
OMAG

Sample Anti-Discrimination and Harassment Policy
with attached Complaint Form
DISCLAIMER: This policy template is meant to provide general guidelines and should be used as a reference. It may not take into account all relevant ordinances, charters, policies, practices or organizational structure particular to your City. There are places underlined below in the sample policy where a staff title appears.  The appropriate staff person will vary from city to city.  REVIEW CAREFULLY and revise as needed.  

One of the most effective steps your City can take to prevent harassment and discrimination is to develop a good policy explaining what constitutes inappropriate behavior, how employees can report problems, and how the city will respond. A policy prohibiting discrimination and harassment lets employees know exactly what you expect – and what to do if someone crosses the line. 

Another benefit of an effective policy is that it may provide your City with a valuable defense to lawsuits. The City can defend itself in certain types of hostile work environment lawsuits if it can show that it took reasonable care to prevent and promptly correct harassment. One of the things a court will look at when determining whether your City took reasonable care is whether it had an effective policy in place when the harassment took place. In a discrimination lawsuit, an effective policy can show that the city made a good-faith effort to prevent discriminatory behavior from occurring.
COMPLAINT FORM ATTACHED:  Having a written complaint is always ideal.  However, the law does not require an employee to present a complaint of discrimination or harassment in writing.  This form is attached for those who would like to use it, but again, it is not required.
It is imperative that your governing body approve the contents of the Anti-Discrimination and Harassment Policy before distributing it to your employees and that each employee sign and date the “Receipt and Acknowledgement” page.

If you have questions, please call OMAG and ask for:


Monica L. Coleman





Ambre Gooch
Associate General Counsel/



Associate General Counsel
Director of Personnel Services



1-800-234-9461 (toll free)
1-800-234-9461 (toll free)




405-657-1447 (direct)
405-657-1422 (direct)




agooch@omag.org 
mcoleman@omag.org 





DISCLAIMER:  SAMPLE POLICY – Each city must review and tailor the wording for their organizational structure.  

 SEQ CHAPTER \h \r 1EQUAL EMPLOYMENT OPPORTUNITY/NON-DISCRIMINATION POLICY
The City is committed to providing equal employment opportunities to all employees and applicants for employment.  There shall be no discrimination against any employee or applicant on the basis of race, ancestry, religion, gender, age, marital or civil union status, national origin, sexual orientation, place of birth, citizenship, veteran status, or disability, as defined and required by state and federal laws.  This commitment extends to every aspect of employment, including recruitment, selection, placement, training, compensation, promotion, transfer, layoff, recall and disciplinary action. The responsibility for administering this policy is delegated to Department Heads and Supervisors.

 PROFESSIONAL CONDUCT AND ANTI-HARASSMENT POLICY
The City is committed to establishing a professional and congenial work environment and will take reasonable steps to insure that the work environment is pleasant for all who work here.  All employees are expected to treat others with courtesy, consideration and professionalism. The City will not tolerate the harassment of any employee or any member of the public by any other employee, supervisor or customer.  Employees may not use epithets, slurs or other terms or language designed to threaten, insult, intimidate or show hostility to another.  Employees are prohibited from posting or circulating in the workplace any written or graphic materials or other objects that attack, defame, belittle, degrade or show hostility or aversion to any person or group of people. In addition, harassment for any discriminatory reason, such as race, gender, national origin, disability, age, religion or veteran status is prohibited not only by State and Federal laws but also by the policies of the City. The City prohibits not only unlawful harassment but other types of unprofessional and discourteous conduct.  Accordingly, derogatory, racial, ethnic, religious, age, gender, sexual orientation, sexual or other inappropriate remarks, slurs, "jokes," written material or actions will not be tolerated in the workplace.

Included in this prohibition is a prohibition against sexual harassment, which includes unwelcome sexual advances, requests for sexual favors, or any other visual, verbal or physical conduct of a sexual nature when:

1.
Submission to the conduct is made either implicitly or explicitly a condition of the individual's employment;

2.
Submission to or rejection of the conduct is used as a basis for an employment decision affecting the harassed employee; or

3.
The harassment has the purpose or effect of unreasonably interfering with the employee's work performance or of creating an environment which is intimidating, hostile or offensive to the employee.

Each employee must exercise his own good judgment to avoid engaging in conduct that may be perceived by others as harassment.  Forms of harassment include, but are not limited to, the following:

1.
Verbal: Repeated sexual innuendos, racial or sexual epithets, derogatory slurs, off-color jokes, propositions, threats or suggestive or insulting sounds;

2.
Visual/Non-Verbal: Derogatory posters, cartoons, telefaxes, drawings, suggestive objects or pictures, graphic commentaries, leering or obscene gestures;

3.
Physical: Unwanted physical contact including touching, interference with the individual's normal work movements or threatening gestures; and

4.
Other: Making or threatening reprisals as a result of a negative response to a harassing action.

Any employee or applicant who feels that he or she has been subjected to harassment or otherwise has been discriminated against due to his or her race, color, religion, national origin, gender, sexual orientation, age, disability or veteran status or who witnesses such harassment of or discrimination against another employee, should promptly report the incident.  A complaint form is available in the Personnel Office. Although employees are encouraged to discuss issues of alleged harassment or discrimination with their immediate supervisor, they may by-pass their immediate supervisor and report the incident directly to the Personnel Director. In the event the employee believes the Personnel Director is involved in the harassment or discrimination, the employee may bring the complaint to the attention of the City Manager.  Further, any supervisors who gains information concerning allegations of harassment or discrimination is to immediately report the same to the Personnel Department.  

All complaints of harassment or discrimination will be investigated.  In determining whether alleged conduct constitutes harassment or discrimination, the totality of the circumstances, the nature of the harassment and the context in which the alleged incidents occurred will be considered.  Except as deemed necessary to investigate and remedy violations, management will keep any complaint and the information revealed in the investigation as confidential as possible.

All employees are strongly encouraged to use the complaint procedures set forth herein if they believe they have been subjected to discrimination or harassment.  Before it becomes a serious problem and the conduct interferes with an individual’s work performance or creates a hostile environment, employees are encouraged to notify management of conduct that may violate this policy.  That will allow management time to address the situation.  

The initiation of a complaint, in good faith, will not be grounds for discipline.  It is a violation of the City’s policy for an individual to be disciplined or otherwise disadvantaged as a result of a good faith resort to this complaint procedure.  However, deliberately reporting false allegations may be considered as a form of harassment and may subject an employee to appropriate discipline.

If a person is determined to have violated this policy, the City will take appropriate action designed to prevent any further incidents of inappropriate behavior.  If necessary, this could include disciplinary action up to and including termination.  In addition, management and supervisory employees may face disciplinary action if they fail to take corrective action after becoming aware of the existence of harassment or discrimination, regardless of whether the victim has filed a formal complaint.
SAMPLE COMPLAINT FORM
Name of complainant:











Position with the City: 












Name and position of person allegedly violating City policies, including any claims of discrimination and/or harassment:













Date and place of occurrence:










Description of the event giving rise to the Complaint (Please use additional sheets as needed):

Name, address, position of any potential witnesses to the events:


































Date:





Signature of Employee:





Date:





Signature of Employer:






(Received by Employer)




    (Manager, Supervisor, Director, etc.)


