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Hovernber 24, 2014

Elana Shehy, EED Program Analyst

Charise L. Hendricks, PHR Executive Director
HNYC Equal Employment Practices Commission
283 Broadway

Suite B2

Mew York, New York 10007

Dear Ms, Shehu and Ms. Hendricks:

Attached are the documents submitted by this agency for your Audit, Evaluation and Monitoring
of OCB's Distrimingtion Complaint and Investigation Procedures from lanuary 1, 2012 to December 31,
2013, We have made all the requested corrective actions and they are visible in yellow highlighting.

Phil Maier, at 212-306-7180, should you have any additional questions.

Sincerely,

usarn J. Panepento
Deputy Chair for Dispute Resolution
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NOTICE TO ALL EMPLOYEES AND
APPLICANTS FOR EMPLOYMENT:

_ ALL INFORMATION REGARDING
EMPLOYEE RIGHTS AND OBLIGATIONS,

AND OUR COMPLAINT, INVESTIGATION,

AND REASONABLE ACCOMMODATION
PROCEDURES ARE AVAILABLE
ALTERNATIVE FORMATS (I.E.

E. LARGE
PRINT, AUDIO TAPE, AND/OR BRAILLE)
UPON REQUEST

materlals and also shaEI be appended to ail JVNS




TO: Al OCB Staff

FROM: hMarlene Gold

May 6, 2010

Statement From the Direcior Regarding
the Office of Collective Bargaining’s
EEQO Complaint and Investigation Procedures

Federal, state and city laws prohibit discrimination based on your actual or perceived
mermbership in 2 protected group. The protected classifications and prohibited actions are
described in detail in the OCB EEQ Policy.

Anyone whao believes that he or she has been subjected to any discrimination or other
action, decision or harassment in violation of OCB’s EEQ Policy, or who wimesses others
being subjected to improper conduct, is argad to §r0m§i§y report the incident(s) to his or her
supervisor or manager, to agency personnel supervising the application, testing and
interviewing process, or directly to an OCB EEO representative. Supervisors, managers, or
humaz resources personnél who receive EEQ) complaints, or who otherwise become aware of
any improper discrimination, must notify an OCE EEO representative. Supervisors and
managers should alse encourage individuals who belisve that the City's EEO Policy has been
violated to consuli with an OCB EEQ representative,

OCE's EEO representatives are its EEQ Officer, Amy Villafane, and its EEQ
Counselor, Steven DeCosta. An agency EEO representative will assist the person to determine
whether the issue s/he has raised is appropriate for resolution through the complaint process.
%mp%yges will not be retaliated against for consuliing with an EEQ professional about a
suspicion of discrimination o for filing 2 complaint or cooperating in an investigation,




Axn individual who belisves that this policy has been viclated may report the incident
orally or in writing. Where the complaint is taken orally, the manager, supervisor, or EEO
representative shall document the complaint. The EEQ repressntative will assist any individual
to determine whether the conduct or decision is appropriate for the complaint process. Where
an individual chooses to file an intermal complaint with an OCB EEO representative, that
complaint must be filed within one year of the event which is the subject of the complaint.

If an employee or employment applicant believes s/he is being harassed or retaliated
agamst because s’he consulted with the EEOQ Officer or EEO Counselor, filed a discrimination
complaint, or cooperated in the investigation of a complaint, s/he is urged to also report this

WHERFE TO FILE AN INTERNAL COMPLAINT OR
SEEK ASSISTANCE WITH AN EEG MATTER

‘You may file an internal EEQ complaint or receive assistance with an EEQ matter by
confacting:

Amy Villafane, OCB EEQ Officer
40 Reclor Street, 7™ Floor
Mew Yurk, NY 10006
(212) 306-7183

or

Steven DeCosta, EEQ Counselor
40 Rector Street, 7% Floor
New York, NY 10006
(212) 306-7180




TO: Ail OCB Staff

FROM: Marlene Gold
DATE: May 6, 2010
SUBJECT: Statement From the Director Regarding

the Office of Collective Bargaining’s
Equal Employment Opportunity Policy

|

The Office of Collective Bargaining (OCB) is an Equal Employment Opportunity
Employer. As the Chairperson, I am committed to advocating fair employment practices for our
employees. In this regard, 1 hold OCB’s EEO representatives, human resources professionals,
managers and supervisors accountable for ensuring that this agency does not discriminate against
employees or applicants for employment. Iam further commitied to ensuring that all new
employees are advised of OCB’s EEO policy, their rights and responsibilities under that policy,
and the available discrimination complaint and investigation procedures, This policy reflects the
federal, state and iocal laws that prohibit discrimination in employment, the City of New York’s
Equal Employment Opportunity Policy, and OCB’s own EEO Felicy.

All OCE employees are directed to comply with both the letter and the spirit of this
policy. All personne! should work to maintain an stmosphers of appreciation for the diversity
reflected in our staff, and to promote understanding among cur co-workers. Managers are
directed to maks all employinent desisions in accordance with the OCR’s EEQ Policy, and to
ensure compliance with the policy in their areas of responsibility.

If any person feels that he or she has observed or been subjected o discriminatory
behavior within the Offics of Collective Bargaining, please contact either the Equal Employment
Opportunity Officer or Counselor. The EEQ Officer is Amy Villafane, who may be contacted at
(212) 306-7183. The EEO Counseler is Steven DeCosta, who may be contacted at {212} 306-




7180. The EEQ Officer and Counselor have the autherity to recommend to the Office af
Collective Bargaining that appropriate action be taken aga
discriminatory behavior,

1 encourage all employees to access the resources availabie within OCB to address any
concermns you may have. The implementation of the agency’s Equal Employment Cpportunity
Policy is one of OCB’s highest priorities and has my full support.
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TO: ' - All OCB Staff
Mariens G@%dmgé

TE: May 5, 2010

SUBJECT:  Cffice of Collective Bargainénggg
 Equal Employment Opportunity Policy

 Statement From the Director and Chair:

The Office of Collective Bargaining (OCB) is an Eequal Employment Opportunity
Employer. As the Chairperson, I am comumaitted to advocating fair employment practices
for our employees. In this regard, [ hold OCB’s EEO representatives, hiuman resources
professionals, managers and supervisors accountable for ensuring that this agency does
not discriminate against cmployees or applicants for employment. 1 am further
tted to ensuring that all new employees are advised of the this agency’s EEOQ
policy, theirrights and responsibilities under that policy, and the discriminasion complaint
and investigation procedures.

