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Sexual Harassment Policy

It is the policy of the Holyoke Public Schools, in complimce with State and Federal laws and anti-
discnmination laws to provide a working environment free from all forms of sexual harassment.
Sexaual harassment of emplovees oceurming in the workplace or in the other settings in which
employees may nd themselves in connection with ther employment is unlawful and will not be
tolerated. Any retaliation against 2n individual who has complained abowt sexual harassment or
retaliation against individuals [or cooperating with an mvestigation of a sexual harassment complaint
i5 simularly vnlawful and will not be tolerated.

This policy is effective immediately and shall apply to all employees. All employees of the Holyoke
Public Schools have the nght 1o work inan environment free from sexval harassment. The Haolyoke
Public Schools affirms its commitmeni o maintan a work environment free of all forms of
harassment and discrimmation based on race, color, religion, seinal orientation, national orgin,
ancestry, age, sex or disabihity, All employees are expected to conduct themselves n an appropriate
manner with courtesy and respect for others. Any harassment on the basis of a person’s race, color,
religion, sexual onientation, national ongin, ancestry, age, sex or disahility will not be tolerated.
Procedures and policies set forth in Section 1L-LX should also be utihzed for these types of claims of
disenmmnation or harassment.

L. Defimition of Sexual Harassment

A, Sexual harassment is a form of sex diserimination. Sexua] harassment in the workplace and
retaliatien for reporting ur cooperating with a sexual harassment investigation are unfawul
under both state and federal taw and wall not be tolerated.

. In Massachusents, the legal defimtion of sexual harassment 15 thas: “sexual harassment” means
sexual advances, requests tor sexual favors, and verbal or physical conduct of a sexual natore
when:

1. submussion to or rejection of such advances, requests or conduct is made either eapheily or

imphicitly a term or condition of employment or as a basis for employment decisions;
OfF,

2. such advances, requests or conduet have the purpose or effect of unreasomahly interfening
with an individual's work performance by creating an intimidating, hostile, hurmiliating or
sexually offensive work environment. Under these defimitions, direet or implied requests
by a supervisar for sexual favors in exchange for actual or promised job benetits such as
favorable reviews, sulary increases, promotions, increased benefits, or continued
employment constitutes sexual harasstnent. Tt s important to note that sexual harassment 15
not limted to conduct by a male emplovee towards a female employee. The vichim of
sexual harassment may be etther male or female. Tikewise, a harasser may be male or
fermale, Also, sexual harassment is not, by definition, limited to prohibited conduct by a
supervisor or manager towards an employee, It can also nvolve conduct by one employee
towards a coworker, In some cireumsiances; it may even involve a non-employee asa
harasser ot the victim or harassment,

11. Examples Of Tvpes (4 Conduct Which Mav Constitute Sexual Harassment

‘The legal defimtron of sexual harassment 1s broad and m addition to the above examples, other
seanial by oriented conduct, whether it 13 intended or not, that 15 unwelcome and has the effect of



creating a work place environment that is hostile, offensive, intirmdating, or humiliating to male or
ternale workers may also constitute sexual harassment.

Be advised that our policy prohibits conduct or behavior of an offensive or sexval nature that may go
beyond what is prohbited by law. While it is not possible to list all those additional cireumstances
that may constirute sexual harassment, the following are same examples of conduct which violate our
policy and may also constitute sexual harassment under the law, depending upon the totality of the
circumstances including the severity of the conduct and its pervasiveness. A supervisor indicates to a
subordinate that the subordinate’s performance review will be affected by whether or not the
subordinate is willing to date the supervisor,

* A supervisor tells an employee that he/she could be promoted if hefshe grants certiim sexual
favors to the supervisor. z

* A manager demotes an employee because the emplovee refuses 10 share 2 bed with the manager
turng an out of town confercnce.

* Sexual advance - whether they involve physical touching or not;

*  Sexual epithets, jukes, written or oral references to sexual conduct, gossip regarding one’s sex
life: comments about an individual’s body, comments about an indi vidual’s sexual activity,
dehcencies, or prowess;

* Lusplaymg sexually sugpestive objects or materials, meluding photographs, drawings, cartoons,
post cards, calendars, tapes, cic

* Leening, whisthng, brushing against the body, sexual pestures, suggestive or nsulting comments;

* Inquiries into one’s sexual experiences: o

*  Discussions of one’s sexual activitie 5

= Iransmitling or accessing sexually explicit materials by computenzed or other means:

* Touchimg, pinching, groping, kissing or patting the body of another PETEON,

* Repeatedly asking a person for a date or to socialize outside of work after being informed such
conduct 15 unwelcome:

= Exerting pressure on another person [or sex or a romantic relationship; or

* Following, "shadowing”, or stalking a person.

-

All emplovess should take special note that, as stated nbove, retaliation against anondividual who has
complained about sexual harassment, and retaliation agamnst individuals for cooperating with an
investigation of a sexual harassment complamt 15 unlawtul and will not be tolerated by this
organization.

1Il. Responsibilities OF All Emplovees

Each employee is personally responsible for ensuring that histher conduct does not in any way
sexually harass any other employee or non-employee hefshe is in contact with in the performance of
histher duties. Each employee, supervisor and mana ger 15 required 1o fully cooperate in any Holyoke
Public School investigation of alleged sexual harassment, or with the appropriate legal authonties.
Further, supervisors and managers are obligated to intervene and stop any sexual harassment they
witness and to immediately report to their SUPErVIsOT, in wWrling, any sexual harassment that is
reported to themn or they otherwise Jeam of Any employee who receives a report of, or otherwise has
knowlcdge of conduct prohibited by this policy 15 required to report the conduct ur incident
immediate]y.
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1v.

rroccaure ' or Keporimg H»expal Harassmenl

The lollowing sexual harassment complaint procedure has been established to ensure prompt and
effective investigation mio allegations of sexual harassment.

