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Non-Discrimination and 
Harassment Policy 
 
 
 

Policy Statement 
 
The College of Coastal Georgia prohibits its faculty, staff and students from engaging in 
any form of prohibited discrimination or protected status harassment (including sexual 
harassment), and expects these individuals to refrain from committing acts of bias 
within the College’s jurisdiction. 
 
The College complies with applicable State and Federal law which provides that it shall 
be an unlawful discriminatory practice for any employer, because of sex of any person, 
to discharge without cause, to refuse to hire, or otherwise discriminate against any 
person with respect to any matter directly or indirectly related to employment or 
academic standing. 
 
The College further expects that all faculty, staff and students will act in a responsible 
and professional manner to establish a working and learning environment that is free of 
discrimination and harassment. 
 
Any person found to have violated the provisions of this policy will be subjected to 
appropriate administrative and / or disciplinary action, up to and including termination 
(faculty and staff) or expulsion (students). 
 

Reason for Policy 
 
This policy ensures compliance with federal and state laws. 
 

Entities Affected By This Policy 
 
All faculty, staff and students at the College are covered by this policy. 
 

Who Should Read This Policy 
 
All employees at the College should be familiar with this policy. 
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Contacts 
 

Contact Phone E-Mail 

Director of Human Resources (912) 279-5740 hr@ccga.edu 

   

 

Website Address for This Policy 
 
http://www.ccga.edu/Policy/StudentAffairsPolicies.asp 
 

Related Documents/Resources 
 
● BOR Policy Manual - Sexual Harassment 
 
● Human Resources Administrative Manual - Non-Discrimination and Harassment 
 
● http://www.eeoc.gov/atlanta/area.html 
 
● http://www.eeoc.gov/ 
 

Definitions 
 
These definitions apply to the terms as they are used in this policy: 
 
● Harassment: The term “harassment” is defined as verbal or physical conduct or 

actions that denigrate or show hostility toward an individual because of his or 
her race, color, creed, ethnicity, sexual orientation, religion, gender, national 
original, status as a war veteran, age or disability, to include that of his or her 
relatives, friends or associates, and that: 

 
▫ Has the purpose or effect of creating an intimidating, hostile, or offensive 

working or learning environment; or 
 

▫ Has the purpose or effect of unreasonably interfering with an individual’s 
work or academic performance; or 

 
▫ Otherwise adversely affects an individual’s employment or learning 

opportunities.▫▫ 
  
 Examples of harassing conduct include, but are not limited to, the following: 
 

▫ Epithets, slurs, negative stereotyping, or threatening, intimidating, or 
hostile acts, including the use of those terms widely recognized to  

http://www.ccga.edu/Policy/StudentAffairsPolicies.asp
http://www.usg.edu/policymanual/section8/policy/8.2_general_policies_for_all_personnel/#p8.2.16_sexual_harassment
http://www.usg.edu/hr/manual/prohibit_discrimination_harassment/
http://www.eeoc.gov/atlanta/area.html
http://www.eeoc.gov/
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 victimize, ridicule, and / or stigmatize, on the basis of race, creed, color, 

ethnicity, sexual orientation, religion, gender, national origin, status as a 
war veteran, age or disability; and 

 
▫ Written or graphic material that denigrates or shows hostility toward an 

individual or group because of race, color, creed, ethnicity, sexual 
orientation, religion, gender, national original, status as a war veteran, 
age or disability and that is placed on walls, bulletin boards, or elsewhere 
on College premises, or is circulated, transmitted, or distributed in any 
manner in the College’s work or learning environment. 

 
● Sexual Harassment: The term “sexual harassment” is defined as unwelcome 

sexual advancements, requests for sexual favors, and other verbal or physical 
conduct of a sexual nature when: 

 
▫ Submission to such conduct is made explicitly or implicitly a term or 

condition of employment or academic standing; or 
 

▫ Submission to, or rejection of, such conduct by an individual is used as a 
basis for employment or academic decisions affecting the individual; or 

 
▫ Such conduct unreasonably interferes with an individual’s work or 

academic performance or creates an intimidating, hostile, or offensive 
working or academic environment. 

