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Important Legal Information about
Right Side of the Line
Harassment Training

Legal Disclaimer Oﬂ
This material is designed and intended for general informational purpos nly.

and is not intended, nor should it be construed or relied upon, as I¢g ige.

As of the date this program was reviewgd for l¢gal July 2005, no

states other than California, Connecticyit,/3 ine 5 requiring

program may comply with sug gy ngd/or’how you may need to

supplement it. Alg0|, pleasg
supplements that phay ba

pguest any course

V|
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This Workshop 1s Designed to..

This Workshop is designed to help organizations build respectful and
harassment-free work environments.

Designed for all employees, this Workshop helps participants take g pho

¢t

e

behaviors in the workplace before they ¢ 3 2 its and lost

productivity.

separate module has been provided i : fce Section of this
guide to address management-specifi ek d their role as an

employee.
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The Rock-Bottom Benefits of the
Workshop are..

For participants:

D

e Learn to recognize a range of behaviors that could escalate in r(c:)

e Understand what is or is not considered acceptabl OUr

organization

For organizations:

e Eliminate illegal behaviors in §
e Eliminate unacceptable beha N re siill manageable and
gatiyel pact morale,

productivity and retenti

e Promote a respectf rkp
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Participants Will be Able to..

After completing the Workshop, participants will be able to:

Describe how and why maintaining a harassment-free and r¢
culture benefits them and the organization

e Explain the difference between inappropriate, prohibited an
behavior

¢ Identify behaviors that could escalate into more seyi

sit
the

e Respond appropriately to defuse situations an
escalating

|
f f
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Participants Will Experience..

The Right Side of the Line uses...

e Pre- and Post-Assessments of knowledge and skills
e A video to focus attention on three types of unacceptable w
behaviors and appropriate responses to the behaviors

e A variety of focused discussions and exercises that build k

skills

o Worksheets to support discussions, exercises an

stu
e Action plans to use the knowledge and skills ejo

|
f f
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e DVD with bonus materials*

e The Right Side of the Line VHS videotape
e Facilitator Guide

¢ Reproducible Participant Materials

e Reproducible Self-Study Workbook

e PowerPoint Slides

The Complete Package Includes.. ‘

I

e Trainer Pack

*Bonus materials include:

e Video vignettes
e SMART-START™ Harassmen

e Interview with attorney

e Interview with master trainer

W

e Classroom slides

f
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Set Your Agenda

activities are found in the Facilitator Resource Section of this guide.

The chart below will help you select the agenda option that ig es

organization.

A
[ 1 1] [Learding Adtiviti

ties
c ‘9 c
. c — %)
aElll.2 Y8558 08|32
— c o >S5 n oS
21193 82 |s228| 82 |3¢
0 g c £ x n 02
a %) &~ T u %
w O < X
Two-Hour | This agenda option provides ample g
Workshop | opportunity for discussion, practice|and
application. It provides thorough cqverage gf X X
key concepts and is ideal foy’grganizatio
that want to maximize theylefaining
experience and provide(@uided help for
application,
Overview | through yideo Iscussion. It is igeal fpr

organizatigns that

A
One-Hour | This agerida option(introduges key concepts
participants with a

atﬁrvide X X
riew.

Two-Hour | This agepa/optio el’[nf rces key learnings
“Let's and pregent e | for responding to
M.E.E.T.” | unac¢eptabl haviors|in the workplace. X X X X

Follow-Up
Workshop P

two-hour workshop and
£.T.” follow-up overview.

Two-Hour N\ This [agend \E[ is gesigned specifically
Manage I mahag ith/their specific X X X X X
orl pﬂ sppnsipilities in/mind, combining key
£%

eIt

Self-stud ynaterials are provided and are

ideal for pAdividuals who missed training or X X X
re new to a work group that has already

[/Eo through the workshop.

ertal resource section and provide additional skill- X X
CLViti building and application opportunity.
N\

Jppll\/ Optional Activities are provided in the

>3 W0
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Arrival of Participants

Time it takes: As much time as necessary to set up the roon

What it is about: Preparation of the room, equipment and ratefialg

What you will need:

e PowerPoint slid

scrimination video

¢ Name te

for each participant

How to do it:

early to demonstrate organization and

’ Display PowerPoint slide #1 (Welcome to Training).

