PREVENTION OF SEXUAL HARASSMENT TRAINING

SUPERVISORY GUIDE
This supervisory guide will help you explain to your employees the annual prevention of sexual harassment training you will conduct during stand-up meetings.  You should allow approximately 30 minutes to share this information, as well as allow for questions and answers.

It is suggested that you discuss the contents of this document with your employees and then give them the employee guide that they can retain for later use.  Your guide is an extended version of their handout.  You may use this guide as a script or as something to refer to if you are very comfortable with the material covered.
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*WHO IS A POTENTIAL TARGET OF SEXUAL HARASSMENT?
It’s important to tell employees that everyone--male or female--in all age groups, races, 

and job categories--can be a target of sexual harassment.  In a recent federal sexual

harassment survey conducted by the Merit Systems Protection Board, more than 8,000 

federal employees responded to the survey.  Of this group, 44% of the female 

respondents and 19% of the males said they were victims of sexual harassment during the 

period of April 1992-April 1994.

*WHAT IS SEXUAL HARASSMENT?
The Equal Employment Opportunity Commission (EEOC), the federal agency charged 

with administering the Federal Government’s Equal Employment Opportunity (EEO) 

Program, defines sexual harassment as follows:


“Unwelcome sexual advances, requests for sexual favors, and other verbal


 or physical contact of a sexual nature constitute sexual harassment when:


 Submission to such conduct is made either explicitly or implicitly a term or 


 condition of an individual’s employment;


 Submission to or rejection of such conduct by an individual is used as a basis


 for an employment decision affecting such individual, or


 Such conduct has the purpose or effect of unreasonably interfering with an 


individual’s work performance or creating an intimidating, hostile or offensive


work environment.”

Sexual harassment is really about power, not sex.  It is one way some people choose to
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exert power over others.  The harasser attempts to bother, test, bully, degrade and/or hurt

the person(s) they are harassing.  Some way harassers attempt to exert this power are

shown in the following table:

FORMS OF SEXUAL HARASSMENT



Percentage of respondents who experienced the indicated behavior during the 1993-1994.

Source of information: 1995 Merit Systems Protection Board report to the President & Congress











Men
  Women

Sexual remarks, jokes, teasing                                                               14            37

Sexual looks, gestures                                                                              9            29

Deliberate touching, cornering                                                                 8            24

Pressure for dates                                                                                     4            13

Suggestive letters, calls, materials                                                            4            10

Stalking                                                                                                     2              7

Pressure for sexual favors                                                                         2              7

Actual/attempted Rape or Assault                                                            2              4

A traditional picture of harassment is of a supervisor offering or withholding employment

benefits from a subordinate based on the person’s yielding to pressures for sexual favors.
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This type of behavior is called “quid pro quo” (“something for something”) sexual 

harassment.

In the Navy, the most common forms of sexual harassment reported include:

Inappropriate sexual remarks, jokes, calendars, and posters.  These types of behaviors

are called “hostile work environment” sexual harassment.

The identification of various forms of sexual harassing behavior as described in the table 

above leads to a discussion of what is referred to in legal terms as “intent vs. impact.”

This simply means that one’s behavior may not intend to be sexually harassing, but the

behavior may have an impact on the receiver.  For instance, you told jokes that were

found to be funny by your co-workers, but someone who overheard the jokes perceived

them to be sexually inappropriate.  It is important to note that just because the majority

of your co-workers found the jokes acceptable, others may not.  The best course of 

action in this case, is to err on the side of caution.  If you are unsure of the impact of a

joke, comment, poster, behavior, etc. DON’T SAY OR DO IT!

The following scenarios are actual sexual harassment cases that have occurred in the

Federal work place:

*At a Jacksonville Shipyard, a welder filed a complaint over sexually explicit

magazines and sexually demeaning comments in the work place.  A Federal

Court found in the complainant’s favor and awarded compensatory damages.
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*A female Internal Revenue Service Agent agreed to go to lunch with a male

co-worker.  After the lunch date, the male began asking her out.  She told him

“no” several times.  The male then wrote her a letter saying he was crying over

her at night.  The woman informed her supervisor about the letter, but wanted

to handle the situation herself.  The unwanted attention continued.  The

harasser sent her a card with a 3-page letter telling her “I know that you are worth

knowing with or without sex...”  Management was notified of the letter and the

man was reassigned to another office for six months.  Upon his return, the

harasser wrote the female another letter saying he still wanted a relationship with

her.  The female then asked to be transferred to avoid working with the harasser.

