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Employees are expected to be capable of performing the essential functions of their job– which means able to perform all
their job functions safely and efficiently – whenever they are working, present on Fisk property, operating Fisk vehicles or
officially representing Fisk.

Employees are prohibited from using, possessing, buying, selling, making, or dispensing illegal drugs or illegal drug
paraphernalia whenever they are working, present on Fisk property, operating a Fisk vehicle, or officially representing Fisk.
Closely related activities, such as offering or conspiring to sell drugs after work on or off Fisk property are also prohibited.
Fisk University also expects employees to refrain from off-the-job illegal drug activities such as trafficking, which could
seriously damage Fisk’s reputation or operations.

Employees are also prohibited from “alcohol misuse.”  Alcohol misuse includes:

Working, being present on Fisk property, or operating Fisk vehicles while impaired by alcohol (even if the employee
is not impaired enough to violate state DUI laws);
Consuming alcoholic beverages while working or operating a Fisk vehicle; 
Abusing alcohol off-the-job to the extent that attendance or on-the-job performance problems occur; and
Serving or dispensing alcoholic beverages to unauthorized employees who are on the clock or to minors.

Employees convicted of controlled substance-related violations in the workplace, including pleas of no contest, must inform
Fisk within five (5) days of such conviction or plea.  Employees who refuse to adhere to this policy could be subject to
disciplinary action, including possible termination.

EQUAL EMPLOYMENT OPPORTUNITY
Fisk University does not discriminate in the administration and operation of its admissions, educational and employment
policies, programs and activities on the basis of an individual’s sex, race, color, age, religion, national origin, sexual
orientation, pregnancy, marital status, veteran status, disability, or any other legally protected category.  We affirm our
commitment to these fundamental policies.

In order to implement this policy, Fisk University will undertake the following steps:

All personnel actions such as recruiting, hiring, training, and promoting for all job classifications are conducted
without regard to sex, race, color, age, religion, national origin, sexual orientation, pregnancy, marital status, veteran
status, disability, or any other legally protected category.
All other personnel actions such as compensation, benefits, transfers, layoffs, and return from layoffs, will be
administered without regard to race, color, religion, sex, age, disability, or national origin, or other legally protected
status except when there is a bona fide occupational qualification.
Any harassment based on race, color, religion, age, sex, sexual orientation, national origin, or disability or other
legally protected category is prohibited.  Harassment is verbal or physical conduct that shows hostility toward an
individual because of these protected characteristics, and that has the purpose or effect of creating an intimidating,
hostile, or offensive working environment as defined by law; has the purpose or effect of unreasonably interfering
with an individual’s work performance; or otherwise adversely affects an individual’s employment opportunities.

HARASSMENT POLICY
I. FISK UNIVERSITY’S HARASSMENT POLICY

Fisk University strives to create and maintain a work environment in which its faculty, staff and students are treated with
dignity, decency and respect. The University is committed to providing its employees with a work environment that is free
from implicit and explicit behavior used to control, influence or affect the well being of any member of the University
community. The accomplishment of this goal is essential to the mission of the University, its commitment to excellence and
the respect of all individuals. 
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For that reason, Fisk University will not tolerate unlawful discrimination or harassment of any kind, and has a "zero
tolerance" policy toward harassment. Through enforcement of this policy and by educating our employees, the University
will seek to prevent, correct and discipline behavior that violates this policy.

All employees, regardless of their position, are covered by and are expected to comply with this policy, and to take
appropriate measures to ensure that prohibited conduct does not occur. Appropriate disciplinary action will be taken against
any employee who violates this policy. Based upon the seriousness of the offense, “disciplinary action” may include verbal or
written reprimand, suspension, or termination of employment.

Fisk University prohibits not only unlawful harassment, but also prohibits conduct of any kind that it deems inappropriate or
otherwise creates or has the potential to create a hostile work environment.

II. HARRASSMENT GUIDELINES

The following guidelines on discrimination, sexual harassment and discriminatory harassment are simply guidelines are
general in nature and do not constitute exhaustive definitions. Fisk University encourages its employees to contact the Office
of Human Resources regarding any questions you may have regarding discrimination or harassment.