3. Begin playing the SMART-START™ Harassment &
Discrimination video at least 15 minutes prior to the

expected arrival of the first participant. If you are

using the DVD, set it to repeat itself. If you are using

the VHS, the video should repeat automatically four
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times. An optional activity to help connect this video IG
the overall Workshop is provided on page 66 of the

Facilitator Resource Section.

Ask each participant to put his or her firgt na

read. It is a good idea to put names on[both sjdels

the names as well.

@ 4.

5. Personally hand each pafficipant/d set
/\ Materials.

6. Nty i

eir completed Pre-
Workshop Assess ved with their

refer them to a copy
pant Materials on

lete the assessment. They
of the Workshop to

e Post-Workshop Assessment.

V|
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Introductory Activities

Time it takes: 20 minutes

What it is about:  An introduction of you, a description of t

review of the Workshop Purpose,

Agenda and introductions by paffici

What you will need:

How to do it:

nd share appropriate

pon that the Workshop focuses on creating a
prkplace that is respectful, professional and

harassment-free and ask participants to jot down on

page 4 in the Participant Materials their answers to

the question: “What makes me feel respected at

work?” Allow 2 minutes.

3. Show and review PowerPoint slide #2 (Introductions).

Ask participants to introduce themselves, including

their job title, responsibilities and one item from their

response to the previous question.

© 2005 VisionPoint Productions, Inc. Page 19
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4, Chart responses on flipchart #1.

Possible responses: when people listen to me;

Al

5.
6.
= 7.
/")
Refer to flipcharts #1 and #2 and make comments
such as:
/\ The behaviors you mentioned are examples of the

professional way in which we should all treat
each other at work. You could call it the “right”

way to behave. In our organization, we want to
make sure that everyone stays on the “right side

of the line” and engages in appropriate,

professional behavior so that we can thrive and

Page 20 © 2005 VisionPoint Productions, Inc.
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Introduction to the Workshop ‘

5 minutes

Time it takes:

ocegss anag

Focusing participants on the Workshap

What it is about:
content.

What you will need:
e PowerPoint slide #6

e Participant Majerials

How to do it:

1cl content of the Workshop

/\ i)
a d Show and Review PowerPoint slide #6 (Unacceptable
Workplace Behaviors) and refer participants to page 5

a
\)(/’ in the Participant Materials.
Yo\ 3. Continue by saying:
\_ You'll see three types of unacceptable behaviors

in the scenarios:

Page 23
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e Behaviors that are unprofessional-they’re

offensive, disruptive and disrespectful.

e Behaviors that are prohibited-they’re against

company policy.

you were in a similar situation to stay on the
0 “right side of the line.”

4 5. Ask for any questions.

6. Transition to the video by mentioning that the first

vignette will feature behaviors that are considered

unprofessional.
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Discussion of Video Vignettes

Time it takes: 85 minutes

What it is about:  Helping participants recognize behaviQrs

unprofessional, prohibited and ill

appropriate actions to_take if th

similar situations.

What you will need:

e The first segmgeint of Right of the Line video
e Participapi Materi

e Flipchart/#1,

How to do it:

the first video vignette (“Just some good, clean

"), which presents an example of unprofessional

b2havior. Stop the video when the screen goes black.

X Referring to page 7 in the Participant Materials,

debrief the vignette with the following questions:

e What specific behaviors did Aaron’s

coworkers engage in that are unprofessional?

Possible responses: teasing him; calling him by

unwanted nicknames; gluing his lunch box shut.

e How do Aaron’s coworkers view their actions?
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Possible responses: we're just “breaking in” the

new guy; we’'ve always done this; it's tradition;

D

there’s nothing wrong with what we’re doing; we'r,

having fun; Aaron’s too sensitive.

e coworkers continue these behaviors,
gw could the situation possibly escalate into
sgmething more serious?

Possible responses: it could start to break down
teamwork, relationships and communication;
Aaron could start calling in sick or even quit; it
could lead to a fight in which people and
equipment could get hurt; Aaron might retaliate;
Aaron might feel that he is being bullied,
intimidated or discriminated against because of his
age; it might lead to a claim of a hostile work

environment.

