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ADMINISTRATIVE
REGULATION

~ Department of
Correctional Services
State of Nebraska

NUMBER
112,05

PAGE
1of3

AFFIRMATIVE ACTION/
EQUAL OPPORTUNITY

EFFECTIVE:

REVISED:
REVISED:
REVISED:
REVISED:
REVISED:
REVISED:
REVISED:
REVISED:
REVISED:
REVISED:
REVISED:
REVIEWED:
REVISED:

REVIEWED:

REVISED:

REVIEWED:

REVISED:

March 1, 1880
December 31, 1981
September 29, 1985
November 12, 1987
August 10, 1988
January 27, 1983
Noverriber 14, 1994
August 11, 1995
November 26,1996
January 5, 1998

October 26, 1998

September 28, 1999
September 29, 2000
December 31, 2001
July 31, 2002
December 12, 2003
July 30, 2004
September 29, 2005

SUMMARY of REVISION/REVIEW

Updated Director's signature block.

Minor grammat;cal and typographical changes throughout.
Attachment B updated for Director's sagnature

Updated ACA standards

ROBERT P. HOUSTON Director
Department of Correctional Services
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PURPOSE

To provide the Department with policy regarding the application of the Affirmative Action Plan and the
enforcement of equal opportunity within the agency.

GENERAL

It is the policy of this Department to subscribe to the principles of the Federal Civil Rights Act of 1964,
the Nebraska Fair Employment Practice Act, all federal and state regulations promulgated thereunder
and the State of Nebraska Affirmative Action/Equal Employment Opportunity Policy 1t is in this spirit
that the Department develops the Affirmative Action Plan and practices equal opportunity

PROCEDURE
] AFFIRMATIVE ACTION

A Affirmative Action is the process through which equal employment opportunity is
realized The Department will continually monitor an Affirmative Action Plan with
specific goals and timetables to achieve and maintain our ultimate goal of a work
force representative of the state labor force

B All programs within this Department will follow the guidelines of the State of Nebraska
and the Department of Correctional Services Affirmative Action Plan, and will develop
operational memoranda outlining procedures to be used.

C. All managers and supervisors will be responsible for assuring that affirmative action
is taken in fulfilling the objectives of the Affirmative Action Plan. Hiring and
employment decisions shall be based on the furtherance of affirmative action and
equal opportunity. The efforts and results of all managers and supervisors will be
used in the evaluation of their work performance,

D All programs will comply with the reporting requirements of the Department’s
Affirmative Action Plan. Reports will be available for audit to ensure the Affirmative
Action Plan has been properly implemented

E Facility/Program Administrators will review the Department’s Affirmative Action Plan
annually before April 15 of each year. A report of any desired changes and updates
will be due in the Department of Correctional Services Human Rescurces office by
May 1 of each year

F. The Depariment of Correctional Services wilt establish a policy statement that clearly
communicates a definitive position of affirmative action and equal opportunity (see
Attachment B). This document shall be signed by the agency director/designee with
review and reissuance on an annual basis in conjunction with the Affirmative Action
Plan. A copy of the state’s and agency’s Affirmative Action Policy Statement shall be
posted in a prominent area within each facility

i EQUAL EMPLOYMENT OPPORTUNITY

A Equal employment opportunity is the condition whereby all employment processes
and circumstances within the Department operate to afford equal opportunity to all
individuals regardiess of non-merit principles such as race, color, sex, religicn,

2
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REFERENCE

national origin, ancestry, age, marital or disability status. Such action includes, but is
not limited to, recruitment, hiring, training, promotion in all job classifications at all
levels, discipline, transfers, benefits and educaticnal oppertunities.

All programs will ensure that equal opportunity exists in all positions within this
Department. Bona Fide Occupational Qualifications (BFOQ) exceptions to this policy
will be made in writing fo the director's office through the Department's Human
Resources office.

Programs receiving complaints of disparate equal opportunity from the Nebraska
Equal Oppoertunity Commission will notify the Department’s Legal office immediately
A decision will be made at that time as to the proper disposition of the complaint.
The Human Resources Administrator will be kept current on each EEOC complaint
as it is processed.

Any employee whose action(s) cause the Department of Correctional Services to be
in non-compliance with this policy may be subject to disciplinary action.

Timm v. Gunter, 917 F 2d 1093 (8" Cir. 1990), cert. denied 111 S Ct 2807 The court found
that inmate pat searches, room inspections, and shower observations (under the conditions
described) could be performed by an employee of the opposite sex without restriction.

ATTACHMENTS

A State of Nebraska Affirmative Action/Equal Employment Opportunity Policy

B Department of Correctional Services Affirmative Action/Equal Opportunity Policy
ACA STANDARDS

A Adult Correctional Institutions (fourth edition). 4-4053

B Adult Community Residential Services (fourth edition): 4-ACRS-7E-05.

C Adult Probation and Parole Field Services (third edition). 3-3052.




Attachment A AR 11205
STATE OF NEBRASKA
AFFIRMATIVE ACTION/EQUAL EMPLOYMENT OPPORTUNITY POLICY

The State of Nebraska firmly supports the policies of both affirmative action and equal employment opportunity  All policies
and procedures for the State shall be administered in a manner that prohibits discrimination against any individual or group
based upon race, color, religion, sex, age, national origin, physical or mental disability or marital status.

The State of Nebraska has formally endorsed these policies through the passage of the Nebraska Fair Employment Practices Act
and State Statute 81-1355, which affirm the State’s commitment to affirmative action and equal employment opportunity.
Through these actions, it is the intent of the State to maximize the effective use of human resources and, in so doing, insure that
the State government work force is representative of the composition of the State labor force. In this regard, all employees and
applicants for employment shall be given equal access to employment and advancement opportunities. Also, those charged with
administrative and decision making responsibilities shall take deliberate steps and employ results-oriented procedures to
identify and eliminate attificial barriers to employment and advancement which serve to discriminate against protected groups

To implement these policies, the State of Nebraska, through its administrative entities, will strive to:

(1) Recruit, hire, train and promote in all job classifications and at all levels without regard to race, color, religion, age,
sex, marital status, national origin or mental or physical disability

(2) Insure that all personnel actions (including but not limited to compensation, benefits, transfers, layoff, termination,
reinstatement, tuition assistance, selection for education or training, treatment during employment or any othet
conditions of employment) are administered in an open and non-discriminatory manner.

(3) Base hiring and employment decisions so as to further affirmative action and equal employment opportunity in State
government.

