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EQUAL EMPLOYMENT OPPORTUNITY/
AFFIRMATIVE ACTION PROGRAM CERTIFICATION

NAME OF AGENCY: lllinois Department of Corrections

ADDRESS: 1301 Concordia Court, P.O. Box 19277, Springfield, L. 62794-9277

TELEPHONE NUMBER: (217) 558-2200

AGENCY DIRECTOR: Raob Jeffreys, Director

EEQ OFFICER: Kelly Prestey, Chief Public Safety Legal Counsel

This is to certify that the attached document represents the Equal Employment
Opportunity/Affirmative Action Program of this agency.

% @a 9/20/2/

Director  / U / Date /
Helly Fresley 9-18-21

EEO/AA Officer Date




AFFIRMATIVE ACTION POLICY STATEMENT FY 2022

The illinois Department of Corrections provides equal treatment and equal opportunity to ail persons.
The Affirmative Action Plan reaffirms the Department's policy of equal opportunity through affirmative
action. The Department’s equat employment opportunity goal is to attain a work force that refiects the
avaitable labor force and to employ minorities, women, and persons with disabilities at alt levels within
the Department. The agency is committed to undertaking affirmative action to correct underutilization
of minorities, women, and persons with disabilities in the work force. The Department has developed
and implemented a program for recruitment of a diverse work force.

Discrimination against or harassment of employees, clients and applicants based on hiring, training,
promotion, pregnancy, race, color, sex, religion, age, arrest record, language, national origin or ancestry,
physical or mental disability, marital status, military status, pregnancy, sexual orientation, order of
protection status, citizenship status or unfavorable discharge from military service will not be tolerated.
The Department is committed to providing a workplace free from sexual harassment and has
implemented sexual harassment policies and prevention programs. The Department promptly,
thoroughly and impartially investigates complaints and takes appropriate corrective action when it is
determined that discrimination or harassment has occurred. The Department also provides reasonable
accommodatians to individuals with disabilities.

Retaliation against any employee, client or applicant who files a complaint or participates in the
investigation of a complaint of discrimination or harassment is prohibited. Retaliatory conduct will be
treated as seriously as incidents of discrimination or harassment. Employees who engage in retaliation
will be disciplined up to and including discharge.

Employees or applicants who feel they have been discriminated against, retaliated against or harassed
are to report the incident to their supervisor, to a person higher in the chain of command or directly to
the Office of Affirmative Action.

This policy is applicable to ail employees. It is expected that the executive staff members, wardens,
superintendents, supervisors and program managers are responsible for providing leadership in these
matters and their support in implementing the Affirmative Action Plan. Compliance with this policy is
also required of those who conduct business or enter into contractual agreements with the Department.
Through cooperation and mutual effort, the iilinois Department of Corrections can be a model of egual
employment opportunity.
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AGENCY PROFILE

MISSION OF THE ILLINOIS DEPARTMENT OF CORRECTIONS

To serve justice in lllinois and increase public safety by promoting positive change in offender
behavior, operating successful reentry programs, and reducing victimization.

The Department establishes the necessary types of physical security and levels of supervision
to safely secure individuals in custody and provides humane treatment by meeting basic needs
such as food, clothing, shelter and medical and mental health care. The Department also pro-
vides education, vocational and other programs.

The Department operates (25) adult prisons, (2) life-skill re-entry centers, (1) treatment center
with a satellite facility and operates adult transition centers and work camps and provides
supervision {0 persons released on parole or mandatory supervised release. Offices and
facilities are located throughout the State. The Central offices are located in Springfield, Illinois.
At the conclusion of FY’21, the Department had 12,205 employees.

SPECIAL PROBLEMS

1. Recruitment was limited due to the COVID-19 pandemic in lllinois. However, IDOC
continued to make efforts to recruit through videoconferencing (Zoom).

2. Many of the Department’s facilities are located in areas with small minority populations.
Affirmative recruitment is needed in these areas to attract minority applicants.

3. A decision by the lllinois Supreme Court held that the Veterans Preference is absolute
and virtually eliminating the ability of state agencies to hire anyone other than a veteran
if a veteran appears on the CMS eligibility list.

4. Most promotional decisions are governed by the terms of collective bargaining
agreements.
5. Rasho v. Jeffreys and Lippert v. Jeffreys, court decisions that affect employment levels

and possibly have an adverse effect on underutilization goals.



ADMINISTRATION OF THE AFFIRMATIVE ACTION PROGRAM

The lllinois Human Rights Act (PA81-1216) mandates that State agencies employing one
thousand (1,000) or more employees appoint a full-time Equal Employment Officer. The
responsibility for planning, developing and administering the lllinois Department of Corrections
Affirmative Action/Equal Employment Opportunity Program on a day-to-day basis rests with the
Administrator of the Office of Affirmative Action, Kelly Presley, 100 West Randolph Street, Suite
4-200, Chicago, lllinois 60601, (312) 814-1526. The responsibilities of the Administrator
include those mandated by PA81-1216 (*).

1. Advise the Director with respect to the preparation of the Department's Affirmative
Action Plan, equal employment opportunity programs, procedures, regulations and
reports.

2. Evaluate the sufficiency of the Department's AA/EEO program and recommend any

improvements or corrections, including remedial or disciplinary action with respect to
managerial or supervisory employees who fail to comply with the program.

3. Make changes in programs and procedures to eliminate discriminatory practices, as
authorized by the Director.

4, Evaluate tests, employment policies and criteria and report to the Director and the
Department of Human Rights any such policies, practices and criteria which have
disparate impact on minorities, women and the people with disabilities.

5. Provide counseling for any aggrieved employee or applicant for employment who
believes that he or she has been discriminated against in violation of the Human
Rights Act.

6. Prepare all required Federal and State reports and serve as liaison between the

Department and EEO enforcement authorities.

7. Collect, analyze and prepare for publication all statistical data required by the
Affirmative Action Plan.

8. Inform management of developments in the EEO field and assist management and
supervisory personnel who need technical or administrative support in fulfilling their
responsibilities under this Plan and under equal employment opportunity faws and
regulations.

9. Monitor the Department’s recruitment program for minorities, women and applicants with
disabilities. The recruitment program shall include but not be limited to dissemination of
posters, use of advertising media patronized by minorities, women and persons with
disabilities, use of minority, disability and women’s group contacts and community
relations programs.



10.

11.

12.

13.

14.

15.

Periodically review employment practices and related documents to help assure that
non-discriminatory job-related criteria are used in the recruitment, application and
appointment processes,

Receive, investigate and make recommendations on internal and external complaints of
discrimination and report internal and external complaints to the Department of Human
Rights.

Serve as liaison between the Department and minority, and women's organizations and
organizations serving persons with disabilities.

Design and implement audit and reporting systems for measuring the effectiveness of
agency programs, including review of Exit interview Forms and Hiring and Promotion
Monitors.

Supervise, train and direct the Office of Affirmative Action staff in their related
duties and responsibilities.

Review all agency lay-off and reorganization plans to determine if there will be
any disparate impact upon persons in protected class groups and submit a
written report of findings with suggested aiternatives to lessen or eliminate
such impact.

Each Bureau and Division head in conjunction with the Office of Affirmative Action shall
administer and implement an AA/EEQ program tailored to that Bureau or Division which shall
include:

1.

2.

Complete record keeping on applicants and reporting of personnel transactions.
Validation of selection criteria used in the employment process with technical assistance
from the Office of Affirmative Action to ensure that tests and other selection methods
actually measure essential job functions.

Implementation of policies and procedures shall include job related criteria.

Participation in recruiting to attract minorities and women for employment within the
Department.

Enforcement of the Department's AA/EEO policies, including the use of all forms and
procedures required to aid in documenting adherence to Equal Employment Opportunity
guidelines.

Assistance in identifying problem areas with respect to Affirmative Action.



7. Monitoring the performance of facility and unit heads relating to the Department's
AA/EEQ policies and taking remedial action as necessary.

8. Forwarding complaints to the Office of Affirmative Action for handling.
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DISSEMINATION OF THE AFFIRMATIVE ACTION POLICY AND PLAN

INTERNAL

The Director's policy statement shall be posted on bulletin boards in all Departmental
offices and facilities.

All executive staff, wardens, superintendents, supervisors and program staff wili be
provided with a copy of the policy statement and Affirmative Action Plan which they will
make accessible to staff and others who may request it.

Policy training will be conducted for Department personnel of all levels upon the request
of administrators and managers.

Orientation in Equal Employment Opportunity/Affirmative Action issues will be a part of
all pre-service training of employees at the Department of Corrections Training
Academy.

EXTERNAL
"Equal Opportunity Employer” will be included in all Departmental advertising.

Recipients of federal funds through the illinois Department of Corrections will be advised
of the Department Affirmative Action/ Equal Employment Opportunity policies.

Sources of employment such as related federal, state, or local agencies, schools,
community organizations and recruitment sources will be advised of the Department's
Affirmative Action/Equal Employment Opportunity policies. The Affirmative Action Plan
will be available to all recruitment sources and to applicants.

Minority news media will be advised of the Department's Affirmative Action/Equat
Employment Opportunity policies.

Unions, professional associations, and business enterprises involved with the
Department will be advised of the Affirmative Action/Equal Employment Opportunity
policies of the Department.

A copy of the Affirmative Action Plan will be provided to the State Library and the
Department of Human Rights.

A copy of the Affirmative Action Plan will be available to State and Federal regulatory
agencies.

Upon request, and within the guidelines of the Freedom of Information Act, the Hlinois
Department of Corrections will make available for public inspection a copy of its current
Affirmative Action Plan and supporting documentation.
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THE ILLINOIS DEPARTMENT OF CORRECTIONS' WORK FORCE

The Affirmative Action Plan includes several tables which depict the Department of Corrections'
(DOC) workforce. The Plan includes the employee headcount by race, sex, and job category as
well as a summary of personnel transactions for Fiscal Year 2021.

Analysis of the Workforce Summary

The agency workforce summary table is provided on page 15 and outlines the number and
percent of minority and female employees within eight job categories throughout the
Department. A summary of the workforce by region is located on page 88.

Summary of Workforce Transactions

A summary of personnel transactions is provided on page 16. A summary of personnel
transactions by EEO job category is located on page 99.

14
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DETERMINING EQUITABLE EMPLOYMENT LEVELS
FOR MINORITIES AND FEMALES

The lllinois Department of Corrections hires employees in numerous positions under
eight Equal Employment Opportunity categories. A description of the eight EEQO job
categories is contained in Table 1 on page 18. A list of lllinois Department of
Corrections position titles by EEO job category is contained on pages 78-81.

On an annual basis, data on the availability of minority and female employees is
compared to the number of individuals actually employed by the Department to
determine if the work force includes minorities and females in all job categories in
numbers proportionate to their availability in the qualified applicant population.

When job categories in the work force do not include minority or female employees
in numbers that are proportionate to their availability for employment, hiring goals
are established to remedy the underutilization that has been found. The
methodology used to determine underutilization of minorities and females is
explained on pages 21-23.

