Equal Oppeortunity Policies Number EO-1
Policy Statement

The City of Gainesville recognizes its responsibility to the citizens and employees to
ensure equal opportunity and access to City services, programs, activities, and
employment for all qualified persons and to work to ensure diversity in its employment,
services, programs, and activities. The implementation of this Equal Opportunity Policy
is intended to identify programs and strategies to bring about positive and proactive
change in the workplace and work at ensuring diversity.

The City of Gainesville (hereinafter referred to as the City) has and will continue to
develop policies to afford equal opportunity and access to appropriate City services,
programs, and activities for all qualified persons to prohibit discrimination in employment
because of race, color, religion, gender, national origin, marital status, sexual
orientation, age, disability, or gender identity and to ensure the full realization of equal
opportunity and diversity through a positive continuing program of equal opportunity
throughout the City. The application of prohibitions of discrimination on the basis of
gender identity in City employment, public accommeodations, housing and credit
practices, as well as in other applicable services, programs and activities of the City,
shall be consistent with the applicable provisions of Chapter 8, Discrimination, of the
City of Gainesville Code of Ordinances.

Equal opportunity and diversity, however, can only be achieved through committed
leadership and committed administration of viable policies and procedures. It is through
the development and carrying out of effective policies and procedures that the concepts
of equal opportunity and diversity can become an integral part of the culture of the City
organization. The City shall promote equal opportunity and diversity through
nondiscriminatory practices by:

1. Recruiting, hiring, training, transferring and promoting persens in all job
classifications without discrimination based upon race, color, religion, gender,
national origin, sexual orientation, marital status, age, disability, or gender identity;

2. Ensuring that employment and promotion decisions are in accordance with equal
employment laws, policies, and procedures; and

3. Ensuring that all personnel! actions, benefits, and programs are administered without
discrimination.

4. Ensuring diversity in contracting, addressing any artificial, perceived or actual
barriers that may prevent vendors and firms from engaging in business opportunities

with the City, and may include providing preferences and incentives in the contractor
and vendor selection process to extent allowed by law and City policies.
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Policy Statement Policy EO-1

In addition, the City will make every good faith effort to identify, recruit, and employ
qualified applicants, including women and minorities. This policy does not imply that
anyone can be employed who lacks the qualifications.

The City encourages employee development for the purpose of facilitating internal
upward mobility through the promotion and transfer process. The City's internal training
program will provide training for all employees consistent with equal employment
opportunity laws, policies, and procedures. The City will also take action through the
adoption of a Plan that sets goals and objectives, which address underutilization of
groups within the City's work force. Underutilized job groups at @ minimum will be
determined by annual work force analysis. The policies, goals and objectives
established by the City shall be implemented through its administrative staff.

The City shall employ a full-time Equal Opportunity Director to direct the development
and implementation of a comprehensive Equal Cpportunity Program, adherence to
equal opportunity laws, policies, and procedures, and to develop strategies, training,
and workshops to ensure diversity in contracting, employment, services, programs, and
activities. This program shall apply to every Charter Officer and all employees working
under the Charter Officers.

In carrying out the responsibilities related to investigations, the Equal Opportunity
Director should make all reasonable efforts to ensure that investigations are supported
by factual information and impartial judgment. During the investigation of complaints,
the Equal Opportunity Director is neither an advocate for management nor for the
complainant._The Equal Opportunity Director serves as a neultral, fact-finding 3™ party.
The Equal Opportunity Director will work to ensure that Commission policies and
department policies and procedures are adhered to.

It shall be the responsibility of the City's Charter Officers, managers, supervisors, and
employees to assist the Equal Opportunity Director with implementation and adherence
to equal opportunity laws, policies, and procedures. Nothing in the City's policies or
procedures will abrogate the provisions of any collective bargaining agreement or the
City's responsibility to negotiate terms and conditions of employment.

It is the hope and intent of the City to reduce the City's liability to lawsuits, litigation, and
to resolve any problems, wherever possible within the City, before these problems are
taken to an outside agency or agencies.

The City of Gainesville believes in equal opportunity for all persons and the prompt redress
of complaints in a fair and impartial setting. It is the City's goal to foster an employment
atmosphere where all people are treated equalfy and fairly without discrimination based
upon race, gender, color, age, national origin, religion, sexual orientation, marital status,
disability, or gender identity. In this environment the City Commission believes that City
employees can cooperatively work together in the mutual interest of providing the highest
level of public service to the citizens of Gainesville. To assist in this regard, all officers
and employees of the City shall furnish to the Equal Opportunity Director any information
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and records within their custody and respond to any questions regarding powers, duties,
activities, organization, property and metheds of business that in the Equal Opportunity
Direcfor's opinion are required to perform an investigation and requisite duties, except as
prohibited by law. If such Charter Officer or employees fail to produce the
aforementioned access andfor information, the Equal Opportunity Director may call upon
the City Auditor to resolve the situation in whatever manner deemed appropriate.
Nothing in the City's policies or procedures waive either the confidentiality of any
document or any other exemption as provided by law.

To ensure that the Equal Opportunity Director stays in contact with the workforce, has
another avenue for assessing the needs of the workforce, and the proper framework to
ensure diversity throughout the organization, there shall be two Equal Opportunity
Adviseryr-advisory Committees-committees that shall be advisory to the Equal

Opportunity Director with regards to matters relating to Equal Employment-and-diversity
and equal opportunity. The twe commiitees will be comprised of one intemal (Employee

Diversity Advigory Comrnittee) and one external {Citizens Diversity and Inclusion
Advisory Committee).