(4) Develop goals and timetables directed towards reversing situations where underutilization of protected class individuals
exists

(5) Develop results-oriented agency and statewide affirmative action plans.

(6) Develop positive and vigorous recruitment and community outreach activities to inform, identify and attract protected
class individuals to employment opportunities within State government

(7) Communicate the State affirmative action and equal employment opportunity policies to employees and prospective
employees.

(8) Identify and eliminate practices, policies and procedures which result in disparate impact or unfair treatment

(9) Create a work place environment absent from any form of work place harassment based, in whole or in part, on 1ace,
color, religion, age, sex, disability o1 national origin, which manifests itself in the form of inflammatory comments,
jokes, printed material and/or innuendo, unwelcome sexual advances, requests for sexual favors or other verbal or
physical conduct of a sexual nature

All code agencies shall make and demonstrate good faith efforts to follow and promote the ptinciples of equal employment
opportunity and affirmative action Each agency shall, in cooperation with the State Affirmative Action Office, strive to
accomplish goals and objectives necessary to establish and continue a State Affirmative Action Program which indicates
and projects comparability between the State labor force and State government work force In addition, all non-code
agencies are encouraged to participate in the affirmative action program through the development of affirmative action
plans

Finally, as Governor, I am firmly committed to and fully support equal employment opportunity and affirmative action A
realization of the goals and objectives of these policies will ultimately benefit all citizens of the State of Nebraska. 1
wholeheartedly endorse actions that insure compliance with the letter, intent and spirit of these policies

Dave Heineman,
Governor

6/05



Attachment B AR 112 03

AFFIRMATIVE ACTION/EQUAL OPPORTUNITY POLICY

The Department of Correctional Services supports and promotes the policy of
affirmative action and equal employment opportunity for all persons regardiess of race,
color, religion, sex, age, national origin, disability, or marital status. The Department of
Correctional Services takes affirmative action to ensure quality of employment
opportunity and treatment in all employment practices. Such action includes, but is not
limited to, recruitment, hiring, training, promotion in all job classifications at all levels,
discipline, transfers, benefits, and educational opportunities.

An affirmative action plan with specific goals and timetables will be continually
monitored to achieve and maintain our ultimate goal of a workforce representative of
the State Labor Force. It shall be the responsibility of all managers and supervisors to
assure that affirmative action is taken in fulfiling these objectives. Hiring and
employment decisions shall be based on the furtherance of affirmative action and
equal employment opportunity. The efforts and results of all managers and supervisors
will be used in evaluation of work performance.

Any employee whose action(s) cause the Department of Correctional Services to be in
noncompliance with this policy shall be subject to disciplinary action.

A realization of the affirmative action goals and objectives will provide positive benefits
to the Department of Correctional Services through fuller utilization and development
of human resources. It is through a concerted effort that the Dgpartment of
Correctional Services shall achieve the goals set forth in this policy

Date “ ' ROBERT P. HOUSTON, DIRECTOR
Department of Correctional Services
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OFFICIAL USE/DISTRIBUTION ONLY

EFFECTIVE: March 1, 1880
REVISED: March 9, 1981
REVISED: October 30, 1981
REVISER: June 10, 1982
REVISED: July 1, 1982
REVISED: July 15, 1982
REVISED: November 23, 1983
REVISED: April 1, 1991
REVISED: October 25, 1993
REVISED: May 19, 1995
REVISED: August 25, 1095
REVISED: October 24, 1995
REVISED: October 26, 1998
REVISED: December 30, 1989
REVISED: December 28, 2000
REVIEWED:  September 28, 2001
REVIEWED:  July 31, 2002
REVIEWED;  August 29, 2003
REVISED: May 3, 2004
REVISED: May.18, 2005
REVISED: September 29, 2005

SUMMARY of REVISION/REVIEW

Changes method of giving Veteran's preference during the interview process

Adds language regarding clerical support tests administered by Workforce Development (gddition
of Attachment P)

Clarifies testing process for bilingual (English/Spanish) skills at time of interview.

Removes reference to self-assessment health form, TB screening and BP check during first day
of Pre-Service.

Mirior gtammar and punctuation changes.

Changes made to Attachments C, D1 & D2

Astachments M & O replaced due to major revisions.

W

ROBERT P. HOUSTON, Director
Department of Correctional Services
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PURPOSE
To provide the Depariment of Correctional Services with employment selection procedures.
GENERAL

It is the policy of this Department to select and retain employees on the basis of demonstrated
abilities and qualifications. No person shall, on the grounds of race, gender, color, disability, national
origin, age, religion, marital status, political belief, or any other non-merit factor, be excluded from
employment with the Department of Correctional Services This policy will apply to all
institutions/programs of this Department

PROCEDURE

| RECRUITING

A Job Regquisitioning — Vacancy Review Approval Process

1 Prior to filling any vacant position, except for exemptions listed below, the
Combined Job Requisition & Vacancy Review Form (Attachment A) must be
completed and submitted for approval

a Vacant Positions Exempt from Additional Justification

If the vacant position is identified as being excluded from submitting
additional justification, then only complete the Job Requisition for
review and approval by the Human Resources Administrator

Positions excluded from additional justification include: Correctional
Officer, Corporal, Sergeant, LPN, Nurse il, Food Service Specialist,
Caseworker, DEC Case Manager, Chemical Dependency Counselor,
Licensed Mental Health Practitioner and Parole Officer.

(1) Requisition Exemptions

institutions posting entry-level custody positions (Officer/Corporal) as
open and conducting regular testing and continuous hiring are
exempt from submitting job requisitions for the Officer/Corporal
position.

Institutions utilizing Promotion Board per the NAPE/AFSCME
Contract Appendix M 9 to fill Corporal and Sergeant Positions are
exempt from submitting job requisitions A copy of the promotion
board announcement needs to be sent to Central Office Human
Resources.

b Vacant Positions Requiring Additional Justification

If the vacant position is not excluded from submitting additional
justification prior fo filling, then these three sections of the Combined
Job Requisition & Vacancy Review Form (Attachment A) must be
completed: Job Requisition, Justification and Signature  The

8
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completed form is then reviewed by Central Office Human
Resources and approved for filling by the Director and/or designee

Vacant positions requiring completion of the entire form are positions
not fisted in Procedure | A 1.a above.

c Required Review and Approval

No position will be filled until it has been reviewed by Central Office
Human Resources, and approved for filling by the Director and/or
designee

d Completion of Section(s)

it is the responsibility of the Institution/Program to ensure the proper
section(s) of the Combined Job Requisition & Vacancy Review Form
is completed, and that "essential” duties are identified Incomplete
section(s) will be returned with no action

e Each institution/Program is expected to monitor its vacancies, and
make appropriate recommendations to fill or not to fill vacant
positions

f Double staffing positions A Double Staffing Form (Attachment B)

needs to be completed and approved Then the Hiring Manager will
complete the Combined Job Requisitions & Vacancy Review form
aftaching a copy of the approved Double Staffing form except for
exemptions noted on page 2 of this AR Most double staffing job
opportunities will be posted internally as a temporary position

B. Advertising

1.

