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PURPOSE
The City of Coral Springs is conmtted to providing a work
environment that is free of sexual harassment. Actions, words,
jokes or coments based on an individual's sex wll not be
tolerated. Sexual conduct (both overt and subtle) is a form of
enpl oyee msconduct that s denmeaning to another person

underm nes the integrity of the enploynent relationship and is
strictly prohibited.

Provisions are hereby established to provide for effective

conpl ai nt pr ocedur es avai |l abl e to al | enpl oyees for
i nvestigations of alleged sexual harassment. Violations of this
policy will result in disciplinary actions up to and including
term nati on. Further, it is the Cty's policy to act

affirmatively to dissuade such practices through conmuni cation
training, and other appropriate nmethods to sensitize the
enpl oyees to sexual harassnent issues.

DEFI NI T1 ON

Sexual Harassnent is defined as unwelcone sexual advances,
requests for sexual favors and/or other verbal or physical
conduct of a sexual nature which <creates a hostile or
intimdating environment. Sexual harassnent does not refer to
occasi onal conplinments of a socially acceptable nature or wel cone
social relationships. Unless the conduct is blatantly offensive,
a single incident or remark does not generally create a hostile
envi ronment . Sexual harassnment includes sexual advances and
suggesti ons where:

1. Subm ssion to such conduct is either an expressed or inplied
termor condition of enploynent.

2. Subm ssion to or rejection of such conduct is used as a
basis for an enploynent decision affecting the harassed
per son.

3. The conduct has the purpose or effect of interfering with an

i ndividual's work performance or creating an intimnmdating,
hostil e or offensive work environnent.



The policy prohibits behavior that is not welconed by the
enpl oyee and is personally offensive such as, but not limted to:

1
2.

Sexual flirtations, advances or propositions.

Ver bal abuse of a sexual nature, sexually related comments
and joking, graphic, or degrading comments about an
enpl oyee' s appearance, or the display of sexual objects or
pi ctures.

Any uninvited physical contact or touching, such as patting,
pi nching or intentionally brushing agai nst another's body.

PROVI SI ONS

1

All | evels of supervisors share responsibility for
communi cating this policy, for recognizing, responding and
taking corrective actions, and/ or preventing sexual
harassnment of Gty enpl oyees.

Enpl oyees who feel they are a victim of sexual harassnent
have an obligation and a duty to advise the individual
instigating the sexual harassnent that the conduct or
behavior is unwelcone and offensive. If the behavior
continues, the enployee should imrediately report the
behavior to their own supervisor or Drector of Human
Resources. The individual instigating the sexual harassnent
may not necessarily be another enployee, co-worker, or
supervisor, but may also be any other person conducting
business for or wwith Gty enpl oyees.

PROCEDURES

1

Enpl oyees should report their sexual harassnment conplaint
i medi ately. The enployee has the option of reporting the
conplaint as foll ows:

a. to their supervisor or departnent director, or
b. to the Director of Human Resources or Human
Resour ces Depart nment desi gnee.

If the supervisor or departnent director is the person
accepting the conplaint, he or she will notify the Director
of Human Resources of the conpl aint.

The Director of Human Resources w |l begin coordinating and
conducting the investigation process in a tinely manner. A
witten statenent will be requested of the conpl ai nant.

The City will provide an adm nistrative response in a tinely
and reasonable manner (within 30 days, if possible). The
response will indicate corrective actions, if any, to the
enpl oyee filing the complaint and to the individual(s)
i nvol ved in the sexual harassnent.

| f the enployee perceives the situation to be threatening,
that enployee may request authorization to use accrued



Annual Leave or Leave Wthout Pay or a job transfer.
Approvals will be determ ned on a case by case basis.

6. Disciplinary and/or corrective actions shall be inposed
based upon the severity of confirmed sexual harassnent.

7. Confidentiality shall be maintained to the extent all owed by
law to the persons involved in any investigation of a
conplaint. Unnecessary disclosures shall be prohibited.

8. Enpl oyees exercising their rights by filing a conplaint in
good faith wll not be retaliated against by the City
regardl ess of the findings of the investigation. However,
any enployee found to have provided false or msleading
information or does not fully cooperate wth an
investigation when filing a conplaint may be subject to
di sci plinary action.

9. Adm ni strative operating procedures as determned by the
Director of Human Resources for this policy shall be
appl i cabl e.

ADM NI STRATI VE REPEAL

The provisions contained herein shall supersede and replace all
prior Gty Sexual Harassment Policies.

Tony O Rourke, City Manager Dat e
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CI TY OF CORAL SPRI NGS
EMPLOYEE COWVPLAI NT FORM
(Administrative Policy 06.01.02 "Harassnment")
Pl ease read the applicable procedures before conpleting this form
Section |.

A Enmpl oyee | nformation



Enpl oyee' s Nane Departnment Director

Title | mredi at e Supervi sor



B. Statenment of Conplaint (Be specific.)

Dat e and Ti me of I nci dent (s)

Nane( s) of W tness(es) or ot her Know edgeabl e Parties

Brief Description of Incident (Describe actions of all person(s) involved, including
yoursel f. Attach additional pages if necessary.)

1. Has this incident happened before? Yes No, If yes, please
expl ain
2. Are there any witten notes kept by yourself on this incident?
Yes No If yes, please explain.
3. Have you spoken to the person who instigated the harassnment of this incident?
_____ Yes _ No Pl ease expl ai n.
4. Corrective Action Requested
Enpl oyee Si gnature
Dat e Ti re AM PM
Section II. Conplaint Received by (check one)
| medi at e Super vi sor:
o Narre and Title
Dat e/ Ti ne
O her Super vi sory Level :
Nare and Title

Dat e/ Ti ne



