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Administrative Rule

SEXUAL DISCRIMINATION AND HARASSMENT

Code GBAA-R   Issued  1/05

Complaint procedures

An aggrieved employee is encouraged to inform the person engaging in sexual harassing conduct that such conduct is offensive and must stop. If the aggrieved person is not comfortable with direct communication, or if direct communication is unsuccessful, the aggrieved person should initiate the complaint procedures as follows.

· File a complaint with his/her immediate supervisor, except for situations covered below. Minutes of the conversation should be recorded, approved and initialed by the aggrieved and the supervisor.

· Under no circumstances will an employee be required to first report allegations of harassment to an administrator/supervisor if that person is the individual who is accused of the harassment. In such cases, the employee will contact the executive director of human resources.

· Administrators/Supervisors will initiate an investigation of any incident of alleged sexual harassment reported to them or observed by them. Confidentiality will be maintained throughout the investigation. Only those who have an immediate need to know may be provided the identity of the complainant.

· All administrators/supervisors will immediately report in writing the results of any investigation of sexual harassment, including corrective or disciplinary action taken to the executive director of human resources and to the complaining employee.

· All administrators/supervisors will, at minimum, issue a written reprimand to any employee determined to have sexually harassed any other employee. Administrators/supervisors will take whatever disciplinary action they determine is warranted, up to and including termination.

· Under no circumstances will an administrator/supervisor retaliate in any way against an employee who has provided information as a witness to an incident of sexual harassment.

· All administrators will follow up within one month to three months of any reported incident of sexual harassment to determine whether the victim has been subjected to any further harassment.

Preventive action

A copy of the district’s sexual harassment policy and this administrative rule will be distributed to all employees.

All administrators/supervisors will give a copy of the policy and administrative rule to any new employee upon his/her employment.

A copy of the policy and administrative rule will be posted on employee bulletin boards and addressed in other written communication distributed to employees.

On an annual basis, administrators/supervisors will review with all employees the nature of sexual harassment, the procedures for registering a complaint about sexual harassment and the redress that is available. This will include information about assistance with claims of sexual harassment offered by the Equal Employment Opportunity Commission and the South Carolina Human Affairs Commission.

The human resources office will make available information from the Equal Employment Opportunity Commission and the South Carolina Human Affairs Commission about filing claims of sexual harassment with these entities.

Annually, all administrators/supervisors will attend a training session on sexual harassment that will cover the kinds of acts that constitute sexual harassment, the district’s serious commitment to eliminating and avoiding sexual harassment in the workplace, the penalties for engaging in harassment and the procedures for reporting incidents of sexual harassment.
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