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Module One: Getting Started 

Welcome to the Workplace Harassment workshop. Workplace 

Harassment can be based on a variety of factors that differ from 

one person to another, such as race, sex, and disability. 

This course will give you the tools necessary to recognize 

harassment in the workplace as well understand your rights and 

responsibilities under the law. It will also touch on safety in the 

workplace, which is in of itself a very important item in any 

organization. 

Three main actions constitute harassment: 

1. When someone is doing something to you to make you uneasy. 

2. When someone is saying something to you to make you feel uneasy. 

3. When someone knowingly puts your life at risk in some way. 

 

Workshop Objectives 

Research has consistently demonstrated that when clear goals are associated 

with learning, the learning occurs more easily and rapidly. With that in mind, 

let’s review our goals for today. 

By the end of this workshop, you should be able to: 

• Identify the words and actions that constitute harassment. 

• Understand what the law says about harassment. 

• Implement anti-harassment policies. 

• Educate employees and develop anti-harassment policies. 

• Discuss employer and employee’s rights and responsibilities. 

I have a dream that my four little children 

will one day live in a nation where they will 

not be judged by the color of their skin but by 

the content of their character. 

Dr. Martin Luther King, Jr. 
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• Address accusations of harassment. 

• Apply proper mediation procedures. 

• Deal with the aftermath of harassment. 
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Module Two: The Background 

Experiencing uncomfortable situations in the workplace may be more 

than an offense against an individual. It can be a crime committed 

against the law. It is very important for everyone to understand laws 

that protect to promote a safe and healthy workplace environment. 

Unfortunately, even with laws in place, various forms of harassment 

are still alive in businesses across the world, so it is necessary for 

management to help create programs that teach employees to 

identify harassment and exercise anti-harassment policies. 

 

 

The Law 

Several federal laws have been enacted to not only protect against harassment, but 

discrimination as a whole.  

Title VII of the Civil Rights Act of 1964 

Title VII of the Civil Rights Act of 1964 was enacted so employers could not legally 

hire, promote, or fire someone due to their race, religion, sex, national origin, or 

color. This act is enforced to companies that have 15 or more employees. Not only does it refer to 

current employees, but also job candidates.  

As other laws imposed by the Equal Employment Opportunity Commission (EEOC), if an individual or 

group is a victim of another’s violation of the law, they have the right to file a complaint with the EEOC 

or pursue other legal actions. 

Age Discrimination in Employment Act of 1967  

The Age Discrimination in Employment Act of 1967 (ADEA) went into effect so employers could not 

legally hire, promote or fire someone based on their age. This act and its accompanying amendments 

apply to employers with 20 or more employees and are enforced by the EEOC. Since this Act makes it 

illegal to discriminate against an individual in the workplace simply because of his / her age, it is equally 

illegal to harass them because of their age. 

In the end anti-black, anti-female, and all 

forms of discrimination are equivalent to the 

same thing, anti-humanism. 

Shirley Chisholm 
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When a person or group is in violation of this law, the individual being discriminated against or harassed 

must plead his / her case to the EEOC. There are a great number of cases filed each year, so EEOC must 

determine if the case meets its criteria, then add it to its caseload, and aggressively pursue. If not, then 

the individual may request a right-to-sue letter from the EEOC and take further actions in Federal Court 

to have their case heard. 

Americans with Disabilities Act of 1990 

An employee covered under the Americans with Disabilities Act (ADA) reserves the right to work for an 

employer under accommodations reasonable to his or her disability. In addition, the employer is 

prohibited from discriminating against the employee because of their disability. This means the 

employer cannot base hiring, firing or COMPENSATION decisions on the nature of one’s disability. 

Employers are also not allowed to discriminate against the employee due to their associations or 

relationships outside of work (e.g. disabled people support group). 

If an employee is a victim of such discrimination, he / she may be entitled to back wages and the 

amount of attorney fees paid. 

Genetic Information Nondiscrimination Act of 2008 

This Act may be unfamiliar to some, but still carries as much weight as better-known laws. It states that 

people cannot be unfairly treated in the workplace because of their genetic makeup. In other words, 

they cannot be discriminated against or harassed because of a predisposition to a disease, whether 

based on the history of their family or an actual genetic test. 

Title I of this Act prohibits health insurance companies from using this information to deny coverage to 

the employee, while Title II is designed to protect employees from being discriminated against in the 

process of hiring, terminating, promoting, etc. 

In the event that one breaks this law, the one being discriminated against can take the same recourse 

steps as he would in other Act violations, that is present his case to the EEOC or hire an attorney to 

represent him in court over the matter. 
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Identifying Harassment 

The ability to identify harassment may not be as easy as it sounds. There are obvious 

forms of harassment, for example, if a person is making racial slurs or homophobic 

remarks. Sometimes it may not be as dramatic, but still considered a form of 

harassment. 

The motive behind a statement is the determining factor of whether or not it is 

harassment. For example, the statement ‘You look great today’ can be a compliment if a co-worker with 

whom you feel comfortable makes it. On the other hand, if it is made by a co-worker with whom you 

generally do not feel comfortable or you do not really know, it could make you uneasy, which could 

signify harassment. 

The best way to identify harassment is to use as a guide the criteria set forth in the ‘Getting Started’ 

Module of this course. 

 

Anti-Harassment Policies 

Establishing an effective anti-harassment policy is not only beneficial to individual 

employees but the company as a whole. It can do the following: 

• Lessen the liability load of a company (in terms of being able to use 

‘reasonable care’ as a defense if litigation arises). 

• Discourage harassing behaviors before they become out of control. 

• Promote a positive company image to the public. 

• Help produce a high morale among employees with regard to lessened occurrences of 

harassment. 

Title VII encourages the establishment of anti-harassment policies, as it is a good business practice and a 

necessity. Employees should be provided with a copy of the company’s anti-harassment policy and the 

procedures for resolving complaints. The document should be updated periodically and redistributed to 

everyone. To ensure understanding of the rights and responsibilities associated with anti-harassment, 

companies may want to provide some type of training (e.g. Internet-based, one-on-one or classroom 

sessions). 
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Case Study 

Nina had worked on projects all morning, and it was time for a 15 minute break. She took out her 

personal cell phone to make a call. Her conversation became loud, and she began making using obscene 

language as she joked around with her friend. 

Her boss, Vince, knocked on the wall of her cubicle. 

Nina said, “Oh, hi, Vince.” She put down her cell phone. “I was just talking to an old friend on my break.” 

Vince said, “I overheard some of the language you were using. It isn’t appropriate for the office. If I can 

hear it, I’m sure others can, too.” 

She said, “I’m sorry, Vince. I didn’t realize anyone could hear.” 

After a short conversation, Nina agreed that she would respect the company’s anti-harassment policy 

and rules. 
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Module Two: Review Questions 

1.) Why is it important for everyone to understand the company's anti-harassment policy? 

a) To reduce stress 

b) To create a quieter workplace environment 

c) To increase uncomfortable situations 

d) To create a safe and healthy workplace environment 

2.) Why is it necessary for management to help create programs that teach employees about anti-

harassment policies? 

a) Because management wants to make sure everyone has enough training hours 

b) Because the company needs to identify who will break the anti-harassment policies 

c) Because even with laws in place, various forms of harassment are still alive in businesses 

across the world 

d) Because while workplace harassment is not a threat, they want to make sure it never starts 

3.) Which statement best explains the Title VII of the Civil Rights Act of 1964? 

a) Supervisors, managers, and team leaders are protected from individual liability under Title 

VII of the Civil Rights Act of 1964 

b) Title VII of the Civil Rights Act of 1964 was enacted so employees could not discriminate 

against someone due to their race, religion, sex, national origin, or color 

c) Title VII of the Civil Rights Act of 1964 went into effect so employers could not legally hire, 

promote or fire someone based on their age 

d) Title VII of the Civil Rights Act of 1964 was enacted so employers could not legally hire, 

promote, or fire someone due to their race, religion, sex, national origin, or color 

4.) What does EEOC stand for? 

a) Equal Employment Opportunity Commission 

b) Equality Environment Opportunity Commission 

c) Equal Education Opportunity Center 

d) Equal Employment Open Commission 

5.) Why did the Age Discrimination in Employment Act of 1967 go into effect? 