A. “Discrimination” Defined
Discrimination generally involves treating one employee or applicant differently from another in connection with
terms or conditions of employment such as hiring, placement, promotion, termination, layoff, recall, transfer, leave
of absence, compensation and training because of an employee's or applicant's gender, color, race, age, pregnancy,
national origin, ancestry, marital status, veteran status, disability, religion, sexual orientation or other legally
protected status where there is no bona fide occupational qualification or business reason for the differing treatment.

Violations of Discrimination Policy.  It is a violation of Fisk University policy to discriminate in the provision of
employment opportunities, benefits or privileges, to create discriminatory work conditions, or to use discriminatory
evaluation standards in employment if the basis of that discriminatory treatment is, in whole or in part, the person's
race, color, national origin, age, religion, disability status, gender, sexual orientation, marital status or other legally
protected status.

Discrimination of this kind may also be strictly prohibited by a variety of federal, state and local laws, including
Title VII of the Civil. Rights Act 1964; the Age Discrimination in Employment Act of 1967 (as amended in 1978
and 1986); and the Americans With Disabilities Act of 1990. This policy is intended to comply with the prohibitions
stated in these anti-discrimination laws.  Discrimination in violation of this policy will be subject to severe sanctions
up to and including termination.

B. Harassment
“Harassment” Defined and Harassment Policy.  Harassment, including sexual harassment, is prohibited by federal
and state laws. This policy prohibits harassment of any kind, and the University will take prompt and appropriate
action to address any violations of this policy. “Harassment” includes, but is not limited to, verbal or physical
conduct which designed to threaten, intimidate or coerce another person and impairs that person’s ability to perform
his or her job. Such conduct includes verbal taunts, racial or ethnic slurs, or similar acts.

Examples of harassment.  While harassment can take many forms, there are two generally recognized forms of
harassment.

(1) Verbal Harassment: Offensive comments regarding a person's nationality, origin, race, color, religion,
gender, sexual orientation, age, body disability, or appearance. This includes epithets, slurs, and negative
stereotyping.

(2) Non-Verbal Harassment: Creation, distribution, display and/or discussion of any written or graphic
material that ridicules, denigrates, insults, belittles, or shows hostility or aversion toward an individual, or
group because of national origin, race color, religion, age, gender, sexual orientation, pregnancy,
appearance, disability, marital status, or other protected status.

C. Sexual Harassment 
Sexual Harassment Policy.  Fisk University prohibits sexual harassment of any kind and in any form.   Sexual
harassment is a form of discrimination and is unlawful under Title VII of the Civil Rights Act of 1964 and Title IX
of the Education Amendments of 1972. 
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“Sexual Harassment” Defined. According to the Equal Employment Opportunity Commission (EEOC), sexual
harassment is defined as unwelcome sexual advances, requests for sexual favors, and other verbal or physical
conduct of a sexual nature when:

(a) Submission to such conduct is made explicitly or implicitly a term or condition of employment, or
(b) Submission to or rejection of such conduct is used as a basis for an employment decision, or
(c) Such conduct has the purpose or effect of unreasonably interfering with an employee's work performance

or creating an intimidating, hostile, or otherwise offensive working environment.

Sexual harassment does not refer to behavior or occasional compliments of a socially acceptable nature. It refers to behavior
that is unwelcome, that is personally offensive, that lowers morale and therefore interferes with work effectiveness. Sexual
harassment may take different forms.

Types of Sexual Harassment. There are basically two types of sexual harassment:

1. “Quid pro quo” harassment. “Quid pro quo” harassment occurs when an employee’s terms or conditions of
employment are based upon the person’s submission or refusal to submit to sexual propositions or advances of
another person.  Specifically, where an employee’s benefits (such as raises, promotions, better working hours, etc.)
are directly linked to compliance with sexual advances, “quid pro quo” harassment has occurred. Therefore, only a
person with supervisory authority (with the authority to grant such benefits) can engage in “quid pro quo”
harassment.

