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CITY OF UNALAKLEET
Administrative Committee Meeting
Council Chambers/Teleconference

1-888-392-4560
Code 30254571#
July 6, 2022 - 12PM

Council Members — Karen, Thomas, Abel
Call to Order
Approval of Agenda
Public Comments
Items for Discussion
a. Admin & Office Reports/Updates
b. Ordinance 22-09 — Adopting a New Unalakleet Municipal Code Section 13.04.245,
Establishing Liens for Utility Service
c. Sample Harassment Policies
d. Other Items
Adjournment



Public Hearing: MG\\/ (©, 2022
First Reading: _ [Mawy 1O, 22027
Second Hearing: '

Votes For: _____ Votes Against: _____

ORDINANCE NO. 2022-09

AN ORDINANCE OF THE CITY OF UNALAKLEET ADOPTING A NEW
UNALAKLEET MUNICIPAL CODE SECTION 13.04.245, ESTABLISHING LIENS FOR
UTILITY SERVICE

WHEREAS, property served by city utilities, as well as the owners of such property,
benefit from utility service;

WHEREAS, non-payment of utility bills places an unfair burden on other utility
customers;

WHEREAS, Alaska Statute 29.35.010 provides all municipalities the power to provide
by ordinance for the creation, recording, and notice of a lien on real or personal property to
secure payment of past due utility fees, costs incurred by the municipality in the abatement of an
unsafe or dangerous building, and other fees and charges provided for by ordinance;

NOW THEREFORE, BE IT ORDAINED AND ENACTED BY THE CITY OF
UNALAKLEET, ALASKA:

Section 1: Classification. This ordinance is of permanent nature and shall be codified
in the Unalakleet Municipal Code.

Section2:  Amendment of Chapter 13.04. Unalakleet Municipal Code Chapter 13.04 is
hereby amended with the addition of a new Section 13.04.245 to read as follows:

13.04.245 Liens

A. Upon any delinquency, all rates, fees, charges, assessments, penalties, and interest
due and owing under this chapter shall constitute a lien of the city upon the real
property receiving the benefit of the service or utility.

B. Upon any delinquency, all rates, fees, charges, assessments, penalties, and interest
due and owing under this chapter shall constitute a lien of the city upon the
personal property of the person who requested service.

C. A notice of lien for amounts described in this section may be recorded in the
office of the district recorder, Cape Nome Recording District, Second Judicial
District; however, failure to so record said interests shall not be construed as a
waiver or abrogation of any and all priorities, rights and interests of the city at law
and in equity. Upon full satisfaction of payment of all charges, interest, penalties
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and costs due and owing to the city, the city shall record or file a certificate
discharging the lien.

D. In an action to enforce a lien, the court shall allow as part of the costs all money
paid for drawing the lien and for filing and recording the lien claim, and a
reasonable attorney fee for the foreclosure of the lien.

E. The lien remedies provided by this section shall be cumulative with any other
remedies.

Section 4:  Effective Date. This ordinance shall be published as provided by law and
shall be effective following adoption.

ORDINANCE 2022- _is hereby adopted by the Council of the City of Unalakleet, Alaska,

this ___day of ,2022.

Kira Eckenweiler, Mayor

ATTEST: Kelly Otton, City Clerk
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2.20.040 Sexual harassment.

Sexual harassment is defined in accordance with state and federal law as may exist from time to time,
and is currently defined as follows:

A. Unwelcome sexual advances, request for sexual favors, and other verbal or physical conduct of a
sexual nature constitute sexual harassment when:

1. Submission to such conduct is made either explicitly a term or condition of an individual's
employment; or

2. Submission to or rejection of such conduct by an individual is used as the basis for

employment decisions affecting such individual's work performance or creating an intimidating,
hostile, or offensive working environment.