All OCB employess are directed to comply with both the letter and the spirit of this
policy. All personnel should work to maintain an atmosphere of appreciation for the
diversity reflected in our staff, and to promote understanding among our co-workers.
Managers are directed to make all employment decisions in accordance with the OCB's
EEQ Policy, and to ensure compliance with the policy in their areas of responsibility.
If any person feels that he or she has observad or been subjected to discriminatory
behavior within the Office of Collective Bargaining, please contact either the Equal
Empieyment Opportunity Officer or Counselor, The EEQ Officer is Amy Villafane, who
miay be contacted at (212) 306-7183. The EEO Counselor is Steven DeCosta, who may
be contacted at (212) 306-7180. The EEO Officer and Counselor have the authority to
recommend to the Office of Collective Sargaining that appropriate action be taken
against any person who has engaged in discriminatory behavior.

The following pages sets forth OCB's enhanced and updated Equal Employment
Opportunity (EEQ) Policy.




A. Protected Categories

Federal, State and/or local laws prohibit discriminatory employment actions against and
treatment of City employees and applicants for employment based on actual or perceived:

- Race
National origin

Religion or creed

Disability
Military status
Marital status

Sexual orientation

Color

Alienage or citizenship status

Gender (including “gender identity” - - which
refers o a person's actual or perceived sex, and
includes self-irnage, appearance, behavior ar
expression, whether or not diffecent from that
traditionally associated with the legal sex
assigned fo the person 2t birth]

Age (18 and over)

Prior record of arrest or conviction

Partnership status

Predisposing genetic characteristic

Status as a victim or witness of domestic violence, sexual offenses and stalking

B. Tvpes of Prohiblied Conduct

Decisions and practices based on an individual's protected status (e. ., race, religion, age
and the other categories listed above) that unlawfully affect employment or the
compensation, fems, conditions or privileges of an individual's employment or potential
employment with OCB are prohibited by this pelicy. This includes unlawful decisions,
actions and practices that occur in the course of recruitment, testing, hiring, work
assignments, salary and benefits, working conditions, performance evaluations,
promotions, training opportunities, career development and advancement, transfers,
discipline, discharge or any other application or selection process relating to employment.

OCB's EEQ Policy also prohibits sexual harassment - that is, conduct or language of a
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sexual nature - and harassment based on gender or any other protected characteristic {such
as race, religion, disability or sexual orientation). Forims of harassment may include, but
are not limited to, the use of vulgar language, ahusive acts or language, hostility, physical
aggressiorn, intimidation, or unequal treatment.

Harassment and/or retaliation against a personwho opposesor complains about prohibited
conduct or participates in any way in the complaint, investigation or reasonable
accomimodation processes are strictly prohibited. '

OCB's EEO Policy also prohibits any agency employee from aiding, abetting, inciting,
compelling or coercing any person present in an agency facility, whether or not an
emipicyee of OCB, from engaging in any conduct prohibited by this Policy, including but
not limited to conduct that creates a hostile work environment based upon any protected
characteristic,

OCB’s EEO Pdlicy also prohibits the denial of reasonable accommodations (for
disabilities; religious beliefs, observances and practices; or for victims of domestic
violence, sex offenses or stalking) that do not create undne hardship. :

Some offensive acts or remarks may violate this policy, even if they are not so severe that
they violate federal, state or local discrimination laws. OCB may discipline conduct that
violates thiz policy even if the conduct does not violate a law prohibiting discrimination,
Harassment based on the previous basis is also prohibited.

C. Applicability

Everyone who works for QCH, or who seeks employment with OCB, is covered by
federal, state and local employment laws and this policy. This includes all current
employees, managers (including executives and senior level staff members), supervisors,
co-workers, aiid job applicants,

This policy not only protects individuals from prohibited conduct because of their own
protecied status (such as their own actual or perceived racs, religion, national origin or
diszbility), but also protects individuals from conduct motivated by the actual or
perceived race, religion, national origin or disability, et of other nersons with whom
they are associated. For example, this policy applies to individuals who are subjected to
adverse actions because of their marriage to, or domestic partiiership or association with,
persorns of a particular racial, religious or national ori gin group, or persons who have a
disability. Moreover, discrimination based on an individual's name(s) or spouse's or
domestic partner's name(s) that is associated with a particuar racial, reli gious or national




origin group is prohibited.

These protections apply to actions, whether or not intentionally offensive or directed at
a particular person or group, that violate this policy.

This policy extends to conduct which occurs at any location that could be reasonably
regarded as an extension of the workplace, such as any off-site business-related social
function, agency vehicle or facility where OCB business is being conducted and
discussed.

All OCB employees are expected to be respectful of all of their co-workers and members
of the public, and to be sensitive to the effects of their behavior on those around them.

The following sections are provided to enable individuals to mdergtaz%@ the unique
definitions, issues, rights and responsibilities under this policy pertaining to sexual
harassment and discrimination based on disability, religion, retaliation and status as a
victim of domestic violence, a sex offense or statking.

L. Sexusi Harassment:

Sexual harassment is a form of employment discrimination which is prohibited by law.
The federal government has created guidelines which define sexual harassment as
“inwelcome sexual advances, reqnes{s for sexual favors, and other verbal or physical
conduct of a sexual nature . . . wher: 1) submission to the conduct is made either
explicitly or implicitly a term or con&mam of an individual's employment; 2) submission
to or rejection of such conduct by an individual is used as the basis for employment
decisions affecting such individual; or 3} such conduct has the purpose or effect of
unreasonably interfering with an individual's work performance or creating an
intimidating, hostile, or offensive working environment.”

Sexual harassment may involve individuals of the same or different gender(s). A broad
range of behavior ray be considered sexual harassment, including sexually suggestive
rermarks, pictures or gestures, verbal abuse or harassment of a sexual nature, subtle ot
divect propositions for sexual favors, and any unnecessary touching, patting, or pinching:

2, Disabilities:

" Discrimination against a person based on that person's actual or perceived disability,
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record of disability, or relationship with a person with a dizability will not be tolerated
by OCB. For the purpose of this policy, a disability is; 1)a physical, medical, mental or
psychological impairment; 2} ahistory or record of such impairment; or 3) being regarded
43 having such impairment.

The OCB will take appropriaie action to provide reasonable siccommodations to qualified
employees and applicants with disabilities, unless providing such accommodations would
create an undue hardship. Reasonable acconunodations include the provision of
equipment, changes in workplace policies and practices, and other forms of assistapce
that allow people with disabilities to apply for a position, to perform their jobs, or to
enjoy equal benefits and privileges of employment as are enjoyed by other similarly
situated employees without disabilities, '

Whether an accommedation is reasonable will depend upon the circumstances of the
particular request. Some examples of accommosiatiods that may be reasonable include:
making facilities physically accessible to, and usable by, persons with disabilities; job
restructuring; modifying work schedules; providing or modifying equipment or devices;
providing qualified readers, interpreters, auxiliary aides and/or other support services; and
providing leave and/or arranging for transfer or reassignment o a vacant position, if such
transfer or reassignment does niot violate the Civil Service Law, Personnel Rules and
Regulations or other applicable laws, regulations and/or collective bargaining agreements.
Undue hardship may exist when an accommodation is significantly difficult, unduly
costly, extensive, substantial, or disruptive, or would change the nature or operation of
an agency's business,

The Cityof New York and OCB encourage employment of and promotional opportunities
for qualified persons with disabilities. For example, pursudnt to Section 35-a of the New
York State Civil Service Law, where agency needs and availability permit, the City
encourages agencies {o utilize the 55-a program, which will allow City agencies to
employ qualified persons who have been certified as diszbled in competitive positions on
a non-competitive basis. Individuals who wish to apply for the 55-a program are
encouraged to seek assistance from the agency personnel officer or 55-2 Coordinator.
OCB’s 55-a Coordinator is Amy Villafane - (212) 306-7183.