Example: a supervisor promising an employee a raise if she goes on a date with him or a manager telling employee
she will fire him if he does not have sex with her.

2. "Hostile work environment" harassment. “Hostile work environment” harassment occurs where a person’s
severe and pervasive harassing conduct creates an offensive and unpleasant working environment. A hostile work
environment can be created by anyone in the work environment, whether it is supervisors, other employees, or
members of the University community. “Hostile work environment” harassment consists of language/verbiage of a
sexual nature, unwelcome sexual materials, or even unwelcome physical contact as a regular part of the work
environment. Cartoons or posters of a sexual nature, vulgar or lewd comments or jokes, or unwanted touching or
fondling all fall into this category.

Examples of sexual harassment.  While sexual harassment can take many forms, there are three generally
recognized forms of harassment.

(1) Verbal: Verbal sexual harassment includes, but is not limited to, Sexual innuendoes, suggestive comments,
jokes of a sexual nature, sexual propositions, lewd remarks, and threats. Requests for any type of sexual favor
(this includes repeated, unwelcome requests for dates). Verbal abuse or "kidding" that is oriented, towards a
prohibited form of harassment, including that which is sexually oriented and considered unwelcome.

(2) Non-verbal: Non-verbal sexual harassment includes, but is not limited to, the distribution, display, or
discussion of any written or graphic material, (including, but not limited to, calendars, posters, and cartoons)
that are sexually suggestive, or show hostility toward an individual or group because of sex; suggestive or
insulting sounds; leering; inappropriate whistling (e.g., “wolf whistling”); obscene gestures; and content in
letters and notes, facsimiles, or e-mail, that is sexual in nature.

(3) Physical: Physical sexual harassment includes, but is not limited to, initiating unwelcome, unwanted physical
contact.  Such “unwelcome, unwanted physical contact” may include, but is not limited to, touching, tickling,
pinching, patting, brushing up against, hugging, cornering, kissing, fondling, forced sexual intercourse or
assault.

Normal, courteous, mutually respectful, pleasant, non-coercive interactions between employees, including men and
women, that are acceptable to and welcomed by both parties, are not considered to be harassment, including sexual
harassment.

III. PREVENTION/REPORTING PROCEDURE

A. Responsibilities 
Duties of Employees to Prevent and Report Discrimination and/or Harassment.  All Fisk employees must share the
responsibility of understanding and preventing discrimination and harassment. Fisk University cannot properly
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investigate and resolve incidents of harassment if victims of such harassment do not report the harassment and fully
cooperate in the investigation and review allegations of discrimination or harassment.

Procedure for Reporting and Investigation of Allegations of Discrimination or Harassment.

1. Reporting Discrimination or Harassment. Individuals who believe they have been discriminated against or
harassed are required to report such conduct to the Office of Human Resources. The Director of Human
Resources will initiate its investigation by contacting the following persons: 

(a) Where the student employee has made the complaint, the Office of Human Resources will contact
the Dean of Student Affairs.

(b) Where a faculty member has made the complaint, the Office of Human Resources shall contact the
Provost.

(c) Where a member of the President’s Executive Committee has made the complaint, the Office of
Human Resources shall contact the President.

(d) All other complaints shall be directed to the Director of the Human Resources.

2. Duties of Managers and Supervisors to Report or Prevent Discrimination or Harassment.  Managers and
supervisors have the special responsibility to act promptly to eliminate any discrimination or harassment, which
may exist in their area of responsibility. If a manager or supervisor knows that discrimination, harassment or
retaliation is occurring, or receives information that discrimination, harassment or retaliation might be
occurring, he/she must immediately inform the Director of Human Resources and then, under guidance from
the Office of Human Resources, take immediate action to address the problem. Such action should include, but
is not limited to, speaking directly with the injured person, developing a specific account of the actions,
omissions or occurrences that are alleged to be discriminatory, and recommending corrective or disciplinary
action.

The Office of Human Resources together with the University and designated University staff will also provide
information, training and education to employees with regards to recognizing, understanding, and combating
unlawful discrimination and harassment.