A proposed job ad needs to be attached to the Combined Job Requisition &
Vacancy Review Form. Suggested advertising sources need to be clearly
stated on page 2 of the form. Central Office HR will review the attached job
ad and suggest advertising sources prior to posting.

a, Job Ads need to include required and if applicable, desired
qualifications. Job requirements are considered as the qualifying
criteria, and include: necessary experienceftraining, education,
knowledge, skills and abilities.

Internal advertising will require advertising to be done within the Department
only. External advertising will allow advertising outside of the Department, to
State Personnel, Nebraska Workforce Development, news media and other
publications/websites The decision to advertise internally or externally along
with advertising sources will be approved by Central Office Human
Resources. Internal advertising periods are a minimum of seven (7) calendar
days Central Office Human Resources and the hiring institution/program will
establish a closing date for applications




ADMINISTRATIVE NUMBER PAGE

REGULATION 112.03 40114
Department of
Correctional Services EMPLOYEE SELECTION
State of Nebraska POLICY

Central Office Human Resources will conduct recruiting and advertising
efforts on a local, regional and/or national level, as determined upon a labor
force analysis and the Affirmative Action Plan. The Departmental bulletin,
“Careers in Corrections,” will be sent to all institutions/programs. It is the
responsibility of the Facility Administrator/Program Head to ensure these
notices are properly posted for view by all employees. The Department of
Correctional Service's Central Office Human Resources will notify State
Personne! of all openings that are advertised.

The Department is an equal opportunity employer. All advertising will be
consistent with Equal Employment Opportunities, Americans with Disabilities
Act (ADA), and the Affirmative Action (AA} goals and guidelines. Advertising
with protected group organizations will be conducted through the State
Personnel Department. In addition, the hiring institution/program may
request targeted recruiting and advertising by the Department's Central
Office Human Resources

il CRITERIA FOR SELECTION

A Application

41

Applications for positions within the Department will be completed by the
submission of an updated, current State of Nebraska Employment
Application Form. A resume and/or related materials may be included  All
applications for posted positions will be sent to the Nebraska Department of
Administrative Services ~ State Personnel Division unltess otherwise noted
on the advertisement Applications will remain on file, or "active” for one year
from date submitted to State Personnel Applicants may self nominate
themselves to job vacancies using the application materials on file with State
Personnel. To be accepted, applications and related material must be
received and postmarked by the closing date listed. For statistical purposes,
Affirmative Action data will be maintained on applicants

Each application will become a permanent part of the DCS employment
records Permanent files will be inactive and archived for a minimum of four
(4) years uniess in litigation

Nepotism/Fraternization Policy

a Immediate family members and persons in an intimate relationship
may not be employed in the same Institution/Program/Section

Exceptions to this policy may only be made by the Director in his or
her sole discretion.

(D The Director has the sole authority in his or her discretion to
determine that a previously approved exception to the policy
should be rescinded. If the exception is rescinded, then one
of the affected employees will be required to transfer to
another facility upon reasconable notice.

10
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{2) Relatives in the same work division/department will not be
allowed to work on the same shift, under the same
supervisor

(3) An employee’s family members may be transferred to another
facility if post rotation causes them to be on the same work
area or in close proximity to their immediate family member

(4) Family members are not allowed to supervise other family
members or be in their chain of command

During an emergency, as determined by the Facility
Administrator, one immediate family member shall supervise
another immediate family member as instructed by his or her
supervisor

Under no circumstances will an employee of this Department be in
direct or potential supervision of a family member, or by another co-
worker with whom he/she is having an intimate relationship, norin
either of those two situations will they be allowed to apply for a
position where this condition would exist. Immediate family member
shall mean spouse, children {including step or adopted children),
parents, grandparents, grandchildren, brother, sister, or persons
bearing the same relationship fo the spouse. At the discretion of the
Director, the definition of immediate family may be broadened.

it is the responsibility of the interview committee to address issues
surrounding the nepotism/fraternization policy during interviews.

A written request for an exemption to the Nepotism/Fraternization
Policy maybe submitted by the Hiring Manager through the
Facility/Program Administrator (Attachment C) Letters addressed to
the applicant and employee need to be completed by the Hiring
Manager and submitted with the request for an exemption.
(Aftachment D)

Applicant and Inmate Relationship.

a

Applicants will not be employed at the same institution where they
have immediate family who are inmates. The definition of immediate
family will follow the same definition as noted in the nepotism policy
above

It is the responsibility of the interview committee to address the
applicant-inmate relationship subject in the interview. If the applicant
discloses relationships with an inmate other than immediate family,
such associations will be reviewed on a case-by-case basis by the
Facility/Program Administrator

Ex-employee Application / Criminal Histories

11
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Ex-employee Applicants

(1) When a former employee makes applications at the same
institution/program where that employee was previously
employed, the Facility/Program Administrator can make the
decision concerning eligibility for rehire. The
Facility/Program Administrator must inform Central Office
Human Resources in writing of the decision to disapprove
the re-hire request A copy of the Review Record for
Employment will serve as written notice.

(2) When a former employee wishes to apply for employment
with a different institution/program from where he/she was
previously employed, that application will be reviewed first by
the Department's Employment Review Committee (The
Employment Review Committee will be a committee
composed of managers appointed by the Director and are
responsible for reviewing applications of former employees
and ex-offenders for employment consideration The
Committee will make decisions if the individual in the above
mentioned categories should be considered for employment
If approval is given for consideration, the applicant shall go
through the established selection process )

Applicant Criminal Histories. ~ Applicants who are ex-inmates,
misdemeanants or felons, will be reviewed for hire by the Employee
Review Committee. Nothing in this policy shall preclude the hiring of
qualified applicants The general policy for hiring includes a close
review, with consideration given on a case by case basis to law
enforcement contacts, criminal charges, disposition of charges, as
well as institutional record and length of time free from criminal
activities and convictions

Re-hire/Criminal Review Record for Employment

The Re-hire Review Record for Employment Form (Attachment E)
and the Employment Application Form will be submitted by the
designated screener to the Employee Review Committee through
Central Office HR prior to interviewing the applicant. This form will
serve as documentation by the Employment Review Committee

The Criminal History Review Record for Employment Form
(Attachment E) will be submitted by the designated screener/
security check reviewer through the established security check
process for each work location Applicants with a criminal history will
then be submitted to the Employment Review Committee through
Central Officer HR after interviews are conducted and prior to
making an offer of employment to the applicant.

