TOWN OF STILLWATER

SEXUAL HARASSMENT POLICY
Adapted by the Personnel Manual of 2013 and update 2018

Sexual Harassment is illegal and a violation of the Civil Rights Act of 1964. The Town is
committed to the policy that sexual harassment is prohibited in each and every work place in
which Town employees work or conduct business. Conduct which constitutes sexual harassment
will not be tolerated from any Town employee or anyone else who is present in a Town
workplace, and will be treated as an act of employee misconduct.

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

I Submission to such conduct is made either explicitly or implicitly a term or condition of
an individual's employment; OR

2. Submission to or rejection of such conduct by an individual is used as a basis for an
employment decision affecting the person rejecting or submitting to the conduct; OR

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

Sexual harassment is a form of sex discrimination which is a violation under Title VII of the
Civil Rights Act of 1964, EEOC guidelines and the New York State Human Rights Law. Every
Town employee is entitled to a work environment uninterrupted by sexual harassment.

(Note: See the Attached Sexual Harassment Training Power Point and below information.)
Guidelines:

o The Town will formulate and maintain a Sexual Harassment Policy, Training and
Feedback program and Report Procedure. A copy of that policy shall be furnished to all
employees by the Supervisor’s Office upon an employee’s commencement of
employment in the Town. _

e Each new employee will be advised of that policy and procedure at the employee
orientation. Orientation is conducted by the Supervisor and Fiscal Manager.

e A copy of the Sexual Harassment Policy will be prominently displayed in the work place
of each Town Building.

e All employees, including supervisory personnel, shall complete Sexual Harassment
Training Annually.

Procedures:

e All complaints shall be made to one of the following persons: the Town Supervisor or



Deputy Supervisor. (Phone: 518-664-6148, press one for Supervisor)

While complaints may initially be made either orally or in writing, all complaints will be
reduced to writing on a complaint form provided by the Town for that purpose and be
made available to the Town Supervisor or Deputy Supervisor.

The employee must sign the complaint form.

The person handling the complaint will inform the employee that the investigation will
commence immediately; that discretion will be used but confidentiality cannot be
promised; that the alleged offender will be questioned as to their side of the story; that
witnesses and other employees of the Town may be questioned; and that appropriate
action against the accused will occur if they are found to be guilty. The Town’s Sexual
Harassment Policy should be reiterated, and the employee should be advised to report
additional incidents if the conduct continues.

All complaints of sexual harassment will be reported to the Town Board.

The employee shall be assured that retaliation for the reporting of complaints of sexual
harassment will not be tolerated, and that any such retaliatory conduct should be reported.
All investigations will be made promptly and thoroughly. The person investigating the
complaint will prepare a written report of the investigation. At the conclusion of the
investigation, a copy of the complaint and of the investigation will be furnished to the
Town Supervisor.

The investigatory procedure shall be fully documented, noting the date, time, place and
remarks about the incident.

The accused employee shall be notified privately of the charges against them and given
the opportunity to respond to those charges.

The person investigating the complaint shall interview witnesses and other personnel who
may have knowledge of the complaint or other instances of sexual harassment.

If the person conducting the investigation concludes, whether by the admission by the
accused employee or by the facts disclosed by the investigation, that the conduct
constituting sexual harassment has occurred, appropriate action shall be taken in
accordance with the Town’s disciplinary procedures and the New York State Civil
Service Law.

If the person conducting the investigation is unable to determine whether the actions
alleged in the complaint occurred, the accused employee will be informed that the
investigation was inconclusive, but that if the complaint is later proven true, or if similar
activity to that alleged in the complaint is found to occur, appropriate disciplinary action
will occur. The accused employee will also be advised that it is against Town policy for
any acts of retaliation against the complaining employee to occur.

If the person conducting the investigation determines that the conduct occurred, both the
complainant and the offender will be advised of that determination and that appropriate
action under the disciplinary policies of the Town will occur.

Once the appropriate action to be taken has been determined, both the complainant and
the offender shall be advised of the action, in writing.



