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ATTACHMENT A 

MARYLAND CLASSIFIED EMPLOYEES ASSOCIATION, INC. 
POLICY PROHIBITING HARASSMENT AND DISCRIMINATION 

MCEA has zero tolerance for harassment and discrimination. It is the policy ofMCEA to 
maintain a work environment that is free from harassment and discrimination based on (1) sex 
(whether or not of a sexual nature), (2) national origin, (3) color, (4) race, (5) religion, (6) age, (7) 
disability, and (8) pregnancy, childbirth or related medical conditions, and from (9) retaliatory 
harassment and discrimination based on opposition to harassment/discrimination or participation in 
harassment/discrimination complaint proceedings. In addition, it is MCEA policy that no retaliation 
will be tolerated against any employee for reporting harassment or discrimination under this or any 
other policy or procedure, or for assisting in any investigation. Harassment and discrimination 
violates both federal and state law and will not be tolerated. 

WHAT IS DISCRIMINATION? 

The types of discrimination prohibited by this policy, and by federal and state law, include actions 
that relate to hiring, layoff, recall, firing, promotion, suspension and other discipline, pay, leave and 
other benefits, breaks, and all other aspects of the employment relationship. Decisions regarding 
these matters are not allowed to be based upon sex, national origin, color, race, religion, age, 
disability, pregnancy, childbirth or related medical conditions, or because someone has opposed 
harassment/discrimination or participated in harassment/discrimination complaint proceedings. 

WHAT IS HARASSMENT? 

Generally speaking, "harassment" is defined as any unwelcome verbal or physical conduct based 
on someone's sex (whether or not of a sexual nature), national origin, color, race, religion, age, 
disability, pregnancy, childbirth or related medical conditions, or because someone opposed 
harassment/discrimination or participated in harassment/discrimination complaint proceedings 
when: (1) the conduct negatively affects the work environment or (2) an employment decision 
affecting the employee is based on the employee's acceptance or rejection of such conduct. While 
there are many different kinds of acts that can constitute harassment (because there are many 
different ways a person may be mistreated for illegal reasons), some examples include: 

(a) sexual advances, sexual comments and innuendo, requests or demands for sex, offensive 
touching, sex-related jokes, etc.; 
(b) unwelcome comments about a person's attractiveness or herlhis body, unwelcome 
statements expressing romantic interest in another person; 
(c) name calling, teasing, slurs, offensive visual displays/pictures/gestures, or any negative 
comments or jokes about a person's race, national origin, color, sex, religion, age, disability, 
pregnancy, childbirth or related medical conditions, actions in opposition to discrimination 
or participation in a discrimination complaint process; 
(d) acts of physical violence, threats of violence, or other acts that are physically threatening 
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in nature such as using one's body to "comer" another employee; 
(e) destruction or theft of another person's property; 
(t) interference with another person's work or attempts to interfere with that work; 
(g) disciplinary actions, threats of disciplinary actions and any other discriminatory acts; and 
(h) negative comments or offensive actions toward or about another person when the reason 
is the other person's race, national origin, color, sex, religion, age, disability, pregnancy, 
childbirth or related medical conditions, actions opposing harassment/discrimination or 
participation in a harassment/discrimination complaint process. This is harassment even if 
the victim's sex, national origin, etc. are not mentioned by the person doing the harassment. 
An example ofthis would be treating a person of sex or ethnic group differently from persons 
of another sex or ethnic group by calling himlher vulgar or insulting names or cursing at 
him/her. 

WHO IS PROTECTED BY THIS POLICY? 

Both federal and state law and this policy protects all employees and job applicants from harassment 
or discrimination by any person, including directors, officers, managers, supervisors, co-workers of 
any rank or position, contractors, vendors and members. 

WHAT ARE THE CONSEQUENCES FOR VIOLATING THIS POLICY? 

