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City of Beloit

__ Affirmative Action / Equal Opportunity Policy

Issue Date: Revision(s): Pages:
June 18, 1984 January 1, 1988 2
January 1, 1992
July 1, 1996

January 1, 1998
November 1, 2002
September 19, 2005
February 1, 2006

Special Instructions:

Equal employment opportunity notices are posted near employee gathering places as
required by law. These notices summarize the rights of employees to equal opportunity
in employment and list the names and addresses of the various governmental agencies
that may be contacted in the event any person believes they've been discriminated
against.

. PURPOSE
The purpose of this policy is to announce the City of Beloit's (City) compliance with
the equal opportunity policy and standards of the State of Wisconsin Department of
Workforce Development and all other pertinent state and federal statutes and
regulations relating to the act of nondiscrimination in employment and service
delivery.

Il. POLICY ,
The City of Beloit is an equal opportunity employer and also committed to provide
equal opportunity in service delivery. In awareness of the importance of its human
resources, the City has a compelling interest in and concern for establishing and
maintaining an organization that is truly representative of the community it serves.
This means the City attempts to reflect the diversity of the community in its workforce
as well as its committees, boards and commissions.

The City recognizes that, while equal opportunity for all persons is the goal, this goal
must be translated into actual performance. Therefore, the goal of equal opportunity
and the ideal of freedom of opportunity for all individuals is actualized through an
aggressive, voluntary Affirmative Action Program which is supported and
implemented by management and leadership within City government.

1Il.PROCEDURE
a. Employment
Employment decisions are based on merit and operational needs. The
objective of the City’s employment practices is to employ individuals who are
qualified for specific work by appropriate job-related standards as work
experience, demonstrated attitude and skill, education, training, overall ability
and other job relevant considerations No otherwise qualified person shall be
excluded from employment, be denied the benefits of employment or otherwise

#
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be subject to discrimination in employment in any manner on the basis of age,
race, religion, color, gender, national origin or ancestry, handicap, physical
condition, genetic information, developmental disability, arrest or conviction
record, sexual orientation, marital status or military participation. This includes
recruitment, hiring, training, advancement, transfer, compensation, discharge,
disciplinary action, and other terms, conditions and privileges of employment.
All employees are expected and will support our goals and programmatic
activities relating to nondiscrimination in employment.
b. Service Delivery

The City is also committed to providing equal opportunity in service delivery.
No person shall be excluded from participation in, or be denied the benefits of,
or otherwise be subjected to discrimination based on protected status as listed
above under any program or activity that receives or benefits from services
through the City.

IV. RELATED MATERIAL
For further information, see the latest edition of the City of Beloit Affirmative
Action Program available on the City’s website and also the Human Resources
office. Also, see the City’s Discrimination Complaints and Harassment and the
Americans with Disabilities Act policies.

V. APPROVAL
This policy is effective April 1, 2012.

Larry M. Astt, City Manager

#
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City of Beloit

Issue Date: Rev:smn(s) Pages:
December 9, 1991 July 1, 1996 6
January 1, 1998
November 1, 2002
September 19, 2005
February 1, 2006

Special Instructions:
n/a

. PURPOSE
It is the policy of the City of Beloit (City) to maintain a safe workplace environment
that is free from discrimination, harassment and retaliation. Supervisory employees
are responsible for fair and consistent application and enforcement.

Il. POLICY
It is the policy of the City to ensure all personnel practices, policies and rules are
administered without discrimination against one on the basis of age, race, creed,
color, handicap, disability, genetic background, marital status, gender, sexual
orientation, national origin, ancestry, arrest record, conviction record (unless relevant)
or membership in the national guard, state defense force or any reserve component
of the military forces of the United States or Wisconsin.

A complaint of discrimination is an allegation by an employee that there has been a
specific violation, misinterpretation, or unfair application of any of the City’s rules,
policies or procedures in which the employee’s age, race, creed, color, handicap,
disability, marital status, sex, sexual orientation, national original, ancestry, arrest
record, conviction record (unless relevant), or military service was a factor. Vague or
general charges of “unfairness” that are not substantiated by specific facts will not be
processed through the formal complaint system.