B. Examples of sexual harassment also include unwelcome sexual flirtations or propositions, verbal
abuse of a sexual nature, subtle pressure or requests for sexual activities, unnecessary touching of an
individual, graphic or verbal commentaries of a sexual nature about an individual's body, sexually
degrading words used to describe an individual, a display in the work place of sexually suggestive
objects or pictures, or offensive jokes of a sexual nature, any or all of which continues after a request
is made for it to stop. Any employee or volunteer who feels that he or she is a victim of sexual
harassment by any supervisor, management official, other employee, volunteer or customer or any
other person in connection with employment with the City should bring the matter to the immediate
attention of the employee’s supervisor, Mayor or Deputy Mayor. The employee may also bring the
matter to the attention of the Alaska Commission for Human Rights and the Federal Equal
Employment Opportunity Commission.

C. Upon receiving notice of a sexual harassment complaint, the matter shall be promptly investigated
in a confidential manner. Any employee who is determined, after investigation, to have engaged in
sexual harassment in violation of law will be subject to appropriate disciplinary action, up to and
including discharge. (Ord. 96-01, 1996; Ord. 96-04, 1996; Ord. 97-06, 1997)
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Administrative Order No. 81

October 25, 1984

In furtherance of the State of Alaska's commitment to human rights and equal employment opportunity, |, Bill

Sheffield, Governor of the State of Alaska, under the authority granted by Article Ill of the Alaska Constitution
and by Alaska Statute 44.17.060, hereby order the following as the policy and guidelines for the Executive
Branch of Alaska State Government on discriminatory harassment and more specifically on sexual harassment.

This Order amends and supplements Administrative Order No.75, the general policy on equal employment
opportunity.

1. STATEMENT OF POLICY

1.1 The Executive Branch of the State of Alaska, as an employer, will not tolerate, condone or
permit any kind of harassment of employees or applicants for employment on the basis of their sex,
color, race, religion, national origin, age, handicap, marital status, changes in marital status,
pregnancy or parenthood. Such harassment is in direct violation of Federal and State law and is
inconsistent with the State’s policy on equal employment opportunity.

1.2 Persons who knowingly engage in or instigate such harassment will be subject to disciplinary
actions which may lead to suspension and discharge. Additionally, managers and supervisors who
knowingly permit harassment activity to occur without further action will he subject to disciplinary
action. Where such prohibited activity is perpetrated by a non-employee, the State will take
available and appropriate disciplinary action which may include, by way of example, loss of contract.

2. GENERAL PROVISIONS

2.1 Scope: The policy and guidelines herein apply to all agencies, employees and applicants for
employment within the Executive Branch of Alaska State Government.

2.2 Frivolous or Malicious Accusations: Persons making frivolous or malicious accusations of
harassment may be subjected to disciplinary actions.

2.3 Management Activities: This Order is not intended to restrict bonafide activities such as
reprimands, disciplinary actions and employee performance evaluations which are clearly within the

scope of a supervisor’s duties and responsibilities, and which serve a legitimate management
purpose.



3. DEFINITIONS

3.1 Harassment: Unwanted communication and/or conduct by a supervisor, co-worker or non-
employee in the workplace which adversely affects the employment relationship or working

environment for the employee or applicant for employment and is based on the sex, race,
natlonal origin, age, handicap, marital status, changes In marital status, pregnancy or parenthood of

that individual. Harassment may in¢lude slurs, abusive language, threats, derogatory comments,
unwelcome jokes, teasing and other such verbal or physical conduct.

religion,

3.2 Sexua) harassment: Addressed and defined by the U.S. Equal Employment Opportunity
Commission in the Federal Guidelines on Discrimination Because of Sex published on November
10, 1980, and codified as 28 CFR Section 1604.11 » Sexual harassment is defined as follows:

“(a) Harassment on the basis of sex is violation of Sec. 703 of Title Vil. Unwelcome sexual
advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature
constitute sexual harassment when (1) submisslon to such conduct is made either explicitly or
implicitly a term or condition of an individual's employment, (2) submission to or rejection of such

-conduct by an Individual is used as the 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 work environment.”