The Citizens Diversity and Inclusion Advisory Committee shall:

* Provide guidance and recommendations to the Equal Opportunity Director as it

relates to Equal Employment Opportunity (EEO), Minority Business Enterprise

(MBE) program, Affirnative Action (AA), Smal Business Enterprise (SBE})
program, Disability programs and Diversity initiatives

= |dentify and evaluate issues related to the small, minority, wornen and service-
disabled veteran business contracting program

= Evaluate and provide assistance in implementing Section 504 of the
Rehabilitation Act of 1973 and the Americans with Disabilities Act and also advice

the Equal Opportunity Department Director on accessibility and utilization as it
relates to all City programs, services, activities and facilities.

= Provide advice on the Dismantling Prejudices and Biases Initiative

The Employee Diversity and Inclusion Advisory Committee shall consist of no more than
thirteen {13) members serving a two (2) vear term. In no event shall any member serve
more than four (4) consecutive years. The Cormmittee shall annually elect a chair and

vice chair and meet at least six (6} times per year.

sThe Employee

Diversity Advisory Comrmitiee Shall

I. Relay appropriate and pertinent information, discussed in Committee meetings to
co-workers; and
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2. Provide recommendations on Equal Employment Opportunity and Diversity issues
presented to them by the Equal Opportunity Director.

3. Assess, review, and approve Diversity Workplans for all departments. The Equal
Opportunity Director or designee will enforce the workplans to ensure sirategies are in
sync with overall goals reflecting diversity, equality and open competition.

From applications received and with input from the Equal Opportunity Director, the City
Manager and Gainesville Regional Utilities (GRU) General Manager shall appoint on an
annual basis members to the Egual-Opperunify-Advisery CommitiesEmplovee Diveristy

Advisory Committes. The City Maragere-Manager and/or GRU General Manager's
appeintments shall consist of a diverse group of at least seven (7) and no more than

thirteen (13) employees under the management authority of the City Manager and/or GRU
General Manager. A majority shall be non-management employees, at least one of whom
has been recommended by collective bargaining representatlves of employees reportlng

to the Clty Manager andfor GRU General Manager

General—Manager—The Emplovee Diversm(_nd Inclusmn Adwsorv Commlttee Equal
Opportunity-Advisery Commitiees-shall meet at least quarterly.

Effective Date: 08/28/00
Revised: 03/28/08
Revised: 09/04/08

Page 4 of 4



Equal Opportunity Policies Number EO-2

Charter Officers’ Duties Related to Equal
Opportunity Policy

The Charter Officers (In respect to their areas of responsibilities) shall:

1.

Review and approve/disapprove only those hires, transfers, demotions, and promotions
that are in compliance with equal opportunity laws, policies, and procedures.

Monitor subordinate management and supervisors to ensure, including through the use
of the performance evaluation and appraisal processes, adherence to and enforcement
of equal opportunity laws, policies, and procedures.

Assist the Equal Opportunity Director as needed in conducting investigations, and
review and evaluate investigation recommendations prepared by the Equal
Opportunity Director, and determine the final disposition of complaints and discipline
for employees under the control and/or direction of the respective Charter Officer.

Ensure that a complete copy of all discrimination complaints received from federal or
state agencies for programs under their authority are sent o the Equal Opportunity
Director and City Attomey as soon as they are received by the City, and involve the
Equal Opportunity Director in developing the City's response to such complaints.

Meet with the Equal Opportunity Director as needed, but no less than quarterly, to
discuss issues related to equal opportunity.

Assist the Equal Opportunity Director as requested in the coordination and
development of all training and initiatives related to diversity, sexual harassment,
Americans with Disabilities Act and other compliance and training issues related to
equal opportunity to address the City's equal opportunity knowledge and skills and
develop new skills for the City's work force to address future needs.

Assist the Equal Opportunity Director and the Human Resources Department as
requested in the development of a recruitment program or programs designed to meet
the City's goals.

Assist the Equal Opportunity Director as requested in reviewing hires, transfers,
demotions, out of class assignments of more than two (2) weeks, promotions, and
terminations as deemed necessary for compliance with equal employment laws,
policies, and procedures and assist as necessary to participate in the assessment and
review of the city's recruitment, appeintment, promotion, and other personnel
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10.

11.

12.

13.

14.

practices as they pertain to all employees and applicants at all levels of City
employment.

Assist the Equal Opportunity Director as requested in reviewing current and ail
proposed City employment policies, procedures, and job descriptions for compliance
with equal opportunity laws, policies, procedures, and guidelines (at a minimum to
include selection, recruitment testing, and applications).

Assist the Equal Opportunity Director as requested in providing technical assistance
to individual departments within the City that have individual Equal Opportunity
responsibilities above and beyond the City's overall Equal Opportunity Program.

Assist the Equal Opportunity Director as requested is the compilation of various equal
opportunity reports such as the EEO-4 report required of the City by state and federal
agencies and ensure that the City's computer network systems are producing
necessary reports as needed by the Equal Opportunity Director to ensure compliance
with equal opportunity laws, policies, rules and regulations.

Assist the Equal Opportunity Director as requested in reviewing current and all
proposed purchasing policies and procedures prior to approval, and in maintaining a
monitoring system(s) to review purchasing activities to ensure equal opportunity and
diversity in the awarding of City bids, contracts, contract extensions and amendments,
and all other purchasing related activities.

