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 Foreword
 At The Nazarene Compassionate Ministries, we are committed to creating and maintaining a workplace environment that upholds the dignity, respect, and fundamental rights of every individual. This Prevention of Sexual Harassment Policy represents our unwavering dedication to fostering a safe, inclusive, and professional workspace where all employees can work with confidence, dignity, and mutual respect.
Sexual harassment is not just a violation of individual rights—it is a fundamental breach of professional ethics, organizational trust, and human dignity. It undermines the principles of equality, creates a hostile work environment, and can cause profound psychological, emotional, and professional harm to victims. Our organization stands resolutely against any form of sexual harassment and is dedicated to preventing, addressing, and eliminating such unacceptable behaviour.
This policy is more than a document—it is a commitment. A commitment to:
· Protecting the fundamental rights of every employee
· Creating a culture of zero tolerance for sexual harassment
· Providing clear mechanisms for reporting and addressing complaints
· Ensuring fair, transparent, and supportive investigation processes
· Promoting a workplace culture of mutual respect and professional conduct
We recognize that preventing sexual harassment requires ongoing effort, education, and a collective organizational responsibility. This policy is designed to be comprehensive, clear, and actionable. It provides guidance for employees at all levels, outlines reporting procedures, and establishes clear consequences for violations.
Every employee, regardless of their position or role, plays a crucial part in maintaining a respectful workplace. We encourage open communication, mutual respect, and a shared commitment to creating an environment where everyone feels safe, valued, and empowered.
Our commitment is not just about compliance—it is about creating a workplace culture that reflects our core values of respect, integrity, and human dignity.

Sincerely,
 Board Chairperson
NCM-E
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1. [bookmark: _Toc190080559]Purpose 
This policy establishes the Nazarene Compassionate Ministries’ commitment to providing a safe, respectful, and harassment-free workplace for all employees, consultants, volunteers, visitors, and other stakeholders. This policy applies to all work-related settings and activities, whether on or off Organization’s premises.
The sexual harassment policy is dedicated to preventing sexual harassment in the workplace and supporting survivors. It defines what constitutes sexual harassment, sets forth the NCM-Es stance against such behaviour, and provides guidelines for reporting incidents. The policy emphasizes a culture of respect, trust, and zero tolerance for harassment. Our sexual harassment policy aims to protect all staff and partners (men and women) in our Organization from unwanted sexual advances and give them guidelines to report incidents.  The Policy will also explain how claims are handled, punish sexual harassment and help victims recover.
NCM-E does not tolerate sexual harassment in the workplace in any shape or form. The culture of the Organization is based on mutual respect and collaboration. Sexual harassment is a serious violation of those principles.Examples of Prohibited Conduct
· Unwelcome physical contact or touching
· Sexual jokes, innuendos, or comments
· Display or sharing of sexually explicit materials
· Persistent unwanted romantic or sexual advances
· Quid pro quo harassment (conditioning employment benefits on sexual favours)
· Sexual gestures or leering
· Cyberstalking
· Gender-based harassment or discrimination