4. GUIDELINES FOR THE IMPLEMENTATION OF POLICY
4.1 Responsibllity for implementation:

(a) Overall responsibility for the administration of this order is delegated to the Director
of the Division of Equal Employment Opportunity.

(b) All agency heads, managers and supervisors within the Executive Branch of State
Government are responsible for taking immediate and appropriate corrective action
where they have any knowledge of such prohibited practices. Such corrective actions

should be taken only after consuitation with the State Division of Equal Employment
Opportunity.

4.2, Complaints:

(a) Employees believing they have been subjected to harassment should contact their

department or agency’s Equal Employment Opportunity Representative or the State
Division of Equal Employment Opportunity.

(b) A complaint may be formally filed on the “Complaint of Discrimination Form®
avallable through agency personnel offices and the State Division of Equal



Employment Opportunity.

(c) The Division of Equal Employment Opportunity shall develop the appropriate
administrative process to resolve harassment complaints,

(d) Any form of retaliation, reprisal or adverse action taken against an employee for
complaining about, reporting, or cooperating in the investigation of such harassment is
prohibited and will be dealt with severely. Such disciplinary action may include
suspension and dismissal.

4.3 Dissemination of Policy:

(a) The policy is to be posted in the form provided in Appendix Aof this order on all
bulletin boards and at every facility and office within each department.

(b) It will be the responsibility of each agency head to ensure that copies of this policy
are disseminated to all supervisory staff and that copies of this policy are included in all
agency policy manuals and employee handbooks.

This Order takes effect October 25, 1984.

Dated at Anchorage, Alaska October 25

S/S Bill Sheffield
Bill Sheffield
Governor of the State of Alaska

Related Memorandum
Appendix A
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Sample of a Workplace Harassment Policy

[Company] is committed to malintaining a workplace free from sexua
form of workplace discrimination. All employees are required to wo

harassment in the workplace. This Policy is one component of [Compan

Policy

[Company] policy applies to ajj employees, applicants for employment, interns, whether paid or unpaid,
contractors and persons conducting business, regardless of immigration status, with [Company]. In the
remainder of this document, the term a€ueemployees£|€ refers to this coliective group.

» Or otherwise assists in any
investigation of a sexual harassment complaint. [Company] will not tolerate such retaliation against

anyone who, in good faith, reports or Provides information about suspected sexual harassment, Any
employee of [Company] who retaliates against anyone involved In a sexual harassment investigation will
be subjected to disciplinary action, up to and including termination. All employees, paid or unpaid interns,
or non-employees working in the workplace who believe they have been subject to such retaliation should
inform a Supervisor, manager, or [name of appropriate person]. All employees, pald or unpaid interns or
non-employees who believe they have been a target of such retaliation may also seek relief in other
avallable forums, as explained below in the section on Legal Protections,

Sexual harassment Is offensive, Is a violation of our policles, is unlawful, and ma
liability for harm to targets of sexual harassment, Harassers may also be individ
Employees of every level who engage in sexua| harassment, Including mana

engage in sexual harassment or who allow such behavior to continue,
misconduct.

Y subject [Company] to
ually subject to liability,
gers and supervisors who
will be penalized for such

employees, including managers and supervisors, are required to cooperate with any internal Investigation
of sexual harassment.

All employees are €ncouraged to report any harassment or behaviors that violate

this policy. [Company)
will provide ali employees a complaint form for employees to re

port harassment and file complaints.

Managers and supervisors are required to report any complaint that they receive, or any harassment that
‘they observe or become aware of, to [person or office designated].

This policy applies to al| employees, paid or unpald interns, and non-emplo
uphold this policy. This policy must be provided to all employees and shouj

work locations to the extent practicable (for example, in a main office,
provided to employees upon hiring.

yees and all must foliow and
d be posted Prominently in aji
not an offsite work location) and be

What Is ‘Sexual Harassment'?



