Conditions of Self-Monitored Training for

Rehberger, John P

This training 1s intended to benefit you, the learner, by delivering the necessary skills and
knowledge to enhance yvour performance in today's dynamic workplace. Therefore, all
responses to test questions should be provided by vou. This is not an open book exam.
If vou make less than a successful score you may retake the training and tests as
needed,

Do you agree to the following?

All responses to test questions will be provided solely by me.
I will neither seek nor receive any assistance, written or oral, for my responses.

I acknowledge that I am the person listed on this page.

Yes Mo
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Workplace Harassment for Supervisors and Managers @

Goal: To create and maintain a work environment that discourages harassment

Table of Contents Progress & Tests

To startthe course from the beginning, select the Begir
select any active topic link. To view your progress or take a

To hegin a topic,

Course Owersiew
Harassment in the Workplace
The Makinos of 2 Hostile Environment
Harassment of Employees by Supervisors
Dealing with Harassment
Encouraning a Harassment-free Environment

mManaging a Harassment Complaint

LN I

‘- Take the Tour " ' — CEE%}Q@ ‘
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Course Overview

Linlawful workplace harassment is a form of
discrimination that involves harassment of an
employee - verbally, physically, or both -
hecause ofthat person's race, color, religian,
national arigin, gender, disahility, age, or other
legally protected characteristic.

16
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Course Overview

Linlawful workplace harassment is a form of
dizcrimination that involves harassment of an
emplovee - verbally, physically, or both -
hecause of that person's race, color, religion,
national arigin, gender, disahility, age, or other
legally protected characteristic.

While all forms of harassment are offensive,
these protected characteristics are key to
determining whether the harassment is just
rude and thoughtless, or against the law.

173

Race, color, religion, national origin,

gender, disability, age, or other
legally protected characterisfic
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Course Overview

= Exit. 7 Help
L_J

The law specifies thatworkplace harassmentis
unlawful when it involves a protected
characteristic and the conduct itzelf either

» creates a hostile work environment, or

® results in atangible change in an
emplovee's work status

Select each condition for more information.

The conduct of others creates a hostile work
environiment for sameone when the canductis
Lrwelcome and sufficiently severe or periasive
to make it difficult far that person to continue
wirking in the same environment,

* S

244
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Course Overview

The law specifies thatworkplace harassmentis
unlawdful when it involves a protected
characteristic and the conduct itzelf either

® creates a hostile work environment, or

* resultsin atangible change in an
emploves's work status

Select each condition for maore information.

L

.

[fa supervisar's harassing conduct results in a
change inan employvee's employment status ar
henefits, the conduct is considered unlawiful
workplace harassment. Far example, if a
superdsor demaotes, fires, or fails to promote an
employee because ofthis person's membership
in a protected group, this is likely to be
considered atangible change in employiment
status.

S

204




skillsbf

Course Overview

\u“ y A

The law also prohibits employers from

retaliating against emplovees wha report
I discrimination and harassment or who

paticipate in investigations of this unlawful

hehaviar.
o —
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Course Overview !

»  Exit D HElE

- WY
This course will help yau to recognize warkplace
harassment so thatyou can ensure you don't !’
engade itin personally, and take steps to ,r
prevent it ifyou see it happening amang yaur
coworkers. Also, as a supendsor, wau may
receive complaints or guestions about
harassment from your employees.

= © 0@ |
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Course Overview

i
This course will help you to recognize workplace l' l
harassment sothat you can ensure you don't
endage itin personally, and take steps to
prevent it ifyou see it happening amang yaur
cowarkers, Also, 35 8 SUREMSOr, yoLu may
receive complaints or gquestions about
harassment from your emplovees

Being able to recognize and prevent workplace
harassment will protect you and your

organization, and make for a happier and more
productive waorkplace.

4
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Harassment in the Workplace

ENTR R EN T

: |
Lesson Pre-test L

HMame: Rehberger, John P

To start the test, select the Begin Test button.

Harassment in the Workplace
The Makings of 2 Hostile Environment

Harassment of Employees by Supendsors

|_Begin Test | | Skip Test |

Current Course Score:

Pre-test Highest Current
Score Score Score
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Harassment in the Workplace Lesszon Pre-test [/
—
Question
James is an African-American war veteran whao was injured in the (" Yes, because the manager is heing racist and acts in a
line of duty and is now confined to a wheelchair. He works as a discriminatory way because of James's impairment

weh site content developer and his manager often makes
disparaging remarks about the guality of his wark. The manager

has also had to speak to James sbout his frequent tardiness and (" Mo, because the manager speaks to James about his
violations of the company's dress code. work performance, not his race or disability
Would this be considered unlawful harassment? Mo, because James is a veteran, which is not a protected

characteristic

(" “es, because James should be given some leeway due
1o his disahility

Choose the correct option and then select Done.

Done

| Status | | Answer Later |

————
|

1a/2 - @
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Harassment in the Workplace Lesszon Pre-test | 'E'
Question
Augustine iz a 45-year old refugee from an Eastern European  “esg, because the harassmentis aimed at Augustine's
country. Her manager calls everyone by an “identifying” nickname, country of origin

including her. He does this hecause he thinks it makes evervone
feel welcome. He coins the nicknarme "Babushka" for her,

hecause ofthe brightly colored scarves she wears on her head 7 Mo, because the manager calls everyone by a nickname
as part of her traditional dress in Eastern Europe.

' Mo, because the derogatory comments are not meant
Is this an example of unlawful harassment? maliciously

 es, because the manager is discriminating against
Augustine because of her age and her status as a
reflees

Choose the carrect option and then select Done.

Done

| Status | | Answer Later |
|

b2 @




skillsbf Cumnt) (2 telp)

Harassment in the Workplace Lesson Pre-test | _|__|“TI
Question
Which two examples of supervisory actions may be construed as [ Failing to promaote an employee as & result of her
tangible employment actions? urwillingness to work overtime due to family

commitments

[T Changing an employee's title from "fareman” to "team
lead" without changes in benefits or job duties, after the
employee complains of racial harassment

[T Fiting an employee as a result of a complaint he made
about unlawful harassment

[ Fiting an employee because he won't corvertto a
particular religion

Choose maore than one option and then select Done. To deselect
an option, choose it a secand time.

Done

| Status | | Answer Later |

"-—“-!__—_"
|
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Harassment in the Workplace

| Topic: The Makings of a Hostile Emvironment

You have taken a test for this topic.
Your Current Score i 0%

Learning Objective:
After completing this topic, you should be able to

® recoghize when conduct in the workplace constitutes unlawful harassment

This topic covers the following points:

& Linlawful harassment
® Hostile environment
& Summary

Topic Type: Instruction Duration: 20 minutes
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The Makings of a Hostile Environment

Linlawful waorkplace harassment can damange
peaple's lives and seriously affectyvour
husiness. But howy can you prevent it from
happening?

@ =
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The Makings of a Hostile Environment

LInlawfiul workplace harassment can damane
people's lives and seriously affect your
husiness. But how canyau prevent it fram
happening?

The first step is to make sure you understand
what workplace harassmentis. Ifyou can
recognize when it's happening - ar pick up
wWarning signs that it may happen - you can take
steps to stop it hefore it hecomes a problem.

| o




skillsbfr

The Makings of a Hostile Environment

.
A

The law protects people against discrimination
an the hasis of certain characteristics.

[f someone in the workplace is an the receiving
end of unwelcome conduct invalving one of
these pratected characteristics, it may he
considered unlawful harassment.