Assist the Equal Opportunity Director as requested in providing appropriate reports for
the purpose of reviewing the effectiveness of the City's Recruitment Plan and efforts
and the Minority Business Entemprise Plan and efforts,

Assist the Equal Opportunity Director as requested in developing comprehensive yearly
training for the City's managers, supervisors, and employees to keep them abreast of
changes in equal opportunity related laws, policies, and procedures, and in providing
an orientation to new employees on the Equal Opportunity program.

15. Ensure that all new and/or modified job descriptions and qualification requirements are

reviewed by the Equal Opportunity Director prior to use or posting

45:16. When reasonable, ensure all formal solicitaions are reviewed by the Egual

sheltered market opportunities or unbundling of coniracts providing opportunities for
logal srnall businesses.

| 46.17. Ensure that the Equal Opportunity Director or designee shall receive for review

current employment policies and procedures for equal opportunity compliance and shall
ensure that all new and/or modified polices and procedures pertaining to employment
are received for review by the Equal Opportunity Director or designee prior to approval,
implementation or change.

Effective Date; 08/28/00
Page 2 of 3



Charter Officers’ Duties Related To Equal Opportunity Policy Number EQ-2

Revised: 03/28/08
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Equal Opportunity Policies Number EO-3
Affirmative Actlion & Diversity Workforce Plans

The City will take positive results-onented approaches to ensure that its employment
practlces prowdes an et

Planegwtable grocess for aII emgloyees and aggllcants through a voluntagg Afﬁnnatw
Action Plan for both General Government and Gainesville Regional Utilities. All
departments shall also work with the Office of Equal Opporitunity to develop diversity
workforce plans ensuring egual opportunity, fairness and open competition for city
positions. The Equal Opportunity Director or designee, shall work to enforce all diversity
workforce plans. The Office of Equal Opportunity shall create reguirements and
contents for diversity workforce plans by all departments.

The City’s voluntary Affirmative Action Plans are developed annually in strict reliance upon the
Guidelines on Affirmative Action issued by the Equal Emploviment Opportunity Commission

(EEQC) (29 C.F.R. Part 1608). The Office of Equal Opportunity also utilizes guidance from
Article X1V of the Constitution of the United States of America, Title VI of the Civil
Rights Act of 1964 as amended, and Presidential Executive Order No. 11246 as

amended, and implementing regulations.

All efforts will be made to support a continuing program of self-evaluation and proactive
good faith efforts in develogmg volunta[! aff rmatlve actlon glans with asgrratlonal
targets. To that end, the City-Manage are-herebyr F

Equal Oggortunrty Director shall prepare an AfF n'natlve Actlon Plan annually and
present such to the City Commission. The Equal Opportunity Director shall work with
the Human Resources Dlrector or desmnee to obtaln the relevant data for both plans. A
= guired: The Equal Opportunity
Dlrector shaII also regurlarly ugdate the cltv commission on efforts within both General
Government and Gainesville Regional Utilities.

By undertaking such efforts, the City of Gainesville seeks to correct or eliminate any
policy, procedure, or practice which results in unfair advantages or denies equal
opportunity in employment to any group or individual.
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| Affirmative Action_& Diversity Workforce Pians

Effective Date: 07/12/98
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Discrimination, Harassment and Conduct

The City of Gainesville does not discriminate on the basis of race, color, gender,
age, religion, national origin, marital status, sexual orientation, disability, or
gender identity (protected characteristics) and will not tolerate any such
discrimination by or against its employees or citizens utilizing City services,
programs, and activities. This policy against discrimination applies to all aspects
of employment with the City, including recruitment, hiring, training, working
conditions, compensation, promotion, discipline and termination and all City
services, programs, and activities.

One type of discrimination occurs when the terms and conditions of an
individual's employment are based on these protected characteristics and not on
the qualifications and abilities of the individual to do the job. Examples of this
type of discrimination include basing hiring and firing decisions on the protected
characteristics of an individual and not offering available opportunities to an
individual because of a protected characteristic.

Another type of discrimination occurs when an individual is subject to harassment in
the work environment or while utilizing City services because of a protected
characteristic. As with any other form of discrimination, the City will not tolerate
inappropriate behavior by or against its employees based on a protected
characteristic. This includes inappropriate behavior by other employees, elected
and appointed officials, customers, vendors, contractors, or citizens coming into
the workplace.

Inappropriate behavior becomes acticnable in a court of law when it is severe or
pervasive enough to create a work environment that is hostile or abusive. However,
the City desires to provide for its employees and citizens utilizing its services an
environment that is free of all inappropriate behavior as described below as opposed
to tolerating the inappropriate behavior until it becomes severe or pervasive.

It is inappropriate for an employee or citizen to be subject to unwelcome speech,
conduct, or other behavior that interferes with the conditions of work or City
services and is based on one of the protected characteristics. Inappropriate
behavior includes such things as making insulting or derogatory comments based
on a protected characteristic, frequent teasing regarding a protected characteristic,
or any other behavior based on the protected characteristic of another may create
an intimidating, hostile, or offensive working or service environment.
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Inappropriate behavior based on gender may include not only the above, but such
things as unwanted physical touching, unwelcome sexual advances or requests for
sexual behavior, the display of sexually suggestive objects or pictures in the
workplace, and basing employment or service decisions on an employee's or
citizen's refusal to engage in sexual conduct.