a) So employees could not judge someone based on their age 

b) So employers could not legally hire, promote or fire someone based on their age 

c) So employers could legally hire, promote or fie someone based on their age 

d) So employees would not have to worry about someone younger taking their job 
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6.) An employee covered under the Americans with Disabilities Act reserves what right? 

a) The right to a higher salary 

b) The right to assert themselves to their co-workers 

c) The right to work under accommodations reasonable to his or her disability 

d) The right to work reduced hours 

7.) What does Title I of the Genetic Information Nondiscrimination Act of 2008 prohibit? 

a) Off-color jokes and inappropriate language 

b) Using this information to give preferential treatment to an employee 

c) Using this information to deny coverage to an employee 

d) Discriminating against employees in the process of hiring, firing, and promoting 

8.) What is a determining factor of whether or not a statement is harassment? 

a) Motive 

b) Race 

c) Language 

d) Location 

9.) What is not one of the benefits of an effective anti-harassment policy? 

a) It lessens the liability load of a company 

b) It helps promote higher diversity in the workplace 

c) It discourages harassing behaviors before they become out of control 

d) It promotes a positive company image to the public 

10.) To ensure understanding of the rights and responsibilities associated with anti-harassment, 

what might companies want to provide? 

a) Higher salaries 

b) Verbal positive reinforcement 

c) More meetings 

d) More training 
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Module Three: Developing an Anti-Harassment Policy 

To tell employees that the company does not tolerate 

harassment is not enough. It’s important for the business 

to outline a specific policy that defines harassment. It 

must explain what can happen as a result of displaying 

such actions, as well as what one can do if they believe 

they have been victimized. This will help create an 

environment that is a healthy workplace for the 

individuals involved in the incident and the company in 

general. 

 

 

An Anti-Harassment Policy: What Should Be Covered 

In order for an anti-harassment policy to be effective, it must be comprehensive and 

thoroughly disseminated. It should consist of the following elements: 

• Clearly explained policy. Prohibited conduct based on one’s race, age, sex, 

religion, etc. must be spelled out in easy-to-understand terms. This should be 

in compliance with all local laws. It should also assure employees that they 

would not be legally retaliated against if they complain of harassment or 

serve as a witness to an investigation for another. 

• Define the rights and responsibilities of the employer and employees with regard to harassment 

(e.g. Employer will put an end to harassment before it is in violation of federal law or employees 

must report any and all incidences of harassment before they become extreme.) 

• Outline the process for complaints. Ensure this process promotes prompt, fair investigations and 

efficient corrective action if it is determined that harassment has in fact taken place. 

• Guarantee employees that their confidentiality is protected when complaints are made. 

How I wish we lived in a time when laws 

were not necessary to safeguard us from 

discrimination. 

Barbra Streisand 
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• The policy should be posted in a public place for all employees to see. Employees should receive 

training on the policy, a hard copy as a resource, and made aware of any updates of the policy 

as they occur. 

 

How Model Policies Work 

Creating a model policy can be a conundrum. On one hand, it is said that if a 

company follows the guidelines set in the ‘Anti-Harassment Policy: What Should Be 

Covered’ section of this course, it is taking ‘reasonable care’ to ensure the safety of 

its employees. On the other hand, even if the company implements a policy based 

on the EEOC’s rules, it could still be at risk of being accused of not taking 

‘reasonable care’. For example, if the company has a comprehensive policy and an 

adequate complaint procedure, but does not follow through with the investigation of a complaint, it 

could be said that the organization did not exercise ‘reasonable care’ in preventing the harassment. 

Then again, if the company does not have a formal policy, but sufficiently investigates a case, it could be 

within its legal responsibility. 

The best way to understand a ‘model policy’ is to determine whether it has any deficiencies. If there are 

obvious state and federal loopholes within the policy, be sure to correct those. It may also be wise to 

consult a harassment attorney to review and make suggestions to better your policy.  

 

Steps to a Healthy Work Place 

Regardless of the position one holds at their workplace, all employees have one thing 

in common---the desire to be safe. It is up to management as well as the company as 

a whole to ensure each workplace is a safe place to work in with regards to morale 

and physical safety. This will prove to be beneficial to the employer and employees. 

When determining what is necessary for a healthy work place, an employer must 

consider the following: 

• Have a firm grasp on why a healthy workplace is beneficial for employees and their families, the 

company and the community. 

• Clearly define your responsibilities of ensuring a safe and healthy workplace. 

• Design a detailed system for implementing a safe work environment. 

• Understand the laws and regulations that govern your business. 

• Address violations and take corrective action. 
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• Encourage employees to give their input about how to create and maintain a safe and healthy 

environment. 

 

Educating Employees 

Your organizations anti-harassment policy is only as good as the ones who develop, 

practice, and uphold it. This is why it is important for the management team of the 

company to make sure its entire staff thoroughly understands it, not just a select 

few. 

How can this happen? 

• First, employers must provide their workers with a manual or some type of written material that 

plainly describes the policy, its definition, what it means for the workers, how they can promote 

it. What they should do if they are victimized by harassment, is one of the more important 

aspects. 

• Secondly, understanding the diversity among individuals. Knowing that people learn in different 

ways and in order to absorb the information, they must be taught according to their style. While 

some learn best by reading, others require more dialogue, which can be obtained through face-

to-face trainings or one-on-one meetings. 

• Third, there should be signs posted throughout the office in places such as the break room or 

copy center so the policy is reinforced without employees consciously thinking about it. 

• Lastly, change happens. Laws change and these changes should be shared with everyone who is 

part of the company. Whether this is done through a mass e-mail, a continuing education 

course, or an updated version of the manual, the management team must find the most 

efficient way to inform workers of the new rules that have been set in place. This will not only 

help safeguard employers against discrepancies in the future, but it can also help everyone to 

fight to eliminate current issues of harassment or potential harassment. 
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Case Study 

Charles met with his boss, Monica, to prepare for the training on their company’s anti-harassment 

policy. 

Charles presented an array of colorful and comprehensive charts, handouts, and a list of speaking 

points. He made sure all different learning styles would be taken into consideration. He told Monica, 

“The policy is clearly explained and in compliance with the laws. The rights and responsibilities of 

employer and employee are outlined. I’ll be posting our anti-harassment policy in a public place, and I’ll 

update staff on our policy as any changes occur. Also, all employees will be in attendance.” 

Monica smiled. “This is great, Charles. Do you have anything on confidentiality? It’s important that all 

employees know that their confidentiality is protected when complaints are made.” 

Charles put this statement in bold on the materials and went over confidentiality in detail during the 

training. 
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Module Three: Review Questions 

1.) What is it important for businesses to outline in order to define harassment? 

a) A verbal understanding 

b) A specific policy 

c) A training session 

d) A "don't ask, don't tell" policy 

2.) What is an example of an element that must be covered in an anti-harassment policy? 

a) The rights and responsibilities of an employer and employee 

b) Ways not to become a victim of harassment 

c) A list of all local employment laws 

d) Reasons why one co-worker may act inappropriately towards another co-worker 

3.) Even if the company implements a policy based on the EEOC’s rules, it could still be what? 

a) A reason why the EEOC values 'reasonable care' 

b) At risk of being accused of not taking ‘reasonable care’ 

c) At risk of insufficiently investigating a case 

d) A reason for investigation 

4.) What would obvious state and federal loopholes in a policy be called? 

a) An understandable occurrence in your policy 

b) A disappointment in your policy 

c) A deficiency in your policy 

d) An anomaly in your policy 

5.) What do all employees have in common? 

a) Their understanding of anti-harassment policy 

b) Their set of values 

c) The right to privacy 

d) The right to be safe 

6.) Whose responsibility is it to ensure the workplace is a safe place to work in with regards to 

morale and physical safety? 

a) Management 

b) Management and employees 

c) Middle management and employees 

d) Employees 
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7.) When determining what is necessary for a healthy work place, what must an employer 

consider? 

a) The right to work under reasonable accommodations 

b) Addressing violations and taking correction action 

c) Encouraging office morale 

d) Creating the anti-harassment policy themselves 

8.) Who should thoroughly understand your organization's anti-harassment policy? 

a) The organization's entire staff 

b) Upper management 

c) Employees 

d) Only the person creating the organization's anti-harassment policy 

9.) Knowing that people learn in different ways and in order to absorb the information, how should 

everyone be taught the anti-harassment policy? 

a) Reading 

b) Dialogue 

c) One-on-one meetings 

d) According to their style 

10.) What is not an efficient way to inform workers of the new anti-harassment rules that have been 

set in place? 

a) A mass email 

b) A continuing education course 

c) Word of mouth 

d) An updated version of the manual 
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Module Four: Policies in the Workplace 

Anti-harassment policies in the workplace 

should be broad, and written in easy to 

understand terms. They should also be 

circulated to everyone who is required to 

operate under the rights and responsibilities 

of them. 