‘ @ f 2020
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'.l.'.l.';E-“-a-l-(-i.l-'lgS ﬁf-a Hostile Enuirunmer?t

The law protects people against discrimination
an the hasis of certain characteristics

[fsomeone in the workplace is on the receiving
end of unwelcome conduct involving one of
these protected characteristics, it may he
considered unlawful harassment

[fthe umwelcome conductisn't based on a
protected characteristic, it may not be illegal.
This doesn't mean it's acceptable in the
wiorkplace, though, as many employers have
anti-harassment policies that cover hehaviar that
is rude and offensive, regardless of whether it's
specifically prohibited by law. For nowe, e will
focus on unlawful harassment to ensure you
understand the minimum expectations of
conduct set by the law:
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fhe Makings of a Hostile Environment

320

FPeople's actions and the context in which their
actions occur help determine whether workplace
harassment is unlawful.

You need to be clear aboutwhere to setthe limit
sovyou can guide and infarm your employvees
about inappropriate hehaviar, ensure fair
treatment, and protect your company against
litigation.
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The Makings of a Hostile Environment

Consider this situation. Andrew works in a call center far a large
insurance company. He's a devout Jehovah's Withess. He's very
discreet, but his colleagues seem to dislike him for his religious
affiliation. Faollow along as he discusses what's been happening at
wiark.

Skip

Az part of my faith, | don't celehrate Christmas. This seems to
annoy my colleagues. They often say huful things when they
know | can hear them, like "Those people have ruined
Christmas - we can't even have a tree in the office.”

Lastweek, management alloved those of us who don't have
customer-related duties to leave early for the lang holiday
weekend. Our managerwas onvacation and after the
announcement was made, several colleagues came up to me
and told me | couldn't leave, hecause it's not "nmy holiday " Then
they told me to handle all their phone calls while they were
gone or they'd report me to HRI

We worl in the call center and someone has to be there to take
the calls, sol couldn't leave. | was the anly one in the office until
G:00 pom.when the next shift arrived.

-End-

@ 000
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The Makings of a Hostile Environment

Cuestion

Do wau think the behavior of Andrew's colleagues is
against the law?

= es, because their hehavior discriminates
against Andrew based on his religion

Mo, because Andreve is 8 Cadcasian male and
g isn't legally protected from harassment

Choose the correct option and then select Done.

_Done

| Elr:?l:l - Lasd
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The Makings of a Hostile Environment

|

Title %Il of the Civil Rights Act identifies the
characteristics it's illegal to use to discriminate

against people in the workplace. One ofthese is
religion.

@0

Civil Rights Act
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The Makings of a Hostile Environment

i

Title ¥l of the Civil Rights Act identifies the
characteristics it's illegal to use to discriminate

against people in the workplace. One of these is
religion.

Sowhen colleagues harass Andrew based on
his religion, they are engaging in unlawful
harassment.
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Iﬁ"'r'ﬁe Makihgs of a Hostile Environment i

Question

YWhich ather characteristics do you think it's unlawful to use as the Economic status
hasis for discriminating against athers?

Age

Disability

Sex ar gender

Face, color, or national arigin

B B B B O @

Feople's dress

@ 90 (0@
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The Makings of a Hostile Environment

»  Exit 2 HElE_

=

Inthe United States, race, colar, national arigin,
sex, age, religian, and disability are federally
protected characteristics.

arz0
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The ﬁﬂﬁkiﬁgs of a Hostile Enuirunmeﬁt

In the United States, race, colar, national arigin,
sex, age, religion, and dizability are federally
protected characteristics

In addition to the protections in federal laws,
some state and local laws also protect an
employee's sexual arientation, marital status,
palitical affiliation, or status as a parent.

You should familiarize yourself with your state
and local laws soyou're sure which categories
are legally protected invour area.
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The Makings of a Hostile Environment

Inthe United States, race, colar, national arigin,
sex, ade, religion, and disability are federally
protected characteristics.

In addition ta the protections in faderal laws,
some state and local laws also protect an
employee's sexual orientation, marital status,
palitical affiliation, or status as a parent.

You should familiarize yoursel with your state
and local lavws sovou're sure which categories
are legally protected in your area.

And make sure you know your own company's
palicy, which may set higher standards of
conduct than those specifically required by [amy,

2520
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= Ezit | |7 Help |
The Makings of a Hostile Environment

|E|

Youve learned that harassment can be unlawful
ifit's based on protected characteristics. But
does this mean that any thoughtless comment

to an employee about a protected characteristic
is harassment?

r-

w’
| /20 -
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The Makings of a Hostile Environment '_:_'
| | |

Youve learned that harassment can be unlawful
ifit's based on protected characteristics. But
does this mean that any thoughtless comment
o an employee about a protected characteristic
is harassment?

Mo it doesnt.

Farconductto be considered harassment, it
needs to create what is known as a hostile work
emvironment for the person on the receiving end
ofthe conduct.

5B ' @ Lo Q |
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The Makings of a Hostile Environment

Conduct toward another emplovee is said to
create a hostile work environment for that
employee if it's

* umwelcome, and

® Severe or pervasive

Select each condition for further explanation and
examples.

Lrmwielcome conduct is behavior that makes an
emplovee uncomfotable in any way.

In Andrew's case, his colleagues' comments
single hirm out, make him feel uncomfartatble,
and are clearly unwelcome.

10420
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The Makings of a Hostile Environment

Conduct toward another emplovee is said to
create a hostile work environment for that
employee if it's

® ynwelcome, and

* SEVErR OF pervasive

Select each condition for further explanation and
examples.

Examples of severe conductinclude physical
vinlence, threats, or any situation where an
employee becames fearful for his ar her safety.
Inthese cases, a sindle umaelcome incident is
enough to create a hostile environment.

If less severe forms of harassment accur an
several occasions or several employvees are the
perpetrators, the harassment would be
considered pervasive.

I Andresw's case, the fact that several
employees harass him on more than one
occasion is probably pervasive enough to make
his warking environment hostile.

10620 @ @ @
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The Makings of a Hostile Environment

(s Exit | (2 Help

2|

[fa personwho is the target of inappropriate
conduct makes it known thatthe conduct is

Urwealcarme, and the offender stops the hehavior,

then the conduct is unlikely to be considered
perrasive, Onthe other hand, ifthe offender
continues his or her conduct despite the
recipient's ohjections, the conduct will be
considered pervasive.

11720
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The Makings of a Hostile Environment

»  Exit 2 HElE_

=

Ifa person who is the target of inappropriate
conduct makes it known thatthe conduct is
Lumwelcome, and the offender stops the hehawiar,
then the conductis unlikely to be considered
perdasive. On the other hand, ifthe offender
continues his or her conduct despite the
recipient's objections, the conduct will he
considered pervasive

A single unwelcome incident is unlikely to be
interpreted as creating a hostile environment
unless the incident is very severe.

420
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The Makings of a Hostile Environment i
||

Rachel, Henry, and Linda have experienced
unpleasantness atwork.

Canyou spot the potential unlawful harassment
inthe examples that follow? First, you'll find out
more ahout Rachel's situation.

12620
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The Makings of a Hostile Environment

Fachel, Henry, and Linda have experienced
unpleasantness atwork

Canyou spot the potential unlawful harassment
inthe examples that follow? First, you'll find out
| more about Rachel's situation

"most of my coworkers are male, and | often hear
them telling dirty jokes right outside my office.
They alsa frequently comment about the length
of ry skirt or go out of theirway to compliment
my legs.”

12420
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The ll.-ll;:kings uf:Hustile Environment

asitis, |want to find wark somewhere glse”

Fachel, Henry, and Linda have experienced
unpleasantness atwork,

Canyou spot the potential unlawful harassment
inthe examples that follow? First, you'll find out
more ahaout Rachel's situation,

"Most of my coworkers are male, and | often hear
them telling dirty jokes right outside my office.
They also freguently comment about the length
of my skirt or go out of theirway to compliment
iy legs "

"Ie askedthem to stop, butitjust makes it
wiorse. ITitweren't for them, I'd love my job, but

1220
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T

Do wou think the conduct Rachel experienced
constitutes unlawful harassment?