Employees that believe they've been treated unfairly or in a manner inconsistent with
established policies may question or challenge a decision or action through a formal
discrimination complaint resolution procedure. This procedure is not intended in any
way to replace or subvert other remedies available to employees, including the
grievance procedure. It is limited to complaints of discrimination as defined above,
and intended to aide in the resolution of such complaints within the organization.

lILDISCRIMINATION COMPLAINT PROCEDURE
The four-step procedure is as follows:

[ e e e e et T e e e e ———— e e T e B R S < i SR L e T B e bl e L
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Step 1: An employee should discuss the discrimination-related problem of concern
with their immediate supervisor. If the complaint directly concerns the supervisor, the
employee may initiate the process at Step 2.

Step 2: If the conference with the immediate supervisor does not resolve the
complaint, the employee may pursue the matter with their Department Director.

Step 3: If dissatisfied with the answer of the Department Director, the employee may
appeal to the Director of Human Resources.

Step 4: If dissatisfied with the answer of the Director of Human Resources, the
employee may appeal to the City Manager, whose decision on the matter shall be
final.

Employees will have ten working days to appeal a decision from one step to the next.
Complaints involving discipline or discharge which the complainant feels has been
discriminatory may be' initiated at Step 3. Employees who pursue a complaint
through his process will not be discriminated against or suffer any reprisals for filling
the complaint.

IV. RELATED MATERIAL
For further information, see the latest edition of the City of Beloit Affirmative Action
Program available on the City’s website and also the Human Resources office. Also,
see the City’s Americans with Disabilities Act policies and Affirmative Action / Equal
Opportunity Policies.

V. APPROVAL
This policy is effective April 1, 2012.

Larry Nf(yybitg‘/’ Mayéger

Attachments:
1. How to file an employment discrimination complaint (Page 3)
2. Discrimination complaint form (Page 5)
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CITY OF BELOIT
HOW TO FILE AN EMPLOYMENT DISCRIMINATION COMPLAINT

If you feel that you have been treated differently or have been harassed in any aspect of
the employment relationship because of your age, race, religion, sex, color, disability or
association with a person with a disability, national origin or ancestry, arrest or
conviction record, sexual orientation, marital status, political affiliation or military
participation you may file an employment discrimination complaint. Employment
relationships include application, testing, interviews, hiring, termination decisions,
reasonable accommodation, training, transfer, promotion, demotion, reclassification or
reallocation. If you were adversely affected by any of these decisions based on your
membership in any of the protected groups, or the treatment you received was different
from others, or if the employer's facilities were not accessible to you, it may be
discrimination.

You may file an informal discrimination complaint with your employer, or you may file a
formal discrimination complaint with a state or federal agency. No one may threaten or
harass you for making a complaint. No one may threaten or harass your witnesses
because they are willing to say what they saw, heard or experienced.

To file an informai discrimination compiaint, request a discriminaiion complaint form by
calling the Director of Human Resources at (608)364-6612 or TDD (608)365-3323.
Send the completed form back to the Director of Human Resources. If you are not
satisfied with the resolution to your informal complaint, you can still file a formal
complaint with an appropriate state and/or federal agency. However, you must do it
before the deadline specified by that agency. Do not wait until after the time limits to get
an answer to the information complaint if you plan to make a formal complaint. You
may file a formal complaint at any time, before the deadline, even if you are awaiting a
response to an informal complaint. If you wish to file a formal discrimination complaint,
you may call the appropriate state or federal agency to request their complaint form, or
you may write a letter describing why you think you were discriminated against. A
listing of state and federal agencies is included on the back of this page.

State and federal laws vary in the protection from discrimination they offer. Some
agencies are designated to investigate specific kinds of employment discrimination and
not others, and each has its own deadline for accepting complaints. Please consult the
information provided below to determine what agency may help you, and what time
limits they have for accepting complaints. Complaints should be filed as soon as
possible after the alleged discriminatory action took place.
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The Equal Rights Division, Department of Workforce Development, 201 East
Washington Avenue, P.O. Box 8928, Madison, WI 53708, Telephone: (608)266-6860,
or TDD (608)264-8752 will accept formal complaints based on race, color, age (over 40
with no upper age limit), gender, disability, national origin or ancestry, and religious
beliefs or convictions. This agency is the only one to accept complaints regarding
different treatment based on sexual orientation, arrest or conviction record, marital
status, political affiliation or military service. File within 300 days of the last violation.

