	
	Sexual Harassment Checklist 

	A. 
	Audit Your Harassment Policy 

	
	_____ Does it cover all forms of harassment? Same sex harassment? 

	
	_____ Does it contain examples of prohibited conduct? 

	
	_____ Does it explain the consequences for violations? 

	
	_____ Does it contain a specific reporting procedure? 

	
	_____ Does it contain a “bypass” reporting procedure? 

	
	_____ Does it clearly prohibit retaliation? 

	B. 
	Disseminate the Policy 

	
	_____ Handbook and policy manual 

	
	_____ Bulleting boards 

	
	_____ Pay envelopes 

	
	_____ Periodic meetings 

	
	_____ New employee orientation 

	C. 
	Train Your Managers and Supervisors 

	
	_____ Involve top management/formal training 

	
	_____ Ensure managers understand the significance of their status as managers 

	
	_____ Ensure they understand the CU’s position 

	
	_____ Ensure they understand their personal liability 

	D. 
	Train Your Employees 

	
	_____ Raise the issue in new employee orientation 

	
	_____ Conduct a formal training program 

	
	_____ Raise the issue at other meetings as appropriate 

	
	_____ Republish your policy after an incident 

	E. 
	Enforce the Policy 

	
	_____ Promptly investigate every complain 

	
	_____ Always conduct a thorough investigation 

	
	_____ Ensure you have accurate, complete and objective documentation 

	
	_____ Take appropriate correction action 

	
	_____ Inform the complaining employee of the action taken 

	
	_____ Follow up after every incident to ensure no retaliation 