2. [bookmark: _Toc190080560]Scope
This policy applies to every person in the Organisation regardless of gender, level, function, seniority, status or other protected characteristics. Everyone is obliged to comply with this policy.
Also, NCM-E will not tolerate sexual harassment from inside or outside of the Organization. Employees, Donors’ staff, consultants, suppliers, vendors, customers and everyone interacting with NCM-E are covered by the present policy
3. [bookmark: _Toc190080561]Policy elements
[bookmark: _Toc190080562]3.1 What is sexual harassment?
Sexual harassment has many forms of variable seriousness. A person sexually harasses someone when they:
Insinuate, propose or demand sexual favours of any kind.
Invade another person’s personal space (e.g. inappropriate touching.)
Stalk, intimidate, coerce or threaten another person to get them to engage in sexual acts.
Send or display sexually explicit objects or messages.
Comment on someone’s looks, dress, sexuality or gender in a derogatory or objectifying manner or a manner that makes them uncomfortable.
Make obscene comments, jokes or gestures that humiliate or offend someone.
Pursue or flirt with another person persistently without the other person’s willing participation. Also, flirting with someone at an inappropriate time (e.g. in a team meeting) is considered sexual harassment, even when these advances would have been welcome in a different setting. This is because such actions can harm a person’s professional reputation and expose them to further harassment.
The most extreme form of sexual harassment is sexual assault. This is a serious crime and NCM-E will support employees who want to press charges against offender(s).
[bookmark: _Toc190080563]3.2 Definition of Sexual Harassment
Sexual harassment includes unwelcome sexual advances, requests for sexual favours, and other verbal, visual, or physical conduct of a sexual nature that:
· Creates an intimidating, hostile, or offensive work environment
· Interferes with an individual's work performance
· Affects employment decisions regarding the individual
[bookmark: _Toc190080564]3.3 NCM-E Rules on Sexual Harassment
· No one has the right to sexually harass any of NCM-Es employees. Any person in NCM-E who is found guilty of serious harassment will be terminated, irrespective of their level. Also, if representatives of our partners or vendors sexually harass NCM-Es employees, we will demand that the organization/company they work for takes disciplinary action and/or refuse to work with this person in the future.
· Sexual harassment is never too minor to be dealt with. Any kind of harassment can wear down employees and create a hostile workplace. NCM-E will hear/listen to every claim and punish offenders appropriately.
· Sexual harassment is about how we make others feel. Many do not consider behaviours like flirting or sexual comments to be sexual harassment, thinking they are too innocent to be labelled that way. But, if something you do makes your colleagues uncomfortable, or makes them feel unsafe, you must stop.
· NCM-E assumes every sexual harassment claim is legitimate unless proven otherwise. We listen to survivors of sexual harassment and always conduct the investigations properly. Occasional false reports do not undermine this principle.
· NCM-E will not allow further victimization of harassed employees. Employees who were sexually harassed will be supported and will not take any adverse action against them. For example, we will not move them to positions with worse pay or benefits or allow others to retaliate against them.
· Those who support or overlook sexual harassment are as much at fault as offenders. Managers and HR especially are obliged to prevent sexual harassment and act when they have suspicions or receive reports. Letting this behaviour go on or encouraging it will bring about disciplinary action. Anyone who witnesses an incident of sexual harassment or has other kinds of proof should report to HR.
[bookmark: _Toc190080565]3.4 How to report sexual harassment
If you are being sexually harassed (or suspect another person is being harassed), please report it to HR Officer or your supervisor. In serious cases like sexual assault, report to the police and inform HR Officer that you plan to press charges. It is acknowledged that it is often hard to come forward about these issues, but NCM-E is committed to ensure a fair and safe workplace for all employees  
There are two options to report sexual harassment within NCM-E:
· Ask for an urgent meeting with your HR Officer or your Supervisor. Once in the meeting, explain the situation in as much detail as possible. If you have any hard evidence (e.g. emails, chats), forward it or bring it with you to the meeting.
· Send your complaint via email. If you address it to your supervisor, please cc HR to the email and attach any evidence or information that can be used in the investigation. HR and your supervisor will discuss the issue and contact you as soon as possible.

If the perpetrator is a senior Manager, Supervisor, a Partner representative or Vendor report to HR as soon as possible

Written Complaints should include:
· Date(s) and location(s) of incident(s)
· Description of the incident(s)
· Names of individuals involved and witnesses
· Any supporting documentation

If you report assault to the police, NCM-E will provide any possible support until the matter is resolved. In any case, we will ensure you are not victimized and that you have access to relevant evidence admissible in court, like emails (without revealing confidential information about other employees.)
[bookmark: _Toc190080566]3.5 Inadvertent harassment
Sometimes, people who harass others do not realize that their behaviour is wrong. We understand this is possible, but that doesn’t make the perpetrator any less responsible for their actions.
If you suspect that someone doesn’t realize their behaviour is sexual harassment under the definition of this policy, let them know and ask them to stop. Do so preferably via email so you can have records. 
[bookmark: _Toc190080567]3.6 Investigation Process
1. All complaints will be promptly investigated within 5 business days
2. Confidentiality will be maintained to the extent possible
3. Both complainant and respondent will have fair opportunity to present their cases
4. Interim measures may be implemented during investigation if necessary
5. Written findings will be provided to relevant parties

Points to consider before implementing interim measures:
· Severity of allegations
· Physical proximity of parties
· Power dynamics involved
· Risk of retaliation
· Impact on business operations
· Employee safety concerns
· Legal requirements
· Previous incidents

[bookmark: _Toc190080568]3.7 Protection against Retaliation
Retaliation against individuals who report harassment or participate in investigations is strictly prohibited
Any retaliatory action will result in disciplinary action, up to and including termination
[bookmark: _Toc190080569]3.8 Disciplinary action and repeat offenders
Violations of this policy will result in appropriate disciplinary action, which may include:
1. Employees who are found guilty of sexual assault will be terminated after the first complaint and investigation.