JUDWISSEIRH 1enXaS | 3,vid
Sunequio) | %) uoiip3g 81 0¢ 189q0100

Buiules] uonuanaid
JuswisseleH jenxas
41VIS MHdOA M3N



JUSWISSEIRH [enxas
sunequio)

ERA- AR
HAOCA
M3IN

UOI}9NPOJUJ




JUBWISSEIRH Jenxas
sunequo)

31ViS
MAOA
M3IN

aoe|d)}JoA\ dY]
Ul JuswisseleH
jenxas




JUSWISSEIBH [enxas
suneqwo)

m.r<r.m\\wrmw
HAOA
MIN i
suoljdo buiodal jeusaixe NOA MOYS
luswisseley |enxas podal 01 Moy NOA MoUg «

1usuisseJey
[enxes paiapisuod si jeym puelsiapun Jeneg NoA digH e

1lim Buiurea) s, Aepoj

‘pPalelajol a( 10U [[IMm JUSWISSeIRY [ENXoS

99e|d)}JOA\ 9y} Ul JUswisSseleH [enxas




JusuusseseH jenxsg
sunequio)

m._.<ﬁ
HAOA
M3N
‘lapusbsue.

Buieq jo sniejs ay) pue Auspl jepush ‘Uoissaldxe
Jepuab ‘xes paalsoied Jo Paljiluspl-jjos ‘uoijelusiio
|BNX8s XoSs JO siseq 8y} UO JUsWSSBIBY SSPN|ou| e

INJMB|UN S| pUB UOIIBUIWIIOSIP X3S JO WIOL B S|
JUsuwissesey [enxas

lusuisseleH jenxas si jeym




"SUOISI08p JuswAoidws 10y
SISB( 8yl Sk pasn si 10Npuod yons Jo uojjosfal JO O] UoISSILgNS e
1o JuswAojdwe JoO uonipuod
10 wuel ' Ajpolidwi Jo Ajpondxe Jeyls spew S| 19Npuod yong o
JUSWUOIIAUS YIOM BAISUBJO IO 2J11Soy ‘Ounepiwinui
ue bunealo 1o aourwiouad YoM S.[enpiaipul ue yum bBuliepaiul
Alqeuoses.un jo 108418 10 asodind ay) Sey 1oNpuod yong
:USUM X3S S, JenpIiAlpul
1ey} JO asneodaq [enpiAipul Uue je pajloadip Si Y2Ium Jo
9injeu [enxss e jo Jaylia ‘1oNpuod aWoJ[aMUN SIPN|IUI }

luauisseleH |enxas si jeym




JUBLUSSBIRH [BNX3S | 3,v1d
YO
Sunequio) | g

X8$S S,|enplAIpul Jeyl
10 @snedaq [enplAlpul ue jsulebe uayel suoiloe aji1SOH

aJejaMJom oyl ul alsymAue
suonesijqnd Jo sAe|dsip AiojeulwiiiosIp 10 [enxsas

JUSWUOJIAUT O]1}SOH




JUSWISSEIRH [enxas
Suiequio)

1LViS
JRIOA
M3IN

"Slijsuag
qol pjoyyum 1o uesb o1 Aljige ay; sey oym ‘“Aioyine
Ulim suosuios pue aalojdws ue usamiaq SiN230

"SIOAE} [enxas 1o} sujauaq qol ‘ope.u;
O1 ssi4 Jo “sepe.; Alioyine uj uosiad e Usym SiN29Q

lJuswisseleH [enxasg onp o.id pInp




JjusuusseleH jenxss
sunequio)

31V1S
HUYOA
MIN

"2or[dhjioMm Byl Ul }Iom oym sealojdwis-uou
pue ‘suiajui predun Jo pied ‘ssafojdws s1o9104d me| ay |

"Jopusb 1o xas Jiay} Jo ssojpieba.
‘sjenpiAipul Aue usamiaq JNJ920 UeD JUBUISSEIBY [BeNXaS

clobie] ayl aq ues oyp




JUBWISSEIRH [enxas
Sunequio)