Any person who engages in harassment or discrimination will be subject to appropriate 
disciplinary action, up to and including immediate firing. Furthermore, failure of a supervisor 
or manager to perform any of their responsibilities under this policy will result in appropriate 
disciplinary action, up to and including immediate firing. 

WHAT SHOULD I DO IF I BELIEVE THAT I AM BEING HARASSED OR DISCRIMINATED 
AGAINST? 

Persons who believe that they are being harassed or discriminated against should report it to any 
supervisor, any management official, any MCEA officer, the President, or to [Defendant shall insert 
here name, title and telephone number of person designated to receive and take action regarding 
reports]. In addition, you have a right under the law to report harassment or discrimination to (A) 
the U.S. Equal Employment Opportunity CommissIOn ("EEOC"), which is a U.S. Government 
agency that enforces the federal laws that prohibit harassment and discrimination, or (B) the 
Maryland Commission on Human Relations ("MCHR"), which is the State of Maryland agency that 
enforces state laws prohibiting harassment and discrimination. MCEA respects your right to contact 
the EEOC and MCHR and will not take any action against you because you have contacted either 
agency or have filed a written complaint (called a "Charge of Discrimination") with them. The 
EEOC can be reached at (410) 962-3932 or toll free at 1-800-669-4000. For the hearing impaired, 
TTY numbers are (410) 962-6065 and 1-800-669-6820. MCHR can be contacted ate 410) 767-8600. 
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WHAT HAPPENS AFTER THERE IS A REPORT OF HARASSMENT OR DISCRIMINATION? 

After a report of harassment or discrimination made by an employee, either about her/himself or 
about another person who may be harassed or discriminated against, MCEA will conduct a prompt, 
fair, and complete investigation. Until it completes the investigation, MCEA will also take necessary 
steps to make sure that there is no further harassment or discrimination against you. When the 
investigation is completed, MCEA will take appropriate corrective action as warranted. Reports 
made by employees and investigations of those reports will be kept confidential unless disclosure 
is required to complete the investigation or by law. There will be absolutely no retaliation or 
negative action taken against you for reporting harassment or discrimination. 

WHO IS RESPONSIBLE FOR ENFORCING THE POLICY? 

MCEA and its officers, directors, managers, and supervisors are responsible for enforcing this policy. 
We take that responsibility very seriously. All employees of whatever rank are also responsible for 
obeying the policy and for cooperating fully in its enforcement. 

WHAT RESPONSIBILITIES DO MANAGERS AND SUPERVISORS HAVE UNDER THIS 
POLICY? 

First and foremost, it is the duty of all MCEA supervisors and managers to obey this policy, 
including refraining from harassment and discrimination. You are expected to lead by example. The 
success of the MCEA depends on this. Also, it is the duty of all supervisors and management 
officials to monitor the workplace for harassment and discrimination. If you suspect that harassment 
or discrimination has taken place, even if no one has reported it to you, it is your duty to promptly 
report your observations and suspicions to the President and to [Defendant shall insert here name, 
title and telephone number of person designated to receive and take action regarding reports]. 
Furthermore, it is the duty of all supervisors and all management officials who receive a complaint 
of harassment or discrimination to promptly report the complaint to the President and to [Defendant 
shall insert here name, title and telephone number of person designated to receive and take action 
regarding reports]. Moreover, it is the duty of all supervisors and managers to know and understand 
this policy, and to provide answers to questions that employees may ask about the policy. 

WHAT RESPONSIBILITIES DO ALL EMPLOYEES HAVE UNDER THIS POLICY? 

All employees must refrain from engaging in any harassment or discrimination. In addition, all 
employees should promptly report any incidents of harassment or discrimination that they witness 
and fully cooperate with any investigations. 

WHAT DO I DO IF I HAVE ANY QUESTIONS ABOUT THIS POLICY? 

If you have questions about this policy, you may ask any supervisor, any management official, any 
MCEA officer, or [Defendant shall insert here name of person designated to receive and take action 
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regarding reports]. 
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