 

 

 

 

Anti-Harassment Policy Statements 

Because harassment can carry a wide variety of forms, there should be different 

anti-harassment policy statements that explain the company’s stance on non-

tolerance for each of them. 

Below is the anti-harassment policy statement followed by the United States 

Department of Agriculture (Food Safety and Inspection Service).  

This policy reaffirms FSIS’ commitment to deliver program services in work environments that are 

harassment-free and respectful to its employees and customers. Harassment is a concern for everyone 

and we share responsibility to maintain a harassment-free workplace. Supervisors and employees must 

create and maintain a work environment where everyone is treated professionally and with dignity and 

respect. FSIS strictly prohibits the use or abuse of official authority or position to intimidate, coerce, or 

harass. 

Harassment is a form of discrimination, which may be based on a prohibited basis of race, color, national 

origin, gender, religion, age (40 and over), mental or physical disability, political affiliation or belief, 

sexual orientation, and marital or family status. It is any objectionable verbal or physical conduct, 

comment, or display, which demeans, disparages, aggravates, intimidates, or causes humiliation or 

The world is a dangerous place, not because 

of those who do evil, but because of those 

who look on and do nothing. 

Albert Einstein 
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embarrassment to another person. It is conduct, which serves no legitimate work purpose, and is a 

reasonably known unwelcome offense. Harassment may: 

• Create an intimidating, hostile, or offensive work environment. 

• Cause unreasonable interference with an individual’s work performance. 

• Otherwise affect an individual’s employment opportunities. 

Harassing conduct includes: 

CONDUCT OFFENSIVE ACTIONS MAY INCLUDE, BUT ARE NOT LIMITED TO: 

Physical Actual or threatened assault including hitting, tripping, kicking, punching or 

unwanted touching; malicious or insulting gestures. 

Verbal Unwelcome remarks, jokes, innuendos, or taunts causing offense or embarrassment; 

name-calling, swearing, bullying, expressing or insinuating threats, incessant teasing, 

wolf whistling, or spreading rumors. 

Psychological Shunning or ostracizing, stalking, staring; gesturing; preventing someone from 

joining in an activity; hiding, damaging or taking another’s property; displaying 

objectionable materials, graffiti, or pictures. 

Intimidation Use of physical or organizational power to coerce a person to perform a particular 

action, or to instill a feeling of humiliation or intimidation. 

 

Refer to the following FSIS issuances for policy or guidance: 

• FSIS Notice on Sexual Harassment Policy Statement. 

• FSIS Notice on Workplace Violence Policy Statement. 

• FSIS Directive 4735.4, Reporting Assault, Harassment, Interference, Intimidation, or Threat. 

This notice does not limit the supervisor’s right to manage effectively in the workplace. For example, 

nondiscriminatory assignment of work, operational reviews, performance reviews, coaching, and 

disciplinary measures that a supervisor takes for valid reasons do not constitute harassment in the 

workplace. However, these actions must remain respectful. 

Harassment is not limited to the included parties’ perceptions. Anyone who is offended by the 

inappropriate behavior is affected. Managers and supervisors must be proactive in preventing 

harassment and ensuring a discrimination-free workplace. Managers and supervisors are subject to 

receive disciplinary or adverse action for tolerating harassment and failing to take appropriate and 
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immediate action on reports of harassment. All employees have a personal responsibility to create and 

maintain a workplace that is harassment-free by refraining from discriminatory or harassing behavior.  

Employees should immediately address and resolve incidents of harassment at the lowest possible level. 

Employees experiencing harassment should document such incidents, and where practical, make their 

objections immediately known to the harasser or appropriate supervisory or management official. If you 

witness incident(s) of harassment, you should bring the incident(s) to the attention of an appropriate 

official.  

If an informal attempt at resolution fails or is impractical, an employee may seek relief from harassment 

based on one or more of the prohibited bases cited above by contacting an EEO counselor within 45 

days of the alleged incident(s). Report all other allegations of harassment to your supervisor or to the 

Workplace Violence Prevention and Response Program at (888) 894-6217.  

FSIS has a zero tolerance policy on reprisal and retaliation directed against any individual who 

participates in civil rights and EEO. This includes filing a complaint, testifying or participating in an 

investigation. FSIS takes all allegations seriously, investigates objectively, and if substantiated, uses 

appropriate corrective action.  

Post this notice in prominent locations at all FSIS-controlled worksites as a continual reminder that 

harassment is not tolerated or condoned in the workplace. All employees, including contractors, FSIS-

regulated industry personnel and others performing official work for the Agency must fully support this 

policy.  

Remember, everyone has a right to work in a harassment-free environment. Commit to ensuring that 

every employee and customer is treated professionally, equitably, and with dignity and respect.  

 

Employee’s Rights and Responsibilities 

When one thinks of an anti-harassment policy in the workplace, the first thing that 

comes to mind may be what the company is required to do in order to protect its 

employees from harassment, but the fact is, an anti-harassment policy is only 

effective when the employer and its employees play an active role in upholding it. 

The rights and responsibilities for employees include: 

• Having a clear understanding of the policy itself and making sure there is full knowledge of 

employees’ rights and responsibilities within the policy. 

• Attending all trainings outlined in the policy. 

• Avoid conducting any behavior that is prohibited by the policy. 

• Informing the proper authority of any hostile conduct seen committed upon others. 
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• Informing the proper authority of any hostile conduct committed toward you. 

• Fully cooperating in the event of an inquiry or investigation 

 

Employer’s Rights and Responsibilities 

It is understood that the employer holds many responsibilities when it comes to 

enforcing anti-harassment policies. In fact, the employer is ultimately responsible 

for making sure the company and employees abide by them. 

The rights and responsibilities for employers include: 

• Promote a workplace free of harassment by developing the anti-harassment policy in 

compliance with state and federal laws.  

• Distribute the policy to each employee annually. The employer must also allow for periodic 

training on policy updates as well as ensuring their understanding of the policy. 

• Appropriately respond to violations of the policy in a timely manner. 

• Keeping a written record of and securely protecting reports made and actions taken to address 

breaches of the policy. 

 

Case Study 

Carla frowned as she sat her desk, and she sighed as she became lost in thought. 

Fareed stopped as he saw the upset look on Carla's face. "Hey, Carla. Is everything okay?" 

Carla said, "It's just Vivian again. Every time I talk to her, she's spreading some rumor about someone. 

The worst part is I feel like there's nothing I can do about it." 

Fareed said, "That’s harassment. If we tell our boss about it, he'll respond to the situation in a timely 

fashion." 

"How do you know that's what's going to happen?" 

Fareed pointed towards the side wall. "The office just put up a flyer about our anti-harassment policy. It 

goes over what to do when things like this happen." 