Employees or citizens utilizing City services who believe that they are being
discriminated against or being subjected to inappropriate behavior or harassed,
whether by City employees, co-workers, supervisors, managers, elected or
appointed officials, may firmly and promptly notify the offender that the behavior
is improper or unwelcome. At the same time, or in the alternative, if the employee
or citizen does not desire to confront the offender, the employee or citizen may
notify any manager with whom the employee or citizen is comfortable discussing
the matter or may directly notify the Equal Opportunity Director of the situation. For
City employees, there is no requirement to adhere to the chain of command in
making complaints under this policy. Notices will be placed in appropriate work
and service areas notifying employees and citizens that they have a right to notify
the City's Equal Opportunity Director if they believe or have observed someone
being harassed or discriminated against.

The City will swiftly and thoroughly investigate any complaints brought to the
attention of management or the Equal Opportunity Director. In order for this to
occur, it is recommended that the complainant contact City management or the
Equal Opportunity Director as soon as possible. The investigation of the
complaint will be handled as confidentially as possible, taking into account the
desires of the complainant, the rights of the accused, the nature of the
investigation, and the need to take corrective or disciplinary action. If the City
determines that applicable policies, laws, or procedures have been violated, the
City will take appropriate corrective action, including, but not limited to,
disciplinary action, up to and including termination, or in the case of citizens,
necessary steps to prevent any inappropriate behavior.

Participants involved in the complaint investigation will be treated courteously. The
making of a good faith complaint shall in no manner be used adversely against the
complainant. The City will take corrective action that is effective and appropriate to
the circumstances, including, but not limited to, disciplinary action, up to and
including termination against any person attempting to retaliate against the
complainant, or in the case of a citizen, whatever legally appropriate steps are
necessary to prohibit retaliation.

All employees have an obligation to report observed discrimination or harassment so
that the City can take appropriate action. Supervisors and managers have an
obligation to report and take appropriate action in regard to discrimination,
harassment, or inappropriate behavior observed or reported. Such failure to report
observed discrimination or harassment may result in comrective action. Managerial
and supervising employees will be trained regarding their responsibility upon
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receiving a verbal or written complaint and their responsibility to advise the
complainant of available avenues to resolve the complaint. All new employees
will receive training as to this City's Equal Opportunity Policy. This Policy will be
distributed to employees and available in City workplaces. Copies of the Equal
Opportunity Complaint Policy and Procedures shall be available to employees and
distributed to the participants in an investigation.

As stated above, it is the City's policy to prevent and prohibit inappropriate
behavior based on an individual's protected characteristics whether or not the
behavior is severe or pervasive enough to become actionable in a court of law.
Thus, employees and managers are encouraged to deal with inappropriate
behavior as soon as it occurs so as fo prevent any similar behavior from
occurring. Managers and supervisors who have been made aware of prohibited
inappropriate behavior shall within three days communicate that information directly
{o the City's Equal Opportunity Department Director or designee for training and
compliance purposes. Employees engaging in inappropriate behavior may be
subject to counseling, discipline, or other corrective action regardless of whether
their behavior rises to the level of harassment or discrimination actionable in a court
of law. In the case of citizens utilizing City services who engage in inappropriate
behavior, they will be dealt with in accordance with any legal remedy available to
the City that may prevent the inappropriate behavior.

This policy applies to elected and appointed officials, managers, supervisors,
employees, contractors, or vendors. Employees of the City who violate this policy
will be subject to corrective action that is effective and appropriate to the
circumstances, including, but not limited to, disciplinary action, up to and
including termination. Elected and appointed officials, contractors, or vendors
whose actions are deemed to constitute violations of this policy will be dealt with
as provided for by law, contract, or other available means.

The Equal Opportunity Director or designee shall be responsible for formal and
informal investigations as requested or needed under this policy and shall be the
custodian of complaints filed under the Equal Opportunity Complaint Policy.

Effective Date: 08/28/00
Revised: 03/28/08
Revised: 09/04/08
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Retaliation Policy

The City of Gainesville has adopted an Equal Employment Opportunity Policy, an
ADA/Accommodations Disability-Policy, and a Discrimination, Harassment, and
Conduct Policy. In order to encourage and assist in the implementation of these
policies, it is important that City employees or citizens who bring to the City’s
attention apparent or real violations of these policies, or employees or citizens who
otherwise participate in the investigation or resolution of these matters, be protected
against retaliation for their good faith efforts in this regard.

Therefore, this policy prohibits retaliation by City officials, managers, supervisors, or
employees because they have engaged in protected activifies. For the purpose of
this policy, protected activity consists of:

1. Opposing a procedure or practice prohibited by the City's Equal Employment
Opportunity Policy, ADA/AccommodationsBieability Policy; Discrimination,
Harassment, and Conduct Policy; Title Vil of the 1964 Civil Rights Act; the
Equal Pay Act, or

2. Making a complaint, providing evidence, providing assistance in filing a
complaint; assisting or participating in any manner in an investigation,
proceeding, or hearing authorized under City policies or procedures relating to
the Equal Opportunity Complaint Policy, City's Equal Employment Opportunity
Policy, ADA/AccommodationsPisability Policy; Discrimination, Harassment,
and Conduct Policy, Title VIl of the 1964 Civil Rights Act; or the Equal Pay Act.
Retaliation prohibited by this policy would occur if.

