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A. PURPOSE 
 
It is the policy of the Commo nwealth to foster a culture that demonstrates the principles of civilit y, 
diversity, equity, and inclusio n. The purpo se of this policy is to uphold this commit ment by 
ensuring that workplace harassment 
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perso n’s protected class (e.g., using prejudicial stereotyping or references based on the targeted 
person’s characteristics or affiliatio n with a group, class, or category to which that person belongs, 
or targeting  people because they are in a pro tected class).  In determining whether conduct is 
severe, persistent, or pervasive, the follow ing factors will be considered: (a) the degree to which 
the conduct affected one or mo re individuals' education or emplo yment; (b)  the nature, scope, 
frequency, duratio n, and location of the incident(s); (c) the identity, number, and relationships of 
persons invo lved; and (d) the perspective of a "reasonable person" in the same situatio n as the 
person subjected to the conduct. Petty slights, annoyances, and iso lated incidents (unless 
extremely serio us) will no t rise to the level of a vio latio n.  
 
Classified  Staff  - A salaried emplo yee whose terms and conditio ns of employment are subject to 
the Virginia Personnel Act, Code of Virginia Section 2.2 -2900 et seq.,  as amended , and who is 
emplo yed in  a classified posit io n.  
 
Complainant  - A University comm unity member or visit o r who files a  complaint under this policy.   
  
Complaint  - The written document or verbal statement of alleged facts  used to  init iate 
action  under this policy.   
 
Complaint Commencement Date  – The date on which the complainant prov ides a written 
complaint or a verbal statement that includes a statement of alleged facts describing the offense.  
  
Cyber -Bull y ing-  Using technology to intentio nally harm others through hostile behavior, 
threatening, disrespectful, or intim idating messages. Bullying that occurs via the Internet, cell 
phones, or other devices (e -mails, IMs, text messages, blogs, pictures, videos, posti ngs on social 
media, etc.). Pretending to be the victim or spreading rum o rs or visual images online in order to 
denigrate or marginalize the targeted person. Behaviors may be discriminatory if they are 
pyriicatri on thr taygetei person’s pro tectri class (e.g., using prejudicial stereotyping or 
references based on the targeted person’s characteristics or affiliatio n with a group, class, or 
category to which that person belongs, or targeting people because they are in a pro tected class ).  
In determining whether conduct is severe, persistent, or pervasive, the follow ing factors will be 

https://law.lis.virginia.gov/vacode/title2.2/chapter29/
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it creates a hostile environment, as defined below, or when enduring the conduct becomes a 
conditio n of continued emplo yment.  
 
Sexual Harassment  – A form of discrim inatio n based on sex. It is defined as unwelcome sexual 
advances, requests for sexual favors, or other conduct of a sexual nature including: verbal (e.g., 
specific demands for sexual favors, sexual innuendos, sexually suggestive comment s, jokes or a 
sexual nature, sexual pro posit io ns, or sexual threats); non -verbal (e.g., sexually suggestive emails, 
other writings, articles or documents, objects or pictures, graphic commentaries, suggestive or 
insul t ing sounds or gestures, leering, whist ling, or obscene gestures); or physical (e.g., touching, 
pinching, brushing the body, any unwelcome or coerced sexual activit y, including sexual assault). 
Sexual harassment can invo lve persons of the same or different sexes. Sexual harassment may 
also include sex -based harassment directed toward stereotypical notio ns of gender identity or a 
failure to conform to those gender stereotypes.  
 
The types of sexual harassment prohibited by this policy are:  
 
(1) Quid Pro Quo  – T erm or conditio n of emplo yment, which occurs when the terms or conditio ns 

of emplo yment, educational benefits, academic grades or oppo rt unit ies, liv ing enviro nment 
or participatio n in a University activity are conditio ned upon, either explicitly or im plicitly, 
submissio n to or rejection of unwelc ome sexual advances or requests  for sexual favors, or 
such submissio n or rejection is a factor in decisio ns affect ing that individual's emplo yment, 
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perso n subjected to the conduct. Petty slights, annoyances, and iso late incidents (unless 
extremely serio us) will no t rise to the level of a vio latio n.    
 
Refer to the Policy Guide - Prohibited Conduct/Behaviors  for mo re informatio n.  
 