On page 20, Table 2 contains a description of the ten geographical regions for which

hiring goals are established. A summary of IDOC underutilization by region, race,
sex and job category is on page 24.
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TABLE1 EQUAL EMPLOYMENT OPPORTUNITY JOB CATEGORIES

1. Officials and Administrators

Occupations in which employees set broad policies, exercise overall responsibility for
execution of these policies, direct individual departments or special phases of the agency's
operations, or provide specialized consultation on a regional, district or area basis.

2. Professionals
Occupations which require specialized and theoretical knowledge which is usually
acquired through college training or through work experience and other training which
provides comparable knowledge.

3. Technicians
Occupations which require a combination of basic skill or technical knowledge and manual
skill which can be attained through specialized post-secondary school education or
through equivalent on-the-job fraining.

4, Protective Service Workers

Occupations in which workers are entrusted with public safety, security and protection
from destructive forces.

5. Paraprofessionals

Occupations in which workers perform some of the duties of a professional or technician
in a supportive role which usually requires less formal training and/or experience normaily
required for professional or technical status.

6. Administrative Support

Occupations in which workers are responsible for internal and external communication,
recording and retrieval of data and/or information and other paperwork required in an
office.

7. Skilled Craft Workers

Occupations in which workers perform jobs which require special manual skills and a
thorough and comprehensive knowledge of the processes involved in the work which is
required through on-the-job training and experience or through apprenticeship or other
formal training programs.

8. Service and Maintenance

Occupations in which workers perform duties which result in or contribute to the comfort,
convenience, hygiene or safety of the general public or which contribute to the upkeep
and care of buildings, facilities or grounds of public property.

18



lllinois Department of Human Rights State Regional Map
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TABLE 2

REGION 1
Cook
DeKalb
DuPage
Grundy
Kane
Kankakee
Kendall
Lake
McHenry
Will

REGION 5
Dewitt
Fuiton
Livingston
Marshall
Mason
McLean
Peoria
Stark
Tazewell
Woodford

REGION 9

Clark
Clay
Coles
Crawford

Cumberland

Edgar
Effingham
Fayette
Jasper
Lawrence
Marion
Moulitrie
Richland

GEOGRAPHICAL REGIONS
REGION 2 REGION 3 REGION 4
Boone Bureau Adams
Ogle Carroli Brown
Stephenson Henry Hancock
Winnebago Jo Daviess Henderson

La Salle Knox
Lee McDonough
Mercer Pike
Putnam Schuyler
Rock Island Warren
Whiteside
REGION 6 REGION 7 REGION 8
Champaign Christian Bond
Douglas Cass Calhoun
Ford Greene Clinton
Iroquois Logan Jersey
Piatt Macon Madison
Vermillion Macoupin Monroe
Menard Randolph
Montgomery St. Clair
Morgan Washington
Sangamon
Scott
Shelby
REGION 10
Alexander Perry
Edwards Pope
Franklin Pulaski
Gallatin Saline
Hamilton Union
Hardin Wabash
Jackson Wayne
Jefferson White
Johnson Williamson
Massac
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THE AVAILABILITY ANALYSIS

Introduction

The Department of Human Rights (DHR) has developed a methodology for state entities to use
to prepare a written Affirmative Action Plan (AAP). The objective of this methodology is to provide
a responsible way to compare the availability of minorities and females to the work force of each
state entity. The computation described on the following pages results in an Availability Per-
centage for each appropriate protected class in each job category.

The availability analysis provides a numerical measure of parity achieved by comparing the work
force of each state entity with the availability of the minority groups and females in its appropriate
surrounding labor area(s). The resulting number becomes the ultimate goal of the agency.
Comparison of the availability numbers and the actual number of minorities and females currently
employed by the agency will indicate whether or not the agency is underutilizing minorities and
females, and to what extent. Minimum numerical compliance in each job category for each group
of minorities and females will be accomplished by the agency when it has reached eighty percent
of its numerical goal. However, agencies are encouraged to reach 100% parity.

in order to assist state entities in computing Availability Percentages (AP's) for each minority
group in each EEO job category, DHR has divided the state into ten (10) regions, based upon
population, work force statistics, proximity of metropolitan areas and community patterns.

Option 1 allows the state entity to develop AP's by using external work force data supplied by
DHR, in combination with internal work force data supplied by the state entity. DHR will provide
statistical data by region, by EEO category and by the appropriate protected class group, to state

entities that elect to develop their AP's using Option 1. The state entity will compute and provide
its AP's by region, by category and by protected class.

The Department of Human Rights provides statistics, by region, for the two (2) Factors below:

Factor #1 — Those having requisite skills in the region.

Factor #2 — Those promotable, trainable and transferable in the region.

Internal Work Force Analysis

2.1 :



One of the fundamental steps in developing an Affirmative Action Plan is to conduct an in-depth
assessment of the state entity's personnel transactions, i.e., distribution of present employees,
new hires, promotions, demotions, transfers, terminations, superior performance increases and
salary comparison by race, sex and EEO category. Standard forms will be provided by the
Department of Human Rights for State entities to submit this information.

Ali past and current personnel practices must be analyzed for present effect. The internal work
force review should consist of, but is not limited to the following:

+ Assessment of the agency's past and current EEQ program.

« Review of written personnel policies, procedures and regulations to assure absence
of discriminatory content.

* Review of all qualifications and requirements, including education, prior work
experience and physical abilities to insure job relatedness.

» Past and current hiring and promotion patterns.

External L.abor Force Analysis

When the internal work force analysis has been completed, the next step is to complete an
external labor force analysis to determine the availability of minorities and females to the work
force of the agency.

The internal work force analysis combined with the external work force analysis will be used to
determine if minorities or females are being underutilized in any EEO category at each facility.

Calculating Agency Underutilization

The determination of whether an agency is underutilized in any affirmative action group is made
by performing the following steps on the availability summary sheet:

1. Using the figures from the workforce analysis form DHR-9:
a. Indicate present number of employees. However, do not calculate

utilization for categories that have less than ten (10) total employees
because the numbers are too small to yield statistical reliability.

b. Number of affirmative action group members already employed.

2. Enter the availability percentage (AP) in line 2, which comes from the AP
worksheet (DHR-5) for the appropriate affirmative action group.

3. Multiply the present number of employees by the AP and enter the result in
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the Number Needed for Parity (line 3). If the result includes a fraction, round
down to the closest whole number.

Subtract the number of affirmative action group members already employed
(line 4) from Number Needed for Parity (line 3). If the number of affirmative
action group members already employed is greater than the Number

Needed for Parity, parity has been achieved and a “P” for parity, should be
entered in line 5. If the result is a positive number, underutilization, exists

for the affirmative action group and job category. This number represents
additional persons needed in the category to eliminate regional underutilization.
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GOALS AND TIMETABLES

The eradication of those staffing underutilizations identified in the Underutilization Summary is an
ideal to which the IDOC is committed for Fiscal Year 2022.

NUMERICAL GOALS AND TIMETABLES TO REMEDY UNDERUTILIZATION

The Department of Corrections' objective is:
By June 30, 2022, to achieve at least minimal numerical compliance by reaching numerical goals
in each job category for minorities and females considering the number of opportunities to hire new

employees.

A regional breakdown of numerical objectives is reported on the Underutilization Summary by
Region form on page 24.
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PERFORMANCE MEASURE BACKGROUND INFORMATION

Based on its availability analysis, the Department of Corrections has underutilization for women
and minorities. The Department will work toward better education of managers on affirmative
action goals in an effort to address underutilization. Enhanced recruitment efforts will be used to
reduce the underutilization of African Americans, Hispanics, Women, Asians, American
Indian/Alaskan Native Americans and persons with disabilities. Education of managers and
employees on equal opportunity and sexual harassment will be reviewed and enhanced to
address the turnover rate of minority and female employees. NOTE: Recruitment has been
suspended due fto COVID-19 pandemic but efforts have been made to conduct informational
sessions through videoconferencing format.

Performance Measure |

Goal:

The goal is to address underutilization of women in the workforce in the four EEQ categories
through development of on-going recruitment relationships and organizations representing
women.

Qutcome:

Reducing underutilization of females by (5) Professionals; (348) Protective Service Workers:
(5) Skilled Craft Workers; and (45) Service/Maintenance Workers.

Qutput:
1. The Office of Affirmative Action will identify appropriate entities to be contacted.
--Completion date: October 31, 2021

2. The identified entities will be contacted and provided with materials on state positions
and the hiring process.

--Completion date: November 15, 2021.

3. The Office of Affirmative Action will provide supporting documentation to the Department
of Human Rights.

--Completion date: Quarterly (October 2021, January 2022, April 2022, July 2022)
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Goal:

Performance Measure ]l

To reduce underutilization of Black/African Americans in the following seven EEQ categories
through education of hiring managers on their Affirmative Action Goals and through
recruitment efforts.

Outcome:

Reducing underutilization of Black/ African Americans by (1) Professionals; (1) Technicians;
(53) Protective Service Workers; (9) Paraprofessionais; (3) Administrative Support; (1) Skilled
Craft Worker and (2) Service/Maintenance Workers.

Qutput:

1.

The Affirmative Action Office will distribute the Affirmative Action Plan and
Affirmative Action Goals to all the hiring managers.

--Completion date: October 31, 2021

Hiring managers will be provided with education on their Affirmative Action goals and on
the use of the Hiring and Promotion Monitor form so that underutilized candidates
appearing on eligibility lists are interviewed when underutilization exists.

--Completion date: November 30, 2021

Recruitment teams will attend job fairs, conduct on-site recruitments with partner

agencies IDES, WIOA, ESGR, FBO/CBO and Higher Learning Institutions.

--Completion date: Quarterly

Compliance will be monitored by reviewing the eligibility lists and the interview lists.
--Completion date: May 31, 2022.

The Department will provide supporting documentation to the Department of Human
Rights.

--Completion date: Quarterly (October 2021, January 2022, April 2022, July 2022)
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Performance Measure lli

Goal:

The goal is to address underutilization of Hispanics/Latinos in four of the EEQ categories
through the development of ongoing recruitment efforts and maintaining relationships with
organizations representing Hispanics.

Qutcome:
Reducing underutilization of the Hispanic/Latino workforce by (7) Professionals; (10)
Protective Service Workers; (5) Skilled Craft Workers; and (8) Service/Maintenance Workers.

Qutput:

1. The Office of Affirmative Action will identify appropriate entities to be contacted.
--Completion date: October 31, 2021.

2. The identified entities will be contacted and provided with materials on state
positions and the state hiring process.

--Completion date: November 15, 2021.

3. The Office of Affirmative Action will evaluate referrals to determine the number of
applicants recruited through the organizations.

--Completion date: May 31, 2022.

4. The Department will provide supporting documentation to the Department of
Human Rights.

--Completion date: Quarterly (October 2021, January 2022, April 2022, July 2022)
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Performance Measure IV

Goal:
The goal is to address underutilization of Asians in the following six EEO categories through
development of ongoing recruitment relationships with organizations representing Asians.
Outcome:
Reducing underutilization of the Asian work force by (1) Official/Administrators; (29)

Professionals; (13) Protective Service Workers; {1) Paraprofessionals; (1) Administrative
Support and (1) Service/Maintenance Worker.

Qutput:

1. The Office of Affirmative Action will identify appropriate entities to be contacted.
--Completion date: October 31, 2021.