A. An employee or citizen opposes a violation of the aforementioned policies or
laws, or participates in a proceeding brought under one of the policies
{protected proceeding},

B. Thersis an adverse action against the employee or citizen, and

C. There is a causal connection between the protected activity and the adverse
action taken against the employee or citizen.
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The following are some examples of how an employee or citizen might oppose a
violation of one of the aforementioned policies, or participate in a proceeding
brought under such:

1. Filing a complaint or otherwise making a complaint in accordance with City
policies andfor procedures or federal or state law regarding discrimination, or
harassment.

2. An employee or citizen refuses to participate in, condone or support a
discriminatory employment or service decision.

3. An employee or citizen makes a request for reasonable accommodation in an
employment or service situation, or proposes an accommodation to provide fair
access to facilities, programs, activities, or services for qualified individuals
who have disabilities.

An example of protected proceedings would be:

1. Making a complaint of discrimination in accordance with City policies and/or
procedures or federal or state law.

2. Providing evidence or festimony to an investigator in the course of
investigating such complaint,

3. Rendering a decision or providing advice during the investigation or resolution of
a complaint,

4. Providing assistance in the filing of a complaint.

The City will take corrective action that is effective and appropriate to the
circumstances, including, but not limited to, disciplinary action up to and including
termination of any City employee who retaliates against another employes or
citizen. The Equal Opportunity Department Director or designee shall be
responsible for formal or informal investigations as requested or needed under
this policy and shall be the custodian of all complaints filed under the Equal
Opportunity Complaint Policy.

Effective Date: 08/28/00
Revised: 03/28/08
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| Disability-PolicyADA & Accomodations Policy

In accordance with the Rehabilitation Act of 1973, Section 504, and the 1990 Americans

with Disabllities Act, inciuding changes made by the ADA Amendments Act of 2008

which became effective on January 1, 20089, re &
otherwise qualified person with a disability shall, solely by reason of the |nd|V|duaI S

disability, be excluded from participation in, be denied the benefits of, or be subject to
discrimination under any City program, service, or activity.

The Equal Opportunity Departrment Director_or desianee will work to ensure that in every
public area there is a posted a-hotice that states individuals have a right to file a complaint
with the Equal Opportunity Department if they believe their rights have been violated by
the City based upon a disability.

The Equal Opportunity Department Director or designee serves as the City’s ADA
Coordinator and will work to ensure the City's compliance with this policy. The Equal
Opportunity Department Direcicr or designes will serve as the City's liaison and render
assigtance to persons with disabilities or organizations advocating the needs of persons

with disabilities. [The Equal Opportunity Director or designee, shall create additional
administrative procedures to help carrout this poli gy,[rni

Covered Individuals

The City, in conformance with Title | of the Americans with Disabilities Act (ADA), requires
the falr treatment of quallfied mdnnduals wnth dlsabllltles Ardtsabled-persems-deﬁned-as

The ADA prohibits employment discrimination agalnst qualified disabled individuals, while
ensuring that employers can continue to require all applicants and employees, including
those with disabilities, to be able to perform the essential, non-marginal functions of the
job in question.

Title Il of the ADA applies to all state and local governments and all departments,
agencies, sgeclal purpose dlstncts, and other instrumentalities of state or local

overnment ("publi lies to all programs, services, or aclivities of public
entities., from adogtlon services to zoning regulation. Title 1l entities that contract with
other entities to provide public services (such as non-profit organizations that opsrate
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drug treatment programs or convenience stores that sell state lotiery tickets) also have
an obligation to ensure that their contractors do not discriminate against people with
disabilities.

Definitions:

This section iz | vide, so far "plai
English” ation of relevant legal hat are defined in the
habilitati 20US.C. 87 n ericans with Disabilitie:
42 U.5.C, § 12111). This section is not intended to change the meanings

assigned to these statutory terms. Persons seeking further explanation of

rms should con: al Employment Opportun
fssion’s "R ent the Egual E Islons
of the Americans with Disabilities Act,” 29 C.F.R. Part 1630,

B, Quallfi ividual with a Digability - A person who has 3 disabil

1 individual wit & disabliily If he or she is able to perform th
& ! /i f his or her job wi fthout a reasonable

idhddual with a disabl ADD b, pe

funiciions of a job, or enjoy egual access 1o the benefits and privileges of

employment, An accomimodation |s reasonable if it is effective in
rodudin: sired resut, and balan needs of the applicant or

employee and the City.
G. Undue Hardship — If a specific accommodation causes undue hardship,

the have to provide th lar accommodation.

Determination of undue hardship is always made on a case-by-case basis,
considering factors that include the nature and cost of the reasonable
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&l adation an: jmpact asonable dation on
DOL's operations.
H. ra Process — An i ive ass | Ible pre
ugh wh and th oyee ar appil ith a d i
i e reguest for modation i ocd faith identi

the employee's or applicant's precise limitations and reasonable

accommodations.