12
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B.

All Correctional Officer applicants will be given a general aptitude test. For
Lincoln area applicants, this testing will be conducted as needed by Central
Office Human Resources The Omaha Correctional Center, Nebraska
Correctional Center for Women, Community Corrections Center — Omaha,
Work Ethic Camp, Nebraska Correctional Youth Facility, Tecumseh State
Correctional Institution and Hastings Correctional Center will also give the
test on an as-needed basis Other testing sites may be arranged by Central
Office Human Resources Applicants must pass the test to receive further
consideration (Passing score to be determined by Central Office Human
Resources )

Arrangements, i e., location, time, type of test, etc, for testing those positions
which reguire clerical skills will be determined prior to interviewing
candidates. If it is necessary for the applicant to test at a Nebraska
Workforce Development (WFD) office, the screener must complete a
Memorandum of Understanding {Attachment P), outlining the service to be
provided as well as billing information. Applicants in Lincoln will be tested,
free of charge, at the State Personnel office located in the Nebraska State
Office Building Verified test results received from WFD, as well as resulis
from tests administered by State Personnel, will remain on file at State
Personnel for one year

All tests given by interview committees will be screened for job relatedness
by Central Office Human Resources

If the position is advertised as “bilingual English/Spanish desired and
assessed,” and a candidate has indicated on his/her application that he/she
is bilingual (English/Spanish}, the hiring manager will contact the facility’s
assigned interpreter or the interpreter supervisor at the Lincoln Correctional
Center to arrange an oral and written skills test to receive additional interview
points. A bilingual candidate with lesser interview points may be selected
with the Director's approval provided the individual is qualified to hold the
position.

Screening

After the position has been advertised and all applications have been received, the
screening process will begin.

1

Identification of Screeners

Screening for vacancies will be conducted by the designated screener for
each Institution. The Facility/Program Administrator will advise the Human
Resources Administrator of histher designated screener to insure
Departmental consistency in the screening process

Screening Process

The screening process will be based on predetermined required and desired
job qualifications and weighted by specific point values.

13
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The job requirements, set forth by the posted job ad, will be the primary
source of the criteria and includes the following:

a Experiencefiraining.
b. Education

c Knowledge, skills and abilities.

d Any specific skills as requested by the supervisor
e Affirmative Action goals and guidelines.
Qualification Guidelines

All positions within the Department of Correctional Services have
qualification guidelines either mandated by state statute or by the DAS-State
Personnel Division  Qualifications mandated by DAS-State Personnel
Division will be shown on the job specification and will be based upon a
combination of education/firaining and/or experience which will enable the
incumbent to possess the required knowledge, skills and abilities. While a
general qualification guideline will be nhoted, it will be understood that
experience and education/training can be substituted in most cases

Applicant Referral Record

After screening all applications, the designated screener will prepare an
Applicant Referral Record {Attachment F) of the most qualified applicants
(considering AA goals) and forward it to the hiring authority The Applicant
Referral Record will contain a minimum of five (5) and a maximum of eight
(8) applicants Exceptions may occur when five qualified applications are not
received, or permission fo interview more than eight applicants is approved
by Central Office Human Resources. {Examples would include instances in
which applicants display equal qualifications). Failure to make a selection
from the first or each succeeding Applicant Referral Record must be fully
documented with justifiable, objective explanations The completed
Applicant Referral Record will be forwarded to Ceniral Office Human
Resources before the next Applicant Referral Record is sent it should be
noted that this referral system does not guarantee that every employee
applicant will receive an interview Re-advertising may be requested when
qualified applicants have been exhausted or numbers are insufficient

D. Oral interview Boards

1

Interviews will be conducted by a committee of at least three (3) and not
more than five (5) persons.

a At a minimum, the interview committee will consist of the hiring
manager, one racial minority individual, and one female The
requirement of having one minority and one female cannot be filled
by the same individual,

14
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b. One member of the committee must be from a separate
institution/program Should employees be unavailable, a

Facility/Program Administrator is authorized to network and have a
minority community member serve on the Interview Committee

C The person arranging the hiring committee shall ask all members if
there are any reasons that they cannot serve as a neutral member.
A committee member will not serve on an interview commitiee if
he/she has a friend, relative, etc , being interviewed.

d The Facility/Program Administrator will ensure that the interviewing
committee members have received interview training as offered by
the Department.

It is the interview commitiee’s responsibility to inform the candidates to read
and sign the list of the essential job functions (example: Attachment G), and
for the candidate to note if they can perform the essential job functions with
or without reasonable accommodations in accordance with the Americans
with Disabilities Act (ADA). The interview committee also advises the
candidates about the required training at the academy and the Tobacco Free
Policy.

If an applicant voluntarily discloses his/her need for reasonable
accommodations under the ADA, the commitiee cannot make additional
inquiries about accommodations at the pre-offer stage. The Hiring Manager
will consult the ADA Coordinator regarding any requested accommodations
by top scoring candidates.

All interviews will consist of predetermined questions and answers, as well ag
a coordinating rating system developed specific to the position

a. The rating system will be developed specific to the position and the
predetermined questions and answers.

b The questions will be objective and related to both hard (technical)
and soft (interpersonal) skils, educationftraining, and work
experignce required to perform job duties.

c Guidance for development of questions and rating systems may be
received by contacting Central Office Human Resources.

d All committee members will be responsible for documenting the
interview and selection process

e To select the best candidate for the position the hiring committee
needs to determine if the candidate demonstrated the minimum job
requirements in the interview by reviewing the percentage of total
points scored by each interviewee versus total possible points.
(Attachment H)

A candidate’s Veteran status will be verified by State Personnel upon
receiving his/her application and appropriate military documentation.

