do You Know?
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True or False?

Sexual harassment complaints must be in writing before an investigation will be initiated.



	FALSE.

What Do You Know?
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Review Question and Answer

Limit Discussion (will discuss throughout the session).
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Sexual harassment complaints

do not have to be in writing before an 

investigation is initiated.  All allegations of 

sexual harassment will be investigated in a 

prompt and as confidential a manner as 

possible.

What Do You Know?
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  Sexual harassment complaints
do not have to be in writing before an investigation is initiated.  All allegations of sexual harassment will be investigated in a prompt and as confidential a manner as possible.

What Do You Know?
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Review Question and Answer

Click again to highlight and emphasize.

Limit Discussion (will discuss throughout the session).
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True or False?

15. Commonwealth policy prohibits any form 

of retaliation against an employee who 

complains of sexual harassment or who 

cooperates in the investigation of a 

sexual harassment complaint.

TRUE.

What Do You Know?
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True or False?

Commonwealth policy prohibits any form of retaliation against an employee who complains of sexual harassment or who cooperates in the investigation of a sexual harassment complaint.



	TRUE.

What Do You Know?
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Review Question and Answer

Limit Discussion (will discuss throughout the session).
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Sexual Harassment is Discrimination

Sexual harassment is one form of sex 

discrimination and is prohibited by:



Title VII of the Civil Rights Act 



Pennsylvania Human Relations Act



Commonwealth Policy

(Executive Order 2002-4 and

Management Directive 505.30).
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Sexual Harassment is Discrimination

	Sexual harassment is one form of sex discrimination and is prohibited by:



Title VII of the Civil Rights Act 


Pennsylvania Human Relations Act


Commonwealth Policy
     (Executive Order 2002-4 and
       Management Directive 505.30).
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Review points on the slide.

Emphasize Key Points:  

Federal Law, State Law and Commonwealth policy each prohibit sexual harassment.

Title VII and the PHRA make it unlawful for an employer to refuse to hire, discharge or otherwise discriminate against a person on the basis of sex with respect to terms and conditions of employment.  

Sexual harassment in the workplace is one form of unlawful sex-based discrimination.
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Sexual harassment is unwelcome 

sexual advances, requests for 

sexual favors, and/or other verbal, 

visual or physical conduct of a 

sexual nature where:

What is Sexual Harassment?
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	Sexual harassment is unwelcome sexual advances, requests for sexual favors, and/or other verbal, visual or physical conduct of a sexual nature where:

What is Sexual Harassment? 
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Read the definition verbatim.

Emphasize Key Points:

“unwelcome” sexual conduct

Discuss the concept of unwelcome vs. voluntary
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What is Sexual Harassment?

a.

Submission to or rejection of such 
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What is Sexual Harassment? 
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Submission to or rejection of 
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Submission to or rejection of such conduct by an individual is used as a basis for employment decisions affecting that individual; or

	Sexual harassment is unwelcome
sexual advances, requests for
sexual favors, and/or other verbal,
visual or physical conduct of a
sexual nature where:
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Read the definition verbatim.

Emphasize Key Points:  

“basis for employment decisions”
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effect of unreasonably interfering 

with an individual’s work 

performance or creating an 

intimidating, hostile, or offensive 

working environment.

Sexual harassment is unwelcome

sexual advances, requests for

sexual favors, and/or other verbal,

visual or physical conduct of a

sexual nature where:


Microsoft_PowerPoint_Slide31.sldx
What is Sexual Harassment? 


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

	Sexual harassment is unwelcome
sexual advances, requests for
sexual favors, and/or other verbal,
visual or physical conduct of a
sexual nature where:
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Read the definition verbatim.

Emphasize Key Points:  

Unreasonably interferes with work performance;

Creates an intimidating, hostile, or offensive working environment.
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a female subordinate.

• Harassment by co-workers based on 

a “hostile work environment.”
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Harassment by a male supervisor of a female subordinate.



Harassment by co-workers based on a “hostile work environment.”
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Review traditional examples of sexual harassment.
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The definition of sexual harassment 

has evolved over the years. It now 

includes… 



Harassment by a female supervisor of 

a male subordinate;



Harassment by a supervisor of the 

same sex as the subordinate;

Definition of Sexual Harassment
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Harassment by a supervisor of the same sex as the subordinate;

Definition of Sexual Harassment
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Review each example of sexual harassment.
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The definition of sexual harassment 
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Definition of Sexual Harassment
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  The definition of sexual harassment has evolved over the years. It now includes… 

Harassment of employees by non-employees, such as clients, contractors, vendors, etc.



Harassment based on a supervisor’s consensual relationship with another employee.

Definition of Sexual Harassment
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Review each example of sexual harassment.

Likewise inappropriate behavior of an employee towards contractors or their representatives is a violation of the policy.

 

 

With the second ask, “What might this look like? How might it be harmful?” A supervisor’s relationship with another employee is not necessarily sexual harassment but may be.
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

Unwelcome suggestive, sexually 
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What Behavior May Be Harassing?
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Unwelcome suggestive, sexually explicit or obscene letters, notes,
emails or invitations.

What Behavior May Be Harassing?
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Language from Management Directive 505.30 (w/ addition of “e-mail”).

Review Key points:

Sexual Harassment behavior falls into four main categories:  written, verbal, visual and physical.  However, this is not an exhaustive list of behaviors that may constitute sexual harassment.