1. _ Essential Functions — Fssentia/ finetions are the fundamental job

dlurti the employm sition th lovee with a disability holds or

the applicant with a disability seeks. A function can be essential if, among
other things, the position exists spegifically to perform that function,

ere are a limited number of cther emploveas who could perform

function if it were assigned to them, or the function Is specialized and the

Ini it s hi on his or her ability to i
Extenuating Circumstan — Extenuatii urstanoes ctors
ould n blv ha anticipal I gvoided in 11!
L r cdation, n extenuating ci nee
time for ing a asonahk medation
nd ing the n CCOmMm: il be ! S
include: walting to receive medical documentation from a third party; or
aiting for e equipme. assist the empigvee; or u
ircumstan & delay in the mail
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Responsibilities of Participants in the Reascnable Accomodation Process

Equal O ity Director ignae

The OEQ Director or designee shall be nsible for:

1. Providing direction and guidance on the implementation of these

procedures;
articipati facilitatin riate, in meetn ith relevan
ram | regardin able accomm i U

vide mmod F ensure compliance with

policies and procedures;
aintalnin statist mmodsticn h
B n Resour: ctor or ee
The Human Resources Direchor or designee shall be responsible for;
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nsulting w dvisin i d other jgte officials th the
accommodation request process {o help determine whether requests for accomimodations
should be granted or denied;
., _Fadlitating the interactive pr inging supervisor, em and other
appropriate parties;
3. Consulting with the Risk ment Director ighee J11] Office an

appropriate officials in determining;
A. Whether the requestor is a qualified individual with & disability;
B._Whether to grant, deny, or provide an altemative to the requested accommodation;

and
€. Wh in the ca jal, the re mimedation an undue
hardship.

4, Identifying w! accomim j uests a i condu r

Risk I 1
e Risk Man nt Director or agency shall sponsible
for:
1. sulting with an ising supervisol other approf lals throughout the

accommodation request process to help determine whether reauests for accommodations
should be granted or denied;

2. Particlpating in th ractive pro with appropria

consuftation wi mpl H rvices vidi ical determination on all
reqyests;
4. Consuiting with the Human Resources Director or decianee, City Attormey's Office and other
al riate jals in d :
A er the estor is & gualified Individual with a disabilihy:
B. Whether to grant, deny, or provide an alternative fo the requested accommodation;
and
Whethe
hardship.
5. Identifying when accommaodation reguests are complicated hy worker's compensation daim or
gther medical considerations;
6. Maintaining records submitted by emplovees or applicants in connection with accommedation
uests, in er th i ith the con i uireme he Rehabllitatl
nd the Privacy Act of 1 5 i
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immed; ervisol n em who regu it}
ommodation shall be neible for:
Participating fn the | chive when mplo! uests a
rea le accom lon;
2. _Reporting all reguests for disability accommodatio e Egua
Opportunity Director;
3. Documenting reguests for accommeodation and the action taken.
. Ever in the absenc celvi wiitten re: the s tsor

should acknowledge and in to act on an oral request for

reasenable accommaodation and advise the employes io contact the
Egusl O nity Di T to document the request,

Requesiing an Accomodation and Understanding the Interactiv Process

A. Empl witl llities

To requ nable i, ign for a disabi an

should take the following steps:

1. mploye Id ma uest r in wiitin rE0! r th fami
member, fiiend, health professional or other representative i et | edlate
supervisor or the Egual Opportunity Director, If the request is made fo someone giher than
the immediate supervisor, that person must prom noti immediate supervisor of th
request. employee does not ne use th rds, ™ nable acco dation,”
may simply state in plain English that s/he needs an adj ent or cha at worlk; or in the
apnlication process due to the nature of his/her disability.

2. Iian mmodation Is needed to participate in a specific aoency activi € acco ation

nee OCCUT in Su nt time llow the employee requesting the accommodat
participate in the activity.
3. Within five (5) business days after making the reguest, the emplovee must complete and
» ¢ 5 B A 7 I REequUues F i L th E ' rt i Dirg

B. How the lity impairs the employee's abil rform the essential functions of
his or her job or to equal to the ben and leges of employment;
and

. __How the re d accommodation or any alte SCCOMIT jon would ail
him or 7 he essential function: or her j r to eni
benefits and privileges of the job,
. In cases where the of the lity and the need for an accommodation are
ohvious, or where the individual has not al rovided the City wil cien rmation

{0 substantiate that sfhe has a disahility and needs an accommodation, then the employea
shall promptly submit a limited medical release form and medical documentation to support
mmaodai pquest. Risk Manageme 2 ill provide additiona
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Disability Policy Number EQ-6

Appli i isabillti

To reguest a reasonal myncdation to Icipate in the application
an applicant sh: followings H

1. The applicant should make the request oraliy or in writing personally,
or through a representative, to the Equal Opportunity Director or
giher contact persen listed on the vacancy announcement, If the
request is made to someone other than the Equal Opporfunity

Di Y or reon i CANCY ann

that il neti E nity Di r

cther contact person of the request.

Within i after e request nt
ust com| il i fo the Equal j irector or
esignee a Rea mmodation R orm. Th

Egual Opportunity Director will send the reguest to the Human

Resources Director and appropriate parties for review, If the

applicant with disability reguires assistance with completing the form,
il fving the i vide the
assistance.
3. A icant who requests an ation must i
a. The nature, extent, and duration of the disability;

. How th ity | e applicant® erform
essential is or her job or al access
benefits and privil f employment; and

¢. How modation or fve
accommedation Id allow the applicant m the essential
functions of his or her job, or to enjoy the benefits and privileges
of the job.
mediately after an uests an tion, the

Human Resources Director or designee shall decide whether to grant
r deny the request or to r an alternative accomm fon.

in cases wh n the disabil for an

gecommedation are nek obvlous, or where the individual has not
already provided the agency with sufficient information to
substan that sfhe has a disability and needs an accomm fon,
then the applicant shall promptly submit a limited medical release
form and medl fon to modation
request.

