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COLORADO RIVER COMMISSION OF NEVADA
POLICY STATEMENT
k -ON ‘
SEXUAL HARASSMENT AND DISCRIMINATION POLICY

PURPOSE

This pollcy aligns with the entire State of Nevada Executive Branch Sexual Harassment
and Discrimination Policy dated April 18, 2018 (Policy). :

“The purpose of this Policy statement regarding sexual harassment and
discrimination 18 to clearly express the position of the State of Nevada that all
employees have the right to work in an environment free from all forms of
discrimination and conduct which can be considered harassing, coercive or
disruptive. Sexual harassment and discrimination are forms of misconduct that
undermine the integrity of the employment relationship. No employee, either male
or female, should be subjected to unsolicited and unwelcomed sexual overtures or
conduct, either verbal, written (including digital media, i.e., emalil, text or digital
photos or graphics) or physical. No employea should experience discrimination in
hiring, promotion, discharge, pay, fringe benefits, job training, classification,
referral, and other aspects of employment. Sexual harassment and discrimination
are personally offensive, debilitate morale, and, therefore, interfere with work
effactiveness. An employee who engages in discriminatory behavior, or behavior
that constitutes sexual harassment, may he subject to disciplinary action up to and
Including dismissal.”

AUTHORITY & REFERENCES

Executive Order 2019-01 signed and dated by the Governor on January 7, 2019.
NAC 284.496 Classes and fraining concerning prevention of sexual harassment.
Title V1| of the Federal Civil Rights Act of 1964, and NAC 284.496.

SCOPE

This policy applies to ail employees working under the authority of or within the '
Colorado River Commission of Nevada.

Effective: 3/1/19
Revision: NfA




POLICY

Governor appointed Commissioners and all employees when first appointed or hired, will
read the cutrent policy and complete the acknowledgement form within 30 days of their
appointment or hiring. Each year, thereafter, each Commissioner and employee of the
CRCNV, will review the policy and complete the acknowledgment form on an annual
basis.

All new empioyees will complete the mandatory training requirements for Sexual
Harassment Prevention within the first 6 months of State employment and avery 2 years
after successful completion through a course offered oniine (NVelearn.)

RESPONSIBILTY
A. EMPLOYEE

All employees are to have the completed forms signed by their supervisor and given to
the Office manager annually.

B. MANAGERS AND SUPERVISOR

Ensure that all employees that directly report to assigned groups has successfully
completed and complied with this policy.

POLICY COMMUNICATION

This policy will be communicated to all employees and an employee should ask for
clarification as needed.

POLICY EXCEPTION

None,

This policy is not a substitute for relevant law or regulation nor does it establish rights
beyond those provided in law and regulation. This policy is intended to be used in
conjlinction with the policy and law of the State of Nevada, Title VIl of the Federal Civil
Rights Act of 1964, and NAC 284.496. -
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State of Nevada
Executive Branch

SEXUAL HARASSMENT AND DISCRIMINATION
POLICY

Sexual harassment and discrimination based on race, color, national origin,
religion, sex, age, disability, pregnancy, gexual orientation, genetic information,
gender identity or expression, domestic relations! or compensation or wages? in
any term, condition or privilege of employment ave violations of State and/or
federal law.

L

II,

PURPOSE

The purpose of this Policy statement regarding sexual harassment and
digerimination is to clearly express the position of the State of Nevada
that all employees have the right to work in an environment free from all
forms of discrimination and conduct which can be considered harassing,
coercive or disruptive.

Sexual harassment and discrimination are forms of misconduct that
undermine the integrity of the employment relationship, No employee,
either male or female, should be subjected to unsolicited and unwelcomed
gexual overtures or conduct, either verbal, written (including digital
media, i.e., email, text or digital photos or graphics) or physical. No
employee should experience discrimination in hiring, promotion,
discharge, pay, fringe benefits, job fraining, classification, referral, and
other aspects of employment, Sexual harassment and discrimination are
pexsonally offensive, debilitate morale, and, therefore, interfere with
work effectiveness. An employee who engages in discriminatory behavior,
or behavior that constitutes sexual harassment, may be subject to
disciplinary action up to and including dismissal.

COVERAGE

"This Policy is intended to be applicable to all State employees, officers,

appointees such as board members, and volunteers in the exscufive
branch of government. All elected officers are encouraged to adopt this
Policy within their agencies.

1 AB 220 (2017); AB 227 (2017).
2NRS 618,330,
1 Revised 4/18/18




IIL.

RESPONSIBILITY

A,

Sexual harassment and discrimination, whether committed by a
supervisor, coworker, or member of the public is specifically
prohibited as unlawful and against State policy. Appointing
authorities are responsible for taking immediate and corrective
action in response to complaints, regardless of whether the specific

~gots complaingd of ‘wers sanctionéd or “gpecifically forbidden and” T

regardless of the manner in which the appointing authority
becomes aware of the conduct.

Appointing authorities must ensure that each employee is provided
with a copy of this Policy informing them that sexual harassment
and discrimination are prohibited conduct and will not be tolerated
or condoned. All employees will acknowledge receipt and
understanding of the Policy through a signed statement.

All new employees, officers, appointees, board members and
volunteers in the executive branch shall attend sexual harassment
prevention training within six months of their appointment.
Thereafter, employees are required to complete sexual harassment
prevention refresher training once every two years.

Managers and supervisors are also required to attend additional
training related to equal employment opportunity within
12 months of supervisory appointment and every three years
thereafter.

Appointing authorities shall advise all employees of their
vesponsibility to report incidents of sexual harassment and
diserimination.

Appointing authorities shall designate employses within each
agency to act as coordinators for the reporting of complaints of
sexual harassment or discrimination and will notify employees and
the Sexual Harassment/Discrimination Investigation Unit of the ’
coordinator’s name and contact information.

Supervisors shall have a complete understanding of this Policy.
Supervisors who willfully disregard incidents of sexual harassment
or discrimination by subordinates may be subject to discipline.
Supervisors are responsible for ensuring their employees have
received training as outlined in this Policy.
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H.

It is the responsibility of appointing authorities to make sure their
agencies are in full compliance with this Policy and associated
legal guidelines,

IV. STATE EMPLOYEES RIGHTS AND RESPONSIBILITIES

A,

Employees are entitled to work in a workplace free of sexual
harassment and discrimination.

Employees are responsible for ensuring they do not sexually harass
or discriminate against any other employee, client, applicant for
employment, or other individual(s).

Employees are responsible for cooperating in the investigation of
any complaint of alleged sexual haragsment or discrimination.
Employees are additionally responsible for cooperating with the
efforts of their agency, division, board or commission to prevent
and eliminate sexual harassment and discrimination and for
maintaining a working environment free from such unlawful
conduct. Pursuant to NAC 284.650, failure to participate in any
investigation of alleged diserimination, including without
limitation, an investigation of sexual harassment is cause for
disciplinary action.

V. LEGAL DEFINITIONS AND GUIDELINES

A,

NAC 284.771 specifies that sexual harassment violates the policy
of this State and is a form of unlawful discrimination based on sex
under State and federal law. An employee shall not engage in
sexual harassment against another employee, an applicant for
employment, or any other person in the workplace.

Qexual harassment is a very serious disciplinary infraction. An
appointing authority may impose harsh disciplinary sanctions on
persons who commit sexual harassment, even on firgt-time
offenders.

As used in Section 703 of Title VII of the Civil Rights Act of 1964,
“sexual harassment” means unwelcome sexual advances, requests
for sexual favors, and other verbal or physical conduct of a sexual
nature when:

1, Submission to such conduct is made either explicitly or
implicitly a term or condition of & person’s employment; or
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2. Submission to or the rejection of such conduct by a person is
used as the basis for employment decisions affecting that
person; or

3. Such conduct has the purpose or effect of unreasonably
interfering with a person’s work performance or creating an
intimidating, hostile or offensive work environment.
20 C.F.R. § 1604.11.

C. Equal opportunity with regard to the terms, conditions and
privileges of employment is mandated under Title VII of the Civil
Rights Acts of 1964, the Americans with Disabilities Act of 2008,
the Age Discrimination in Employment Act of 1967, the Equal Pay
Act of 1963, Genetic Information Nondiscrimination Act of 2008,
NRS 631,330, NRS 281,370, and numerous sections of Chapter 284
of the NRS which address the State’s Personnel System.

D.  The State of Nevada is an equal opportunity employer and does not
discriminate against job applicants or employees based on race,
color, religion, sex, national origin, disability, age, pregnancy,
gexual orientation, genetic information, gender identity or
expression, domestic relations, or compensation or wages,

E. Federal law prohibits retaliation against employees who bring
gexual harassment or discrimination charges or assist in
investigating such charges. Any employee making sexual
harassment or discrimination complaints or assisting in the
investigation of such a complaint will not be adversely affected in
terms or conditions of employment, nor discriminated against,
disciplined or discharged because of the complaint,

V., PROCEDURE
A. Employee

1. Employees who believe they have been subjected to or
witnesssd sexual harassment or discrimination are
encouraged to advise the person believed to have engaged in
soxual harassment or discrimination that the conduct is
unwelcome, undesirable or offensive. If the employee elects
not to confront the alleged havasser or if the conduct
persists after an objection, the employee shall report the
incident to their supervisor ox next level authority, or the
employee may elect to report the incident as set forth below,
Employees will be asked to complete a complaint form.
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Employees may report incidents of sexual harassment or
discrimination (a) to the coordinaftor within their agency
designated to receive such complaints, or (b) by filing a
complaint in NEATS on the Home Page, under Personal
Tasks, ‘“Pile a Sexual Harassment or Discrimination
Complaint,” or (¢ by completing an NPD-30 Sexual
Harassment or Discrimination Complaint Form located
on the Division of Human Resource Management website, or
(d by calling the Division of Human Resource
Management’s Harassment/Discrimination Hotline at
(800) 767-7381. Employees are always entitled to consult an
attoiney or labor represéntative or to report the incident o
the Nevada Equal Rights Commission or the Equal
Employment Opportunity Commission.

Employees should give the completed complaint form and
any supporting documentation to the coordinator designated
within their agenéy to receive such complaints or to the
assigned investigator(s).

B. Appointing Authorities -

1,

After receiving notification of an employee’s complaint, the
appointing authority shall promptly notify the agency's
assigned personnel, "Deputy Attorney General or staff
counsel assigned to represent the agency pursuant to State
Administrative Manual § 1702 (legal counsel) and the
Division of Human Resource Management's Sexual
Harassment/Discrimination  Investigation Unit. The
agency coordinator will complete the complaint intake
report and obtain a completed copy of the complaint form
from the employee filing the complaint. The coordinator will
forward a copy of the completed intake report to the agency's
legal counsel and the Sexual Harassment/Discrimination
Investigation Unit, along with any supporting
documentation. The agency coordinator may also submit
the complaint via NEATS,

The investigator will begin the investigation as soon as
witnesses are available.
Investigations will be conducted as discreetly and with as

Little disruption to the workplace as possible. All information
gathered in an investigation will be kept confidential, and
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C.

the confidential nature of the investigative process will be
conveyed to the complainant, the accused and each witness,

The investigator will prepare a written report of findings,
which will be submitted to the appointing authority, the
agency's legal counsel, and the agency’s chief personmel
officer. The ultimate decision for remedial action ig the
responsibility of the appointing authority; however, the
investigative staff may suggest mediation services, if
appropriate.

After the investigation hias been completed, the appointing
authority will review the findings and recommendations
and determine the appropriate resolufion of the case., If
warranted, the agency, after consultation with their legal
counsel, may take- disciplinary action up to and including
termination. The agency shall retain a written record of the
findings of the investigation and the resolution of the
complaint as confidential records.

At the conclusion of the Division of Human Resource
Management's Sexual Harassment/Discrimination
Investigation Unit's investigation, the Division of Human
Resource Management will notify the complainant in writing
that the investigation was completed and forwarded to their
agency for review, The agency, in consultation with their
assigned legal counsel, shall notify both the complainant and
the accused in writing at the conclusion of their
administrative review. A copy of the Notification letter that
ia sent to the complainant and/or accused must be sent to the
Sexual Harassme.ntlDiscriminal:ion Investigation Unit for its
files. Additionally, the agency shall take whatever corrective
action it deems appropriate following consultation with its
legal counsel, Corrective action that involves discipline of the
accused is confidential pursuant to NAC 284,718 and must

not be disclosed except as authorized pursuant to NAC
284.728.

Complaint Submitted Throﬁgh the Hotline

1.

When an employee transmits a complaint of sexual
harassmerit or discrimination through the State hotline, the
Sexual Harassment/Discrimination Investigation Unit will
complete the initial intake report andfor submit the
complaint in NEATS.
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The agency coordinator will be notified of the complaint via
NEATS.

The investigati'on. will then proceed as described for

complaints submitted to appointing authorities (see Item VI-
B). L
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CATHERINE BYRNE, CPA STATE OF NEVADA LORI HOOVER, CPA
Controller Chief Depiity Conirolfer

OFFICE OF THE
STATE CONTROLLER

MEMORANDUM

DATE: March 1, 2019

TO: The Honorable Aaron Ford, Attorney General

FROM: The Honorable Catherine Byrne, Controller ﬂ%

Pursuant to Executive Order 2019-01, establishing the Governor's Task Force on Sexual
Harassment and Discrimination Law and Policy, the Nevada State Controller’s Office (SCO) is
submitting this report on SCO’s policies, procedures, and training protocol.

SCO's policies comply with the Executive Branch Sexual Harassment and Discrimination Policy.
5CO tracks employees’ trainings and notifies employees when trainings are due to be completed.
The training employees receive is a course in Sexual Harassment Prevention accessible through
NVelearn system. All SCO employees are current with the required Sexual Harassment
Prevention and Equal Employment Opportunity for Managers and Supervisor.

State Capitol Grant Sawyer State Office Building
101 N. Carson Street, Suite 3 555 E. Washington Avenue, Suite 4300
Carson City, Nevada 89701-4786 Las Vegas, Nevada 89101-1071
{775) 684-5750 (702) 486-3895
Fax (775) 684‘5696 www'controner.nvlgov FaX (702) 486'3896
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STEVE SISOLAK
Governor

JAMES R, LAWRENCE
DOMINIQUE ETCHEGOYHEN
Deputy Directors

BRADLEY CROWELL
Director

State Historic Preservation Office
Nevada Natural Heritage Program
Conservation Districts Program
Sagebrush Ecosystem Program
Off-Highway Vehicles Program

Division of Environmental Protection
Division of Water Resources
Division of Forestry
Division of State Parks
Division of State Lands

Office of the Director
901 8. Stewart Street, Suite 1003 /Carson City, Nevada 89701
Phone: 775.684.2700/Fax: 775.684.2715
www.denr,nv.gov

Nevada Department of Conservation and Natural Resources

February 28, 20138

Attorney General Aaron Ford
Office of the Attorney General
100 North Carson Street
Carson City, NV 89701

RE: Executive Order 2019-01, Establishing the Governot’s Task Force on Sexual Harassment
and Discrimination Law and Policy

Attorney General Ford,

The Nevada Department of Conservation and Natural Resources (NDCNR) submits this report in
response to Section 1 of Governor Sisolak’s January 7, 2019, Executive Order 2019-01 (EO
2019-1), Establishing the Governor’s Task Force on Sexual Harassment and Discrimination Law
and Policy. In accordance with EO 2019-1, NDCNR has reviewed its policies, procedures,
orientation and training protocol for compliance with the State of Nevada Executive Branch
Sexual Harassment and Discrimination Policy, as revised on April 18, 2018. As requested,
following is a report regarding the NDCNR’s policies, procedures, and training protocol.