31VIS
UOCA
MIN

(‘018
Jewio}snod ‘JopusA ‘wielul ‘eafojdws-uou) Aped-payl Auy e

lebeueuw Jo Josinjedns y e
JOYIOMOD Y o
:20ejd)JoMm By} Ul duoAuy

¢lojelladiad ayl aq ued oy




JUSWISSEIRH [enxaS
Surrequiod

m._.<wm.ww

XAOA
MIN

SINOY YJIOM-Uou Buunp 10 8ls-lI0

soiped a2l e

SO0UBIBJU0)

SjueA® pajosuods-isAojldwg .

:Buipnjoul ‘sallijiqisuodsal yiom

A1oy1 buijjyiny a1e seahojdwe Janasaym pue JOASUDYAR

¢AN20 JUswIsseleH
|enxag ade|d)Jopn ues) aJaym




JuSWISSEIRH JenXxaS
Sunequio)

31ViS
UOA
M3IN

"UOHEBUIWIIOSIP X8S SI X9S 1UaJajJIp & jo suos.iad
Ag Ajpsows psuniopiad Ajsnoinaid sem 1o Ajjensn si
1ey} gol e Buiwiopad si suoswos 9sSneoJaq JuauwisseleH

‘usuwsseley jenxss si sadAjosials Jopushb 0] w00
Jou sa0p uos.ad 1ey)] ssneosaq uosiad e Buisseien

buidAjoaielg xog




JUBLLSSEIRH [enxas
sunequio)

ERA AR
HAYOA
M3IN

uoileljejay

g 8



31vViS

oL Jurejdwos Yjim uoposuuog ul BuiAjnss) e
uonebiseaul ue Bulnp uonewloul BUIPINCI] e

Juswisseley
pe10adsns Jo uswsseley noge juiejdwios e Bupfepy e

:9pNjoul SOIHAIIOR Pa}2910id

JjusuisseieH jenxss
sunequio)

"Isulebe pajeijelas Buiaq wouj me| Aq pajosjoid
si . AlAnoe pelosioud,, ui pabebus sshojdwe Auy

S8IJIAIl0Y Pa19910id




JUSWISSEIRH Jenxas | 5 E.._.&ww
Suirequio) | M3k
uolowa( e
UO[1BOO] YIOM IO 8|NPaYDS YoM Ul 8BUBYD USPPNS e
:sojduwiexyg

"S8I}IAIlIOE paloal0oad
ui pabebus [enpiaipul Jeyl esnessq JuswiAojdws ITe)
SUOIHPUOD pue sw.is] s,aahojdwe ue Ja}je o} uolioe Auy

¢Uoljeljelay st jeym




JuguusseleyH jenxss
Suirequwio)

31viS
XMAOA
M3IN

‘AliAlloe pajosloud
ui sebebus ssfojdwe sy) Joye sin220 }l @snhesag
Ajoisw Aiojerjelas jou s uoijoe juswAojdwa aanebau vy

uoineljelay 10N St Jeym




JUBWISSEIRH [enxas
suijequio)

31ViS
MAOA
M3IN

Anqisuodseay

s 10sIAI9dNS




juguusseliey jenxssg
sunequio)

mh(ﬂw
MHOA
MIN
Ioineyeq olelidoidde jopows 0] peoadxg e

"INOgEe UMOUY 8ABY PINOYUS
AaUj} uolreuIWILIOSIP JO JuBWSSEIRY AUE O] ojgisuodsay e

"9A19Sqo Asy] yoiym
10 Way} 01 papodal Juswsseiey Aue podel o] paiinbay e
:a4e Asy] -ioineyoaq
O piepuels ybiy e o1 pjay aJie siebeuew pue siosiajadng

Aljigisuodsay s osialadng ay|




JUSWISSRIRH [enxas
sunequo)

mh<ww
HAOA
MIN
‘uoneljelal ul buibebue Joj suldiosip
O} 109lgns o os|e |im siebeuew pue siosiaiedng e