2. The identified entities will be contacted and provided with materials on state
positions and the state hiring process.
--Completion date: November 15, 2021.

3. The Office of Affirmative Action will evaluate referrals to determine the number of
applicants recruited through the organizations.
--Completion date: May 31, 2022.

4, The Department will provide supporting documentation to the Department of
Human Rights.

--Completion date: Quarterly (October 2021, January 2022, April 2022, July 2022}
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Performance Measure V

Goal:

The goal is to address underutilization of American Indians/Alaskan Natives by seven in the EEQ
category of Protective Service Workers.

Qutput:

1. The Office of Affirmative Action will distribute information about positions to
organizations serving Native Americans.

--Completion date: December 31, 2021.

2. The identified entities will be contacted and provided with materials on state
positions and the hiring process.

--Completion date: November 15, 2021.
3. The Office of Affirmative Action will provide supporting documentation to the
Department of Human Rights.

--Completion date: Quarterly (October 2021, January 2022, April 2022, July 2022)

Performance Measure VI

Goal:

To continue to maintain parity in the category of Native Hawaiians and Other Pacific
Islanders.

Output:

1. The agency has met parity in this category; but the Office of Affirmative Action will
continue to distribute information about positions to organizations serving Native
Hawaiians and Other Pacific Islanders. Additionally, the Office of Affirmative Action will
work with recruitment teams to contact and provide materiais on state positions and the
hiring process to the identified entities.

--Completion date: December 31, 2021.

31



Performance Measure VII

Goal:

To provide equitable opportunity to persons with disabilities.
Outcome:
To provide equitable opportunity to applicants and employees with disabilities, and ensure that

supervisors are aware of responsibilities. In addition to, hiring 287 persons with disabilities.

Output:

1. Distribute materials on the agency reasonable accommodation program.
--Completion date: ~ November 30, 2021

2. Provide supporting documentation to the Department of Human Rights.

--Completion date: Quarterly. (October 2021, January 2022, April 2022, July 2022)

Performance Measure VIl

Goal:

Provide information to all managers and supervisors on EEO laws, regulations and the
Affirmative Action Plan.

Outcome:

Reduce complaints of employees by ensuring all employees, officials and managers are aware of

what discrimination entails and the possible consequences of discriminatory practices. Encour-
age use of the internal complaint process.

Output;

i} Review Training Academy training programs.

--Completion date: December 31, 2021. OneNet on-line training and annual cycle training
is provided to all staff.

L N ]
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Performance Measure VII (cont.)

2. Distribute to each facility the information on posting of the EEQ Policy.
--Completion date: November 30, 2021.

3. The Department will provide supporting documentation to the Department of Human
Rights.

--Completion date: Quarterly (October 2021, January 2022, April 2022, July 2022)

Performance Measure IX

Goal:
Provide training and education on sexual harassment.
Outcome:

To reduce the number of complaints by ensuring all employees and managers are aware of what
sexual harassment is and the conseguences of engaging in sexual harassment.

Output:

1. Ensure that sexual harassment training is provided in annual cycle training and OneNet
on-line training.

--Completion date: June 30, 2021.

2. Monitor that the Sexual Harassment Policy is posted.

--Completion date:  June 30, 2022

3. Provide supporting documentation to the Department of Human Rights.

--Completion date: Quarterly (October 2021, January 2022, April 2022, July 2022).
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ILLINOIS DEPARTMENT OF CORRECTIONS

INTERNAL COMPLAINT PROCEDURE

The Office of Affirmative Action has jurisdiction over complaints by employees and applicants for
employment alleging discrimination based on: AGE, RACE, COLOR, SEX, NATIONAL ORIGIN,
ANCESTRY, LANGUAGE, RELIGION, ARREST RECORD, DISABILITY, SEXUAL
HARASSMENT, CITIZENSHIP STATUS, MILITARY STATUS, UNFAVORABLE MILITARY
STATUS, MARITAL STATUS, PREGNANCY, ORDER OF PROTECTION STATUS SEXUAL
ORIENTATION and/or VIOLATIONS OF THE HUMAN RIGHTS ACT, TITLE VIl AND THE
ILLINOIS DEPARTMENT OF CORRECTIONS AFFIRMATIVE ACTION POLICY STATEMENT.
The Department of Corrections has established an internal complaint process as a means to resolve
compilaints in a prompt and effective manner.

An employee or applicant who feels that he or she has been sexually harassed or discriminated
against should report the incident to their supervisor, to a supervisor higher in the chain of command
if the employee’s supervisor is alleged to have engaged in the conduct or directly to the Office of
Affirmative Action. Unless a signed written statement has been submitted, a complainant may be
asked to complete an Equal Employment Opportunity and Affirmative Action Complaint (EEQ/AA)
form (DOC 0279) detailing the specific charges of discrimination. A Chief Administrative Officer
may aiso refer employee complaints of sexual harassment or discrimination to the Office of
Affirmative Action for investigation.

Complaints will be reviewed to determine if there is sufficient information to proceed with
investigation. Complaints should contain the following information:

a. Basis - Age, Race, Color, Sex, National Origin, Ancestry, Religion, Arrest Record,
Disability, Sexual Harassment, Citizenship Status, Military Status, Pregnancy Sexual
Orientation and/or violations of the lllinois Human Rights Act, Title VIl or IDOC's
Affirmative Action Policy Statement.

b. Issue - Failure to hire, Failure to promote, Termination, Discipline, Assignments,
Harassment, Retaliation or other terms or conditions of employment.

c. Respondent - Person(s) named responsible for acts of discrimination.

d. Complainant - Written signature of person filing complaint of discrimination.

If a charge does not contain sufficient information to proceed with an investigation and/or lacks one
or more of the four elements, the complainant will be asked to provide the necessary information.
The Department’s Administrative Directives mandate employee participation in all investigations
related to harassment, discrimination and sexual harassment. Employees who fail to participate are
subject to discipline, up to and including discharge. If the issues are continual, the complaint should
be filed within 300 days of the alleged unfair employment practice or awareness by the Complainant
of the unfair practice.
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The internal EEO/AA Complaint form (DOC 0279) is available from the Office of Affirmative Action,
from the Department personnel offices or can be accessed from the Department’s internal website.
The form is also contained in the Administrative Directive “Forms” book.

The person completing the form needs to include the following information:

a. The full name, address and telephone number of complainant.

b. A statement of facts alleged to constitute the unfair employment practice.

c. The date, time, place and person(s) alleged to be discriminating.

d. Basis of complaint.

e. Issue of complaint.

f. A statement describing any other action initiated by the complainant to address

the issues in the complaint.

g. The signature of the complainant.

Questions regarding how to file a complaint can be directed to:

Kelly Presley, Chief of Public Safety Legal Counsel to Director
James R. Thompson Center
100 West Randolph Street — Suite 4-200
Chicago, IL. 60601
{312) 814-1526

Tamara Brown, Affirmative Action Officer Shaina Hanson, Affirmative Action Officer
IDOC-Office of Affirmative Action IDOC-Office of Affirmative Action

100 West Randoiph Street — Suite 4-200 1301 Concordia Court

Chicago, IL 60601 Cole Hall, Lower Level

(312) 814-6304 Springfield, IL 62702

(217) 558-2200 ext. 6669

Martha Fragozo, Affirmative Action Officer
IDOC-Affirmative Action
100 West Randolph Street — Suite 4-200
Chicago, IL 60601
(312) 814-0082

Complaints can also directed to email: DOC.AffirmativeAction@illinois.gov
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INVESTIGATION PROCEDURE

Receipt of Complaint

A, The appropriate manager will be notified that a complaint alleging sexual
harassment, discrimination or harassment has been received. A position statement
and/or all pertinent documents that may clarify and/or explain actions and decisions
may be requested.

Investigation

A The Affirmative Action Officer assigned to the complaint will interview the
complainant, the person accused and pertinent witnesses.

B. The Affirmative Action Officer shall compile all relevant documents.

C. At the completion of the investigation, the Affirmative Action Officer will prepare a

narrative report of the facts, supporting documents and a recommendation of
evidence or lack of evidence of sexual harassment, harassment or discrimination.

Assessment and Disposition of Complaint

A. Analysis

1. The Affirmative Action Administrator will review the investigative report. If
further investigation is warranted, it will be requested.

2. The Investigator will discuss or submit an assessment of the case to the
Affirmative Action Administrator. The assessment shall include:

a. the complainant's allegation(s)
b. Respondent's position

C. evidence compiled and

d. disposition of the complaint
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B. Disposition of the Complaint

1. Lack of Evidence - When there is lack of evidence to substantiate the alle-
gations made by the complainant, the Office of Affirmative Action shall
notify the complainant, in writing of the finding and close the case.

The Office of Affirmative Action shall also notify the appropriate
manager of the final disposition of the case.

2. Substantial Evidence — When a finding of substantial evidence is made the
appropriate manager will determine and administer appropriate corrective
action.

Administrative Review

A. If the Affirmative Action Administrator and the CAO cannot agree on a resolution,
the Affirmative Action Administrator will confer with the Deputy Director and Chief of
Staff for a review of the case and conciliation efforts.

B. The Chief of Staff's decision will serve as the final disposition of the case.

C. Notice of the decision will be forwarded to the complainant.

Regulatory Filing

The internal complaint process shail continue regardless of whether a complainant also files
a charge with the lllinois Department of Human Rights (IDHR) and/or the Equal Employment
Opportunity Commission (EEOC) or any other appropriate governing agency. The statute
of limitations for filing a charge of discrimination with IDHR and/or EEQOC is 300 days.

IDHR
{Chicago) (Springfield)
555 W. Monroe, 7* floor 535 W. Jefferson Street, 15! Floor
Chicago, IL 60661 Springfield, IL 62702
1-312-814-6200 1-217-785-5100
TTY: 1-866-740-3953 TTY: 1866-740-3953

(Marion)

Marion Regional Office Building
2302 W. Main Street, Suite 112
Marion, IL 62959
1-618-993-7463
TTY: 1-866-740-3953

IDHR administers the State of lilinois Sexual Harassment and Discrimination Helpline:
Helpline No.: 1-877-236-7703 (Monday — Friday 8:30am to 5:00p)
Website: www.illinois.gov/sexualharassment

EEOC
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(Chicago) {St. Louis)

JCK Federal Building 1222 Spruce Street, Room 8-100
230 South Dearborn Street St. Louis, Missouri 63103

Suite 1866 (Enforcement, State & Local, Hearings) PH: 1-800-669-4000

Suite 2820 (Mediation Unit/Legal & ADR) Fax: (314) 539-7894

Chicago, lllinois 60604 TTY: 1-800-669-6820

PH: 312-872-9777
Fax: 312-588-1260
ASL Video Phone: 844-234-5122

Website: www.eeoc.gov
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Hlinois Department of Corrections

Administrative Directive

Number: Title: Effacliva:
03.01.307 Discrimination and Harassment 10/1/2020
~ Authorized by: -
{oriqinol Awtharized Cepy on File] Rob Jefirays -
Acting Diractor
- 03.01.307 effective 3/1/2000 and amended 12/1/2002
 Authority: Related ACA Standards:
| 730 ILCS 5/3-2.2 05-ACI-1C-06, 05-ACI-1C-09, 05-ACH1D-10, and
. 775 ILCS 5/1-101 et seq 05ACI-5E-02
_42USC Section 20008 .
. Referenced Policies: Referenced Forms:
01.12.101, 03.01.305, 03.01.310 DOC 0434 — incident Report
DOC 0279 - Equal Employment Opportunity and
. Affirmative Action Complaint
1. POLICY

The Department prohibits any form of unlawful discrimination and harassment. All employees are entitlied to a
work environment free of discrimination and harassment based on race, color, religion, gender, national origin,
anceslry, age, marital stalus, citizenship status, sexual orientation, miltary status, unfavorable military status,
arres! record, language, order of protection status, pregnancy or disability.

il. PROCEDURE

A

Purpeose

The purpose of this directive is to eslablish written procedures governing the responsibilities of staff for
compliance with Depariment policy prohibiting unfawful discrimination and harassment,

Applicabilit
This directive is applicable to all facilities, offices. programs and parole services within the Department.
Facliity Reviews

A facility review of this directive shall be conducled at least annually.