15




ADMINISTRATIVE NUMBER PAGE

REGULATION 112.03 10 of 14
Department of
Correctional Services EMPLOYEE SELECTION
State of Nebraska POLICY

a Upon initial entry to State employment, a Veteran who obtains a
passing score will receive a percentage of the cumulative
interview score A Veteran, discharged or otherwise separated
with a characterization of honorable or general (under honorable
conditions), will receive five percent of cumulative interview
points. A disabled Veteran, discharged or otherwise separated
with a characterization of honorable or general {under honorable
conditions), will receive ten percent of total interview points

For example, a Correctional Officer interview is worth 80 points.
With a three member committee, the cumulative score for the
interview is 240 points. Correctional Officer candidates must
score 25% (60 points) to pass A Veteran with a score of 60
points or more would have an additional 12 points (5%) added to
his/her score A disabled Veteran would receive an additional 24
points (10%) to his/her passing score

b. The screener for the position will review state applications for
veteran information to verify preference and will indicate on the
Applicant Referral Record whether the candidate should be
given Veteran's preference

8 it is the interview committee’s responsibility to hire the most qualified
candidate in relationship to the Department's Affirnative Action Plan. The
screeners will check the Affirmative Action Plan to determine whether the
position they are interviewing for is designated as an affirmative action goal
If so, the gender/race of the applicant may be used as one factor to be
reviewed when evaluating qualified candidates for the position

7 Details of promotion board interviews wili be governed by applicable labor
contracts and A R 112 26.

E Employment Reference Checks and Security Checks

1

Employment Reference Checks for Internal and External Candidates

The hiring manager will conduct work reference checks on the top
candidates being considered for the position

a If a written employment reference check is utilized the reference
check must be accompanied by a Disclosure Statement signed by
the appiicant. (See Attachment | for one example of an Employment
Reference Check )

b If a telephone employment reference check is completed, Hiring
Managers may choose to complete the short Telephone Reference
Check {(Aftachment J) or, to obtain more in-depth job related
information, the Likert scale reference check may be completed For
management and executive positions it is preferable to use the Likert
scale employment reference check. (Example Attachment K)
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il EMPLOYMENT

Employment reference checks will be conducted for not only outside
applicants but for internal applicants in order to verify current work
records The hiring manager shall request a review of the
employee’s personnel file, as well as a review of supervisory
counseling — formal and informal — for this purpose.

Hiring managers and selection committees must take care to ensure
that employment reference checks are made equitably and without
discrimination When information received is vague or incomplete in
its presentation, it is the responsibility of the hiring manager to gain
more specific information about the vague information presented
(For example, figures indicating a low balance of sick leave must be
checked for further information before using the balance for selection
purposes.)

Employment references, credentials and security checks must be
completed by the hiring manager, on the top ranking individuals,
prior to offering the job to the individual. It is important that all
information provided by the selected candidates be thoroughly
checked and documented as such.

Security Checks

a

A Selection

1.

All applicants interviewed for positions in the Department will
complete a Personal Information for Security Check Form (see
Attachment L) It is the hiring manager's responsibility to coordinate
having the applicant complete the Security Check Form and having it
processed through the established security check process at each
work location The interview committee members cannot view this
form because it may contain information which could influence the
decision of the committee

Security checks are confidential and the hiring manager will be
notified of the final disposition of the security check, ie. if the
applicant is approved for hire.

Central Office Human Resources will make every effort to expedite
the security review process for security checks submitted to the
review committee.  If the security check is the reason for non-
employment, the applicant will be notified by Central Office Human
Resources, and have the opporunity to refute or mitigate the
information

The hiring manager may hire external candidates at the hiring rate of the
salary grade For internal promotions, hiring managers need to follow the
applicable governing Rules and Regulation or Union Contract plus check with
Human Resources staff Approval by the Director is necessary to hire above
the hiring rate up to the minimum permanent rate  State Personnel approval,
through the Director, is required above the minimum permanent rate
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Upon selection of all positions not requiring Director review and approval, the
hiring manager will return the completed Applicant Referral Record and all
related documents to the designated screener for their work location;. Return
of materials needs to be done immediately upon selection and/or before pre-
service training. This record will contain the name of the selectee and the
date hired. It will also reflect justifiable, non-discriminatory reasons why the
other applicants were not selected All committee members must sign the
record, and the related documents requested must include the applications of
those interviewed, the questions used, rating sheets, the Employee Selection
Checklist (see Attachment M), and other documents used to make the
selection decision The designated screener for each work location will
maintain files for four (4) years unless in litigation.

Final approval by the Director is required for managerial positions
(Attachment N). Institutions/programs will submit to the Director, through
Central Office Human Resources, the Applicant Referral Record and all
related documents as indicated above. No selection information will be given
out prior to the Director's approval of the candidate recommended for the
position.

Notification

It is the hiring manager's responsibility to notify the applicant of his/her selection
The other applicants interviewed, but not selected, will also be notified. In the letter
notifying the applicant of selection, the hiring authority will note the terms and
conditions of employment to include the fact that the job is contingent on successfully
completing the physical exam/screening process (reference AR 112 35, Employee
Medical Monitoring Surveillance Program), passing a drug test (reference AR 112.40,
Employee Drug Testing Program), and that the new employee is on original
probation. (Example Attachment O)

Pre-Service Training

1.

2

The hiring manager will contact their Institutional Human Resources
contacts/staff prior to scheduling the effective start date This is for the
purpose of scheduling and registering the new hires at the earliest Pre-
Service Training class Institutional Human Resources contacts/staff will
ensure class availability by contacting Central Office Human Resources

The first day of Pre-Service Training, new employees will:

a Receive benefits information and complete miscellaneous personnel
documents

b. Have picture taken for DCS Employee ID Card

C Be fingerprinted.

The first day of employment for new employees will be at the Staff Training
Academy. Exceptions to this policy must be approved by the Human
Resources Administrator and requests to hire employees on another date
must be made in writing and in advance of the date the new employee is to
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begin work. The Hiring manager will ensure employees starting prior to pre-
service report to Human Resources contacts/staff to complete employment
documentation their first day

Original Probation Period

1.

New employees hired by the Department will serve an original probation
period for at least six months, but no longer than one (1) year. Extensions
need prior Director review and approval, with approved extensions placed in
writing to the employees

New hires transferring from another state agency, and who are still on
original probation will have their probation extended six additional months
This is provided that the new hire’s probationary time does not exceed one
calendar year, with the notice placed in writing to the empioyee In these
situations, no prior Director approval is required

New employees hired by the Department, and who are still on original
probation, but accept transfer to a different Institution/Program, may have
their probation extended six additional months  This is provided that the new
hire’s probationary time does not exceed one calendar year, with the notice
placed in writing to the employee In these situations, no prior Director
approval is required.