They told their boss that afternoon, and in a short period of time, appropriate action was taken in 

response to the allegation. 
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Module Four: Review Questions 

1.) How should anti-harassment policies in the workplace be written? 

a) In an orientation manual 

b) On non-colored paper 

c) In broad and easy to understand terms 

d) By the human resource manager 

2.) What is not an example of a verbal offensive action? 

a) Unwelcome remarks 

b) Innuendos 

c) Incessant teasing 

d) Preventing someone from joining an activity 

3.) What is not an example of an offensive act? 

a) A supervisor telling an inappropriate joke 

b) A supervisor giving a non-discriminatory performance review 

c) An employee preventing another employee from joining in an activity 

d) An employee spreading rumors 

4.) How can all employees create and maintain a workplace that is harassment-free? 

a) Monitor the actions of others to ensure there is no harassment 

b) Keep their mind on their responsibilities and not get involved in friendships with other 

employees 

c) Immediately address and resolve incidents of harassment at the highest possible level 

d) Refrain from discriminatory or harassing behavior 

5.) When should you bring incidents of harassment to the attention of an appropriate official? 

a) Immediately, where appropriate 

b) Within 24 hours 

c) Within 2 weeks 

d) Immediately, no matter what 

6.) Whose responsibility is it to ensure the workplace is a safe place to work in with regards to 

morale and physical safety? 

a) Management 

b) Management and employees 

c) Middle management and employees 

d) Employees 
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7.) What provides a continual reminder that harassment is not tolerated or condoned in FSIS-

controlled worksites? 

a) Regular verbal reminders 

b) Trainings held on a monthly basis 

c) Posting notices in prominent locations 

d) Continual reminders are not necessary, as long as a training has been given 

8.) When is an anti-harassment policy effective? 

a) When management plays an active role in upholding it 

b) When it is talked about frequently 

c) Only when there is no harassment in the workplace 

d) When the employer and its employees play an active role in upholding it 

9.) What is not a right and responsibility of an employee? 

a) Avoiding conducting any behavior that is prohibited by the anti-harassment policy 

b) Informing the proper authority of any hostile conduct committed toward you 

c) Fully cooperating in the event of an inquiry or investigation 

d) Keeping a written record of actions taken to address breaches of the policy 

10.) What is an example of a right and responsibility of an employer? 

a) Attending all trainings outlined in the anti-harassment policy 

b) Having a clear understanding of the policy itself 

c) Appropriately respond to violations of the policy in a timely manner 

d) Informing the proper authority of any hostile conduct committed toward you 
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Module Five: Proper Procedures in the Workplace 

In order for the process to go as smoothly as possible and for there to 

be a remedy to the problem as quickly as possible, it is vital that all 

involved follow the proper procedures if being harassed or accused of 

harassing someone else. 

 

 

 

 

 

If You are Being Harassed 

Whether physical, verbal, psychological, harassment is a very uncomfortable 

situation for the individual being victimized. At first, it may even feel like nothing can 

be done to ease the pain experienced, but when one is able to separate from the 

emotional aspect of it, a resolution can be in plain sight. 

The first thing to do if you are being harassed is to tell the harasser to stop because 

what they are doing is wrong! In some cases, when one is informed of their 

behavior, they may understand what they are doing is inappropriate and take the necessary steps to 

rectify the situation. In addition to verbally telling the harasser to stop, it is important to consult with 

the proper authority (e.g. Supervisor, Human Resources, Manager) so they can document the incident 

and also make sure all other points outlined within the policy are being followed. You may also want to 

keep written documentation of the incident for yourself. 

 

  

Indifference, to me, is the epitome of evil. 

Elie Wiesel 
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If You are Accused of Harassing 

Being accused of harassment can simply be a misunderstanding, or light shed upon a 

true case of harassment. In either case, it can be a very stressful situation that may 

cause the accused to immediately go into ‘defensive’ mode. While this may feel like 

the right thing to do at the time, in the end it will not be productive. Ignoring the 

situation will not make it go away, so the best way to deal with it is to face it head-

on. Just as the accuser has the right to consult with the proper authorities, the 

accused does as well. This will be the opportunity for them to explain their side of the story and if it is 

determined that the accused is innocent, put an end to the matter. However, if the accused is found to 

be guilty, the appropriate steps will be taken to discipline the offender and protect the victim. 

 

The Investigation 

Before a formal investigation is conducted, the authority may inquire additional 

information about the matter. This will enable them to determine if the action is 

in fact considered harassment, uncovers all the parties involved, and decides if an 

immediate implementation of corrective action is in order to protect the alleged 

victim from further harassment. 

After the initial inquiry, written reports, and a verbal account of the situation, the human resources 

department can designate someone to decide if the information already gathered is enough to make a 

decision of corrective action or if further investigation is necessary. If further investigation is necessary, 

it must be done so in a swift manner that does not show favoritism to either party. 

 

Remedies 

The remedy in the case of harassment depends on several factors.  

• The company’s official policy with regard to corrective action  

• The nature of the incident. The punishment of a crime must be done 

according to the degree of the crime. In other words, if an individual has an 

isolated case of using a racial slur, termination of employment would not be the appropriate 

response.  

• The alleged perpetrator’s conduct history. 

Some examples of proper corrective action methods are as follows: 
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• In very mild cases of harassment such as occasionally using harassing language, it may be 

sufficient to have a conversation with the perpetrator explaining why it is inappropriate and 

instructing them to refrain from that language in the future. 

• If several employees have engaged in non-severe conduct that other employees are unsure of 

how to respond to, additional Anti-Harassment Policy training may be required. 

• If an employee conducts severe behaviors that may include verbal, physical, psychological or 

intimidating harassment, the perpetrator and victim should be separated. This can be done by 

transferring the perpetrator to another department, site, etc. The victim could also be the one 

transferred, but only if they requests it. 

• In the cases of extreme harassment, actions such as demotion, suspension, or termination could 

be necessary. 

 

Case Study 

Gordon walked over to Mr. Walker's office. Mr. Walker invited him in and addressed the issue. "A 

member of our staff brought something to my attention. I wanted to talk to you about the confederate 

flag that you've put up by your desk." 

Gordon blinked, surprised. "Oh, that? As you know, my family's from South Carolina. I was just showing 

pride in my home state." 

Mr. Walker said, "There's nothing wrong with being proud of where you grew up. While you mean well, 

the confederate flag can be considered a symbol of racism. We'll need you to take the flag down and 

refrain from putting it back up to promote a welcoming and safe work environment." 

Gordon said, "I understand. I'll take it down right now. Can I put up South Carolina's state flag instead?" 

"That's a great idea, Gordon," Mr. Walker said. 
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Module Five: Review Questions 

1.) When someone is harassed or accused of harassing someone else, what is vital in order for the 

process to go smoothly? 

a) That all involved follow the proper procedures 

b) That all involved go the highest level to have the problem resolved 

c) That all involved have patience while the problem is worked out 

d) That all involved immediately read the policies posted around the office 

2.) What is the first thing to do if you are being harassed? 

a) Avoid the situation as it may resolve itself 

b) Document the incident without involving anyone 

c) Tell the harasser to stop and then consult with the proper authority 

d) Do not interact with the harasser and immediately consult with the proper authority 

3.) What is not an example of a step to take if you are harassed in the workplace? 

a) Document the incident for yourself 

b) Verbally tell the harasser to stop 

c) Consult with the proper authority 

d) Warn other employees so that they won't also be victimized by the harasser 

4.) What is the best way to deal with being accused of harassment? 

a) Give an apology, whether you harassed another employee or not 

b) Go into 'defensive' mode 

c) Face the accusation of harassment head-on 

d) Avoid the situation, as long as there was a misunderstanding 

5.) What will happen if an employee accused of harassment is found guilty? 

a) The proper authority will put an end to the matter 

b) Appropriate steps will be taken to discipline the offender and protect the victim 

c) Appropriate steps will be taken to fire the offender 

d) Protection of the victim is the proper authority's only concern 

6.) What might happen before a formal investigation is conducted? 

a) The authority may inquire additional information about the matter 

b) A mediation between the accused and the victim to see if matters can be resolved 

c) The accused will first be asked to take a leave of absence 

d) A disciplinary decision may first be made by the offender's superior 
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7.) If a further investigation is necessary, what must be done? 

a) The investigation must take place 24-hours after the harassment complaint 

b) Training must be held to review the anti-harassment policy with all staff present 

c) A staff meeting must be held to inform staff about the harassment that has taken place 

d) The investigation must be done in a swift manner that does not show favoritism to either 

party 

8.) What is a factor that the remedy in the case of harassment would depend on? 

a) A conversation with the perpetrator explaining why it is inappropriate 

b) The victim's conduct history 

c) Transferring the perpetrator to another department 

d) The company’s official policy with regard to corrective action 

9.) In very mild cases of harassment, what may be sufficient? 

a) Having a conversation with the perpetrator explaining why it is inappropriate and instructing 

him/her to refrain from that action 

b) Having all employees on staff take refresher anti-harassment policy training 

c) Separating the victim and perpetrator by transferring the perpetrator to another 

department 

d) Termination of the perpetrator 

10.) In cases of extreme harassment, what action would not be taken? 

a) Demotion due to the action 

b) Suspension due to the action 

c) Retaliation due to the action 

d) Termination due to the action 
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Module Six: False Allegations 

Being falsely accused of anything can be taxing on one’s 

emotions. The best way to professionally confront false 

allegations is to go through the correct chain of command in 

order to plead your case and bring peace and justice back to 

your reputation in the workplace.  