Desianees

Individuals specified in this directive may delegate stated responsibifities to another person or persons
unless otherwise directed.

Definitions

Chief Administrator -~ ihe Chiel Administrative Officer of a correctional facility or program site, or for all
other officas, the respeclive Deputy Direclors or Chiefs.

Harassmenl ~ verbal or physical conduct that denigrates or shows hostility or aversion toward an
individual or group because of race, color, religion, gender, national origin, age, sexual orientation military
status, unfavorable military status, arrest record, language, order of protection status, pregnancy, or
disability, and that has the purpose or effect of;

1. Creating an intimidaling, hastile, or offensive working environment;
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ilinois Department of Corrections ' i Page2of5

oo Administrative Directive |
Titla: % Effaive:
Discrimination and Harassmert P 1DM2020

Unreasonably interering with an individual's work performarnce, or

Otherwise adversely affecting an individual's employment opporiunities

Supervisor - an employee officially assigned on an on.going hasis to: assign, review and contrel work of
subardinalte slalf, complete and sign performance evaluations; recomimend compeansation; recommend
and Implement discipiing; approve time off; and make recommendations lo hire, fire, promote and
demaote. This does not include lead workers  Higher level employees than the supervisor within the
same chain-of-command shall have lhe same responsibilities for purpases of this directive as the

SLHIEVISDY,

Uniawlul discritmination -~ diserimination against & person becausa of his or her race, color, religion,
gendar, national origin, ancestry age. marilal status cittzenship status, sexual orientation. military status
unfavarable mililary stalus arrest record, language, order of protection status, pregnancy or disability,

Genearal Provisions

1.

For purposes of this direclive examples of discrimination include, but are not imited o, the
following.

&.

Less favorable treatment because of race, color, religion. gender, national onigin,
ancestry, age. marital stalus, clizenship staius, sexunl orientation, mitiary stalus,
unfavorable mililacy status, arrest record, language, order of protection status, pregnancy
o disability: and

Use of a neutral employment practics that has a disparate impact on a protacled clasgs
group and is not justified by business needs,

For purposes of this directive examples of harassment include, but are not fimited to, the
following:

4.

Epithets, slurs, insults, hurnar of jokes, negative stereotyping, or threatening, intmidating,
or hostile acts that relate to race, color, religion, gender, national origin, age, sexual
arientalion military status, unfavorable military status, arrest record, fanguage, order of
protection status, pregnancy or disabildy; and

Writlen or graphic matatial such as posters, signs, pin-ups, elactronic mail, internet
malerials, cartoons, graffiti, slogans. or other materials of a harassing nature that
denigrates or shows hostility or aversion toward an individual or group because of race,
color, religion. gender, national origin, age, sexusl arientation, mifitary status, unfavorabie
military status, arrest record, language, order of protection slalus, pregnancy or disability
and that is placed on walls, bulletin boards, or elsewhere on the employer's premises, or
circulated in the workplace.,

Digital harassrnent including, but not fimited to, intimidation, offensive jokes, epithets or
name calling, ridicule or mockery, or lewd, obscene or offensive messages or picturas
sent via slate electronic devices.

Posters explaining employee righls that are published by the Equal Employment Opportunity
Commission (EEQC) shall be posted at each facility and at each siaffed building in the general
office in a prominernt and accessible localion where natices to employess are customarily posted,
The Department's Affirmative Action Office will provide each facilily with an EEQC poster.
Additional poslers may be oblained by contacting:

EEQC Pubiication information Center
P. 0. Box 125489
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T Administrative Directive e
Number: Titka: ; Eflactive:
0301307 | Discrimination and Harassment L 1041712020

Cincinnati, OH  45212-33862

1-800-669-3362 or by visting the EEOC website at: www.eeoc.qov
(Bceroll down to the bottom of the page and click on “EEO IS The Law" Posler".)

4. The Chiefl Administrator shall ensure that all current and new employees have access (o and are
advised of the contents of this directive on an annual basis. A copy of this directive need not be
given to each employee; however, documentation including the employees’ signatures shall be
maintained to verify that each employee has been advised of this directive annually. A copy of
Ihis directive shall be made available to any employse upon request,

5. Training on discrimination and harassment prevention and the agency's discrimination and
harassment policy shall be included in pre-service training for new employees and shall be a
component of ongoing training programs.

6. All employees with supervisory responsibilities shall complete training that includes prevention of
discrimination and harassment and handling of complaints. This training shali be completed
within the first six months of initial appointment to a supervisory position.

7. The Office of Affirmalive Action shall be avaitable to provide assistance on the complaint process
to any employee who believes that he or sha has been subjected 1o discrimination or harassment
in accordance with the provisions of this directive and Administrative Diractives 03.01.305 and
03.01.310. The address and telephone number of the Office of Affirmative Action shall be posied
in an aceessible location.

8. An employee may comtact the lilinois Department of Human Rights {IDHR) or the EEOC about
filing a formal complaint, An {DHR complaint must be filed within 300 days of the alleged
incident(s) unless it is a continuing offense. A complaint with the FEQC must be filed withir 300
days. Charges received directly from the EEOC or IDHR shall be immediately forwarded to the
Office of Affirmative Action. However, employees are urged o use the Depariment's internal
complaint process to oblain a prompl, effective resolution to complaints.

G. Reguirements
1. Employees shall refrain from any actions that may be considered discriminating and harassing.

2. Any employee who engages in or knowingly condones discrimination or harassment shall be
subject to disciplinary action, including discharge.

3. Each supervisor shall maintain a workplace free of discrimination or harassment by promoting a

professionat environment and by addressing an observed or reported incident of discriminalion or
harassment as a serious form of employee misconduct.

H. Internal Complaint Process

1. An employee who observes offensive behavior should directly and clearly express objeclion to
the offending person and raquest that the offensive behavior stop.

2. Any employee who believes that he or she is the viclim of discrimination or harassmeant shall-

a. Notify the employee’s immediale supervisor and document the incident on an Incident
Report, DOC 0434,

b. Nolify the next person in the chain-of-command if the employee’s immediale SUDeIVISOr is
the person alleged to have engaged in the discriminating ar harassing conduct and
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document the meident on a D0OC 0434, or
. Report the discriminating or harassing conduct direclly to the Office of Affirmative Action

which shall reporl the incident lo the appropriate Chiel Administrator

bnmadiately document the incident on a2 DOC 0434 or on an Equal Employment Opportunity and
Affirmalive Aclion Complaint, DOC 0279,

A supervisor receiving an oral or wrilten report of discrimination or harassment shall notify the
Chiel Adminisirator of the allegations in a timaly manner. This reguirament also applies to
anonymous complainds or cases where the employee tells the supervisor about behavior
considerad discriminatory or harassing bul does not want 1o make a formal complaint. The Chief
Administrator shail notify the Department's AHfirnative Action Admimisieator  Initial notification
miay be made verbally with a follow up repert of the aflegations documented in writing.

The Chief Admimstrator shall consider ways to minimize the possihilly of continued discrimination
of harassment or retaliation white the allegations are under review or inveshgation suth as
reassigning ihe accused employee  Prior lo reassigning the alleged victim, the Chief
Administrator shall consull with the Office of Affirmative Action

The Chief Administrator shall initiale a review of the allegations and respond a5 s6on as possibie
within five working days or upon the employse’s return to work by 1aking ong or more of the
following actions,

a. Discuss the allegations wath the resorting employee,

b Discuss he gllegations with the charged employes;

c. Refer the incident to the Office of Affirmative Action for formal investigation;
d Refer the charged employee for dizsciplinary action, if warranted; or

2, Taka other corrective action.

Allegations of conduc! which may constitute eriminal activity shall alse be raported in accordance
with Administrative Direclive 01.12.101.

in ali cases, the Chief Administrator shail:

a Within five working days of baing advised of the allegations, or upon the employee’s
return to work, inform the alleged victim inwriting of the action being taken;

3 Submit to the Office of Affirmative Action a copy of any wrilten complaint, a surmrmary of
any verbal complaind, and a copy of the response (o the alleged victim; and

c. When it is determined that discrimination or harassment has occurred, take prompl,
approprigle carrective aclion, including discipline, lock out, or other similar measures. [f
the evidence is inconclusive, the Chief Administrator shall consider whether praventative
measures such as training or monitoring should be laken,

d Submit to the Ofice of Affirmative Action a copy of all employee discipiinary decisions
invalving discrimination or harassment within 60 calendar days of investigalive culcome.

Investinations

The Office of Affirmative Action shall promplly investigale complainds referred for investigation.
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Internal Investigations shall submit a copy of any investigation report in which harassment or
discrimination issues were brought forth during the course of an investigation to the Office of
Affirmative Action.

2. The Office of Affirmative Action shall ensure that lhe Chief Administrator, the alleged viclim, and
the employee alleged fo have engaged in discrimination or harassment are informed of the
outcome of any formal investigation.

3, Employees are required to cooperale in any invesligation inlo a complaint of discrimination or
harassment. Fallure to do so may resull in disciplinary action.
J. Department Volunteers, Interns, Contractual Personnel, and Persans Employed by Contractors
1. Volunteers, interns, contraclual personnel and employees of contractors shall refrain from

discriminalion and harassment.

2 Training on the Department's discrimination or harassment policy shall be included in orientation
of volunteers and interns and pre-service training of contractual personnel and employees of
contractors.

3. A volunteer, intern, conlractor, or employee of a contractor who believes that he or she has been

subjected to discrimination or harassment in connection with thair service to the Department shall
immediately report the incident in writing to the Department employee overseeing the services of
the volunteer, intern, contractor, or person employed by a conlractor, the Volunteer Service
Coordinator, when applicable, the Chief Administrator, or the Office of Affirmative Action.

4 Reports of discrimination or harassment involving a volunteer, intern, conlractual personnel, or
employee of a contractor in cases where the harasser or victim is an employee of the Depariment
shall be investigated by the Department. The Chief Administratar and the Office of Affirmative
Action shall take the same actions to respond as is required in Paragraph 11L.H.