Background

The NDCNR is composed of the following seven divisions:
s Nevada Division of Environmental Protection (NDEP)
e Nevada Division of Forestry (NDF)
Nevada Division of State Lands (NDSL)
Nevada Division of State Parks (NDSP)
Nevada Division of Water Resources (NDWR)
Nevada Office of Historic Preservation (NSHPO)
Nevada Natural Heritage Program (NNHP)
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The NDCNR Director’s Office also manages three statutory programs:
¢ Nevada Conservation Districts Program (NCDP),
e Nevada Off-Highway Vehicles Program (NOHVP)
¢ Nevada Sagebrush Ecosystem Program (NSEP)

The NDCNR statutorily houses the following twelve boards, commissions, committees, and
councils:
e Board for Financing Water Projects
Board to Review Claims
State Lands Board of Review
Well Driller’s Advisory Board
Commission for Cultural Centers and Historic Preservation
Commission on Off-Highway Vehicles
Comstock Historic District Commission
State Conservation Commission,
State Environmental Commission
Sagebrush Fcosystem Council
Nevada Land Use Planning Advisory Council
Executive Council of the Land Use Planning Advisory Council

Policies and Procedures

NDCNR has implemented and is operating under the State of Nevada Executive Branch Sexual
Harassment and Discrimination Policy, revised April 18, 2018. The Nevada Division of Human
Resource Management (DHRM) distributed the revised policy to all Executive Branch agencies
on April 20, 2018. The NDCNR Director’s Office distributed the new policy the same day with
instructions to all Department leadership for dissemination and compliance by all supervisors and
employees, NDCNR also began immediately obtaining employee acknowledgements of the
revised policy, and placing updated sexual harassment and discrimination posters in work
locations that could be easily viewed by NDCNR employees throughout their places of work,

NDCNR’s Prohibitions and Penalties, a guide for NDCNR employees, has been approved by the
State Personnel Commission, and expressly addresses sexual harassment and discrimination in
the following sections:

A. FRAUD IN SECURING APPOINTMENT OR FAILURE TO SIGN REQUIRED
HIRING DOCUMENTS
3. Upon hire, refusal to sign the Acknowledgement of Receipt of the Governor’s Policy
against Sexual Harassment and Discrimination, or any other required document.

I. OTHER ACTS OF MISCONDUCT OR INCOMPATIBILITY
5. Engaging in sexual harassment as defined in NAC 284, the Governor’s policy, or
departmental policy against another employee, a client, or any other person in the
workplace.



Orientation Protocol

NDCNR’s hiring and orientation process ensures that all new NDCNR employees, officers,
appointees, board members, and volunteers are provided with a copy of the State of Nevada
Executive Branch Sexual Harassment and Discrimination Policy, as revised April 18, 2018,
informing them that sexual harassment and discrimination are prohibited conduct and will not be
tolerated or condoned. All new NDCNR employees, officers, appointees, board members, and
volunteers are required to sign a Sexual Harassment and Discrimination Policy
Acknowledgement. The Acknowledgement is also signed by the employee’s supervisor, and sent
to DHRMs Central Records for placement in the official employee file.

In its review, NDCNR discovered some divisional inconsistencies. For instance, although all
divisions use a Personnel Paperwork Checklist to ensure new hires and agency transfers receive
all necessary paperwork, some of NDCNR’s divisions use slightly different hiring checklists. To
ensure consistency, NDCNR is reviewing all divisional checklists and developing a single master
New Hire and Transfer Checklist to be used department-wide.

NDCNR also discovered that some divisions provided additional information, such as copies of
DHRM’s Preventing Sexual Harassment in the Workplace Employee Guide for State of Nevada
Executive Branch Agencies, and DHRM’s Employee Reference Guide, which provides
information on the Employee Assistance Program, Employee Dispute Resolution Mediation
Program, Employee Dispute Resolution Grievance and Appeal Procedure, Nevada Equal Rights
Commission, U.S, Equal Employment Opportunity Commission, and Equal Employment
Opportunity Office. Both guides include important and helpful information; therefore, NDCNR
will be providing both guides to all new employees, officers, appointees, board members, and
volunteers.

Training Protocol

NDCNR’s managers and supervisors ensure that all NDCNR employees complete their
mandatory 6-month and two-year Sexual Harassment Prevention training courses. In an effort to
track sexual harassment training for every employee, each division maintains its own excel
spreadsheet(s) to document the date on which the sexual harassment training was most recently
completed, and the date on which the next sexual harassment training is due. This is a very time
intensive manual process. Through the Silver State Modernization Approach for Resources and
Technology in the 21st Century (SMART 21), NDCNR recommends developing an automated
process that: (1) sends reminders to employees of their upcoming/past due training requirements;
and (2) sends training reports to supervisors. Automated reminders would create a much needed
statewide efficiency and would help ensure training compliance.

Hiring Matrices

NRS 613.330(1)(a) states that it is untawful to, . . . discriminate against any person with respect
to the person’s compensation, terms, conditions or privileges of employment, because of his or
her race, color, religion, sex, sexual orientation, gender identity or expression, age, disability or
national origin.” NDCNR is careful not to discriminate against any person, so much so that it has




worked hard to prevent perpetuating any form of discrimination that might have existed before an
employee was hired by the State. For instance, when hiring employees and making accelerated
hire requests, NDCNR does not rely exclusively upon a previous employer’s compensation
practice, as such practice could unintentionally result in the State perpetuating a discriminatory
compensation practice by a previous employer. Rather, NDCNR updated its accelerated hiring
practices by developing accelerated hire matrices based solely on education and relevant
experience. The implementation of these hiring matrices has removed NDCNR’s ability to make
arbitrary and capricious salary decisions. By using matrices, NDCNR has set forth firm standards
for each position that apply to every new hire based on education and work experignce. As such,
NDCNR has removed the ability, whether intentionally or unintentionally, to discriminate against
any new hire with respect to compensation.

Personnel Officer

Lastly, but importantly, NDCNR has accomplished the above despite the lack of a department-
wide Personnel Officer. NDCNR is the largest state agency without a dedicated, senior level
position focusing on department-wide human resource and personnel issues. With over 1,000
employees (full time, patt time, seasonal, and interns), officers, appointees, and volunteers, the
lack of a department-wide Personnel Officer represents an ongoing challenge and increasing
vulnerability with respect to NDCNR’s ability to fully, effectively, and consistently implement
critical policies such as Sexual Harassment and Discrimination, and other important State
policies. As ever-changing human resource tasks, laws, rules, and regulations become more
robust and complex, the lack of a Senior Personne!l Office has proven increasingly challenging.
In the meantime, these department-wide responsibilities have largely fallen on NDCNR’s Deputy
Director, who is not a human resources professional. NDCNR's lack of a Personnel Officer
contrasts with other departments of similar size, and has resulted in inconsistencies across
NDCNR’s divisions and programs. NDCNR has previously requested a Personnel Officer 3, but
the position ultimately has not been included in previous Administration budget requests to the
Legislature.

NDCNR appreciates the attention of the Governor’s office and Attorney General’s office to
ensure compliance and accountability of the State’s updated Sexual Harassment and
Discrimination Policy.

Please do not hesitate to contact me should you have any questions regarding information
outlined in this letter or require any additional information specific to NDCNR’s policies,
procedures, and training protocol.
Sincetely,

ot ]

Dominiquﬂ M.(Btc%é’oyhen, Deputy Director
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Vicld J. Beavers

From: Brian W. Boughter <bwboughter@detr.nv.gov>

Sent: Thursday, February 28, 2019 2:04 PM

To: Jessica L. Adalr

Ce: Dennts Perea; Tiffany Tyler-Garner

Subject: RE: Response requestad: Governor's Task Force on Sexual Harassment and

Discrimination Law and Policy

Hello from DETR Jessica,

DETR Is pleased to report that the Sexual Harassment and Discrimination Law and Policy distributed to all employees is
the Aptil 18, 2018 revision in compliance with Executive Order 2019-01.

Saction 1 of the Executive Order - DETR’s Anti-Discrimination and Sexual Harassment Prevention Policy and Procedures
mirrors the state policy. All new and transfer-in DETR employee’s attend the new hire orlentation, where each
employee is given a copy of the state and DETR policies and signatures of receipt are obtalned for each, Also, included
in the orientation is the document, “Discrimination is against the Law” and on that document, which also is signed,
identifles the agency EEQ Officer’s contact Information, {address, phone number and e-mall address) for anyone that
needs to speak regarding any DETR concerns related to sexual harassment and/or discrimination.

State of Nevada SH Policy — Section iit — Responsibility

DETR takes immediate and corrective action on all complaints.

New hire orientation Issues both state and DETR policies and obtain signatures of receipt.

All DETR employees attend SH prevention training within the first 6 months of employment,

Supervisars attend the required additicnal training.

In DETR policy to report SH and discrimination.

All employees slgn the recelpt of “Discrimination is against the Law” with my information. DSHM knows to

contact the agency EEO Officer when a complaint is received at the state level.
. DETR's Training Unit ensures compliance of training requirements.
H, The Appointing Authority monitors compliance.

mmg oW

Best Wishes,

Brian Boughter
Personnel Officer [l
DETR

P

From: Jessica L. Adair [mailto:JAdair@ag.nv.gov]
Sent: Tuesday, February 26, 2019 4:17 PM
To: Barbara Cegavske <bkcegavske@sos.nv.gov>; Bradley Crowell <bcrowell@denr.nv.gov>; Brenda Nebesky

<bnebesky@travelnevada.com>; Brian W, Boughter <bwboughter@detr.nv.gov>; Catherine Byrne

<chyrne@controller state.nv.us>; Damon Haycock <dhaycock@peb.state.nv.us>; Deonne Contine
<dcontine@admin.nv.gov>; Dzurenda, James <jedzurenda@doc.nv.gov>; Etic P, Witkoski <ewitkoski@cre.nv.gov>;
George Togliatti <gtogllatti@dps.state.nv.us>; Jaime K. Black Esq. <jblack@gcb.nv.gov>; Jerrt Williams-Conrad <jwilliams-
conrad @agri.nv.gov>; Education Information <ndelnfo@doe.nv.govs; Julle Butler <jbutler@dps.state.nv.us>; Kate
Marshall <kmarshall@Itgov.nv.gov>; Katherine Miller <millerk@veterans.nv.gov>; Kristina Swallow
<kswallow@dot.nv.gov>; Melanie Young <youngm@tax.state.nv.us>; Michael Brown
<michael.brown@business.nv.gov>; Richard M. Perry <rmperry@minerals.nv.gov>; Richard Whitley
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<rwhitley@dhhs.nv.gov>; Sandra Douglass Morgan <smorgan@gch.nv.gov>; Stephanle Mullen stmullen@puc.nv.gov>;
Susan Brown <SusanBrown@finance.nv.gov>; Thom Rellly <chancellor@nevada.edu>; Tiffany Tyler-Garner
<TTGarner@nvdetr.org>; Tany Wasley <twasley@ndow.org>; Willlam Burks, General <william.burks.1@ang.af.mll>;

Zach Conline <zconine@nevadatreasurer.gov>
Subject: Response requested: Governar’s Task Force on Sexual Harassment and Discrimination Law and Policy

Hello,

Governor Slsolak’s January 7, 2018 Executive Order 2019-1 established the Governor's Task Force on Sexual Harassment
and Discrimination Law and Policy (Task Force). Governor Sisolak appointed the Attorney Genetal as Chair of the Task
Force, as well as 10 other members of the Task Force. The flrst Task Force meeting is scheduled for Friday, March 1, at 3
p.m,

in accordance with EO 2019-1, AG Ford is tasked with gathering infarmation from Executive Branch agencies as follows:

SECTION 1 of EO 2019-1 states:

Before March 1, 2019, ali agencies within the exacutive branch shall review their own policies and
procedures, and orientation and training protocol for complying with State of Nevada Executlve Branch
Sexual Harassment and Discrimination Policy, as revised on April 18, 2018, and submit to the Attorney
General or deslgnee a report regarding such policies, procedures and training protocol,

To carry out his duties as Chair of the Task Force, Attorney General Ford requests that all agencies in the Executive
Branch comply with Governor sisolak’s EO 2019-1 by providing a report via email to the Attorney General’s Office, ¢/o
Chief of Staff Jessica Adair by this Friday, March 1. Governor Sisolak's Executive Order 2019-1 and the Executive Branch
Sexual Harassment and Discrimination Pollcy are attached for your information. If you have any questions, please don’t

hesitate to reach out.
Thank you,

lessica Adair

Chief of Staff

Office of the Attorney General
jadair@ag.nv.gov

(775) 6841133
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EQUAL OPPORTUNITY IS THE LAW

It is against the law for the Department of Employment, Training and Rehabilitation, as a recipient of Federal
financial assistance, to discriminate on the following bascs: against any individual in the United States, on the basis
of race, color, religion, sex (including pregnancy, childbirth, and related medical conditions, sex stereotyping,
transgender status, and gender identity), national origin (including limited English proficiency), age, disability, or
political affiliation or belief, or against any beneficiary of, applicant to, or participant in programs financially
assisted under Title I of the Workforce Innovation and Opportunity Act (WIOA), on the basis of the individual
citizenship status or participation in any WIOA Title J-financially assisted program or activity.

The recipient must not discriminate in any of the following areas: deciding who will be admitted, or have access, to
any WIOA Title I-financially assisted program or activity; providing opportunities in, or treating any person with
vegard to, such a program or activity; or making employment decisions in the administration of, or in connection
with, such a prograin or activity,

What to do if you believe you have experienced discrimination:

If you think that you have been subjected to discrimination under a WIOA Title-I financially assisted program or
activity, you may file a complaint within 180 days from the date of the alleged violation with either: the recipient’s
Equal Opportunity Officer (Donna Roino); or the Director, Civil Rights Center (CRC), U.S. Departinent of Labor,
200 Constitution Avenue, NW, Room N-4123, Washington, DC 20210,

If you file your complaint with the recipient, you must wait either until the recipient issues a written Notice of Final
Action, or until 90 days have passed (whichever is sooner), before filing with the Civil Rights Center (see address
above). If the recipient does not give you a written Notice of Final Action within 90 days of the day on which you
filed your complaint, you do not have to wait for the recipient to issue that Notice before filing a complaint with
CRC., However, you must file your CRC complaint within 30 days of the 90-day deadline (in other words, within
120 days after the day on which you filed yous complaint with the recipient). If the recipient does give you a written
Notice of Final Action on your complaint, but you are dissatisfied with the decislon or resolution, you may file a
complaint with CRC. You must file your CRC complaint within 30 days of the date on which you received the

Notice of Final Action.
For more information or to file a complaint contact:

Donna Romo
Equal Employment Opportunity Officer
Department of Employment, Training & Rehabilitation
2800 East 8. Louis Avenue
Las Vegas, Nevada 89104
deromo@nvdeir,org
Phone (702) 486-6511 - Fax (702) 486-6426
TTY (800) 326-6868 or Nevada Relay 711

1 have read the above and understand my rights.

Employee Signature Date

PRINT or TYPE Employee Name

EQUAL OPPORTUNITY EMPLOYER/PROGRAM
AUXILIARY AIDS AND SERVICES ARE AVAILABLE UPON REQUEST
TO INDIVIDUALS WITH DISABILITIES

Rey; 05/2017




State of Nevada
Executive Branch

SEXUAL HARASSMENT AND DISCRIMINATION
POLICY

Sexual harassment and discrimination based on race, color, national origin,
religion, sex, age, disability, pregnancy, sexual orientation, genetic information,
gender identity or expression, domestic relations! or compensation or wages? in
any term, condition or privilege of employment are violations of State and/or
federal law,

L

I1.

PURPOSE

The purpose of this Policy statement regarding sexual harassment and
diserimination is to clearly express the position of the State of Nevada
that all employees have the right to work in an environment free from all
forms of discrimination and conduct which can be considered harassing,
coercive or disruptive.

Sexual harassment and discrimination are forms of misconduet that
undermine the integrity of the employment relationship. No employee,
sither male or female, should be subjected to unsolicited and unwelcomed

‘sexual overturves or conduct, either verbal, written (including digital

media, i.e., email, text or digital photos or graphics) or physical, No
employee should experience discrimination in hiring, promotion,
discharge, pay, fringe benefits, job training, classification, referral, and
other aspects of employment. Sexual harassment and discrimination are
personally offensive, debilitate morale, and, therefore, interfere with
work effectiveness. An employee who engages in discriminatory behavior,
or behavior that constitutes sexual harassment, may be subject to
disciplinary action up to and including dismissal.

COVERAGE

This Policy is intended to be applicable to all State employees, officers,
appointees such as board members, and volunteers in the executive
branch of government. All elscted officers are encouraged to adopt this
Policy within their agencies.

1 AB 229 (2017); AB 227 (2017).

2 NRS 613.330.
1 Revised 4/18/18



1.

