CITY OF WATERVILLE

HARASSMENT POLICY

It is the policy of the City of Waterville that all employees should be able to work in an environment free from all forms of harassment.  Harassment, as defined by this policy, is prohibited.  This policy refers not only to supervisor-subordinate actions but also to actions between co-workers.  Any complaints of harassment will be investigated promptly.  There will be no intimidation, discrimination or retaliation against any employee who makes a report of harassment.

Definition

A. Sexual Harassment

1. Sexual Harassment is the attempt to control, influence or affect the career, salary or job of an individual in exchange for sexual favors.  Sexual harassment can also be conduct, which creates a hostile or offensive work environment or unreasonably interferes with a person’s ability to perform his or her job.  Sexual harassment is an extremely serious matter.  It is prohibited in the workplace by any person and in any form.

2. Specific conduct which is prohibited includes, but is not limited to:

a) Threats or insinuations, implicit or explicit, that any employee’s refusal to submit to sexual advances will adversely affect the employee’s retention, evaluation, wages, promotion, duties or any other condition of employment.

b) Unwelcome sexual flirtations, advances, or propositions;

c) Verbal or written abuse of a sexual nature;

d) Graphic verbal comments about an individual’s body;

e) Sexually degrading words used to describe an individual;

f) The display in the workplace of sexually suggestive objects or pictures.

B.
Verbal Harassment

Derogatory or vulgar comments regarding a person’s sex, religion, age, ethnic origins, physical appearance, or the distribution of written or graphic material having such an effect are prohibited. 

Employer’s Responsibility
The City of Waterville wants you to have a work environment free of sexual harassment by management personnel, by your coworkers and by others with whom you must interact in the course of your work as a City of Waterville employee.   Sexual harassment is specifically prohibited as unlawful and as a violation of the City of Waterville’s policy.  The City of Waterville is responsible for preventing sexual harassment in the workplace and for promptly investigating any allegation of work-related sexual harassment.

Complaint Procedure
If you feel that you have been the recipient of sexually harassing behavior, report it immediately to your supervisor.  It is preferable to make a complaint in writing, but you can accompany or follow up your verbal complaint with a written statement.  

If your complaint is against your supervisor, you should make your complaint to the Human Resource Officer; if your complaint is against the Human Resource Officer your complaint should be made to the City Administrator; if your complaint is against the City Administrator your complaint should be made to the City Solicitor.  

All allegations of sexual harassment will be quickly investigated.  To the extent possible, your confidentiality and that of any witnesses and the alleged harasser will be protected against unnecessary disclosure.  

Within three (3) City Hall working days after a written complaint is made, a supervisor, or other person designated by the City of Waterville, will investigate the complaint.  The person will speak with possible witnesses and will speak with the person named in the complaint.  Your anonymity will be protected.
Depending on the complexity of the investigation, you should be contacted within seven (7) City Hall working days about the status of your complaint and whether action is being taken.  When the investigation is completed you will be informed of the outcome of the investigation.

Retaliation Prohibited
The City of Waterville will permit no employment-based retaliation against anyone who brings a complaint of sexual harassment or who speaks as a witness in the investigation of a complaint of sexual harassment.

Written Policy
You will receive a copy of the City of Waterville’s sexual harassment policy when you begin your employment.  The City of Waterville will distribute a copy of the current policy once a year to all employees.  If at any time you would like another copy of this policy, please contact the Human Resource Office.  If the City of Waterville should amend or modify this policy, you will receive an individual copy of the amended or modified policy.

Disciplinary Actions
Sexual harassment will not be tolerated at the City of Waterville.  If an investigation of any allegation of sexual harassment shows that harassment has taken place, the harasser will be subject to disciplinary action, up to and including dismissal.
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