 

 

 

 

How to Address the Situation 

The most straightforward method of dealing with a case of being falsely accused is 

to confront the individual who made the accusation. However, in the workplace, 

this may not be proper or productive. Confronting the individual may be construed 

as being hostile, which could potentially lead to disciplinary actions against the 

individual who is innocent to begin with. It is best to discuss the matter with your 

supervisor, manager, or even Human Resources in a calm, informative manner. If 

the proper steps were followed according to the company’s Anti-Harassment Policy with regard to 

reporting the incident, the accused would eventually be approached to get his or her take on the 

situation, so rather than waiting until being called upon; the accused can boldly declare their innocence. 

 

Confidentiality 

Strict adherence to confidentiality is crucial in the case of an actual harassment 

situation as well as an alleged matter. The highest degree of confidentiality possible 

is necessary in order to properly conduct the investigation, protect the parties 

involved, and maintain control over the entire situation. 

One thing that is important to remember is that it is not possible to promise 

complete confidentiality. In order to conduct a proper investigation, some details of the case must be 

There may be times when we are powerless 

to prevent injustice, but there must never be 

a time when we fail to protest. 

Elie Wiesel 
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exposed to key people involved in the investigation, but it is reasonable to ensure the parties involved 

that everything will be done to prevent non-crucial personnel from having access to the case file. 

 

Monitoring the Situation 

While a situation is under investigation or even when corrective action must be 

implemented, a harassment case is in many ways always going to be an ‘active 

case’.  

The Human Resources Manager or designated personnel are responsible for looking 

into inquiries, an investigation, making sure the necessary information is gathered, 

and all company methods are being followed. They should also make sure the process is running 

smoothly and quickly. 

The work environment should also be closely monitored. Company managers and / or directors are in 

charge of making sure their office complies with the policy. This is especially necessary following a policy 

violation so there are no further violations or retaliations. 

 

Retaliation  

All companies prohibit retaliation for reporting or being involved in the investigation 

of harassment, but unfortunately, this law does not prevent it from happening. In 

fact, it is such a common occurrence that organizations have instituted an ‘Anti-

Retaliation Policy.’ This policy clearly states that retaliating against someone who has 

reported an incident or cooperated with the authorities to investigate a case is 

prohibited by law and spells out the corrective actions that will be taken if one is 

guilty of retaliation. 

 

Appeals 

The right to appeal a decision is a benefit of living in a democratic society. If one is 

not satisfied with the ruling of a harassment case made by its employer, they may 

want to take the case a step further by seeking mediation. If the employee feels 

like mediation has not justly come to a decision, a court trial may be the next 

option. The employee must consider company, state, and federal laws when 

deciding to appeal a ruling, but generally, they can appeal to the next higher court, as long just cause 

exists. 
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Case Study 

Gordon left his boss' office. He had just been asked to take down the confederate flag from his cubicle. 

He turned back around and knocked on his boss' door. "Mr. Walker, can I ask you a question?" 

Mr. Walker looked up. "How can I help you, Gordon?" 

Gordon said, "I just feel so bad about the flag, and I know you said a staff member brought it to your 

attention. Could you tell me who it is so I can apologize to them personally?" 

Mr. Walker replied, "I'm sorry, Gordon. I can't let you know who brought it to my attention. That would 

be breaking confidentiality. However, I'm sure when they see that the flag has been taken down, they'll 

know that you were happy to make the workplace a welcoming place and that their concern was taken 

seriously." 
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Module Six: Review Questions 

1.) What is the best way to confront false allegations to bring peace to the workplace? 

a) Hire a lawyer 

b) Go through the correct chain of command in order to plead your case 

c) Go to the top of the chain of command in order to plead your case 

d) Say nothing in order to avoid making matters worse 

2.) Why is confronting the individual who made the accusation not necessarily the best method? 

a) Because staying quiet is the best method 

b) Because it's against your workplace's anti-harassment policy 

c) Because he or she is documenting your actions 

d) Because this action may be construed as hostile 

3.) Of these, what is the best action to take if you are falsely accused of harassment? 

a) Declare your innocence to your manager, supervisor, or human resource staff 

b) Be patient and wait for upper management to approach you about the false accusation 

c) Declare your innocence to the office through email 

d) There's no need to say anything as you did not do anything wrong 

4.) When is confidentiality crucial? 

a) At all times in the workplace regardless of circumstance 

b) In an alleged case of harassment 

c) In a case of harassment 

d) In a case of harassment and in an alleged case of harassment 

5.) Why is the highest degree of confidentiality necessary in order to properly conduct an 

investigation? 

a) It's a way to tell if a case is alleged harassment or actual harassment 

b) It prevents harassment from occurring in the workplace 

c) It protects the parties involved and maintains control over the entire situation 

d) It gives additional information to the authorities conducting the investigation 

6.) Why is it not possible to promise complete confidentiality? 

a) Because documentation taken is public record 

b) Because some details of the case must be exposed to key people involved in the 

investigation 

c) Because some details of the case may come out accidentally 

d) Because someone could overhear in an office environment 
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7.) In an investigation, what is the Human Resources Manager or designated personnel not 

responsible for? 

a) Closely monitoring the work environment 

b) Looking into inquiries 

c) Making sure the necessary information is gathered 

d) Making sure all company methods are being followed 

8.) Who is in charge of making sure their office complies with the anti-harassment policy? 

a) The company's anti-harassment policy trainers 

b) The human resources manager 

c) Company managers and directors 

d) Everyone has equal responsibility 

9.) Which statement is not true about the 'Anti-Retaliation Policy'? 

a) The Anti-Retaliation Policy spells out the corrective actions that will be taken if one is guilty 

of retaliation 

b) All companies prohibit retaliation and this stops it from happening 

c) Retaliating against someone who has reported an incident or cooperated with the 

authorities to investigate a case is prohibited by law 

d) Retaliation is such a common occurrence that organizations have instituted an Anti-

Retaliation Policy 

10.) What is an option if one is not satisfied with the ruling of a harassment case made by its 

employer? 

a) Demotion 

b) Discussion 

c) Retaliation 

d) Mediation 
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Module Seven: Other Options 

In some instances, even after inquiries and investigations, a case 

may not be properly solved. The individual who believes they were 

wronged may try to appeal the decision, to no avail. When that is 

the case, one most know that they have other options of resolving 

the matter. 

 

 

 

 

Union Grievance Procedures 

Many employees are members of a particular Labor Union. These unions 

serve as an advocate to help improve or stabilize the wages, benefits, and 

even rights of the employees. 

The specific grievance procedures to be utilized by employees may vary 

according to the union, but the method generally consists of three steps: 

1. The grievant must provide a written account of the complaint to the proper authority within the 

specified period. 

2. The decision-maker must take the necessary actions in order to come to a decision about how 

the complaint should be handled. 

3. The proper authority must supply the grievant with a written response of their decision. 

  

Nemo me impune lacessit.(No one harms me 

with impunity.) 

Motto: The Order of the Thistle 
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Mediation: Getting Help from Outside Organization 

Some employees do not feel that their employer in the case of harassment 

is serving justice, so they opt to reach out the EEOC and attend a 

mediation sponsored by the organization. 

The purpose of mediation is to just explain your case to the ‘middle man’, 

not convince them that you are right. The EEOC in turn aims to relay this 

information to the employer so the employer and employee come to an amicable conclusion. 

The mediation is attended by a representative of the employer (e.g. Attorney or Human Resources) as 

well the employee and the mediator. The employee may also want to bring an attorney for legal support 

or a friend for moral support. 

By the end of the mediation, usually a compromise has been achieved and a settlement enforced. If the 

employee does not agree with the decision, he / she may request an investigation, in which case the 

EEOC will assign an investigator to look into the details of the case. This investigation can take several 

months. 