3. Religion:
The OCB’s EEO Policy prohibits adverse employment actions based on a person's

retigion. This includes discriminatory practices and decisions, harassment, hostility or
otheradverse actions because of a person's creed, religious affiliation, or religious beliefs,

5



cbservances or practices.

in addition, depending on the circumstances, QCB will try to reasonably accommodate
the religious observances, heliefs or practices of an employee or applicant, unless the
accommodation creates an undue hardship. A reasonablé accommodation for religion may
be o change in a workplace rule or practice that allows an individual to respect his or her
religious observances, beliefs or practices. City agencies may provide accommodations
for religion such as: flexible arrival and departure times; leave; voluntary exchanges of

shifts or assignments; time and/or place to pray; accommodations relating to appearance

and dress; and moedifying workplace practices, policies and/or proc s.

OCB is ot raquired to provide accommodations that are too costly or difficult to provide,
that would be disruptive or that would interfere with job performance.

4. Retalistion:

It is a violation of OCRB's EEO Pelicy (o r@t&ig&ﬁ@ gg&m&t or harass any person who asserts
his or her rights regarding employment dis tion by: 1) opposing discriminatory
practices in the workplace: 2) complaining about prohibited conduct; or 3) participating
in any way int the complaint, investigation or reasonable accommodation processes. It is
also a vielation of this policy to retaliate against or harass someone because of his or her
association with such an individual.

Behaviors which may be considered retaliatory include, but are not limited to: threats,
reprimands, negative evaluations, harassiment, refusal to hire, denial of promotion or job
benefits, demotion, suspension, discharge, negative references to prospective employers,
or other actions affecting the terms, conditions or privileges of employment.

Examples of behavior that is protected against retaliation under this policy include, but

are not limited to: expressing an intent to file a charge or complaint alleging prohibited
conduet; partxmgatmg as a witness inan EEC §§W@St§g&§l@§§, administrative proceeding,

The New York City Human Rights Law prohibits employment discrimination against
persons who are vietims of domestic vielence, or vietims of sex offenses or stalking, as
defined by that law and the New York State Penal Law. OCB will provide reasonable
accommodations that do not create undue hardship and that enable such persons to satisfy
the essential requisites of 2 job, provided that the status as a victim of domestic violence

6.




or victim of sex offenses or stalking is known, or should have been known, by the agency.
E. Procedures
I. Reporting Violations:

Anyone who beligves that he or she has been subjected to any action, decision or
harassment in viclation of this policy, or who witnesses others being subjected to
improper conduct, is urged to promptly report the incident(s) to his or her supervisor or
manager, 10 agency personnel supervising the application, testing and interviewing
process, or directly to an OCB EEQ representative. Supervisors, managers, or human
resources personnsl whoreceive EEO complaints, or who otherwise become aware of any
improper discrimination, must notify an OCB EEO representative. Supervisors and
managers should also encourage individuals who believa that the City's EEO Policy has
been violated to consult with an OCB EEQ representative,

An individual who believes that this policy has been violated may report the incident
orally or in writing, Where the complaint is taken orally, the manager, supervisor, of ERC
representative shall docurnent the complaint, The EEO representative will assist any
individual to determine whether the conduct or decision is appropriate for the complaint
process. Where an individual chooses to file an internal complaint with the agency EE)
officer, that complaint rust be filed within one year of the event which is the subject of

the complaint,

if any employee knowingly makes = false accusation of discrimination or knowingly
provides false information in the course of an invess gation of 2 complaint, such conduct
may be grounds for discipline. A complaint made in good faith, even if found (o be
unsubstantiated, will not be considered a false accusation,

2. Contact with the EFQ Officer or Counsslor:

An employee has a right to meet privately with an OCB EEO representative. Such a
meeting may take place either during or outside of office hours, An ermployee need not
disclose the purpose for or details of the meeting with an EEQ representative. Managers
and supervisors shall allow employees to meet with EEQ representatives at the earliest
practicable time consistent with the operational needs of their uriits,

At the employee's request, arrangements may also be made to hold the meeting before or

after office hours, or during the employes's lunch peried. The OCB EEO representative
will arrange to meet with an employee at vutside premises where appropriate and/or
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necessary in order to ensure confidentiality. If necessary, EEO representatives will make
arrangeiments for sign language interpreters and other forms of effective communication
with persons with disabilities to facilitate access to EEO services.

The OCB EEO representative will discuss and research appropriate options, including
actions an individual could take on s or her own behalf, referrals to other offices and/or
agencies, mediation, investigation and/or interim relief. The GCB EEQ representative
raay also facilitate any further discussions with other agency personnel.

Any person who is interviewed during the course of an EEO investigation has a right to
be accompanied by a representative of his or hier choice. This includes individuals who
make complaints, persons against whom complainis are made or witnesses. It is
preferable that the OCB EEO representative have advance notice that the person who is
being interviewed will be bringing a representative.

Any person who is the subject of the complaint will have an opportunity to respond in
writing.

All employees are expected fo cooperate with EEQ investigations. Failure to cooperate
in an investigation may result in disciplinary action.

3. Withdrawing Complaints:

A complaint of discrimination may be withdrawn at any time by the person who filed the
complaint.

4. Concluding the Complaint [nvestigation:

The OCB EEOQ Officer will advise all parties in writing of the ouicome of a complaint.
if the OCB BEQ Officer coricludes that a violation of this policy has occurred, the EEO
Officer will recommend to the agency head appropriate corrective action. The agency
head will review the EEO Officer's report and promptly issue a determination adopting,
rejecting or modifying the recommended action. Such determination shall be in writing
and may be issued electronically.

Any person found to have engaged in conduct or practices in violatior of this policy may
be subject to discipiine which may include a reprimand, suspension, probation, demotion,
transfer, termination, or any other measures permitted by law and/or collective bargaining
agreements. Tn addition to implementing such disciplinary action, agencies may take such
steps as may be necessary to address the impact that any violation of this policy has had




on the complainant or within the agency.