2. Employees who are found guilty of sexual harassment (but not assault) the first time may:
· Be reprimanded (Verbal or written warning) and fined.
· Get a “below expectations” performance review.
· See expected promotions and/or salary increases freeze for a year
· The Harassers may be transferred or take other appropriate action to protect their victims. 
· Suspension 
· Mandatory counselling
· Legal action where applicable
· Employment will be terminated for repeat offenders after the second claim against them if the investigation concludes they are indeed guilty.
These disciplinary actions will be applied uniformly.
[bookmark: _Toc190080570]3.9 Helping harassment victims
Apart from investigating claims and punishing perpetrators, we want to support the victims of sexual harassment. If you experience trauma, stress or other symptoms because of harassment, consider:
· Taking a few days of sick leave to restore your mental health.
· Speaking to our designated counsellors or any professional counsellors of your choice.
Your job and benefits will not be jeopardized or altered if you choose any of those options or other means to recovery.

[bookmark: _Toc190080571]4.0 Roles and responsibilities
[bookmark: _Toc190080572]4.1 HR responsibilities
First and foremost, HR and managers should try to prevent sexual harassment by building a culture of respect and trust. But, when sexual harassment occurs and an employee makes a complaint, both HR and Supervisors must act immediately.
 Senior Managers should talk to HR and explain NCM-Es procedures to their team member who made the complaint.
When HR receives a complaint that an employee harasses another employee, they will:
· Ask for as many details and information as possible from the person or people making the complaint.
· Keep copies of the report with dates, times and details of incidents and any possible evidence in a confidential file (separate from the personnel file.) HR should update this file with all future actions and conversations regarding this complaint.
· Launch an investigation. If the matter is complex, the HR person can defer to a more senior manager.
· Check if there have been similar reports on the same person. If there are, HR should contact the perpetrator’s Supervisor to let them know that their team member may get fired when the investigation is over.
· Inform the harassed employees of our organizational’s procedures and their options to take legal action if appropriate.
· Take into account the wishes of the harassed employee. Some might want the matter to be resolved informally and discreetly, while others might expect more radical actions (e.g. transferring the perpetrator.) HR should consider the circumstances and decide on appropriate action.
· Contact the harasser and set up a meeting to explain the complaint and explicitly ask for this behaviour to stop, or,
· Arrange for mediation sessions with the two employees (harasser and perpetrator) to resolve the issue, if the harassed employee agrees or,
· Launch a disciplinary process depending on the severity of the harassment. In cases of sexual assault or coercing someone to sexual favours under threats, NCM-E will terminate the harasser immediately. The employees who are found guilty in a court of law of sexually assaulting another employee will be terminated, even if HR has not conducted its own investigation.

HR or Supervisors must not, under any circumstances, blame the victim, conceal a report or discourage employees from reporting sexual harassment. If HR or a Supervisor behaves that way, please send an email to their own Supervisor explaining the situation.
[bookmark: _Toc190080573] Apart from managing the processes, the HR department is responsible for coordinating training programs; maintaining records, leading the investigation process and providing guidance on the policy implementation

[bookmark: _Toc190080574]4.2 Employees Responsibilities
· Understand and comply with this policy
· Report witnessed or experienced harassment
· Cooperate in investigations
· Complete required training
[bookmark: _Toc190080575]4.3 Documentation and Record Keeping
· All complaints and investigation records will be maintained for 7 years
· Records will be kept confidential and secure
· Documentation will include:
Written complaints
Investigation notes
Witness statements
Final reports
Disciplinary actions taken
[bookmark: _Toc190080576] 5.0  Training on POSH
[bookmark: _Toc190080577]5.1 Mandatory Training
All employees must complete sexual harassment prevention training:
· Upon hiring (within 10 days)
· Annually thereafter
· Additional training for supervisors and managers (content-TBD)
[bookmark: _Toc190080578] 5.2 Training Content:
· Definitions and examples of harassment
· Rights and responsibilities
· Reporting procedures
· Bystander intervention
· Applicable laws and regulations
[bookmark: _Toc190080579]6.0 Policy Review and Updates
This policy will be reviewed annually and updated as needed to ensure effectiveness and compliance with applicable laws.
[bookmark: _Toc190080580]7.0 Contact Information
For questions or concerns regarding this policy, contact:
- HR Department: HR Officer; Ms Londiwe Mahlalela, Cell……..7612 6477; Email:……………..lmahlalela@ncmsd.org.sz]
[bookmark: _Toc190080581]8.0 Acknowledgment
All employees must acknowledge receipt and understanding of this policy through signed documentation or electronic confirmation.