 

Case Study 

Bethany frowned and crossed her arms, as she sat across from the Human Resources Manager, Marta. 

Marta asked her, "What's wrong, Bethany?" 

Bethany said, "At first, I was relieved that the harassment case was going to mediation after it wasn't 

handled properly. Now, I can't stop thinking about what might go wrong at the mediation." 

Marta handed Bethany a clean, crisp print-out. "This might help. It's a list of what to expect at EEOC 

mediation." Marta added, "You can also always bring someone for support. Do you have a lawyer?" 

Bethany said, "No, but I do have a close friend who used to work in a labor union. Could I bring her?" 

"Absolutely," Marta said. "In fact, its written right there on the list I gave you." 

Bethany went to the mediation with her friend, confident and self-assured that the issue would be 

addressed fairly. 
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Module Seven: Review Questions 

1.) In some instances, even after inquiries and investigations, what may still be unresolved? 

a) A harassment case 

b) Confidentiality 

c) The protection of the victim 

d) Retaliation 

2.) What is the purpose of a union? 

a) Unions are responsible for looking into inquiries, an investigation, and making sure the 

necessary information is gathered 

b) Unions properly conduct the investigation, protect the parties involved, and maintain 

control over the entire situation 

c) Unions serve as an advocate to help improve or stabilize the wages, benefits, and even 

rights of the employees 

d) Unions consider company, state, and federal laws when deciding to appeal a ruling 

3.) Which statement is true about the specific grievance procedures to be utilized by employees? 

a) They may vary according to the union 

b) They are exactly the same in all unions 

c) They are in your company's anti-harassment policy 

d) They are only important to know if you have been accused of harassment 

4.) In the grievance process method generally used by labor unions, what must a grievant provide 

to the proper authority? 

a) A written account to the proper authority at the grievant’s leisure 

b) A written account to the proper authority within the specified period 

c) A verbal account to the proper authority within the specified period 

d) A verbal account to the proper authority at the grievant’s leisure 

5.) What is the second step of the grievance process method generally used by labor unions? 

a) The grievant provides a complaint to the proper authority 

b) The proper authority must supply the grievant with their decision 

c) The decision-maker must take the necessary actions to address harassment in the 

workplace of the grievant 

d) The decision-maker must take the necessary actions in order to come to a decision about 

how the complaint should be handled 
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6.) In grievance procedures, what is the proper authority's responsibility? 

a) Taking the necessary actions in order to come to a decision about how the complaint should 

be handled 

b) Writing the complaint as the grievant gives their account 

c) Supplying the grievant with a written response of the decision 

d) Looking into inquiries and making sure the necessary information is gathered 

7.) What options do employees have when do not feel that their employer in the case of 

harassment is serving justice? 

a) Reaching out the EEOC and attending a mediation sponsored by the organization 

b) Reaching out to the EEOC and appealing the labor union's decision 

c) Reaching out to the EEOC and changing their employer's decision 

d) There is no further action that can be taken outside of civil, state, or federal court 

8.) What is the purpose of mediation? 

a) To have the ruling in your case changed 

b) To explain your case to the ‘middle man’ 

c) To convince your employer that you are right 

d) To assign an investigator to look into the details of a case 

9.) Who is not allowed to attend a mediation held by the EEOC? 

a) A representative of the employer 

b) The employee 

c) A friend for legal support 

d) All of the above are allowed 

10.) If the employee does not agree with the decision, what may he / she request? 

a) A transfer from his or her work site 

b) A follow-up mediation, which could take several months 

c) A company attorney for legal proceedings 

d) An investigation, which can take several months 

http://www.atlanticspeakersbureau.com/
http://www.humanskillsdevelopment.ca/


Page 38   Atlantic Speakers Bureau and Human Skills Development  

Module Eight: Sexual Harassment 

Sexual Harassment is against the law and may have lasting 

negative effects on the lives of those involved as well be 

detrimental to the future success of a company.  

 

 

 

 

 

Defining Sexual Harassment 

What is sexual harassment? 

• Unwelcome touching 

• Comments, jokes or innuendos related to sex 

• Blatant, unsolicited requests for sex 

• Prying into an individual’s private life 

• Exhibiting sexual material 

• Continued, unwanted invitations for a date 

• Staring or stalking 

• Sexually based insults 

• Distasteful communication 

What is not sexual harassment? 

• Mutual sexual attraction 

• Behavior based on friendship 

Nothing strengthens authority as much as 

silence. 

Leonardo da Vinci 
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• Consensual, reciprocated interaction 

 

Elements of Harassment 

There are three elements of an act that define a case of sexual harassment: 

1. The act is unsolicited or undesirable. 

2. The act is sexual in nature or is directly related to gender. 

3. The act can occur within a relationship of authority, for example a supervisor over a subordinate 

or in a relationship of equal authority, for example one subordinate over another subordinate.  

 

Common Scenarios 

Some people may view sexual harassment as unwanted touching or obvious 

requests for sex, but there are more subtle behaviors that are also considered 

sexual harassment. Below are examples of common actions that can be 

considered sexual harassment. 

• Staring at another in a manner that is sexually suggestive 

• Making offensive comments about someone else’s looks, body parts, or even clothing 

• Intentionally brushing against another 

• Displaying sexual pictures in a public setting 

• Sending emails with sexual content 
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Case Study 

Meg agreed to go out with Joe, another employee, when he asked her out for coffee. Afterwards, Meg 

declined a second date. 

Over the next week, when Meg walked to the break room, she felt like Joe was following her. He 

continually asked about her personal life outside work, especially focusing on whether or not she was 

seeing anyone romantically. Meg asked Joe to stop, but he did not change his behavior. Meg was afraid 

to tell her boss, as she'd seen him joking around with Joe and she suspected that the two were close 

friends. 

When Joe asked her out a third time, Meg looked at her company's anti-harassment policy. She told her 

Human Resources Manager about the situation with Joe, and together, she and the human resources 

manager talked to Joe's boss, who addressed the allegation in a direct and professional manner. 
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Module Eight: Review Questions 

1.) Which statement about sexual harassment is not true? 

a) Sexual harassment is against the law 

b) Sexual harassment may have lasting negative effects on the lives of those involved 

c) Sexual harassment is detrimental to the future success of a company 

d) Sexual harassment is legal only in the rarest of cases 

2.) What is an example of sexual harassment? 

a) Joking with another employee during work hours 

b) Touching an employee's shoulder to get their attention 

c) Continually asking another employee out on a date after they've said no 

d) Asking an employee for help on a project 

3.) What is not an example of sexual harassment? 

a) Building a friendship with another employee 

b) Prying into an individual’s private life 

c) Staring or stalking another employee 

d) Telling a sexual joke in the workplace 

4.) In which relationship can an act of sexual harassment occur? 

a) Within a relationship of authority 

b) With a supervisor over a subordinate 

c) A relationship of equal authority 

d) All of the above 

5.) While some people may view sexual harassment as unwanted touching or obvious requests for 

sex, what else can also be sexual harassment? 

a) A supervisor asking you to work on a weekend 

b) Overt, obvious behaviors are the only cases of sexual harassment 

c) More subtle behaviors are also considered sexual harassment 

d) Mutual attraction in the workplace 

6.) What is an example of a subtle, common action that can be considered sexual harassment? 

a) Intentionally brushing against another employee 

b) A supervisor making a blatant, unsolicited request for sex from an employee 

c) Documenting an occurrence of sexual harassment in the workplace 

d) A supervisor inviting employees to a backyard party outside the workplace 
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7.) What is not an example of a common action that can be considered sexual harassment? 

a) Staring at another in a manner that is sexually suggestive 

b) Commenting positively on another employee's work performance 

c) Commenting negatively on another employee's clothing 

d) Sending emails with sexual content 

8.) Which statement about sexual harassment is false? 

a) Behavior based on friendship is not sexual harassment 

b) Comments, jokes or innuendos related to sex are acceptable in the workplace as long as the 

employee is on break 

c) Although subtle, staring at another in a manner that is sexually suggestive is sexual 

harassment 

d) Sexual harassment is an act that is unsolicited and undesirable 

9.) When is sexual harassment acceptable in the workplace? 

a) When an employee is just joking around 

b) When it's after hours in the office 

c) When there are no supervisors present 

d) It is never acceptable 

10.) What is not considered sexual harassment? 

a) Distasteful communication 

b) A consensual relationship 

c) Exhibiting sexual material 

d) Displaying sexual pictures in a public setting 
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Module Nine: Mediation 

Mediation is just as its name implies, it is when a non-biased 

third party from inside or outside the company is introduced to 

the case and charged with helping the two parties involved 

come to the middle ground of a resolution. 