X

If un mdividual believes that he or she 15 bemg sexually harassed or subjected to inappropriate
conduct of a sexval nature, the individual should immediately:

1. Firmly confront the harasser(s);

2. State the conduct which hefshe objects 1o,

3. Indicate that he/she finds such conduct offensive, intimidating andfor embarrassing;
4. Insist that the person(s) engaging in the conduct stop the conduct mmediately; and
3.

Report the harassment immediately m writing to one or more of the persons histed Delow *

[f the employee is not comfortable with confronting the alleged harasser(s), the emplovee should
immediately report the satuation to one or more of the persons identified below *

=3

Afler reporting the situation to one or more of the persons denificd below®, the employes
should immediately submit a writlen statement to the investigator detailing:

The spectfie conduct objected to,

Ihe date(s) and ome{s) such conduct ook place,
The name{s) of the alleged harasser(s),

The location(s) where the conduct oceurred,

The nameds) of any witness{es), and,

Any other detasls o information reguested by the mvestipator.

oho L e e bl e

The employee should provide the investigator with any documentation {cards, notes, pictures, ete.) or
other corroboration of the harassment which the emploves may have,

EMPLOYEES WO IIAVE A COMPLAINT OF SEXUAL HARASSMENT OR WHO WISH TO
LEARN MORE ABOUT THE SUBJECT MAY CONTACT ANY ONE OF THE FOLLOWING
PERSONS:

*

V.

STUDENT SERVICES DIRECTOR

STUDENT SERVICES DEPARTMENT

HOLYOKE PUBLIC SCHOOLS, 57 SUFFOLK STREET, HOL YDKT MMA 01040
TELEPHONE (413} 5342000 EXTENSION 236

HUMAN RESOURCE DIRECTOR

IMIMAN RESOURCE DEPARTMENT

HOLYOKE PUBLIC SCHOOLS, 57 SUFFOLK STREET. HOLYOKE, MA 01040
TELEPHONE (413) 334-2000 EXTENSION 224

Iovestigation of Complaints

Complaints of sexval harassment will be investigated promptly and acted upon in a timely manner.

I'he nvestigator will inform the alleged harasser(s) of the complaing, will interview the alleged
harasser and requare the alleped harasser to submit & detailed whtlen response to each and every
allegation of harassment. The mvestigator will also endeavor to prompily imterview and obtain
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detarled wnitten statements from potential witnesses. If the mvestigator concludes that sexual
harassment has occurred, the matter shall be immediately referred for appropriate disciplinary aetion
and we will act prompily 10 eliminate the offending conduct.

V1. Consequences of Yiolating Policy — Discipline & Discharve

[T 3t 15 determined that inappropriate conduet has been committed by one of our emplovees, and this
employee is in violation ol this policy, he/she will be subject to disciplinary action which may range
from repimand, suspension without pay, demotion, up to an including immediate discharge, In
appropnale circumstances, the Employer may also refer the matter to law enforcement officials for
puossible prosecution.

¥TI.  Confidentialitv -
Investigations of sexual harassment complaints shall be conducted in such a mannet a5 to disclose
intormation only to those with a need to know or those who may have ntormation pertinent to the
investigation. The Employer shall endeavor to keep such information as confidential as it can without
compromising the thoroughness of the investigation.

VIII.  No Retaliation For Filing A Complaint Or Cooperation With An Investigation

o employee shall be retaliated or diseriminated against in any way for making a complaint of sexual
harassment or for cooperating in the investigation of such a complaint.

IX. Identify of State And Federal Authorities

‘T'he Massachusetts Commission Against Discrimination (MCADY) enforces the state law prombiting
sexual harassment. The MCAD can be reached as follows, if you wish to file a formal complaint with
them:

Massachusetts Commussion Against Discrimination Massachusetts Commission Against Discrmin
436 Dwight Street, Suite 220 Une Ashburton Place, Room 601

Springtield, MA 01103 Boston, MA 0Z108-1532

Telephone (413) 739-2 145 Telephone (617) 727-3990

The Equal Employment Opportunity Commission (EEOC) enforces the federal law prohibiting sexual
harassment. The EEOC can be reached as follows, if vou wish to file a formal cormplaint with them:

Equai Employment Opportunity Commission Equal Employment Opportumity Conmission
Ome Congress Street, Room 1001 801 L Street, NJW,
Boston, MA 02114 Washington, C 20507

Telephone (617) 565-3200 Telephone (202) 6634900



ACKNOWLEDGEMENT OF RECEIPT OF SEXUAL HARASSMENT POLICY

I HEREBY ACKNOWLEDGE THAT I HAVE RECEIVED A COPY OF THE
SEXUAL HARASSMENT POLICY. 1 UNDERSTAND THAT IT IS MY
OBLIGATION TO IMMEDIATELY READ THE POLICY AND ABIDE BY THE
POLICY THROUGHOUT MY EMPLOYMENT.

Employee’s Signature Date

Employee’s Name (Please Print) Position Title

Assigned Building
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