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     POLICY/PROCEDURE

Establishes Communications Department policy in regards to sexual harassment and harassment in general.

A.
DEFINITION:


SEXUAL HARASSMENT: Sexual harassment is considered a type of discrimination.  It is defined as unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature.

HARASSMENT: Harassment is considered a type of discrimination, mental, physical verbal and/or emotional abuse.  It is defined as unwelcome, condescending, negative, hurtful verbal remarks, bullying, or the undesired use of one’s resources, position, dominance, or sexual, political, or religious orientation over another person for whatever reason that negatively affects that person. (to be targeted or victimized.)

B.
Examples:

1.  Submission to such conduct is, either implicitly or explicitly, a term or condition of employment (i.e., hiring, continuation and/or advancement). 

2.  Submission to, or rejection of, such conduct is used as the basis for employment or job assignment decisions.

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

4.  Maintaining close proximity to an individual, staring, leering and/or any other form of nonphysical act or conduct that has the purpose or effect of creating an intimidating, hostile, or offensive work environment.

5.  Verbal comments, "jokes" or any form of communication in the work place involving sexual, abusive, political, or religious matters that are deemed inappropriate, in a negative nature, hurtful to any one or more individual(s), or simply in bad taste.

B.
REPORTING PROCEDURES:


1.
Lafourche Parish Communications District will not tolerate any form of sexual harassment or other form(s) of harassment whether such be in a verbal, mental (psychological) or physical nature.  Any employee who experiences or observes any act of sexual or other harassment should immediately report the incident to his or her immediate supervisor or any administrative staff member to whom he or she may feel more comfortable reporting the incident.

In all cases the strictest confidence of all reports must be maintained and      all incidents initially investigated under the direction of the Assistant Administrator, Administrator, or, if circumstances warrant, a Board member.  

PROCEDURE:
1.
Staff member will provide to the Operations Supervisor or Administrative Assistant a statement documenting in writing the circumstances about the call and/or event.  

2.
Operations Supervisor or Administrative Assistant will assess situation, and make determination whether or not to provide the appropriate law enforcement agency with an incident, defining the LPCD/E-911 as the “Complainant”, for misuse/abuse of the 9-1-1 system.  If such is done, each call received on a 9-1-1 line substantiates a separate offence and such constitutes a separate citation.  

3.
A Copy of any the taped conversation, Incident Report, 911 call print-out, Notice(s), etc. shall also be provided to the law enforcement agency.

4.
Any form of harassment received by an employee of the District via telephone or other will require the completion of a “LPCD Employee Security/Threat Form” by the employee and then provided to the Operations Supervisor or the Administrative Assistant.  All support information will be attached to the form.  If, at the discretion of the Administrator, the reported incident merits the involvement of law enforcement or legal actions, necessary actions will be taken.
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