 

 

 

 

What is Mediation 

One definition Webster Dictionary gives for the term ‘mediation’ is ‘an action in 

mediating between parties, as to effect an agreement or reconciliation.’ Whether the 

company decides to use an internal or external mediation session, there can be 

several benefits to this method of conflict resolution. 

• Easy to institute the mediation session. 

• Less expensive in terms of financial and time management resources. Also lessens employee 

stress. 

• Considered to give an affirmative outcome for both parties. 

• Seeks to re-establish positive relationships between the parties. 

  

Those who make peaceful revolution 

impossible will make violent revolution 

inevitable. 

John F. Kennedy 
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Deciding if it is Right 

Determining whether mediation is the best method of conflict resolution for a 

particular case is up to the employer and employees. Some instances can be 

resolved informally, in a short period. In other situations, the parties cannot 

amicably agree on a resolution so mediation may be a more effective way to 

remedy the situation. Use this as a guide for determining whether mediation is 

necessary: If the only other alternative is taking the case to court, mediation may be 

the answer. 

 

How to Implement 

Implementing mediation is a six-stage process. 

1. First contact with the parties involved. The goal at this stage is for the 

mediator to explain their role in the process, listen to each side of the story, 

and build rapport with the parties. Listening to the perspectives of each 

person will also allow the mediator to develop potential strategies to be used 

during the mediation. 

2. Gather information. The mediator will consult with a representative of the company (e.g. 

human resource personnel, union leader, etc.) to get a better understanding of the conflict and 

other options that can assist with resolution. 

3. Groom the parties for mediation. Grooming the parties for the mediation does not mean telling 

them what to say, but rather coaching them on the guidelines or ground rules for behaving in an 

ethical manner and encouraging a successful outcome. 

4. Meeting. The mediator, accused, and alleged victim discuss confidentiality boundaries and 

propose an agenda. 

5. Outcome. This is a very critical stage of the process. Mediation strives to salvage or re-establish 

relationships between employees, but it is up to the parties involved to ultimately help make 

this happen. The employees will have the opportunity to express what they would like to see 

happen. If a compromise is reached, this may be the resolution to the issue, otherwise; further 

legal action may be necessary. 

6. Follow-up plan. Before the mediation session has ended, a follow-up plan must be established. 

This plan will answer questions such as, who is going to monitor changes in the work 

environment. What do the parties need in order to get back to a sense of normalcy? What 

resources are there in the case of a resolution breakdown? 
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Case Study 

Samantha shared a work station with Paul. Often, Paul and his co-workers used the only computer in the 

work station for hours. Every time Samantha would ask for her turn, Paul would refuse. Samantha dealt 

with this by avoiding the situation and was absent from work for two weeks. 

Samantha explained to her boss, Ms. Waller, her reason for being absent from work. Then Ms. Waller, 

Paul, and Samantha agreed that mediation was the next step to take. The mediator took the three of 

them through the process, and at the end, Paul apologized, saying, "I wasn't considering how you might 

feel when my co-workers and I didn't give you time to use the computer. I'm also sorry you felt 

excluded." 

Samantha also took responsibility. "Thank you, Paul. I could have addressed things with you, but instead, 

I just avoided the problem. Next time, I'll talk to you first." 
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Module Nine: Review Questions 

1.) During mediation, who is introduced to the case and charged with helping the two parties 

involved come to the middle ground of a resolution? 

a) Upper management 

b) A non-biased third party from inside the company 

c) A non-biased third party from outside the company 

d) Both b or c 

2.) What is mediation? 

a) A method of conflict resolution 

b) A legal proceeding which takes place in a courthouse 

c) A method of stress relief 

d) A form of harassment in the workplace 

3.) Which statement about conflict resolution is false? 

a) It is less expensive in terms of financial and time management resources 

b) It is considered to give an affirmative outcome for both parties 

c) It is a sure-fire way to change the outcome of an anti-harassment case 

d) It seeks to re-establish positive relationships between the parties 

4.) What is a benefit of conflict resolution? 

a) It could potentially lead to disciplinary action 

b) It is the best way to confront your employer face-to-face 

c) It gives the employee control over a false allegation 

d) It lessens employee stress 

5.) Who determines whether mediation is the best method of conflict resolution? 

a) Employees 

b) Employer 

c) Both employees and employer 

d) The human resource manager has final say 

6.) When may mediation be the answer? 

a) When both parties agree amicably 

b) When an employer orders mediation take place 

c) Only when it concerns a case of sexual harassment 

d) When the only alternative is taking the case to court 
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7.) How many stages are there to the mediation process? 

a) Six 

b) Eight 

c) Twelve 

d) The number of stages varies from case to case 

8.) What is not a goal of the first stage of mediation, also called first contact with parties involved? 

a) Having the mediator explain their role in the process 

b) Coaching on the guidelines for behaving in an ethical manner 

c) Listening to each side of the story 

d) Build rapport with the parties 

9.) If a resolution is not reached in the outcome stage, what may be necessary? 

a) A second round of mediation 

b) An appeal to the company's labor union 

c) Further legal action 

d) There is no further step if resolution is not reached 

10.) What is an example of a question asked in a follow-up plan? 

a) Can the parties involved re-establish a relationship? 

b) What agenda does the mediator, accused, and alleged victim propose? 

c) What do the parties need in order to get back to a sense of normalcy? 

d) All of the above 
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Module Ten: Conflict Resolution 

Resolving issues of harassment is not an exact science. 

Conflict resolution must be handled on a case-by-case 

basis. 

 

 

 

 

 

How to Resolve the Situation 

The overall goal of resolving an issue of harassment is to do so in a prompt, just 

manner. Within the company that the harassment took place, there is a formal 

process for reporting and investigating the matter, and reprimanding all 

wrongdoers. However, sometimes this may not be enough to appease both 

parties, so voluntary mediation outside the organization may be necessary. While 

state and federal law require companies to exercise due process when dealing 

with such situations, it is ultimately up to the two sides involved to ‘resolve the situation’ by 

encouraging a fair decision. 

 

Seeing Both Sides 

In the case of sexual, racial, or any type of harassment, it may be natural to want to 

automatically sympathize and empathize with the alleged victim, but this is not the 

fair or legal thing to do. The individual (s) in charge of investigating the allegation 

must maintain an impartial viewpoint and look at the facts of the case rather than 

allowing emotions to prevail. This must be done in order for true justice to have its 

course. 

In the old days all you needed was a 

handshake. Nowadays you need forty 

lawyers. 

Jimmy Hoffa 
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In addition, the two parties must put themselves in the shoes of the other and get a feel for where each 

is coming from. It is easy to want to argue one’s own point because in the forefront of their mind, they 

feel there is no way they could be wrong, but when they step out of the situation and look at it from the 

other party’s perspective, they may see how they could be wrong. Alternatively, this could allow them 

to reinforce acceptance of their behavior. 

 

Deciding the Consequence 

Deciding the consequence of an illegal act is the duty of the authority of the 

company, generally the Human Resources Manager. The mission is to determine the 

appropriate punishment for the crime committed. In some cases it may be a verbal 

reprimand, while in others, an individual may be terminated from employment. Just 

as the overall process of investigating into an incident of harassment, when deciding 

on the resolution, the authority must do so in a speedy manner that presents a 

reasonable sentence. 

 

Case Study 

Cheo went to talk to Mary, the company's human resource manager. A new supervisor had come on 

staff, and within a week, the supervisor had put a written reprimand in Cheo’s file.  

Cheo said, "I have worked at this company for fifteen years. I've never had so much as a complaint about 

my work. I told the supervisor that I wanted the letter redacted, and he said 'no'." 

Mary listened and then said, "How can I help?" 

Cheo said, "I want the supervisor to take the letter out of my file." 

Mary said, "That isn't an option at this stage. However, you should consider mediation as a next step." 

