Town of Canton                                                       Policy Number: IV – 5 (M)
Human Resources Policy 
Subject:  Sexual Harassment Policy

Policy:
It is the Policy of the Town of Canton to promote a workplace that is free of sexual harassment. Sexual harassment of employees occurring in the workplace, or in other settings in which employees find themselves in connection with their employment of town business, is unlawful and will not be tolerated by the Town of Canton. Retaliation against an individual who has complained about sexual harassment and retaliation against a person for cooperating with an investigation into sexual harassment is unlawful and will not be tolerated by the Town of Canton.

Scope:
This policy and procedure is applicable to all Town of Canton employees, agents, elected and appointed officials, consultants, volunteers and any person conducting business with or on behalf of the Town of Canton.

Definitions:
The Equal Employment Opportunity Commission (EEOC) has issued guidelines regarding sexual harassment in the workplace. Under these guidelines, sexual harassment will be treated as unlawful sex discrimination in violation of Title VII of the Civil Rights Act of 1964 Sexual Harassment is defined by the EEOC as follows:

"Unwelcome sexual advances or requests for sexual favors or of a sexual nature when:  (1) submission of such conduct is made either explicitly or implicitly as a term or condition of an individuals employment; or 
(2) submission to or rejection of a such conduct by an individual is used as the basis for employment decisions affecting such individual; or (3) such conduct has the purpose or effect of interfering with an individual's work performance or creating an intimidating, hostile, humiliating or offensive work environment."

In addition to the above definition, other sexually oriented conduct, whether it is intended or not, that is unwelcome and has the effect of creating a work place environment that is hostile, offensive, intimidating or humiliating to male or female employees may also constitute sexual harassment. 

Examples:  
Sexual harassing conduct includes, but is not limited to, unwanted sexual

advances; requests for sexual favors; repeated sexual innuendo or 

sexually-oriented verbal abuse; unwanted physical contact such as 

hugging, patting, stroking, or grabbing body parts; verbal comments of a 

sexual nature about a person’s physical attributes or sexual activity; 

displaying sexually suggestive objects, pictures or materials; using 

disparaging, demeaning or sexist terms to refer to employee; vulgar, 

sexist jokes or “teasing”; making obscene gestures or suggestive/insulting 

sounds; and following another person; using e-mail, telephone or letters 

to apply pressure for dates or a social relationship.

Procedure:


1. 
Communication: Each supervisor is required to communicate to each
subordinate the Town's policy against sexual harassment.  All employees will receive a copy of the sexual harassment policy annually. Supervisors are also required to report all cases of sexual harassment for investigation to the department head and to the Equal Employment Opportunity Officer.

2. Complaints of Sexual Harassment: Any employee who feels s/he has been sexually harassed has several ways to make his/her concerns know:

A. If the employee can comfortably do so, s/he should inform the employee engaging in the harassment that the conduct is offensive and must stop.

B. If the employee doesn’t wish to communicate directly with the person or if communication hasn’t brought results, the employee has the right to file a complaint with the Town.  This may be done in writing or orally by contacting, Lori Soloway, Human Resource Administrator/EEO Officer, Memorial Hall, 801 Washington Street, Canton, MA.  02021 (781) 821-2936.  If an employee feels more comfortable initially speaking to his/her supervisor/manager, the employee may do so.  The manager receiving the complaint should inform the Human Resource Administrator, who will conduct a prompt investigation.

3.  Investigation: When the complaint is received by the EEO officer, an investigation will take place promptly. The investigation will be conducted in a way to maintain confidentiality to the extent practicable under the circumstances. The investigation will include a private interview with the person filing the complaint, with the person alleged to have committed the sexual harassment, and with witnesses. Upon completion of the investigation, if it is determined that inappropriate conduct has occurred, prompt action will take place to eliminate the offending conduct, and where it is appropriate, disciplinary action can take place.

4. 
Confidentiality:  The confidentiality of both the complainant and the individual named in the complaint will be maintained.  However, the Town of Canton has a responsibility to investigate charges of sexual harassment, and such investigation includes interviewing the individual charged in the complaint and other witnesses.  Therefore, in order to conduct a proper investigation, the officer may disclose the name of the complainant and parties involved to the extent that such disclosure is deemed necessary or appropriate. 
5.
Disciplinary Action: If it is determined that inappropriate conduct has been committed by an employee, appropriate action will take place. Such action may range from counseling to termination from employment, and may include other such forms of disciplinary action as deemed necessary by the Town of Canton based on the circumstances, consistent with approved Town of Canton Human Resources policies and collective bargaining protocol.

6.
State & Federal Remedies: In addition to above, if an employee believes they have been subjected to sexual harassment, they may file a formal complaint with EEOC or the Massachusetts Commission Against Discrimination (MCAD).

A. The United State Equal Employment Opportunity Commission


JF Kennedy Federal Building


Government Center, Room 475


Boston, MA.  02003


(617) 565-3200

B. The Massachusetts Commission Against Discrimination


Boston Office:



Springfield Office:


One Ashburton Place


State Office Building


Room 601



436 Dwight Street


Boston, MA.  02108


Springfield, MA.  01103

(617) 727-3990


(413) 739-2145
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