5, Reports of discrimination or harassment involving a volunteer, intern, contractual personnel, or
employee of a conlractor that do not involve an employee of the Depariment shall be reported to
the Office of Affirmative Action for a determination of the appropriate action to be taken,

6. Volunteers, interns, contractual personnel and employees of contractors are required to
cooperate in any discrimination or harassment investigation conducted by the Bepariment.

K. Retaliation

Retalialory action against anyone alleging discrimination or harassment in good faith is prohibited even if
the complaint is not substantiated. Relaliation against witnesses acling in goad faith shall also be
prohibited. However, given the seriousness of the consequences for the accused, any employee who
knowingly makes a false charge or provides false infermation, including bul not limited to false information
provided in statements, incident reports, correspondence, or an interview, shall be subject to disciplinary
action, including discharge. Faise charges shall not Include charges made in good faith that cannot be
subslantiated.

L. Confidentiality

Information pertaining lo & complaint of discrimination or harassment shall be kept confidential and only
disclosed in accordance with this direclive or lo persons with a need lo know the information.
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POLICY

All employees are antitled to a work environment free from sexual harassment. The Department prohibits any
form of sexual harassmant.

PROCERURE
A, Purpose

The purpose of this directive is to estabiish written procedures governing tha responsibilities of staff for
compliance with Department policy prohibiting sexual harassment.

8. Applicabiiity

This directive is applicabie 1o all correctional facilities, offices, programs and parole services within the
Department.

c. Eacility Reviews

A facility review of this directive shall be conducted at least annually,

D. Designees

individuals specified in this directive may delegate stated responsibilities to anolher person or persons
unless otherwise directed.

E. Definitions

Chief Administrator - the Chief Administrative Officer of a correctional center or program site; or for ait
other offices, the respective Deputy Director or Chief of the appropriate division or the Assislant
Director of the Depariment.

Sexual Harassment — unwelcome sexual advances, requests for sexual favors or any conduct of a
sexual nature when:

1. Submission (o such conducl is made, either explicitly or implicitly, a term or condilion af an
individual's employment;
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2. Submission to or rejection of such conduct by an individual is used as the basis for employment
decisions affecling such an individual: or
3, Sueh conduct has the purpose or effect of substantially interfering with an individual's wark

performance or creating an intimidating, hostite or offensive working environment

Supervisor — an employes officially assigned on an on-going basis tor assign, review and control work of
subordinate staff; complete and sign performance evglualions’ recommend compensalion, recommend
and implement discipiing; approve time off and make recommendations fo hire, fire, promote and demole,
This does nol include lead workars. Higher level employaes than the supervisor within {he same chain-
of-command shall have the same responsibilities for purposes of this directive as the supervisor,

F. General Provisions
1. For purposes of this direciive examples of sexual harassmant include but may not be tirmited o
a Unwelcome sexual conduct in ordar lo receve or employment opporiunily
b. Deniat of employment opportunities when an individual does not submit fo unwelcome

sexim advances.

c. Trraats with adys wonees  the individual does net submitto

unwelcome saws! s

rze empioyment cons
RS

d. Yerbat conduct such as sexual mnuendos, suggestive comments insuits. humar or jokes
abou! sex, analomy or gender-specific fraits, sexual propositiens. threals, rapeated
requesls for dates or statements about other employees, even outside of their presence,
of a sexual nalure.

12 Non-Verbal condiet sush as suggestive or insulting sounds, such as calcalis, smacking,
kissing noises, whisiling, leering, obscena gestures or sexually suggastive bodily
gesiures,

i Visual displays such as posters, signs, pin-ups, electronic mail, internet mataral,

carloons, graffiti, slogans or other materal of @ sexual nature.

g. Prysical conduct such as unwelcoms hugging, touching, kissing, pinching. brushing the
body, coerced sexual acls or actual assaulls.

R Mon-sexual conduct because of gender which urreasonably interferss with the
empioyes’s abilily to perform his or her job.

i Digital harassment including threats of physical assaul! of a sexual nalure. intimidation,
offansive jokes, epithets or name calling, ricicule or mackery, request for sexual tavors,
or lewd, obacene or offensive messages or piclures sent via stale electronie devices.

2. This directive shall be posted at each facility and at each stafled building in the general office in
prominent and accessible locations and in other locations where notices to employees are
customarily posted.

3. The Chief Administrator shalt ensure that all current and new employees have access o and are
advised of the contents of this directive on an arnual basis, A copy of this directive need not be
given lo each employee; however, documentation including the employees’ signatures shall be
maintained to verify that each employee has been advised of this directive annually. A copy of
this directive shall be made available to any employee upon request.
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4, Training on sexual harassment prevention and the agency's sexual harassment policy shall be
included in pre-service training for new employees and as a companent of ongeing training
programs.

5, All employees wilh supervisory responsibilities shall complate training, including prevention of
sexual harassment and handling of sexual harassment complaints. This training shall be
completed within the first six months of initial appointment to a supervisory position.

8. The Office of Affirmative Action shall be available to provide assistance on the complaint process
to any employee who believes that he or she has been subjected to sexual harassment.

7. Employees are urged to use the Department’s internal complaint process to obtain a prampt,

effective resolution to sexual harassment complaints. However, an employee may cordacl the
inois Department of Human Rights (IDHR) or the Equal Employment Opportunity Commission
(EEOC) about filing a formal complaint. An IDHR complaint must be filed within 300 days of the
alleged incident(s) uniess it is a continuing offense. A complaint with the EEDC must be filed
within 300 days. Where the employing entity has an effective sexual harassment policy in place
and the complaining employee fails to take advantage of tha! policy and allow the employer an
opportunity to address the problem, such an emplayes may, in certain cases, lose the right to
further pursue the claim against the employer.

G, Requirements

1.

2,

Employees shall refrain from sexual harassment.

Any employee who engages in or knowingly condones sexual harassment shall be subject to
disciplinary action, including discharge.

Each supervisor shall maintain a workplace free of sexual harassment by promoting a
professional environment and by addressing an observed or reported incident of sexual
harassment as a serious form of employee misconduct,

H. Internal Complaint Process

1.

Any employee who witnesses, is subjected to, or becomes aware of such conduct shauld:

a. Immediately document the incident on an Incident Report, DOC 0434, or on an Equal
Employment Opporiunity and Affirmative Action Complaint Form, DOC 0279,

b, Report the incident to his or her supervisor, Ethics Officer or Depariment's Affirmative
Aclion Administrator or notify the next person in the chain of command if the employea's
immediate supervisor is the person alleged to have engaged in harassmen!.

c. Directly and clearly express objection to the offending person and request that the
offensive behavior stop.

A supervisar receiving an oral or written report of sexual harassment shall nolify the Chief
Administrator of the allegations in a timely manner. This requirement also applies to anonymous
complainls or cases where the employee lells the supervisor about behavior considered sexual
harassment bul does nol want to make a formal complaint. The Chief Administrator shall notify
the Department’s Affirmative Action Administralor. Initial notification may be made verbally with a
follow up report of the allegations documented in writing.

The Chief Administrator shall consider ways to minimize the possibility of continued sexual
harassmenl or retaliation while the allegations are under review or investigation such as
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reassigning the accused employes. Prior to reassigning the alleged victim, the Chief
Administrator shall consult with the Office of Affirmalive Action,

The Chiel Adminisiralor shall initiate a review of tha allegations and respond as soon as possible
withla five working days, or upon the employee’s return o work, by taking one or more of the
following actions:

@, [Jscuss the allegations with the reporting empioyes

b. Discuss the allegations with the chargad employee;

¢ Refer the incident to the Office of Affirmative Aclion for formal investigation

d. Refer the charged emplovee for disciplinary action, if warranted, or

& Take other corrective action

Allegations of conduch which may constitute criminal actvily shall be reported in aceordance wilh
Administrative Directive 01.12.101.

in all cases, the Chief Admivistrator shall:

=) Within five working days of being advised of the allegations or upan the employes's
return 1o work, inform the slleged vichim in writing of the action being taken,

b Submit to the Office of Affirmative Action a copy of any waitten complaint, a summary of
any varbal complaint, and a copy of the responsa to the alleged victim, apd

c When if s determined that sexual harassment has cccurred, take prompt, appropriale
corrective action, including disciphine, lock out, or other similar measures. | the evidence
1w inconclusive, the Chiaf Administrator shall consider whether proventative measures
such as training or monitoring should be employad.

d. Submit to the Office of Affirmative Action a copy of a2l employee disciplinary decisions
invoiving sexual harassment within 60 days of the investigative ocutcome.

investingations

1.

The Office of Affirmative Action shall promptly investigate complaints referred for investigation.
Internal Investigations shall submit a copy of any investigalion report in which saxual harassment
issues were brought forth during the course of an investigation to the Office of Affirmative Action.
All complaints of sexual nharassmant shall ba investigated tharoughly, and aporopriate action shall
be taken when warrantad,

The Office of Affirmative Action shiall ensure that the Chief Administrator, the alleged victim and
the empioyee alleged to have engaged in sexual harassmant are informed of the aulcome of any
formal rwestigation.

Empioyeas are required lo cooperale in any investigation into a complaint of sexual harassment.
Failure to do so may result in disaiplinary action.

Department Yolunteers, Interns, Contractual Personnel and Persons Emploved by Contractors

1.

Voiunteers, interns, contractual personnel and employees of contractors shall refrain from sexual
harassment.
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Training on the Department’s sexual harassmen policy shall be included in orientation of
volunteers and interns and pre-service training of contractual personnel and employees of
contractors,

A volunteer, intern, contraclor or empioyee of a contractor who befieves that he or she has been
subjected lo sexual harassment in connection with their service to the Depariment shall
immedialely report the incident in writing to the Department employee overseeing the services of
the volunteer, intern, conlractor or person employed by a conlractor, the Volunteer Service
Coordinator, when applicable, the Chief Administrator or the Office of Affirrative Action.

Reports of sexual harassment involving a volunteer, intern, conlractual personnel or employee of
a contractor in cases where the harasser or victim is an employee of the Department shall be
tnvestigated by the Department. The Chief Administrator and the Office of Affirmative Action shall
take the same actions to raspond as is required in Paragraph [1.H.

Reports of sexual harassment involving a volunteer, intern, contraciual personnel or employee of
a contractor that do not involve an employee of the Department shall be reparted to the Office of
Affirmative Action for a determination of the appropriale action to be laken.

Volunteers, interns, contractual personnel and employees of contractors are required to
cooperate in any sexual harassment investigation conducted by the Department,

Rataliation

Retaliatory aclion against anyone alleging sexual harassment in good faith is prohibited even if
the complaint is not substantiated. However, given the seriousness of the consequences for the
accused, any employee who knowingly makes a false charge or provides false information,
including, but not limited to, false information provided in statements, incident reports,
correspondence or an interview, shall be subject lo disciplinary action, including discharge. i a
sexual harassment violation or intentional faise reporting occurs, the consequences may be found
in the Slale Officials and Empioyees Ethics Act, 5 ILCS 430/50-5. In the occasion this section
conflicts with the Whistleblower Act (740 ILCS 174) or Section 15-5 of the Ethics Act, the
applicable statule will take precedence.

An employee may nol intentionally interfere with another employee’s exercise of, or retaliate
against an employee or witness for exercising, the right to grieve or file a complaint through
established procedures; or retaliate against an employee or wilness for filing a complaint,
providing infermation to an investigatory official or testifying in an official proceeding.