The U.S. Equal Employment Opportunity Commission, 310 West Wisconsin
Avenue, Suite 800, Milwaukee, WI 53203, Telephone: (414) 297-1111 or TDD
(414)297-1115 will accept complaints based on race, color, age (40-70), gender,
disability, national origin or ancestry, religious beliefs or convictions. File within 300
days of the last violation.

The U.S. Department of Health & Human Services, Office for Civil Rights, 105
West Adams Street, Chicago, IL 60603, (312)886-2359 or TDD (312)353-5693 will
accept discrimination complaints against health care and human service providers
which receive funds from DHHS, based on race, color, national origin, age, religion or
disability. File complaints within 180 days of the last violation.

The Office of Federal Contract Compiiance, U.S. Depariment of Labor, 230 South
Dearborn Street, Chicago, IL 60603, Telephone: (312)353-2158 or TDD (312)353-
2158 will accept complaints against federal contractors and subcontractors based on
race, color, religion, sex, or national origin. File within 180 days of the last violation.

The U.S. Department of Justice, Civil Rights Division, 10th and Pennsylvania
Avenue NW, Washington, D.C. 20530, has an ADA Public Access Telephone with
recorded message information including additional telephone numbers for employment,
‘services, fransportation, public accommodation and commercial facilities,
telecommunications relays. ADA Public Access operating hours are 12:00 - 4:00 p.m.,
Central Time only: (202)514-0301 or TDD (800)800-3302.
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CITY OF BELOIT
EMPLOYMENT DISCRIMINATION COMPLAINT FORM
NAME OF COMPLAINANT:
ADDRESS:;
CITY, STATE, ZIP:
TELEPHONE NUMBER;

Are you an employee of the agency named in this complaint?
Yes No

Are you applying for or did you apply for a job with the agency named in this complaint?
Yes No

BASIS FOR EMPLOYMENT DISCRIMINATION COMPLAINT:

Such as: Age, Race, Religion, Color, Disability or association with a person with a
disability, Sex, National Origin or Ancestry, Arrest or Conviction Record, Sexual
Orientation, Marital Status, Military Participation, Political Affiliation, lllegal Harassment,
Denial or Reasonable Accommodation for disability or for religious practices, beliefs or
convictions.

DESCRIPTION of the action or treatment which you think was discriminatory. Include
information about who, what, when, where, how, why, and the names, addresses and

phone numbers of any witnesses, if you know them. Please be specific about the date .

of the last incident. You may write this on another sheet of paper if you need more
room. -
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DESCRIPTION OF THE RELIEF OR SATISFACTION YOU WANT

Complainant's Signature Date

Note: You may call the Director of Human Resources, at (608)364-6612 or (608)365-
3323 TDD, if you would like help in filling out this form

INFORMAL COMPLAINT
Date received Action Taken
By
Title
Agency
Program and Individual(s) to be investigated  Further Action Taken?
Yes No
If Yes, what action is recommended?
Findings
(complete within 30 days) Written Response sent to Complainant

on

Signed by
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_Harassment, including Sexual Harassment

“Issue Date: evision(s): Pages: ‘_-_
April 1, 2006 5

Special Instructions:
n/a

. PURPOSE

Maintain a healthy work environment in which all individuals are treated with respect
and dignity and to provide procedures for reporting, investigating and resolving
complaints of harassment and discrimination.