Get Feedback

Not likehy ‘Not sure




The Makings of a Hostile Environment

|

Henm's manader is consistently rude to
evenyone. Considerwhat she says and Henn's
response to her attitude.

T @ @ @ |




The Makings of a Hostile Environment '_:_'

Henm's manader is consistently rude to
evenyone. Considerwhat she says and Henn's
response to her attitude.

"“You're lazy; otherwise this would have been
completed yesterday! Ive never had to work with
such idiots, Can'tyou get anything right?"

| e @ Lo |
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The Makings of a Hostile Environment _E,_!

Henm's manader is consistently rude to
everyone, Considerwhat she says and Henry's
response to her attitude.

"You're lazy; otherwizse this would have been
completed vesterday! Ive never had to work with
such idiots. Can'tyou get anything right’?"

"Iy manager is consistently rude. She barely
greets anyone in the office and when she does
speakto us, it's generally to complain that we
don't look professional enough or that our work
isnt up to standard. | just don't look forward to a
day atthe office anymaoare "

T ® | © @ |
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The Makings of a Hostile Environment

»  Exit 2 HElE_

|_:!

What about Henn's example, inwhich his
manager is consistently rude to employees?
Do waou think that constitutes unlawful
harazzment?

- Ratewhether ar not you think Henny's
experience is of unlawful harassment and then
‘gelectthe Get Feedback button.

Get Feedback
& ) ®
Likehy Mot likehy Hot sure
1520 ' = @
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The Making=s of a Hostile Environment i

Fude or ohnoxious managers arwork
colleagues can make anyone unhappy. But
unless the harassment is aimed at
characteristics of a protected group, is
urmwelcome, and is severe or pervasive, it's not
againstthe [aw.
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The Makings of a Hostile Environment |_|l’||

Linda and Arlene are checking productivity scores an the team's 3 ; , —
maotivation board. Follow along and consider ifwhat occurs is LI T e s R ER AN BTN L e ere
unlawful harassment. Arlene:  Yeah Take that Grandrmal Ive finally outpaced you,

Linda:  Well wou hetter weatch out, vou swhippersnapper! I'm
going to kick it into high gear and get back on top!

-End-

Skip
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The Makings of a Hostile Environment

o Exit | [z Help |

In Linda's case, her colleague Arlene made a
patentially unwelcome remark about Linda's
age. Howewer, Linda clearly didn't take offense to
it. In fact, Linda shot backwith a response that
reflected the friendly competitiveness amaong the
team members. Thus, this would not be
considered harassment.

1220
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The Makings of a Hostile Environment

Cuestions

AS 3 sUpenvisar or manager for yaur campany, you are expected to
dealwith unlawful harassment when you notice it 5o vou can take
action to prevent a hastile work environment for any of your

employees. The first step is to he able to recognize swhat unlawful
harassment is.

@ e —F @ (QUQ |
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The ll.-ll;:kings uf:Hustile Environment

Question

Maria, a 28-yvear old Mexican woman, works as a sales consultant Mo, because the comments are not severe, even though
atyour firm. She tells you that her cowarkers have heen using they're directed at Maria on the basis of protected
racially derogatory language toward her, as well as making jokes characteristics

at her expense. She's ignored her coworkers as much as

passihle, hut once burst into tears in front ofthem. The cowaorkers

didn't apologize and continue to mock her and her nationality. Mo, because her coworkers' hehavior doesn't
compromise Maria's waorl

|5 this an example of unlawful harassment?

O Yeg, because the comments and jokes are targeted at
haria's race and national arigin, and the incidents keep
occurring even though it's clear that they upset Maria

 Yes, because her coworkers continued to harass her after
she hurstinto tears

‘® e e T S




skillsMfr GoEi) (Ghein)

The Makings of a Hostile Environment \

Cuestion
Mark is a 30-year old Caucasian male. His female supervisar Mo, because his superisor has not threatened to fire or
frequently touches his arm when talking to hirm and makes demate Mark if he doesn't provide sexual favors

suggestive comments. Mark says he has never flited with his

supemvisar and is feeling wvery uncomfortable ahout this treatment.

He has come toyou for help. i Mo, because Mark is hoth white and male, 50 he's not a
member of a protected aroup

|5 this an example of unlawul harassment?

 es, because the comments constitute sexual
harassment and ocour frequently

= “es, because the supervisoris in a position of power

=] = n
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The Makings of a Hostile Environment

1Qe20

Question

Andrea, a 45-year old Caucasian woman works as a messenger
foryour company. A member of the office team once called her an
idiotwhen she failed to deliver an urgent message.

Is this an example of unlawful harassment?

Mo, hecause Andrea failed to carry out her duties carrectly

Mo, because the conduct was not directed at a protected
characteristic

Yes, because Andrea falls within two protected groups -
age and gender

Yes, hecause the coworker made a derogatory remark to
awarman

)
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The Makings of a Hostile Environment | [l

| Summany

Discrimination based on an employee's race, colar, hational
arigin, sex, disahility, ane, ar religion is unlawful. Some states
alsoinclude sexual arientation, marital status, political
affiliation, and status as a parent as protected characteristics.

llegal workplace harassment occurs when coworkers ar
managers discriminate against an emplovee hased on a
protected characteristic, and the conduct is unwelcome and
either severe or pemnasive.

@ Job Aid

Access the job aid Unlawful Harassment for a reminder of the
protected characteristics and what constitutes unlawful
harazssment in the workplace.

20620
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The Makings of a Hostile Environment | [l

| Summany

Discrimination based on an employee's race, colar, hational
arigin, sex, disahility, ane, ar religion is unlawful. Some states
alsoinclude sexual arientation, marital status, political
affiliation, and status as a parent as protected characteristics.

llegal workplace harassment occurs when coworkers ar
managers discriminate against an emplovee hased on a
protected characteristic, and the conduct is unwelcome and
either severe or pemnasive.

@ Job Aid

Access the job aid Unlawful Harassment for a reminder of the
protected characteristics and what constitutes unlawful
harazssment in the workplace.

20620
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Harassmerﬁ of Emﬁluyees.h}r- Superﬁisurs

i

I r g i)

74
= J ‘ .
Az amanager, your actions atwaork represent your company
as awhole. This is based on the authaority you have as a
manager and the fact that your conduct is considered an
extension ofthe operations ofthe company. Butthis also
; means that any misconduct on yvour part reflects on the entire
i

arganization, and can leave the company an the hook for the
misconduct.

L Inlegal terms, this is knowwn as vicarious liability.

M4 - @ @ Q |
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Harassment of Employees by Supervisors

Consider this situation.

Martina is the editor for a large wehb-hased retail
store. Marina expects Jose, a Latino male, to
hawe coffes waiting for her on her desk every
marning. A couple of weeks ago, Jose
complained to his supemisar Jim about the
situation.
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' Harassment of Employees by Supervisors

Consider this situation

Martina is the editor for a large web-hased retail
store. Martina expects Jose, a Latino male, to
hawe coffes waiting for her on her desk every
maorning. A couple of weeks ago, Jose
complained to his supemisar Jim about the
situation.

“Jim, why is itthat | have to make and bring
Martina her coffee every day and nobody else
has to Mot only is it demeaning to me, but
everyone's making fun of me and calling me the
"coffee guy” They say that because I'm from
Colombia | must really know my coffee beans!

-

M4
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i-larassmerrt of Employees by Supervisors

214

Consider this situation.

Martina is the editor for a large web-based retail
store. Martina expects Jose, a Latino male, to
have coffes waiting for her on her desk every
maorning. A couple ofweeks ago, Jose
complained to his superisar Jim about the
situation.

“Jim, web s it that | have to make and bring
Martina her coffee every day and nobody else
has to? Mot anly is it demeaning to me, but
everyone's making fun of me and calling me the
"coffee guy" They say that because I'm from
Colombia | must really know my coffee heans!”