The Court of Appeals found that the male’s conduct rose to the level of sexual

harassment.

*A Shipment Clerk working for the Defense Logistics Agency filed a complaint

after being non-selected for a promotion.  The Clerk alleged that the selecting

official, who was also his supervisor, had on a continuing basis, made sexual

remarks towards him, such as suggesting they have sex.  He said the supervisor

also distributed sexually explicit cartoons.  The Clerk asked the supervisor to

stop making the comments, but she continued the unwanted attention.  A co-

worker, who had witnessed the harassment, stated that the supervisor was upset

that the Clerk did not go along with her sexual jokes, and told the Clerk that if he
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would “wake up and open your eyes, maybe things would work out for you.”

Subsequently, the Clerk was passed over for promotion by his supervisor and 

an EEO complaint.  The EEOC found the employer was liable for “quid pro quo”

sexual harassment.

*
What is the employer’s liability in cases of sexual harassment?

The Command may be held liable in a sexual harassment complaint in the following manner:

· In “quid pro quo” sexual harassment where a supervisor is the harasser and exchanges employment benefits for sexual favors, the agency is always held liable.

· In a “hostile work environment” case of sexual harassment, the Command  is held liable if it knew or should have known and failed to take appropriate and immediate action to stop the harassment.

Every Command is required to post the policy on sexual harassment on official bulletin boards.

*
Who are the harassers?
Co-workers and other employees continue to be the primary source of sexual harassment in the 

Federal work place.  The following Table identifies the categories of individuals who harass:
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WHO ARE THE HARASSERS?

_________________________________________________________________

Percentage of victims sexually harassed, identified by category of harasser.

Source of information:  1995 Merit Systems Protection Board Report to the President & Congress.








         Victim

     Harasser




                      Men
         Women

_________________________________________________________________

Co-worker or other employee


                        79

  77

Immediate and/or higher level supervisor                              14                      28

Subordinate employee                                                            11                        3

*Other or unknown                                                                  6                      7 1

* Such as contractor personnel or anonymous persons

Note:  Because some victims reported harassment from more than one source, these

percentages cannot be added to together to obtain aggregate percentages.

In the Navy, co-workers are most frequently reported as harassers.  While the above Table

describes categories of harassers, it does not identify the gender.  Referring back to the point

that sexual harassment is about power, not sex, harassers are most commonly found to be male.

However, women can be harassers too.

*
What is my responsibility?  What do I do?
Preventing sexual harassment is everyone’s responsibility--both employees and supervisors.  If 

you feel you have been a victim of sexual harassment or you witness sexually inappropriate 
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behavior, the following is a checklist of steps you can take:

1.  Tell the harasser that the attention/behavior is unwanted and ask that the behavior 

     STOP.

2.  Record what happened, documenting the time and place, and any possible witnesses.

3.  Tell your supervisor or the harasser’s supervisor about the incident.  Ask that the

      harasser be told stop the unwanted behavior.

4.  Contact your Personnel Management Advisor at your servicing Human Resources 

     Office (HRO); or the Commander, Navy Region Southwest, Dispute Resolution

     Office; or your union representative if you are covered by a collective bargaining

     agreement that covers allegations of discrimination.

AS A MANAGER, it is my responsibility to make an informal inquiry into allegations of 

sexual harassment and take appropriate action.  During the course of my inquiry, I may 

consult with HRO staff about the situation.  If it’s deemed appropriate, a more formal 

investigation may be conducted to better assess the merits of the allegation.

Lastly, if you are engaging in any of the sexually inappropriate behavior as described

this training, STOP IT!

THE PROCESS FOR ADDRESSING SEXUAL HARASSMENT
If you elect to notify the HRO of  the alleged sexual harassment, the following actions

will occur:
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1. An intake report is processed.

2. If the incident reported meets the definition of sexual harassment, the Command is notified of the allegation.

3. An affidavit is taken from the alleged victim.

4. An affidavit is taken from pertinent witnesses and the alleged harasser.

5. Management is appraised of the outcome of the investigation.

Based on the results of the investigation, corrective action may be warranted.  This action may

include discipline ranging from admonishment to removal.

It’s important to note that to file a timely EEO complaint, an individual must make contact with 

the HRO within 45 calendar days of the alleged harassment.  To file timely grievances, 

employees must do so under their current collective bargaining agreement.