Employees on original probation have no grievance rights

Combined Job Requisition and Vacancy Review Form

Double Staffing Form

Request to Agency Director for a Nepotism Exception
Employee/Applicant Letters granting exception by the Agency Director
D1. Shift Worker

D2 Officer Worker

Review Record for Employment

Applicant Referral Record

Essential Job Functions Form

Interview Scoring Sheet

Sample Employment Reference Check Form

Sample Telephone Employment Reference Check
Sample Likert Scale Employment Reference Check Form
Personal Information for Security Check Form

Employee Selection Checklist

Management Positions

New Hire letter

WFD Memorandum of Understanding
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It ACA STANDARDS
A Adult Correctional Institutions (fourth edition): 4-4007, 4-4008, 4-4009, 4-4065,

4-4057, 4-4059, 4-4061, 4-4062, and 4-4386

B Adult Community Residential Services (Fourth edition). 4-ACRS-7B-01, 4-ACRS-7B-04,
4-ACRS-7B-05, and 4-ACRS-7E-10
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PURPOSE

This policy applies to all employees of the Department of Correctional Services (DCS), and complies
with the governing State Personnel Rules and Regulations and applicable Union Contracts. This
Administrative Regulation defines workplace harassment terms, supervisory responsibilities,
investigation procedures, complaint rights and corractive actions

GENERAL

This Department subscribes to a policy of non-discrimination in all elements of the working
environment within Cormrections. This policy is applicable to all non-merit principles such as race,
color, sex, religion, national origin, age, marital status or disability.

For the purpose of this policy, workplace harassment shall be defined as sexual harassment or any
verbal or physical conduct of a discriminatory nature, (inflammatory comments, jokes, printed material
and/or innuendo), based, in whole or in part, on race color, sex, religion, age, disability, marital status
or national origin, when:

1 Such conduct has the purpose or effect of creating an intimidating, hostile or
offensive working environment; OR

2 Such conduct interferes unreasonably with a person's work or employment
opportunities or has the purpose of or effect of creating an intimidating, hostile or
offensive environment.

For the purpose of this policy, sexual harassment shall be defined as any un-welcomed sexual
advances, requests for sexual favors or other verbal or physical conduct of a sexual nature, when:

1 Submission to such conduct is made either explicitly or implicitly a term of an
individual's employment or a condition to receipt of services by a recipient of the
agency's services; OR

2 Submission to or rejection of such conduct by an individual is used as the basis for
employment or agency decisions affecting an employee or a recipient of the agency’s
services; OR

3 Such conduct has the purpose or effect of unreasonably interfering with an

employee’s work performance or the receipt of services by a recipient of the agency’s
services, or of creating an intimidating, hostile or offensive environment.

PROCEDURE
i SUPERVISOR/MANAGER DIRECTIVES

Work place harassment can and does create a negative work environment which will affect
productivity, efficiency, work attendance and turnover of staff In addition, allegations of work
place harassment which are not appropriately responded to by the agency may place DCS
and the State of Nebraska in a position of potential liability fo the victim of such work place
harassment It is essential that supervisory/management personnel take all work place
harassment complaints or situations seriously
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A Receipt of Complaint
Any supervisor/manager who receives a complaint alleging work place harassment or
who is otherwise aware of a situation invalving a potential work place harassment is
required to immediately report that complaint or situation in writing, to the Facility
Administrator/Program Head The Facility Administrator/Program Head shall
immediately report this information to the Director through the Department contact
person

B Failure to Report
Any failure by a supervisor/manager to report such work place harassment
complaints or situations shall be considered to be in violation of this policy and shall
subject the supervisor/manager to appropriate corrective or disciplinary action

C Complaint Notification of Policy
Any supervisor/manager receiving a complaint alleging work place harassment shall
immediately notify the complainant of the agency’s policy concerning work place
harassment and of his/her rights concerning the pursuit of such allegations, by giving
the complainant a copy of this policy

D Confidentialit
Any supervisor/manager receiving a comptaint or report of work place harassment
shall take proper care to protect the identity of the complainant(s) and of the accused
party(ies) and shall hold the allegations of work place harassment in confidence
pending appropriate action by the agency.

Il RIGHTS OF COMPLAINANTS
A Right to Report

In the event that any employee of this agency believes that he/she has been or is
being subjected to work place harassment, that person shall have the right io report
such alleged work place harassment to any supervisor/manager, the Department
contact, the State Affirmative Action Office, Commission on the Status of Women,
Nebraska Equal Opportunity Commission or State Ombudsman for assistance.

1 Any employee who believes that hefshe is being subjected to work place
harassment is encouraged, but not required, to directly inform the offending
person{s) that such conduct is offensive and must stop

2 If the aggrieved person does not wish to communicate directly with the
offending person(s), or if direct communication has been ineffective, then the
aggrieved person is encouraged to immediately report the alleged work place
harassment to any supervisor, to the Director or to the Depariment contact

3. in reporting allegations of work place harassment, complaints should take
care to state specific facts including, wherever practical, the identity of the
person(s) who committed such work place harassment, the date, time and
place of the alleged harassment, what was done or said and the identity of
any witnesses who were present.
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Investigation

All complaints shall be handled in a timely and confidential manner.

The Facility Administrator/Program Head will notify the complainant when the
investigation is concluded and a determination has been made by the agency
Director I the complainant so requests, a statement of the determination
and whether corrective action will be administered shall be provided to the
complainant

If the complainant is dissatisfied with the agency's action in response to a
complaint of work place harassment, then the complainant may contact the
State Affirmative Action Office, the Commission on the Status of Women,
Nebraska Equal Opportunity Commission or the State Ombudsman for the
purpose of requesting that office to conduct an independent investigation of
the allegation of work force harassment

Nebraska Equal Opportunity Commission (NEOC)YFederal Equal Employment
Opportunity Commission (EEQC) Complaints