"Jose, you should he flattered! Martina told me
that nohody else understands how to make
coffee like & Colombian, and that's why she
weants you to make it for her. And hey, don't forget
about that promaotion you applied for, If | were
vou, I'd just make the coffee and stop
camplaining about it. "

-

- -
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rHarassment of Employees by Supervisors

A few davs later, Jose overheard Martina joking
with someone about having her "persanal
harista" deliver her coffee every day.

T maa
‘@ M4
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' Harassment of Employees by Supervisors

A few davs later, Jose overheard Marting joking
with someone about having her "personal
harista" deliver her coffee every day.

Josewent straight to Jim to file a harassment
claim and to refuse to continue delivering the
coffea.

. .._‘ N \ -'.I.”:|I|ill ..ll ||I \ | |
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Harassment of Employees by Supervisors

A fewy davs later, Jose overheard Martina joking
with someone about having her"personal
harista" deliver her coffee every day.

Josewent straight to Jim to file a harassment
claim and to refuse to continue delivering the
coffea,

The next day, Jose received an e-mail from Jim
telling him that he would not get the promotion
that he had heen working for.

® @ Q|
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Harassment of Employees by Supervisors L

company would be held liable for Martina and

[fJose filed & harassment claim, how likely is it
that the company would be liable for Marina
and Jim's actions?

Indicate how likely you think it would be that the

Jim's actions. Then select the Get Feedback
button to learn more.

Get Feedhack

] ] o
Likehs Hot likehr Hot sure
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Harassment of Employees by Supervisors |_Ei_|

But what if Martina and Jim were simply
cowarkers of Jose, and the situation didn't
imvolve 3 promotion?

Would the company still be liable for Maring and
Jim's harassment of Jose overthe coffee
situation?

a4
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Harassment of Employees by Supervisors

To answer this gquestion, you need to
understand a little moare about vicarious liakility.
The law pravides specific guidelines for
determining who is considered a supenidsor ar
manager in a potential case of harassment. This
depends on

» the person's role, and
® the affected emploveer's perception

Select each factor for more information about it.

.

Individuals gualify as supenisors if they can
make decisions that directly impact employees'
employment status - for example, hiring, firing,
pramaoting, or demating. They also gualify if they
assign employees' day-to-day work, even ifthey
can't make decisions that could impact the
employees' wark status.

Howwever, individuals who simply relay wark

instructions from a manager to anather

employee and report back to that manager are

not considered supemisars. Also, someane who

directs only a fesy tasks - for example, by

coordinating work on a paricular project - is not
L considered a supenisor under the law.

814
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Harassment of Employees by Supervisors

To answer this gquestion, you need to
understand a little moare about vicarious liakility.
The law pravides specific guidelines for
determining who is considered a supenidsor ar
manager in a potential case of harassment. This
depends on

® the person's role, and
* the affected employee's perception

Select each factor for more information about it.

|
[fan emplovees reasonahbly believes that an
individual has supenisary autharity, an employer
may be subject to vicarious liability for
harassment by a supervisor even ifthat
individual doesn't actually have supervisony
authority over the employvee.

814
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Harassment of Employees by Supervisors

Question

Suppose Madina was a senior sub-editor for the
web-based retail store who pravides performance
appraisals and makes recommendations for
pramaotion, but doesn't make the final decision on whao
is prormoted.

Would she still be considered Jose's supervisor ar
manager?y

Mo

& Yes

Choose the correct option and then select Done.

Done

| C 74




Ir_Harassment'uf Employees by Supervisors

‘Question
Andwhat about Jim? Suppose he was a team lead

who handed out daily assighments to the team. Would
he still he regarded as Jose's supernisar?

0 Yes

0 MNo

R

| 0@ | 90
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Harassment of Employees by Supervisors

Toavoid liability for harassment by superisors, an employer
must show that it took reasonahble care to prevent
harassment and to deal with it effectively if it accurred. The
employer must also show that the wictim failed to make use of
the company's preventative or corrective measures, such as
utilizing the complaint procedure, to alertthe company to the
harassment problem.

Butthere are situations where the company's efforts cant
protect it from liahility for 2 supendsor's harassment. Linder
the law, a company is always responsible when a supervisor
takes atangible employiment action against an employee
that is connected with harassment.

Harassment policy

Tangible employment action
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Harassment of Employees by Supervisors 'Ex’__@

Atanoible emplovment action involves a
sighificant negative change to a person's
employiment status, Examples of
harassment-related actions by a manager could
include refusing to promote an emplovee who
winlld not perform sexual favors requested by
the manager, orfiring an employvee in retaliation
for reporing the manager's racial harassment to
HF.

Other actions in this category include
reassigning an emplovee to a less desirable
pasition, reducing henefits, orwithhalding
resources that the employvee needs in order to
perform his or her job.

1051 @ @ |
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Harassment of Employees by Supervisors

(s Exit | (2 Help

2|

Cuestion

Do wou think Jose's situation would be considered to
hawve resulted in a tangible employment action?

Mo

T Yes

Choose the carrect option and then select Done.

Done

11814
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Harassment of Employees by Supervisors

= Ezit | |7 Help |

Harassment that results in a tanaihble
employiment action is padicularly serious
hecause it's an ahuse of the power a manager
has over an employee.

1214

@®
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Harassment of Employees by Supervisors

Harassment that results in a tanaoihle
emploviment action is particularly serious
hecause it's an abhuse ofthe power a manager
has over an employee

If supervisors ar managers abuse their power by
harassing an employee, or making his ar her job
status contingent on ignoring harassment atthe
hands of others, it may put the employee in the
difficult position of having to tolerate the behavior
out of fear of what refusal ar reporing it might
hring.

12414
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i-larassment of Employees by Supervisors

1214

Cuestion

Which situations do you think illustrate harassment that results in
a tannible employment action?

-

Reassigning a al0-vear old employee from full- to
par-time status at her request for feswer hiours, with no
change in duties ar hase salary, but a change in henefits
hecause of her new status

Reassigning an emplovee to a lower-status position after
she camplains that her coworkers are harassing her
hecause she's excused from working on Saturdays due to
religious reasons

Firing an employee who refuses to cut his hairin order to
adhere to a restaurant's dress code, which is based an
food safety regulations

Demaoting an employees who filed a complaint with HR that
he was passed over for a promotion due to his race

) @ @ ‘
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Harassment of Employees by Supervisors | [

| Summanry

Emplovers are subject to vicarious liahility for unlawiul
supendsar harassment if the harassment results in tangible
employment actions againstthe harassed employees.

Tanaible employment actions are any actions that negatively
affect emplovees' pay, henefits, or ability to perform their jobs
effectively.

@ Job aid

Access the job aid Tangible Emplovment Action to review the
trpes of actions that constitute tangible employment actions and
=0 May B¥pose companies to vicarious liability in workplace
harassment cases.

14014
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- T |
Harassment in the Workplace Lesszon Test o
Question
Which two examples of supervisory actions constitute tangible [ Huriliating an employvee in front of a custarmer by calling
employiment actions? the employvee useless

[T Terminating an employee because she complains about
continuing derogatory comiments her manager makes
about her physical disability

[ Failing to promote an employvee because she's famale

[ Firing a female employee whao fails to perdorm her job
satisfactorily

Choose maore than one option and then select Done. To deselect
an option, choose it a second time.

Done

| Status | | Answer Later |

—‘ﬂ-r
|
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Harassment in the Workplace

»  Exit 2 HElE_

Lesson Test [§1Es|

Ciuestion

James is an African-American war veteran who was injured in the
line of duty and is now confined to a wheelchair. He works as a
weh site content developer and his manager often makes
disparaging remarks about the guality of his woark. The manader
has also had to speakto James about his frequent tardiness and
violations of the company's dress code.

Would this be considered unlawful harassment?

Choose the correct option and then select Done.

