Sexua Harassment:

New Roles, New Rules

Video Program L eader’s Guide

In this course, the participants will examine male and female rolesin the WorkplaN)ﬁJ
these roles are changing, and how harassment can result from these changes. This bréakthrodgh,
innovative course stresses the importance of making men part of the solution, oty e
problem. It helps prevent problems from occurring by providing men with g @

the-job rules, and it gives women (and men) step-by-step, practical approach
harassment.

d concise on-
Upon successful completion of this course, the participants wi @Ieto:
» Define how sexual harassment harmsthevictim, the h , and the organization.

harassment.

+ Discriminate between sexual harassrr@ts, and thosethat aren’t.

» Definethetwo major categorieso ual harassment.

* Recognize that men and women have different @Out the issue of sexual

» Describe common responses ual harassment.
e Listfour stepstofollo@responding to sexual harassment.
* Follow five basic nesto avoid harassing behavior.

This pro c;i be used to train all employees — non-managers, team leaders, supervisors,
managers, executives. In short, anyone who works within the organization will benefit from
taki tl@ ram.

ough this program can be conducted with all men or all women, it is much more
effective if the group consists of a balance of both.



Thisvideotape cour se can be used asfollows:
1. Prior to your session:
A. Read the Sexual Harassment: New Roles, New Rules participant’ s booklet.

(Please note that you are not authorized to reproduce this booklet. 1f additional
copies are desired, you may order them from Edge Training Systems, Inc.)

B. Watch the videotape, Sexual Harassment: New Roles, New Rules, and beco
comfortable with the six sections and where you need to stop the tape. n\

C. If your organization has awritten sexual harassment policy, obtain ¢
document for each person.

D. Draw on separate sheets of easel paper (or have transparencies n@of) the following:

) O

» Define how sexual harassment harms the victim, the har X the
organization.
 Recognize that men and women have different fear e issue of sexual
harassment.
* Discriminate between sexua harassment act hat aren’t
« Define the two major categories of sexual nt ¢laims.
« Describe common responses to sex nt.
« List four stepsto follow when respongifng to sexual harassment.
» Follow five basic guidelines to avoid h ing behavior.
b)
@ en are Afraid of:
1. False Accusatio
Reputation e destroyed by afalse alegation of misconduct where there

islittle t(@pportumty for defense.

etation of Conduct
f changesin what is okay and what isn’'t, conduct that isinnocently
i ed may be interpreted as harassment.

N

eletonsin the Closet
@ In the past, their behavior may have been rude or offensive. Could they be
sued in the present for what happened in the past?
Women are Afraid of:

1.Physical Violence
A woman who receives leering glances and wolf whistlesis far more likely to
be intimidated than flattered.

2.Misuse of Power
Women fear that sexual harassment is yet another way that men reinforce their
power, compromising women's effectiveness in the workplace.




d)

f)

9)

EEOC Guidelines
Definition:
Sexual Harassment is... “unwelcome sexual advances, requests for sexual favors,
and other verbal or physical conduct of a sexual nature.”
Criteria:
“1) submission to such conduct is made either explicitly or implicitly aterm or
condition of an individua’s employment,
2) submission to or rejection of such conduct by an individual is used asthe
basis for employment decisions affecting such individual, or
3) such conduct has the purpose or effect of unreasonably interfering with an
individual’s work performance or creating an intimidating, hostile, or
offensive working environment.”

Types of Harassment
1. Quid Pro Quo
“1f you have sex with me, you'll get araise.”
2.Hostile Environment @
Unwelcome behavior that is severe and pervasive and unreasol erferes with

the person’s work.
e Third Party Q
Sexual conduct which is welcome and recipro creates a hostile

environment for others.
* Sexual Favoritism

Sexual conduct that is welcomed and sec ed, but resultsin unfair
treatment of others.