RESPONSIBILITY

A,

Qexual harassment and diserimination, whether committed by a
gupervisor, coworker, or membey of the public is specifically
prohibited as unlawful and against State policy. Appointing
authorities are responsible for taking immediate and corrective
action in response to complaints, regardless of whether the specific
acts complained of were sanctioned or gpecifically forbidden and
regardless of the manner in which the appointing authority
becomes aware of the conduct.

Appointing authorities must ensure that each employee is provided
with a copy of this Policy informing them that sexual harassment
and discrimination ave prohibited conduct and will not be tolerated
or condoned. All employees will acknowledge vreceipt and
understanding of the Policy through a signed statement.

All new employees, officers, appointees, board members and
volunteers in the executive branch shall attend sexual harassment
prevention training within six months of their appointment.
Thereafter, employees are required to complete sexual harassment
prevention refresher training once every two years.

Managers and supervisors are also required to attend additional
training related to equal employment opportunity within
12 months of supervisory appointment and every three years
thereafter.

Appointing authorities ghall advise all employees of their
respongibility to report incidents of sexual havassment and
discrimination,

Appointing authorities shall designate employees within each
agency to act as coordinators for the veporting of complaints of
gexual harassment or discrimination and will notify employees and
the Sexual Harassment/Discrimination Investigation Unit of the
coordinator’s name and contact information.

Qupervisors shall have a complete understanding of this Policy.
Supervisors who willfully disregard incidents of sexual harassment
or discrimination by subordinates may be subject to discipline,
Supervisors are responsible for ensuring their employees have
received training as outlined in this Policy.

2 Revised 4/18/18




Hl

It i the responsibility of appointing authorities to make sure their
agencies are in full compliance with this Policy and associated
legal guidelines,

IV. STATE EMPLOYEES’ RIGHTS AND RESPONSIBILITIES

A.

Employees are entitled to work in a workplace free of sexual
harassment and diserimination.

Employees are responsible for ensuring they do not sexually harass
or discriminate against any other employee, client, applicant for
employment, or other individual(s).

Employees arve responsible for cooperating in the investigation of
any complaint of alleged gexual harassment or discrimination.
Employees are additionally responsible for cooperating with the
efforts of their agency, division, board or commission to prevent
and eliminate sexual harassment and discrimination and for
maintaining a working environment free from such unlawful
conduct. Pursuant to NAC 284.650, failure to participate in any
investigation of alleged discrimination, including without
limitation, an investigation of sexual harassment is cause for
disciplinary action.

V. LEGAL DEFINITIONS AND GUIDELINES

A

NAC 284.771 specifies that sexual harassment violates the policy
of this State and is a form of unlawful discrimination based on sex
ander State and federal law. An employee shall not engage in
sexual harassment against another employee, an applicant for
employment, or any other person in the workplace.

GYexual harassment is a very serious disciplinary infraction. An
appointing authority may impose harsh disciplinary sanctions on
persons who commit gexual harassment, even on first-time
offenders.

As used in Section 703 of Title VII of the Civil Rights Act of 1964,
«sexual harassment” means unwelcome sexual advances, requests
for sexual favors, and other verbal or physical conduct of a sexual
nature when:

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

3 Revised 4/18/18




2. Submission to or the rejection of such conduct by a person is
used as the basis for employment decisions affecting that
person; or

3. Such conduct has the purpose or effect of unreasonably
interfering with a person’s work performance or creating an
intimidating, hostile or offensive work environment.
29 C.F.R. § 1604.11.

C. Equal opportunity with vegard to the terms, conditions and
privileges of employment is mandated under Title VII of the Civil
Rights Acts of 1964, the Americans with Disabilities Act of 2008,
the Age Discrimination in Employment Act of 1967, the Equal Pay
Act of 1963, Genetic Information Nondiserimination Act of 2008,
NRS 631,330, NRS 281,370, and numerous sections of Chapter 284
of the NRS which address the State’s Personnel System.

D. The State of Nevada is an equal opportunity employer and does not
discriminate against job applicants or employees based on race,
color, religion, sex, national origin, disability, age, pregnancy,
sexual orientation, genetic information, gender identity or
expression, domestic relations, or compensation or wages,

E. Federal law prohibits retaliation against employees who bring
sexual harassment or discrimination charges or assist in
investigating such charges. Any employee making sexual
harassment or discrimination complaints or agsisting in the
investigation of such a complaint will not be adversely affected in
teyms or conditions of employment, nor discriminated against,
disciplined or discharged because of the complaint.

vl. PROCEDURE
A. Employee

1. Employees who believe they have been subjected to or
witnessed sexual havassment or discrimination are
encouraged to advise the person believed to have engaged in
sexual harassment or discrimination that the conduct is
unwelcome, undesirable or offensive. 1f the employee elects
not to confront the alleged harasser or if the conduct
persists after an objection, the employee shall report the
incident to their supervisor or next level authority, or the
employee may elect to report the incident as set forth below.
Employees will be asked to complete a complaint form.

4 Revised 4/18/18




Employees may report incidents of sexual harassment or
diserimination (a) to the coordinator within their agency
designated to receive such complaints, or (b) by filing a
complaint in NEATS on the Home Page, under Personal
Tasks, “File a Sexual Harassment or Discrimination
Complaint,” or () by completing an NPD-30 Sexual
Harassment or Discrimination Complaint Form located
on the Division of Human Resource Management website, or
(d) by calling the Division of Human Resource
Management's Harassment/Discrimination Hotline at
(800) 767-7381. Employees are always entitled to consult an
attorney or labor representative or to report the incident to
the Nevada Bqual Rights Commission or the Hqual
Employment Opportunity Commission.

Employees should give the completed complaint form and
any supporting documentation to the coordinator designated
within their agency to veceive such complaints or to the
assigned investigator(s),

B. Appointing Authorities

1.

After receiving notification of an employee’s complaint, the
appointing authority shall promptly notify the agency’s
assigned personnel, Deputy Attorney General or staff
counsel assigned to represent the agency pursuant to State
Administrative Manual § 1702 (legal counsel) and the
Division of Human Resource Management’s Sexual
Harassment/Discrimination Investigation Uunit. The
agency coordinator will complete the complaint intake
report and obtain a completed copy of the complaint form
from the employee filing the complaint. The coordinator will
forward a copy of the completed intake report to the agency’s
legal counsel and the Sexual Harassment/Discrimination
Investigation Unit, along with any supporting
documentation. The agency coordinator may also submit
the complaint via NEATS.

The investigator will begin the investigation as soon ag
witnesses are available.

Investigations will be conducted as discreetly and with as

little disruption to the workplace as possible. All information
gathered in an investigation will be kept confidential, and

B Revised 4/18/18



the confidential nature of the investigative process will be
conveyed to the complainant, the accused and each witness.

The investigator will prepare a written report of findings,
which will be submitted to the appointing authority, the
agency’s legal counsel, and the agency’s chief personnel
officer. The ultimate decision for remedial action is the
responsibility of the appointing’ authority; however, the
investigative staff may suggest mediation services, if
appropriate.

After the investigation has been completed, the appointing
authority will review the findings and recommendations
and determine the appropriate resolution of the case. it
warranted, the agency, after consultation with their legal
counsel, may take disciplinary action up to and including
termination. The agency shall retain a written record of the
findings of the investigation and the resolution of the
complaint as confidential records.

At the conclusion of the Division of Human Resource
Management’s Sexual Harassment/Discrimination
Investigation Unit’s investigation, the Division of Human
Resource Management will notify the complainant in writing
that the investigation was completed and forwarded to their
agency for review. The agency, in congultation with their
assigned legal counsel, shall notify both the complainant and
the accused in writing at the conclusion of their
administrative review. A copy of the Notification letter that
is sent to the complainant and/or accused must be sent to the
Sexual Harassment/Discrimination Investigation Unit for its
files. Additionally, the agency shall take whatever corrective
action it deems appropriate following consultation with its
legal counsel. Corrective action that involves discipline of the
accused is confidential pursuant to NAC 284.718 and must
not be disclosed except as authorized pursuant to NAC
284.726.

C. Complaint Submitted Through the Hotline

1.

When an employee transmits a complaint ‘of sexual
harassment or discrimination through the State hotline, the
Sexual Harassment/Discrimination Investigation Unit will
complete the initial intake report and/or submit the
complaint in NEATS,
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The agency coordinator will be notified of the complaint via
NEATS.

The investigation will then proceed as described for
complaints submitted to appointing authorities (see Item VI-
B).

7 Revised 4/18/18




DEPT. OF HEALTH &
HUMAN SERVICES

(DHHS)




STEVE SISOLAK RICHARD WHITLEY, M$
Governny Diirecior
DEPARTMENT OF HEALTH AND HUMAN SERVICES
DIRECTOR’S OFFICE
4126 Technology Way, Suite 100
Carson City, Nevada 89706
Telephone (775) 684-4000 ¢ Fax {775) 684-4010
http://dhhs.nv.gov
MEMORANDUM
DATE: March 1, 2019
TO: Jessica Adair, Chief of Staff, Office of the Attorney General
THROUGH: Richard Whitley, Director VJ\/J

FROM: Deborah A, Hassett, Deputy Director, Administrative Services %; l

Rit: Compliance With Executive Order 2019-1

In accordance with section 1 of Executive Order 2019-1, please see the following reporting for the Department
of Health and Human Services.

Policies

A review of the depattment policies indicated the most recent version of the Executive Branch Sexual Harassment
and Discrimination Policy, revised April 18, 2018 was being provided to employees and available for review by
employees on the office shared drives.

The following required advisory posters were found on display in the sampled employee break rooms:
"Discrimination has No Place in the Workplace", "Equal Employment Opportunity is the Law", "Nevada Law
Prohibits Discrimination”, "Sexual Harassment Has No Place in the Workplace”. (Attachment A}

Procedures and Training Protocol

A review of our divisions® procedures revealed upon hire all new employees, contractors and board members are
provided with a copy of the Executive Branch Sexual Harassment and Discrimination Policy and acknowledge
receipt and understanding of the policy through a signed statement. (Attachment B)

Employees, contractors and board members are provided a reference sheet outlining their training requirements
and instructions for completing such, including Sexual Harassment & Discrimination Prevention and Infroduction
to Equal Employment Opportunity. (Attachment C)

Training transcripts are periodically reviewed by Human Resources staff and agency supervisors to ensure

compliance with sexual harassment prevention fraining,
Nevada Departmeni of Health and Human Services
Helping Pegple -- It's Who We Are And What We Do




March 1, 2019
Page 2

Attached:

A — Advisory Posters

B - Executive Branch Sexual Harassment and Discrimination Policy and Acknowledgment
C - Training Reference Sheets
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Equal Employment Opportunity is

THE LAW

Private Employers, State and Local Governments, Educational Institutions, Employment Agencies and Labor Organizations
Applicants to and employees of most private employers, state and local governments, educational institufions,
employment agencies and labor organizations are protected under Federal Iaw from discrimination on the following bases:

RACE, COLOR, RELIGION, SEX, NATIONAL ORIGIN

Tifle VII of the Civil Rights Act of 1964, as amended, protects applicants and
employees from discrimination in hiting, promotion, discharge, pay, fringe benefits,
job training, classification, referral, and other aspects of employment, on the basis
of race, color, religion, sex (including pregnancy}, or national origin. Religious
diserimination includes failing to reasonably accommeodate an employee’s religious
practices where the accommodation does not impose undue hardship.

DISABILITY

Title I and Title V of the Americans with Disabilifies Act of 1990, as amended, protect
qualified individuals from discrimination on the basis of disabifity in hiring, promotion,
discharge, pay, fringe benefits, job training, classification, referral, and other

aspects of employment. Disability discrimination includes not making reasonable
accomnmodation to the known physical or merntal imitations of an otherwise qualiied
individual with a disability who is an applicant or employee, barring undue hardship.

AGE

The Age Discrimination in Employtment Act of 1967, as amended, protects
applicants and employees 40 years of age or older from discrimination based on
age in hiring, promotion, discharge, pay, fringe benefits, job training, classification,
referral, and other aspects of employment.

SEX (WAGES)

In addifion to sex discrimination prohibited by Title VII of the Civil Rights Act, as
amended, the Equal Pay Act of 1963, as amended, prohibits sex discrimination in
the payment of wages to womexn and men performing substantially equal work,
in jobs that require equal skill, effort, and responsibility, under similar working
conditions, in the same establishment.

GENETICS

Title II of the Genefic Information Nondiscrimination Act of 2008 protects applicants
and employees from discriminztion based on genetic information in hiring,
promotion, discharge, pay, fringe benefits, job training, classification, referral, amd
other aspects of employment. GINA also restricts employers’ acquisition of genefic
information and strictly Emits disclosure of genetic information. Genetic mformation
includes mformation about genetic tests of applicants, employees, or their family
members; the manifestation of diseases or disorders in family members (family
medical history); and requests for or receipt of genefic services by applicants,
employees, or their famfly members.

RETALIATION

All of these Federal laws prohibit covered entities from retaliating against a
person who files a charge of discrimination, participates in a discrimination
proceeding, or otherwise opposes an untawful employment practice.

WHAT TO DO [F YOU BELIEVE DISCRIMINATION HAS OCCURRED

‘There are strict time limits for filing charges of employment discrimination. To
preserve the ability of EEOC to act on your behalf and to protect your rightto filea
private lawsuit, should you ultimately need to, you should contact EEOC prompily
when discrimination is suspected:

The U.S. Equal Employment Opportunity Commission (EEOC), 1-800-669-4000
(tollfree) or 1-800-669-6820 (toll-free TIY number for individuals with hearing
impairments). EEOC field office information is available at www.eeoc.gov or

in most telephone directories in the U.S. Government or Federal Government
section. Additional information about EEQC, including information about charge
filing, is available at www.eeoc.gov.



(60/T1 pasiady]) [-q/J00HT

3ouelsIsse yons Hupraoxd Aousde 1spo ] 9] 108UoD
ASTRIPIWINIL PIEOYS NOA ‘GIUE]SISSE [EUETY [EI9p9,] SIARDI YO M TONMIST
Aue Jo weiFoid B U jsURSe PIRTIUILIISID U99( 2ABY NOA 249T[aq NOA ]

“qol 911 JO STORIUNY [ERUSSSD 2} MLI0fIad Te) “IONEpOoIHIOIdE

9[qETOSERI INOTIIA. IO T ‘OTA SOTIIqESIP s suosiad jsurede Juatriofdurs

Jo s109dse [[E ut pojiqiyord ST TOYROIDIIIOST(] “S0uR)SISSE [2IOUBUL [BISPS,]
SIATSISI JIIGa A1aroe 1o werdold Aue ul AIQesIp JO SISeq U3 U0 UWONRUILIISIp
Juswiordms suquyerd pSpUSUE SE ‘5T 10 10V UOHEIIGRYRy U JO 0§ UeRdss
SALLTIVSIA HLIM STYNAIAIGNT

1ezua)dqns 60/TT YBM 219055() SU0tsiz] 80/8 0040 P¥D 20/6 DOFH

F0UEISISSE
[ELATRGY [2I8PR,] JASIT GITA. SONIAR0R 10 sweiford [Puonqeonps Ul Xes Jo SISeq
S 10 UOGEURIILIOST JTSTAO[dTIe sHqIoxd /6T JO SISTEPTS DY TORBINDY
213 Jo XT opLT, strerSoxd yons ISPUn $901A5s Jurpiacld U TOTETIIILIISID SSTeD
e 10 $9STE0 TONEUIIILIOSID JustrAofdire 9197 10 TUeAOIdmS J0 Hois|oId
ST 90UR]STSSE [BIDTRTL 917 JO QAN09[q0 ATermird 913 T TA SPLL G P2I940D ST
TOTRUIILIDSIE JuatAodury "90URSISSE [EIUE] 2109, STLAISOIL SOLAloe

Jo swexSod T ULILIO [BUEONEY 0 10102 ‘9081 JO SIS I WO TONBUTHILINSID
SHqIEOLd ‘POPUSIE SE $95T JO IOV SIBRY [IAL) 913 JO A 9PLY, ‘PapUswre

SB $96T 30 19V SIYSR] [IALD) ST IO TTA SPEL JO SUORo2101d 34 €} UOHIPPE U]