Page 26
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Next Steps and Wrap-Up

Time it takes: 10 minutes ﬁ
What it is about: Comparison of Pre- and Post-Workshop Asses ts and
evaluation of the Workshop.

What you will need:

e Participant Matérial

How to do it:

natit i portant for them to
they rave made in this

ow they are going to use what

on the job to create a

form. Allow 3-4 minutes.

3. Ask if any participants are willing to share their next
steps.

4, Introduce the Post-Workshop Assessment with such

comments as:
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At the beginning of the Workshop you completed
a Pre-Workshop Assessment of your knowledge
and skills in building a harassment-free and m

and skills.

@ 5. Refer participants to pag
6.
hop have met your
v e can continuously
2

the evaluation form thoughtfully and be specific

in your comments.

B 7. Refer participants to page 32 in the Participant
Materials (Workshop Evaluation). Allow 2-3 minutes.

8. When participants have complete the Workshop

orkshop in an effective way so that | can
)ntynue to improve my facilitation skills. Your
dgedback is very important, so please complete

o

Evaluation forms, ask them to give you:
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Case Study #6: Kristen & Dorothy
(Facilitator’s Copy)

balance the demands of a new baby and still get all your
what it was like when | had a baby. It was such a changé
and | was so tired—there’s no way | could have done
Are you sure you can handle it?”

epars of new mothers
coming back to work. But Kristen is s 5 remarks and replies,
“Gee, Dorothy, you sound just like my L [Thi afe different today! It's
not like when you were my age!”

Discussion Questlions:

e Whatis thei
Has Dorothy e

fever, if these are the only two interchanges, then
jent to rise to the level of “severe and pervasive”

the Tomments like, “you’re acting like my mother—it’s not like when you were
my age,” suggest that age discrimination could be a factor, these stray
comments alone, particularly coming from the subordinate to the manager,
are most likely insufficient to constitute harassment based on age.
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e How can everyone respond appropriately to get to the “right side of the
line?”
Encourage discussion about how to apply all of the M.E.E.T. steps.

e As amanager, what can you do to help everyone respond ay
to get to the “right side of the line?”
Talk with Dorothy about prohibited FMLA retaliation and gende
discrimination, including that based on pregnancy and/or childb
that Kristen is given an opportunity to resume performance of
any performance evaluation that Dorothy may prepare for Krist
that any criticisms are warranted.
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Case Study #7: Bill
(Facilitator’s Copy)

Bill appealed to his supervisor, Joe, for help, revealing hi¢
treatment.

trying to get him to quit his job.
Discussion Questions:
e What is the issue?

Is Bill being subjected to upia Iscrimi haras
sex?

ent based on his

e How have th sed the line?
While sex dis ination |alkq ¢ ses discrimination based on gender.

der discrimination under Title VII. In contrast,
transsexualism and gender identity disorders

ination. Furthermore, once Bill begins taking time off for the
ion(s), he could be protected by the Family Medical Leave Act.
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e How can everyone respond appropriately to get to the “right side of the
line?”
Encourage discussion about how to apply all of the M.E.E.T. steps.

e As amanager, what can you do to help everyone respond &
to get to the “right side of the line?”
Regardless of whether this particular jurisdiction is one that rec
discrimination claims in such circumstances, the employer sho
any discrimination or harassment of its employees. It is certai
for employers to be more protective of their employees thgn thg
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DVD
Bonus
Materials

Who, What, How & When

Who

What

How

Bonus materials are
provided to help

facilitators

plan and prepare for

an effective session.

i

_—

supplement a training

Bonus materials provided on the DVD for this
program include:

Discr

kickin

SMART-START™
Harassment &

imination—a

short video ideal for

g off or closing

the training session.

Class

room slides

Tal n
i 3 aster
ueller

\_/While preparing for a

session, tune in to this
interview for insights
on how to best use
VisionPoint programs.

Ledal Insights, an During a break or as
intefview with attorney, | follow-up training,

A ierhan of Fair provide insights on
Measures, Inc. creating a respectful

and harassment-free
workplace.

avallable whi
prepgring for a
session. Bonus
materials may be
used before, during or

after a session.

N

— =

@\J
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