E. Other E?%ams Where Complaints May Be Filed:

The fellowing federal, state, ared local agencies enforce laws against diseri;

e New York City Cornmission on Human Rights:

hiod/ /www.nycgovi/ himl /oche/ himnl A home/ home.shimil

o New York State Divigion of Huthan Rights: httny/ /voww dlir pyuoy/,

e United States Equal Employment Gpportunity Cotrmission (the "EEOC”):

¢ United States Department of Justice: hifp://wwivjustice gov/

s Department of Labor: www . dolgov/

Information about how to contact these agencies can be found in the EEO Folicy
handbook, “About EEC: What You May No: Know,” available on the internet at
hitp:/ fwww.nyc.gov/himl/dcas/ html/ about/ eco_booklet.shtml, the DCAS website at

Citywide EEO at 1 Centre Sireet, 17th Floor South, New York, NY 10007, (212} 669-864
Please note that there are statutory deadlines for filing complaints with each of the
listed agencies.

+ N

G. Requests for Reasonable Accommodations:

As mentioned above, OCUB may be requested to provide reasonzble accommodations,
when requests are made in connection with disabilities, religion and/or to
accommodate individuals who are victims of domestic violence, sex offenses, or
stalking. The reasonable accommodation process should be flexible and interactive,
involving agency representatives who are necessary to the reasonable accommodation
process and the individual who is requesting a reasonable accommodation. In all
instances, OCB’s EEO Officer should be notified of the request in order to facilitate
discussions, research appropriate accommodations and assist in the resclution of the
matter.




OCB EEQ Contact Information

Amy Villafane, OCB EEO Officer
40 Rector Street, 7t Floor
MNew York, New York 10006
(212) 306-7183

Steven C. DeCosta, EEO Counselor
40 Rector Street, 7 Floor
New York, New York 10006
(212) 306-7180




GUIDELINES FOR THE IMPLEMENTATICN OF
THE OFFICE OF COLLECTIVE BARGAINING
COMPLAINT PROCEDURES

Section 1. PURPOSE

The Department of Personnel has established these guidelines for the
irmplementation of the City’s Discrimination Complaint Procedures to assist Equal
Employment Opportunity Officers and Counselors in carrying out their
responsibilitics in the administration and enforcement of their agency’s Egual
Employment Opportunity complaint and investigation system. These guidelines
are designed to further the goais oft (1) resolving complaints of discrimination
within theé agency through a fair and prompt process of conciliation and/or
investigation, and {2) taking immediate and appropriate corrective aciion to
remedy unlawfu! discrimination in the workplace. The Department of Personnel
based on suggestions and requests for revisions
time: to time amend and revise these guidelines.

Complainant A current or former emplovee, or an applicant for employment,
who files or makes either a written or oral complaint of
discrimination or a request for conciliation.

The agency may be a complainant where the EEC Officer or
Counselor files a complaint of discrimination on behalf of the
agency based on an anonymous or oral complaint.

Respondent A person and/or agency, or any subdivision of an agency, or
independent contractor accused of committing an unlawful
discriminatory act(s).

Note: An agency may be liable for the unlawful discriminatory acts or
practices committed by a person employed as an independent
contractor to carry our work in furtherance of the agency’s
business enterprise where such discriminatory conduct was
committed in the course of such employment and the agency
had actual knowledge of and acquiesced in such conduct.




Parties The complainant(s) and the respondeni{s).

Complaint A written or oral statement of facts including pertinent dates,
which describes the alleged discriminatory act{s); and identifies
the respondent with specificity. If the complaint is written, it
must be signed by the complainant(s}, or a person authorized to
act on behalf of the complainani(s), or, in an appropriate case,
the EEQ Officer on behalf of the agency. '

When the EEQ Officer or Counselor decides that (sjhe must
investigate an oral complaint, {he complaint must be reduced to
writing in accordance with the procedures set out in Section

10 before the investigation can begin.

DISCRIMINATION

A complaint of discrimination based on age, alienage or citizenship, color,
creed, disability, gender (including sexual harassment), marital status, national
origin, prior record of arrest or conviction, race, religion, and/or sexual onentation
must be filed with the EEO Officer or Counselor within one year of the date the
alleged discriminatory act{s) occurred.

Any current or former employee of the City of New York, or applicant for
empioyment with the City of New York who fesls that (s)he has been
discriminated against on the basis of age, alienage or cilizenship, color, creed,
disability, gender {including sexual harassment), marital status, national origin,
prior record of arrest or conviction, race, religion, and/or sexual orientation may
file a complaint of discrimination.

Section 5. HOW TO FILE A COMPLAINT OF DISCRIMINATION

A complaint may be filed with the EEO Officer or EEO Counselor in person
or by mail or telephone. Written complaints should be prepared on the
Discrimination Complaint Form. Agencies should take all appropriate steps to
ensure that individuals desiring to use the City’s Complaint Procedures are
provided with the necessary assistance. The Affirmative Employment Plan is
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available at the Department of Personnel Burcau of Citywide EEC in Braille and
on audic tape for the blind and visually-impaired.

The complainant should provide a statement of the facts, including pertinent
dates, which constitutes the alleged discriminatory act(s). While the prefarence is
for the complaint to be typed on the Complaint Form, any communication that is
given to the EEQ Officer or Counselor that identifies the respondent(s) with
reasonable specificity and provides the essence of the circumstances which gave
rise to the alleged discrimination may be deemed an acceptable complaint. The
EEQ Officer will determine whether the statement is an acceptable complaint of
discrimination,

. ACCESSIBILITY

Secti

City agencies shall provide suech assistance and aid (for example, Braille
complaint procedures, and telecommunications devices for the deaf and sign
language interpreters) as may be necessary to enable a complainant(s) to
understand and participate in the complaint process. Appropriate alternate formats
{i.e. large print, audio tape and/or Braille) regarding information about employee
rights shall be available upon request by employees and applicants for employment
with disabiliies. The agency will post a notice fo this effect at locations
customarily used to communicate with employees, and such information will be

communicated to applicants.

OMPLAINT OF DISCRIMINATION

Seclion 7. WHERETCGFILEAC

A complaint may be filed with the EEQ Officer or EEO Counselor at the
agency where the person(s) is employed, was employad, or seeks employment. A
complaint may also be filed with the following agencies:

Equal Employment Opportunity Commission: 33 Whitehall Street, 5" Floor
New York, NY 10004: Phone: 1-860-669-4000: Fax: 212-336-3790: TTY: I-
§00-669-6820

New York Stafe Division of Human Rights: Adsm Clayten Powell State
(ifice Building, 163 West 125th Street, 4" Wlgor New York, New York 18027:
Phone 1-212= 961-8650




New Yerk City Human Rights Commissien: 100 Gold Street, Suite 4600, New
York, New Yeork 10038: Phone (212) 306-7650 Mailing Address P.0. Box 2023
Mew York, New York 18272

.8, Department of Justice: 950 Pennsylvania Avenue, NW, Wﬁgﬁéﬁx@ﬁ@ﬂ,@@
20530-0001; Phone 1~ 202-514-2000

U.S. Department of Labor: 200 @@mﬁm&ﬁﬁ Ave, NW, W ashington DC 20210
Phone: 1-866-4-USA-DOL (1-866-487-2365)

SQCR(H} 8 RIGHT TO MEET WITH EEC OFFICER

discrimination, [s]he has ﬁw right to meet privately w&th the EEQ Officer or
Counselor during office hours to discuss the complaiat. An employee’s request to
mieet with the EEO Officer or Counselor at a reasonable time during office hours
must be cleared by the employee’s supervisor; however, the supervisor cannot
deny a reasonable request. An employee is not required to give histher supervisor
specific information about why [sihe wishes to meet with the EECr Officer or

Counselor.  An employee may bring a representaiive of his/her choice to the
meeting.

employee and the EEQ Ofﬁmg* or C{;unseif}r to be scheduled beﬁ:)r& or aﬁer office
hours, or during the employee’s funch hour.