X3S “NI9IMO TYNOLLYN ‘07100 ‘F0VY

99UR)SISSY [eIoURUl] [eidpad SUIAIR09Y SAIHAIIOY 10 swelSoid

Joqe] Jo Juemreda g

JOSTILISAOL) Q°[] JOPUN SILI0}03IIp Stordaiel 1S0W Tl PR)S]] ‘90770 JOTASIP 10
[EUOLSal JDOJQ U= FUeD 4q 10 203 TOP@IqNd-dDDd0 T8 [BUED Aq PajoEjuod
3q os[e £ew 0040 “(ALI) ZEET-£69 (208} 30 (ST 1629268-008T 01202
"D TOPBUISEA “ANN STNRAY TOQMESTo]) (0g 10GET 0 juenn.reda ]

S0 (EDD40) SweIS01d IITENdwos) J080U0)) [218P3] JO 29TJQ SUL

“AerRIpeTIun
JOBITIOS PINOLS DACQE SIULIOYINE 911 JOPUN STORES (0 TOUIE 9ALBULIGTE
J0 MOTRURIIIISIPUOT $1 PSIZ[0iA SEY J0I0RIUOD B SIS 0UM Tosred Auy

“SME] TERPIT 3831 19pUn
TOREMILIISIP sesoddo asm Iato 10 ‘Surpasooid JH0g0 e w seredonred
“TOTBUITILIISTE JO Jure[dmnod B S9TF o Tosiad 8 jsuese pajiqryoexd ST Uohzeloy]

NOLLYTIV1IY

*(PODIEME SEM [EPIUL 9IATIS $3010,] PIULIY TR YOI,

oy wogerado Areqqun g & W pejedonred Snp SanJe U0 J[TYM ‘0ysM STISSA)
STEIS}RA [EDITI I21AIIS S92I0,] PRTLIY PUR *(PazLIovIe uodq s2Y 98peq wirdares
B [ 107 Tonpadie 10 TSedures 2 1 10 Jem B SULMp PIAISS 0G4 STRIDJIA}
STBI]RA PR10dl0ad B0 * (ANp SANUE TIOIY 98eSRl 10 95IeYISIp Jo S1ead samp

M1 STEIRA PajeIedas AQUaoal ‘SURIs]sa PI[USIp JTSTIACIUIS U S0UEADE PUE
£LorduIe 0} ToRoE JATEULIYE SXMDII PIe TORPUUILIs qof spqrqord ‘Z1gy "0'S' 1]
8¢ “POPUSTIE SE /6] JO PV SOULISISSY JULUNSNIPRR] STRISIFA BIF WEWIA 34T,
SNVHYILIA TVGII FDIAYES S04 QIIAYY ANV

‘G3103108d YIHL0 ‘aLIVHYIES K1INFOFY ‘aI19vsIa

TeA3] SANTO9XD o1 SUIPTOUL JUSTLA0[dIIS JO S[2AQ] [E 18 SSTIIESIP M
srenprarpur parenb juswfojduis Ul S9URAPE PUE AO[dWIe 0] UOLIE SALEULITE
93] SI0J0RNUOD [E1pa g TEU) saxmbar os[e g0g ToRoes ~dnyspaey snpun SuLLeq
‘3a£01dwme J0 Juesndde TR ST 0qa AIQESIP € U [BOPIAPT PIFIEND 35119120
TE JO SUCTJE}I [EJESUI 10 [evisArd umomy 3] 0] BOLRPOTIIoIe JqEloseat
SULEUI 0T SOPIHTI TONEHIILIOSTD AIqest TEemAo]duws JO $109dsE Joq0
PUE TELIJRI ‘TOMEITISSE[D ‘Fummey qof S1fataq 25uLy Aed 93Ieyasy
“nogotreld “SULIN UT AJIGRSIP JO SISeq ST U0 TOHEUWILOSI) TO.Y SENPIATL
payenb $399101d ‘PIPUITIR S€ “gLET JO IOV TOHEIIGRUSY 3 10 £0g TORIG
SIIIFYSIA HLIM STYNAIAAN]

7metnioydurs Jo syoodse e wr Arurmroddo Jo Aienbs 2msus

0} TGONYE 2AGETIIE $9IMbI pUB ‘IFLI0 [RUOTRY 10 X38 “TOLINa1 T0[00 “9J81 30
SISEq 3T U0 UORUIUIIISEY qof SAT01d PIPUSTR S GFZ T LOPIL(] SAYMISXG]
NIDIHO TYNOLLYN X3S ‘NOI9ITIY “H0100 ‘FOVY

:$958( SUIMNOTO] 9T} U0 TONEUNHLISID O M2[ [I9P9,] JOpUN pjoalexd a1
IORTUODqNS 0 PENUOS JuSUNLRA0s [21apay] € yhs sorredwmod 30 sasbordma pue oy sjreonddy

S}Ie1U02GNS 10 SJORINLO0Y Jeiapaq Sulp|oy sisfojduiy




m‘a.b%\,:.aé%

vIZ) Asy

8989'92€008 10 } .. Aeje
*SOTITIGesTP M S[eUpPIAIPTT 0] 159nbs1 wodn ojqe[TeAr oI §30TAIRS PUE SPTE ATeTIEny
wrexdoad redordme Larmizoddo fenbs mwy

“gotssTUrTIo”) S1Y3N enbr epess)] ot m
rure[dwos e o[y Aewn ‘Sursnoy Io uorjepotmtaosoe ofgnd “uetxiorduae
I 1SureSe POIPUITILIOSTP U909 9ARY AOT1 OASTOY OUM SUOSIOJ

"w0Ts591d X0 10 A1T1USPT I9PUSS3 10 TOTIBIUILIO [BIXIS
“AIIIqesTp ‘UOISI[OI “X9S ‘ULSLIO [RUOTIRU ‘I0J0D “00BI UO Pase(
o1eurLsTp 10U Avux orfqud 971 01 $001AI0S SULIOIJO SISSIUISNY @

“ToTs891d X2 10 AITIUOPI IOPULS I0 “TWOTIB1UILIO TENXIS
L Duapl i L

‘sT]e]s Jel[rurey ‘L11890UE .‘.%H.ﬂ&mm.ﬂm ﬂﬁowmmohﬁ ‘xas nd...ﬁmﬂo [euoned O@@@nMNw AWNND
‘0700 ‘00BI WO Pposeq peiiqryoid st uoneurwosp Suisnofy @ 70868 AN ‘ousy
‘G| wooy
-uotssordxo | prg ejelodie] GzEl

I0 A1TUIPI IOPULE I0 ‘UOTIETLIOJUL OT19U5 ‘TIOTIRIUSLIO [BNXOS
Kamprqestp “wordrer ‘(KowenSerd Surpnionr) xos *(+0p) 9Fe ‘w0 @ 191.2-98v (202)
[BUOTIEU I0[0D “@0BI WO POSE( 91BUTILIOSTP 10U Arwx s1olojdury Y0169 AN ‘s2Bap s
7igeung
SNUSAY BIeYeS 1583 0Z3)

NOLLVNTINIHSI(] mﬁmﬁoﬁ %d VavAd Z Wi G P

UOISSIWIO)) SYENT JenbH BpRAON

aoaﬂEEo  sugang enbrp epessy IESREINS




SEXUAL HARASSMENT HAS NO PLACE IN THE
WORKPLACE

The State of Nevada has ZERO tolerance for Sexual
Harassment in any form.

If you believe you have been subjected fo or witnessed discrimination
based on Sexual Harassment, contact your agency coordinator:

at
Name Phone #
OR

File an on-line complaint at: https://heats.state.nv.us
Sign-in, link can be found on your NEATS “Home Page”.

OR

Call the Hotline
1-800-767-7381

The State of Nevada is commiitted to promptly investigating all complaints of Sexual Harassment.
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State of Nevada
Executive Branch

SEXUAL HARASSMENT AND DISCRIMINATION
POLICY

Sexual harassment and discrimination based on race, coloxr, national origin,
religion, sex, age, disability, pregnancy, sexual orientation, genetic information,
gender identity or expression, domestic relations? or compensation or wages? in
any term, condition or privilege of employment are violations of State and/ox
federal law. '

L

11,

PURPOSE

The purpose of this Policy statement regarding sexual harassment and
discrimination is to clearly express the position of the State of Nevada
that all employees have the right to work in an environment free from all
forms of discrimination and conduct which can be considered harassing,
coercive or disruptive.

Sexual harassment and discrimination are forms of misconduct that
undermine the integrity of the employment relationship. No employee,
aither male or female, should be subjected to unsolicited and unwelcomed
soxual overtures or conduct, either verbal, written (including digital .
media, ie., email, text or digital photos or graphics) or physical. No
employee should expevience discrimination in hiring, promotion,
dischavgs, pay, fringe benefits, job training, classification, referral, and
other aspects of employment. Sexual harassment and discrimination are
personally offensive, debilitate movale, and, therefore, interfere with
work effectiveness. An employee who engages in discriminatory behavior,
or behavior that constitutes sexual harassment, may be subject to
disciplinary action up to and including dismissal,

COVERAGE

This Policy is intended to be applicable to all State employees, officers,
appointees such as board members, and volunteers in the executive
branch of government. All elected officers arve encouraged to adopt this
Policy within their agencies.

1 AR 220 (2017); AB 227 (2017),

2 NRS 613,330,
1 Revised 4/18/18




I11.

RESPONSIBILITY

A,

Sexual harassment and discrimination, whether committed by a
supervisor, coworker, or member of the public is specifically
prohibited as unlawful and against State policy. .Appointing
authorities arve responsible for taking immediate and corrective
action in response to complaints, regardless of whethey the specific
acts complained of were sanctioned or specifically forbidden and
vegardless of the manner in which the appointing authority
becomes aware of the conduct.

Appointing authorities must ensure that each employee is provided
with a copy of this Policy informing them that sexual harassment
and diserimination are prohibited conduct and will not be tolerated
or condoned. All employees will acknowledge receipt and
understanding of the Policy through a signed statement.

All new employees, officers, appointees, board members and
yvolunteers in the executive branch shall attend sexual harassment
prevention fraining within six months of their appointment.
Thereafter, employees are required to complete sexual haragsment
prevention refresher training once every two years.

Managers and supervisors are also required o attend additional
training related to equal employment opportunity within
12 months of supervisory appointment and every three years
thereafter.

Appointing authorities shall advise all employees of their
responsibility to report incidents of sexual harassment and
diserimination.

Appointing authorvities shall designate employees within each
agency to act as coordinators for the reporting of complaints of

. gexual harassment or discrimination and will notify employees and

the Sexual Havassment/Discrimination Investigation Unit of the
coordinator's name and contact information.

Supervisors shall have a complste understanding of this Policy.
Supervisors who willfully disregard incidents of sexual harassment
or discrimination by subordinates may be subject to discipline.
Supervigors are responsible for ensuning their ermployees have
received training as outlined in this Policy.

9 Revised 4/18/18




T, It is the responsibility of appointing authorities to make sure their
agencies ave in full compliance with this Policy and associated
legal guidelines. :

IV. STATE EMPLOYEES RIGHTS AND RESPONSIBILITIES

A. Employees ave entitled to work in a workplace free of sexual
harassment and diserimination.

B. FEmployees are responsible for enswing they do not sexually harass
or discriminate against any other employee, client, applicant for
employment, or other individual(s).

C. Employees are vesponsible for cooperating in the investigation of
any complaint of alleged sexual harassment or discrimination.
Employees are additionally responsible for cooperating with the
offorts of their agency, division, board or commission to prevent
and oliminate sexual havassment and discrimination and for
maintaining a working onvironment free from such unlawiul
conduct. Pursuant to NAC 284,850, failure to participate in any
investigation of alleged discrimination, including without
limitation, an investigation of sexual harassment is cause for
disciplinary action.

V. LEGAL DEFINITIONS AND GUIDELINES

A, NAC 284,771 specifies that sexual barassment violates the policy
of this State and is a form of unlawful discrimination based on sex
under State and federal law. An employee shall not engage in
sexual harassment against another employee, an applicant for
employment, or any other person in the workplace.

Sexual harassment is a very sevious disciplinary infraction. An
appointing authority may impose harsh disciplinavy sanctions on
persons who commit sexual havassment, even on first-lame
offenders. ~

B.  As used in Section 708 of Title VII of the Civil Rights Act of 1964,
“sexual harassment” means unwelcome sexual advances, requests
for sexual favors, and other verbal or physical conduct of a sexual
natuve when:

1. Gubmission to such conduct is made either explicitly or
implicitly a term ox condition of a person’s employment; or
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2. Submission to or the rejection of such conduct by a persen is
uged ag the bagis for employment decisions affecting that
person; oy

3. Such conduct has the purpose or effect of unreasonably
interfering with a person’s work performance ox creaiing an
intimidating, hostile or offensive work environment.
29 C.FR. § 1604.11,

C.  Hqual opportunity with regard to the terms, conditions and
privileges of employment is mandated woder Title VII of the Civil
Rights Acts of 1964, the Americany with Disabilities Act of 2008,
the Age Discrimination in Employment Act of 1967, the Equal Pay
Act of 1068, Genetic Information Nondiserimination Act of 2008,
NRE 631.880, NRS 281.370, and numerous sections of Chapter 284
of the NRS which address the State’s Personnel Systen.

D. The State of Nevada is an equal opportunity employer and does not
dscriminate against job applicants or employees based on race,
coloy, religion, sex, national origin, disability, age, pregnancy,
sexual orientation, genetic information, gender identity or
expression, domestic relations, or compensation or wages.

H. Federal law prohibits retaliation against employees who bying
sexual harassment or discrimination charges or assist in
investigating such charges. Any employee making sexual
harassment or discrimination complaints or assisting in the
investigation of such a complaint will not be adversely affected in
terms or conditions of employment, nor discriminated against,
disciplined or discharged because of the complaint.

Vi. PROCEDURE
A, Hmployee

1. Fmployees who helieve they have been subjected to or
witnessed sexual harassment or discrimination are
encouraged to advise the person believed to have engaged in.
sexual harassment or discrimination that the conduci is
unwelcome, undesirable or offengive. If the employee elects
not to confront the alleged havasser or if the conduct
persists after an objection, the employee shall report the
incident to their supervisor or next level authority, or the
employee may elect to report the incident as set forth. below.
Employees will be asked to complete a complaint form.
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Bmployees may report incidents of sexual harassment or
discrinination (a) to the coordinator within their agency
designated to receive such complaints, or (b) by filing a
complaint in NEATS on the Home Page, under Pergonal
Tasks, “file a Sexual Harassment or Discrimination
Complaint,” or (¢ by completing an NPD-30 Sexual
Harassment or Discrimination Complaint Form located
on the Division of Human Resource Management website, or
() by ocalling the Division of Human Resource
Management’s Harassment/Discrimination otline at
(800) 767-7881. Employees are always entitled to consult an
attorney or labor representative or to report the incident to
the Nevada FEqual Rights Commission or the Fqual
Employment Opportunity Commission.

Employess should give the completed complaint form and
any supporting documentation to the coordinator designated
within their agenoy o receive such complaints or to the
assigned investigator(s).

B.  Appointing Authorities

1.

After veceiving notification of an employee’s complaint, the
appointing authority shall promptly notify the agency’s
assigned personnel, Deputy Attorney Ceneral or gtaff
coungel assigned to represent the agency pursuant to State
Administrative Manual § 1702 (legal counsel) and the
Division of Human Resource Management’s Sexual
Harassment/Discrimination Investigation Unit, The
agency coordinator will complete the complaint intake
report and obtain a completed copy of the complaint form
from the employee filing the complaint. The coordinator will
forward a copy of the completed intake report to the agency’s
legal counsel and the Sexual Harassment/Discrimination
Investigation Unit, along with any supporting
documentation. The agency coordinator may also submib
the complaint via NEATS.

The investigator will begin the investigation as soon as
witnesses are available,

Tnvestigations will be conducted ae discreetly and with as

little disruption to the workplace as possible. All information
gatheved in an investigation will be kept confidential, and
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the confidential nature of the investigative process will be
conveyed to the complainant, the accused and each witness.

The investigator will prepare a written report of findings,
which will be submitted to the appointing authority, the
agency’s legal counsel, and the agency’s chief personnel
officer, The ultimate decision for remedial action is the
responsibility of the appointing authority; however, the
investigative staff may suggest mediation services, if
appropriate,

After the investigation has been completed, the appointing
authority will review the findings and recommendations
and determine the appropriate resolution of the case. If
warranted, the agency, after consultation with their legal
counsel, may take disciplinary action up to and including
texmination. The agency shall retain a written record of the
findings of the investigation and the resolution of the
complaint as confidential records.