Sexual harassment is a form of sex discrimination and is unlawful under federal, state, and (where
applicable) local law. Sexual harassment includes harassment on the basis of sex, sexual orientation, self-
identified or perceived sex, gender expression, gender identity and the status of being transgender.

Sexual harassment includes unwelcome conduct which is either of a sexual nature, or which is directed at
an individual because of that individual's sex when:

 Such conduct has the purpose or effect of unreasonably interfering with an individual's work
performance or creating an intimidating, hostile or offensive work environment, even If the reporting
individual is not the intended target of the sexual harassment;

* Such conduct is made elther explicitly or implicitly a term or condition of employment; or

* Submission to or rejection of such conduct is used as the basis for employment decisions affecting an
individual's employment.

A sexually harassing hostile work environment Includes, but is not limited to, words, signs, jokes, pranks,
intimidation or physical violence which are of a sexual nature, or which are directed at an individual
because of that individual's sex. Sexual harassment also consists of any unwanted verbal or physical
advances, sexually explicit derogatory statements or sexually discriminatory remarks made by someone

which are offensive or objectionable to the recipient, which cause the recipient discomfort or humiliation,
which interfere with the recipient's job performance.

Sexual harassment also occurs when a person in authority tries to trade job benefits for sexual favors. This
can include hiring, promotion, continued employment or any other terms, conditions or privileges of
employment. This is also called 4€cequid pro quod€ harassment.

Any employee who feels harassed should report so that any violation of this policy can be corrected
promptly. Any harassing conduct, even a single incident, can be addressed under this policy.

Examples of sexual harassment

Employees may be subject to discipline for retaliating against others.

The following describes some of the types of acts that may be unlawful sexual harassment and that are
strictly prohibited:

* Physical acts of a sexual nature, such as:
o Touching, pinching, patting, kissing, hugging, grabbing, brushing against another employee's
body or poking another employee’s body;
o Rape, sexual battery, molestation or attempts to commit these assaults.
+ Unwanted sexual advances or propositions, such as:
° Requests for sexual favors accompanied by implied or overt threats concerning the target's job
performance evaluation, a promotion or other job benefits or detriments;
o Subtle or obvious pressure for unwelcome sexual activities.
+ Sexually oriented gestures, noises, remarks or jokes, or comments about a person's sexuality or
sexual experience, which create a hostile work environment.
» Sex stereotyping occurs when conduct or personality traits are considered inappropriate simply

because they may not conform to other people's Ideas or perceptions about how individuals of a
particular sex should act or look.

* Sexual or discriminatory displays or publications anywhere in the workplace, such as:
o Displaying pictures, posters, calendars, graffiti, objects, promotional material, reading
materials or other materials that are sexually demeaning or pornographic. This includes such

sexual displays on workplace computers or cell phones and sharing such displays while in the
workplace.

* Hostile actions taken against an individual because of that individual's sex,
identity and the status of being transgender, such as:
o Interfering with, destroying or damaging a person's workstation, tools or equipment, or
otherwise interfering with the individual's ability to perform the job;
o Sabotaging an individual's work;
o Bullying, yelling, name-calling.

sexual orientation, gender
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Who can be a target of sexual harassment?

Sexual harassment <an occur between any individuals, regardless of their sex or gender. New York Law
protects employees, paid or unpaid interns, and non-employees, including independent: contractors, and

those employed by companies contracting to provide services in the workplace. Harassers can be a
superior, a subordinate, a coworker or anyone in the workplace including an independent contractor,
contract worker, vendor, client, customer or visitor.

Where can sexual harassment occur?

. Calls, texts, emails, and social media
usage by employees can constitute unlawful workplace harassment, even if they occur away from the
workplace Premises, on personal devices or during non-work hours,

uld discourage a worker from coming forward to make or

_ -related or occur in the workplace to
constitute unlawful retaliation (e.q., threats of physical violence outside of work hours).

