
HOW TO PREVENT &
RESPOND TO HARASSMENT

 
A guide to help our employees maintain a positive

workplace and know what to do if an incident occurs
 

The purpose of this guide is to inform RCUH employees and their

supervisors on how to respond to harassment and discrimination and to

provide some tips on how to prevent these behaviors in the workplace. 
 

W h y  i s  i t  i m p o r t a n t

to  p reve n t

d i s c r i m i n a t i o n /

h a ra s s m e n t  i n  t h e

w o r k p l a c e ?
 

M e n t a l ,  p h y s i c a l ,  &  e c o n o m i c  h a r m  f o r  v i c t i m s
 

D e c r e a s e d  p ro d u c t i v i t y
 

Tox i c  w o r k  e n v i ro n m e n t
 

I n c r e a s e d  t u r n o v e r
 

D a m a g e  to  y o u r  p ro j e c t 's  r e p u t a t i o n
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PREVENTION
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HOW TO
RESPOND TO

HARASSMENT
 

H a ra s s m e n t  a n d
d i s c r i m i n a t i o n  a re  n o t

to l e ra t e d  i n  t h e  w o r k p l a c e .
H e re 's  h o w  to  re s p o n d .
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POTENTIAL CONSEQUENCES
 

I M P O R TA N T  T I P
 

If inappropriate behavior occurs,
document it by sending an email from
your cell phone. The email will reflect
the date and time and can be used as

evidence in an investigation. 
 

B e s i d e s  b e i n g  m o ra l l y  w ro n g  a n d  p o t e n t i a l l y

i l l e g a l ,  h a ra s s m e n t  a n d  d i s c r i m i n a t i o n  a f fe c t s

A L L  e m p l oye e  a n d  c a n  re s u l t  i n :  
 

P R O A C T I V E  S T E P S
 

C re a t e  a  c i v i l  &  h e a l t h y  w o r k  e n v i ro n m e n t
 

H e l p  n e w  e m p l oye e s  f i t  i n
 

A c t  p ro fe s s i o n a l l y
 

M a i n t a i n  a  ze ro - to l e ra n c e  p o l i c y  
 

M e e t  a s  a  g ro u p  to  d i s c u s s  t h i s  to p i c  
 

D o  n o t  u s e  n i c k n a m e s  ( u n l e s s  t h e  i n d i v i d u a l  a s k s  yo u  to )
 

Nelson Sakamoto
 

QUESTIONS? 
 

RCUH Director of Human Resources
 

808.956.6965
 

nsakamoto@rcuh.com
 

1) Simple things, like saying "Thank you" and "I'm sorry," go a long way.  2) Outlaw

profanity.  3) Treat everyone with dignity and respect. 
 

W H AT  TO  D O  I F  YO U  F E E L  YO U ' V E  B E E N
DI S C R I M I N AT E D  O R  H A R A S S E D

 

Ask him/her
to stop

behavior
 

STEP 1
 • • •

 

Speak to
your

supervisor
 

STEP 2
 • • •

 

Document 
 incident(s)
 

STEP 3
 • • •

 

Seek
guidance

from RCUH
 

STEP 4
 • • •

 

File RCUH
EEO

Complaint
 

STEP 5
 • • •

 

Cooperate
with

investigation
 

STEP 6
 • • •

 

You have a limited amount of time to file a charge of discrimination or harassment. Both the Equal

Employment Opportunity Commission (EEOC) & the Hawaii Civil Rights Commission (HCRC) require

a complaint to be filed within 180 calendar days  from the day the discrimination took place. In some

cases, the timeline may extend to 300 calendar days depending upon a state's or agency's rules. 
 

3  T I P S
 

R e m e m b e r,  w h e n  i t  c o m e s

to  h a ra s s m e n t ,  w h a t  yo u

" t h i n k "   o r  " i n t e n d e d "
 

d o e s n' t  m a t t e r. . . W h a t

m a t t e r s  i s   h o w  s o m e o n e

e l s e  p e rc e i ve s   yo u r

a c t i o n s .  
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HOW TO
RESPOND 

 IF YOU'RE
ACCUSED

 

W H AT  TO  D O  I F  YO U ' V E  B E E N  ACC U S E D
O F  DI S C R I M I N AT IO N  O R  H A R A S S M E N T

 

Cooperate
with the

investigation
 

STEP 1
 • • •

 

Answer
questions
honestly

 

STEP 2
 • • •

 

Keep the
investigation
confidential

 

STEP 3
 • • •

 

Refrain from
acts of

retaliation
 

STEP 4
 • • •

 

IMPORTANT POINT!
 R e t a l i a t i o n  i s  t h e  m o s t  c o m m o n  d i s c r i m i n a t i o n  f i n d i n g  i n  fe d e ra l  c a s e s .  

 B o t h  t h e  E E O C  a n d  H C R C  i n v e s t i g a t e  t h e s e  c l a i m s  f i r s t  b e c a u s e  r e t a l i a t i o n
c o m p l a i n t s  t y p i c a l l y  h a v e  e v i d e n c e  o r  w i t n e s s e s ,  w h e r e a s  y o u r  o r i g i n a l
c o m p l a i n t  m a y  n o t .  

 

R E T A L I A T I O N  M AY  I N C L U D E :
 R e p r i m a n d i n g  o r  t h re a t e n i n g  t h e  e m p l oye e

 
Tra n s fe r r i n g  t h e  e m p l oye e  to  a  l e s s  d e s i ra b l e  p o s i t i o n

 
I n c re a s e d  s c r u t i n y

 
S p re a d i n g  f a l s e  r u m o r s

 
Ve r b a l  o r  p h y s i c a l  a b u s e

 
M a k i n g  t h e  i n d i v i d u a l 's  w o r k  m o re  d i f f i c u l t

 

FACTS ABOUT
RETALIATION

 

LEARN MORE
 

W h a t  w i l l  h a p p e n  i f  t h e

i n ve s t i g a t i o n  d e t e r m i n e s

t h a t  d i s c r i m i n a t i o n  o r

h a ra s s m e n t  o c c u r re d ?
 

D i s c i p l i n a r y  a c t i o n  ( i n c l u d i n g  p o s s i b l e  t e r m i n a t i o n )
 

C i v i l  a c t i o n  ( b e i n g  s u e d  f o r  c i v i l / c r i m i n a l  c h a r g e s )
 

D a m a g e d  r e p u t a t i o n
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OTHER
RESOURCES

 
C l i c k  t h e  h e a d e r s  

 f o r  m o re  i n f o r m a t i o n
   o n  d i s c r i m i n a t i o n  
 a n d  h a ra s s m e n t
 

 #2
 

 #3
 

 #1
 

Hawaii  Civil  Rights Commission
 

808.586.8636
 

DLIR.HCRC.INFOR@hawaii.gov
 

University of Hawai'i  EEO/AA Office
 

808.956.7077
 

eeo@hawaii.edu
 

RECOMMENDED
 

UH Title IX Training
 for Employees

 

Equal Employment Opportunities Commission
 

1.800.669.4000
 

info@eeoc.gov
 

mailto:nsakamoto@rcuh.com
https://www.eeoc.gov/laws/types/retaliation.cfm
http://labor.hawaii.gov/hcrc/
mailto:DLIR.HCRC.INFOR@hawaii.gov
https://www.hawaii.edu/offices/eeo/
mailto:eeo@hawaii.edu
https://www.hawaii.edu/titleix/training/
https://www.eeoc.gov/
mailto:info@eeoc.gov