* Sex-Based
Any harassing conduct which is b on gender can constitute sexual
harassment.

e @Common Responses
Just ignoreit. x
Blameyour%
. Grinan rit.
. Fight '[@ﬂ‘ire

aMwWN R

Key Stepsfor Responding to Sexual Harassment
Confront the harasser and ask that the harassment stop.

2. Document continuing harassment behavior.

®3. Review the organization’s policies and prepar e thoughts and notes.

4. Report the harassment to appropriate person.

1. Confront the Harasser and Ask That the Har assment Stop
a) Describe the situation — the behavior — not judgmental statements
about the person.
b) Usetheword“l” to describe how you feel when faced with the other’s
actions.
¢) Ask that the behavior stop.
d) Check for understanding.




2. Tofacilitate the participative nature of this section, arrange the seating so that the participants
have 3 to 5 member per table. (The optimum number is 4 members per table.) Asmuch as
possible, try and seat men and women at the same table. Thisis especially important for
exercises where the sexes need to learn new insights about each other.

3. Tointroduce your session, play the opening section in the videotape, “ Sexual Harassment:
New Roles/ New Rules.” Stop the tape at the end of Section 1.

4. Tape onthewall the prepared list of “Participant’s Objectives’ (or use your tran
and read the objectivesto the group. SK

5. Pass out the participant’s booklet Sexual Harassment: New Roles, New
group not to read ahead.

6. Play the videotape' s second section, “ Today' s Workplace.” Stop th@ at the end of
Section 2.

7. Say: “1'dlikeyou now to elect leaders at each table. Th ave8 minutesto list on
your easel paper the answer to the following question: [Wr guestions on your easel paper
asyou read it.] How can sexual harassment harm: 1) Im, 2) the organization, and, 3)

theharasser? I'll call timein exactly 8 minutes.”

Call timein exactly eight minutes. Ask eac ipturn, to report one answer to their first
guestion until all items have been reported. the teams to check off any item on their list as it
is mentioned by another team so that the reportSiwill not be repetitive. Then, ask each group,
again in turn, to report one answer to t t question, and so on until all the questions have
been answered.

Say: “Asyou have stated, the s clearly harmed. Theorganization isalso harmed. The
organization isalso harme}g) er morale, loss of productivity, awful publicity, and high-
dollar settlementsthat c ugly affect the bottom line. And the harasser is often required
to pay direct monet ges suffersloss of job or status, and may earn an unsavory
reputation.”

8. Play thevij 3@ sthird section, “ What Are We Afraid Of?” Stop the tape at the end of
Section 3.

QO



9. Say: “Let’slook at the fears men and women bring to a discussion of sexual harassment.
I’d like you now to individually list the answers to the following questions. [Write the
guestions on your easel paper as you read them.] 1) ‘What do you think men are afraid of 7’
and 2) ‘What do you think women are afraid of?” 1’ll call time when the majority of you have
finished.”

Cadl time. Then say: “Now elect a new leader for your group and note on easel paper the
answersto the following questions. [Again, write the questions on your easel paper as youqead
them.] 1. Asaman, a) ‘What do you think men are afraid of 7" and b) ‘What do you t

women are afraid of?” Next, 2. asawoman, a) ‘What do you think men are afraid of® an

b) ‘What do you think women are afraid of?” You have 10 minutes.” Q

Cadll timein ten minutes. Ask each group, in turn, to report first their answe 2 “men”
guestion until all items have been reported. Then, ask each group, again in turfi;to report their
answers to the “women” question, and so on until al answers have b tioned.

prepared list of men’s fears and women'’s fears (or use your tr cy), and read them to the
group.

Say: “In order to deal with theissue of sexual har en and women must first cometo
respect the other’ s fears as legitimate and worthy ideération. Otherwise, we often feel

hostile and antagonistic about our different ual harassment.”

Say: “In summary, men are afraid of...and women are afraid %..@ape to the wall the

10. Play the videotape's fourth section, * What
of Section 4.

xual Harassment?” Stop the tape at the end

11. Thensay: “The EEOC guid@ state that behavior isillegal when it meets any one of
thefollowing criteria.” [Tape t%’ all the prepared “EEOC Guidelines” (or use your
transparency), and read theﬁth group.]