Section 9. COUNSELING

When the person{s) meets with the EEO Officer or Counselor, the EEQ
Officer or Counselor will interview the person(s) to elicit the details of the
complaint.

The EEO Officer or Counselor will make the necessary inguiries to
determine whether the complaint is EEQ-related and will discuss the options
available to the person(s). These options inciude:

(a)  further actions the person(s) could take on his or her owr behalf, for
example, bringing the matter to the attention of his/her supervisor;




(b} filing a complaint with the following: New Yok City
Commission on Human Rights, New York State Division of Human
Rights, United States Equal Employment Opportunity Commission,
the United States Department of Labor, and the United States
Department of Justice;

(c) conciliation by the EEQ Officer;
(d) investigation by the EEQ Officer; and/or

{e) referring the person(s) to appropriate personnel if the complaint is not
EEC-related. '

ORAL COMPLAINTS

Section 10. ANONYMOUS ANE

A person(s) who fecls that (s)he has experienced unlawful c%nscrzmnataon
and wishes to notify the EEO Officer or Counselor of the problem with or without
revealing his/her identity, is encouraged to do so by either telephoning, or writing
the EEO Officer.

A person(s) who anonymously or orally reports discriminatory behavior to
an EEQO Officer or Counselor should be aware that it may be necessary for the EEO
Officer or Counselor to investigate the alleged discriminatory behavior and take
action, or recommend that action be taken, to remedy the unlawful discriminatory
behavior, notwithstanding the complainant’s wish not to file a “formal” complaint

or bring the matter to the attention of the respondent.

" The EEO Officer or Counselor will evaluate the anonymous or ¢ral
complaint to determine whether an investigation is warranted. If, based upon the
information contained in the anonymous or oral complaint, the EEOQ Officer or
Counsclor determines that an investigation is warranted. the EEO Officer or
Counselor will conduct an investigation on behalf of the agency.

The EEQ Officer or Counselor will complete an Agency Complaint of
Discrimination Based on Anonymous/Oral Complaint Form (See Appendix D) and
commence the investigation in accordance with Section 12 of these guidelines.




Data on all anonymous complaints will be maintained by the EEQ Officer
and provided to the Department of Personnel in the agency’s monthly complaint
logs.

Section 11, CONCILIATION ARD MEDIATION

A, REQUEST FOR CONCILIATION

In order to begin the conciliation process the complainant(s) must file a
written request for conciliation {(See Appendix E). When the EEQ Officer receives
a written request for conciliation from the complainant(s), the procedures outlined
in this section shall govemn.

B. CONCILIATION PROCESS

The BEQ Officer shall atiempt to conciliate the dispute with the parties and
to reach an informal resolution of the complaint within forty-five {45) working
days of receipt of the reguest for conciliation. In conducting conciliations, the
EEQ Officer shall consult with the complainant(s), respondent(s) and other persons
as appropriate.

Conciliation efforts to resolve the complaint shall not exceed forty-five (45)
working days, uniess this time period is extended by the EEO Officer.

C.  TERMINATION OF CONCILIATION

The EEO Officer must issue a written report confirming the termination of
conciliation. Termination of conciliation efforts occurs when:

(a8) The complaint is withdrawn;

(b}  Resolution is agreed upon by both the complainant(s), and
respondeni(s), and, if the terms of the resolution require agency
action, the head of the agency or his/her designee; or

(¢} The EEO Officer deems conciliation efforts unproductive;

(d)  Written confirmation shall be issued and maintained when a
complaint is withdrawn or resolved by agreement of the parties.
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When a resolution is agreed upon, the terms of the resolution will be
embodied in a written report that confirms the termination of conciliation. The
report must be signed by the complainani(s} and respondent(s). Copies of the
report will be given to the complainant(s) and respindeni(s).

“When a resolution is not agreed upon, and/or the EEQ Officer determines
that further conciliation efforts would be unproductive, the EEO Officer shall issue
to the parties a written notice confirming termination of conciliation, which shall
inform the complainant(s) of his/her right to request an investigation of the
complaint of discrimination.

Information regarding complaints handled through the conciliation process
will be reported to the Departsnent of Personnel in the agency’s monthly complaint
logs.

Section 12. INVESTIGATION PROCESS
A.  WHEN DOES THE INVESTIGATION BEGIN?

# The investigation begins immediately after the EEO Officer or
Counselor: (1) receives either an oral or written complaint of
discrimination, and (2) determines that the allegations in the

e If the complaint is in writing but not prepared on the City’s
Discrimination Comiplaint Form, the EEQ Officer or Counselor
should ensure that the information required on the City’s
Discrimination Complaint Form is capturéd either by having the
complainant(s), or hisfher agent amend the original complaint, or file
the complaint using the City’s Discrimination Complaint Form.

o The EED Officer must indicate on the complaint form, the date the
complaint is filed, and the time the complaint is filed. This
information should be logged.

o If the EEQ Officer has initiated the investigation on his’/her own,
based upon an oral or anonymous complaint, the EEO Officer must
complete the Agency Complaint of Discrimination Based on




Anonymous/Oral Complaint Form and wark the date and time the
complaint is filed.’

B. RECOMMENDATIONS FOR CONDUCTING THE
INVESTIGATION'

Fact Gathering

o Learn all facts concerning the alleged incident by speaking to the
complainant(s) and/or the person(s) who brought the matfer to the
EEO Officer or Counselor’s attention.

s Conduct 2 thorough interview with the complainant(s) and/or the
person(s) who brought the matter to the EEO Officer or Counselor’s
attention in order to supplement and clarify information contained in
the complaint,

s All guestions should be ssked in 2 non-judgmental manner. Never
give the impression that you do not believe the person speaking and
do not express an opinion as to whether something inappropriate
occurred.

e If the complainant and the EEQ Officer or Counsclor are of the
opposite sex, determine whether the interview should be conducted by
two individuals, at least one of whom is of the same sex as the
complainant.

e Determine precisely who was involved; what occurred; when and
where it took place; the identity of all witnesses; whether this was an
isolated incident or part of a pattern; what impact, if any, the alleged
discriminatory conduct has had; the identities of all persons with
whom the aileged discriminatory conduct has been discussed; and
whether there are any relevant notes, recordings, photographs,
physical evidence, or other documentation in existence and available.
Determine whether the complainant has missed any work days,
incurred any non-reimbursable medical expenses or had any monetary
losses as a result of the alleged discriminatory conduct.