 

Overview 
 
It is the policy of the College that all employees and students have the opportunity to 
work and attend classes in an atmosphere and environment that is free from any form 
of harassment or discrimination. 
 
Further, Federal law provides that it shall be an unlawful discriminatory practice for any 
employer, because of race, color, creed, ethnicity, sexual orientation, religion, gender, 
national original, status as a war veteran, age or disability, to discharge without cause, 
to refuse to hire, or otherwise discriminate against any person with respect to any 
matter directly or indirectly related to employment or academic standing.   
 
Accordingly, harassment of, or retaliation against, an employee, student, or applicant on 
the basis of any of these protected classes violates this federal law and will not be 
tolerated by the College. 
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I. Policy Coverage 
 
This policy and the ensuing complaint procedures are intended for College employees 
who perceive they are being harassed due to their race, color, religion, gender, status as 
a war veteran, national origin, age, or disability.  These procedures are available to all 
employees, both full-time and part-time, including faculty, staff, administrators, and 
student workers. 
 
Student workers may utilize this policy if they are being harassed in the course of their 
employment with the College or they may, alternatively, utilize the harassment policy 
and procedures outlined in the Student Handbook.  Regardless of where the complaint 
is filed, if the complaint involves a student and an employee, the Director of Human 
Resources and the Vice President for Student Affairs will communicate regarding the 
complaint and the outcome of the investigation. 
 
II. Sexual Harassment 
 
Sexual harassment of employees or students at the College is prohibited and shall 
subject the offender to dismissal or other sanctions after compliance with procedural 
due process requirements. 

 
Sexual harassment may involve males or females being harassed by members of either 
sex and is not limited to the supervisor / employee or faculty / student relationship. 
Examples of sexually harassing conduct may include, but are not limited to: 
 
● Sexual innuendo, suggestive comments, insults, threats, jokes of a sexual nature 

or about gender-specific traits, comments or questions about a person’s sexual 
behavior, comments about a person’s body, sexual propositions; 

 
●  Making suggestive or insulting noises, leering, whistling, making offensive 

gestures or motions, staring at a persons’ body, displaying sexually oriented 
materials in the College’s work or learning environment, engaging in indecent 
exposure; 

 
●  Touching, pinching, brushing against the body, coercing sexual intercourse, 

assault; or 
 
●  Distributing or electronically transmitting sexually oriented materials to others. 
 
III. The Role of Supervisors, Administrators, Faculty and Staff 
 
All supervisors, administrators, faculty and staff share in the responsibility for insuring 
that the work and learning environment is free of harassment. 
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Any faculty or staff member who observes conduct which he or she believes to be 
harassment will immediately notify their supervisor.  Any supervisor or administrator 
who receives a report or complaint of harassment will immediately notify the Director 
of Human Resources so that an investigation may be conducted. 
 
If any employee observes conduct which he or she believes to be harassment, such 
conduct must be reported, either to the employee’s immediate supervisor or to the 
Director of Human Resources.  Failure to report such conduct may result in serious 
consequences for the College, as well as disciplinary action against the employee. 
 
Failure to read the full contents of this policy will not release the employee from his or 
her obligations to comply with all aspects of the policy, nor will it release the employee 
from having disciplinary action taken against him or her for violations of it.  
 
IV. Complaint Procedures 
 
The following procedures are to be followed when any individual seeks to file a 
complaint of impermissible discrimination or harassment: 
 
a. Students.  Students who believe they have been or are being harassed in the 

learning environment should consult the Student Handbook for the appropriate 
procedures to follow in filing a complaint.  Students who work at the College 
who believe they have been or are being harassed in their work environment, 
may file a complaint using the procedures in the Student Handbook or the 
following procedures. 

 
b. Employees.  Employees may choose to either (a) try to resolve the issue 

informally or (b) file a formal complaint. 
 

● Informal Resolution.  An employee may be able to stop or prevent 
harassment by immediately and directly expressing his or her disapproval 
of the individual’s conduct or behavior.  If an employee feels comfortable 
using this approach, then he or she is encouraged to talk to the individual 
and ask them to stop the conduct or behavior which the employee finds 
offensive.  If the harassing conduct or behavior stops, then no formal 
complaint may be necessary.  If the employee does not feel comfortable 
approaching the individual, or if he or she has already spoken with the 
individual and the behavior did not stop, the employee should 
immediately proceed with the formal complaint process below. 

