8.11
WORKPLACE AND SEXUAL HARASSMENT

It is the policy of the EImhurst Public Library that all employees have a right to work in a non-
threatening, non-discriminatory environment. Workplace and sexual harassment are prohibited at
the EImhurst Public Library, either among employees or between employees and patrons. Any
employee found to be in violation of this policy will be subject to disciplinary action up to and
including termination. Patrons who engage in workplace or sexual harassment will be excluded
from the Library for an appropriate period of time (see Public Conduct Policy 3.17). Itis a
violation of this policy to retaliate or to take reprisal in any way against any employee who has
articulated any concern about harassment or discrimination against the person raising the concern
or against another individual.

Definition of Workplace Harassment

Workplace harassment consists of conduct which creates a hostile workplace environment for
any employee based on race, gender, sexual orientation, national origin, religion, disability,
pregnancy, age, military status or any other categories protected by State or Federal Law.
Examples of workplace harassment include use of racial, ethnic or religious epithets; conduct
motivated by gender or sexual orientation that is so offensive to a reasonable person that it alters
the workplace environment; or derogatory statements relating to a person’s disability status, age,
or other protected category.

Definition of Sexual Harassment and Examples
Sexual harassment is unwelcome sexual advances, requests for sexual favors, and other verbal or
physical conduct of a sexual nature when:

1.) submission to such conduct is made either explicitly or implicitly a term or condition of
employment; or

2.) submission to or rejection of such conduct is used as the basis for decisions affecting the
individual; or

3.) such conduct has the purpose or effect of unreasonably interfering with the individual's work
performance; or creating an intimidating, hostile or offensive environment.

Examples of sexual harassment include, but are not limited to, sexual assault, and
unwelcome sexual conduct, including sexual propositions, sexually graphic comments,
touching, patting, pinching, leering or ogling; unwelcome invitations to engage in sexual
activity; physical touches of a sexual nature; brushing against the body “accidentally”;
pressure to engage in sexual activity as a condition of employment or advancement;
persistent, sexual jokes or comments, and displays of sexually graphic pictures.
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WORKPLACE AND SEXUAL HARASSMENT POLICY
IMPLEMENTATION PROCEDURES

All Library employees are accountable for compliance with this policy. All department heads are
urged to take appropriate steps to disseminate this policy, to sensitize employees to the
importance of avoiding workplace and sexual harassment, and to inform employees of
procedures for filing complaints.

Any employee who experiences or witnesses harassment is encouraged to contact the Director,
HR Manager, or an Assistant Library Director or another appropriate individual, such as her/his
Department Head, for consultation and advice or to report the incident.

I. FILING A COMPLAINT

Any employee who believes that he/she has been harassed or discriminated against or who
has witnessed such actions, should make a complaint. Complaints must be reported, in
writing, by the complainant as quickly as possible after the incident.

A. The complaint may be filed with the Director, HR Manager or an Assistant Library Director,
who will investigate the complaint. If a supervisor or Department Head receives a complaint of
sexual harassment directly from an employee, or becomes aware of such conduct, the complaint
shall be immediately reported to the Director or HR Manager.

B. In the event the Library Director is the charged party, the complaint will be referred to the
President of the Library Board of Trustees.

C. Whether a charge of discrimination, harassment or retaliation is made verbally or in writing,
every effort will be made to ensure that the complaint is documented and that the document
contains the following information:

Day, date and time that the complaint is lodged

Day, date, time and place that the alleged event(s) occurred

Individuals involved—person filing the complaint, person alleged to have committed the offense,
any witnesses

Response, reaction, if any, of the person making the complaint to the person alleged to have
committed the offense, at the time the incident occurred

Any other pertinent information or statement regarding the complaint, including statements made
by the complainant.

Il. ALTERNATIVE FILING PROCEDURE

Employees of a sex opposite that of the Library Director, Assistant Library Directors or their
Department Heads may request that their complaint be discussed with an employee of the same
sex as the complainant. Employees wishing to exercise this option shall first inform the Library
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Director or the HR Manager of the existence of the complaint and request that an employee of
the same sex be designated. The designated employee shall report the substance of the complaint
to the Library Director and the HR Manager, who shall process the complaint in accordance with
sections | and 11 above.

Written documentation regarding the investigation and resolution of the complaint shall be made
for personnel files.

1. INVESTIGATION

All allegations of harassment and discrimination will be investigated promptly by
Administration. Anyone found to have engaged in any type of harassment or discrimination will
be subject to disciplinary actions, up to and including immediate termination of employment.

IV. RETALIATION

Reporting harassment, assisting in making a complaint, cooperating in an investigation of
harassment, or otherwise engaging in conduct protected by the Illinois Whistleblower Act will
not reflect adversely upon an individual’s status or affect future employment. This is true
regardless of whether the Library finds that unlawful discrimination has occurred. Any employee
who retaliates against another for exercising his or her rights under this policy shall be subject to
discipline, up to and including discharge. The rights to confidentiality, both of the complainant
and of the accused, will be respected consistent with the Library’s legal obligations and with the
necessity to investigate allegations of misconduct and to take corrective action when this conduct
has occurred.

V. FALSE REPORTING

Given the nature of this type of discrimination, the Library recognizes that false accusations of
sexual harassment can have serious effects on innocent individuals. False or frivolous complaints
refer to cases in which the accuser is acting in bad faith and using a sexual harassment complaint
to accomplish some end other than stopping sexual harassment. Employees found to file a
knowingly false report will be subject to appropriate disciplinary action. Such disciplinary action
could include termination of employment.

VI. APPEALS

All decisions may be appealed by any party. Decisions of supervisors may be appealed to the
respective department head; decisions of the department head may be appealed to the HR
Manager; decisions of the HR Manager may be appealed to the Library Director. Decisions of
the Library Director shall be final unless the Library Director is the subject of the complaint, in
which case the appeal may be referred to the President of the Board of Trustees for consideration
by the Board of Trustees. In that case, the decision of the Board of Trustees shall be final.

VIl. CONFIDENTIALITY

The Library cannot guarantee confidentiality, but will only share information about an
investigation on an as needed basis or as required by the law. All parties involved in any of the
above proceedings shall maintain all information received in strictest confidence.
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VIII. TIMELINESS
All complaints shall be made and handled in an expeditious manner, keeping in mind the rights
of all parties.

IX. LEGAL RECOURSE

Any employee may also use the legal recourse, investigative, and complaint process through the
Illinois Department of Human Rights and Human Rights Commission and/or the Equal
Employment Opportunity Commission. Contact information for these agencies is listed below:

Illinois Department of Human Rights

100 West Randolph, Suite 10-100

Chicago, Illinois 60601

Telephone: 312-814-6200

TDD: 312-263-1579
http://www.illinois.gov/dhr/Pages/default.aspx

[llinois Human Rights Commission

100 West Randolph Street

Suite 5-100

Chicago, IL 60601

Tel: (312) 814-6269

TDD: (312) 814 — 4760

http://www.illinois.gov/ihrc/Pages/default.aspx

Complaints must be filed with the Department of Human Rights within 180 days of the incident.

Or

Equal Employment Opportunity Commission (“EEOC”)

500 West Madison Street, Suite 2000

Chicago, Illinois 60661

Telephone: 800-669-4000

TDD: 800-669-6820

http://www.eeoc.gov/

Complaints must be filed with the EEOC within 300 days of the incident.
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