6. The i s to occur i i ime to allow
appii il in the appl

Bulidj acility Accomm i uests

A. A citizen or em hall malke such reau i to the Equal
riunity Di r utilizing the Reasonable A odation
Request Form. The Fqual rtunity Director or designee shall sen
the request to the lead building official for review. The Equal Opportunity

Director may work with the City Attarney’s Office, Facilities Management,
Lead Buildin er al i
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Disability Policy Number EC-6

Accoming lon:

The City has a rioht to inguire inte an employee's medical condition in
order 1o dete eth pccommodation is appropriate. The Ci

=i = ~ =) L0 .0
may not request medical information where both the disability and need for
reasonable accommodation are chvious or where the indivi I
provided sufficient information o substantiate that sfhe has 2 disability and
needs an accommaodation.

A, _If the Risk Mapagement Director or designee determines that medical
documeptation is necessary, sfhe shall instruct the employee to execute
nd provi limited medical release form authaorizing the City to review
h foti. limited m | release form will be provided
the Risk Management Director or designese,
B. The employee shall prom rovide docurmnentation prepared by a
licensed medical professional explaining:
: and duration of the disahility;
2. how disabiifty affe ea’s abil rfor
ential functions of his or her jeb or fimits his or her abili nj
the benefits and privileges of the job; and (3) how the requested
a on will allow the employee to performn the essential
functions of his or her fob, or to enjoy the benefits and privileges of
the job.
ical mentation in support of the
it FCCom fon [ by the ndividual
reguesting the accomim fon.

B. An employee's fajlure to comply with his or her responsibllities under this

sectlon may constitute a fallure to participate In good faith in the
interactive process and may be a legitimate around for denying the
reasenable accommodation request.

isabili r to the Equal Opportunity Complai li
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Disability Policy Number EQ-6

| Access and Compliance

To ensure compliance in accordance with Section 504 of the Rehabilitation Act of 1973
and the ADA, the Equal Opporiunity Department Director shall work with the appropriate
City departments in conducting "self-evaluations” of City bulldings, services, programs, and
activities pursuant to federal regulations. The Equal Opporfunity Department Director shall
be responsible for coordinating with other affected City departments planning
implementation dates for a “Implementation/Transition Plan" which lists access bariers
and dates for corrective action.

The Equal Opportunity Department Director will also assist ths-Reglonal Transit-System;
semeavaib D ri-EleclcGrant-Cllse—ends all departments that are
required by the federal or state governments to submit a disability plan.

Navelonme - red amy atha

Monitoring and Reporting:

The Office of Equal Opportunity, in consultation wi n Resources, Risk
anagement and the City Attorney's Offi hall maintain summary statistics on
accomodations by the City including providing statistical information on the number, nature, and

Effective Date: 08/28/00
Revised: 03/28/08
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Equal Opportunity Policies Number EO-7

Equal Employment Opportunity Policy

It shall be the policy of the City to provide equal employment opportunities to all persons
regardless of race, gender, color, age, national origin, religion, sexual orientation, marital
status, disability, or gender identity, except as may otherwise be required by law.
Included in this policy are the goals. The Equal Opportunity Director or designee shall be
responsible for proposing and presenting amendments to this policy and for establishing
written procedures to implement this policy and its goals.

A Policy.

Goal.

All actions related to recruitment will be in accordance with equal
employment laws, policies, and procedures.

Ensure that the City does a thorough job in its recruiting efforts and has a
process for capturing the diversity of its applicant pool, specifically the race
and gender, and whether applicants meet the minimum requirements of the
job in question.

icy. All actions related fo interviewing and selection will be in accordance with equal

Goal.

C. Policy.

Goal.

D. Policy.

Goal.

employment, laws, policies, and procedures.

Ensure that the City has a process that does not discriminate, preclude or have an
adverse affect on any protected group by ensuring that there is no inappropriate or
unlawful criteria used in the interview and selection process.

All actions related to hiring will be in accordance with equal employment laws,
policies, and procedures.

Ensure that each hiring decision is reviewed before final approval fo ensure itis fair,
appropriate, and non-discriminatory.

All actions related to promotions will be in accordance with equal employment laws,
policies, and procedures.

Ensure that each promotion decision is reviewed before final approval to ensure it is
fair, appropriate, and non-discriminatory and in compliance with equal employment
laws, policies, and procedures.



Equal Employment Opportunity Policy Number EO-7

E.

Policy.

Goal.

Pdlicy.

Goal.

Policy.

Goal.

Policy.

Goal.

All actions related fo transfers will be in accordance with equal employment laws,
policies, and procedures.

Ensure that each transfer decision is reviewed before final approval to ensure it is
fair, appropriate, and non-discriminatory and in compliance with equal employment
laws, policies, and procedures.

All actions related to demotions will be in accordance with equal employment laws,
policies, and procedures.

Ensure that each demotion is reviewed before final approval fo ensure it is fair,
appropriate, and non-discriminatory and in compliance with equal employment laws,
policies, and procedures.

Training programs shall have established criteria for employee participation that are
non-discriminatory.

Ensure the participation of and facilitate the upward mobility of a diverse group of
employees within the City's employment system.

All employees, applicants, and citizens utilizing City services will be given the
opportunity to woice complaints of discrimination and/or harassment.

