
Employee Assistance 
Programs (EAPs)  

Office of Personnel 
Management 

 An Employee Assistance Program 
(EAP) is a voluntary, work-based 
program that offers free and 
confidential assessments, short-term 
counseling, referrals, and follow-up 
services to employees who have 
personal and/or work-related 
problems.   

 EAPs address a broad and complex 
body of issues affecting mental and 
emotional well-being, such as alcohol 
and other substance abuse, stress, 
grief, family problems, and 
psychological disorders.   

 EAP counselors also work in a 
consultative role with managers and 
supervisors to address employee and 
organizational challenges and 
needs.  Many EAPs are active in 
helping organizations prevent and cope 
with workplace violence, trauma, and 
other emergency response situations.   

KNOW THE LAWS OF YOUR STATE 

 Free databases such as the one 
maintained by RAINN, contain the most 
up-to-date source of information for 
companies to reference with regards to 
policy writing and the implementation of 
SASH Prevention and Reporting 
programs. 

 Understanding the sexual violence laws 
across the nation and in your state is 
crucial to having a long standing and 
productive program. 

https://apps.rainn.org/policy/ 

Examples of current online training options: 

 Office of Victims of Crime 

 https://www.ovc.gov/ 

 National Sexual Violence Resource Center 

 https://www.nsvrc.org/elearning/2355 

 U.S. DOJ - Office of Violence Against Women 

 https://www.justice.gov/ovw 

 End of Violence Against Women International 

  http://www.evawintl.org 
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All prohibited behavior shall be 

reported, even if it stops. This helps 

identify previous patterns of prohibited 

behavior and prevent future 

occurrences to someone else. 

“If you see something, say something!” 

Quick Reference Guide for 

Operating Companies 
“Prevention and Reporting of 

Sexual Assault & Sexual 

Harassment” 

One of the first 

questions asked in 

an investigation is: 

 “Was the employee 

trained?” 



U.S. MERCHANT MARINERS 

HAVE A RESPONSIBILITY TO 

PROTECT ONE ANOTHER.  

 

WHAT YOU NEED 

Report Intake & Management 
Multiple ways for employees to report 

workplace harassment, and a secure place 
for reports of discrimination in the 

workplace to be gathered and managed. 

Policy 
Clear communication on your workplace 
harassment policy and an easy way to 

review and update it annually. 

Training 
Interactive training that provides 

employees a deeper level of 
understanding on how to spot age, racial 

or religious discrimination, workplace 
bulling, abusive conduct and sexual 

harassment. 

Awareness 
An ongoing awareness effort to reinforce 
the right tone and keep anti-harassment 

and anti-discrimination training top of mind. 

Management Buy-in 
A communication program to middle 

managers that provides ongoing practical 
steps they can take to stay connected with 

their employees, and help prevent 
harassment before it starts. 

Follow Through 
A commitment, enforcement and 

accountability for policy violations. 

THIRD PARTY  

IMPLEMENTATION 
Companies such as NAVEX GLOGAL and 

RAINN can assist in helping to develop, 
implement and monitor a Prevention and 
Response program for companies of any 

size and financial status. 

Building a Prevention & 

Response Program  

Step 1: Start with a commitment from 
leaders at all levels of an organization. All 
leaders (not just compliance and HR) must 
genuinely understand the importance of 
innovation and change, and hold others 
accountable 

Step 2: Determine the metrics you will use 
to measure program success. 

Step 3: Develop the components of your 
workplace harassment and discrimination 
prevention program including updating 
your code of conduct, implementing and 
distributing SASH policies, and 

providing relevant training. 

Step 4: Make data driven improvements to 
your program and seek regular program 
feedback. 

 

 

 

 

 

 

 

 

Any pattern of behavior resulting in 

termination associated with assault or 

harassment should be reported to the U.S. 

Coast Guard, Office in Charge of the 

Investigations Branch of the Sector/District 

in which the incident occurred. Extreme 

acts can result in suspension or revocation 

of the mariner’s MMC in accordance with 

46 CFR Part 5, Subpart B § 5.27.  

Recognizing the behaviors of potential 
offenders, being aware of high-risk 

situations and being an active 
bystander are all ways to protect your 

shipmates.  

“If  you see something, say 
something!” 

