Department of Information Technology

Sexual Harassment Prevention Policy

Training Guidelines
The following guidelines shall be adhered to in order that all Department of Information Technology (DoIT) employees meet the agency and State requirements for Sexual Harassment Prevention training.

	New Employees
	All new staff shall attend Sexual Harassment Prevention training, which is held as part of New Employee Orientation Program.



	Existing Employees
	Existing staff must attend a structured Sexual Harassment Prevention training every three (3) years.  

On those years when training is not required, supervisors will review the Sexual Harassment Prevention Policy with staff during their annual performance evaluation.  Staff will be required to sign-off on their evaluation confirming review of Sexual Harassment Prevention Policy.



	Managers/Supervisors


	Managers/supervisors are required to attend Sexual Harassment Prevention training annually.  

Training will be held during the months of February and August.  Training is also available as part of the New Employee Orientation Program.

Note:  Managers/supervisors are also required to review Sexual Harassment Prevention Policy with their immediate staff during annual performance evaluations for those years staff is not required to attend a formal Sexual Harassment Prevention training.
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