At the conclusion of the Division of Human Resouvce
Management's Sexual Harassment/Discrimination
Tnvestigation Unit's investigation, the Division of Human
Resouree Management will notify the complainant in writing
that the investigation was completed and forwarded to their
agency for review, The agency, in consultation with their
assigned legal counsel, shall notify both the complainant and
the accused in writing at the conclusion of their
administrative review. A copy of the Notification letter that
is sent to the complainant and/or accused must be sent to the
Sexual Harassment/Discrimination Investigation Unit for its
files. Additionally, the agency shall take whatever corrective
action it deems appropriate following consultation with its
legal counsel. Corrective action that involves discipline of the
accused is confidential pursuant to NAC 284.718 and must
not he disclosed except as authorized pursuant to NAC
284.726,

C,  Complaint Submitted Through the Hotline

1.

When an employee transmits a complaint of sexual
harassment or digcrimination. through the State hotline, the
Sexual Harassment/Discrimination Investigation Unit will
coraplete the initial intake report and/or submit the
complaint in NEATS,
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The agency coordinator will be notified of the complaint via
NEATS.

The investigation will then proceed as described for

complaints submitted to appointing authorities (see Ttem VI-
B).
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STATE OF NEVADA
EXECUTIVE BRANCH
SEXUAL HARASSMENT & DISCRIMINATION
POLICY

SEXUAL HARASSMENT AND DISCRIMINATION
POLICY ACKNOWLEDGEMENT

EMPLOYEE NAME:

EMPLOYEE ID #:

DEPT/DIV/AGENCY/ORG #:

D I have read and understand the Sexual Harassment and Discrimination
Policy dated 4/18/18,

EMPLOYEE SIGNATURE:

DATE:

SUPERVISOR SIGNATURE:

DATHE:
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Training Requirements Checklist

Access
Once your name appears in the State Phone Directory you will have access to the trainings listed
below.

State Phone Directory is located: https://ned.nv.gov

1 Nevada Information Securify Awareness

All new employees are required to complete Department of Administration Enterprise IT Services (EITS)
Information Security Awareness training available online through the Department of Personnel website.
EITS maintains a database to confirm completion of this training.

The training is available at: https://nvelearn.nv.gov/moodie/

O New Employee HTIPAA and Confidentiality Awareness Training (DCFS)

All new DCES employees ate requited to complete the Health Insurance Portability and Accountability
Act (IIPAA) and Confidentiality Awareness training available online through the Department of
Personnel website.

The training is available at: hittps://nvelearn.ny.gov/moodle/.
Enrollment Key: DCFSNEW

O Defensive Driving

All new employees are required to complete the in person Defensive Driving course. Employees can enroll
in this training through NEATS under the Training Tab.

Enroll in training: https;//neats.state.nv.us/NEATS/admin/home.aep

O Sexual Harassment
All new employees are required to complete the in person Sexual Harassment course. Employees can
enroll in this training through NEATS under the Training tab.

Enroll in training; | https:/meats.state,nv.us/NEATS/admin/Home.aep

[1 NEATS Personnel Actions for Employees

All new employees are required to complete the NEATS Personnel Actions course, NEATS Personnel
Actions for Bmployees training is available online through the Department of Personnel website.

The training is available at: https://nvelearn.nv.gov/moodle/




Training Requirements Checklist
(Temporary Contract, Volunteers & Interns)

[1 Nevada Information Securify Awareness

All Temporary Contract Employees and Interns are required to complete Department of Administration
Enterprise I'T Services (EITS) Information Security Awareness training available online through the
Department of Personnel website. BITS maintains a database to confirm completion of this training,

The training is available at: hitpsi/mvelearn.nv.gov/moodle/

7 New Employee HIPAA aud Confidentiality Awareness Training (DCFS)

All Temporary Contract Employees and Interns ave required to complete the Health Insurance Portability
and Accountability Act (HIPAA) and Confidentiality Awareness training available online through the
Department of Personnel website.

The training is available at: littps://nvelearn.nv.gov/moodle/.

Enrollment Key: DCFSNEW

Temporary contract employees are required to complete the Sexual Harassment Prevention
Training within 6 months of their start date,

M Sexual Harassment
All Temporary Contract Employees are required to complete the in person Sexual Harassment course.
Employees can enroll in this training through NEATS under the Training tab.

Enroll in training: https://neats.state nv.us/NEATS/admin/Home.aep




New Hire / Transfer-In Orientation Information — Division of Public & Behavioral Health
Find us on the DPBH Intranet Site click; Administrative Servicas then Human Resaurces or go
to:  http://pbhnet/Organizations/Admin/HR/SltePages/Home,aspx
Divisioh of Public & Behavioral Health - Human Resources: Central Offlce

4150 Tfechnalogy Way, Sulte 300, Carson Clty, NV 89706 Ph: (775) 684-5822 Fax: {775) 687-7587
Human Resources Staff
VACANT Parsonnel Officer (775)684-5972  @health.nv.gov
Logan Kuhlman Parsohnel Analyst (775)684-2207  lagkuhiman@heaith. nv.gov
VACANT Personnel Analyst {775)687-7511  @health.ny.gov
Malfssa Cronan Personnel Techhictan {775)684-5980  mcronan@health.nv.gov
Christina Argust Personnel Technlchan [775) 684-4216  cargust@health.hv,gov
Nanlta Moore Administrative Assistant (775)684-5822  panitamoore@health hv.gov
[IChelsea Langley Accounting Asslstant {Payroll Clerl) (775)684-4094  chiangley@health.nv.gov
Useful Links
Employee Handbook http://hrmv.zov/
Policy Tech (For DPBH policles) http://healthnv.pollcytech.com/
Nevada Employee Actlon & Timekeeplng System  httpi//neats.state.nv.us/NEATS/fadmin ~ (775) 687-9099
{NEATS) /Home.aep
EITS/HR Helpdesk (for NEATS help) bittp;//ifs.state.nv,us/ {775)687-9099
DPBH IT Help Desk {for [T and phone help) healthsupport@health.nv.gov (775) 684-5906 or (702) 486-3699
Public Employees' Benefits Program (PEBP) hthy//pebp state.nv.us (800) 326-5496
Public Employees’ Retirement System [PERS) hitp:/fwww.nvpers org/ (775) 687-4200 or (702} 486-3900
Employee Assistance Program (EAP} httpy//hr.nv.gov/ {888)972-4732

Important Informatlon/FAQ's

s Employees are pald bl-weekly, every second Friday,

¢  Direct deposit will take two pay petlods to establish. Checks must not be cashed/deposited prior to deslgnated payday,

+  Health Insurance deductions can be split batween your paychecks for the monthly premlum. If you do not enroellin
the State PEBP program, you must notify Human Resources immediataly,

+  Timesheets are complated using NEATS, New hires and transfers-in will not typlcally have access to NEATS untll after the
first two weeks workad, New Hires pead to contact the EITS/HR Helpdesk by phone (sea above) to sat up your User ID &
Password the_third Tuesday of employment; transfars Into the Divlston will need to chack for access under your new
budget account using your previous lagin Information on your third Tuesday as well.

Mgndatory Tralning

J Sexual Harassment & Dlscrimination Praventlon training must be taken by all State Employess every 2 years, New
amployess to the State must take the course within 6 months of hire, and can sign up through NEATS. Refresher
courses may also be taken onfine from; https://nvelearn.nv.gov/

O  Supervisors & Managers are required to take supervisory classes per Navada Administrative Cade {NAC} 284.498 and as

raquired by State Administrative Manual {SAM) - Risk Management. You can find more Informatlon an the DPBH Intranet

{AdministrativeServices/HumanResources/SupervisorandManagerToolkt) or from the following

Tink: http://nbhnet/Orpantzations/Admln/HR/SitePages/Supervisor%20and%20Manager%20Toolkit.aspy

Information Security Awareness Fralning - This course may be taken online from: https://nvelearn.nv.gov/ and a

rafreshar course must be taken annually,

Defanslve Difving tralning is required by Risk Management for employees whose Jeb functions require driving a state

vehlcle for state business, Refresher courses ara requlrad evary 4 years,

DPBH Health Informatlon Pottabllity & Accountabliity Act (HIPAA) & Confidentiality Tralning - Required tralning may be

found under Division of Public and Behavioral Health here: https://nvelearn.nv.gov/ and must be taken within 30 days of

your start with the Division, then every two years, You must send a copy of your certlflcates to Human Resources

fmmediately upon completion and copy to yaur suparvisar,

NRAR
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New Hire / Transfer-In Orientation Information - Division of Heaith Care Financing & Policy (DHCFP)

DHCFP Human Resources Staff (1100 £, Willlam St. Sulte 101, Carson Clty, NV 89706; Fax: {775) 684-3618);

Emlly Kuhlman Personnel Analyst (775) 684-3688  emkuhlman@dhcfp.nv.gov
Nancy Ashe Personnel Techniclan {775) 684-3640 nancy.ashe@dhcfp.nv.gov
Anlta Conley Administrative Assistant {775) 684-3675 aconley@dhefp.nv.gov
DHCEP Payrofl Staff — Fiscal Services {1100 E. William St Sulte 116, Carson City, NV 89706}
Lezlie Mayville Accounting Assistant {775) 684-3616 lezlie.mayville@dhcfp.nv.gov
Useful Links:
Employee Handbook http.//hr.nv.gov/
Nevada Employee Action & Timekeeping System (NEATS)  https://neats state.nv.us/NEATS/admin/Home.aep {775) 687-9099
EITS-HR Help Desk (for NEATS help) http://is.state.nv.us/ {775) 687-9099
DHCFP [T Help Desk (for IT and phone help} DHCFPSupport@dhcfp.nv.gov {775) 684-3743
Public Employees' Benefits Program {PEBP) http://pebp.state.nv.us / {775} 684-7000 or
{800) 326-5496
Pubfic Employees' Retirement System {PERS) http://www.nvpers.org/ {775) 687-4200 or
(702) 486-3900
Employee Assistance Program (EAP) Ittp:/fhr.nv.gov (888) 972-4732

Important Information:

+  Employses are paid bl-weekly (every other Friday).

s Direct Deposit will take two pay periods to establish. Checks must not be cashed/deposited prior to the deslanated payday.

s Health insurance deductions come out of the first paycheck of each month for that month's premium. If you do not enroll in the State
PEBP program, you must hotlfy Human Resources immediately,

v Timesheets are completed using NEATS and TimeTracker, New hires and transfers-in will not typically have access to NEATS until after
the first pay perlod worked, New Hires should contact the EITS-HR Help Desk by phone (see above) to set up thelr User ID & Password by
Tuesday following the end of thelr flrst pay perlod; Transfers into the Division will need to check for access under thelr new budget
account using their previous login Information on the same Tuesday. DHCFP Payroll staff can asslst you with timesheet completion.

Muandatory Training {Please submlt all completed training certificates to Human Resources):

Sexual Harassment All NEATS or NVelearn - State of Nevada Online | Every 2
and Discrimination NVelearn - State of Nevada | #itial Professional Development Center years
Prevention Online Professlonal appolntment ‘
{NAC 284.496) Development Center
DHCFP HIPAA Alf NVelearn - State of Nevada | 1 month of NVelearn - State of Nevada Qnline | Annually in
Confidentlatity Online Professlonal DHCFP professional Development Center October

Development Center appointment
DHCFP Civll Rlghts & Ali NVelearn - State of Nevada | 1 month of NVelearn - State of Nevada Online | Annually in
Advance Diractlves Online Professtonal DHCFP Professlonal Development Center October

Develapment Center appointment
Nevada Information All NVelearn - State of Nevada | 2 month of NVelearn - State of Nevada Online  § Annually In
Securlty Awareness Online Professional DHCFP Professional Development Center October
(State PSP 100, Development Center appolntment
Sectlon 3.5 Security '
Awareness)
Informatlon Security: | Asrequlred by NVelearn - State of Nevada | 1 month of NVelearn - State of Nevada Online | Annually
Phishing Awareness paosltion Online Professional DHCFP " professional Development Center

Development Center appolntment
Information Securlty: | Asrequired by NVelearn - State of Nevada | 1 month of NVelearn - State of Nevada Onllne | Annually
Soclal Networking position Online Professional DHCFP Professional Development Center

Development Center appointment
Defensive Driving All whose Job NEATS First year of NVelearn - State of Nevada Online Fvery 4
(SAM 0521.,0 — Rlsk functions requlre employment Professlonal Development Center yeas
Management) driving a State

vehicle for State
business,




Northermn Nevada Soufhern Nevada

3414 Goni Rd., Bidg P-132, Carson Cify, NV 87706 1391 S. Jones Bivd., Las Veguas, NV 87416
MaryJo Scolt North/South Human Rescurces Officer (702} 486-6516
Vacant Norih Hurnan Resources Analyst (775) 687-0505
Gigi Genfry North Human Resources Analyst (775) 687-7512
Suzanne Webb  North Human Resources Technician {775) 687-0506
Efise Mihali North Human Resources Technician {775) 684-4037
Cami Foiey North Hurnan Resources Admin Assistant  (775] 687-0502
Emily Wager North Payroll Technician {775) 687-2488
Esteban lopez  North Payroll Technician [775) 6B7-248%
Lort Gaston South Human Resources Analyst (702) 484-613% lgaston@adsd.nv.goy
Karen Richardsen South/North Human Resources Leave Specialist (702} 486-6323 karenrichardson@gdsd.nv.qoy
Eddie Peferson  South Human Resources Technician (702} 486-6870 epeterson@adsd.nv.gov
Tasha Scoft South Human Resources Technicion (702) 486-3774 Ba\ A
Devon isbell South Human Resources Admin Assistant  (702) 486-5393
Robert Hakes South Payroll Technician {(702) 486-0093 IV
Katana Marfinez  South Payrolt Technician (702) 4867772 EaignamMartinez@adsd.nv.gov

Classes can be found on the nvelearn website: nveleam.nv.gov/moodle

Due é months from datfe cf hire:
Sexual Harassment & Discrimination Training — Revised every 2 years

Due 30 days from date cf hire:
Annual Security Awareness Training {anly evailable from:
hitps:/fraining knowbed.com/)
ADSD HIPAA Troining
ADSD Confidentiaiity Training
ADSD Safety Management Plan Training
ADSD TB/Bloodbome Pathogens Training
ADSD Recogniticn and Reporting of Abuse, Neglect, Isciation and Expl

Due 12 months from daie of hire:

Defensive Driving Course — Required for staff who have

riving as an essential function of thelrjob —Revised every 4 years (initia!
class enrofiment fhrough NEATS: hifps:{/neqfs.state.nv.us

ADSD Orientation fo Vofer Registration . &QQEODQ Training _3035#&3” .
ADSD Participant Rights and Due Process Training Time Tracking Training - n<95gm on the Fiscal mmg.omm porfion of ADSD
ADSD Heaith and the Workplace Training __ SharePoint; send cert. fo fiscal Services )
ADSD Disaster Preparedness and Emergency Response Training Workplace Violence & Prevention —Sign up in NEATS = Not required buf
ADSD Securing Division Offices ond Faclliiies recommended staff iake

Supervisor & Manager Training (#s 1-6 due ASAP in order fo gain fimesheet approval access)
Available through nvelearn; NEATS; SCATS & CASAT:

1. Work Performance Standards; 2. Evaluating Empioyee Performance; 3. EEC; 4. Alcohol & Drug Tesfing; 5. Progressive Disciplinary Procedures;
&. Handling Grievances; 7. Basic Office Ergonomics; 8. Workplace Evaluation ond Managernent Tools; 9. Accident investigation; 10. Workers
Compensation Overview for Manogers & Supervisors; 11. Workplace Violence Recognition & Prevention; 12. Defensive Driving Course; 13. Signs
and Symptoms of Substance Use, Gambling ond Mental Healih lssues - Recovery Friendly Workploce Training




New Hire / Transfer-In Orlentation Information
Department of Health & Human Services — Director's Office
4128 Technology Way, Sulte 100, Carson Cly, NV 89708 Ph; (775)684-4000 Fax: (775)684-4010