Done

Yes, hecause the manageris being racist and acts in a
discriminatory way hecause of James's impairment

Mo, because James is aweteran, which is not a protected
characteristic

Mo, because the manager speaks to James about his
watk performance, not his race ar disahility

Yes, hecause James should be given some leeway due
1o his disahility

| Status |

| Answer Later |

@
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Harassment in the Workplace

(s Exit | (2 Help

Lesson Test [ L& f

Ciuestion

Augustine iz a 45-year old refugee from an Eastern European
country. Her manager calls everyone by an “identifyving” nickname,
including her. He does this hecause he thinks it makes evervone
feel welcome. He coins the nicknarme "Babushka" for her,
hecause of the brightly colored scarves she wears on her head
as part of her traditional dress in Eastern Europe.

Is this an example of unlawful harassment?

Choose the carrect option and then select Done.

Done

Mo, hecause the derogatory comments are not meant
maliciously

Mo, because the manager calls evervone by @ nickname

Yes, because the harassmentis aimed at Augustine's
country of arigin

Yes, hecause the manager is discriminating against
Augustine because of her age and her status as a
reflees

| Status

| Answer Later |

2bf2
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Dealing with Harassment

| Topic: Encouraging a Harassment-free Environment

You have not taken a test for this topic.
Learning Objectives:
After completing this topic, you should be able to

& proactively deal with harassment before it escalates into a complaint

® recoghize your role in creating a culture of respect and a work environment where
harazzment iz not tolerated

This topic covers the following points:

® Creating & respectiul environment

& Proactive management of harassment
® Proactively dealing with harassment
& Summany

Topic Type: RolePlay Duration: 23 minutes
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.I-Ent:uuraging a Harassment-free Environment

.

AS A manager or supervisor, you have the
responsibilieto ensure vour employees can do
their johs in an environment free fram
harassment.

Butyou also have awonhderful opportunity to set
| thetone invourworkplace. Your actions and
aftitudes filter down to those vou manage.

You're in a position to model the respectiul types
of behaviors and conduct vour company expects.
And by doing this, you encourage employees to
dothe same.
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Iént:uuragiing a.I.-.Iarassmerr.t.-.free.Enﬁirunmeﬁ-t

Consider this scenario.

Yioletis a manager of a small team at her
COMpany.

Cne day, she overhears someone in a group of
people make a comment about Linda, another
emploves in her group.

"“veah, some of Us are maore "hip" than Grandma
over there
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Encouraging a Harazssment-free Environment 'E'

Yiolet immediately intervenes.

222 @ @ @ |
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‘.Encuuraging a Harassment-free Environment

Yiolet immediately intervenes.

"I knowe you're joking, but some people might not
appreciate being joked about in that way. | knowy |
wolldn't. Let's remember - we're all a team and

we need to respect each other

222
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' Encouraging a Harassment-free Environment

What doyau think the team's reaction will be to
Yiolet's intervention?

Get Feedback

® o

They'll think twice before
repeating such
comments

They'll ignore the
comments and continue
the hehavior

They'll target Linda even
maore

90 | Q0@
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Encouraging a Harassment-free Environment

»  Exit 2 HElE

|_:!

Yiolet's staterment to her team demonstrates her
persanal commitment to respect of others and
her intolerance of disrespectfil comments, no
matter how innocently they are intended.

Y




Encouraging a Harazsment-free Environment | [

Because of your position, employees notice and
respond to your actions.

2n a daily basis, your own actions and
hehaviors model the type of behavior you expect
from your employees.

o @®®|
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Encouraging a Harazssment-free Environment

T2

Follow along as Joel, one of Violet's team members, withesses
Marcel giving & new employee a hard time.

il

Skip

Hey four eyves, are you hlind? That's not the way we do
things around here Why don'tyou cleanyaur glasses
and try to get it richt.

Hey Marcel, can | talk to you for a minute?
eah, Joel, what do you want?

Come on Marcel. Give the guy a break. It's his first day
anthe jok. | ket ifyou took a few minutes to explain
hiowy to oo it, he'd appreciate it a lot more.

-End-

Mext Page

® ©
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Encouraging a Harazsment-free Environment

Whenyvou model respectiul conduct and
encourage it inyvour employees, your emplovees
will respect differences and feel empaowerad to

challenge others to protect the harassment-free
nature of their wark environment.

W ——
| -
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Encouraging a Harazsment-free Environment

Whenvou model respectill conduct and
encaurage it invour employees, your employees
will respect differences and feel empowerad to
challenge others to protect the harassment-free
nature of their warlk environment.

By modeling respectiul conduct, you also make it
easier for employees to caome forward when they
do have complaints.
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Encouraging a Harassment-free Environment

When yvou model respectil conduct and
encourage it inyour employees, your emplovees
will respect differences and feel empowered to
challenge others to protect the harassment-free
nature of their work enviranment.

By modeling respectiul conduct, you also make it
easier for employees to caome forward when they
do have complaints.

By creating a respectful environment, you can
reduce or prevent incidents of harassment.

Bize

Incidents of
harassment
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 Encouraging a Harassment-free Environment

[t's also important to make sure that employvees
are farmniliar with and understand your company's
harassment policy.

- This helps to ensure that employvees know what
is expected ofthem, as well as what to da if they
e¥perience or ohserve harassment.

Harassment policy
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Encouraging a Harazsment-free Environment |E|
Afew days after Violet intervened to stop team members making 3 ; i , ’ : S
disparaging remarks about Linda's age, Linda comes by her office. L E:quheélrilnrg ?r:gbaabhclﬂthr?g:r?tﬁ:a”?r'utfj%tgge?rg:;hplpegiﬁ tfﬁeaﬂ'af
Follow along as she discusses her concerns about her colleagues’ office are treating rme. Mayhe I'm just being too
BenavdaliVIciE] sensitive, | just don't know.

Yiolet:  I'm sorny to hearyou're feeling upset Linda. | take that
very seriously. And | dont think you're being silly
coming to me - want you to feel safe and supported
here. Ifthere's something that's bothering you, |want
to know about it and | want to help.

Linda:  Thanks Winlet. t's such a reliefto be able to talk abhout
this.

-End-

Skip
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Encouraging a Harazsment-free Environment

Yiolet's attitude helps her emplovees feel
comfortable and maore confident about coming to
het far help ifthey experience harassment.

| o
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Encouraging a Harassment-free Environment

(oo Exit ] [z Help]

Yiolet's attitude helps her emplovees feel
comfortable and more confident about coming to
her for help ifthey experience harassment

Her attitude and actions create a"safe" work
ervironment - one inwhich employees feel
secUre, knowing that she won't tolerate
harassment of any type and will listen if they
hiring issues to her attention.

|@ - @ | © O|
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.Encuuraging a Harassment-free Environment

L bnit) (. Hetp)

Yiolet's attitude helps her employees feel
comfortakle and more confident about coming to
her for help ifthey experience harassment.

Her attitude and actions create a "safe" work
ervironment - one inwhich employvees feel
secure, knowing that she won'ttolerate
harassment of any type and will listen it they
biring issues to her attention.

Clearly thoungh, Yiolet knows there's a situation
hreswing that she'll have to deal with more
directly.

T B gy B & @ @ O ‘
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' Encouraging a Harassment-free Environment

Question

YWhich four examples represent responsible behaviar by a
supendsar or manager which creates an environment where
harassment isn't tolerated?