There is zero 
tolerance for 

retaliation against 
anyone reporting an 
incident, on or off 

the job. 

NATIONAL  

SEXUAL ASSAULT HOTLINE 

FREE, CONFIDENTIAL, 24/7   

1-800-656-HOPE 

DIAL: +44 20 7323 2737 
OR: help@seafarerhelp.org 

http://www.navexglobal.com/en-us/products/establish-policy/agile-employee-code-conduct
http://www.navexglobal.com/en-us/products/establish-policy/policytech-policy-procedure-management-software
http://www.navexglobal.com/en-us/products/training/online-training
mailto:help@seafarerhelp.org


THE INVESTIGATIVE PROCESS 

Industry Best Practice is that 

100% of all reported incidents 

shall be investigated.  

 All complaints are reported per policy; in 
cases of sexual assault this is the 
appropriate legal authority.  

 Individual safety, medical support, or 
advocacy services shall take priority.  

 If possible, separate the individuals, 
prevent further escalation, and ensure a 
safe work environment. 

 The investigation will include interviewing 
the accuser, the accused, and witness. 

 Maintain confidentiality and advise all 
parties of the company’s retaliation policy. 

 Witnesses may be required to provide a 
written statement, as appropriate.  

 Labor Relations/Human Resources will 
review involved parties’ work history, 
statements and facts. 

 A third party or legal counsel may be 
involved. 

 The report of findings will be forwarded to 
the appropriate Senior Management.  

 Senior Management and Labor Relations/
Human Resources will decide if disciplinary 
action is required. 

 The involved parties are notified of the 
progress of the investigation. 

 Once a final decision is made, the parties 
involved are notified of the results, as 
appropriate.   

CADET OR STUDENT MENTORSHIP 

The Master may consider assigning a mentor for 

each cadet or student onboard. For cadets and 

students, the mentor should be an officer and 

when possible, be the same gender. It is 

recommended that a mentor meet these criteria:  

 No pending/history of violation of company 
SASH or anti-discrimination policy.  

 Is believed to be of good character.  

 Knows, supports and advocates the 
company’s SASH and mentorship policies.  

Any exceptions or additional criteria may be 

implemented at the Master’s discretion. It is 

recommended that the Master report mentor 

assignments to the company accordingly.  Some 

suggested mentoring duties can include, but not 

specifically limited to:  

 Assist in understanding shipboard policies, 
procedures and their associated roles and 
responsibilities aboard the ship.  

 Serve as a resource for the cadet, including as 
the first reporting option in the Chain of 
Command to report an incident.  

 Be readily available to the cadet, and seek to 
understand the individual’s concerns.  

 Support the cadet and help them transition 
from their academic learning environment to 
the professional shipboard setting.  

 Refer cadets to resources as needed, such as 
other crewmembers aboard the vessel, 
Company employees, or Academy personnel.  

 Participate in prescribed SASH and anti-
discrimination training and serve as a reporting 
mechanism for SASH complaints. 

Quick Reference Guide for 

Vessel Masters 
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Harassment” 
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All prohibited behavior shall be 

reported, even if it stops. This helps 

identify previous patterns of 

prohibited behavior and prevent 

future occurrences to someone else. 

Good relationships established 

through mentoring help cadets come to 

know the industry better and learn to 

explore all possible options, becoming 

accomplished learners and mariners. 



U.S. MERCHANT MARINERS 

HAVE A RESPONSIBILITY TO 

PROTECT ONE ANOTHER.  

A vessel Master who receives a 
report of Sexual Assault or Sexual 

Harassment shall respond as 

follows:  
 Forward all reports of Sexual Assault or 

Sexual Harassment up the chain of 
command.  

 Ensure adherence to all company and school 
policies and procedures.  

 Ensure that all third-party personnel, vendors 
and contractors are held to the same level of 
accountability as company employees.  

 Address issues and problems regardless of 
how small they may appear.  

 Ensure individual safety by separating those 
engaged in the confrontation. 

 Report those who are ignoring incidents, if 
brought to your attention.  

 Maintain professionalism at all times. 

Masters should be familiar with 

their Company’s Shore Leave & 

Fraternization Policies for Cadets. 

Cadets are required to comply with any 
policies governing Shore Leave that 
may be provided by their schools. The 
Master shall reinforce the following 

best practices:  

 Do not go ashore alone. 