Confidentiality

Information pertaining to a complaint of sexual harassment shali be kept confidential and shall only be
disclosed in accordance with this directive or to persons with a need {0 know the information,
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SLLINOIS DEPARTMENT OF CORRECTIONS
Equal Employment Opportunity and Affirmative Action Complaint

Complainant:

Address: City: Zip Code:
Home Telephone: Work Site Telephone:

Name of Employer: Address:

Specific basis of discrimination:

Race Retigion Age National Origin Gender Sexual Harassment Disability
Pregnancy Order of Protection Status Other:

Specific area of discriminatory practice:

interview Promotion Selection Training Lay Off Bischarge Discipline

Other:

Name and title of person(s) who discriminated against you:
Name Title

Describe exactly what occurred and when:

Have you filed a grievance via other procedures?  No Yes

Complainant's Signature: Date Filed:
EEQ/AA Officer's Signature: Date Received:

RETURN FORM TO: Office of Affirmative Action, 100 W. Randolph, Suite 4-200, Chicago, IL 60601,

' Email ]

Prmed an Becycled Paper

Disinbution Office of Affirmative Action Page 1 of 1
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AFFIRMATIVE ACTION POLICY FOR PERSONS WITH DISABILITIES

General Provisions

The lllinois Depariment of Corrections prohibits discrimination against persons with disabilities
and provides reasonable accommodations to individuals with disabilities. Except for the purposes
of Affirmative Action, IDOC cannot make a pre-employment inquiry as to whether the applicant
has a disability or as to the nature or severity of a disability. Personnel conducting interviews are
informed of the standards for pre-employment inquiries as part of an in-service training program.
The Office of Affirmative Action staff is available to answer questions regarding pre-employment
interviews as they arise. Actions will be taken to ensure that tests do not have a disparate impact
on people with disabilities and that employment criteria are job related. Job descriptions are
reviewed before interviews to identify essential job duties. Pre-employment physical examina-
tions are prohibited unless such an examination is job-related and required of ail applicants for the
position and is conducted only after a conditional offer of employment has been made. IDOC will
also participate in the Alternative Employment Program established by the Personnel Code.

The Hlinois Department of Human Rights has implemented an annual Disability Survey to
determine the number of state employees with disabilities.

Each IDOC work site will comply with agency Administrative Directives relating to the safety and
evacuation of employees with disabilities. Provisions are made through the ADA Coordinator for
the evacuation of employees who indicate a need for assistance in the event of an emergency
evacuation. Nineteen (19) employees in FY21 indicated a need for assistance during an
evacuation. Local policy and procedure shall be audited.

Any employee or applicant who believes that he/she has been discriminated against due to
his/her disability may file a grievance in accordance with the procedures outlined in Administrative
Directive 03.01.305 Accommeodation Requests or Grievances Based on Disability.

Department's ADA Coordinator:

Andrew Walter
lilinois Dept. of Corrections
1301 Concordia Court
Springfield, IL 62734
PH: (217) 558-2200
Email: Andrew Walter@illinois.gov
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Physical Access for Persons with Disabilities

The Department offers programs, activities or services to the public and program beneficiaries at
adult correctional centers, adult transition centers, treatment centers, reentry life skili centers and
parole offices throughout the State of lllinois. General offices are located in Chicago and
Springfield.

The Department factors in accessibility in the developing, designing, maintenance and
construction of its facilities. These facilities have been evaluated and a compliance plan has been
developed identifying barriers and/or deficiencies and recommending corrective action, such as a
Transition Plan. The focus of the Transition Plan is to provide accessibility under the ADA,
state and local government, public entities or agencies and ensure the facilities are meeting the
requirements of the ADA. The Department is required to develop a Transition Plan to address
any deficiencies.

The Department's general priorities in developing its Transition Plan for its facilities were:
1. Accessibility from streets or designated parking areas.
2. Accessibility of areas of entry and egress.

3. Accessibility of circulation through public areas, hallways and elevators to information
desks and reception areas, meeting and conference rooms, restrooms, cafeterias,
concession stands and vending areas.

4. Evaluation of these public areas included doorways, ramps and rails, drinking
fountains, telephones, alarm systems and building signage.

The Department provides accessible programs, services and activities by removing architectural
barriers by modifying current facilities, or by relocating services, programs and activities to
accessible areas or buildings within a facility or, where appropriate, to alternate facilities at a
different location.

The Department's Transition Pian is available for public inspection at 100 West Randolph, Suite
4-200, Chicago, Hllinois 60601 and 1301 Concordia Court, Springfield, lllinois 62794-9277.

Recruitment of Applicants with Disabilities

The agency Affirmative Action program includes efforts to recruit applicants with disabilities for
employment. The Office of Affirmative Action sends position postings and information on the
application process to agencies and organizations representing the interests of persons with
disabilities such as the Job Accommodation Network, the Department Human Services, Office of
Rehabilitation Services and placement services at colleges and universities. Affirmative Action
Officers will also attend job fairs for persons with disabilities.
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NOTE: Public Act 101-0533 was signed by the Governor effective 8/23/19. House Amendments
1 and 2 were adopted in regard to SB 726 internships for individuals with disabilities. The
Amendments set forth the following changes: (1) provides that the employment position for
persons with a disability shail be offered through an established trainee program (in the
engrossed bill, an internship); (2) removes provisions from the bill providing that the position shall
be unpaid; (3) provides that the program shall be administered by the Department of Central
Management Services, but removes language providing that the position shall be part of the
Disabled Workers Program; and (4) provides that the hiring officer or agency shall issue a
certificate of completion. Moreover, it amends the Personnel Code. This provides that each
state agency with 1,500 employees or more and each executive branch constitutional officer is
required to offer at least (1} one internship position per year to be filled by a person with a
disability. It provides that the program shall be administered by the Department of Central
Management Services as part of its Disabled Workers Program.
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AVAILABILITY ANALYSIS FOR PERSONS WITH DISABILITIES

Agency: |lllinois Department of Corrections Fiscal Year: 2022
Total Employees 12.205

Percentage of persons with Disabilities in

lllinois Labor Force 5.10%

Labor Force 622

# of Employees with

Disabilities in Agency 335

Underutilization/Parity 287

Numerical Goals for People with Disabilities

Area to be addressed:

--To reduce the underutilization of 287 people with disabilities.

Goal:

--Eliminate underutilization of 287 people with disabilities.
Objectives:
--As vacancies occur, hire 287 people with disabilities.
1 Action ltem:

Identify recruitment sources for people with disabilities.

Responsible official: EEO/AA Officer
Completion date: October 31, 2021
Monitoring procedure: Provide copy of list at quarterly

(2) Action item:

Send information on state positions to sources.

Responsible official: EEO/AA Officer
Completion date: November 30, 2021
Monitoring procedure: Review number of applicants

® e o
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STATEMENT ON REASONABLE ACCOMMODATION

It is the policy of the lllinois Department of Corrections to provide equal employment opportunity
to persons with disabilities and to reasonably accommodate the physical or mental limitations of
qualified applicants and employees with disabilities. The Department recognizes the right of
any applicant or employee with a disability to request accommodation in connection with his or
her application or employment. Once an accommodation has been requested, it is the re-
sponsibility of the Department under state and federal law to provide accommodation to
qualified disabled applicants and employees unless so would impose an undue hardship on the
operations of the agency.

To implement this policy, the procedures outlined in Administrative Directive 03.01.305
Accommodation Requests or Grievances Based on Disability shall be followed. Employees or
applicants who request an accommodation shall be provided an accommodation if the need is
apparent, the appropriate accommodation is readily identifiable, and it is not an undue hardship
to provide the accommodation. Where the need is not apparent, the appropriate
accommodation is not readity identifiable or it may be an undue hardship to provide the
accommodation, the employee or applicant shall be given an Applicant or Employee Request for
Reasonable Accommodation form (DOC 0238). Any request that is denied shall be submitted to
the Office of Affirmative Action for review.

Questions or complaints regarding this policy should be referred to the Office of Affirmative Action.

L7 Yeo/ey

Rob Jeffrey / Date
Director




REASONABLE ACCOMMODATIONS

Employers must make reasonable accommodations of the known physical and mental
limitations of otherwise qualified applicants or employees with disabilities, unless the employer
can demonstrate that such accommodation would be an undue hardship.

Reasonable accommodation means that the employer tries, within reason, to remove on the job
physical barriers which interfere with an employee's ability to perform jobs for which they have
the necessary mental capacity and talent. A "person with a disability” is an individual who has a
physical or mental impairment that substantially limits one or more major activities or has a
record of such impairment or is regarded as having such impairment.

There is no all-inclusive list of possible accommodations. Each situation requires an individual
assessment. Examples of reasonable accommeodations include wider internal office lanes,
entrance ramps, raised desks, job restructuring, audio amplifiers, changes to work schedules
and special chair coasters.

Reguests for Reasonable Accommodations

Requests for reasonable accommodations must be initiated by the employee or person applying
for employment. The procedure for reasonable accommodation requests is contained in
Administrative Directive 03.01.305. Supervisors or interviewing officers shall take prompt action
to accommodate an applicant or employee if the need for accommodation is obvious and the
appropriate accommodation is readily identifiable and would not constitute an undue hardship or
direct threat. In all other instances, the supervisor or interviewing officer shall provide the
employee or applicant with a Request for Reasonable Accommodation form, DOC 0238.
Request forms shall be forwarded to the Chief Administrative Officer who shall grant the request
or forward it to the Office of Affirmative Action for determination. On an annual basis, each
Administrator or Manager must report the accommodation requests received during the fiscal
year to the Office of Affirmative Action.

Reasonable Accommodation Requests ADA appeals contact:
contact;

Delcine Thompson Anne Rayhill

L.egal Counsel Legal Counsel

lllinois Dept. of Corrections [linois Dept. of Corrections
100 West Randolph, Suite 4-200 1301 Concordia Court
Chicago, lllinois 60601 Springfield, IL 62794
Email: Delcine. Thompson@illinois.qov TDD 800-526-0844

PH: (217) 558-2200
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A lltinois Department of Corrections
e Administrative Directive
Number: Titie: Effective:
03.01.305 Accommodation Requests or Grievance Based on 71112620
Disability

Authorized by:

riginol Authori, opy on Eile Rob Jeffreys
= Acting Director
Supersedes; 03.01.3085 effective 5/1/2019
Authority: T " Related ACA Standards:
42 U.5.C. 12101 et seq. 5-ACI-10C-01 and 07

29 CFR Part 1830
7301LCSE 5/3-2-2 and 775 ILCS &/
P T751LCS 51 etseq.

820l CS60MM0

Referenced Policies: Referenced Forms:

DOC 0237 - Annual Disability Accommodation Repart

DOC 0238 - Applicant or Employes Request for
Reasonable Accommaodalion

DOC 0430 ~ Grievance - Discrimination Based on
Disability or the Denial of & Reques! for
Reasonable Accommodation

L POLICY

The Department shall evaluate requests for reasonable accommodations to known physical or menial limitations
of an otherwise gualified job appiicant or employee with a disability or affected by medical or commaon conditions
related to pregnancy and investigate grievances based on disability.