‘jusuwisseley [enxas pejoadsns uodsal o1 Buljre
Jo} sulidiosip o} 108lgns aq |jm siebeuew pue siosinedng

JoAojdwe ayj 0] payiodas Ajidwoud ag 1snw 1UBWISSEBIBH o

"} 01 Bunoalgo si suo ou }I UsA® ‘Jo0 MOU)] IO SAIISUO
Asy] 1ey) Juswisseey Aue podal 1shuw siosiAladng

bunioday Alojepuep




JUDWISSEIRH Jenxas
Sunrequio)

ERAAR
HAOA
M3IN

i posseleH

wyilioql
PINOYS 1eym

0¢



‘Allegion spodas a)yew osje Aew nNoA

Hosinedng eyl ypm 10e1u00 uodn pepiroid aq Jjim wiioj v/ 1
8719-99-81G ‘ljeH umoy |
IDfsmoury piemps 10SirIedns]

:0] 1 Jwigng “sjulejdwiod aji} pue juswisseiey
HodaiJ o1 wiioj urejdwos e yum noA apinoid jjim app

¢Po9SseleH wy | j| oQ | p|noys 1ey




"uoinebiisaaul Aue
ui Bbuisisse Jo juswisseley [enxas pajoadsns Buipiodal
10} noA 1suiebe a1eijelas o) JoAojdwa ue 10} [ngmejun si 3

‘99ubisep .o sebeuew ‘losiatadns
E 0] 1l Jodal pjnoys juswisseley jenxas Jo saouelsul
[eriusjod Jo aleme Sawo029q 10 SOSSOULIM OUM suoAuy

luawisseley
[ENX8S SSaullp\ | §1 0@ | PINOYS 1eypn




JUBLLSSEIRH Jenxas
sunequio)

mh<w
HAYOA
Mmay ‘uonebiiseaul ue

Ul pepasu se sjesadood 01 paiinbai aq Aew safojdws Auy e
| "9|gissod

1USIXS 8y} O} [enuspyuos 1dey oq |jim uonebiseAul 8y e
'S|qissod se uoos se pals|dwod pue AjojeIpawWI

PSdUSWWOJ 8q pinoys juiejdwoo Aue Jo uonebiseaul Uy e
‘uoioe Aeuldiosip Jo/pue Jeipawsa. 0] 1slgns o ||Im

UOlElE]a) JO Juswisseley [enxas ul sebebus oym suoAuy e

UOIIJOY 9AI199.410) pue uoijebiisanuj




‘usye] usag sey

UoIl0. aAljejiSiuIwpe mwmm lidoidde jey) pue uoneuiuLIBlOP
[EUI} JO PBljijouU 8Je JUsWiISSeieY [BNXas JO pesnooe
(S)renpiaipul ay; pue psaurejduwiod OYm [enpiaipul ay |
PB1ONPUOD g [[IM SMBIAISIU|

‘PBuUIBIqo pue panlesalid ‘palsenbal
©q [I!M Spiodal suoyd O sjiewd ‘Sjusawinoop ueAs|ey
suonoe

wiielur Aue el pue ‘suonebejje syl Jo Meinal Sje|pawIW
UB 10npuoo [|im [esjuiodde syjo Jo Josiniedns umoj sy ]

@

SS320.d uoljebiisanuj




JjuguusseleH jenxsg
sunequio)

salpawiay pue
SU0I1}99]0.d
leuonippy

gc



JUBWISSEIRH [enxas
suirequio)

uk<ww
XREOA
M3IN
AOB AU HHQ MMM :UOIBUIIOLUI SIO|N e
"9|1} 0] Asuliolle ue aAey O] PESU 10U OP NOA e

‘Juswisseley jenxas pabsjje aul Jo Jesh
9UO UIlyum swi} Aue 4HQ yum pajii q Aew spuiejdwon

"HN0J aweidng SAN Ul Jo HHA yum Jsyus paji) oq Aew
meT s1ybiy uewiny ays: Jo uoilejoia Bbuibsije uiejdwos vy