1

Persons who wish to report allegations of work place harassment also have
the right, at any time, to file a complaint of work place harassment with the
Nebraska Equal Opportunity Commission (NEQC) and/or the Federal Equal
Employment Opportunity Commission (EEQC) IT 1S NEITHER
NECESSARY NOR REQUIRED THAT AN EMPLOYEE OF THE AGENCY
FILE A CHARGE OF WORK PLACE HARASSMENT WITH THE AGENCY
BEFORE FILING A FORMAL COMPLAINT WITH THE NEBRASKA EQUAL
OPPORTUNITY COMMISSION OR WITH THE FEDERAL EQUAL
EMPLOYMENT COPPORTUNITY COMMISSION. There is, of course,
nothing to prevent an employee from filing formal charges with the Nebraska
Equal Opportunity Commission andfor the Federal Equal Employment
Opportunity Commission, while at the same time reporting the allegation of
work place harassment within the agency

Because of the legally mandated filing period resirictions imposed for filing
formal charges of work place harassment with the Nebraska Equal
Opportunity Commission and the Federal Equal Employment Cpportunity
Commission (300 days), it is recommended that any employee who feels that
he or she has been harassed and who wishes to file such charges with the
Nebraska Equal Opportunity Commissions and/or Federal Equal
Employment Opportunity Commission take the necessary steps to file such
charges as soon as possible.

i INVESTIGATION PROCEDURES

A

Initiation of Investigation

Once a determination is made that a possible workplace harassment policy violation
exists, the Director or Department contact shall immediately take all necessary steps
to ensure that the report is promptly and thoroughly investigated by the agency. The
Director or Department contact will approve the appointment of an investigation

officer
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Complaint Notification of Policy

The investigating officer shall be obligated to make certain that the complaint has
been advised of the agency’s policy concerning work place harassment and of the
complainant's rights concerning pursuit of such allegations.

Confidentiality

Since investigations of alleged work place harassment are personnel matters,
persons involved shall maintain appropriate confidentiality Information concerning a
complaint shall not be released to anyone who is not a party fo or invelved in the
investigation

Informal Resolution

At the complainant's request and with the Agency Director's approval, the
investigating officer may seek informal resolution of the complaint by bringing the
offensive behavior to the attention of the accused party(s) and by securing
agreement that the behavior will not be repeated. If such informal resolution is
accomplished, and no further investigation is required, the investigating officer shall
submit a report to the Director through the Department contact to determine whether
any further action is necessary.

Formal Resolution

Upon completion of the investigation, the investigating officer shall prepare a written
report, stating the findings of the investigation and, if appropriate, make
recommendations regarding corrective action to be faken against the accused
party(s). The investigating officer shall submit the written report to the Director
through the Department contact

Director Disposition

Upon completion of any follow-up as considered necessary, the Director shall render
a final decision regarding the complaint and specify any action to be taken

Documentation

Documentaticn pertaining to the complaint and investigation, including the report of
the investigating officer, shall be maintained by the agency in a separate investigative
file.

Retaliation Prohibited

Compiainanis and other persons involved in the investigation of an allegation of work
place harassment shall not be subjected to retaliation, coercion, intimidation or fear of
reprisal

CORRECTIVE ACTION

If upon investigation, an allegation of work place harassment is found to be substantiated, the
Director shall approve appropriate action against the employee(s) found respensible for such
work place harassment
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This may consist of corrective or disciplinary action as outlined in Chapter 13 of the State of
Nebraska Classified Systems Personnel Rules and Regulations and Article 10 of the Labor
Contract between the State of Nebraska and the Nebraska Association of Public Employees.
If requested by the complainant, a statement of the determination and whether or not
corrective disciplinary action was issued shall be provided to the complainant

UREFERENCE

I Siate of Nebraska Classified Systems Personnel Rules and Regulations, Chapter 13

Il Nebraska Association of Public Employees and State of Nebraska Labor Contract, Article 10

. ATTACHMENTS:
A State of Nebraska Work Ptace Harassment Policy
B Department of Correctional Services — Work Place Harassment — Statement of Policy
C State of Nebraska Affirmative Action / Equal Employment Opporiunity Policy
D Nebraska Department of Correctional Services Flow Chart for Work Place

Harassment Complaints

v ACA STANDARDS

A

Adult Correctional Institutions (fourth edition): 4-4056
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STATE Of NEBRASKA
WORK PLACE HARASSMENT POLICY

It is hereby declared to be the policy of the government of the State of Nebraska that all women and men are to be
treated fairly and equally with dignity and respect. Any form of work place harassment is contrary to this Policy and
shall be regarded as discrimination on the basis of race, color, religion, age, sex, disability ot national origin. It shall be
considered a violation of this Policy for any employee to engage in work place harassment or for any supervisory
personnel to knowingly permit work place harassment of any employee or recipient of the agency’s services. For the
purpose of this Policy, the term “agency: shall mean each department, agency, office, board, commission and
committee of the State of Nebraska, which either: (1) is under the executive authority of the Governor, or (2)
voluntarily elects to participate in the Affirmative Action Plan of the State of Nebraska

For the purpose of this Policy, "woik place harassment" shall be defined as sexual harassment or any inflammatory
comments, jokes, printed material and/or innuendo, based in whole or in part, on race, color, religion, age, disability ot
national origin, when:

(1) such conduct has the purpose ot effect of creating an intimidating, hostile or offensive working environment;
or

(2) such conduct interferes unreasonably with a person's work o1 employment opportunities

For the purpose of this Policy, "sexual harassment" shall be defined as any unwelcome sexual advances, requests for
sexual favors, and either verbal or physical conduct of a sexual nature, when:

(1) submission to such conduct is made, either explicitly or implicitly, a term of an individual's employment or a
condition to receipt of services by a recipient of the agency's services; ot

(2) submission to or rejection of such conduct by an individual is used as the basis for employment or agency
decisions affecting an employee or a recipient of the agency's services; or

(3) such conduct has the purpose or effect of unreasonably interfering with an employee's work performance or the
receipt of services by a recipient of the agency's setvices, or of creating an intimidating, hostile or offensive
environment,

It is further declared to be the policy of the government of the State of Nebraska that all agencies shall be obligated to
eliminate all forms of disctimination in the work place and shall take immediate and appropriate action to investigate
all instances of alleged work place harassment In the event that any allegation of work place harassment is
substantiated, the agency involved shall take prompt corrective action including, where appropriate, disciplinary action
imposed pursuant to Title 273, Chapter 13 of the State Classified Personnel Rules and Regulations, or pursuant to such
other policies, rules or regulations as may apply.

