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Checklist 

	Enter the name of your organization as indicated in the sample policy.
	☐

	Designate an employee as “Position A” as noted in section 6 of the policy, “Disclosing Sexual Harassment in the Workplace.” Ensure the employee is notified of the designation.
	☐

	Designate an employee as “Position B” as noted in section 6 of the policy. This person will receive disclosures when Position A is in a conflict. Ensure the employee is notified of the designation.
	☐

	Organize training for all supervisory staff and those responsible for administering the policy.
	☐

	Organize training for all staff.
	☐

	Create a reminder to review the policy annually and refresh all staff and supervisor training. 
	☐

	Perform a risk audit of the physical environment to identify high-risk areas for sexual harassment. Make a note of actions taken to reduce the risk (See LISNS’ sample Risk Assessment Checklist form). 
	☐

	If your workplace is unionized, discuss implementing the policy with union representatives.
	☐
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