Such retaliation Is unlawful under federal, state, and (where applicable) local law, The State Human Rights
Law protects any Individual who has engaged in 8€oeprotected activity.8€ Protected actlvity occurs when
a person has:

* made a complaint of sexual harassment, either internally or with any anti-discrimination agency;

¢ testified or assisted in a proceeding involving sexual harassment under the Human Rights Law or
other anti-discrimination law;

* Opposed sexual harassment by making a verbal or informal complaint to
informing a Supervisor or manager of harassment;

* reported that another employee has been sexually harassed; or

¢ encouraged a fellow employee to report harassment.

management, or by simply

Reporting Sexual Harassment

Preventing sexual harassment is everyone's responsibility.

[Company] cannot prevent or remedy sexual harassment unless it knows about it. Any employee, pald or
unpaid intern or non-employee who has been subjected to behavior that may constitute sexual harassment
is encouraged to report such behavior to g Supervisor, manager or [person or office designated]. Anyone

who witnesses or becomes aware of potential instances of sexual harassment should report such behavior
to a supervisor, manager or [person or office designated].

Reports of sexual harassment may be made verbally or in writing. A form for submission of a written

d to this Policy, and aj| employees are éncouraged to use this complaint form.
Employees who are reporting sexual harassment on behalf of other employees should use the complaint
form and note that it Is on another employee's behaif.

Employees, paid or unpald interns or non-employees who believe t

harassment may also seek assistance in other availabje forums,
Protections.

hey have been a target of sexual
as explained below in the section on Legal



Supervisory Responsibilities

All supervisors and managers who receive a complaint or information about suspected sexual harassment,
observe what may be sexually harassing behavior or for any reason suspect that sexual harassment is
occurring, are required to report such suspected sexual harassment to [person or office designated].

In addition to being subject to discipline if they engaged in sexually harassing conduct themselves,
supervisors and managers will be subject to discipline for failing to report suspected sexual harassment or
otherwise knowingly allowing sexual harassment to continue.

Supervisors and managers will also be subject to discipline for engaging in any retaliation.

Complaint and Investigation of Sexual Harassment

All complaints or information about sexual harassment will be investigated, whether that information was

reported in verbal or written form. Investigations will be conducted in a timely manner, and will be
confidential to the extent possible,

An investigation of any complaint, information or knowledge of suspected sexual harassment will be
prompt and thorough, commenced immediately and completed as soon as possible. The investigation will
be kept confidential to the extent possible. All persons involved, including complainants, witnesses and

alleged harassers will be accorded due process, as outlined below, to protect their rights to a fair and
impartial investigation.

Any employee may be required to cooperate as needed in an investigation of suspected sexual harassment.
[Company] will not tolerate retaliation against employees who file complaints, support another's complaint
or participate in an investigation regarding a violation of this policy.

While the process may vary from case to case, investigations should be done in accordance with the
following steps:

» Upon receipt of complaint, [person or office designated] will conduct an immediate review of the
allegations, and take any interim actions (e.g., instructing the respondent to refrain from
communications with the complainant), as appropriate. If complaint is verbal, encourage the
individual to complete the 'Complaint Form' in writing. If he or she refuses, prepare a Complaint
Form based on the verbal reporting.

* If documents, emails or phone records are relevant to the investigation, take steps to obtain and
preserve them.

* Request and review all relevant documents, including all electronic communications.

* Interview all parties involved, including any relevant witnesses;

» Create a written documentation of the investigation (such as a letter, memo or email), which
contains the following: -

A list of all documents reviewed, along with a detailed summary of relevant documents;

A list of names of those interviewed, along with a detailed summary of their statements;

A timeline of events;

A summary of prior relevant incidents, reported or unreported; and

The basis for the decision and final resolution of the complaint, together with any corrective

action(s).