! Same of the recommendations were taken with permission from the National Employment Law
Institute {'NELI’) from material that appeared in the 1993 NELI Employment Law Briefing.
9




¢ Speak with other persons who may have witnessed the treatment or
behavior or incident in gquestion, who may have been identified as
having been subjected to similar conduct or who have information
concerning any aspect of the alleged discriminatory conduct.

» Take thorough rotes, as close to verbatim as possible, during each
interview. Report words spoken and facts provided, do not add your
subjective assessments in the notes. At the conclusion of the
interview, review with the witness the points contained in your notes
to confirm their accuracy and determine whether the interviewee has

The &

e Afier interviewing the complainant, witnesses and other appropriate
persons who might provide information in support of the
complainant’s allegations, the EEQ Officer or Counselor shall serve
the respondent with a notice of complaint along with a copy of the
complaint. The following information shall not be given to the
respondent: the complainant’s home address and telephone number,
and the name(s), title(s), and division(s) of wiinesses to the alleged
discriminatory act(s}. The Discrimination Complaint Form contains a
separate sheet for capturing this information. This sheet shall not be
served on the respondent. The notice io respondent shall include
respondent(s) right to respond to the allegations and right to be
accompanied by a representative of his/her choice. Proof of service of
the notice to respondent{(s) shall be maintained in the complaint file.

After being served with the notice and copy of the complaint, the
respondent has the right to respond in writing at any time afler service
has occurred. The respondent’s right to respond shall remain in effect
until the investigation process has ended. Respondents are encouraged
to submit their response as soon as possible after service.

o Whenever possible, the EEO Officer should hand-deliver the notice of
complaint and copy of the complaint fo the respondent(s). If hand
delivery is not possible, the respondent(s) should be served by sending
the notice of the complaint and the copy of complaint to the
respondent’s home address via certified mail, return receipt requested.
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In any event, the respondent(s), or someone authorized to sign for the
respondent(s), should sign the receipt indicating that the notice of
complaint and copy of the complaint were received by the
respondent(s) or his’her agent.

e The EEO Officer should keep all receipts and Eég all information
regarding the service of the notice of complaint and copy of the
complaint on the respondeni(s).

e [f the complainant(s}) is employed (was employed or seeks
employment) at one agency, and the respondeni(s) is cmiployed at
another agency, the EEQ Officer or Counselor should contact the
EEQ Officer at the agency where the réspondent(s) is employed to
coordinate the investigation. EEQ Officers and Counselors should
work cooperatively with other Officers and Counselors in resolving

complaints of discrimination.
Contents of Fotice of Discrimination Complaint
Below is a notice of complaint which may be used for service on the respondent:

NOTICE OF DISCRIMINATION COMPLAINT

V. .

COMPLAINANT RESPONDENT

On

Date Complainant’s Name(s)

against you. You may respond in writing to the allegations contained
in this complaint after receiving this notice and a copy of the
complaint. Any response you wish to make must be received
by , EEQ Officer

Name
for before the

Agency

investigation is completed. The investigation 15 usually completed
within 30 Days of the date on which the complaint was filed. You are
encouraged to respond to the allegation as soon as possible.

i1




Responsibility for investigating this complaint rests with the agency’s
EEO Officer. At the conclusion of the investigation, a confidential
written report on the investigation will be submitted to the agency
head. The confidential written report issued within 30 days of the date
of the investigation begins. [f, based upon the investigation it is
determined that an act of unlawful discrimination occurred, a
recommendation will be made to the agent head that appropriate
corrective action be taken, which may include disciplinary action. All
parties will be notified in writing of the cutcome of the investization.
You will be notified immediately if it is determined that no act of
unlawfil discrimination occurred or if the resulis of the investigation
are inconclusive.

During the invegtigaticn the agency EEO Officer will nead to meet
with you to discuss the complaint. You have a right to be
accompanied by a representative of your choice at the meeting,

Please note that no employee may retaliate against or harass any
person for filing a complaint or cooperating in the investigation of a
complaint. Such retaliation or harassment is unlawful and will be
cause for disciplinary acticn.

Complaints can sometimes be promptly resolved by agreement of the
parties without the necessity of completing a formal investigation. If
you wish fo pursue this possibility, please contact me in writing or by
telephoneat{ ) -

EEOQ Officer Date

Meeting with the Respondent

» Schedule a meeting with the respondent after [sthe has been served
with the notice of complaint filed against him/her. Inform the

respondent of his/her right to be accompanied by a representative of

his/her choice.
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e When interviewing the respondent, remind himv/her of the agency’s
policy against unlawful discrimination and its policy forbidding
retaliation against or harassment of any person for filing an EEO
complaint or for cooperating in the investigation of an EEO complaint.

o Give the respondent an cpportunity to explain his/her recollection of
what took place, along with any other relevant information which the
respondent may wish to provide.

o Ask the respondent to list any persons who are likely to have relevant
information about the incident and interview those persons.

Confidential Written Report

o Once all the facts have been gathered as accurately as possible from
the appropriate persons, the EEC Officer must prepare a confidential
written report on the complaint consisting of facts, analysis,
conclusion and recominendation and must submit the report to the
agency head for review.

e The confidential written report shall be issued within 30 days of the
date the discrimination complaint was filed, unless the time period is
extended by mutual ggreement of the EEO Officer and the
complainant,

e In preparing the wriiten report, the EEQ Officer should consider not
only the evidence and actual statements of the parties and witnesses,
but also their motive, if any, (o fabricate and other conduct as reported
by eyewitnesses. EEC Officers are encouraged, and should routinely,
consult the agency’s General Counsel when questions arise during the
preparation of the written report, or at any other phase of the
investigation.

If, based upon facts, the EEO Officer determines that the
respondent(s) engaged in unlawful discriminatory behavior, [sjhe
must determine the most appropriate action to be taken in light of the
facts and circutnstarices and make a written recommendation to the
agency head.
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Preparing the Written Report

e The written report shall be generated by the EEQ Officer and labeled
and deemed “Confidential” in large bold print. The report shall be
divided into three sections: Facts, Analysis and Conclusion, and
Recommendation. The agency head must sign the written report,
whether disciplinary zetion is recommended or not.

Section | shall be entitled “Finding of Facts”. This section shall
inciude all relevant facts gathered during the course of the
investigation including: the name(s) of each interviewee; date(s} of
the interview; and the time of the interview.

