
SEXUAL HARASSMENT—REPORTING & RESPONDING TO 

COMPLAINTS 
Addressing and Reporting Complaints 

What’s at Stake? 

According to a recent study, when asked what happens to harassers, 70% of respondents stated 

they believed harassers face no consequences. Imagine what this belief does to the willingness 

and probability of a victim reporting an incident of harassment. It doesn’t matter if 100% of 

harassers did face consequences, perception is often seen as reality and in this case, the reality 

that’s being seen is likely one of the reasons harassment often goes unreported and unchecked.  

What do you think the perception is at your organization? What’s the reality? Have you asked?  

What You Should Know  

 Here’s one reality – employers must include in their sexual harassment policy, a 

statement explaining how complaints of sexual harassment can be brought to the attention 

of the employer.  

 To cultivate a culture of trust and responsibility and encourage reporting – employees 

must know that all claims of sexual harassment will be addressed to determine what 

actions are warranted.  

 Consistently addressing harassment claims is one way to encourage reporting, but you 

also must make reporting easy and non-intimidating.  

o If you fail to do this, it can send a message that the organization doesn’t want to 

deal with harassment issues – whether it’s true or not.  

 More and more collective agreements include specific clauses on preventing and 

resolving incidents of discrimination and sexual harassment in the workplace. 

 Where a person believes they have been sexually harassed in the workplace, they may 

also have recourse under the Occupational Health and Safety Act. 

 

 

What You Should Do 

In addition to a sexual harassment policy, that includes reporting procedures, ensure the 

following:  

 Supervisors are addressing and investigating all harassment claims according to company 

procedures.  

 Employees are aware through written procedures and through action and follow-up that 

complaints are taken seriously.  

o This also sends a message to would-be-harassers that sexual harassment is not 

tolerated.  

http://abacusdata.ca/sexual-harassment-of-women-is-widespread-in-canada/


 Employees understand how to document and report a sexual harassment claim.  

 Here are guidelines to share with employees for reporting a claim of harassment. (Note: 

you can edit these to fit with your organization’s policies and procedures.) 

1. Leave a paper trail.  

a. Create a diary and keep an accurate account, including names, dates and 

times, of everything that happens.  

b. List any witnesses.  

c. Write down, as soon as possible after the incident, how you feel about the 

harassment. 

2. Let your harasser know that you are offended by his or her specific actions and that 

you want him or her to stop those actions.  

a. Send by email which will create an electronic record, listing date and time, 

which can be retrieved as proof later, if required.  

b. Always keep your tone and language businesslike. 

3. Confide in someone you trust about your problem. 

4. Request in writing, for a copy of your employer's sexual harassment policy. If your 

employer does not have a written policy, make a record of it. 

5. If the harassment continues, then report the behavior, in writing, and request an 

investigation. 

6. Co-operate with the investigation.  

 

Final Word 

The reality is, what happens after a claim of sexual harassment is made is a critical component 

of your organization’s sexual harassment program. Have a plan for reporting and follow-up in 

place and ensure it’s being followed.  

Quiz 

1. Consistently addressing harassment claims is one way to encourage reporting.  

True  

False  

2. Employers must include in their sexual harassment policy, a statement explaining how 

complaints of sexual harassment can be brought to the attention of the employer.  

True 

False  

3. The Occupational Health and Safety Act offers no protection against sexual harassment.  

True 

False  

4. Leaving a paper trail is not a good suggestion for an employee to follow.  

True  

False 

 

What would you do? 



One of your employees confides in you they are being harassed. They have documented several 

incidents but are afraid to share the details with you because they fear retaliation and getting 

someone in trouble. What would you do? 

LEADER GUIDE 

Before the Meeting Preparation Tips:  

 Pass around the Attendance Sheet.  

 Be prepared to discuss and pass around practices and policies related to sexual harassment.  

o Discuss reporting harassing behavior and practices. 

o Discuss the process for responding to a harassment claim.   

 

After the Talk Checklist 

Provided follow-up to workers who did poorly on quiz 

Name: __________________             __________________        

__________________             __________________        

__________________             __________________        

Date: _____________________________ 

Observed workers 

Task(s): ___________________________ 

__________________________________ 

__________________________________ 

Date: _____________________________ 

Refresher training 

Topic(s): __________________________ 

Date: _____________________________ 

Other (describe): _______________________ 

Meeting Date: ____________________________ 

Location: ________________________________ 



Conducted by: ____________________________ 

Answers to Quiz 

 1. True, 2. True, 3. False, 4. False 

NOTES 

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 