Human Resources Staff

- Raborah Hasselt Deapuly Director Admin, Services (776)684-7592 Dhassett@dhhis,nv.cov
Ashley Kopp Maragemant Analyat IV {775)8B4-3474 axkopp@dhhs.nv.gov
Tawny Chapman Exaculive Ass!staﬁt (776)684-6860 Tawny.chapman@dhhs.nv.goev
Nate Brown Accotnting Assistant (r76ysaaliot natbrown@dhhs.nv.goy
Useful Links
Employee handhook tpy ov/
Nevada Employee Actlon & htlpdfneats.state.nv.usiNEATS/admin/Home.aeb  {776)687-8008
Timekeeplng System (NEATS)
EITS/HR Helpdesk (for NEATE help} hitp:iiifs.state,nv.us (776)687-9099
DPBH IT Helpdesk (for T ahd phone halp} ealthsupport@health.nv.qov (702)486-3699 or (775)684-5906
Seif-Setvics IT Webslle tipidhhsled101 dhhs-ad.state.nv.usiTracklWebHD/sslfservigsflo

Users oan oreale, modify, canice! IT refated worl orders
Users lagin with the same userlD and password usad to login {o thelr computers

Publio Employees' Beneflls Program (PEBP) hitpiinebp.state.nv.us (800)326-5496

Publle Employess’ Relirement Syatern (PERS) LW, nvners.o (776)887-4200 or {702)486-3900
Employea Assistance Program {EAF) hitpilfe.ny.goy (BB8)972-4732

Access a-mall when out-of-cfflce hitpaifmall.state,nv.us

Important Information/FAQ's

+  Employees are pald bl-weskly, every second Fridey
»  Direot deposit will take fwo pay perlods to establiah. Checks must ot be cashedfdeposited prlor to the deslgnated payday
+  Heaith nsurance deductiotis some out of tha firat paychack of each menth for that month's premiur, If you do not entoll in the State

PEBP program, you must notfy Human Resourses inmedlately,

« Timeshests are complaled usling NEATS, New hires and transfars-In will not typloally have access to NEATS untll after the first pay

perlod worked, ' New hires should cantact the EITS/HR Helpdesic by bhone {see above) o sst up thelr User I & Passward the

Tusaday followlng the end of (helr first pay petlod; fransfers Into the Division will heed to check for access under thelr new budget
acoount using thelr pravious login Information on the same Tuesday,

'Mandatory Training

(] Sexiial Harassment & Disodmination Praveniion trafning must ba taken by all State Employses every 2 years, New employees
to the State must tale the classroom dotirse within 8 months of hive, and can slgn up through NEATS, Refresher courses may

be taken on Hne fram: hitpelnvelaarn.nv.govl

£l Information Seotiily Awsreness Traiming — This course may be talen online from: hifpsi/nvelear.ov.gow! and a refresher

course rust be taken annually. '

[} Dafanslye Dilving tralning Is raquired by Risk Management for employees whose Job funollons requlte driving a state vehlels for
state buslhass. Refresher courses are redulred every 4 years.

| DHHS -- DPBH HIPAA & Confidentiality Awarenass ~ Required fralning may be found al; hitpsinvelsarn.nv.goy and must be

taken within 80 days of your start with the Division, then avery two years, You must send your cortificate to Human
Resources lmmediately upon completion and ¢opy your supsrvisor,

r Supervisors & Managers ave taquitad to take suparvisory olasses per Nevada Administrative Code (NAC) 204,498 and as
raqilred by Slals Adminlatrative Manual (SAM) — Rlslc Management. You oan accass the courses at: httpsi/nvelearn.ny.gov and
click on Goursa Calegorles/State of Navada EmployeesiMandatory Tralning for Supervisors,

D
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Vicld J. Beavers

From: Tawny Polito <tpolito@admin.nv.gov>

Sent: Monday, March 11, 2019 11:55 AM

To: Vicki J, Beavers; Jessica L. Adait

Cce: Deonne Contine

Subject: RE: Response requested: Governot's Task Force on Sexual Harassment and

Discrimination Law and Policy

Good afternoon,

The link Is the requested policy. DOA does not have a policy speclfic to our agency - we use the State
policy. http://ht.nv.gov/uploadedFiles/hrnvgov/Content/Services/Governors Policy Against Sexual Harassment and

Discrimination.pdf.

The attachment of which the 27 to last page is an acknowledgement that ali employees sign at thelr crientation (new
hire and transfer-in).

Please let me know If you require anything further on this request.
Thank you,

Tawny Polito | Executive Assistant to the Director
Department of Administration

515 E, Musser Street, #300

Carson City, NV 89701

Direct: 775-684-0299

tpolito@admin.nv.gov




State of Nevada
Executive Branch

SEXUAL HARASSMENT AND DISCRIMINATION
POLICY '

Sexual harassment and discrimination based on race, color, national origin,
religion, sex, age, disability, pregnancy, sexual orientation, genetic information,
gender identity or expression, domestic relations? or compensation or wages? in
any term, condition or privilege of employment are violations of State and/or
foderal law.

L

IIO

PURPOSE

The purpose of this Policy statement regarding sexual harassment and
discrimination is to clearly express the position of the State of Nevada
that all employees have the vight to work in an environment free from all
forms of discrimination and conduct which can be considered harassing,
coercive or disruptive.

Sexual harasement and discrimination are forms of misconduct that
undermine the integrity of the employment relationship. No employee,
either male or female, should be subjected to unsgolicited and unwelcomed
sexual overtures or conduct, either verbal, written (including digital
media, ie., email, text or digital photos or graphics) or physical. No
employee should experience discrimination in hiring, promotion,
discharge, pay, fringe benefits, job training, classification, veferral, and
other aspects of employment, Sexual harassment and discrimination are
personally offensive, debilitate movale, and, therefore, interfere with
work effectiveness. An employee who engages in diseriminatory behavior,
or behavior that constitutes sexual harassment, may be subject to
disciplinary action up to and including dismissal,

COVERAGE

This Policy is intended to be applicable to all State employees, officers,
appointees such as board members, and volunteers in the executive
branch of government. All elected officers ave encouraged to -adopt this
Policy within their agencies.

L AB 229 (2017); AB 227 (2017).

2 NRS 613.330.
1 Revised 4/18/18




IIL

RESPONSIBILITY

A,

Sexual harassment and discrimination, whethex committed by a
supervisor, coworker, or member of the public is specifically
prohibited as unlawful and against State policy. Appointing
authorities are responsible for taking immediate and corrective
action in response to complaints, regardless of whether the specific
acts complained of were sanctioned or gpecifically forbidden and
regardless of the manner in which the appointing authority
becomes aware of the conduct.

Appointing authorities must ensure that each employee is provided
with a copy of this Policy informing them that sexual harassment
and diserimination are prohibited conduct and will not be tolerated
or condoned, All employees will acknowledge receipt and
understanding of the Policy through a signed statement.

All new employees, officers, appointees, board members and
volunteers in the executive branch shall attend gexual harassment
prevention training within six months of their appointment.
Thereafter, employees ave required to complete sexual harassment
prevention refresher training once every two years,

Managers and supervisors are also required to attend additional
training related to equal employment opportunity within
12 months of supervisory appointment and every three years
thereafter.

Appointing authorities shall advise all employees of their
responsibility to veport incidents of sexual harassment and
discrimination.

Appointing authorities shall designate employees within each
agency to act as coordinators for the reporting of complaints of
sexual harassment or discrimination and will notify employees and
the Sexual Harassment/Discrimination Investigation Unit of the
coordinator’s name and contact information,

Supervisors shall have a complete understanding of this Policy.
Supervisors who willfully disregard incidents of sexual harassment
or discrimination by subordinates may be subject to discipline,
Supervisors are rvesponsible for ensuring their employees have
received training as outlined in this Policy.

2 Revised 4/18/18




H., It is the responsibility of appointing authorities to make sure their
agencies are in full compliance with this Policy and associated
legal guidelines.

IV. STATE EMPLOYEES RIGHTS AND RESPONSIBILITIES

A Employees are entitled to work in a workplace free of sexual
harassment and discrimination,

B. Employees are responsible for ensuring they do not sexually harass
or diseriminate against any other employee, client, applicant for
employment, or other individual(s).

C. FEmployees are responsible for cooperating in the investigation of
any complaint of alleged sexual harassment or discrimination.
Employees are additionally vesponsible for cooperating with the
efforts of their agency, division, board or commission to prevent
and eliminate sexual harassment and discrimination and for
maintaining a working environment free from guch unlawful
conduct. Pursuant to NAC 284,650, failure to participate in any
investigation of alleged discrimination, including without
limitation, an investigation of sexual harassment is cause for
disciplinary action.

V. LEGAL DEFINITIONS AND GUIDELINES

A. NAC 284.771 specifies that sexual harassment violates the policy
of this State and is a form of unlawful discrimination based on sex
under State and federal law. An employee shall not engage in
gexual harassment against another employee, an applicant for
employment, or any other person in the workplace.

Sexual harassnient is a very serious disciplinary infraction. An
appointing authority may impose harsh disciplinary sanctions on
persons who commit sexual harassment, even on first-time
offenders.

B. As used in Section 703 of Title VII of the Civil Rights Act of 1964,
«yexual harassment” means unwelcome sexual advances, requests
for sexual favors, and other verbal or physical conduct of a sexual
nature when:

1. Submission to such conduct is made eifher explicitly or
implicitly a term or condition of a person’s employment; or

3 Revised 4/18/18




2. Submission to or the rejection of such conduct by a person is
used as the basis for employment decisions affecting that
person; oI

3. Such conduct has the purpose or effect of unreasonably
interfering with a person’s work performance or creating an
intimidating, hostile or offensive work environment,.
29 C.F.R. § 1604.11.

C. Equal opportunity with regard to the terms, conditions and
privileges of employment is mandated under Title VII of the Civil
Rights Acts of 1964, the Americans with Disabilities Act of 2008,
the Age Discrimination in Employment Act of 1967, the Equal Pay
Act of 1963, Genetic Information Nondiscrimination Act of 2008,
NRS 631,330, NRS 281.370, and numerous sections of Chapter 284
of the NRS which address the State’s Personnel System.

D. The State of Nevada is an equal opportunity employer and does not
discriminate against job applicants or employees based on race,
color, veligion, sex, national origin, disability, age, pregnancy,
sexual orientation, genetic information, gender identity or
expression, domestic relations, or compensation or wages.

E. Federal law prohibits retaliation against employees who bring
" gexual harassment or discrimination charges or assist in
investigating such charges. Any employee making sexual
haragssment or discrimination complaints or assisting in the
investigation of such a complaint will not be adversely affected in
terms or conditions of employment, nor discriminated against,
disciplined or discharged because of the complaint.

V. PROCEDURE

A, FEmployee

1. Employees who believe they have been subjected to or
witnessed sexual harassment or discrimination ave
encouraged to advise the person. believed to have engaged in
sexual harassment or discrimination that the conduct 18
unwelcome, undesirable or offensive. If the employee elects
not to confront the alleged harasser or if the conduct
persists after an objection, the employee shall report the
incident to their supervisor or next level authority, or the
employee may elect to report the incident as set forth below.
Employees will be asked to complete a complaint form.

4 Revised 4/18/18




Employees may veport incidents of sexual harassment or’
discrimination (a) to the coovdinator within their agency
designated to receive such complaints, or (b) by filing a
complaint in NEATS on the Home Page, under Pergonal
Tasks, “File a Sexual Havassment or Discrimination
Complaint,” or () by completing an NPD-30 Sexual
Harassment or Discrimination Complaint Form located
on the Division of Human Resource Management website, or
(d) by calling the Division of Human Resource
Management’s Harassment/Discrimination Hotline at
(800) 767-7381. Employees are always entitled to consult an
attorney or labor representative or to report the incident to

_the Nevada Equal Rights Commission or the Kqual

Employment Opportunity Commission.

Employees should give the completed complaint form and
any supporting documentation to the coordinator designated
within their agency to receive such complaints or to the
assigned investigator(s).

B. Appointing Authorities

1.

After receiving notification of an employee’s complaint, the
appointing authority shall promptly notify the agency’s
assigned personnel, Deputy Attorney General or staff
counsel assigned to represent the agency pursuant to State
Administrative Manual § 1702 (legal counsel) and the
Division of Human Resource Managements Sexual
Harassment/Discrimination Investigation Unit, The
agency coordinator will complete the complaint intake
veport and obtain a completed copy of the complaint form
from the employee filing the complaint. The coordinator will
forward a copy of the completed intake report to the agency's
legal counsel and the Sexual Harassment/Discrimination
Investigation Unif, along with any  supporting
documentation. The agency coordinator may also submit
the complaint via NEATS.

The investigator will begin the investigation as soon as
witnesses are available,

Tnvestigations will be conducted as discreetly and with as

little disruption to the workplace as possible. All information
gathered in an investigation will be kept confidential, and

b Revised 4/18/18




C.

the confidential natuve of the investigative process will be
conveyed to the complainant, the accused and each witness.

The investigator will prepare a written report of findings,
which will be submitted to the appointing authority, the
agency’s legal counsel, and the agency's chief personnel
officer. The ultimate decision for remedial action is the
responsibility of the appointing authority; however, the
investigative staff may suggest mediation services, if
appropriate.

After the investigation has been completed, the appointing
authority will review the findings and recommendations
and determine the appropriate resolution of the case. It
warranted, the agency, after consultation with their legal
counsel, may take disciplinary action up to and including
termination. The agency shall retain a written record of the
findings of the investigation and the resolution of the
complaint as confidential records.

At the conclusion of the Division of Human Resource
Management’s Sexual Harassment/Discrimination
Investigation Unit's investigation, the Division of Human
Resource Management will notify the complainant in writing
that the investigation was completed and forwarded to their
agency for review. The agency, in consultation with their
assigned legal counsel, shall notify both the complainant and
the accused in writing at the conclusion of their
administrative review. A copy of the Notification letter that
is sent to the complainant and/or accused must be sent to the
Sexual Harassment/Discrimination Investigation Unit for its
files. Additionally, the agency shall take whatever corrective
action it deems appropriate following consultation with its
legal counsel. Corrective action that involves discipline of the
accused is confidential pursuant to NAC 284.718 and must
not be disclosed except as authorized pursuant to NAC
284.726.

Complaint Submitted Through the Hotline

1.

When an employee transmits a complaint of sexual
harassment or discrimination through the State hotline, the
YQexual Harassment/Discrimination Investigation Unit will
complete the initial intake report and/for submit the
complaint in NEATS.

6 Revised 4/18/18




The agency coordinator will be notified of the complaint via
NEATS. '

The investigation will then proceed as described for

complaints submitted to appointing authorities (see Ttem VI-
B).

7 ' Revisad 4/18/18
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STATE OF NEVADA

DEPARTMENT OF TAXATION £10 Kieko Lor
46%0 Kiftzée] Lage
H . . Buyllding L, Sulte 235
Web Site: https:/itax.nv.gov P e S0802
1550 College Parkway, Suile 115 . Phane: {775) 687.80999
Carsen City, Nevada B8706-7937 Fax: (775) 6861303
} Phsnae: (775) 684-2000  Fax; (775) 684.2020
STEVE S150LAK
Govemor LAS VEGAS QFFICE HENDERSON OFFICE
JAMES DEVOLLD Grant Sawyer OHice Building, Sulte 1300 2550 Paseo Verde Parkway, Suite 180
Chalr, Navada Tax Commission 555 £, Washinglan Avenue Henderson, Nevada 83074
MELANIE YOUNG N Las Vegas, Nsvada 88101 Phone: (702} 486-2300
Exscutive Director - Phafie; {702) 486-2300 Fax; {702) 486-2373 Fax: (702} 486-3377

State of Nevada
Department of Taxation

AGENCY RESPONSE TO EXECUTIVE ORDER 2019-01

In accordance with Governor Sisolak's Executive Order 2019-01 (Section 1), the
Department of Taxation submits to the Attorney General a report regarding its policies
and procedures, and orientation and training protocol for complying with State of
Nevada Executive Branch Sexual Harassment and Discrimination Policy.!

POLICIES AND PROCEDURES

The State of Nevada Executive Branch Sexual Harassment and Discrimination Policy
dated 4/18/18 supersedes previous depariment policy. The document was forwarded to
all department personnel in April 2018. Employees wers required at that time to read
the policy and sign an acknowledgement form. The forms have been retained on file.

