Instructions for Completing the Sexual Harassment Prevention Training Video

1.) Open Google Chrome. Visit https://buffalostate.bizlibrary.com. Type in your Buffalo State email address.
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2.) This will take you to our organization’s log in page. Type in your Buffalo State email address and password,
and select “Sign in.” Verify your identity by selecting the phone number to call or text for the multifactor

authentication. Type in the code.
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3.) BizLibrary MAY show you a screen where you need to select your learning preferences before proceeding to
the homepage. Please complete the 4-steps.



https://buffalostate.bizlibrary.com/

4.) Now, you are on the HOME page in BizLibrary. The training will be under the “My Assignments” tab. Click on
the “2024 Mandatory Sexual Harassment Prevention Training” to open the learning initiative.
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5.) The below picture is what you will see. There are 3 stages to complete to successfully receive credit for this
learning initaitive.
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6.) Clickonthe “Link” icon to open the video.
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7.) ltwill openin a new window. Do not close out of the original BizLibrary tab, because you will need to go

back and complete Stage 2 and Stage 3. Click the play button (circled in red below) to start the video. Turn
your volume up to listen to the training.
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8.) Inthisvideo, you can pause, raise the volume, and select closed captions:
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9.) Once you have watched the video, return to the BizLibrary tab (Circled below).
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10.) Now, you will have a green checkmark at the corner of Stage 1, indicating you have completed this part of
the training. Next, you will continue to Stage 2, “Campus Resources 2024.” Click “Campus Resources 2024,
to open that stage.
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11.) Click on the “Link” to open the video:
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This will open the video in a new window. Please keep the BizLibrary tab open, so you can complete
Stage 3 to complete the training. Select the play button in the middle to watch the video.
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What Should I Do If I Am Harassed?

We cannot stop harassment in the workplace unless management knows about the harassment. It is everyoni

responsibility.
“*You are encouraged to report harassment to your supervisor or manager
»Human Resource Management, Cleveland Hall 403 or call (716) 878-3042

*Equity and Campus Diversity Office, Cleveland Hall 3 | (716) 878-6210 (!

* Behavior does not need to be a violation of law in ¢ in violation of the policy

ssment and file complaints, but if you are more comt

complaint form to report h

“*We will provide you with a
still required to follow the sexual harassment policy by investig

reporting verbally or in another manner, we are

claim

couraged to complete the Comy
or call (716) 878-6210

it, you are e

Form and submit it to: Equity and Campus Diversity Office, Cleveland Hall 517

“If you believe that you have been subjected to sexual harassr

f

After you have watched the video, please go back to the BizLibrary tab. Now, you will have a green check

13.)
mark and see “Complete” for Stage 2. Now, move on to Stage 3.
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14.) Under “Stage 3 — Sexual Harassment Prevention Training Policy,” Click on “Sexual Harassment
Prevention Policy 2024.” Then, click on “Download” to receive the policy.



Training 2024

~ Stage 2 - Campus Resources

a

Complete All Required

Campus Resources 2024 o

m‘”l”\‘»”

Stage 3 - Sexual Harassment Prevention
Training Policy

Sexual Harassment

Sexual Harassment Prevention Policy 2024 200 - o
revention Policy

= Add to Playlist e® Share

15.) The document should go to your downloads (circled in red in the below picture).
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16.) Open and read the document. After you have read the document, once again, go back to the BizLibrary tab
and take the quiz to complete the training:
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Buffalo State University Administrative Policy Library

SEXUAL HARASSMENT, SEXUAL ASSAULT AND OTHER FORMS OF SEXUAL MISCONDUCT, POLICY
ON

Category: Equity and Campus Diversity Date Posted to Library: 06/27/2016
Responsible Office: Equity and Campus Diversity Office Date Last Revised: 09/29/2023

POLICY SUMMARY

Buffalo State is committed to ensuring a safe learning environment free of acts of violence, harassment and other
forms of sexual misconduct that serve to threaten and undermine our mission and character as an educational
institution. It should be noted that sex discrimination includes sexual harassment and sexual assault.

POLICY

Policy Statement

It is the policy of Buffalo State University to provide an employment and educational environment free of
unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct or communi
constituting sexual harassment as defined and otherwise prohibited by state and federal statutes.

Scope
This policy applies to all students, administrators, faculty, staff and guests. It is everyone’s responsibility to
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17.) Select the Take Quiz button:
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Take Quiz

18.) Respond to the question and select “Submit.”

Sexual Harassment Prevention Policy 2024 x

Please answer the below question and select "Submit."

Q: | have read and understand the Sexual Harassment Prevention Policy at 1of1
Buffalo State University.*

No

19.) Your quiz will be graded, and you will be given an option to print and/or view your certificate. HRM does
not need this information, so no need to print or send, as we will already have you as completed in our
system.
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Please answer the below question and select "Submit.”

You scored 100% (you needed 100% to pass).Congratulations, you passed!

PRINT VIEW CERTIFICATE

Q: | have read and understand the Sexual Harassment Prevention Policy at 1of1
Buffalo State University.®
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