There should be a detailed account of each interviewee’s statement.
NOTE: This section shall not contain the EEO Otfficer or Counselor’s
impression or assessmentis of the interviewee’s statements.

Section 2 shall be entitled “Anpalysis and Conclusion.” In this
section, the EEQ Officer or Counselor shall assess the significance
and credibility of the statements of the interviewess. There should be
a detailed assessment of the strengthis and weaknesses of the case. If
the action complained of was based on a legitimaie business interest,
there should be a discussion of that business interest.

Section 3 shall be entitled “Recommendation.” An appropriate
recommendation, which may include corrective action, should be
made to the agency head.

o The agency head shall review the EED professidnal’™s rapart and
prompily issue a widtten/electronic determination adopting, rejecting
ormodifying the recommended action. The agency head must sign the
written report (in writing or electronically) to confirm that it has been
reviewed and whether the recommendation, if any, 1s approved and
adopted. After review of the report by the agency head, the EEO
Offiger shall inform complainant(s) and respondent(s) in writing of
the autcome of the investigation. [See details below.]
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Agency

e Where corrective action is recommended, determ

Corrective Action

iine the most

appropriate action that might be taken in light of the facts and
circumstances uncovered during the investigation. stmpbmry action
should be taken in accordance with applicable provisions of law, rules
and regulations or any relevant collective bargaining agreement.

Destermining the appropriate disciplinary action is often a difficult and
sensitive matter with potential legal conseguences. Therefors, the
agency’s General Counsel, Agency Advocate and/or Labor Refations
Officer should be consulted for advice.

Informing Parties of Qutcome

e The complainant and respondent shall be promptly informed in

writing of the conclusion and outcome of the ﬁ{}mg}iaim' investigation;
They shall also be promptly informed in writing in the event that the
investigation by the EEOQ professional has been transteired because of
the filing of an external complaint.

The EEQ Officer will communicate the decision to the parties, in
writing, in a discreet and confidential manner, indicating the
conclusion reached; whether the misconduct aileged has substantiated;
and the agency’s opposition to that kind of activity. If the results of
the investigation are inconclusive, do not indicare that the agency
cancludes that no discrimination occurred because that is tantamount
to accusing the complainant of lying (unless such dishonesty has been
established by clear and convincing evidence. [f clear and convincing
evidence of dishonesty exists, the agency must conclude and report to
the parties that no discrimination occurred.)

AGENCY/AGENCY HEAD/CAEINET MEMBER AS
RESPONDENT

Whenever an agency and/or subdivision of an agency is named as a
respondent, the agency head should designate an appropriate person to accept
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service of the notice and the copy of the complaint and to respond to the
allegations in the complaint on behalf of the dgency, or subdivision.

Agency Head

When the agency’s EEQ Officer or Counsélor receives a complaint of
unlawfu! discrimination which alleges that the agericy head has engaged, or is
engaging in unlawful discriminatory conduct, the agency EEQO Officer shall notify
the Office of the Deputy Mayor to whom the agency head reporis.

The Deputy Mayor shall designate an appropriate person(s} to investigate
the complaint. The designated investigator and the agency head under mvesttgation
shali not be emp loyed at the same agency. The investigation shall be conducted in
a manner that is consistent with Section 12 of these Guidelines, except that the
confidential written report shall be submitted to the Deputy Mayor to whom the
agency head reports,

The @@@My Mayor WI}I, sign the wz‘itten report fo indicate that it has been

Member

A complaint of unlawful discrimination which alleges that a member of the
Mayor’s Cabinet - the First Deputy Mayor, Deputy Mayor for Public Safety,
Counsel to the Mayor, Deputy Mayor for Public and Community Affairs, Deputy
Mayor for Health and Human Services, Deputy Mayor for Finance and Economic
Development, Deputy Mayor for Planning and Development, and Corporation
Counsel - has engaged, or is engaging, in unlawful discriminatory conduct will be
referred to the Mayor for appropriate action and resolution.

[. EEC OFFICER AS RESPONDENT

Whers the EEQ Officer is named as # respondent, the Department of
Persornel recommends that the agency’s General Counsel investigate the
- complaint and make the findings of fact and recommendation for corrective action
to be submitted to the agency head.

E. AMENDMENT OF COMPLAINT OF DISCRIMINATION

A comiplaint of discrimination and the written response to a complaint of
discrimination may be amended in writing to correct omissiens or to clarify the
allegations. Amendments related to the original complaint will relate back fo the
date of filling of the original complaint.
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F.  WITHDRAWAL OF COMPLAINT OF DISCRIMINATION

A complaint of discrimination may be withdrawn at any time. Only the
complainant(s) or hisher authorized agent, may withdraw the complaint. All
requests for withdrawals must be in writing.

In most cases, the BEQ Officer will find it appropriate to end the
investigation when the complainant(s) has withdrawn the complaint. However, the
EEO Officer, prior to making the determination to end the investigation, must
consider whether evidence has been found that may lead to the conclusion that the
agency has an obligation to take action to correct unlawful discriminatory
behavior. If there is such evidence, the EEO Officer should continue to investigate
until he or she has reached a conclusion as to whether the agency should take
corrective action.

the complainant has w;&:%xd;‘awn the complaint. The EEO Officer sélaiE aisa ﬁ@tafy
the respondent(s) whether the investigation has been terminated or is continuing, A
copy of the written confirmation that the complaint has been withdrawn shall be
issued and maintained by the agency.

G. MULTIPLE FILING OF COMPLAINT

If the complainant(s) files a complaint with an external agency simulianecus
with or subsequent to filing the complaint with the EEO Officer, the EEQ Officer
shall complete the investigation of the internal complaint and make such
recommendations for corrective action as warranted. The EECQ Officer shall
consult and work with histher Ceneral Counszel’s Office whenever the

complainant(s) file his/her complaint in several forms.

H. RIGHT TOBE ACCOMPANIED BY REPRESENTATIVE

Any person who is interviewed in the course of an investigation shall have
the right to be accompanied by a representative of histher choice.
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RELIEF

Section 13. INTERI

When the EEQ Officer believes that harm will be sustained by one or more
of the parties if relief is not granted pending resolution of the charge of
discrimination, [slhe may take such necessary and appropriate actions that are
within his her/her anthority to ensure that no one is harmed. In addition, the EEQ
Officer may request on behalf of the party who may be harmed, that the agency
head, or other appropriate official, grant such interim relief as may be appropriate
under the circumstances.

Section 14. CONFIDENTIALITY AND RECORD KEEPING

Every effort will be made to avoid the disclosure of the identity of parties
and witnesses and information regarding a complaint of discrimination, except to
those who have a need to know. Parties and witnesses should be advised not to
discuss the investigation with workplace colleagues er friends.