Il. POLICY

It is the policy of the City of Beloit that all employees have the right to work in an
environment free of all forms of harassment. The City of Beloit will not tolerate,
condone, or allow harassment by any employee or other non-employee who conducts
business with the City. The City of Beloit considers harassment and discrimination of
others to be forms of serious employee misconduct. Therefore, the City shall take direct
and immediate action to prevent such behavior, and to remedy all reported instances of
harassment and discrimination. A violation of this City policy can lead to discipline up to
and including termination, with repeated violations, even if “minor,” resulting in greater
levels of discipline as appropriate.

lll. PROHIBITED ACTIVITY
1. Sexual harassment is defined as unwelcome sexual advances, requests for

sexual favors and other verbal or physical conduct of a sexual nature when:

a. Submission to such conduct is made either explicitly or implicitly a term of
condition of employment; or

b. Submission to or rejection of such conduct by an employee is used as the
basis for employment decisions affecting the employee; or

¢. Such conduct has the purpose or effect of unreasonably interfering with an
employee’s work performance or creating an intimidating, hostile, or
offensive working environment.

2. Harassment is any verbal, written, visual or physical act that creates a hostile,
intimidating or offensive work environment or interferes with an individual's
job performance.

a. No employee shall either explicitly or implicitly ridicule, mock, deride, or
belittle any person.

b. Employees shall not make offensive or derogatory comments to any
person, either directly or indirectly, based on race, color, sex, religion, age,
disability, sexual orientation, or national origin. Such harassment is a
prohibited form of discrimination under state and federal employment law
and/or is also considered misconduct subject to disciplinary action by the
City.

#
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IV. COVERED INDIVIDUALS

Individuals coverad under this policy include employees and applicants for employment,
volunteers, members of the public, elected officials and appointed boards and
commissions.

V. SUPERVISORY RESPONSIBILTIES
1. Each supervisor shall be responsible for preventing prohibited activities as
defined above.

a. Monitoring the work environment on a daily basis for signs that
harassment may be occurring;

b. Training and counseling all employees on what constitutes harassment
and sexual harassment, on the types of behavior prohibited by the City’s
policy and procedures for reporting and resolving complaints of
harassment.

c. Stopping any observation that may be considered harassment, and taking
appropriate steps to intervene, whether or not the involved employees are
within his/her line of supervisions; and

d. Taking immediate action to prevent retaliation towards the complaining
party or witnesses and to eliminate the hostile work environment where
there has been a compiaint of harassment, pending investigation. ifa
situation requires separation of the parties, care should be taken to avoid
actions that appear to punish the complainant. Transfer or reassignment
of any of the parties involved should be voluntary if possible and, if non-
voluntary, should be temporary pending the outcome of the investigation.

2. Each supervisor has the responsibility to assist any employee of this agency
who comes to that supervisor with a complaint of harassment in documenting
and filing a complaint with the internal investigations authority as designated
by this agency.

3. Failing to carry out these responsibilities will be considered in any evaluation
or promotional decisions and may be grounds for discipline.

Vi. EMPLOYEE RESPONSIBILTIES
1. Each employee of this agency is responsible for aSSlstlng in the prevention of

harassment through the following acts:

a. Refraining from participation in, or encouragement of actions that could be
perceived as harassment;

b. Reporting acts of harassment to a supervisor; and

¢. Encouraging any employee who confides that he or she is being harassed
or disctiminated against to report these acts to a supervisor.

2. Failure of any employee to carry out the above responsibilities will be
considered in any performance evaluation or promotional decisions and may
be grounds for discipline.
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VII. COMPLAINT PROCEDURES
1. Any employee encountering harassment is encouraged but not required to
inform the person that his or her actions are unwelcome and offensive. This
initial contact can be either verbal or in writing. The employee is to document
all incidents of harassment in order to provide the fullest basis for
investigation.

2. Any employee who has unsuccessfully attempted to terminate the
harassment by means of Section 1 and who believes that he or she is being
harassed shall report the incident(s) as soon as possible to their supervisor
so that steps may be taken to protect the employee from further harassment,
and so that appropriate investigative and disciplinary measures may be

- initiated. Where doing so is not practical, the employee may instead file a
complaint with another supervisor, Human Resources, the City Attorney, or
City Manager.

a. The supervisor or other person to whom a complaint is given shall
meet with the employee and document the incident(s) complained
of, the person(s) performing or participating in the harassment, any
witnesses to the incident(s) and the date(s) on which it occurred.