 Do not wear your uniform ashore. 

 Be aware of your surroundings. 

 Always watch for suspicious behavior.  

 Walk quickly and confidently; have a plan 
of where you are going. 

 Try to keep valuables concealed; do not 
openly show large amounts of money.  

 Stay in well lit, populated areas. 

 Take the phone numbers of the ship and 
ship’s agent ashore with you. 

 If in a foreign country, know the phone 
number and address of the US Embassy.  

 Know how to call for help in an 
emergency.  

 Do not engage with prostitutes or other 
sex workers, even if local laws permit it. 

Relationships, sexual or other between 
cadets and any person assigned to the 

vessel is strictly prohibited. 

 Any person assigned to the vessel shall 
maintain a professional relationship with 
cadets whether onboard or ashore.  

 Any person assigned to the vessel is 
prohibited from dating, having romantic 
involvement, or having sexual relations 
with cadets.  

 Cadets are prohibited from entering state 
rooms except on official business or to 
received academic assistance. The door 

shall remain open at all times.  

Masters shall take statements 
following a report of an incident. 

Some important questions 

include, but are not limited to: 

 Who was involved in the incident?  

 Who witnessed the incident?  

 Where did the incident occur?  

 When did the incident occur, time and 
date?  

 What exactly occurred during the 
incident?  

 Were there previous related incidents?  

 Did you report the incident, to who and 
when?  

 What happened after the incident?  

 Witnesses may be asked to make 
statements as well. 

 

 

 

 

 

 

 

 

 

 

Any pattern of behavior resulting in 
termination associated with assault or 

harassment should be reported to the U.S. 
Coast Guard, Office in Charge of the 

Investigations Branch of the Sector/District 
in which the incident occurred. Extreme 

acts can result in suspension or revocation 
of the mariner’s MMC in accordance with 

46 CFR Part 5, Subpart B § 5.27.  

Recognizing the behaviors of potential 
offenders, being aware of high-risk 

situations and being an active 
bystander are all ways to protect your 

shipmates.  

“If  you see something, say 
something!” 

There is zero 
tolerance for 

retaliation against 
anyone reporting an 
incident, on or off 

the job. 



THE INVESTIGATIVE PROCESS 

Industry Best Practice is that 

100% of all reported incidents 

shall be investigated.  

 All complaints are reported per policy; in 
cases of sexual assault this is the 
appropriate legal authority.  

 Individual safety, medical support, or 
advocacy services should take priority.  

 If possible separate the individuals, prevent 
further escalation, and ensure a safe work 
environment. 

 The investigation will include interviewing 
the accuser, the accused, and witness. 

 Maintain confidentiality and advise all 
parties of the company’s retaliation policy. 

 Witnesses may be required to provide a 
written statement, as appropriate.  

 Labor Relations/Human Resources will 
review involved parties’ work history, 
statements and facts. 

 A third party or legal counsel may be 
involved. 

 The report of findings will be forwarded to 
the appropriate Senior Management.  

 Senior Management and Labor Relations/
Human Resources will decide if disciplinary 
action is required. 

 The involved parties are notified of the 
progress of the investigation. 

 Once a final decision is made, the parties 
involved are notified of the results, as 
appropriate.   

VICTIM ADVOCACY 
 Companies should implement some form of 

victim advocacy training for a designated 
person or department.  

 This may be formal, certified training or informal 
for familiarization purposes.  

 It is good practice to provide training so that, 
should there be a Sexual Assault incident, 
there will be some level of professional training 
and familiarization in dealing with the victim and 
parties involved until more formal support 
becomes available. 

 Many local community colleges provide 
relatively inexpensive familiarization courses 
related to Sexual Assault prevention and victim 
advocacy/support in addition to a variety of 
courses available online at no cost. 

 This training is intended to enhance required 
training at an official Sexual Assault or human 
services agency.  

 Completion does not certify trainees as 
advocates or counselors. The curriculum 
focuses on intervening in a crisis as a first 
responder rather than on a long-term basis or 
on providing group counseling. 

