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About this Manual

This manual is designed to make employers aware that any harassment by an employee, 
including sexual harassment and vicarious harassment by a supervisor, is against the 
law. Sexual harassment can be male to female or female to male or same sex. Vicarious 
harassment applies to harassment by a supervisor based on race, color, sex (whether or 
not of a sexual nature), religion, national origin, protected activity, age, or disability.

All claims of harassment should be taken seriously. The consequences of not doing so 
could be detrimental to your company.

This manual is designed for the exclusive use of customers of Personnel Concepts. This 
manual is sold exclusively through distributors of Personnel Concepts. The copyright 
laws of the United States protect the material contained within.

Copying or reproduction of any kind without the written permission of Personnel 
Concepts is strictly prohibited.

Every effort has been made by Personnel Concepts to ensure accuracy and completeness 
of the information contained in this manual. This manual follows the guidelines set 
forth by the State Department of Fair Employment, as well as the Federal Government’s 
Equal Employment Opportunity Commission. This manual and program are provided 
with the understanding that Personnel Concepts or any of its authorized distributors 
cannot be held responsible for errors or omissions or changes in the law, regulations or 
interpretations thereof. The user of this Harassment Compliance Program is urged to 
seek legal counsel to verify the applicability of this program. This manual is in no way 
intended to be a legal interpretation of any law or regulation.

© 2006-2012 Personnel Concepts
All Rights Reserved 
 









































































1. Measure the "static" in the work environment. Is there friction
between individuals or groups that seems discriminatory? Do
complaints or grievances set one sex or distinguishable group against
the other?

2. Measure the "comfort level." Can colleagues of the opposite sex
invite each other out to lunch without launching a "consorting"
campaign? Is there a distinct lack of camaraderie between males and
females? Between employees with different ethnic background?

3. Measure the office gossip quotient. Just how much backbiting
and mudslinging goes on in the normal course of a business day? Are
there a lot of whispered conversations and averted glances when
members of the opposite sex walk by? Does the office rumor mill often
grind out sexually oriented figments of people's imaginations?

4. Measure the professional acceptance level. Do males congregate
in "old boy" networks and freeze out female interlopers? Do females
overreact to criticism or act defensively and walk around with "chips on
their shoulders?" Is there a noticeable lack of shared business
communication and idea exchange?

If you undertake such a "measurement project" in your own area of
responsibility and uncover any of the above problems, here are four things
you can do:

A. Bombard your employees with harassment material. Get
everyone alerted to the existence of potential problems and potential
solutions.

B. Set a good example. Evidence a completely neutral attitude.
Exhibit your professional persona equally to all employees. Get across
the idea that you see all fellow workers as just that, not members of
the same or opposite sex or any ethnic origin.

C. Work for changes in others' attitudes. If you ask for altered
behavior, don't accept "business as usual." No "boys will be boys" (or
vice versa) excuses. You can't expect overnight changes, but you can
monitor daily efforts.

D. Work to change your own attitude. For instance, are all your
behavior patterns consistent and acceptable? If you are blunt in your
criticism of male employees, are you equally hard on females?
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