3. An employee should utilize the city’s internal reporting procedure first.
However, if after utilizing this procedure the complainant does not feel the
complaint has not been adequately addressed, the employee may file a
complaint with either or both of the following:

a. State of Wisconsin Equal Rights Agency
201 East Washington Avenue
Madison, WI 53703
Phone: (608) 2566-6850

b. Equal Employment Opportunity Commission
210 Martin Luther King Boulevard
Madison, W] 53703
Phone: (608) 266-4910

If the employee exercises the reporting options of (a) or (b) from above, they
must file a copy of the complaint with the City Attorney within 24 hours of filing
of the complaint.

4. The internal investigation authority shall be responsible for investigating any
complaint alleging harassment or discrimination.

a. The internal investigative authority shall immediately notify the chief
executive officer and the City Attorney if the complaint contains
evidence of criminal activity, such as battery, rape or attempted
rape.
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b. The investigation shall include a determination as to whether other
employees are being harassed by the person, and whether other
City/Village employees participated in or encouraged the
harassment.

c. The internal investigative authority shalt inform the parties involved
of the outcome of the investigation.

d. A file of harassment and discrimination complaints shall be
maintained in a secure location. The chief executive officer shall be
provided with an annual summary of these complaints.

5. There shall be no retaliation against any employee for filing harassment or
discrimination complaint, or for assisting, testifying, or participating in the
investigation of such a complaint.

6. The complaining party’s confidentiality will be maintained throughout the
investigatory process to the extent practical and appropriate under the
circumstances. ‘

7. Complaints or employees accused of harassment may file a grievance/appeal
in accordance with City procedures when they disagree with the investigation
or disposition of a harassment ciaim.

Vill. RETALIATION
1. Retaliation against any employee for filing a harassment or discrimination
complaint, or for assisting, testifying, or participating in the investigation of
such a complaint, is illegal and is prohibited by this City and by federal
statutes.

2. Retaliaticn is a form of employee misconduct. Any evidence cf retaliation
shall be considered a separate violation of this policy and shall be handled by
the same complaint procedures established for harassment and
discrimination complaints.

3. Monitoring to ensure that retaliation does not occur is the responsibility of the
chief executive officer, supervisors and the appropriate internal investigative
authority.

IX. DEFINITIONS

A. Verbal Harassmenft: Sexual innuendoes, degrading or suggestive comments,
repeated pressure for dates, jokes of a sexual nature, unwelcome sexual flirtations,
degrading words used to describe an individual, obscene and/or graphic descriptions
of an individual's body or threats that job, wages, assignments, promotions or
working conditions could be affected if the individual does not agree to a suggested
sexual relationship.
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B. Non-Verbal: Sexually suggestive or offensive objects or pictures, inappropriate
usage of voicemail, e-mail, the internet or other such sources as a means to express
or obtain sexual material, comments, etc., printed or written materials including
offensive cartoons, suggestive or offensive sounds, whistling, catcalls or obscene
gestures. Any material which inappropriately raises the issues of sex or
discrimination. Treating an employee differently than other employees when they
have refused an offer of sexual relations.

C. Physical: Unsolicited or unwelcome physical contact of a sexual nature, which may
include touching, hugging, massages, kissing, pinching, patting, or regularly
brushing against the body of another person.

D. Other Forms of Harassment: Persistent and unwelcome conduct or actions on the
basis of disability, sex, arrests or conviction record, marital status, sexual orientation,
membership in the military reserve, or use or nonuse of lawful products away from
work is prohibited under this policy and §111.31-111.39, Wis. Stats.

E. Harassment on any basis (race, sex, age, disability, etc.) exists whenever:
Submission to harassing conduct is made, either explicit or implicit, a term or
condition of an individual’'s employment; submission to or rejection of such conduct
is used as the basis for an employment decision affecting an individual; the conduct
interferes with an employee’s work or creates an intimidating, hostile, or offensive
work environment. Such conduct is prohibited under this policy and §111.31-111.39
Wis. Stats.

F. Unwelcome: Sexual conduct is unwelcome whenever the person subjected fo it
considers it unwelcome. The conduct may be unwelcome even though the victim
voluntarily engages in it to avoid adverse treatment.

X. APPROVAL
This policy is effective April 1, 2012.

Larry}(pﬁf(, City)ﬂanager

m‘
City of Beloit Page 5

[63]