12822

- Making it clearyou expect an attitude oftolerance and

mutual respect in the workplace

Making sure employvees know they're welcome to
approach yvou if they're experiencing harassment

Frohikiting employvees from telling jokes or sharing
personal stories while at work

Mever speaking in a derogatory manner about an
employee's racial backaround or other protected
characteristics

Explaining your company's harassment paolicy to
employees
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Encouraging a Harassmerﬁ-free Environment

»  Exit 2 HElE_

|_:i
e

Aswelve discussed, 3 manager's immediate
response to an employee's harassing conduct
can keep the situation from escalating into a
much larger prohlem.

| T @ @ @ |
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Encouraging a Harazsment-free Environment

To deal proactively with any incident of harassing
hehavior, you need to

® gealwith the incident guickly and as soon as
possible after its occurrence

® cpeaktothe employvee who's responsible for
the behavior in private

® cpecify the problematic behavior and explain
wehy it could be considered harassment, and

® ain a commitment from the employee that it
win't happen again

1. Deal with incidents quickly v’
2. Speak in private V/

3. Specify problem behavior — explain why it could be v
considered harassment

4. Gain commitment that it won't happen again v’
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Encouraging a Harazssment-free Environment

Consider this example. Suppose that during a meeting, Violet

notices that Arlene makes a disparaging comment about Linda's
age. Fallow along as she deals with the situation atthe end afthe
meeting. Arlene:

Winlet:

vinlet:

Arlene:
vinlet:

Arlene:
vinlet:

Skip

1522

®©
i}
™

Arlene could you stay behind please? | need & word
wyith o,

Sure Vialet. What can [ do foryou?

Ciaring the meeting, you made that remark to Linda
about old dogs learning new tricks. | don't think she
appreciated that.

She knows [was only Kidding!

Actually, making disparaging comments about
someone's age could be seen as harassment.
Iragine if everyone teased her about her age.

Chl ' sarey. | didn't realize.

| understand, hut please keep this in mind in the
future.

-End-
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iFEnt:uuraging a Harassment-free Environment |

Ciuestion

In Wiolet's corwversation with Arlene, which actions did she take to [T She spoke to Atlene privately
deal proactively with potential harassment?

[T She specified the behavior and explained why it could be
harassment

[T She obtained a commitment that the behavior wouldn't
happen again

[T She dealtwith the situation a5 soon as possible

@ ER—E 9@ @0
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Encouraging a Harassment-free Environment |E|

Mext yvou'll have a chance to apply what you'se

learned by handling a situation invalving your

team and an emplovee youve just hired, Gabriel
I Kozimbo.
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I.Ent:uurag;i.ng a.i-larassmerr-t-_fr.ee-Ién;irunme;li @J
ou have just intrn_duced Gabriel toyvour team. Follow along as the R Hi Gabriel, good to have you on the tearm, Atyour
team welcomes him. height, you're bound to give us a new perspective on

things. You must be at least 6' 77
Gabriel:  Hi Cudis. Yes | guess I'm somewhere around there.,

Mikeki: ['we never heard the surmame Kozimbo hefore?
Where does it originate.

Gahriel:  Actually, I'm from Kenya.

Lili: Ch, wou know wehiat they say ahout Africa . its main
exports are drums and dictators.

-End-

Skip

| I B P ' 2@ | @ O‘
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Encouraging a Harassment-free Environment

»  Exit 2 HElE_

Which ofthe team's comments do you think
cauld he considered discriminatory and
therefore a precursar to unlawful harassment?
Could it be

» the comment about Gahriel's height

# the question ahoutthe arigin of Gahriel's
surname, or

#® the joke about drums and dictators

Select each comment to find out whether it might
he considered discriminatony.

Commenting on how tall someone is doesn't
necessarily constitute unlawtul harassment
hecause heightis not 3 protected cateqaory.
Howewer, ifthe height were due to a medical
condition, it could be considered discriminatary.

Each situation has to be taken in context. In this
case, the comment is not likely to be considered
discriminatory. Remember, though, that Gahriel
could be sensitive to his height and might not
appreciate people commenting on it. You might
want to observe yaur team's future interaction
with Gabriel in this regard.

10
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Encouraging a Harazssment-free Environment

|

Wihich ofthe team's comments do you think
could he considered discriminatory and
therefore a precursar to unlawfll harassment?
Could it be

® the comment about Gahriel's height

* the question ahoutthe arigin of Gahriel's
surname, or

# the joke about drums and dictators

Select each comment to find outwhether it might
he considered discriminatary.

Asking guestions about the origins of Gahriel's
surname isn't a form of harassment - it shows
curinsity, rather than animosity, toward Gabriel's
national arigin.

Here, Mikki's tone and demeanor were friendly,
g0 in this context the question was clearly not
intended to harass Gabriel.

10622 O":" @
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Encouraging a Harazsment-free Environment | [

Which ofthe team's comments do you think
could be considered discriminatony and
therefare a precursor to unlawful harassment?
Could it he

& the comment about Gahriel's height

® the gquestion ahout the arigin of Gabriel's
surname, ar

P the joke about drums and dictators

select each comment to find outwhether it might
be considered discriminatorny.

This camment is clearly offensive. Lili is
Bxpressing negative stereotypes ahout Gabriel's
ancestry, This is precisely the type of comment -
innocent or otherwise - that could be considered
harassment hecause itfocuses on and
disparages Gabriel's national origin.

10522
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Encouraging a Harazsment-free Environment

Since Lili's comment clearly has the potential to
he considered discriminatory, after introducing
Gahriel, wou call Lili aside and askto speak with
her privately in your office.

@ 20122 @ @
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Encouraging a Harazsment-free Environment

Since Lili's comment clearly has the potential to
he considered discriminatory, after introducing
Gahriel, wou call Lili aside and askto speak with
her privately in your office.

@ 20122 @ @




Encouraging a Harazsment-free Environment

RolePlay

0 Yes. | didn't like the joke vou made ahout Aftican people. It
wasn't funny to me at all.

 Yes. I'n concerned about the joke you made about
Gahbriel's national origin. Making jokes about someone's
nationality can be construed as harassment and could
create a stressful, unfriendly environment for Gahriel.

0 Yes. You were way out of line, Lili. I'm not pleased with
vour behaviar at all. | expected mare from you.

"“You wanted ta talk ta me™

Select each answer choice to explore responses and feedhack.

| Exit RolePlay | Continue

- — | ol ._‘J I
RaleFlay
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Encouraging a Harazssment-free Environment 'E'

RolePlay

0 I'm sure you'll be more sensitive in the future.

T

Well you have. You were very insensitive.

' sure you can apologize and make it up to him. But can |
count onyau not to make any similar jokes in the future??

"I really hope | haven't hurt Gabriel's feelings ”

Select each answer choice to explore responses and feedback.

Exit RolePlay Continue

RalePlay @ @
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Iént:uuragiing a.I.-.Iarassmerr.t.-.free.Enﬁirunmeﬁ-t

RolePlay

"Thanks for bringing this up with me. I'm really sorry it happened
and it won't happen again”

|_Exit RolePlay__|

| Continue |
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Encouraging a Harazsment-free Environment L=

RolePlay

RolePlay Summary
You explared the following content attributes:

® phtaining & commitment that it won't happen again

& cuplaining why the hehavior was offensive and could be
considered harassment

Select Try Again to re-enter the RolePlay from the bedinning, or
select the Hext Page button to continue the course.

Ty Again

i3 ©® @0
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Encouraging a Harassment-free Environment

= Exit | {7 Help |

.El

| Summany

Az a manager, it's vour responsibility to refrain from unlawful
harassmentyourself and to model the respectiul conduct yau
expect from your employees. You should also make sure that
employees are familiar with vour company's harassment
policy, cultivate an environment in which employees feel
secure, and encourage employees to respect diferences and
challenge the harassing behaviar of others.

T —
| 22022 -
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Dealing with Harazssment

» Exit 7 Help

&

| Topic: Managing a Harassment Complaint

You have not taken a test for this topic.
Learning Obhjectives:
After completing this topic, you should he ahle to

® recoghize the appropriate action to take when an emplovee brings a harassment
complaint to your attention

& jdentify appropriate actions to take ifyou are notified that an emplovee has lodged
a harassment complaint with the EEQC

This topic covers the following points:

® [nternal complaints
® Futernal complaints procedure
* Summary

Topic Type: Instruction Duration: 14 mimntes

Skip Topic »

w
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Managing a Harassment Complaint

Fallowing the strategies weve discussed so far
to promote a harassment-free workplace makes
it much less likely that harassment will be a
problem foryou and your employees. However, it
isn't a guarantee that harassment will never
OCecur

Thanks to your efforts to promote a respectiul
wiork enwironment, if harassment does happen,
vour employees will feel comfortable coming to
vou for help. Mote that you may also receive a
complaint fram an employee who is not your
direct report, but who doesn't feel comfortable
discussing the matter with his or her managet.