[bookmark: _Toc190080582]9.0 References: 
https://resources.workable.com/sexual-harassment-policy
https://www.ilo.org/media/271451/download

[bookmark: _Toc190080583] 10.0 Annex 1: Training outline - Prevention of Sexual Harassment (POSH)
 
Training and Awareness Program

	Slide 1: Introduction
 Understanding Workplace Sexual Harassment
- Welcome and Introduction
- Purpose of Training
- Company's Commitment to Safe Workplace
- Legal Framework
	Slide 7: Bystander Intervention
  Taking Action
  Five Do's of Intervention
1. Direct
   - Speak up in the moment
   - Clear communication

2. Distract
   - Interrupt the situation
   - Change the focus

3. Delegate
   - Get help from others
   - Report to authorities

4. Document
   - Record incidents
   - Preserve evidence

5. Delay
   - Check in with victim
   - Offer support later



	Slide 2: What is Sexual Harassment?
Definition and Scope
- Unwelcome sexual advances
- Requests for sexual favors
- Verbal or physical conduct of sexual nature
- Impact on work environment
- Power dynamics

	Slide 8: Reporting Procedures
How to Report Harassment

Available Channels
- Immediate Supervisor
- HR Department
- POSH Committee
- Anonymous Hotline
- Online Portal

What to Report
- Date and location
- Description of incident
- Names involved
- Witnesses
- Evidence


	Slide 3: Types of Sexual Harassment
Common Forms
1. Quid Pro Quo
   - Direct exchange of favors
   - Abuse of authority
   - Impact on employment decisions

2. Hostile Work Environment
   - Persistent unwelcome behavior
   - Creating intimidating atmosphere
   - Affecting work performance

	Slide 9: Investigation Process
What Happens After Reporting
Steps
1. Initial Response
2. Preliminary Investigation
3. Detailed Investigation
4. Decision Making
5. Action Implementation

Timeline
- Acknowledgment: 24 hours
- Initial Investigation: 3 days
- Complete Investigation: 14 days
- Resolution: 30 days

	Slide 4: Recognizing Sexual Harassment
Examples of Prohibited Conduct

Verbal
- Sexual jokes or comments
- Unwanted romantic advances
- Gender-based remarks
- Spreading sexual rumors

Physical
- Unwanted touching
- Blocking movement
- Inappropriate proximity
- Physical assault

Visual
- Displaying explicit material
- Offensive gestures
- Leering or staring
- Inappropriate photographs

Digital
- Inappropriate emails/messages
- Social media harassment
- Sharing intimate images
- Online stalking

	Slide 10: Protection and Support
Available Resources

Protection Measures
- Confidentiality
- Anti-retaliation policy
- Interim arrangements
- Security measures

Support Services
- Counseling
- Legal assistance
- Medical support
- Career guidance
Scenario 1: Verbal Harassment
- Situation
- Red flags
- Proper response
- Lessons learned

Scenario 2: Digital Harassment
- Situation
- Warning signs
- Appropriate action
- Key takeaways

	Slide 5: Impact of Sexual Harassment
Understanding the Consequences
For Victims
- Emotional distress
- Career impact
- Health issues
- Financial consequences

 For Organization
- Decreased productivity
- Low morale
- Legal liability
- Reputation damage

	Slide 12: Do's and Don'ts
Quick Reference Guide

Do's
- Report incidents promptly
- Document everything
- Maintain confidentiality
- Support colleagues
- Know your rights

Don'ts
- Ignore harassment
- Retaliate
- Spread rumors
- Discourage reporting
- Victim blame



	Slide 6: Prevention Strategies
 Creating a Safe Workplace

1. Individual Responsibilities
   - Respect boundaries
   - Professional conduct
   - Active intervention
   - Report incidents

2. Management Responsibilities
   - Lead by example
   - Monitor workplace
   - Address complaints
   - Support victims


	Slide 13: Quiz
Test Your Understanding

1. What constitutes sexual harassment?
2. How to report an incident?
3. What are the types of harassment?
4. What is bystander intervention?
5. What are the investigation steps?
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