B. Confidentiality
1. University policy regarding confidentiality of harassment complaints.  The University wishes to create a

safe environment in which individuals are not afraid to discuss concerns and complaints, or to seek general
information about discrimination, harassment, and retaliation. The University also recognizes that individuals
may be concerned about the confidentiality of information they share, and the University will always strive to
preserve confidentiality to the fullest extent possible.

2. Exceptions to the University policy. The University reserves the right to disclose the identity of any
employee who submits a harassment complaint where that employee requests that the University take
disciplinary action against the alleged harasser.  Once informed that discrimination, harassment or retaliation
has occurred or may be occurring, the University reserves the right to disclose the identity of the harasser if the
University determines that action must be taken to eliminate any harassment or improper conduct on the part of
any employee.

(a) The confidentiality of the information received, the privacy of the individuals involved, and the
wishes of the complainant regarding action by the University will be protected to the fullest extent
legally possible. However, the confidentiality and privacy of this information cannot be guaranteed.
The expressed wishes of the complaining person for confidentiality will be considered in the context
of the University's legal obligation to act upon the charge and the right of the charged party to obtain
information. Confidentiality will be strictly maintained by the University and those involved in the
investigation.

(b) During the investigative process, any notes or documents written by or received by the person(s)
conducting the investigation will be kept confidential to the extent not in violation of any existing
state or federal law or this policy.

C. The University’s Six-Step Harassment Response Process
The University’s harassment response process is comprised of six steps.  The University reserves the right to bypass
any steps in the process if circumstances so require.  The University also reserves the right to discipline an employee
for any inappropriate conduct discovered in investigating reports made during this process, regardless of whether the
conduct amounts to a violation of law or a violation of this policy.  The University will follow a Six-Step Process in
responding to harassment and allegations of harassment.
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STEP ONE: Responding to Harassing Conduct.
If you are the recipient of unwelcome gestures, remarks of a sexual nature or any type of harassment, do not
remain silent. You may respond in one of the following ways:  Make it clear to the harasser that you find such
conduct offensive and unwelcome.  Tell the harasser, in no uncertain terms, that you want the offensive conduct
to stop at once, and that you will report the misconduct to your supervisor.  

STEP TWO: Reporting the Harassment.
Once the employee has completed Step One, the University recommends that the employee report the harassing
conduct to the employee’s immediate supervisor or manager, or the supervisor or manager of the harasser. The
University cannot take action to stop the harassment if the University does not know that the
harassment is taking place. The supervisor or manager will then be responsible for taking any corrective
action necessary to stop the harassment and discipline the harasser, including, but not limited to, reporting the
harassment to the Director of Human Resources.

If the conduct does not stop, you should then notify your supervisor or manager or the Director of Human
Resources. Do not be afraid to ask for help. 

If employee’s alleged harasser is the employee’s manager or supervisor, then the employee should report the
manager or supervisor directly to the Director of Human Resources.

It is advisable to document or keep a written log of all incidents of harassment, noting the date and time, place
and persons involved, and any witnesses to the event.

STEP THREE: Submission of a Complaint.
An employee will be considered to have filed a harassment complaint once he/she will has done the following:

1. Reporting the harassment to an immediate supervisor (or in other words, completing Step Two);
2. Making a verbal report of the harassing conduct to the Director of Human Resources; or
3. Filing a written complaint with the Director of Human Resources. A formal complaint must be

submitted, in writing, to the Office of Human Resources The written complaint shall include the
names of the complainant and the respondent and the details of the conduct alleged to be harassment,
and shall be signed by the employee. 

Regardless of whether it is written or verbal, a harassment complaint should be sufficiently complete and
specific to state a claim of discrimination, harassment or retaliation. Specifically, the complaint should include
the identity of the harasser, the nature of the harassment, actual or approximate dates and times when the
harassment took place, and the identity of any witnesses.  The employee should also submit any evidence of the
harassment (e.g., documents, notes, e-mails) with the complaint.

Complaints involving students, faculty or members of the President's Executive Committee will be referred to
the Dean of Students, Provost and President respectively.