-END-

Personal Note to Supervisors:

Your obligation under Title VII of the Civil Rights Act of 1964, as amended, is to 

maintain a work place free of discrimination in any form.  This requires you to make it your business to be sensitive to the atmosphere in your organization and to stop any behavior that could be considered inappropriate.  As you go about your business, consider the following quote taken from a respondent to the Merit Systems Protection Board Sexual Harassment Survey:

“Without every putting pen to paper, supervisors have a way of signaling

what level of behavior is demanded or tolerated.”
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*
Who is a potential target of sexual harassment?


Everyone.

*
What is sexual harassment?
The Equal Employment Opportunity Commission (EEOC) is charged with the administration of

the federal government’s Equal Employment Opportunity (EEO) Program.  The EEOC defines 

sexual harassment as follows:

“Unwelcome sexual advances, requests for sexual favors, and other verbal


 or physical contact of a sexual nature constitute sexual harassment when:


 Submission to such conduct is made either explicitly or implicitly a term or 


 condition of an individual’s employment;


 Submission to or rejection of such conduct by an individual is used as a basis


 for an employment decision affecting such individual, or


 Such conduct has the purpose or effect of unreasonably interfering with an 


individual’s work performance or creating an intimidating, hostile or offensive


work environment.” 

The definition of sexual harassment expands as more employees define additional types

of behavior as sexual harassment.  The following table summarizes behavior commonly

perceived as sexual harassment in the federal government.
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FORMS OF SEXUAL HARASSMENT



Percentage of respondents who experienced the indicated behavior during the 1993-1994.

Source of information: 1995 Merit Systems Protection Board report to the President & Congress











Men
  Women

Sexual remarks, jokes, teasing                                                               14            37

Sexual looks, gestures                                                                              9            29

Deliberate touching, cornering                                                                 8            24

Pressure for dates                                                                                     4            13

Suggestive letters, calls, materials                                                            4            10

Stalking                                                                                                     2              7

Pressure for sexual favors                                                                         2              7

Actual/attempted Rape or Assault                                                            2              4

The traditional picture of harassment shows a supervisor offering or withholding employment

benefits from a subordinate based on the person’s yielding to pressures for sexual favors.  This 

type of behavior is called “quid pro quo” (“something for something”) sexual harassment.

+This definition of sexual harassment is best understood to mean that the victim is asked directly (“explicitly”) to submit to sexual favors(s), or the request for favors is implied (“implicitly”) by the harasser, in exchange for some type of employment benefit (“term or condition of employment”).
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Navy-wide experience has shown that the most common forms of sexual harassment reported 

include:  inappropriate sexual remarks, jokes, calendars, and posters.  These types of behavior 

are called “hostile work environment” sexual harassment.

*
Who are the harassers?
Co-workers and other employees continue to be the primary sources of sexual harassment in the 

federal work place.  The table below identifies the categories of individuals who harass.

WHO ARE THE HARASSERS?

_________________________________________________________________

Percentage of victims sexually harassed, identified by category of harasser.

Source of information:  1995 Merit Systems Protection Board Report to the President & Congress.








         Victim

     Harasser




                      Men
         Women

_________________________________________________________________

    Co-worker or other employee


            79

  77

    Immediate and/or higher level supervisor                          14                      28

    Subordinate employee                                                        11                        3

    *Other or unknown                                                              6                        7 I

* Such as contractor personnel or anonymous persons

Note:  Because some victims reported harassment from more than one source, these

percentages cannot be added to together to obtain aggregate percentages.

In the Navy, co-workers are most frequently reported as harassers.
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*
What is my responsibility?  What do I do?

Ending sexual harassment is everyone’s responsibility--both employees and supervisors.  If you 

feel you have been sexually harassed, or you witness sexually inappropriate behavior, the may 

use the following steps:


1.  Tell the harasser that the attention/behavior is unwanted and to STOP;


2.  Record what happened.  Document the time and place and any possible witnesses.


3.  Tell your supervisor or his/her boss about the incident.  As that the harasser be told


      to stop the behavior.


4.  Contact your Personnel Management Advisor and your HRO Site Office.  If you


     are covered by a collective bargaining agreement which includes allegations of 


     discrimination, you may contact your union representative.

Lastly, if you are engaging in any of the sexually inappropriate behavior as described on the 

preceding pages, STOP IT!