ORIENTATION
The new hire orientation program administered by HR Services includes a review of the

current Sexual Harassment and Disctimination Policy. Again, all Department employees
are required to read the document and sign an acknowledgement form.

TRAINING PROTOCOL

In accordance with State policy, all new employees are required to attend sexual
harassment prevention training within six months of their appointment. Employees are
required to complete sexual harassment prevention refresher fraining once every two
years thereafter.

Each quarter the Administrative Assistant lll (Budget/Fiscal Services, Administrative
Services Division) identifies any employee who is not current on their sexual
harassment classes through a review of training records in the Human Resources Data
Warehouse (HRDW). An email is sent to the respective supervisor in order to resolve
the issue.

Managers and supervisors are also required to attend additional training related to
equal employment oppottunity within 12 months of supervisory appoiniment and every
three years thereafter. The Administrative Assistant Il likewise monitors this training to
ensure staff are in compliance with the requirement.

' As revised April 18, 2018
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In accordance with State policy and training protocols, Department managers advise
and encourage all employees to report any incidents of sexual harassment and
discrimination,

COORDINATION OF COMPLAINTS

The Department has designated the Administrative Services Officer IV to act as
coordinator for reporting complaints of sexual harassment or discrimination. Department
employees and Division of Human Resource Management's Sexual
Harassment/Discrimination Investigation Unit are notified of the coordinator's name and
contact information.

02/25/19
Exe'c'utive Director UU " Date
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Steve Sisolak George Togliat

Gorernor Dﬁmrurr
Human Resources
555 Wright Way
Carson City; Nevada 89701-0525
“ralephone (775) 684-4694 # Fax (775) 684-1884

Memorandum
DATE: Februmy 27, 201 9 -

i
TO: Jessica. Adalr, Chnef of Staff

:_Ofﬁee of the Attomey General

FROM: - - Maws Affo:, Human Resource Manag‘

‘ _Depa ment of Public Safety

SUBJECT ,Report ) gardmg Sexual Harassment and Dlscnmmat;on Pohcnyrocedures

Pursuant to Govemor Slsolak’s Executwe Order 2019-1, the Department of Pubilc Safety (DPS)
submits this document to outhne its pohcy and. tralmng procedures on sexual harassm' rit and
dtscnmmatlon , - L

The DPS;practices andr training protocol are: conmstent Wlth the State s pollcy'agams sexual
h.'r.u"assment}3 mination. In: addltlon, DPS’ has : ohcy ‘against harassment - and
dlscnmmatxon'(pl e see. attached), which is also enforce ‘During the' employee onentatlons
new employees.are. ‘a copy of the State’s policy for review and discussion. The employees
are:also*-i‘équired to sign and a knt'mledge;receipt ‘and .understandin e’pohcy The s1gned
acknowledgement forms are: mamtamed in the personnel ﬁles e

Pursuant to NAC 284 496 new employees are reqmred to attend trammg in sexual harassment

‘loyment All existing emptoyees are requ‘r_ed to attend
a refresher trammg every two years It is our practice fo condtct ongoing review and monitoring
and initiate additional training as deemed ‘appropriate, Further DPS plans to devote additional
resources to educatmg and training its workforce for career growth and proactive measures.
Sexual harassment. and dlscrlmmahon preventlon trammg 1s one of our top priorities.

The sexual harassment posters are alse dlsplayed in Opt:n areas to ensure emp]oyees awareness
and compliance with the State’s policy.” ‘New- employees. are also given copies of the posters as
part of the orientation process, along with the contact information for the DPS Equal
Employment_ Opportunity Officer

. : I'mt_r., sney Mam w:, and ‘nu:rm
State Fire M 1rt.l| 1] e RL&,(]HIM, Comunivnic ations mtl Compliance » Highway P urol e L u-t Mions e P vrode and Prob, lunn

T Of{'(,L of Professional Ra_spctmlhtlm « Office of Traflic Safety » Training « Olfice of C\hu Dd'~ nse Coordin ation ' .
: : Emt.rtruu,\ RLH[)(H)HL Cunnmssmu . :




Sexual Harassment/Discrimination Policy and Training
Page2 of 2

Please contact me if you need additional information regarding this matter. I can be reached at
775-684-4703 or via email at maffo@dps.state.nv,us.

Thank you.



Nevada Department of Public Safety

Nevada Department of Public Safety Policy Manual

Discriminatory Harassment

316.1 PURPOSE AND SCOPE
This policy is intended to prevent Department members from being subjected to discrimination

or sexual harassment.

316.2 POLICY

The Nevada Department of Public Safety is an equal opportunity employer and is committed to
creating and maintaining a work environment that is free of all forms of discriminatory harassment,
including sexual harassment and retaliation. The Department will not tolerate discrimination
against members in hiring, promotion, discharge, compensation, fringe benefits and other
privileges of employment. The Department will take preventive and cotrective action to address
any behavior that violates this policy or the rights it is designed to protect,

The nondiscrimination policies of the Department may be more comprehensive than slate or
federal law. Conduct that violates this policy may not violate state or federal law but still could
subject a member to discipline.

316.3 DISCRIMINATION PROHIBITED

316.3.1 DISCRIMINATION

The Department prohibits all forms of discrimination, including any employment-related action by
a member that adversely affects an applicant or member and is based on race, color, religion, sex,
age, national origin or ancestry, genetic information, disability, military service, sexual orientation
and other classifications protected by law.

Discriminatory harassment, including sexual harassment, is verbal or physical conduct that
demeans or shows hoslility or aversion toward an individual based upon that individual's protected
class. It has the effect of interfering with an indlvidual's work performance or crealing a hostile or
abusive work environment,

Conduct that may, under certain circumstances, constitute discriminatory harassment can include
making derogatory commenis, crude and offensive statements or remarks; making slurs or
off-color jokes; stereotyping, engaging in threatening acts; making indecent gestures, pictures,
cartoons, posters or material; making inappropriate physical contact; or using written material or
Department equipment and/or systems 1o transmit or receive offensive malerial, statements or
pictures. Such conduct is contrary to Department policy and to the Department’s commitment to
a discrimination free work environment.:

316.3.2 SEXUAL HARASSMENT
The Department prohibits all forms of discrimination and discriminatory harassment, including
sexual harassment, Itis unlawful to harass an applicant or a member because of that person's sex.

Copyiight Lexipol. LLC 2018/10/01, Afl Rights Reserved. Discriminatory Harassmant - 156
Publishad with permission by Nevada Departmant of Pubfic
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Nevada Department of Public Safety

Nevada Deparimeni of Public Safely Policy Manual

Discriminatory Harassment

Sexual harassment ncludes, butis not limited to, unwelcome sexual advances, requests for sexual
favors or other verbal, visual or physical conduct of a sexual nature when:

(a) Submission to such canduct is made either explicitly or implicitly as a term or condition
of employment, position or compensation.

(b) Submission to, or rejection of, such conduct Is used as the basis for any employment
decisions affecting the membar.

{€)  Such conduct has the purpose or effect of substantially interfering with a mermber's
work performance or creating an intimidating, hostile or offensive work environment,

316.3.3 ADDITIONAL CONSIDERATIONS
Discrimination and discriminatary harassment do not include actions that are in accordance with

established rules, principles or standards including:

{8) Acts or omission of acis based solely upon bona fide occupational qualifications
under the Equal Employment Opportunity Commission or the Nevada Equal Rights
Commission.

(b) Bona fide requests or demands by a supervisor that a member improve his/her work
quality or output, that the member report to the job site on time, that the member
comply with State or Department rules or regulations, or any other appropriate work-
related communication belween supervisor and member,

316.3.4 RETALIATION

Retaliation is treating a person differently or engaging in acls of reprisal or intimidation against
the person because he/she has engaged in protected activity, filed a charge of discrimination,
participated in an investigation or opposed a discriminatory practice. Retaliation will not be
tolerated.

316.4 RESPONSIBILITIES

This policy applies to all Department personnel. All members shall follow the intent of these
guidelines in a manner that reflects Department policy, professional law enforcement standards
and the besl interest of the Department and its mission.

Members are encouraged {o promptly report any discriminatory, retafiatory or harassing conduct
or known violations of this policy to a supervisor, Any member who is not comfortable with reporting
viclations of this palicy to his/her immediate supervisor may bypass the chain of command and
maie the report to a higher ranking supervisor or manager. Complaints may also be filed with the
Director of Public Safety, Human Resources Manager or the Governor.

Any member who believes, in good faith, thal he/she has bean discriminated against, harassed,
subjected to retaliation, or who has observed harassment or discrimination, is encouraged to
promptly report such conduct in accordance with the procedures set forth in this policy.

Copyrght Laxipo), LLC 2018/10/01, Al Rights Resarvad, . Discriminatory Harassmen! - 187
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Nevada Department of Public Safety

Nevada Depariment of Public Safety Policy Manual

Disctiminatory Harassment

Supervisors and managers raceiving informalion regarding alleged violations of this pelicy shall
determine if there is any basis for the allegation and shall proceed with resolution as stated below.

316.4.1 SUPERVISOR RESPONSIBILITY
Each supervisor and manager shall:

(a) Continually monitor the work environment and strive to ensure that it is free from all
types of unlawful discrimination, including harassment or retaliation.

(b} Take prompt, appropriate action within their work units to avoid and minimize the
incidence of any form of discrimination, harassment or retaliation,

(c) Ensure their subordinates understand their responsibilities under this policy.

{d) Ensure that members who make complaints or who oppose any unlawful employment
practices are protected from retaliation and that such matters are kept confidential to
the extent possible.

() Nolify the Director of Public Safety or the Human Resources Manager in wriling
of the circumstances surrounding any reported allegations or observed acts of
discrimination, haragsment or retaliation no later than the next business day.

316.4.2 SUPERVISOR'S ROLE

Because of differences in individual values, supervisors and managers may find it difficult to
recognize that their behavior or the behavior of others is discriminatory, harassing or retaliatory.
Supervisors and managers shall be aware of the following cansiderations:

(a) Behavlor of supervisors and managers should represent the values of the Department
and professional law enforcement standards.

(b) False or mistaken accusations of discrimination, harassment or retaliation have
negative effects on the careers of innocent members:

(¢) Supervisors and managers must act promptly and responsibly in the resolution of such
situations.

(dy Supervisors and managers shall make a timely determination regarding the substance
of any aliegation based upon all available facts.

Nothing in this section shall be construed to prevent supervisors or managers from discharging
supervisory or management responsibilities; such as determining duty assignments, evaluating
or counseling employees or issuing discipling, in a manner that is consistent with established
procedures.

316.5 INVESTIGATION OF COMPLAINTS
Various methods of resolution exist. During the pendency of any such investigation, the supervisor
of the invelved member should take prompt and reasonable steps to mitigate or eliminate any

Copyrighl Lexipal. LLC 2018:10/01, All Rights Reservad. Discriminatory Harassment - 168
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Nevada Department of Public Safety

Nevada Depariment of Public Safety Policy Manual

Discriminatory Harassment

continuing abusive hostile wark environment. I is the policy of the Department that all complaints of
discrimination or harassment shall be fully documented, and promptly and thoroughly investigated.
The participating or opposing member should be protacted against refaliation, and the complaint
and related investigation should be kept confidential to the extent possible.

316.5.1 SUPERVISORY RESOLUTION

Members who believe they are experiencing discrimination, harassment or retaliation should be
encouraged to inform the individual that his/her behavior is unwelcome, offensive, unprofessional
or inappropriate. However, if the member feels uncomfortable, threatened or has difficulty
expressing his/her concern, or if this does nof resolve the concern, assistance should be sought
from a supervisor or manager who is a rank higher than the alleged transgressor.

316.5.2 FORMAL INVESTIGATION
if the complaint cannot be satisfactorily resolved through the supervisory resolution process, a

formal investigation will be conducted.

Investigations regarding discriminatory harassment will be referred to the Depariment of Human
Resource Management, EEQ and Discrimination Investigation Unit.

Formal investigation of the complaint will be confidential to the extent possible and will include, but
is not limited to, details of the specific incident, frequency and dates of occurrences and names
of any witnesses. Witnesses will be advised regarding the prohibition against retaliation, and that
a disciplinary process, up to and including termination, may result if retaliation occurs.

Members who believe they have been discriminated against, harassed or retaliated against
because of their protected status are encouraged to follow the chain of command but may also
file a complaint directly with the Director of Public Safety, the Human Resources Manager or the
Governor.

316.56.3 ALTERNATIVE COMPLAINT PROCESS

No provision of this policy shall be construed to prevent any member from seeking legal redress
outside the Depariment. Members who believe that they have been harassed, discriminated or
retaliated against are entitled to bring complaints of employment discrimination to federal, state
and/or local agencies responsible for investigating such allegations, Specific tirme limitations apply
1o the filing of such charges. Members are advised that proceeding with complaints under the
provisions of this policy does not in any way affect those filing requirements.

316.5.4 FOLLOW UP FOR REPORTING EMPLOYEE
Should it be determined that the reporting employee filed the complaint in goad faith and/or through

a mistake of fact, that employee may be counseled/irained.

316.5.8 FALSE REPORTING
Should it be determined that the reporting employee maliciously filed the complaint knowing that it

was false or frivolous at the time of the complaint, that employee shall be subject to the disciplinary
process up to and including termination.

Copyright Lexipal; LLC 2018/10/0%, All Righla Reserved, Discriminatory Harassment - 158
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Nevada Department of Public Safety

Nevada Depariment of Public Safety Policy Manual

Discriminatory Harassment

316.6 NOTIFICATION OF DISPOSITION
The complainant and/or victim will be notified in writing of the disposition of the investigation and
the action taken to remedy or address the circumstances giving rise to the complaint.

316.7 DOCUMENTATION OF COMPLAINTS i

All complaints or allegations shall be thoroughly documented on forms and in a manner designated
by the Directar of Public Safety and the Department of Human Resource Management. The
outcome of all reports by the EEQ and Discrimination Investigation Unit shall be:

(a) Provided 1o the Director of Public Safety, the Governor or the Human Resources
WManager if more appropriate for findings and action, if appropriate,

(b} Maintained for the period established in the Department's records retention schedule.

316.8 TRAINING

All new members shall be provided with a copy of this policy as part of their orientation. The palicy
shall be reviewed with each new member. The member shall cerlify by signing the prescribed form
thal he/she has been advised of this policy, is aware of and understands its contents and agrees
to abide by its pravisions during hisfher term of employment,

Al members shall receive annual training on the requirements of this policy.

316.8.1 QUESTIONS OR CLARIFICATION
Members with questions regarding what constitutes discrimination, sexual harassment or

retaliation are encouraged to contact a supervisor, manager, the Director of Public Safety, the
Human Resources Manager or the Governor for further information, direction or clarification.

316.9 DISCRIMINATION OR SEXUAL HARASSMENT TRAINING

New employees will be provided a copy of this policy as part of the orientation process. Employess
will receive inltial training within the first year of employment. Thereafter, employees will receive
regular supplemental fraining annually. Each employee who attends a training program is issved
a completion form verifying the employee's attendance. The Department will file the completion
form in the employee's personnel file.

Supervisors shall review this policy at least annually with their subordinates during the evaluation
process,
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Vicki J. Beavers
v
From: Gabriel Hill <ghlll@doenv.gov>
Sent: Monday, March 11, 2018 10:25 AM
To: Vicki J. Beavers
Ce: Jonathan P. Mootre
Subject: RE: Response requested: Governor's Task Force on Sexual Harassment and

Discrimination Law and Policy

Good Morning,
| do apologize for the delay in getting back to you.

The Department of Education follows the Nevada Executive Branch Sexual Harassment Discrimination Policy. The April
18, 2018 State of Nevada Executive Branch Sexual Harassment and Diserimination Policy is provided to all employees at
their orientation. The orlentation is conducted by Agency HR Services within 3 business days of their start date with the
agency. The attached policy has a Policy Acknowledgement form which the employee signs at orientation. This
Acknowledgement Is filed in the agency’s personnel file which is stored in Agency HR Services’ office (North and South
respectively). All staff are provided with a list of all mandatory training classes for employees and supetvisors at their
orfentation. The training requirements are identified in NRS 284.338 and NAC 284.496. All employees and supervisors
are expected to adhere to these requirements. Training Is available online and in-person.