13 PROCEDURE

A, Purpose

The purpose of this direclive is to provide instructions fo staff for processing applicant or employee
requests for reascnable accormmadation based on a disability or a medical or commaon condition of
pregnancy and grievance procedures for denial of request,

8. Applicability

This directive is applicable to all correctional facilities, offices, programs and parole services within the
Depariment.

C. Facility Reviews

A facility review of this direclive shall be conducted al least annually.

D. Designees

Individuals specified in this directive may delegate stated responsibilities to another person of parsons
unless ofherwise directed.

E. Definitions

For the purpose of this Administrative Dirgctive, the following definitions shall apply:

58




1 ltiinois Department of Corrections | FPage 2 of 7
L ... Administrative Directive |
C Title:

.

Efisctva’

'Ué,ﬂ?-_'o’_i?? . Accommodation Requests or Grievance Besed on Disability | 77172020

ADA - The Americans with Disabiliies Act of 1980 (42 U S.C. 12101 el seq.).

Chief Adrinistrator - the highest ranking official of a correctional facility or program site; the Assistant to
the Director for the Central Screening Offica or for all other olfices, the Deputy Direclor of the appropriate
division or the Chief Deputy Director of the Department.

Depardment ADA Coordinator - the person or persons designated by the Director to coordinate efforts of
the Department in carrying out its responsibiltties under Title | of the Americans with Disabitilies Act of
1880 and ensure employees, contractors and volunteers have access to reasonable accommodations as
delermined appropriale on a case-by-case hasis.

Diract threat - & significant risk of substantial harm to the health or safety of any individual that cannot be
efimingted or reduced by reasonable accommodation

Disabilily - a physical or mental impairment that substantiaily lunits one or more major life activities of an
indwidual. a record of such an Impairment or being regarded as having such impairment

Grievant - an applicant or employee with a disabiity who files a grievance
Interviewing officer — the Chiaf Adminisirator or Duty Administrative Officer in charge of the interview who
has the authorily to grant or deny an applicant’s reques! for reasonable accommodations in the

application process

Fregnancy - for the purpose of this directive shall mean a condition of pregnancy, childbirth or a medical
or common condition related to pregnancy or childbirth,

Rensonabie accommadation — modifications or adjustments o the lob appiication process and the work
gnvironment that enable qualified applicanis or employees to be considerad for a pasition, to perfarm the
assential functions of a position and to enjoy equal benefits and privilegas of employment.

Undue nargship ~ significant difficully or expense in, of resulling from, the provision of the
accommodation such as an accommodation that would be unduly costly, extensive, substantial or
disruptive.

Waorking days - Monday through Friday, excluding State holidays.

General Provisions

1. Nothing in this direclive shalf preclude an employee from filing a compiaint with the ltinois
Depariment of Human Rights or pursuing grievances In accerdance with applicable Personned
Rules, collective bargamning agreements or rules of other reguialory agencies.

2 Applicanis and employees shall have accass lo this directive and shall, upon request, be
provided with a copy. Copies of this directive and applicable forms shall be avallable at alf
Depariment facifities and offices, locations where applicants are tested or interviewed and from
the Depanment ADA Coordinator.

3 Upon request, applicants and employees shall be provided assistance as determined necessary
by the Department in complying with the procedures set forih in this directive.

4, Reasonable accommodations may include, but are net limited 1o
a. Making existing facilities readily accessible to and usable by individuals with disabilities.
b. Job restructuring or part-time or modified work schedules.
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c. Reassignment o a vacant position,

d. Acquisition or medification of equipment or devices.

e Appropriate adjustment or modification to examinations, training materials or policies.

f, The provision of qualified readers or interpreters.

Q. Gther similar accommadations for applicants or employees with disabililies.

Additional reasonable accommodalions for pregnancy may include, but shall not be limited to:

a. More frequent or ionger bathroom breaks:

b. Breaks for increased water intake;

c. Breaks for periodic rest;

d. Reasonable breaks for expressing breast milk, regardiess of length or frequency;
a. Private, non-bathroom space for expressing milk or breastfeeding;

f. Alternative seating;

g Assistance with manuat labor;

R Light duty assignment;

i. Temporary transfer to a less strenuous ar hazardous pasition;

i Provision of an accessible worksite:

K. Training malerials or policies;

I Time off ta recover from conditions related to pregnancy; and

m. Leave necessitated by pregnancy.

NOTE: All employees reporting a pregnancy shall be informed of the option to request a
reasonable accommodation. illinois Department of Human Rights' nolice, “PREGNANCY and
your RIGHTS in the WORKPLACE" shalt be posted where notices to employees are customarity
posted. Employees shall be provided a physical copy of notice upon request.

The Depariment is nol required to provide an accommodation which would cause an undue
hardship; create a direct threat to the safety, security or health of any person; or which would
fundamentally alter the nature or operation of business. The terms of collective bargaining
agreemants may be relevant to a determinalion of what accommodation, if any, may be made.
The determination of whal accommodation, if any, is appropriate shall be made on a case-by-
case basis. Aclion taken lo reasonably accommodate an applicant or employee shall nol
necessarily constitute a precedent for another applicant or empioyee.

When the need for an accommodation is not obvious, the Departmenl, before providing a
reasonable accommodation, may require that the individual with a disability provide medical
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dacumentalion of the naed for accommadation. Medica! documentation pertaining to tha reed for
pragnancy relaled reasonable accomodations may be requested (o the same extent
documentation is requested for a disatility if the request is job-related and consistent wilth the
perfarmance of the position and shall ooy provide:

a. The madical justification for the requestad accommuodation;

b. A description of the reasonables sccommodation(s) medically advisable,

C. The date the reasonable accommeodation(s} became medically advisable; and

d. The duration of tha reasonable sccommaodation(s}).

4a. Procedures for Reqguesting Reasonable Accommodation

1. Tre appiicant or employee is rasponsitle for initialing & verbat or wriller request for raasonabie
accammodation to the inerviewisg officer or supervisor  The requesi shall include among othar
matters:

=3 Wedical documentation of the need for accommodation unless the need is obvious]

b The precse pobaaiaiad imdations mmponed Dy ihe rlvid wlify; and

c. Potential reasonable aceormmodations thal could overcome those imitations,

2. The interviewing officer shall:

a. Take promp! action 1o accommodate an applicant with 2 disability to ensure equal
opportunity i the application process. including appropriale adjustment or modificationg
of examinations, if
{1 The nead for accommodation is ohvious, and
(23 The appropriate accommadalion is readily identifiable and would not impose an

undug hardship; or

b Provide the applicant with an Applicant or Employee Reguest for Reasonable
Accommodation, DOG 0238, i
) The need {or ascommodation in the iob application process is not ohvious
{23 The appropriate reasenable acconmodation in the job application is not readily

identifiable or appears lo impose an undue burden; or
£3} The applicant has requestad a reasonable accommodation: o the wark
gnvironment # hired.
3 The supervisor shall:

a. Take prompt action o accommedate the employee if:
(1) The need for accommodation is obvious,
{2 The appropriate reasonable accommodation is readily identfiable and would not

irmpose an undua hardship, and
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{3) The employee does not pose a direct threat; or
b, Provide the employee with a DOC 0238 if;
{1} The need for accommodation is not chvious;

(2) The appropriate reasonable accommoadatiorn: is not readity identifiable or appears
to impose an undue hardship; or

(3} The employes appears 1o pose a direct threat.

Thea applicant or employee shall complete the DOC 0238 and submit the form to the interviewing
officer or supervisor who shall promptly forward the form Lo the Chief Administrator.

The Chief Administrator shall:

a. Grant the request or {ake other appropriate action to accommodate the employee or
applicant; or

b. Complete comments or recommendations on the DOC 0238, and

c. Foerward the original request to the Office of Affirmative Action.

The Office of Affirmative Action shall;

a Investigate the request.

b. Analyze the particular job involved and determine its purpose and essential functions.

[+ Ascertain the precise job-related limitations imposed by the individual's pregnancy or
disability and how those limitations could be overcome with a reasonable
accommodation,

¢ identify polential accommodations and assess their effectiveness in enabling the

individuat to perform the essential function of the position.

4]

Consider the preference of the applicant or employee to be accommodated.,

{ Make appropriate recommendations to the Chief Administrator within 30 working days
after receipt whenaver possible.

q. Consult wilth the appropriate Deputy Directer i the Chief Administralor does not concur in
the recommendations. The Deputy Director shall determine what accommadation, if any,
may be made.

13 Notify the applican! or employee and the Chief Administrator of the final decision, The
notification shall include:

(n For accommodalion requests based on disabilily, appropriate instructions for
filing a grievance if the applicant or employee is not satisfiad with the decision.
Applicants and employees shall be advised of the grievance procedures set forth
in this directive.

{2} For accommodation requests based on pregnancy, the contact information for

the lllinois Department of Human Righls if the applicant or employee believes the
decision lo be a violation of civil rights.
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7. The Chief Administrator shail taka reasonzble slaps fo ensure that
2. Any accommadations recommended by the Office of Affirmative Action or directed by the

Daputy Dveclor are made

k. Al verbal and writlen requests for accommodation and the resulling facility action are
documented.

19

An Annual Disabifity Accommodation Report, DOC 0237, is prepared and submitled (o
the Office of Affirmalive Action af the end of sach Escal year

¥, Grisvance Procadyras for Denled Regussts for Accommuodation based on Disability

i Grievances shall be in writtng and on the Grievance - Discrimination Based on Disability or the
Denial of 8 Request for Reasenable Accommadation. DOC 0430, The DOC 0430 must be
completed, to the extent known. in order 1o be given proper consideralion, The grievance shall
includs, among other matiers

=3 The employment position the applicant or employes wilh a disability desires or holds;
b, Date and nature of the alleged discrimiralion,
c. { applicsble, fhe reasonable accommaodation dermed and the estinated cosl of such

accommaodation; and

d. Alternalive accomrnodations which may provide aceessthility and the estimaled cost of
such allernatives.

? Applicants or employees shodle file grisvances prampty, Hut no later than 180 days after the
alleged discrimination occurred or the alleged denial of the request for reasonable
accommodation. The grievance shall be submilied lo:

ADA Coordinaior

inois Department of Corrections
4-200 James R. Thompsan Center
100 W, Randolph Streal

Chicago, K. 60601

Atlerttion. ADA Grisvance

3 A Department ADA Coordinalor shall ensure the grievance s investigated and reasonable efforts
are made lo resolve it. The investigation may include an interview with the grisvant where
determined necessary by the Departmant ADA Coordinalor. The Deparlment ADA Coordinator
shall submit 2 written response o the grievant within 45 working days after raceipt of the
grievance whenever possible.

4. if the grievance is not resolved to the satisfaction of the grievant, the grievant may appeal the
ADA Cocrdinator's dezision 10

Director

fhinois Department of Corrections
1301 Concordia Coun

P.G. Box 18277

Springfiald, 1L 62784-9277

Attention” ADA Appeat
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Appeals must be submitted in writing within 15 working days of the date of the Depariment ADA
Coordinator's response. Wrilten appeals should include:

a. A brief slatement explaining the reasons for dissalisfaction with the Depariment ADA
Coordinator's response;
h, A statement indicating whether or not the grievant wishes to appear before the person or

persons appolinted by the Director;
c. A copy of the DOC 0430 and the Department ADA Coordinator's response; and
d. Any other supporting materials.
The Director shali appoint a person or persons to review the appeal.

