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OVERVIEW FOR THIS COURSE

Welcome to this course — we designed it to be the most important training you ever receive on the job

because:

> It will teach you how to respond appropriately to inappropriate or illegal behavior you may
encounter at work.
> It will give you more confidence as a manager or supervisor by clearly explaining your

employer’s expectations of you when dealing with workplace behavior issues.

The intended audience for this course is anyone in a leadership position — management, supervisory, or
influential even if not supervising employees directly -as well as line employees who should know their

rights and obligations in today’s employment environment.

This course will help you understand and be able to apply the legal foundations of behaving in a civil
manner within the workplace whether as a member of management or an employee. While it is not
intended to replace any similar training provided by an employer, it will be a strong supplement for any

that currently exists and will provide a good foundation where none exists.

You will learn about the legal linkage and liabilities between employers and employees and how to
reduce the potential risk of expensive litigation as much as possible. There are guidelines on providing
effective documentation that helps to show the person acted in a reasonable way and to describe the

training and guidelines an employer should be providing to the workforce.

We have also included brief summaries of illegal workplace behaviors, sample cases for reference,
samples of useful documentation forms, and summaries of the more important laws for easy

understanding.
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LEARNING OBJECTIVES

The intended learning objectives are:

1. Knowing how to respond appropriately to inappropriate or illegal behavior you may encounter
at work.

2. To give you more confidence as a manager or supervisor by clearly explaining your employer’s
expectations of you when dealing with workplace behavior issues.

3. To help you avoid saying or doing something (whether intentional or not) that may cause
someone to bring legal action ($S$) against you.

4. To keep someone else (whether intentional or not) from denying you any of the rightful
opportunities to which you are entitled as an employee.

5. To make sure you can no longer say with credibility “/ didn’t know that” regarding workplace
issues of harassment, discrimination, and retaliation.

6. To explain the “LEGAL LINK” between you and your employer making it responsible for your
actions in the workplace.

7. To explain the “LEGAL LINK” between YOU and your employees making YOU responsible for
their actions in the workplace.

8. To help you apply in your workplace the practical examples and models taught here.

9. To help you beware of what you say and do in the workplace

10. To help you understand why you should not rely on “common sense”

11. To help you investigate and document your findings about a situation

12. To help you know when to ask for help in a situation

13. To help you decide what are the “right things to do” in a given situation

14. To help you describe situations effectively

15. To help you understand the difference between objective and subjective statements

16. To identify the specific legislation that provides the foundation for civil behavior in the
workplace

17. To understand and be able to react appropriately to the various illegal workplace behaviors
covered in that legislation

18. To understand how acts of “good intentions” could be perceived as discriminatory

19. To understand how “having a little harmless fun” could be seen as harassment

20. To help you understand the concept of “quid pro quo” and the dangers associated with it
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21. To understand the scope of harassment decisions by providing actual court cases

22. To understand general concepts about unfair labor practices

23. To understand the manager’s obligation to act

24. To understand what you must tell an employee before they tell you something in confidence

25. To understand the liability associated with the concept of “you knew or should have known”

BENEFITS OF THIS COURSE

It will give you a greater understanding of today’s workplace behavior requirements allowing you to
work more confidently and productively. It will also help if you are a manager to avoid potential legal

and career risks associated with in appropriated behavior in the workplace.

There has been a steady increase of lawsuits in our country stemming from behavioral issues in the
workplace. This litigation is very expensive from financial and productivity standpoints of employers and
financial and career impact standpoints of employees. You can do a lot to protect yourself from negative

financial and career impacts by learning what your employer expects you to do.

Also, to help you avoid saying or doing something (whether intentional or not) that may cause someone
to bring legal action (S$$) against you. And, to keep someone else (whether intentional or not) from

denying you any of the rightful opportunities to which you are entitled as an employee.
And once again a reminder about taking this course:
We are not lawyers and are not trying to make you into a lawyer.

You must contact your organization’s Human Resources Department to learn how your

organization deals specifically with the issues we raise in this course

After this course, you can no longer say with credibility, “I didn’t know that” regarding

workplace issues of harassment, discrimination, and retaliation.

Your understanding is more important than your agreement with these issues. We will not

waste your time arguing whether or not the cases we discuss "make sense", "are fair”,

"reasonable", or "unreasonable".
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“LEGAL LINKS” IN THE WORKPLACE

There are two very critical “legal links” in any workplace about which you, as a leader in any capacity,

must be aware:

There is a LEGAL LINK between your employer and YOU as a leader of a portion of their workforce

making it (the employer) responsible for your actions in the workplace.

Additionally, there is also a “LEGAL LINK” between YOU and YOUR EMPLOYEES making YOU responsible

for their actions in the workplace.

The Organization that employs you is legally responsible for your behavior while you are considered "at
work". If you do something illegal during work hours (when you're considered "at work") but not
necessarily at the workplace, the organization could be sued for your actions REGARDLESS IF ANY
OFFICIAL IN THE ORGANIZATION ACTUALLY KNEW YOU WERE DOING IT!

The “workplace” can mean in the office, on the job site, at the airport waiting for a work-related flight,
in a client’s office, etc. In short, anytime you’re being paid for being somewhere, that’s broadly-speaking
“the workplace”.
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The lawsuit will probably say, “The organization’s management knew or should have known you were

doing that illegal act which demonstrates their failure to supervise you or to train you not to act that

way.” That situation can become very expensive to the organization (and possible you) very quickly!

The lawsuit would ask for (AND PROBABLY GET) a lot of money from the organization because the

organization has "deeper pockets" (more money) than you do!
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