Together, they went to talk to his supervisor, as they needed him to agree to the mediation in order to 

move forward. 
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Module Ten: Review Questions 

1.) Which statement about conflict resolution is true? 

a) Resolving issues of harassment is an exact science 

b) Conflict resolution must be handled on a case-by-case basis 

c) As a rule, conflict resolution does not end in agreement and delays resolution 

d) Both a and b 

2.) What is the overall goal of resolving an issue of harassment? 

a) Resolving the issue at a gradual pace over a lengthened period of time 

b) Finding common ground between the two sides no matter what 

c) Resolving the issue in a prompt, just manner 

d) Deciding who is right in a prompt, just manner 

3.) What is an option when mediation may not be enough to appease both parties? 

a) Hold a meeting to involve other staff members in the process 

b) Transferring the employee accused of harassment 

c) Voluntary mediation outside the organization 

d) Voluntary meditation inside the organization 

4.) What must the individual(s) in charge of investigating the allegation do? 

a) Maintain an impartial viewpoint 

b) Look at the subjective viewpoints of both sides 

c) Allow emotions to prevail 

d) Keep a suspicious mindset when listening to both sides 

5.) While state and federal law require companies to exercise due process when dealing with such 

situations, who is 'resolving the situation' ultimately up to? 

a) The mediator 

b) The alleged harasser 

c) The alleged victim 

d) The two parties involved 

6.) Which statement about cases of sexual, racial, or any type of harassment is false? 

a) Automatically sympathizing with the victim is the fair and legal thing to do 

b) Automatically sympathizing with the victim is not the fair or legal thing to do 

c) Automatically sympathizing with the harasser is the fair and legal thing to do 

d) It's best for the mediator not to see things from either party's perspective 
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7.) Why must the individual(s) in charge of investigating focus on the facts of the case? 

a) So the emotions of the two parties are not factored in 

b) So the decision will be easier to make 

c) So the decision can be based on the emotions of both parties 

d) So true justice can take its course 

8.) What decision is the authority of the company responsible for in conflict resolution? 

a) The consequence of an illegal act 

b) The location of the mediation 

c) Whether or not attorneys can be present 

d) Whether or not the mediation is successful 

9.) In some cases, what may be the appropriate punishment for the crime committed? 

a) A follow-up plan 

b) An appeal to the company's labor union 

c) A verbal reprimand 

d) A promotion 

10.) When deciding on the resolution, what must the authority do? 

a) Decide in the best interest of the alleged victim 

b) Decide in a speedy manner that presents a reasonable sentence 

c) Decide a reasonable sentence within seven business days 

d) Decide in the best interest of the alleged harasser 
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Module Eleven: The Aftermath 

After experiencing a situation of harassment, it is crucial for the 

harasser and harassed to find the best ways to move on with life 

so that experience does not define life for them. 

 

 

 

How to Move On 

The first step to moving beyond the effects of harassment is to make sure you have 

followed all of the company’s policies for reporting and resolving the issue. It is 

difficult to feel like justice is served if it has not been pursued. 

Lastly and most importantly, forgive and forget. In some situations, it is easier said 

than done, but the fact is, unless one forgives and forgets they will always be bound 

to the incident. Their beliefs, thoughts, and behaviors in life can be a direct reflection of what they went 

through. 

 

Monitoring the Situation 

Even though designated personnel of the company is responsible for monitoring the 

process of addressing an incident of harassment and the work environment after 

the conclusion of the incident, the accused and employee harassed should monitor 

the situation to some extent. The one who did the harassing should be mindful of 

how they interact with others to avoid getting into the same type of situation with 

the same individual or others. The one who was harassed should not be paranoid 

that every word or action is that of harassment, but they should be aware of apparent or possible 

behaviors of harassment. 

  

We must always seek to ally ourselves with that 

part of the enemy that knows what is right. 

M.K. Gandhi 
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Learning from Mistakes 

Before one can learn from a mistake made, they must understand what the mistake 

is. If the offense against another was intentional, the offender must understand that 

those actions are hurtful, inappropriate, and not tolerated in the workplace. The 

disciplinary action may not have been aggressive for that particular incident, but 

continued illegal actions can result in dire consequences.  

There is even a lot to be learned in situations that were not intentional. Being vigilant in one’s 

interactions with others can help avoid ambiguous circumstances that may or may not be considered 

harassment, as well as deliberate acts of harassment. 

 

Case Study 

Marissa walked back into her office. She was nervous about returning to work, after being found guilty 

of harassment. She had even considered not coming back into the workplace. However, she knew that 

avoiding the situation in this case would not help. 

Marissa decided to go to the break room for coffee, and she couldn't believe it. Greta, the person she 

was accused of harassing, was the first person she saw. 

Marissa wasn't sure what to do. Then she remembered what the mediator had said. Forgive and forget. 

She simply said, "Good morning, Greta." 

Greta smiled and looked relieved. "Good morning to you, too, Marissa." 

As Greta passed by, she added, "Welcome back." 

Marissa smiled to herself. She guessed she wasn't the only one who had decided to forgive and forget. 
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Module Eleven: Review Questions 

1.) What is the first step to moving beyond the effects of harassment? 

a) Make sure you have documented the incident of harassment 

b) Reflect on the harassment that has taken place 

c) Make sure you have followed all of the company’s policies for reporting and resolving the 

issue 

d) Make sure you have made your co-workers aware of the harassment that has taken place 

2.) What a good rule to remember when moving beyond the effects of harassment? 

a) Protect and serve 

b) Forgive and forget 

c) Fool me once, shame on you; Fool me twice, shame on me 

d) Honesty is the best policy 

3.) Why is it important to forgive and forget? 

a) Unless you forgive and forget, you won't be taken seriously 

b) Unless you forgive and forget, harassment will continue 

c) Unless you forgive and forget, your productivity will suffer 

d) Unless you forgive and forget, you will always be bound to the incident 

4.) Who is responsible for monitoring the process of addressing an incident of harassment and the 

work environment after the conclusion of the incident? 

a) Designated personnel of the company 

b) The employee harassed 

c) The person accused of harassment 

d) All of the above 

5.) Why should the person accused of harassment be mindful of how they interact with others? 

a) To show that no harassment took place 

b) To avoid getting into the same type of situation 

c) To show that they are not paranoid 

d) To prove their innocence 

6.) What is a good action for one who was harassed to take? 

a) They should not get into the same type of situation again 

b) They should be careful not to become paranoid that every action is harassment 

c) They should be aware of apparent or possible behaviors of harassment 

d) Both b and c 
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7.) Before one can learn from a mistake made, what must one first do? 

a) Attend mediation 

b) Understand what the mistake is 

c) Understand the anti-harassment policy 

d) Apologize for the mistake made 

8.) Why must the offender understand that their actions are hurtful, inappropriate, and not 

tolerated in the workplace? 

a) Because only then can the ruling in their case change 

b) Because the number of mediations needs to decrease 

c) Because continued illegal actions can result in dire consequences 

d) Because it is the only way to move beyond the harassment 

9.) Which statement is true about situations that are not intentional? 

a) In situations that are not intentional, there is no victim 

b) There are no situations that are not intentional 

c) In situations that are not intentional, consequences are never aggressive 

d) There is a lot to be learned from situations that are not intentional 

10.) How can being vigilant in one’s interactions with others help? 

a) It can help avoid ambiguous circumstances that may be considered harassment 

b) It will look good in your file 

c) It can help resolve cases of harassment positively 

d) It will ensure cases of harassment never arise 
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Module Twelve: Wrapping Up 

Although this workshop is ending, we hope that your journey to 

improve your knowledge of Workplace Harassment is just beginning. 

Please take a moment to review and update your action plan. This 

will be a key tool to guide your progress in the days, weeks, months, 

and years to come. We wish you the best of luck on the rest of your 

travels!  

 

 

Words from the Wise 

• John F. Kennedy One man can make a difference, and every man should try. 

• Napoleon Hill Victory is always possible for the person who refuses to stop fighting. 

• Dr. Martin Luther King, Jr. We must learn to live together as brothers or perish together as 

fools. 

 

We will have no truce or parley with you, or 

the grisly gang who work your wicked will. 

You do your worst – and we will do our best. 

Sir Winston Churchill 
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