EMPLOYEE CONDUCT AND DISCIPLINARY ACTION

604 Bullying, Harassment & Offensive Behavior
Effective Date: 08/01/2022

We are committed to providing a work environment where you and all other employees are
treated with dignity, decency, and respect. In keeping with this policy, we will not tolerate
bullying, harassment, offensive behaviors, or retaliation (hereinafter, “harassment,” unless
otherwise noted). This policy extends to workplace harassment involving non-employees, such
as outside vendors, suppliers, consultants, or customers. Conduct prohibited by this policy is
unacceptable in the workplace and in any work-related setting outside of the workplace, such as
during business trips, business meetings and social events, or where there is an impact in the
workplace.

What is Harassment?

Harassment is hostile or offensive physical conduct, verbal comments, or written comments
including, but not limited to, electronic communications, such as online posts or text messaging
if that conduct:

e Has the purpose or effect of creating an intimidating, hostile or offensive working
environment;

e Unreasonably interferes with an individual’s work performance or opportunities; or

e Otherwise affects the terms and conditions of employment.

Harassment because of the individual’s race, color, religion, sex, pregnancy, citizenship, national
origin, age, disability, military service, veteran status, genetic information, union membership,
marital status, status with regards to public assistance, participation in lawful activity off our
premises during non-working hours (which is not in direct conflict with our essential business-
related interest) or any other status protected by law is unacceptable and will not be tolerated.

Definition of Sexual Harassment

Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, sexually
motivated physical contact, comments (verbal or written), or physical conduct of a sexual nature
when:

e Submission to the conduct is made either explicitly or implicitly a term or condition of
an individual’s employment; or

e Submission to or rejection of such conduct by an individual is used as the basis for
employment decisions affecting that individual; or

e The conduct has the purpose or effect of unreasonably interfering with an individual’s
work performance; or

e The conduct has the purpose or effect of creating an intimidating, hostile or offensive
working environment.

Sexual harassment may involve individuals of the same or different gender.
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Examples of Harassment

Examples of harassment include, but are not limited to:

Unwanted sexual advances.

Offering employment benefits in exchange for sexual favors.

Making or threatening reprisals after a negative response to sexual advances.
Leering or making sexual gestures.

Displaying or circulating sexually suggestive objects, pictures, cartoons, e-mails, or
posters.

Displaying or circulating offensive objects, pictures, cartoons, e-mails, or posters based
on a legally protected characteristic such as race, religion, or sexual orientation.

Making or using derogatory comments, epithets, slurs, or jokes.

Electronic communications, such as online posts or text messaging, which are offensive
or derogatory in nature about an individual due to their membership in a protected class.

Graphic verbal commentaries about an individual’s body, sexually degrading words used
to describe an individual, or suggestive or obscene letters, notes, or invitations.

Unwelcome physical conduct including touching, assaulting, impeding, or blocking
movements, or threatening and intimidating behavior.

Reporting Procedure

You are responsible for, and have an obligation to, report harassing or inappropriate behavior,
whether it is directed at you or is something you saw or heard that was directed at someone else.
Any manager or supervisor who learns of or observes harassing or inappropriate behavior, or
receives a complaint about this kind of behavior, must immediately report the behavior or
complaint to the Human Resources Department.

If you experience harassment in the workplace, whether by employees or non-employees, take
the following steps:

Take immediate action rather than ignoring the problem and waiting for it to go away;

Tell the offending person, if you feel comfortable doing so, that his or her actions or
comments are unwelcome, that the behavior is offensive, and it must stop immediately;

Report the incident as soon as possible to a supervisor, the Human Resources
Department, or a Department Head; and

Remember that we will not tolerate any retaliation against you for reporting concerns
about harassing behavior or conduct.

If you witness harassment, take the following steps:

Take the incident(s) seriously;
Refuse to condone or participate in the behavior;
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e Encourage the victim to speak with his or her supervisor or the Human Resources
Department; and

e Express suspicions or concerns to the appropriate supervisor, the Human Resources
Department, or a Department Head so that we can be alerted to any possibly harassing
situations.

If you engage in harassing behavior or have been accused of engaging in harassing or
inappropriate behavior, take the following steps:

e Stop the behavior immediately;
e Listen to the person complaining about the behavior; and
e Learn from the experience and do not repeat it.

You are protected from retaliation for making a complaint or exercising other rights protected by
law.

Supervisors

For purposes of this policy, Supervisors are employees whose primary duties involve managing a
division of the County and directing the work of at least two full time employees or equivalents.
Among other duties, supervisors are responsible for hiring, firing, and disciplining others.
Employees who direct the work of employees, but do not have the authority to hire, fire, or
discipline others, are not supervisors.

If you are a Supervisor who is responsible for hiring, firing, and disciplining employees, and if
you engage in harassment, permit others under your supervision to engage in such harassment,
retaliate or permit retaliation against an employee who reports such harassment, you are guilty of
misconduct and shall be subject to immediate disciplinary action that may include termination of
employment.

Investigations

We will promptly investigate any report of harassment and will take swift and appropriate action
at the end of our investigation. Complaints will be handled as discreetly as possible, although we
cannot guarantee absolute confidentiality, since the alleged harasser is entitled to answer the
charges, particularly if discipline or termination is a possible outcome.

You must cooperate fully during any investigation or fact-finding we conduct and must provide
honest and complete information. You cannot choose to “stay out of it” if you are asked for
information that you have or have access to. This is true whether you are the complaining party,
the accused party, or a potential witness.

Failure to participate fully and honestly in the investigative process, or in any fact-finding

process initiated by us, is a serious violation of our policy and grounds for disciplinary action,
which may include termination from employment.
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Retaliation

We do not tolerate any retaliation against any employee who reports an incident of alleged
harassment or inappropriate workplace behavior, or provides information during an
investigation, and will take measures to protect all such employees from retaliation. Engaging in
retaliatory behavior is a violation of this policy, and is grounds for corrective action, up to and
including termination of employment.

Off-Site Events

On occasion, you may have the opportunity to participate in off-site County-sponsored events,
such as social gatherings, planning sessions, retreats, customer meetings, or conferences. These
settings, which may be more informal than our workplace, can facilitate new learning, creative
thinking and camaraderie among employees, vendors, and third parties. We expect that you will
demonstrate the same professional standards of behavior at these events as you would in the
workplace. Two specific guidelines should be kept in mind:

e Ifalcoholic beverages are served, they must be consumed in moderation.

e Harassment in any form will not be tolerated.

Liability for Harassment

If you violate this policy, you will be subject to disciplinary action, up to and including
termination from employment. You may also be subject to personal legal liability for violation of
this policy.

If you want more information about our harassment policy or complaint process, please contact a
supervisor or the Human Resources Department.
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