 
● Filing a Formal Complaint.  Employees are expected to file formal 

complaints of harassment with their Supervisor, with an Administrator in 
their Supervisor’s chain of command, or with the Director of Human  
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Resources.  A Supervisor or Administrator who receives a complaint will 
notify the Human Resources Director, who will assure that an 
investigation will begin promptly.   

 
Ideally, the complaint should be submitted in writing so that a proper 
investigation may begin promptly; however, all complaints will be taken 
seriously and investigated, whether oral or written. The complainant 
should include all the facts available regarding the harassment or unfair 
treatment, such as: (a) the type of harassment or unfair treatment being 
experienced, and from whom; (b) the nature of the incident(s) which led 
to the filing of the complaint, including the dates, times, and places the 
incident(s) occurred; (c) the names of other employees (or students), if 
any, who may have knowledge of these incidents; (d) the names of others 
whom the employee believes may have been subjected to similar 
harassment by this individual; (e) any alleged effects of the incident(s) on 
the employee’s position, salary, promotional opportunities, or other 
terms or conditions of employment; and (f) any steps the employee may 
have already taken to try and stop the harassment. 

 
c.  Investigation and Resolution of Formal Complaints 
 
All reports of harassment will be taken seriously.  The Human Resources Director and 
the appropriate Senior Administrative Officer will assure that a proper and impartial 
investigation is conducted.  Every attempt will be made to treat all complaints and 
investigations confidentially.  However, the College cannot insure absolute 
confidentiality.  The identity of the complainant may have to be revealed to the 
respondent (the alleged harasser) and, if necessary, to others who must be interviewed 
as part of the investigation.  Following the investigation, all records and documents 
pertaining to employee complaints of harassment will be maintained by the Director of 
Human Resources Director in secure files. 
 
In determining whether the respondent engaged in harassing conduct, those entrusted 
with carrying out this policy will look at the record as a whole and at the totality of the 
circumstances, such as the context in which the alleged incidents occurred, and will take 
into account any prior settlements or substantiated complaints against the respondent. 
 
After the investigation is completed, the parties involved will be notified of the 
outcome.  If it is determined that harassment did occur, prompt remedial action will be 
taken as appropriate.  This may include restoring any lost terms, conditions, or benefits 
of employment, if applicable.  
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V.  Disciplinary Action 
 
Any employee who is found to have engaged in harassing behavior will be subject to 
appropriate administrative and / or disciplinary action, ranging from a written warning 
to termination, depending on the findings of the investigation. 
 
Furthermore, an employee who is found to have knowingly and purposely filed a false 
complaint will also be subject to appropriate administrative and / or disciplinary action, 
ranging from a written warning to termination. 
 
An employee who wishes to appeal a disciplinary action imposed on him/her as a result 
of the harassment investigation may file a written appeal with the President of the 
College within ten (10) working days from the date the employee is notified of the 
intended action. 
 
VI.  Cooperation and Non-Retaliation 
 
All employees, including the complainant and the respondent, are required to cooperate 
with an investigation of harassment.  Persons who are asked to provide testimony are 
expected to cooperate fully and truthfully and to maintain the confidentiality of the 
investigation.  Employees who fail to cooperate or who provide false testimony may be 
subject to disciplinary action ranging from a written warning to termination.  
 
Retaliatory actions against an individual for reporting harassment or for providing 
testimony in an investigation are prohibited.  Such retaliation may result in 
administrative and / or disciplinary action, up to and including termination.  Such 
conduct should be reported to the Director of Human Resources. 

 
Responsibilities 
 
The responsibilities each party has in connection with the policy on discrimination and 
harassment are: 
 

Party Responsibility 

Human Resources Department Ensure compliance with this policy. 

All Supervisors 

Report any incidents of discrimination or 
harassment to the Director of Human 

Resources, who serves as the College’s 
Affirmative Action / Equal Employment 

Opportunity Officer. 

All Faculty and Staff 
Read this policy and be familiar with its 

contents. 
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Forms 
 
None 

 

Appendices 
 
None 
 


