Chart Your Progress

Workplace Harassment Online Course
Your Name:




Your Signature: 
Supervisor’s Name:______________________________________________

Date completed chart turned in to your supervisor:
Directions for Employees: Use this form to verify that you have completed each lesson of the course. You may print it out and write in your answers as you complete each section. Or complete the form as a Word document and save the file on your computer. (To type on the form without changing the format, use your keyboard’s “insert” key as you make your entries.)

After you complete each lesson, fill in the date, answer the question(s) related to the lesson and save it. When you have completed all of the sections, turn the form in to your supervisor and keep a copy for yourself. After your supervisor checks your answers and signs the form, your supervisor will send a copy to HR for your personnel file.
Directions for Supervisors: When you receive this completed form from your employee, check the answers for accuracy. If you are unsure of the correct answers, 
e-mail DHHS.HR.division@dhhs.nc.gov and you will be sent the answer sheet. You may also call the main Human Resource office at 919-733-2940 with questions.

If the employee completed all of the questions correctly, be sure to record the employee’s completion of the course using your division, facility, or school training reporting procedures. Sign and date the form on the signature line at the end of the form, mark yes to the CEU credits if applicable, and send a copy to your HR office. If anyone else in your division, facility, or school needs a copy, make sure that they get one (Training Coordinator or Manager, for example). 

If the employee missed one or more questions, it is up to you to make sure that the employee gets any help or review needed to fully understand the materials. You may be able to briefly explain the answer and feel that the employee understands. Or you may direct the employee to the course content page (at http://www.dhhs.state.nc.us/humanresources/harassment/contents.html), have the employee review the materials, and try the question(s) again. If you need help explaining any concepts to the employee, contact your local Human Resource office for assistance. When corrected, note the completion/corrections on the form before sending it to HR for the employee’s personnel file.
Lesson 1: Basics




Date Completed: _______________
Read the following case example, and fill in your answer to the question that follows.

Case: Marcus and Andrea, two single employees who work in the same office, were in a relationship for a number of months. They broke up recently, but Marcus is still trying to pursue Andrea although she has told him that she is no longer interested. He always touches her at work whenever they talk, sends her pleading e-mails, and discusses their failed relationship with anyone in the office who will listen. Andrea is embarrassed about all of the gossip and feels very uncomfortable with the unwanted touching and e-mails. It has gotten to the point where she is reluctant to go to work every day and dreads seeing Marcus in the office. Her supervisor has noticed that she has withdrawn from the work group and is no longer working with the enthusiasm and pace that she maintained before the failed relationship.

Question 1: Is Marcus harassing Andrea under the definition of Workplace Harassment that you have learned?

Answer: 
Yes __
 
No __
Lesson 2: Steps to Take



Date Completed: _______________
Read the following true/false questions and fill in your answer.

Question 2:

1. True __
False __
You must ask a harasser to stop the offensive behavior before you can file a harassment complaint.

2. True __
False __

If you complain about harassment, your supervisor can legally demote you to move you away from the harasser.

3. True __
False __

You have 15 days from any harassment incident to file a grievance.

Lesson 3: Prevention



Date Completed: _______________
Read the following case example, and fill in your answer to the question that follows.

Case: Mack, an older employee, has always had fun teasing the young women in his office. He often puts an arm around them, teases them about their boyfriends, whistles and calls them sexy when they wear short skirts, and tells off-color jokes occasionally. The young women usually just laugh it off or ignore him and no one has ever complained.

A new woman joins the office staff and when he starts some of this type of behavior around her, she asks him to stop and threatens to report him to the boss if it continues. Mack thinks that he cannot legitimately be accused of harassment since no one else complains and he means no harm. He’s just joking around and he’s always done it!

Question 3: Is Mack safe in assuming that he can continue his behavior without fear of a harassment conviction since he’s just joking and no one has ever complained before?

Answer: 
Yes __

No __
Lesson 4: Violence and Safety Issues

Date Completed: _______________
Read the following question and fill in your answer.

If you are faced with a potentially violent or dangerous situation in your office or work place, what phone number(s) should you call?

Supervisor’s Signature: __________________________
Date Reviewed: __________

0.4 Continuing Education Units (CEU’s) awarded
:
 [Yes] 
[No]
[N/A]