General Policy Provisions Application 

https://hr.dmas.virginia.gov/media/1181/dhrm-policy-235-civility-in-the-workplace-policy-guide-2019.pdf


Policy #6500 – Civility in the Workplace  7 
 

How to File a Complaint 
 
Discriminatory Harassment  
[Harassment Illegal under Equal Employment Laws] 
Discrimination Complaint Policy and Procedures  
 
Complain t s of discrim ination and harassment should be made to the Office of Instit ut io nal Equity 
and Diversity (OIED). The OIED is respo nsible for overseeing the investigation of all complaints 
and reports of alleged discriminatio n, and harassment and retaliatio n and is trained to help 
individuals who file complaints find resources, investigate, and informally resolve matters as 
appro priat e. Discriminatory wo rk place harassment complaints under this policy can be filed as 
per the procedures set forth in U niversity  Policy #1005 - Discriminatio n Policy . 
  
The OIED serves as an impartial resource for the resolut io n of concerns and complaints under this 
policy.  Therefore, the OIED  does not serve  as an  advocate  for  either the  complainant or the 
respondent.  The OIED will explain to  all identified parties  the procedures outlined below, 
including confidentiality.  The OIED will pro v ide  all identified parties  with informatio n  regarding 
the complaint procedure, including the availability of informal resolut io n optio ns.     
 
Workplace Complaints 
 
Complaints  of workplace harassment should be made  to the appro priate receiving area.  This 
area will be responsible  for overseeing  the investigation of  all non -discrim inatory complaints 
and  reports  of workplace conflict, workplace bullying, and cyber -bullying. Designated contacts are 
trained to investigate individuals who  file  complaints find  resources, and  informally resolve 
matters as appro priate.  
 
Complaints made to the Department of Human Resources under  this policy c an be filed by 
using the  online  Non -Discrim inatory Workplace Incivilit y  form .   
 
The Department of Human Resources serves as an impartial resource for the resolut io n of 
concerns and complaints under this policy. Therefore, the HR does not serve as an advocate for 
either the complainant or the respondent. HR will explain to all identified parties the procedures 
outlined below, including confidentiality. HR will prov ide all identified p arties with informatio n 
regarding the complaint procedure, including the availability of informal resolut io n optio ns.  
 
Informal Workplace Complaint Procedure     

 
1. Informal Discussio n: The Department of Human Resources shall encourage an employee who 

has a complaint of non -discrim inatory wo rk place harassment to discuss the complaint with 
the  superviso r and/or  individual who too k the action that is the basis for the complaint.  
 

2. Informal Resolutio n: Both parties to the complaint shall attempt to affect  a resolut io n of the 
complaint through informal discussio ns  where applicable . The Department of Human 
Resources may advise parties of informal resolut io n optio ns  (such as mediation) and may 
facilitate resolut io n of the complaint or report  if appro priate . 





Policy #6500 – Civility in the Workplace  9 
 

 
a. In the case of an AP Faculty, classified staff, and/or wage/hourly employee  respondent , 

once the investigation is completed, the investigation report shall be prov ided  to the 
respective Vice President  or designee for evaluatio n and determinatio n of responsibility .  
 

b. In the case of a n instructio nal faculty member respondent, once the investi gation is 
completed, the investigation shall be prov ided to  the Provo st  or designee for evaluation 
and determinatio n of responsibility .  Sanctions for teaching and research faculty will be 
determined by the Provost in accordance with the Teaching and Research  Faculty  
Handbook . Possible sanctio ns include, but are not lim ited to, mandatory counseling, 
written reprimand, training, or the initiatio n of terminatio n proceedings.   

 
8. Determinations of responsibility under this policy shall be made using the preponderance of the 

evidence standard . Preponderance of the evidence means that it is more likely than not, or greater 
than 50% . The parties will be informed in writ ing of the determinatio n within 15 business days  
from the issuance of the investigation report. The written determinatio n should include a 
rationale explaining the reason(s) for the decisio n. The Department of Human Res ources 
and/or Academic Affairs shall be prov ided a copy of the written determinatio n.  

 
Anonymous Complaints   

  
Anonym o us complaints may also be filed by using the online complaint form, which can be 
completed online, or hand delivered.  
 
The receiving area may be limited in the ability to investigate an anony mo us complaint unless 
sufficient informatio n is furnished to enable the ability to conduct  a meaningful and fai
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