STEP FOUR: Intervention.
Once the employee completes Step Three, the Director of Human Resources shall refer the Complaint to the
appropriate person (usually the manager or the supervisor of the harasser) and instruct that person to intervene
and stop the harassing conduct.  If the intervening person and/or the Director of Human Resources deem it
necessary or appropriate, corrective action may be taken.  After the intervention has concluded, the intervening
person will send all documentation concerning the complaint to the Office of Human Resources in order to
document that the claim of harassment was informally made and that a resolution was reached.  If further
action or investigation is necessary, then the University will proceed to Step Five or any other step in the
process.

STEP FIVE: Investigation by the Director of Human Resources and submission of findings.
If the party accused of harassment disputes the allegations of the employee, or if the intervening person or the
Director of Human Resources determines that the complaint cannot be resolved after completing Step Four, the
Director of Human Resources shall assign an employee to investigate the alleged harassment, or form a
committee to conduct the investigation of the complaint.  If not done previously, all documents relating to the
investigation will then be forwarded to the Office of Human Resources. The investigating person/committee
will then promptly investigate the matter.   The investigation should usually include a review of any evidence
submitted, and interviews of the accusing employee, the accused employee, and all witnesses to the alleged
harassment.
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Once the investigation is complete, the investigating officer/committee will submit its findings and its written
recommendation the appropriate corrective action to the Director of Human Resources.  The Director of
Human Resources will then make the final decision to accept, reject, or modify the findings as he or she deems
necessary and appropriate.   The Director of Human Resources will then forward a copy of the findings and the
decision to the complainant, the respondent and the President of the University.

STEP SIX: Appeal to the President
Either the accusing employee or the accused employee may appeal the decision of the Director of Human
Resources to the President. The appealing party must submit their request for an appeal to the Director of
Human Resources within five (5) business days of the decision.  Within three (3) business days of receipt of the
appeal, the Director of Human Resources shall then forward the findings and the decision to the Office of the
President.   The President shall render his/her decision on the appeal within fourteen (14) days of the appeal,
and the decision of the President shall be final.

D. Fasle Complaints of Harassment
False accusations of harassment or other inappropriate behavior can cause severe disruptions to the working
environment of the University, and can have serious negative effects on those employees who are wrongfully
accused. Therefore, the University reserves the right to take corrective action against an employee who makes
accusations of harassment or other inappropriate behavior which the University finds were made in bad faith or with
the intent to harm or injure the wrongfully accused employee.

OUTSIDE EMPLOYMENT
The University fully expects each full-time employee to devote his/her time and effort towards the fulfillment of his/her
position responsibilities. The University therefore discourages an employee from working for another employer on a
continuing basis while employed full-time at Fisk University. Non-compensated jobs on behalf of charitable, civic, and
educational organizations are excluded from this policy unless a conflict of interest exists.  

Outside employment will not be considered an excuse for poor job performance, absenteeism, tardiness or leaving early.
Furthermore, if the employee's outside work interferes with his/her work performance or the ability to meet his/her position
requirements, counseling and, if necessary, progressive discipline will be used to address the issue of outside employment. 

Should an employee find it necessary to take an additional job, a letter stating the conditions of the second position must be
approved by both his/her supervisor and the Office of Human Resources.  This should be done prior to acceptance of any
outside position.

The guidelines below are used to determine whether an outside employment situation involves a potential conflict of interest.
Employees who wish to engage in outside professional or volunteer activities must be certain that the proposed activity does
not:

Interfere with your effective performance of University duties.
Involve products or services currently provided or being developed by the University.
Compete with any University products, services or activities.
Make use of University proprietary or confidential information.
Require use of University time, resources, facilities, or equipment.

Non-compensated jobs on behalf of charitable, civic, and educational organizations are excluded from this disclosure
requirement.

VOLUNTEER SERVICE
As part of the University’s community outreach initiatives, the University encourages volunteerism among its employees.
For record keeping and informational purposes, an employee who is interested in pursuing such an activity should obtain
approval from his/her supervisor and the Office of Human Resources.
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