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The Department of General Services (DGS) is committed to providing a work environment free from harassment.  The DGS policy prohibits harassment based on race, religious creed, color, national origin, ancestry, disability (physical and mental), medical condition, marital status, sex, age, sexual orientation, pregnancy, childbirth or related medical conditions, and use of family and medical care leave. 

The DGS policy against harassment applies to all persons, including employees, applicants, vendors, and customers, and is intended to protect DGS employees from unlawful harassment by any person in connection with the employees’ performance of their job duties for the DGS.

Harassing conduct includes, but is not limited to, the following behavior:

(a) Verbal conduct such as epithets, derogatory jokes, comments, slurs, threats, or unwanted sexual advances, invitations, or comments;
(b) Visual conduct such as staring, demeaning or sexually oriented posters, photographs, cartoons, drawings, or gestures;
(c) Physical conduct such as assault, unwanted touching, blocking normal movement, or interfering with one’s work; and,
(d) Retaliation for reporting or threatening to report harassment.

Harassing conduct is unlawful under the following circumstances:

(a) Submission to the conduct is made either an explicit or implicit term or condition of employment;
(b) Submission to or rejection of the conduct is used as the basis for an employment decision affecting an employee; or
(c) The conduct has the purpose or effect of unreasonably interfering with an employee’s work performance or creates an intimidating, hostile, or offensive work environment.

If you believe another person in the workplace is unlawfully harassing you, the DGS recommends you tell that person in a clear and unambiguous manner that his/her conduct is unwelcome and you want it to stop.  However, if you are uncomfortable taking this action or if the conduct does not cease after you have warned the offending person(s) to stop, within the DGS you should complain to your immediate supervisor/manager, Division Equal Employment Opportunity (EEO) Counselors, or the DGS EEO Officer.  Additionally, you can file a complaint directly with the Department of Fair Employment and Housing (DFEH) or the Federal Equal Opportunity Commission (EEOC).
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Who you complain to is your choice, depending on whom you feel more comfortable with.  Supervisors/Managers and Division EEO Counselors are instructed to immediately report complaints of sexual or other harassment to the DGS EEO Officer.

When complaining of unlawful harassment, you should provide the DGS with a description of the conduct, its frequency, the name(s) of the offending person(s), the names of all witnesses to the conduct, and your response to the conduct.

Every complaint of unlawful harassment reported will be investigated in a timely, thorough, and – to the extent possible – confidential manner.  The DGS does not condone retaliation against any employee for filing a complaint or harassment, cooperating in an investigation into a complaint of harassment, or for making a truthful complaint regarding unlawful harassment.

If the DGS determines unlawful harassment has occurred, effective remedial action appropriate to the circumstances will be taken.  Any employee(s) determined by the DGS to be responsible for unlawful harassment will be subject to appropriate disciplinary action, up to and including termination.

The DGS encourages all employees to report complaints of unlawful harassment as soon as possible so that the complaint can be timely and fairly resolved.

WHO TO CONTACT

· Your Supervisor/Manager

· Division EEO Counselors (listed on the DGS EEO Intranet site)

· DGS EEO Office (916) 324-7108 (CALNET 454-7108)
TDD (916) 324-0940 (CALNET 454-0940)
RELAY SERVICE

· California Department of Fair Employment and Housing (DFEH) (800) 884-1684

· Federal Equal Employment Opportunity Commission (EEOC) at (415) 744-6500 or 
(800) 669-4000.
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