If you do need more information, please be sure to let me know.,

Best,

Gabriel Hill

Assistant to the Deputy Superintendent of student Achievement
Nevada Department of Education

700 E, Fifth Street, Sulte 100

Carson City, Nv 89701

E. ghill@doe.nv.gov

T.775-687-9224

F. 775-687-9202

CONFIDENTIALETY; This message and accompanying docutmnents are covered by the electronic Communications Privacy Act, 18 U.S.C. §§ 2550-2521, may be
covered by the Family Educational Rights and Privacy Act (FERPAY 20 US.C. § 122¢: 34 CFR Part 99 and may contain confidential information or Prolected
Iatormation intended for the specified individual{s) only. Ifyou are not {he intended recipient or an agent responsible for delivering it lo the inlended recipient, you are
hereby notified thal you have received {his doeumtent in error and that nny review, disseminalion, copying, or the laking of any action based on the contents of this
information is strietly prohibited. Violations may result in administealive, civil, or oriminal penalties. If you have received this communication in ervor, please nolity
sender immediately by c-mait, and delete the message. The Mevada Department of Bducation wilf nol accept any Habitity in respeet of such comniunication that

violales our e-mail policy.

Nevada Depactment
of Belucalion

| )Lémaé ?@%/

From: Kelly Nicolls
Sent: Friday, March 8, 2019 3:31 PM
To: Gabriel Hilt

srmiimi s ¢ o e menn st




State of Nevada
Executive Branch

SEXUAL HARASSMENT AND DISCRIMINATION
POLICY

Sexual harassment and discrimination based on race, color, national origin,
religion, sex, age, disability, pregnancy, sexual orientation, genetic information,
gender identity or expression, domestic relations! or compensation or wages? in
any term, condition or privilege of employment are violations of State and/or
federal law.

L.

11,

PURPOSE

The purpose of this Policy statement regarding sexual harassment and
diserimination is to clearly express the position of the State of Nevada
that all employees have the right to work in an environment free from all
forms of discrimination and conduct which can be considered harassing,
coercive or disruptive.

Sexual harassment and discrimination arve forms of misconduct that
undermine the integrity of the employment relationship. No employes,
either male or female, should be subjected to unsolicited and unwelcomed
sexual overtures or conduct, either verbal, written (including digital
media, i.e, email, text or digital photos or graphics) or physical. No
employee should experience discrimination in Tiring, promotion,
discharge, pay, fringe benefits, job training, classification, referral, and
other aspects of employment. Sexual harassment and discrimination are
personally offensive, debilitate morale, and, therefore, interfere with
work effectiveness. An employee who engages in discriminatory behavior,
or behavior that constitutes sexual harassment, may be subject to
disciplinary action up to and including dismissal,

COVERAGE

This Policy is intended to be applicable to all State employees, officers,
appointees such as board members, and volunteers in the executive
branch of government. All elected officers are encouraged to adopt this
Policy within their agencies.

1 AB 229 (2017); AB 227 (2017).

2 NRS 613,330,
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HI.

RESPONSIBILITY

A,

Sexual harassment and discrimination, whether committed by a
supervisor, coworker, or member of the public is specifically
prohibited as unlawful and against State policy. Appointing
authorities are responsible for taking immediate and corrective
action in response to complaints, regardless of whether the specific
acts complained of were sanctioned or specifically forbidden and
regardless of the manner in which the appointing authority
becomes aware of the conduct.

Appointing authorities must ensure that each employee is provided
with a copy of this Policy informing them that sexual harassment
and diserimination are prohibited conduct and will not be tolerated
or condoned. All employees will acknowledge receipt and
understanding of the Policy through a signed statement.

All new employees, officers, appointees, board members and
volunteers in the executive branch shall attend sexual harassment
prevention training within six months of their appointment.
Thereafter, employees are requived to complete sexual harassment
prevention refresher training once every two years.

Managers and supervisors are also required to attend additional
training velated to equal employment opportunity within
12 months of supervisory appointment and every three years
therveafter,

Appointing authorities shall advise all employees of their
responsibility to report incidents of sexual harassment and
discrimination.

Appointing authorities shall designate employees within aach
agency to act as coordinators for the reporting of complaints of
sexual harassment or discrimination and will notify employees and
the Sexual Harassment/Discrimination Investigation Unit of the
coordinator's name and contact information,

Supervisors shall have a complete understanding of this Policy.
Supervisors who willfully disregard incidents of sexual harassment
or discrimination by subordinates may be subject to discipline.
Supervisors are vesponsible for ensuring their employees have
received training as outlined in this Policy.
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H. It is the responsibility of appointing authorities to make sure their
agencies are in full compliance with this Policy and associated
legal guidelines.

1IV. STATE EMPLOYEES' RIGHTS AND RESPONSIBILITIES

A, Employees are entitled to work in a workplace free of sexual
harassment and discrimination.

B. Employees ave responsible for ensuring they do not sexually harass
or discriminate against any other employee, client, applicant for
employment, or other individual(s).

C. Employees are vesponsible for cooperating in the investigation of
any complaint of alleged sexual harassment or discrimination.
Employees arve additionally responsible for cooperating with the
offorts of their agency, division, board or commission to prevent
and eliminate sexual harassment and discrimination and for
maintaining a working environment free from such unlawful
conduct. Pursuant to NAC 284.650, failure to participate in any
investigation of alleged discrimination, including without
limitation, an investigation of gexual harassment is cause for

~ diseiplinary action.

V. LEGAL DEFINITIONS AND GUIDELINES

A, NAC 284,771 specifies that sexual harassment violates the policy
of this State and is a form of unlawful discrimination based on sex
under State and federal law. An employee shall not engage in
gexual harassment against another employee, an applicant for
employment, or any other person in the workplace,

Sexual harassment is a very serious disciplinary infraction. An
appointing authority may impose harsh disciplinary sanctions on
persons who commit sexual harassment, even on fivst-lime
offenders,

B. As used in Section 703 of Title VII of the Civil Rights Act of 1964,
«gexual harassment” means unwelcome sexual advances, requests
for sexual favors, and other verbal or physical conduct of a sexual
nature when:

1. Submission to such conduct is made either explicitly or
implcitly a term or condition of a person’s employment; or
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2. Submission to or the rejection of such conduct by a person 18
used as the basis for employment decisions affecting that
person; or

3. Such conduct has the purpose or effect of unreasonably
interfering with a person’s work performance or creating an
intimidating, hostile or offensive work environment,
29 C.F.R. § 1604.11,

C. Equal opportunity with regard to the terms, conditions and
privileges of employment is mandated under Title VII of the Civil
Rights Acts of 1964, the Americans with Disabilities Act of 2008,
the Age Discrimination in Employment Act of 1967, the Equal Pay
Act of 1963, Genetic Information Nondiscrimination Act of 2008,
NRS 631,330, NRS 281,370, and numerous sections of Chapter 284
of the NRS which address the State’s Personnel System.

D. The State of Nevada is an equal opportunity employer and does not
diseriminate against job applicants or employees based on race,
color, religion, sex, national origin, disability, age, pregnancy,
sexual ovientation, genetic information, gender identity or
expression, domestic relations, or compensation or wages.

E. Federal law prohibits retaliation against employees who bring
sexual harassment or discrimination charges or assist in
investigating such charges. Any employee making sexual
havassment or discrimination complaints or assisting in the
investigation of such a complaint will not be adversely affected in
terms or conditions of employment, nor discriminated against,
disciplined or discharged because of the complaint.

V. PROCEDURE

A. Employee

1. Employees who believe they have heen subjected to or
witnessed sexual harassment or discrimination are
encouraged to advise the person believed to have engaged in
sexual harassment or discrimination that the conduct is
unwelcome, undesirable or offensive. If the employee elects
not to confront the alleged harasser or if the conduct
persists after an objection, the employee shall report the
incident to their supervisor or next level authority, or the
employee may elect to report the incident as set forth below.
Employees will be asked to complete a complaint form.
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Employees may report incidents of sexual harassment or
diserimination (a) to the coordinator within their agency
designated to veceive such complaints, or (b) by filing a
complaint in NEATS on the Home Page, under Personal
Tagks, “File a Sexual Harassment or Discrimination
Complaint,” or (¢) by completing an NPD-30 Sexual
Harassment or Discrimination Complaint Form located
on the Division of Human Resource Management website, or
(d) by calling the Division of Human Resource
Management’s Harassment/Discrimination Hotline at
(800) 767-7381. Employees are always entitled to consult an
attorney or labor representative or to report the incident to
the Nevada Equal Rights Commission or the REqual
Employment Opportunity Commisgsion.

Employees should give the completed complaint form and
any supporting documentation to the coordinator designated
within their agency to receive such complaints or to the
assigned investigator(s).

B, Appointing Authorities

1.

After receiving notification of an employee’s complaint, the
appointing authority shall promptly notify the agency’s
assigned personnel, Deputy Attorney General or staff
counsel assigned to represent the agency pursuant to State
Administrative Manual § 1702 (legal counsel) and the
Division of Human Resource Management’s Sexual
Harassment/Discrimination Investigation Unit. The
agency coordinator will complete the complaint intake
report and obtain a completed copy of the complaint form
from the employee filing the complaint, The coordinator will
forward a copy of the completed intake report to the agency’s
legal counsel and the Sexual Harassment/Discrimination
Investigation  Unit, along with any supporting
documentation. The agency coordinator may also submit
the complaint via NEATS.

The investigator will begin the investigation as soon as
witnesses are available.

Investigations will be conducted as discreetly and with as

little disruption to the workplace as possible, All information
gathered in an investigation will be kept confidential, and
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the confidential nature of the investigative process will be
conveyed to the complainant, the accused and each witness.

The investigator will prepare a written report of findings,
which will be submitted to the appointing authority, the
agency’s legal counsel, and the agency’s chief personnel
officer. The ultimate decision for remedial action is the
responsibility of the appointing authority; however, the
investigative staff may suggest mediation services, if
appropriate.

After the investigation has been completed, the appointing
authority will review the findings and recommendations
and determine the appropriate rvesolution of the case. If
warranted, the agency, after consultation with their legal
counsel, may take disciplinary action up to and including
termination. The agency shall retain a written record of the
findings of the investigation and the regolution of the
complaint as confidential records.

At the conclusion of the Division of Human Resource
Management's Sexual Harassment/Discrimination
Investigation Unit's investigation, the Division of Human
Resource Management will notify the complainant in writing
that the investigation was completed and forwarded to their
agency for review. The agency, in consultation with their
assigned legal counsel, shall notify both the complainant and
the accused in writing at the conclusion of their
administrative review, A copy of the Notification letter that
is sent to the complainant and/or accused must be sent to the
Sexual Harassment/Discrimination Investigation Unit for its -
files. Additionally, the agency shall take whatever corrective
action it deems appropriate following consultation with its
legal counsel. Corrective action that involves discipline of the
accused is confidential pursuant to NAC 284.718 and must
not be disclosed except as authorized pursuant to NAC
284.726,

C. Complaint Submitted Through the Hotline

1,

When an employee transmits a complaint of sexual
harassment or discrimination through the State hotline, the
Sexual Harassment/Discrimination Investigation Unit will
complete the inifial intake report andfor submit the:
complaint in NEATS,
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The agency coordinator will be notified of the complaint via
NEATS.

The investigation will then proceed as described for
complaints submitted to appointing authorities (see Item VI-
B).
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Zero Tolerance Non-Discrimination Policy

Sexual harassment and discrimination based on race, color, national origin, religion, sex, age,
disability, or sexual orientation in any term, condition or privilege of employment are violations
of State and federal faw.

Employees are entitled to work in a workplace free of sexual harassment and discrimination.
Employees are responsible for ensuting they do not sexually harass or discriminate against any
other employee, client, applicant for employment, or other individual with whom they have
contact in the performance of their duties.

For more information, go to:
http://hr.nv.gov/Sections/EEQ__ Discrimination Investigation Unit/

Affirmative Action Plan
The LGO fully supports the Nevada Department of Personnel’s Affirmative Action Plan, which
can be viewed at: http://hr.nv.gov/Resources/Publications/Publications/

Americans with Disabilities Act

The LGO fully supports the Americans with Disabilities Act, including providing reasonable
accommodations for those employees who may need assistance to carry out the functions of their
job, To view the Americans with Disabilities Act in its entirety, go to:
http://hr.nv.gov/Resources/Publications/Publications/

Governor’s Policy Against Sexual Harassment and Discrimination

All LGO employees shall comply with the Governor’s Policy Against Sexual Harassment and
Discrimination:

http:/hr.nv.gov/Sections/EEQ___ Discrimination_Investigation Unit/

Employees may file a complaint of sexual harassment/discrimination with the Division of
Human Resource Management through NEATS (Nevada Employee Action and Timekeeping
System).

Deputies are responsible for notifying the Chief of Staff within one day when a charge of
discrimination has been filed. The Chief of Staff will in turn notify the agency’s Deputy
Attorney General.

These reports are confidential. Copies are not provided to the complainant, the accused, or to
supervisory or management staff (see NAC 284.718 —~ NAC 284.726).

Grievance Procedures

The grievance procedure is available in NEATS (Nevada Employee Action and Time Keeping
System) under the Employee Tab by clicking the >> symbol in the upper left-hand corner of the
page and selecting the appropriate task. Instructions on how to use this service are posted on the
NEATS Home Page under Reference and Information Links — Incident Reporting Instructions.
There is also a Page Help function located in the upper right-hand corner of the page.




Only permanent employees in State classified service have access to the grievance procedure, as
outlined in NAC 284.658 — NAC 284.697. A grievance must be filed within 10 working days
after the date of the origin of the grievance or the date the employee learns of the problem. The
parties to the grievance should make every effort to resolve the grievance through informal
discussion within these 20 working days. Each employee who files a grievance is responsible for
ensuring the grievance is filed in a timely manner, is filed with the appropriate party, and
contains all required documentation. Grievances may be filed online through NEATS.

There ate two steps (levels) in the grievance procedure: (1) Chief of Staff; (2) Assigned Agency
Services Personnel Officer. The intention is for grievances to be resolved at the lowest possible
level.

Per State Administrative Code, work time is not authorized for the preparation of a grievance.

Equal Employment Opportunity Office
The EEO Office has several roles and missions to assist State of Nevada employees:

= Provides advice and guidance to state agencies and state employees about EEQ
matters,

» Recommend and assist with the implementation of policies to create and maintain a
work environment free of harassment and discrimination,

« Develop and deliver EEO/Affirmative Action (AA) training for employees,
supervisors and management.

» Manages discrimination and harassment complaints through the Sexual
Harassment/Discrimination Unit.

= Develops and administers the State Mediation Program.

»  Conducts community outreach to market the State of Nevada as "The Employer of
Choice" in support of the State's Affirmative Action initiatives.

« Provides oversight for the State's Affirmative Action Plan and reports.

For more information, go to: hitp:/hr.nv.gov/Sections/EEQ___Discrimination_Investigation Unit/,

Mandatory Training

All state employees must successfully complete several courses offered by the Nevada Division
Human Resource Management (DHRM). To view a list of those course requirements, go to
http://hr.nv.gov/Resources/Publications/Publications/

And then click on the MANDATORY TRAINING REQUIREMENTS FOR STATE OF
NEVADA EMPLOYEES link listed on the page. These courses are offer either in a classtoom
setting or on online by DHRM staff.

In addition, all supervisors must successfully complete six mandatory classes within six months
of their start date. You must have a valid Nevada Employee Action and Timekeeping System
(NEATS) account to register for classes. For more information about the Mandatory Supervisor
Courses, go to

http://hr.nv.gov/Sections/EmployeeManagement/OED/Mandatory_Supervisory Courses/.
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To register for online classes which you may work from your desk or Controller’s Office
Computer lab, go to hitps:/nvelearn.nv.gov/moodle/

There are additional non-mandatory supetvisor classes offered as well;
(http://hr.nv.gov/Sections/EmployeeManagement/QED/Basic_Supervisory Courses/).

Certain L.GO employees may also be required to successfully pass additional training specific to
their position. Your supervisor is responsible for informing you on these classes and ensuring
you have completed that training within the prescribed timeframe.

The office’s assigned Agency Services Personnel Officer documents all required training and
provides employees and their supervisor with reminders when courses are due or when refresher
courses need to be completed to stay current. Questions about required fraining should be
addressed to the office’s assigned Agency Services Personnel Officer.




