HOW TO SAFELY
REPORT SEXUAL
HARASSMENT AT WORK

AND PROTECT YOURSELF FROM
RETALIATION IN NJ, PA,
AND PHILADELPHIA




The safest report is clear, factual, documented, and

sent through a channel you can prove.

No Confrontation
Required
You do not have to confront

the harasser first before
escalating the issue.

Verbal Complaints
Count
A verbal complaint may be

legally protected under the
law.

Written is Safer

A written complaint is
generally much easier to
prove and track.

The Clock Keeps
Ticking
Internal HR investigations

do not pause external legal
filing deadlines.
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Defining Workplace Harassment: Conduct and Context

Hostile Work Environment

(Pervasive/Severe)
o/
;-
- i
Supervisors Coworkers

Unwelcome Nonsexual
Csuix;;!;t Impact Sex-Based
Threshold Conduct
ao ; é E ""-E
Vendors Third Parties Quid Pro Quo Customers/Clients

(Transactional)
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The SAFE REPORT Strategy: A Step-by-Step Framework

@ 2. Assess the 3. File a factual
] safest channel complaint EI
= ::2}

1. Secure
evidence

5. Suctpeat
insclonged

4. Establish G\ 9. Review major
receipt decisions [ Talk

5. Review the 6. Escalate if 7. Preserve 8. Observe NGt coUliSEs

response necessary retaliation deadlines
evidence
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How to Document an Incident
for Your Records

Timestamp: Date and
time of the incident

‘1.

Setting: Location or digital

-
platform (e.q., Slack, Teams)

Digital Trail: References
to supporting messages
or documents
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Actors: Person involved
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Details: Exact words spoken
or specific actions taken

® Harm: Specific

workplace impact

Lorem ipsum dobor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt
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Reaction: The employee's
direct response

Lorem ipsum dobor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt
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Pattern: Any follow-up
conduct
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Verification: Names of
any witnesses present

Crucial Rule: Maintain contemporaneous, objective notes without emotional embellishment.
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Preserve Evidence Without Creating a New Problem

Lawful Preservation @

Keep original messages and take
screenshots.

Preserve records that are lawfully
available to you as an employee.

(o]
oz

A\ Legally Dangerous

Do not alter or delete any evidence.

| Do not access digital systems or physical
| @ areas without authorization.

WECE

Do not take unrelated confidential,

patient, customer, personnel, privileged,

or proprietary records.

8°

Check your specific state law before
secretly recording audio or video.

$
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Navigating Your Options: Choosing a Reporting Channel

Middle (Corporate Oversight)

Base (Immediate Internal)

[

Peak (External/Legal)

You should never be

—— )

required to complain only
to the person accused of

the harassment.

\,

-

/ru -

Supervisor's Manager
Compliance or Legal Dept

Ethics Hotline

Owner or Board Member

- Rp‘)/

& NotebookLM



Structuring the Written Complaint

’ @ Inbox Sent Drafts

(1) Identify the purpose &—

To: HR

.2 ) Name the accused person Subject: Formal Complaint
(3) Describe representative incidents
(4) Explain that the conduct was unwelcome

5) Identify witnesses and evidence

| Explain relevant workplace impact ~— | am making a formal complaint about
unwelcome sexual and sex-based workplace
) Request an investigation » conduct and am requesting an investigation.

8) Request record preservation
(9) Request protection from retaliation

) Ask for confirmation and next steps
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What Should Happen After You Report?

©< o 5 KR 3
% S
1. Prompt and 2. Formal 3. Appropriate 4, 5. Corrective 6. Establishment
| impartial |8 interviewsand J§3) interim il Confidentiality 4§ actiontaken |4} ofaclear |
investigation document protections maintained to when process for
HEE review implemented the extent warranted | reporting any

conducted (e.g., shift reasonably | additional
changes) possible | conduct
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The Organized Dossier

Recognizing the Warning Signs of Retaliation

Retaliation Radar

Mid-Level

 Sudden write-ups or surprise

Performance Improvement Plans (P|Ps)
» Worse shifts or assignments
» Reduced hours, pay, or

~ COVBI’t commissions OUB rt

* Heightened scrutiny + Demotion |
» Exclusion from meetings + Pressure to resigr

or projects + Termination |
« Threats or isolation

Context is everything: While the
timing of adverse actions matters
significantly, timing alone does not
automatically prove retaliation.
Documentation of the shift in
treatment is required.
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NaVigating Agency OptiOI'IS G:_—:-neral filing pe_riuds only—this
in NJ' pA, and Philadelphia Is NOT a deadline calculator.

Jurisdictional Comparison Matrix

Agency / Law Minimum Employees General Filing Deadline
EEOC / Title VII Generally 15+ employees (slr’{«.‘iﬁﬁi'é’gggodﬁiig
NJ DCR / NJLAD Al NJ employers ngﬂﬂggtzfgv‘ifg S
NJLAD Court Action (Applies to NJ) Generally two years
Pennsylvania PHRC / PHRA Generally 4+ employees Generally 180 days
Philadelphia PCHR Generally 1+ employees Generally 300 days

(with Phila connection)
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The Organized Dossier

Document what happened. Make the report clear.
Protect the timeline.

LEGAL RESOURCES
Create a factual chronology

Firm: Swartz Swidler Employment Lawyers

Preserve evidence |awfu||y Focus: Fighting for workers' rights in New
Jersey and Pennsylvania

Locations: Cherry Hill (Headquarters) &

Review the reporting policy Philadelphia

¢ Contact: (856) 685-7420 for a free,
Report through a safe channel BENGEERSGSIET))
O Commitment: Cases accepted on a
. contingent basis—we do not get paid unless
Keep proof of recelpt we recover money for you.
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