





























F. Direct Communication of Unwelcomeness
1. Any employee who either observes or believes herself or himself to be the object of harassment should deal with
the incident as directly and firmly as possible. If there is harassing behavior in the workplace, the harassed
employee should directly and clearly express his or her objection that the conduct is unwelcome and request that
the offending behavior stop.
2. The initial message may be verbal. However, if subsequent messages are needed, they should be put in writing in
a note or memo.
G. Procedures for Filing a Complaint
1. Atthe same time direct communication is undertaken, or in the event the employee feels threatened or
intimidated by the situation, the problem must be promptly reported to the Vice-President of Human Resources or
her or his designee. if the harasser is the Vice-President of Human Resources, the problem should be reported to
the Executive Vice President, Chief Legal & Human Resources Officer.
2. All reports of such conduct will be investigated promptly handled as confidentially as possibie consistent with
doing an appropriate investigation, and dealt with appropriately.
3. No one making a complaint will be retaliated against even if a complaint made in good faith is not substantiated.
In addition, any witness will be protected from retaliation.
H. Resolution of Complaints
1. All reports of harassment will be investigated promptly and handled as confidentially as possible consistent with
conducting an investigation. Every effort will be made to conclude the investigation within 30 days of the date that
the employee reports the incident. Upon conclusion of the investigation, the complaining employee will be advisec
of the findings of the investigation, and any action to address the complaint. No employee or other individual will
be subject to retaliation of any kind based upon his/her good faith reporting of an incident or complaint, or for
participating in any investigation of any incident of complaint.
. Resolution outside Company
1. An employee has the right to contact the lilinois Department of Human Rights (IDHR) or the Equal Employment
Opportunity Commission(EEOC) regarding filing a formal complaint, which must be filed within 180 of the alleged
incident. A filing with the EEOC must be filed within 300 days. In addition, an appeal process is availabie through
the lllinois Human Rights Commission, (IHRC) after IDHR has compieted its investigation of the complaint.
Where the employing entity has an effective sexual harassment policy in place and the complaining employee
fails to take advantage of that policy and allow the employer an opportunity to address the problem, such an
employee may, in certain cases, lose the right to further pursue the claim against the employer.

Administrative Contacts
Hlinois Department of Human Rights (IDHC)
Chicago: 312-814-6200
Springfield: 217-785-5100
Marion: 618-8993-7463
lllinois Human Rights Commission (IHRC)
Chicago: 312-814-6269
Springfield: 217-785-4350
United States Equal Employment Opportunity Commission (EEOC)
Chicago: 800-669-4000
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