Ensure there is an avenue to receive and resolve complaints intemally and give the
City a mechanism for addressing concems of discrimination and/or harassment.

Effective Date: 08/28/00
Revised: 03/28/08
Revised: 09/04/08
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Equal Opportunity Policies Number EO-8
Equal Opportunity Compilaint Policy

The City is committed to maintaining a workplace free of discrimination, harassment, and
inappropriate behavior on the basis of race, color, gender, age, religion, national origin,
marital status, sexual orientation, disability, or gender identity (protected characteristics).
The City is responsible for ensuring that all actions dealing with personnel and
employment practices will be in accordance with equal employment laws, policies, and
procedures and that services, programs and activities will be in accordance with applicable
laws, policies, and procedures.

Employess and applicants for employment and citizens utilizing City services will be given
the opportunity fo voice complaints of discrimination, harassment, or inappropriate
behavior. Such complaints will be given prompt and full consideration and every effort will
be made to resclve them rapidly. Employees, applicants, or citizens registering
complaints of discrimination, harassment or inappropriate behavior will be free from
reprisal, harassment, intimidation, or retaliation. The receipt, investigation and resolution of
complaints shall be in accordance with equal opportunity laws, policies, and procedures.
The Equal Opportunity Department Director shall develop procedures for investigation of
complaints.

An employee, applicant, or other individual maintains the right to file a complaint with an
outside agency or to use existing coIIectlve bargammg proeedures as appllcable at any
stage in the complalnt process = - ght-fe

In carrying out the City's formal or informal Equal Opportunity Complaint investigations, all
information either received, solicited, or compiled during the course of said investigation,
whether in written, oral, or other form, will be protected and remain strictly confidential to the
extent allowed by Florida law. All City employees are required to cooperate fully with the
Equal Opportunity Department during any formal or informal investigation.

_. - -| Formatted: Font color: Red



Equal Opportunity Complaint Number EQ-8

Formal Complaints:

L.

The affected employea or citizen will complete a "Complaint of Discrimination”
form in the Equal Opportunity Department within one hundred-eighty (180) days
of the employee's or citizen's knowledge of the alfeged act of Discrimination.

The Charter Officer or designee will have ten (10) working days from receipt of the
complaint and request in which to provide information and/or documents requested
by the Equal Opportunity Department Director. Any additional requests for
information and/or documents should be complsted within the timeframe specified
by the Equal Opportunity Department Director. The response deadlines may be
extended by the Equal Opportunity Department Director.

The Equal Opportunity Department Director or designee, may work alone or in
conjunction with other investigator (s) selected by the Equal Opportunity
Department Director to conduct a formal investigation of the alleged charges,
which may include an informal hearing of persons involved, and on-site interviews
of other employees who may have witnessed the alleged discriminatory act(s). If
other investigators are used, they will work under the direction and supervision of the
Equal Opportunity Department Director or designee and all investigative plans,
interviews, requests for information, work, and scope of work will be coordinated
and approved through the Equal Opportunity Department Director or designee. All
reports of the investigator{s) will be submitted to the Equal Opportunity Department
Director or designee.

The complainant and the alleged discriminating party may give a list of witnesses fo
be interviewed by the Equal Opportunity Department Director or other investigator(s)
in suppoert or denial of the charge(s) of discrimination. Also, any documents related
or pertinent to the allegation(s) should be submiited to the Equal Opportunity
Department Director or designee.

Prior to completing the final written investigation report, the Equal Opportunity
Department Director will meet with the Charter Officer or designee and will consult
with the City Attorney's Office regarding the preliminary results of the investigation.
The Charter Officer or designee will be allowed to present additional information.

Upon completion of the investigation, the Equal Opportunity Department Director
will submit a written investigative report of findings directly to the Charter Officer. If
the complaint makes personal and direct allegations against a Charter Officer, the
written investigative report will be submitted to the City Commission by the Equal
Opportunity Department Director and the City Auditor.

If the complaint is against an employee working under the Charter Officer, the
respective Charter Officer will meet with the Equal Opportunity Department Director
to discuss the complaint or report. The Charter Officer will issue a written response
directly to the Equal Opportunity Department Director and the complainant within
fifteen (15) working days after receipt of the Equal Opportunity Department
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Equal Opportunity Complaint Number EQ-8

Director's written investigative report.

Investigation Coordination;

If the investigation will be conducted by external investigators, the Equal Opportunity
Department Director shall prepare the necessary paperwork and develop any evaluative
criteria to be used. The Equal Opportunity Department Director shall be responsible for
selecting the investigator(s). The Equal Cpportunity Department Director shall receive the
report(s} of the investigator(s) and ensura that any contractual terms have been fulfilled.
Funds for contracting with external investigators will be allocated in the Equal Opportunity
Department's budget.

informal Complaints:

informal Complaints are complaints that have not been notarized. An employee/applicant or
citizen who believes that hefshe is the victim of discrimination may informally contact the
Equal Opportunity Department Director or designee or a supervisor or manager. The Equal
Opportunity Department Director or designee will attempt to resolve the issue or concem, if
necessary.

Confidentiality of Negotiations for Resolution;

During formal negotiations for resolution of formal or informal complaints, offers and
statements made by parties shall not be used by or against either party if resolution attempts
fail. Parties invelved in resolution attempts should be given the opportunity to explore
reasonable avenues of relief.

Effective Date: 06/26/00
Revised: 03/28/08
Revised: 09/04/08
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