All complaints and documents related to complaints, including ail
documents related 1o the conciliation process will be treated confidentially, and
will be retained by the EEO Officer. These records are not to be released to any
third party without the written consent of both the complainant(s) and
respondents(s), except as required by law and the puidelines and procedures
implementing the City’s Affirmative Employment Plan. EEO Officers should seek
advice from the agency’s General Counsel’s Office if a request for documents
relating to a complaing 1s received.

This section does not preclude the placing of disciplinary documents in an
employee’s personnel file in accordance with the EEO Officer’s investigation and
recommendation for corrective action. Such disciplinary decuments will remain in
the personnel file and travel with the employee should [slhe transfer, or be
transferred to another agency.
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APPENDIX A
AUTHORIZATION TO FILE

COMPLAINT OF DISCRMINATION

Belisving that | have & valid complaint of unlawful discrimination based on my:

(SPECIFY HOSPITALIZATION, ILLNESS, INJURY, DISABILITY, ETC.}

1 hereby request and authorize to. prepare and/or

file on my behalf 2 complaint of discrimination. [ have signed this authorization willingly, freely,
and voluntarily.

COMPLAINANT

The above-named complainant appsared before me personally and [s]he signed the foregoing
authorization,

In witness thereof, I have hereunio set my hand and seal this day of 20
NOTARY PUBLIC
DO NOT WRITE IN THIS 5PACE
FOR USE BY EEQ OFFICE

3
COMPLAINANT RESPONDENT

CASE HO,

DATED
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AUTHORIZATION TO FILE
REQUEST FOR CONCILIATION

Believing that I have a valid complzint of unlawful discrimination based on my:

{SPECIFY HOSPITALIZATION, ILLNESS, INJURY, DISABILITY, ETC.)

[ hereby request and authonize _ to prepare andfor
file on my behalf a request for conciliation. I have signed this authorization willingly, freely, and
voluntarily.

COMPLAINANT

The above-named complainant appeared before me personally and [sthe signed the forgoing
authorization.

In witness thereof, 1 have hereunto set my hand and seal this day of 20
NOTARY PUBLIC
DO NOT WRITE IN THIS SPACE
FORUSE BY EEO OFFICE
WS

COMPLAINANT RESPONDENT

CABENO,

DATED_
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APPENDIX C
ACKNOWLEDGMENT OF AUTHORIZATION
Lo _ , _, the undersigned, affirm under the penalty of
PERSON, GROUP, OR ORGANIZATION
perjury that willingly, freely, and voluntarily

'COMPLAINANT

githorized me to prepare and/or file this complaint of unlawful discrimination/request for
conciliation on his/her behalf, 1 further affirm, under the penalty of pérjury, that [ have read and

fully understand the City of New York’s Discrimination Complaint Procedures.

SIGNATURE OF AFFIANT

The above-named complainant appeared befors me personally and [s]he signed the forgoing
authorization.,

In witness thereof, [ have hereunto set my hand and seal this _____ day of 20
NOTARY PUBLIC
D0 WOT WRITE IN THIS SPACE
FOR USE BY EEO OFFICE

e o ws
COMPLAINANT RESPONDENT

- CASENO,

DATED
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APPENDIX D

AGENCY COMPLAINT OF DISCRIMINATION
BASED UPON ANONYMOUS/ORAL COMPLAINT

NAME OF AGENCY HEAD:
AGENCY ADDRESS:

EEQ OFFICER’S TELEPHONE NO.( ) e

What is the éilég’éd basis of discrimination {check any that apply)

Age  National Origin___ Alienage/Citizenship___~  Amvest/Conviction___

Color___  Race__  Creed  Religion Disability

Sexual Harassment__

Gender_ Sexual Orientation Marital Status___ Retaliation___

Genetic Predisposition__

Ade a&eﬁiﬁ};ﬁ'{}ﬁ' of'the incident/s below, including the name of the Respondent and
ihe alleged incident/s.

1) Pledse naime the Respondent: who is alleged to have engaged in the unlawful digsrimination?
Adso, please provide thé name and division/ynit where [slhe is employed.

Resporident’s Name {Last/First)_




Respondent’s Title:

Divison/unit

2} On what date/s did the alleged discrimination ocgur?

3} Where did it happen?

4) Were there witnessas to the discrimination? _
(Please give the namess and the division/unit where [sihe is employed on the attached sheet
marked confidential)

5y Did you sver report this incident? If so, please give the name, title, and division of the person
to whom you reported the incident.

MAME (Last, Firstyr

FITLE:

VISICN/UNIT:

£) Have you filed a complaint about the alleged discrimination with any of the following
agencies? If so, please state the date and the number of the complaint.

New York City Commission on Human Rights

New Yaork State Division of Human Rights

United States Equal Employment Upportunity Commission
United States Department of Labor

United States Department of Justice

@ ®w H B @




7} Describe the alleged unlawful discriminatory conduct that was reporied in the anonymous
complaint. [f the anorymous complaint was written, attach the complaint to this form.

I certify that the above is a true recitation of an allegation of unlawfu! discrimination received by
me either orally or anonymously in my capacity as the agency EEO Officer or Counselor.

EEO Qffescor Counsélor

Date

DO NOT WRITE IN THIS SPACE
FOR,USE BY EEC OFFICE

VE

COMPLAINANT  RESPONDENT

CASENO.

DATED_ -




CONFIDENTIAL

Persons! Information:

Complainant’s Name:

Complainant’s Office Address:

Complzinant’s Home Address: _

Office Telephone: (_ ) -

Heme Telephone: { } _ -

Respondent’s Name: | |

Respandent’s Title:

Respondent’s Diviston/Unil:

Wiiness/es:

Please give the names, titles and divisions of any witnesses to the unlawful discrimination.

MName:

Drivision:

DO NOT WRITE BN THIS SPACE
FOR USE BY EEOQ OFFICE

k5

3
COMPLAINANT RESPONDENT

LSASE NO.

DATED
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Orrick OF COLLECTIVE BARGAINING

100 {iokd Street, Sl 440
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{3173 306 TIS0
Fax (212} 3067167

APPENDHNX E

REQUEST FOR CONCILIATION

4., DAVID JURNDORFER
Pameia S SUVBERLATT

;_&é]ﬂﬁ &ﬁﬁhﬂﬁiﬂk}
Tuanizs G hiothbren
Gamuzilg Semen

Believing that [ have a valid complaint of unlawful discrimination and desiring to resolve

that complaint, if possible, without restoring fo formal investigation, | respectfully request that

the agency EEO Officer attempt to conciliate my complaint in accordance with the City of New

‘York’s Discrimination Complaint Procedures and the guidelines implementing those procedures.

COMPLAINANT OR AUTHORIZED AGENT

DG NOT WRITE IN THIE SPACE
FOR USEBY EEC OFFICE

COMPLAINANT

CASE NO.

RESPONDENT

DATED