(HHQ) s1ybiy uewnH jo uoisinig SAN




JUBWISSEIRH [enxas
Sunequio)

"AOB D OIT MMM :UOITRWIOU| SIO o
"UNO0D [eJapay ul i}

Ued NoA alojeq DOJ3 oyl Yum pajil eq 1snw urejdwod v
'3]I} 01 Asuiole ue aABY O] POSU JOU OP NOA e

‘Juswisseley [enxes pabsjie syl wol sAep goge UIylim
swinAue D033 ayi yum Jurejdwiod B sjij Ued [enpiAIpUl UY e

(D033) uoissiwwosn Auunuoddo
JuswAojdw3z jenbg selels panun




JUSWISSEIRH [enxas
Suijequio)

m._.<,._.w
ok~ ‘Juswiiedap ao1jod [BO0| U] 10BIUOYD) e
"S]10B X9S pP9924202
10 JusWwiduuOoD [esisAyd pa21a09 ‘Buiyosnoy jesisAyd ayij
sBuiy} seAjoAuUl 1 JI SWILID B 9)nISUod Aew JuswisseleH

1SIX® SME] JI INO pul} 01 UMO] Jo AND ‘AlUN0D INOA 19B1UOD »
"UOIjJeUlWIOSIP puk Juswisseley [enxss
wioJj sjienpiaipui buijosjoid smej 90i0lud sailijeso] Auepy

SU0I}193]0.1d |e207]




JUBWISSEIRH Jenxas
sunequio)

31V1S
HAOA
MIN

6¢



“Jusuisseley ade|diom jo sadA] jje o1 seijdde
BuiureJ; siyp ui pejussaid uoljewiiojul syl Jo Yanp

‘Ao1s1y [euiwilo pue Aljuepi Jepush ‘'SN1e1S WIOIA 80UD|OIA
JlISBWOp ‘snjels jeldew ‘Aljigesip ‘xas ‘snieis Aelljiw
‘uoljejusiio |enxas ‘uiblio feuoiyeu 10]00 ‘pooId ‘@0l ‘Bby .
Jojesiadiad ay} Jsurebe uonoe Ateuijdiosip o1 pes)
Aew pue asejdyiom ayy ui peuqgiyo.d Si ol1slialoeieys
ps108j0.id B UO paseq UOIIRUIWILIISIP 4O Jusuwisseley Auy

jusuisseleH ase|dy0A\ Jo sadA] Jaylo




JUBWISSEIRH [enxas
sunequio)

u._uM%
JRICA
M3IN
"Jusuwisseley Lodal

O} Alljigisuodsai [e1oads e anry siebeuew pue siosiaiedng
‘pPauodal 8Qq pjNoyYs 1uswsseley ||y e
"uoleulwiosIp JuswAojdws si Juswisseiey aoejdyiom AUM

‘pauqiyo.d
S| d1sieloe By Palosloid AUk JO asnedaq JuswsSSelel e

Joineyaq o1endoiddeur se Juswisseley oziubooss 0] MOH e

Alewwing




JUSLUSSEIBH [eNXaS
suirequio)

lvis
JRAOA
MIN

@@mmﬁm%@%@cmEmm@@g-%g%@m-@g%@E@@\wgm‘m@@a\%y@@%g,.%%%

=
=

USIA ‘UOlIBUWLIOLU] [BUCILPPE 10

OLTCT AN 481em|iins ‘00. xog Od

'8011J0 SJ0SIAIadNG J81eM||11S JO UMO] :JO UonUaIe 3yl 0] 91lUM JO
810°Aui91eM||1IS®UMOI]] [Iew T "TO6T-991-8TG /€2 10 JosiaIadng 1oy

T ssaid ‘S T9-799-8TS 1B 901440 INO [1eD "10SsinJadng ay) 01 Sunm

U1 10 Ajlequen Jsyue SJuswwod 1o suonsanb Moeqpasj guiuiesy Hwqns

oeqpoay sululeay

S931nosay juelioduwij