* Keep the written documentation and associated documents in a secure and confidential location.
* Promptly notify the individual who reported and the individual(s) about whom the complaint was
made of the final determination and implement any corrective actions identified in the written

document.,

» Inform the individual who reported of the right to file a complaint or charge externally as outlined in
the next section.

o 0 o©

o O°

Legal Protections And External Remedies



Sexual harassment is not only prohibited by [Company] but is also prohibited by state, federal, and, where
applicable, local law.

Aside from the internal process at [Company], employees may also choose to pursue legal remedies with
the following governmental entities. While a private attorney is not required to file a complaint with a
governmental agency, you may seek the legal advice of an attorney.

In addition to those outlined below, employees in certain industries may have additional legal protections.
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Anti-harassment Policy and Complaint
Procedure (includes Dating/Consensual
Relationship Policy Provision)

policy. Based on the serlousness of the offense,
employment.

Managers and Supervisors who knowingly allow or tolerate discriminatio,

N, harassment or retallation, including the fallure to Immediately
report such misconduct to human resources (HR),

&re in violation of thig policy and subject to discipline,
Prohibited Conduct Under This Pollcy

[Company Name), in compliance with all applicable federal, state and local anti-discrimination and harassment laws and regulations,
enforces this policy In accordance with the following definitions and guldelines;

discriminatory work conditions; or to uge discriminatory evalua
Inwhole orin part, the person's race, color, national origin, age, religlo,
expression, genetic information or marital status,

harassment is any verbal or physical conduct

designed to threaten, Intimidate or coerce an employee, co-worker, or any person working for or on behalf of (Company Neme].



The following examples of harassment are intended to be guldelines and are not exclusive when determining whether there has been &
violation of this policy:

+ Verbal harassment includes comments that are offensive or unwelcome regarding a person's national origin, race. color, religion,

age, sex, sexual orientation, pregnancy, appearance, disabliity, gender identity or expression, marital status or other protected
status, Including epithets, slurs and negative stereotyping.

+ Nonverbal harassment includes distribution, display or discussion of any written or graphic material that ridicules, denigrates,

Insults, belittles or shows hostility, aversion or disrespect toward an individual or group because of national origin, race, color,

religion, age, gender, sexual orientation, pregnancy, appearance, disabliity, sexual identity, marital status or other protected status.

Sexual harassment

Sexual harassment is a form of unlawful employment discrimination under Title VIl of the Civil Rights Act of 1964 and Is prohibited under
[Company Name]'s anti-harassment policy. According to the Equal Employment Opportunity Commission (EEOC), sexual harassment is
defined as "unwelcome sexual advances, requests for sexual favors, and other verbal or physlcal conduct of a sexual nature ... when ...

submission to or rejection of such conduct Is used as the basis for employment decisions ... or such conduct has the purpose or effect of ...
creating an intimidating. hostile or offensive working environment”

Sexual harassment occurs when unsolicited and unwelcome sexual advances, requests for sexual favors, or other verbal or physical
conduct of a sexual nature:

« Is made explicitly or implicitly a term or condition of employment.
¢ Is used as a basis for an employment decision.

« Unreasonably interferes with an employee's work performance or creates an intimidating, hostlle or otherwise offensive
environment.

Sexual harassment may take different forms. The following examples of sexual harassment are intended to be guidelines and are not
exclusive when determining whether there has been a violation of this policy:

« Verbal sexual harassment includes innuendoes, suggestive comments, jokes of a sexual nature, sexual propositions, lewd remarks
and threats; requests for any type of sexual favor (this includes repeated, unwelcome requests for dates); and verbal abuse or
"kidding"” that is oriented toward a prohibitive form of harassment, including that which Is sexual in nature and unwelcome.

