Central Texas College District
Human Resource Management Operating
Policies and Procedures Manual
Policy No. 220: Anti-Harassment and Discrimination
I.

PURPOSE
To clearly establish that CTCD prohibits harassment and discrimination by and of its
employees and to set forth procedures by which allegations may be made, investigated and
resolved.

II.

SCOPE
This policy applies to all employees of CTCD at all locations. Managers at each location will
establish appropriate procedures to ensure that non-employees (vendors, contractors,
students, etc.) on CTCD premises are made aware of the requirements of this policy.

III.

DEFINITIONS
A. Sexual Harassment
1. Unwelcome sexual advances, requests for sexual favors, and other verbal or physical
conduct of a sexual nature constitutes sexual harassment and when submission to or
rejection of this conduct:


Explicitly or implicitly affects an individual’s employment.



Unreasonably interferes with an individual’s work performance.



Creates an intimidating, hostile or offensive work environment.

2. Repeated, unwelcome, and offensive slurs, jokes, or other oral, written, graphic, or
physical conduct relation to an individual’s race, color, religion, national origin, age,
disability, veteran status, or other protected category under state or federal law that
creates an intimidating, hostile, or offensive educational or work environment.
3. Any other conduct of a sexual or gender based nature that harasses, disrupts, or
interferes with work performance or that creates an intimidating, offensive or hostile
environment.
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B. Discrimination/Hostile Environment
Discrimination: A behavior which occurs when employment decisions are based on
an employee’s race, color, religion, national origin, gender, age, disability,
veteran status, genetic information, sexual orientation, gender identity or transgender
status or any other protected category under state or federal law; or when an employee is
treated differently because of one of these protected categories instead of work
experiences or qualifications.
IV.

POLICY
A. Harassment or discrimination in violation of this policy or any state or federal law is not
tolerated. It is CTCD’s policy that all employees should enjoy a work environment
free from harassment and discrimination based on any of the protected categories
listed in this policy. This policy is rigorously enforced throughout CTCD. Immediate
and appropriate discipline, up to and including termination of employment, will
be imposed on any employee found guilty of harassment or discrimination.
Sexual harassment may take many forms, including but not limited to:


Verbal harassment or abuse of a gender-based nature.



Subtle pressure or request for sexual activity.



Unnecessary touching of an individual, e.g., petting, pinching, grabbing, repeated
brushing against another employee’s body.



Requesting or demanding sexual favors accompanied by implied or overt promise
or threats concerning an individual’s employment status.



Hostile work environment, i.e., when unwelcome gender-based conduct interferes
with an individual’s job performance or creates an intimidating, hostile or
offensive working environment.

B. Allegations will be fully investigated and could result in disciplinary action, up to and
including termination of employment. Investigation information and allegations of
harassment or discrimination will be discussed only on a “need to know” basis. Unless
otherwise stated, all investigation information is confidential.
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C. CTCD and its employees shall not retaliate against any person, employee or student, who
in good faith, reports perceived harassment or discrimination.
D. All new or returning employees must attend Equal Employment Opportunity and Sexual
Harassment Prevention training within 30 calendar days of the hire date. Current
employees must attend a review of this training every two years. Failure to receive
required training will result in the denial of a pay increase and disciplinary action, up to
and including termination.
V.

PROCEDURES
A. Sexual Harassment/Discrimination
Any employee who believes that a supervisor, manager, other employee or nonemployee’s actions or words constitute unwelcome harassment or discrimination has a
responsibility to report/complain about the situation as soon as possible. Since issues are
best resolved at the lowest level, employees are encouraged to discuss the complaint with
the individual(s) who acted or behaved in a harassing or discriminatory manner. If an
employee does not feel comfortable discussing the problem with the individual, he/she
should follow the reporting chain below:
1. Immediate supervisor (proceed to the next higher level if the supervisor is the
harasser).
2. Next higher level supervisor (i.e., Manager, Director, Department Head, Dean).
3. If the employee feels uncomfortable discussing the matter with anyone in the
supervisory chain, he/she is strongly encouraged to discuss the problem with the
Director, Human Resource Management, Building 103, Room 123, (254) 526-1128
or the site Human Resource leader. The employee may be asked to provide a written
statement to include names of witnesses. If the employee would prefer discussing the
matter with an employee of another gender, the Director, Human Resource
Management will make that accommodation.
B. Supervisors and managers will cover this subject area annually as part of a continuing
education program for employees.
C. The Coordinator, Employee Training and Coordinator, AA/EEO are available to provide
training on the law and prevention of harassment and discrimination.
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