Examples of current online training options: 

 Office of Victims of Crime 
 https://www.ovc.gov/ 

 National Sexual Violence Resource Center 
 https://www.nsvrc.org/elearning/2355 

 U.S. DOJ - Office of Violence Against Women 
 https://www.justice.gov/ovw 

 End of Violence Against Women International 
  http://www.evawintl.org 
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All prohibited behavior shall be 

reported, even if it stops. This helps 

identify previous patterns of 

prohibited behavior and prevent 

future occurrences to someone else. 

Many states have 30 to 40 hour courses 

that result in certification, two robust 

examples are: Utah and Washington. 

http://www.wcsap.org/about-advocate-

core-training 



RESPONSE FOR  
TRAINED PERSONS 

ASHORE 

 

 

 

 

 

 

A Designated Person Ashore or other trained 
personnel, who receive a report of or witnesses 
an incident of Sexual Assault or Sexual 
Harassment should respond as follows: 

 Maintain professionalism at all times. 
Address issues and problems regardless of 
how small they may appear. A proactive 
approach could prevent incidents from 
happening again. 

 Action should be taken immediately at the 
lowest level within the chain of command to 
stop and correct the prohibited behavior. 

 Ensure individual safety by separating those 
engaged in confrontation, walking a shipmate 
back to the vessel, contacting the vessel 
Master, officer, manager or supervisor, law 
enforcement or medical support. 

 Ensure adherence to all company policies 
and procedures. 

 Ensure that all third-party personnel, vendors 
and contractors are held to the same level of 
accountability as company employees. 

 Report those who are ignoring incidents, if 
brought to your attention. 

 Forward all reports of any incident of Sexual 
Assault or Sexual Harassment up the chain 
of command for further action and/or 
investigation. 

RESPONSE TO SEXUAL 
ASSAULT AND SEXUAL 

HARASSMENT 
All shoreside personnel must take an active 
role and speak up and report incidents of 
Sexual Assault and Sexual Harassment and 
other prohibited behaviors. 

 You should feel empowered to say 
something if you see something. 

 You should also feel empowered to 
intervene and address the safety of 
those involved in the incident. 

 If you witness someone being harassed, 
you are encouraged to confront the 
harasser and ask him or her to stop right 
away, if you feel safe to do so. If you feel 
there may be a confrontation, you may 
request a support person be present to 
help prevent the situation from 
escalating. 

 Shore-based personnel should be aware 
that their company is responsible for 
investigating 100% of all reported 
incidents and taking appropriate actions 
against the prohibited behavior. 

 To nurture a zero-tolerance culture, you 
must feel that it is safe to speak up and 
actively participate in fostering an 
environment of fairness, dignity and 
respect. Without these convictions, the 
safety of your work environment can be 
negatively impacted. 

 You should also understand that 
retaliation for reporting an incident, 
whether the retaliation takes place on or 
off the job, is illegal and a terminable 
offense. There is zero tolerance for 
retaliation, and you should have no fear 
of speaking up when the situation 
demands it. 

ACTIONS TO TAKE WHEN 

RECEIVING A REPORT 

 Ensure scene safety of the victim 

 Gather and document basic information 
from the victim on the incident such as: 

a. Name and contact information of 
victim 

b. Name of Vessel or facility 
c. Date/time of incident 
d. Type of incident 
e. Is the Master aware of the incident? 
f. Who is the accused and where are 

they? 

 Contact and provide this information to 
the appropriate shoreside management. 
The Labor Relations or Human 
Resources Department should have 
trained personnel to handle the incident 
and investigation moving forward. 

 

 

 

 

 

 

 

 

 

 

Any pattern of behavior resulting in 

termination associated with assault or 

harassment should be reported to the U.S. 

Coast Guard, Office in Charge of the 

Investigations Branch of the Sector/District 

in which the incident occurred. Extreme 

acts can result in suspension or revocation 

of the mariner’s MMC in accordance with 

46 CFR Part 5, Subpart B § 5.27.  

Recognizing the behaviors of potential 
offenders, being aware of high-risk 

situations and being an active 
bystander are all ways to protect your 

shipmates.  

“If  you see something, say 
something!” 



THE INVESTIGATIVE PROCESS 

Industry Best Practice is that 

100% of all reported incidents 

shall be investigated.  

 All complaints are reported per policy; in 
cases of sexual assault this is the 
appropriate legal authority.  

 Individual safety, medical support, or 
advocacy services should take priority.  

 If possible separate the individuals, prevent 
further escalation, and ensure a safe work 
environment. 