It is further declared to be the policy of the government of the State of Nebraska that all affected agencies shall have an
internal agency policy pertaining to wotk place harassment. In order to foster the development of such internal
policies, model language has been prepared for use by the agencies. This model language has been carefully drafted in
order to guarantee that the policy of the government of the State of Nebraska concerning work place harassment will be
thoroughly and effectively implemented on the agency level. Agencies are directed to consult with the State
Affirmative Action Office prior to the implementation of any policy that would deviate from this model language.

Any individual who believes that he or she has been the subject of work place harassment is encouraged to report the
alleged incident immediately to the appropriate persons as specified in the agency wotk place harassment policy.

Dave Heineman,
Governor
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All employees shall be notified of the agency’s Policy regarding work place harassment
and any person making a complaint of work plce harassment shall be entitled to receive
special notification of the Policy and of the rights of individuals making such complaints

itis fusther declared to be the policy of the Department that all facilities/programs shall be
obligated to eliminate all forms of harassment in the work place and shall take immediate
and appropriate action 1o investigate all instances of sexual harassment In the event that
any allegation of sexual harassment is substantiated, the Department shall take prompt
corrective action, including, where appropriate, disciplinary action imposed pursuant to all
personnel rules and regulations or labor contracts as they may apply

Any individual who believes that he or she has been the subject of work place harassment
is encouraged 1o report the alleped incident immediately to any of the following listed
contacts;

Assistant Human Resources Administrator
(402) 476-5738

State Affirmative Action Office
(402 471-3678

Commission.on the Status of Women
{402) 471-2039

Nebraska Equal Opportunity Commission
(402) 471-2024 (Lincoln)
(402) 554-2028 (Omaha)

State Ombudsman’s Qffice
(402) 471-2035

All complaints shall be handled in a timely and confidential manver. Information
concerning a complaint shall not be released to anyone who is not a party to or mvolved in
the investigation. Comphlaints and other persons involved -in the investigation of an
allegatm- of work place harassment shall not be subjugated to retaliation, coercion, or
ntimid " or fem of reprisal

] . Eﬁ& - 408
HAROLD W. CLARKE, Director Date
Jepartment of Comrectional Services
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STATE OF NEBRASKA
AFFIRMATIVE ACTION/EQUAL EMPLOYMENT OPPORTUNITY POLICY

The State of Nebraska firmly supports the policies of both affirmative action and equal employment opportunity. All
policies and procedures for the State shall be administered in a manner that prohibits discrimination against any
individual or group based upon race, color, religion, sex, age, national origin, physical or mental disability or marital
status.

The State of Nebraska has formally endorsed these policies through the passage of the Nebraska Fair Employment
Practices Act and State Statute 81-1355, which affirm the State’s commitment to affirmative action and equal
employment opportunity. Through these actions, it is the intent of the State to maximize the effective use of human
resources, and in so doing, insure that the State government work force is representative of the composition of the state
labor force. In this regard, all employees and applicants for employment shall be given equal access to employment
and advancement opportunities. Also, those charged with administrative and decision-making responsibilities shall
take deliberate steps and employ results-oriented procedures to identify and eliminate artificial barriers to employment
and advancement which serve to discriminate against protected groups.

To implement these policies, the State of Nebraska, through its administrative entities, will strive to:

(1) Recruit, hire, train and promote in all job classifications and at all levels without regard to race, color, religion,
age, sex, marital status, national origin ot mental or physical disability

(2) Insure that all personnel actions (including but not limited to compensation, benefits, transfers, layoft,
termination, reinstatement, tuition assistance, selection for education or training, treatment during employment
or any other conditions of employment) ate administered in an open and non-discriminatory manner.

(3) Base hiring and employment decisions so as to further affirmative action and equal employment oppottunity in
State government

(4) Develop goals and timetables directed towards reversing situations where underutilization of protected class
individuals in State government

(5) Develop results-oriented agency and statewide affirmative action plans.

(6) Develop positive and vigorous recruitment and community outreach activities to inform, identify and attract
protected class individuals to employment opportunities within State government.

(7) Communicate the State affirmative action and equal employment opportunity policies to employees and
prospective employees.

(8) Identify and eliminate practices, policies and procedures which result in disparate impact or unfair treatment.

(9) Create a work place environment absent from any work place harassment based, in whole or part, on 1ace,
color, religion, age sex, disability or national origin, which manifests itseif in the form of inflammatory
comments, jokes, printed material and/or innuendo, unwelcome sexual advances, requests for sexual favors or
other verbal or physical conduct of a sexual nature.

All code agencies shall make and demonstrate good faith efforts to follow and promote the principles of equal
employment opportunity and affirmative action Each agency shall, in cooperation with the State Affirmative Action
Office, strive to accomplish goals and objectives necessary to establish and continue a State Affirmative Action
Program which indicates and projects comparability between the State labor force and State government work force. In
addition, all non-code agencies are encouraged to participate in the affirmative action program through the
development of affirmative actions plans.

Finally, as Governor, [ am firmly committed to and fully support equal employment opportunity and affirmative
action. A realization of the goals and objectives of these policies will ultimately benefit all citizens of the State of
Nebraska. I wholeheartedly endorse actions that insure compliance with the letter, intent and spirit of these policies.

DAVID HEINEMAN
Governor
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Nebraska Department of Correctional Services
Flow Chart for
Work Place Harassment Complaints

Supervisor/Manager becomes aware of possible WPH |

!

Supervisor-Manager immediately reports in writing to
Facitity/Program/Section Head (In-serious situations or
Cases where suspension must be contemplated, the
Supervisor/manager will immediately notify the Facility
Program/Section Head, who will immediately contact any
Of the below for advise:

Department Complaint Contact

HR Administrator

Director

Central Office Officer of the Day

|

Facility/Program/Section Head immediately notifies the
Department Complaint Contact Person  Agency Complaint
Contact Person notifies the Agency Director of the alleged
Incident, and recommended next steps  Agency complaint
Contact notifies Facility/Program Head of Agency Director

Decisions.

The investigative process begins. |

At this point, at the complaint’s request, the
Investigating officer may seek informal resolution of the complaint
(Final approval is determined by the Agency Director)

The investigator forwards a report with conclusions and recommendations to the

Facility/Program/Section Head who attaches his/her comments and forwards to i

The Department Complaint Contact, who in turn reviews it with the HR Administrator
and the Assistani Director with the Agency Director making the final decision

!

The Department Complaint Contact Person notifies the Facility/Program

Section Head of the final decision and any action to be taken.

v

The Facility/Program/Section Head implements the decision
And notifies the Agency Complaint Contact when completed
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