12. Say: “Complaint ual harassment are commonly divided into two categories.”

ared list of harassment types (or use your transparency), and read them
to the group.] “Let’slook at each of these categories, and their sub-types, in more detail.
In your Participants Booklets, pages 20 to 29, are ten short cases that are based on real
events. Pl elect new leaders, read the cases one at a time, and determine the type of sexual
har each. Write each case'stitle and its type of harassment on your easel paper.

I’ Jai one hint; there are two casesfor each of the five types of harassment. You have
two'minutes per case, a total time of 20 minutes. You may begin.”

Call timein 20 minutes. Then read off the correct answers and ask each team to grade their own
work. Answers. Case#1, Sexual Favoritism; Case#2, Quid Pro Quo; Case#3, Third Party;
Case #4, Sex-Based Harassment; Case #5, Hostile Environment; Case #6, Quid Pro Quo; Case
#7, Sex Based Harassment; Case #8, Third Party; Case #9, Sexual Favoritism; and, Case #10,
Hostile Environment.



13. Say: “Now turn to pages 30 to 34 in your Participant’s Booklet. Let’sreview some
realistic work scenarios—the kind of eventsthat could conceivably occur in your workplace.
These scenarios have behaviors that may or may not be considered harassment. Firgt,
individually read each scenario and determineif you think, based on the facts given, that
sexual harassment has occurred. Notethat in all the situations, the employees are:
colleagues, not friends; peers, not boss/subordinate; alone, there is no one else around (except
asnoted). I'll call time when the majority of you have individually completed the exercise.”
[Call time when the majority has completed their work.]

14. Say: “Okay, now do thefollowing. First, elect a new leader for your group. Th

number the left side of your easel paper from 1to 5. Next, the leader should ask flowymany
thought the behavior was okay and how many thought it was not okay. H ussion
for now. Last, note beside the scenario’s number on the easel the number @ gays and ‘Not
Okays,” and be prepared to report your conclusions. I’ll call timein about I0"minutes.” [Call

time in about 10 minutes. Ask each leader to report his or her group’s sions. Discuss any
differencesin findings.] @
15. Play the videotape' s fifth section, “ Intent Vs Impact.” St e at the end of Section 5.

human life throughout the ages. And the ways in whiCh Vigtims of harassment respond have
become predictable, standard, and common. Here@ge$x common responses to sexual
harassment.” [Tapeto the wall the preparedH @mmen Responses’ (or use your
transparency), and read them to the group.] say: “These responses have been tried for
years, and yet the harassment continues., Th ust be a better way.”

16. Say: “Aswe have learned, sexual harassment i?& new. It hasbeen a part of

17. Say: “So, let’s examine a simpl -step response which is proving effective in stopping
sexual harassment.” [Tape tqthe@ the prepared model (or use your transparency), and read
thefour steps. Then say: “Let’ irst at Step 1, * Confront the harasser and ask that the
harassment stop.” Sexual @‘Yent isan intimidating even, one that makes confronting the
harasser even more diffi me people avoid confrontation of any kind. They are afraid
that the other person @[ angry, maybe even violent. They feel being misunderstood,
rejected, or havi | with retaliation. But remember, law and social policy are on your
side when con(%1h ual harassment. So the best initial course of action isto gather our

courage and tell arasser that their behavior is offensive to us and that we want it to stop.
Sounds oesn’tit? Itisn’t!”