 The investigation will include interviewing 
the accuser, the accused, and witness. 

 Maintain confidentiality and advise all 
parties of the company’s retaliation policy. 

 Witnesses may be required to provide a 
written statement, as appropriate.  

 Labor Relations/Human Resources will 
review involved parties’ work history, 
statements and facts. 

 A third party or legal counsel may be 
involved. 

 The report of findings will be forwarded to 
the appropriate Senior Management.  

 Senior Management and Labor Relations/
Human Resources will decide if disciplinary 
action is required. 

 The involved parties are notified of the 
progress of the investigation. 

 Once a final decision is made, the parties 
involved are notified of the results, as 
appropriate.   

VICTIM RESOURCES 
The Rape Abuse and Incest National network 

(RAINN) is the nation’s largest anti-sexual violence 

organization and leading authority on sexual 

violence.  

 

National Sexual Assault Hotline. 

Free. Confidential. 24/7.  

1-800-656-HOPE 
online.rainn.org 

SeafarerHelp.org is the free, confidential, 
multilingual helpline for seafarers and their families 

available 24 hours a day, 365 days per year.  

+44 20 7323 2737 
help@seafarerhelp.org 
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All prohibited behavior should be 

reported, even if it stops. This helps 

identify previous patterns of prohibited 

behavior and prevent future 

occurrences to someone else. 

There is zero 

tolerance for 

retaliation against 

anyone reporting an 

incident, on or off 

the job. 



U.S. MERCHANT MARINERS 

HAVE A RESPONSIBILITY TO 

PROTECT ONE ANOTHER.  

 

 

 

 

SAFETY ON SHORE LEAVE 

The following are tips to help you and you 

shipmates stay safe while on shore leave:  

 Do not go ashore alone, there is safety in 
numbers. 

 Do not wear your uniform ashore. 

 Be aware of your surroundings. 

 Always watch for suspicious behavior.  

 Walk quickly and confidently; have a plan of 
where you are going. 

 Try to keep valuables concealed; do not 
openly show large amounts of money.  

 Stay in well lit, populated areas. 

 Take the phone numbers of the ship and 
ship’s agent ashore with you. 

 If in a foreign country, know the phone 
number and address of the US Embassy.  

 Know how to call for help in an emergency.  

 Do not engage with prostitutes or other sex 
workers, even if local laws permit it. 

REPORTING AN INCIDENT 

Victims often do not report an incident or 
repeated incidents of Sexual Harassment or 
other prohibited behavior because they do 
not know how to report it or are unsure of 

what will happen next. 

 Make sure you know your company’s 
reporting procedures. Companies will 
often have multiple ways for you to report 
an incident to ensure your protection. 

 Understand that your company will make 
every effort to maintain confidentiality. 

 Know that there is zero tolerance for 
retaliation (on or off the job) against 
anyone reporting an incident. 

 Report any prohibited behaviors to the 
appropriate person as soon as it 
happens. 

 Familiarize yourself with the information 
your company requires in a report; such 
as who, what, when and where. 

If you are being harassed or witness 

someone else being harassed: 

 You are encouraged to confront the 
harasser and ask him or her to stop right 
away, if you feel safe to do so.  

 If you feel  there may be a confrontation, 
you may request a support person be 
present to help prevent the situation from 
escalating. 

 You should report all prohibited behavior, 
even if it stops. This will help to identify 
previous incidents and prevent future 
occurrences. 

 

 

 

 

 

 

 

 

 

 
 

Any pattern of behavior resulting in 
termination associated with assault or 

harassment should be reported to the U.S. 
Coast Guard, Office in Charge of the 

Investigations Branch of the Sector/District 
in which the incident occurred. Extreme 

acts can result in suspension or revocation 
of the mariner’s MMC in accordance with 

46 CFR Part 5, Subpart B § 5.27.  

Recognizing the behaviors of potential 
offenders, being aware of high-risk 

situations and being an active 
bystander are all ways to protect your 

shipmates.  

“If  you see something, say 
something!” 

All prohibited behavior shall be 

reported, even if it stops. This helps 

identify previous patterns of 

prohibited behavior and prevent 

future occurrences to someone else. 

If you see a colleague in distress, step 

up and be a responsible mariner, a 

true shipmate. 
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