Sexual Harassment Protocol

Purpose and Scope
· Define the objectives of the protocol
· Specify who the protocol applies to  (e.g. all staff, contractors, interns).

Definitions
· Using clear language, define what constitutes sexual harassment. Include examples.
· Distinguish between sexual harassment and hostile work environment.

Policy Statement
· State the agency’s commitment to a harassment-free workplace.
· State the agency’s stance on retaliation.

Prevention
· Schedule regular mandatory training sessions for all employees and management.
· Schedule additional training sessions for management including but not limited to  what to look for, how to handle a complaint, and reporting criteria.
· Create awareness campaigns: use posters, emails, and other media to educate and inform.

Reporting Mechanism
· Establish a clear and confidential process for victims and witnesses.
· Offer multiple channels: a designated officer, anonymous helpline, special email address, etc.

Investigation
· Outline the step-by-step process once a report is filed.
· Ensure fairness: Investigators should be impartial and trained in handling such matters.
· Define a timeline: Set a reasonable timeframe for completing investigations.



Protection Against Retaliation
· Clearly state that any form of retaliation against the complainant or witness is strictly prohibited.
· Establish mechanisms to monitor and guard against potential retaliation.

Consequences
· Define clear penalties for offenders, ranging from warnings to termination based on the severity.
· Ensure consequences are consistently applied.

Support for Victims
· Provide resources like counseling, legal advice, and any other relevant assistance.
· Make accommodation when necessary, such as modifying work schedules or granting leave of absence.

Documentation
· Maintain detailed records of all reports, investigations, and actions taken. 
· Ensure these records are confidential and securely stored.

Review
· Regularly evaluate and update the protocol, including compliance with local, state, and national laws and regulations concerning workplace harassment.


