Sexual Harassment Awareness & Prevention training content must include the following:
1. Explanation of how sexual harassment impacts the workplace, including the victim, harasser, co-workers, customers, and the public.
2. Identification of the applicable laws prohibiting sexual harassment.
3. Definition of sexual harassment.
4. Definition and discussion of Quid Pro Quo and Hostile Work Environment harassment.
5. Explanation of the forms that sexual harassment can take (verbal, non-verbal, or physical behavior).
6. Description and discussion of the various manifestations of sexual harassment, e.g.,

· Conduct outside the office.
· Sexual orientation.
· Ongoing or formerly consensual office relationships.
· 3rd party harassment.
· Sexually charged work environment.
7.  Discussion of the Agency’s policy prohibiting sexual harassment, including:
· Who is covered by the policy.
· Employee’s rights and responsibilities under the policy, e.g.,

· Right to be free from sexual harassment.
· Responsibility to not engage in sexual harassment.
· Responsibility to cooperate in any investigation under the policy.
· Right to be free from retaliation for making a complaint or participating in a process under the policy.
· Responsibility to refrain from retaliating against anyone for making a complaint or participating in a process under the policy

· Supervisor’s and managers’ responsibilities under this policy, e.g., 

· Refrain from engaging in sexual harassment.
· Respond to observed or reported instances of sexual harassment.
· Refrain from retaliation.
· Agency investigation process, including: 

· Identifying to whom complaints may be directed. 

· Explaining that confidentiality cannot be guaranteed.
8. A requirement that participants acknowledge that they: 
· Attended the training.

· Understood their responsibility to maintain an environment free from sexual harassment and their responsibility to not engage in behavior which constitutes sexual harassment.

· Received a copy of their agency policy and will comply with the requirements of the policy
9.   The course must be a minimum of two hours in length.