Mo [et's explore howe to respond to & complaint.
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Managing a Harassment Complaint

The first step in ensuring you propetly handle a
harassment complaint is being familiar with your
company's anti-harassment policy. The policy
will explain your role as a manager in the
complaint process.

The complaint handling procedure may vary for
different companies, but it should include farmal
record-keeping methods, a commitment ta
confidentiality, and prompt action.

214
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:.Managing a Harasement Complaint

Jeffrey comes to Winlet's office to discuss a problem he's having with

his supervisar, Graham. Follow along as Yiolet handles the
camplaint of racial harassment Jeffrey makes.

214

Skip

Jeffrey:

Yiolet:

Jeffrey:

Jeffrey:
Violet:

I'mm really not sure wehere to begin..it's about Graham.
He's been sending me racist e-mails.

Qb nal Jeffrey, I'm glad you've come to me. We take
harassment very seriously in our arganization. Can
vou explain what happened a hit more?

He's been sending me e-mail jokes about Indian
people that | find really offensive. When | asked him to
stop, he just sent more!

| understand. That's very serious, Qur compan's
palicy says that | should take this to HE. They'll need
copies of those e-mails from Graham so they can
look inta this further. Do you still have copies?

ez Il forward the e-mails to you, ifthat's OK?

Yeg, that's fine. 'l speakto HRE as soon as | receive
them. HE will reviesy the e-mails and will getin tauch
with Graham to investigate further. They may wish to
speak with you directly, as well. Il keep you informed
ofthe progress. Flease let me knove immediately if
wou feel Graharm is trying to get hack atyou for coming
to me. We daon't tolerate retaliation of any kind.

-End-

) @ @ ‘
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Managing a Harassmenmt Complaint

Yiolet handles the complaint excellently. This scenatio
ilustrates whatvou should doif an employee approaches
vou with @ harassment complaint:

* keep an open mind

& follow the procedures inyaur company's policy, and

® treatthe emplovee with respect and take the complaint

& setioushy
Select each action vou should take far an example of how it's
done.
3 F il
o 78
Even if you don't trust the complainant or feel that the '{\\;':‘:"\h:x.-

camplainant is overreacting, you should listen carefully and
- without judagment to what the person has to say.
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Managing a Harassment Complaint

Yiolet handles the complaint excellently. This scenario
ilustrates whatvou should doif an emplovee approaches
vou with a harassment complaint:

® Lkeep an open mind

® followe the procedures inyaur compamy's policy, and

® treatthe emplovee with respect and take the complaint
seriouslhy

‘Select each action you should take for an example of how it's

done.

lnlu |

[t's important to follow any procedures outlined inyour
company's policy for handling a harassment camplaint.

© These generally include procedures for keeping records of
the complaint, keeping the complaint confidential within
reason, and acting gquickly to address the complaint.

Most policies also require that you notife your Human
Resources Department of the complaint so it gets handled
properly.
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Managing a Harassment Complaint

© Violet handles the camplaint excellently. This scenario
illustrates what vou should doif an employee approaches
wou with a harassment complaint:
® Lkeep an open mind

& follow the procedures inyour company's policy, and

* treat the emploves with respect and take the complaint
setiously

You need totake all complaints seriously, even ifyou doubt

| whatthe complainant tells vou is true. Treating people with

~ respect should he the goal of all interactions with your
employees.

“.lh
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Managing a Harassment Complaint

» HE > HE_lE

IElI

"Perhaps you shouldn't mention your
religion anymore.”

[fan emploves approaches you with a
harassment complaint, you should he careful
natto blame the complainant for the situation

’ Sometimes, statements advising victims to
change the way they do things, to avaid the
situation in the future, could be misconstrued as
‘hlaming" even thaough not intended that weay.

L A

————————
514 e

"Maybe if you tried to dress more youthfully,
people wouldn't notice that you're older.”




skillsMfr Cobit) (Zfien)

Managing a Harassment Complaint LQJ
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[t's also critical thatyou don't tolerate or engane

' in any retaliation against the employee for Dnn't tﬂle'rate r&ta[iatiun

- making the complaint.
/
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Managing a Harassment Complaint | LEJ

Question
Suppose an employee comes to you with a complaint that she's [T Listen to her, assuring her that you take the complaint very
heen harassed since bringing her girlfriend to an office function. SEriouSly

She says that she's received sexually explicit e-mails and that

colleagues have helittled her since the event.

[T Withhold ary judgrments you might have about the
employee's lifestyle

As her manager, what should you do?

[T Gothrough the company's policy with her, explaining how
wall'll fallow the procedure

[T Suggestthat, inthe future, she refrains from bringing her
girlfriend to functions to prevent this response

[T Assure herthat she will suffer no negative repercussions
and ask her to repont retaliation arising from her
complaint

[T Tell herthat sexual orientation is not a protected categaory
inyour state

— B gmy B g ) @ 0 @ ‘
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Managing a Harassment Complaint

An employes who feels he or she is the victim of
harassment can file a complaint with &
dovernmental agency, such as the federal Equal
Employment Cpportunity Commission (EEQC
for short), or a similar state agency

This often happens when an emplovee is
unable to find a resolution within the companmy.

Yol should be aware, though, that an employee
is not reguired to seek an internal resolution
hefare filing an external complaint.

‘ @ 514
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Managing a Harassment Complaint @_J

HR
Department

As a manager, the most important thing to
remmember is that you should repart any external
complaints that vou hecome aware of ta wour
company's HE Depadment immediately. Also,
save all correspondence related to the complaint
and provide itto HR.

[t's wital that you don't attempt to handle the
complaint on your own - always seek help fram
HE oryour company's legal counsel.
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Although you wion't play the leading role in
dealing with a camplaint made to the EEOC, it's
Lseful to knows about the typical steps in the
EECQC's complaint resolution process.

‘Select each step in an EEOC response to a
QTI“EE:E of harassment for more information
~ahout it

F

When an employee files a complaint with the
EEQC, the EEQC will open an investigation of
the charge.

The first step usually invalves inviting the
employee, known as the "complainant' and the
campany representative to sit down together with

an EEQC mediatar to attermpt to resalve the
issue.

| @ T qoMa
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Managing a Harassment Complaint

Although you won't play the leading rale in
dealing with a camplaint made to the EEOC, it's
Lseful to knows about the typical steps in the
EECQC's complaint resolution process.

Select each step in an EEQC response to a
charge of harassment for more infarmation
ahout it.

L —

%

[fthe mediation isn't successful, ar either party
declines to mediate the claim, the EEQC will

| continue its investigation. The next stage typically :

imiolves the EEQC requesting further informatian
frorm the complainant and the emplover,
interviewing people with knowledge of the
situation, and reviewing relevant documents.

It's recommended thatyou retain all records
relating to the issues under investioation,
including electronic records.

The EEOC's goal atthis point is to determine
whether it believes harassment has occurred.
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= Decision not to pursue 1 =1 Decision to pursue

£a) e

javascript:callSwitch()

il
™

®®O|




skillsf

Managing a Harassment Complaint

» Exit 7 HElE
I

Although you won't play the leading rale in
dealing with a complaint made to the EEQC, it's
uzeful to know about the typical steps inthe
EECQC's complaint resolution process.

Select each step in an EEQC responseto a
charge of harassment for maore infarmation
ahout it.