. S TQ)”OWI ng is a step-by step outline that details how we can confront harassment

jor in a calm, reasonable attempt to resolve the problem.” [Tapeto the wall the prepared
of Step 1, “Confront the Harasser and Ask That the Harassment Stop” (or use your
transparency), and read it to the group.] Say: “Most people will naturally tend to be defensive
and try to deflect or downplay the message. No one likes to admit that he or she has offended
someone. Therefore, they are likely to deny that anything happened. When this occurs, we
can respond by saying, ‘Well, now that you are aware of thisand how it makes mefeel, I'm
certain that it won’t happen again.” 1f an employee has trouble confronting a particular
individual, he or she might also try making hisor her statement in writing. Note that this




four-step oral or written confrontation model works best for harassment situationsthat are
relatively minor.” [Here, as an option, you may choose to role play this 4-step model, or ask the
group to imagine atypical workplace harassment situation and write the four steps on their easel

paper.]

18. Say: “If our attemptsto end the harassment by confronting the harasser have not been
successful, then we must be ready to pursue our complaint further in order to make the
harassment stop. At this point, we should moveto ‘ Step 2, Document the Contlnumg
Harassment Behavior.” In this step, we will keep a written log of each incident, t

the dates and times, where they took place, specific descriptions of what was sald or
descriptions of how we felt, and any witness who was present. A contemporaneo rd of
events helps give legitimacy to our complaints and demonstrates the patter ?

behavior that may be occurring. This documentatlon will help our organ| n |ts
investigation and will obtain better resultsfor us.”

19. Say: “Next, in Step 3, we should ‘Review Our Organization’s
Thoughts and Notes.” Here, determine who should be seen firsk
we should start with our bosses and work our way up the O(I;@

and Prepare Our
ally, this means that
n if necessary. But, if

proceeding up the ‘chain of command’ is not possible, we ntact the human resource

department. We should also carefully review our organi n’'s sexual harassment policy, if it
isavailable.” [Pass out to each participant a copy of r'eeganization’s policy, if available]
Ask: “What questions do you have about our poliey” 9FAnSwer any questions they may have.

If you are unable to provide an answer to ap. estion, offer to obtain the information
and get back to the individual(s).

20. Say: “Now, in Step 4, we are rea
It isimportant to note that reportin
harming our organization by sep
department —it’s actually i |n th
behavior.”

‘Report the Harassment to the Appropriate Person.’
harassment isnot a hostile act. We are not
harassment to our bosses or to the human resources
nterest of the organization to take action against such

“What dowen 0 or say in the meeting?”

See how man@ lowing points you can obtain from the participants.

e what happened, where and when it occurred, how you felt, and what impact, if
ad on your job performance.
. that you are concerned about it.
esent your documentation, if any.
Ask what will be done — and by when.
* Askwhat your next step is.
Say: “If after thismeeting we are still dissatisfied, we should consider taking our concernsto
someone higher up in the organization, or to the human resources department, and ask him or
her to intervene.”



21. Say: “It'salmost impossible to create a simple, all encompassing set of rulesto prevent
such problems as sexual harassment in the workplace. | do have five general rules of
behavior that others have found useful, but before | show them to you, let’s seeif you can
come up with your own. First, elect leadersfor your table. Then, develop alist of practical
work “rules’ that we can use to guide our behavior in the workplace. For example, one of
your rulesmight be, ‘No ogling.” Please list your team’s rules on your easel paper, and I’
call timein about 10 minutes. Again, please keep your booklets closed, as| would like to have
your answers, not the textbook’s.” [Call time in about 10 minutes and ask each group to report
itswork. Suggest that the team leader check off their group’sruleif it isthe same as by
another group so the reports don’t get redundant.]

22. Play the videotape's sixth and last section, “ New Rules for Today’s Wor %p the
tape at the end.

23. Say: “In closing today’s program, let’ s figure out how we can ap at welearned to
our workplace. Elect new leaders at each table. Then note on you aper the answersto

thefollowing question: [Writethis question down asyou say i sidering all the
material we've covered in today’s session, specifically how ¢ pply what we' ve learned to
our jobs? I'll call timein 8 minutes.” Call timein 8 minut iew their questions and obtain

feedback on the teams answers.

24. Write below any additional closing comment%