Behavior can be blatant or subtle.

“Unwelcome” is an element in each category of behavior.

Ask participants for other examples.
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 Derogatory, sexually explicit or offensive 

comments, epithets, slurs or jokes;

 inappropriate comments about an individual’s body 

or sexual activities;

 repeated unwelcome propositions or

sexual flirtations;

 direct or subtle pressure or repeated unwelcome 

requests for dates or sexual activities.

• Verbal

What Behavior May Be Harassing?
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Derogatory, sexually explicit or offensive comments, epithets, slurs or jokes;


inappropriate comments about an individual’s body or sexual activities;


repeated unwelcome propositions or
sexual flirtations;


direct or subtle pressure or repeated unwelcome requests for dates or sexual activities.

 Verbal

What Behavior May Be Harassing?
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Language from Management Directive.

Review Key points:

Behavior can be blatant or subtle.

“Unwelcome” is an element in each category of behavior.

Discuss differences in cultures regarding appropriate compliments, for example:

	“That is a nice outfit” vs. “That outfit really shows off your body.”

Ask participants for other examples.
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 Sexually oriented gestures, display of 

sexually suggestive or derogatory objects, 

pictures, cartoons, posters or drawings.

 Looking a person up and down (“elevator 

eyes”).

• Visual

What Behavior May Be Harassing?
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Sexually oriented gestures, display of sexually suggestive or derogatory objects, pictures, cartoons, posters or drawings.


Looking a person up and down (“elevator eyes”).

Visual

What Behavior May Be Harassing?
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This language is from Management Directive.

Review Key points:

Behavior can be blatant or subtle.

“Unwelcome” is an element in each category of behavior.

Work settings on Commonwealth property are subject to these policies. Individuals do not have a “right” to modify or decorate as they see fit.

Ask participants for other examples.
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 Impeding or blocking movements, 

touching, patting, pinching, or any other 

unnecessary or unwanted physical contact.

 Touching an employee’s hair, clothing or 

body.

 Brushing up against a person.

• Physical

What Behavior May Be Harassing?
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Impeding or blocking movements, touching, patting, pinching, or any other unnecessary or unwanted physical contact.


Touching an employee’s hair, clothing or body.


Brushing up against a person.

Physical

What Behavior May Be Harassing?
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Language from Management Directive.

Review Key points:

Behavior can be blatant or subtle.

“Unwelcome” is an element in each category of behavior.

Ask participants for other examples.
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Two Types

1.

Quid Pro Quo

2. Hostile Environment
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	Quid Pro Quo
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Introduce two types of Sexual Harassment.

Paraphrase both – not a definition but a second stab at immediate understanding. 

“Quid Pro Quo, or Promise in exchange for Favor, or I’ll do this if you do that.”

“Hostile Environment  - A hostile work environment is one in which unwelcome conduct of a sexual nature creates an uncomfortable work environment for some employees. Examples of this conduct include sexually explicit talk, sexually provocative photographs, foul or hostile language or inappropriate touching. 

“Let’s look at more specific definitions.” 
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Classic Examples:

•

Occurs when an employee’s 

submission to or rejection of 

unwelcome sexual advances or 

conduct is used as the basis for an 

employment decision affecting that 

employee.

Quid Pro Quo
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Occurs when an employee’s submission to or rejection of unwelcome sexual advances or conduct is used as the basis for an employment decision affecting that employee.

	Quid Pro Quo
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Quid Pro Quo:  Latin for “something for something” or “this for that”

Emphasize Key points:

  behavior must be unwelcome and 

  focus is on supervisor’s actions.
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Quid Pro Quo

Classic Examples:

•

“If you want a promotion, you must 

sleep with me.”

•

“If you do not want to be disciplined 

for being late and missing work, you 

must go out on a date with me.”
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	Quid Pro Quo





Classic Examples:


“If you want a promotion, you must sleep with me.”



“If you do not want to be disciplined for being late and missing work, you must go out on a date with me.”
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Review examples of Quid Pro Quo sexual harassment.
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Time for a video . . .

Let’s Talk About It
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Time for a video . . .





Let’s Talk About It
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Introduce the video vignette.

Do not move to the next slide until after the video is finished.

Vignette #1:  “Demanding Supervisor”

(Filename:  case_09.mov) 
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Discussion Questions



What parts of this situation might be 

sexual harassment? 



If it is not sexual harassment, what 

would have to happen to make it 

sexual harassment?
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Discussion Questions

What parts of this situation might be sexual harassment? 



If it is not sexual harassment, what would have to happen to make it sexual harassment?
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Ask the class and wait.
Paraphrase the question and wait.
Specify the question with “Some people may say this is not sexual harassment. Why not?” 

Encourage volunteers to address each question.

Go to the next slide after a few minutes of discussing the questions.

Emphasize Key Points:

Example of sexual harassment.  

Supervisor is making the secretary’s submission to a sexual advance the basis for an employment decision (promotion).  

The behavior is unwelcome.
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

commonwealth policy requires? If you 

were faced with this situation, what 

would you do?



What do you think the commonwealth 

policy requires?

Discussion Questions
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What do you think the commonwealth policy requires?

Discussion Questions
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Ask the class and wait.
Paraphrase the question and wait. “If you were the character in
this work setting, what would you do?” 

Encourage volunteers to address each question.

Reinforce responses that support the course objectives. 

Go to the next slide after a few minutes of discussing the questions.
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