—

If, after its investigation, the EEOC decides notto
pursue the matter on behalf of the complainant,

| thizisn'ta conclusive determination that
harassment has not accurred.

Instead, the EEQC will issue a "right to sue"
letter, which will allow the complainant to file an
independent lawsuitif he ar she o0 chooses.

Generally a complainant cannot file an
independent lawsuit based on harassment
without first obtaining a "right to sue" letter from
the EEQC.
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Managing a Harassment Complaint

Although you swion't play the leading role in
dealing with a complaint made to the EEOC, it's
Lseful to know about the typical steps in the
EEQC's complaint resolution process.

‘Select each step in an EEOC response to a
‘charge of harassment for more infarmation
aboutit

[fthe EEQC concludes that harassment has

occurred, itwill issue a "letter of determination”
| and begin the process of conciliation.

"  Further investigation

Y — v

Dwring conciliation, the EEOC will work with the

complainant and the employer o negotiate a ¥
5

remedy far the harassment. o ;

e E

If conciliation isn't successiul, the EECC may file | : J

a lawsuit on hehalf of the complainant, or it may : :

issue a"rightto sue" letter so the complainant : - :
can pursue an independent lawsuit. El

n ‘- — |

=1 Decision not to pursue

g E ) CoMa

.java scrptcallSwitch()

E

PR
'\ﬁ.ﬁ.‘&t‘iﬁ\ﬁa
Q

et

Decision to pursue




skillsMt Coat) (o tein)
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Dwring an EEOQC investigation, HR may request that vou
respond to questions, padicipate in interdews, and produce
any documents that relate to the emplovee's complaint

You may also be asked to padicipate in the mediation or
conciliation discussions. Often the company's legal counsel
will be imvolved in preparing the company's response to the
EECQC and will represent the company at mediation and
conciliation meetings

It's impaortant to work with HR during this process and avoid
contactwith the complainant or EEQC representatives without
the knowledoe of HR and the company's counsel.

_ 11114
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Managing a Harassment Complaint

At any time during the EEQC's investigation or
conciliation process, the emplovee and the

employer may agree on a settlement to resalve
the matter, which would close the EEQC's case.

Even if the matter is ultimately resolved in the
company's favar, remember that an emplovee's
protection against retaliation extends to the
external complaint process. As a manager, you
must be sure not to endgage in retaliation and

report any retaliatory actions vou may ohsene to
HRE immediately.

&) i =
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',Managing a Harassment Complaint "

Question
Suppose ane of your emplovees has filed a charge of age-hased [T “ou ensure thatyou don't retaliate or allow anyone else to
harassment against you with the EEOC and vou've just received a retaliate against the complainant
formal natice ofthis.
; [T “ourespond to the charge inwriting only after
mmm@ procedures should you follow to handle the matter at consultation with the HF Department and corporate

employiment counsel, explaining your position

[T “ou know thatthe charge was a misunderstanding, so
vou don't respond to it

T “ouapproach the employee and try to persuade him that
itwas notyour intention to harass him

=] oo B
' @ C o124 e @ @ @
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Managing a Harassment Complaint | B4

| Summany

Ifan employee comes to yol with a harassment complaint,
always keep an open mind, follow the procedures in your
company's anti-harassment policy, listen carefully, and take
the complaint serioushy. Use care not to blame the emplovee
forwhat happened, and avoid retaliation.

YWhen an external complaint about harassment is made, report
the complaint to HRE immediately, avoid contact with the
complainant or EEQC representatives without the knowledoe
of HR and waour company's counsel, and ensure that yau dont
retaliate ar allow: anyone else to retaliate against the
complainant.

& Follow-on Activity

Access the follow-on activity Company Harassment Policy to
help yau familiarize yourselfwith your company's harassment
palicy.

@ j
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Dealing with Harassment Lesson Test [

Case Study

You manage a diverse creative team at an adverdising agency.
Some members ofthe team have started creating caricatures of
their colleagues and posting them in the rest area. Some of the
caricatures focus on characteristics like race and religion, and
others focus on eccentricities in style of dress.

Some members tend to tell a lot of sexist and racist jokes. You've
also heard members ofthe team teasing colleagues for not heing
adventurous enough to join them for skydiving and hiking trips on
the weekends.

Angwer the questions in order to testvour knowledge of dealing
with the harassment befare it escalates into a complaint.

Luestion ) |Questiong

| Status | | Answer Later |
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Dealing with Harassment

Ciuestion

YWhich two situations mustyou address to prevent unlawful [T Racially offensive jokes

harassment?

[T Caricatures that focus on characteristics of people's
dress

[T Teasing about not being adventurous enough

Caricatures that focus on racial or religious
characteristics

Choose more than one option and then select Done. Ta deselect

an option, choose it a second time.

| Review Case Study | | Done |

ENTR R EN T

Lesson Test
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| = Esit | |2 Help |

Lesson Test

Ciuestion

You notice a designer, Siman, put up an imaoe of his coworker,
Alice, on the notice board. The image shows Alice naked. You
take down the imade and askto speak to Siman privately inyour
office.

What three things should you say to Simon to ensure this conduct
doesn't continue?

Choose maore than one option and then select Done. To deselect
an option, choose it a second time.

"I need your promise that you will not create and post a
drawing like this again”

"ou're wasting caompany time and maney, upsetting
people wwhen you should be working on the campaian
instead.”

"Posting images like that is a farm of harassment that
makes the work ervironment uncomfortable for people.
We're all responsible forthe atmosphere in our
department”

"I'm sure Alice would be upset if she knew about this.
Irmagine how embarrassing itwould be for her to face the
rest of the team.”

"“Wormen dont like to have images of themselves naked
put up in public. Ifyau're gaing to do this again, make sure
it's not aworman.”

[

—

Review Case Study Done

| Status | | Answer Later |
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Question
YWhat three actions should vou take ifyvou are notified that a T Reportthe external complaint to HR immediately

harassment charge has been filed with the EEQC against you by
one of your employees?
[T Place the complainant on suspension until the case is
finalized

[T Don'tretaliate or allow anyone else to retaliste against the
complainant

I Shred all documents relating to the complaint
irnmediately

™ Awoid contact with the complainant or EEQC
representatives without the knowledae of HR and yaur
company's counsel

Choose more than one option and then select Done. To deselect
an option, choose it a second time.

Done

| Status | | Answer Later |

—-—'-H-,F

javascript:callSwitch()




skillshfr

Dealing with Harassment

| Exit | [z Help |

Les=son Test

Guestion

Ahuslim emplovee comes to vou with a complaint that taa of her
colleagues are trving daily to corvert her to Christianity.

Which three actions should yvou take to deal with the complaint?

Choose maore than one option and then select Done, To deselect
an option, choose it a secand time.

Done

Explain to her that these colleagues mean well and ask
her to be more tolerant of ather religions in the workplace

Ensure thatyou don't suggest she encouraged this
treattment in amy way

Explain that you take the complaint seriously and ask
guestions soyou can really listen to what she has to say

Explain that her cowarkers may treat her badly when they
find out she came toyou, but that she should "stay strong®
since it should all blove over once HR investigates

Take the steps autlined inyaur company palicy and
reassure her that vou will deal with the issue gquickly

]

—

| Status | | Answer Later |
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Dealing with Harassment Lesson Test . | [
Question
In what ways could you create a workplace inwhich harassment [T Ensure all emplovees are familiar with the company's
isn'ttolerated, therehy fulfilling your responsihilities as a harassment policy and that they know they can carme to
Supemisor or manager? wou to report harassment ifthey experience it

[T Tellyour employees that because they all know that
harassment shouldn't he happening atwork, you don't
want to hear any complaints

[T Askyouremployees to dress respectfully so they don't
invite sexual harassment

[T Treatall emplovees with respect and lead by example
with your owen conduct

Choose more than one option and then select Done. To deselect
an option, choose it a second time.

Done

| Status | | Answer Later |
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