¢ Nonverbal sexual harassment includes the distribution, display or discusslon of any written or graphic material, Including calendars,
posters and cartoons that are sexually suggestive or show hostility toward an Individual or group because of sex; suggestive or
Insulting sounds; leering; staring; whistling; obscene gestures; content in letters, notes, facsimiles, e-mails, photos, text messages,
tweets and Internet postings; or other forms of communication that are sexual in nature and offensive.

» Physical sexual harassment includes unwelcome, unwanted physical contact, including touching, tickling, pinching, patting,

brushing up against, hugging, cornering, kissing, fondling, and forced sexual Intercourse or assault.

Courteous, mutually respectful, pleasant, noncoercive interactions between employees that are appropriate in the workplace and

acceptable to and welcomed by both parties are not considered to be harassment, Including sexual harassment,

Consensual Romantic or Sexual Relatlonships

[Company Name] strongly discourages romantic or sexual relationships between a manager or other supervisory employee and an

employee who reports directly or indirectly to that person, because such relationships tend to create compromising

conflicts of Interest or the appearance of such conflicts. In addition, such a relationship may give rise to the perception by others that there

Is favoritism or bias in employment decisions affecting the staff employee. Moreover, given the uneven balance of power within such

relationships, consent by the staff member is suspect and may be viewed by others, or at a Iater date by the staff member, as having been



move will be least disruptive to the organization as a whole. if no other
the parties will be given the option of terminating their relationship or resigning,

Retaliation

No hardship, loss, benefit or pensity may be imposed on &n employee in response to:

e Filingor responding to a bona fide complaint of discrimination or harassment.
* Appearing as a witness in the investigation of a complaint.
¢ Serving as an Investigator of g complaint.

Lodging a bona fide complaint will
status. However, filing groundless

employment,

Confidentiality

All complaints and Investigations are treated confidentially to the extent possible,
basls, The identity of the complainant is usually revealed to the parties involved d

cident has ©ccurred, preferably in writing. The HR director may

assist the complainant in completing a written statement or, In the event an employee refuses to Pprovide information 1n writing, the

HR director will dictate the verbal complaint.



2. Upon receiving a complaint or being advised by a supervisor or manager that violation of this policy may be occurring, the HR
director will notify senlor management and review the complaint with the company's legal counsel.

3. The HR director will initiate an investigation to determine whether there Is a ressonable basis for believing that the alleged
violation of this policy occurred.

4. Y necessary, the.complainant and the respondent will be separated during the course of the investigation,
transfer or administrative leave.

either through internal

5. During the investigation, the HR director, together with legal counsel or other management employees, will interview the
complainant, the respondent and eny witnesses to determine whether the alleged conduct accurred.

6. Upon concluston of an investigation, the HR director or other person conducting the Investigation will submit a written report of his
or her findings to the company. If it is determined that a violation of this policy has occurred, the HR director will recommend
appropriste disciplinary action. The appropriate action will depend on the following factors:

a) the severity, frequency and pervasiveness of the conduct;
b) prior complaints made by the complainant;
<) prior complaints made against the respondent; and
d) the quality of the evidence {e.g., firsthand knowledge, credible corroboration).
If the investigation is inconclusive or if it is determined that there has been no violation of policy but potentially problematic
conduct may have occurred, the HR director may recommend appropriate preventive action.
7. Senior management will review the investigative report and any statements submitted by the complainant or respondent, discuss

resuits of the Investigation with the HR director and other management staff as appropriate, and decide what action, if any, will be
taken.

8. Once a final decision is made by senior management, the HR director will meet with the complalnant and the respondent

separately and notify them of the findings of the investigation. If disciplinary action is to be taken, the respondent will be Informed
of the nature of the discipline and how it will be executed.

Alternative legal remedies

Nothing in this policy may prevent the complainant or the respondent from pursulng formal legal remedies or resolution through local, state
or federal agencies or the courts.

HR DAILY NEWSLETTER

News, trends and analysis, as well as breaking news alerts, to help HR professlonals do thelr jobs better each business day.
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