
 

 

SEXUAL HARASSMENT PROHIBITED 

 

Lower Makefield Township (“the Township”) is committed to providing a work environment 

where everyone is treated with respect and dignity and that is free from conduct of a sexually 

harassing or discriminatory nature.  Sexual harassment and discrimination violates the 

Township’s policy, state and federal law, and undermines the Township’s ability to provide a 

safe and productive workplace and to effectively serve the residents of the Township.  Engaging 

in sexually harassing conduct will subject an employee to disciplinary action, up to and including 

termination of employment.  This policy applies with equal force to any Township employee, 

manager, supervisor, vendor, and any other person having business with the Township either in 

the workplace or in any work-related activities outside of the office or designated work area.  

 

Definition of Sexual Harassment 

 

Sexual harassment can include, but is not limited to, the following:  

 

o An unwanted physical advance or verbal approach of a sexual nature.    

o Subtle or overt pressure for unwanted sexual involvement.  

o Unwanted sexual gestures, or comments or references to one's physical appearance, 

sexual or gender orientation, or sexual activities.  

o Unwanted physical contact.  

o A request for sexual favors with the implicit or explicit threat that agreeing to submit 

to the request is a term or condition of employment or that rejecting the request will 

be used as a basis for decisions affecting employment 

o Any comment or action that denigrates a person based upon gender, sexual 

orientation, or gender orientation; 

o Display of or transmittal of item through email that may be deemed sexual even if not 

explicitly pornographic. 

o Offensive or sexually-suggestive words, signs, jokes, cartoons, pictures, innuendos, 

posters, e-mail jokes, or statements, or pranks. 

o Any other physical or verbal conduct of a sexual or gender-based nature that has the 

purpose or effect of unreasonably interfering with the employee’s work performance 

or that creates an intimidating, hostile, or offensive work environment.  

The Township further recognizes that anyone can be a victim of sexual harassment, 

regardless of their gender and the gender of the harasser and that sexual harassment may also 

occur between people of the same gender.  

 

Reporting Procedures  

 

If an employee feels he or she has been the target of sexual harassment, the employee is 

encouraged to inform the individual engaging in the offending conduct that the behavior or 

comment is unwelcome and needs to stop.  If the employee is unable to address or is 

uncomfortable in addressing the harasser, or if the communication to stop has not been effective 



 

 

in stopping the harassment, the employee should report the incident, conduct, behavior, or 

language to the employee’s Department Head and in the case of pool employees, a pool manager 

or assistant manager.  Any person responsible for receiving sexual harassment complaints shall 

hereinafter be referred to as a “designated person.”  An employee who believes that he or she has 

knowledge of or witnessed sexual harassment should also report the conduct a designated person.  

 

.   

 

The Township recognizes that there may be occasions where the employee is 

uncomfortable with or unable to file a complaint with his or her designated person (e.g. in a case 

where an employee is being harassed by a supervisor).  In such an event, an employee may 

report the complaint to the Township Manager, the Assistant Finance Director, or the Chief of 

Police.    

 

 Upon reporting harassment, the employee will be asked to prepare a written statement 

setting forth as many details of the incident as possible, including time, date, place, details of the 

incident, and any possible witnesses.  Employees are encouraged to save and present any 

documentation of an incident, if available. 

 

Investigation 

 

The Township takes all complaints of sexual harassment seriously and will promptly and 

thoroughly investigate every complaint.  Every effort will be made to keep an investigation 

confidential, however, that it not always possible.  All individuals involved in the investigation 

shall be encouraged to maintain confidentiality.  Any evidence, including written statements as 

well as the final report shall remain strictly confidential.   

  

When a designated person or the Township Manager, Assistant Finance Director, or Chief of 

Police receives a complaint of sexual harassment, he or she will:  

 

o speak with the employee to learn what outcome he or she wants, ensure the employee 

understands the procedures for investigating the complaint, and review with the 

employee the written statement to fully understand who should be interviewed and 

what evidence should be collected;    

o develop a plan of action to conduct the investigation;  

o conduct a thorough and prompt investigation of the complaint; 

o author a report detailing the evidence collected and witness statements and providing 

a conclusion as to the designated person’s findings.  This report shall also include a 

determination of whether other employees have been or are being sexually harassed 

by the subject of the investigation and also whether any other employees participated 

in or encouraged the sexual harassment.  This report shall remain strictly confidential.  

o  inform the employee, the alleged harasser, the Township Manager and any other 

directly-involved persons of the outcome of the investigation; 



 

 

o discuss with the employee the potential disciplinary options that the Township may 

elect to exercise including but not limited to informal counseling or mediation, an 

informal reprimand, a formal reprimand, corrective measures, such as individual 

sexual harassment training, preventative measures, such as department-wide sexual 

harassment training, suspension, and termination;  

o ensure the employee understands that he or she may pursue a formal complaint 

outside of the Township if he or she is not satisfied with the outcome of the 

investigation and the relevant legal framework to do so.  

 

The designated person and the Township shall be responsible for protecting the security 

and confidentiality of all collected evidence, any written report, statement, or documentation, and 

the file written report.  All files that have been compiled during an investigation shall be 

maintained in a secure, locked location.  

 

Anti-Retaliation Policy 

 

The Township will not in any way retaliate against an employee who makes a report of 

sexual harassment in good faith, or who participates in the investigation of a  complaint, nor will 

it permit any employee to do so.  Retaliatory action against anyone filing a complaint or 

participating in an investigation of a complaint is a violation of the Township’s policy.  Any 

individual who engages in retaliation or retaliatory behavior will be subject to disciplinary 

action, including, but not limited to termination of employment.  

 

  



 

 

ACKNOWLEDGEMENT OF NON-HARASSMENT POLICY 

I have received a copy of Lower Makefield Township’s sexual harassment policy.  I have 

read the policy, I understand the policy, and I agree to abide by the policy. 

Dated:       _________________________________ 

        Signature 

       _________________________________ 

        Print name 

 

       _________________________________ 

        Witness 

 

 