The grievant may be afforded the opportunity to appear before the appointed person or persons if
s reguested in the written appeal.

The appointed person or persons shall:

a. Review the DOC 0430 and the Department ADA Coordinator's written response;
b. Consider any additional evidence submitted by the grievant;

c. Conduct interviews and seek advice as deemed appropriate; and

d. Make recommendations to the Direclor in writing.

The Director shall approve, disapprove or modify the recommendations. The Direclor's written
decision shall be sent lo the grievant and to the Department ADA Cocrdinator. The Director's
decision shall be final,

l. Filing a Complaint for Denled Requests for Accommodation based on Pregnancy

1

Complaints regarding denied requests for accommodation based on pregnancy or other violations
of the Human Rights Act should be directed to the Mlinois Department of Human Rights website at
www.llinols. govidhr/,

Tofile a complaint, the applicant or employee must complete the Employment Complaint
Information Sheet, CiS-E, which must be postmarked or received by the Hinois Department of
Human Rights no later than 300 days afler the date of alleged discrimination.
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ILLINDIS DEPARTMENT OF CORREGTIONS
Applicant or Employee Requestfor Reasonable Accommodation

To be completedby the requestor: [} Applicant [} Employes
Name: Position Title:

Workiinterview Location:

Address (where you can be contacted:
Street Address. City. State Zip Code
Telephone: TOD:

Best means and time for contacting:

What is the condition which requires accommodation:

For what functions of the job requirements do you need an accommaodation:

Reasonable accommodation Requested:

Describe why the accommodation is necessary:

Listitems of equipment. physical modifications of existing work toois or procedural changes to operations neededto implementthe requested
accommodation {such as TDD or optical reader, commaodity or service):

Describe any alternate accommeodations:

Any other information you believe wilt aid in a fair determination of this request:

(If addiional space 1s needed. use adddionat paper and attach)

{ authorize and permitthe release of information aboutme and my medicalthealth care condition{s) and history, and of my
medical/health care records, to the extent necessary to fully and accurately respondto the inquiries contained on this form.

Applicant/Employee Signature ) Date

This form is to be forwardedto your supervisorfinterviewing officer. The Department's ADA Grievance Procedure is setforth in

DR 475(20 lllinois Admin. Code 475).

Bastribution Supenisor OO0 0238 (Rev 9.2010;
Cheef Admumistrator
Off:ce of Affrmative Action Page 1 of 4
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ILUNOIS DEPARTMENT OF CORREGTIONS
Applicant or Employee Requestfor Reascnable Accommodation

1f you require assistance in completing this form, please contact your supervisaorinterviewing officer
or the Office of Affirmative Action (3121814-3780.
To Be Completed by Chief Administrator:

Date Received:

Comments/Recommendation:

Chief Administrator Signature Date

Forward original form to: Office of Affirmative Action
100 W. Randolph Street
Suite 4-200
Chicago. L 60601

To be completedby Affirmative Action Administrator:

Date Received:

Comments/Recommendation:

Affirmative Action Administrator Signature Date

Denial of a request for reasonable accommodation by the Affirmative Action Administrator can be grieved by submitting a written grievance to
ADA Coordinator. lifinois Department of Corrections, Suite 4-200. James R. Thompson Center. 100 W. Randoiph Strest. Chicago, IL 80601,
Attention: ADA Grievance.

Distnbuton Supenasar SO0 0228 (Rev $:2019)
Chuef Admuristrator
Office of Atfrmative Action Page 2 of 4
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LLMOIS DEPARTMENT OF CORRECTIONS
Applicant or Employee Requestfor Reasonable Accommodation

Physician's Medical Review

A. Disability evaluationfor:

{Name}

Diagnosis (if employee has multiple impairments. please submit a completed form foreach)

Doesthe empioyee have a physical or mantal impairmeant? 7 Yes 7 No

What is the impairment?

Is the impairment permanent? " Yes " No

1 not, how long will the impairment likely last?

Doesthe impairment affect a maijor life activity? " Yes 7 No

1f yes, what major life activity(s) is/are affected?

[} Caring for self [ 1 Walking {.] Lifting

[} Interacting with others I Standing _} Sleeping

f Performing manual tasks M Reaching Speaking ] Concentrating
) Thinking Learning [} Reproduction
™ Toileting

™1 Other: (describe)

B. Accommodation Evaluation

What job function{s) is the empioyee unable to perform due to his/her disability without accommeodation(s)?
(Please referto job description attached to this form)

C. Prognosis

Please provide any suggestions regarding accommodation of the employee'simpairment that wilf enable the employee to performthe
essential functions of histher job.

What specific accommodations do yourecommend?

Crsrfiuton Suberisor D3OG 0238 (Rev 52019
Chuef Adrunistrator
Cifice of Affirmative Action Page % of 4
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ILEHHOES DEPARTIMENT OF CORRECTIONS

Applicant or Employee Request for Reasonable Accommodation

D. Additienal Comments

Attending Physician's Signature: Date:
Attending Physician's Name {print)
Address: _
City: State Zip: Phone:
Injuries or Areas of Concern
Cervical [} it , i | Shoulders
Left RotatorCuff |}

Thoracic {1

Left Elbow

Left Forearm

Left Wrist(Tendinitis)

Left Hand {Carpal Tunneh

Lower Limbs

Dhstobution Superasor
Cheef Adrminustrator
Office of Affrrmatve Action

[} Right Rotator Cuff

{77 Lumbar

[ Right Etbow

{71 RightForearm
!
[

[ Right Wrist (Tendinitis)

-
[

FPage 4 of 4
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ILLINOIS DEPARTRENT OF CORRECTIONS

Grievance - Discrimination Based on Disability or the Denial of a Request for Reasonable Modification
It is the policy of the Department of Corrections to provide assistance where determined necessary in filling out this form. if
assistance is needed, please ask. This grievance must be submitted no later than 180 days after the alleged discrimination or the
denial of the requested reasonable modification cccurred.

Name:

Address:

City: State:

Zip Code;

Phone Number: TOD:

Best means and time for contacting:

Facility where alleged discrimination occurred:

Activity to which access was denied or in which alleged discrimination occurred:

Date and time of alleged discrimination:

Nature of Alleged Discrimination:

“Attach additional sheets, if necessary. Ifthe grievance is based on a denial of a requested reasonable modification, please fill cut the back of
this form.

Witness Information

Name:

Address:

City: State: Zip Code: Phone Number:

Name:

Address:

City: State: Zip Code: Phone Number:

| certify that | am qualified or otherwise eligible to participate in the aclivity and the above statements are true to the best of my
knowledge and belief.

Date;

Signatire

Please submitto:  Americans with Disabilities Act Coordinator
Hlinois Department of Corrections- ATTN: ADA Grievance
4-200 State of Hlinois Center
100 W. Randolph Street
Chicago, IL 80601

*FOR OFFICE USE ONLY*
Date Received: Received By:

Distriution Employee ADA Coordinator Fage t of 2

DOC D430 (EH 92018
iReptaces LG 0878]
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LLINOIS DEPARTMENT OF CORRECTIONS
Grievance - Discrimination Based on Disability or the Denial of a Request for Reasonable Modification

[Please fill ouf this part of the form if this grievance is based on the denial of a requested reasonabie modification. If it is
determined to be appropriate, a reasonable modification may be made to make focations or activities accessible. Reasonable

allow a qualified individual with a disability to participate. The Department is not required; however, to take any action that would
result in a fundamental alteration in the nature of a service, program or activity or in undue financial and administrative burdens.

)i
Jmodifications could include such things as providing auxiliary aides and devices and changing some policies and requirements to
i
|
!
i

This form should be filled in to the extent you know the answers.

Reasonable modification requested:

Date and time the reasonable modification was requested:

The person to whom the request was made:

The reason for the denial:

Estimated cost of modification (If an assistive device, such as a TTD or optical reader, or commodity or service to which a costis
readily known):

Why is the requested modification necessary?

Alternative modifications which may provide accessibility?

Any other information you believe will aid in a fair resolution ofgrievance:

Drstebution Ereployes AGA Coordinalay Page 2 5f2
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APPLICABLE EQUAL EMPLOYMENT OPPORTUNITY LAWS

The Hlinois Department of Corrections is mandated to adhere to numerous federal laws and the
lllinois Human Rights Act.

FEDERAL

10.

Title V1l of the Civil Rights Act of 1964 (Title VII), prohibiting discrimination in
employment on the basis of race, color, religion, sex, or national origin
(42 U.S.C. Section 20003-5)

The Equal Pay Act of 1963 (EPA), prohibiting differences in pay between men
and women when performing substantially equivalent jobs (29 U.S.C. Sections
206(d)}1)

The Age Discrimination in Employment Act (ADEA), as amended, prohibiting
discrimination against individuals who are 40 and over (29 U.S.C. Section626, et.

seq.)

Section 1981 of the Civil Rights Act of 1866 (Section 1981), prohibiting discrimination
on the basis of race and national origin (42 U.S.C. Section 1981)

Section 1983 of the Civil Rights Act of 1871 (Section 1983), prohibiting discrimination
on the basis of race, sex, and national origin by public employers
(42 U.S.C., Section 1983)

The Rehabilitation Act of 1973, prohibiting discrimination against persons with physical
or mental disabilities (29 U.S.C. Section 701, et. seq.)

The Vietnam Era Veterans Readjustment Act of 1974, requiring employers with federal
contracts or federal assistance to take affirmative action to employ veterans
(38 U.S.C. Section 101, et. seq.)

Title VI of the Civil Rights Act of 1964, prohibiting discrimination on the basis of race,
color or national origin in any program or activity receiving financial assistance from the
U.S. Department of Education

The Americans With Disabilities Act, prohibiting discrimination against persons with
disabilities and requiring that government programs, services and activities
are accessible to persons with disabilities (42 U.S.C. 12101, et. seq.)

The Civil Rights Act of 1991, providing for damages for intentional discrimination and

unlawful harassment in the workplace and codifying the concepts of “business necessity”
and “job related” and providing guidelines on “disparate impact” (P.L. 102-166)
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11.

12.

STATE

The Family Medical Leave Act (FMLA), requires employers to provide up to 12 weeks of
unpaid job protected leave to eligible employees for certain family and medical reasons
(29 U.S.C. Section 2601, et seq.)

The Uniformed Services Employment and Reemployment Rights Act (USERRA)
protects the job rights of individuals who voluntarily or involuntarily leave employment
positions to undertake military service. USERRA also prohibits employers from
discriminating against past or present members of the uniformed services, and applicants
to the uniformed services. The U.S. Department of Labor, Veterans Employment and
Training Services (VETS) are authorized to investigate and resolve complaints of
USERRA violations

The Hlinois Human Rights Act prohibits discrimination because of race, color,
religion, sex, sexual orientation, national origin, ancestry, age, marital status, military
status, physical or mental disability, citizenship status or unfavorable discharge from
military service. Harassment and retaliation are also prohibited.

The Equal Pay Act of 2003, prohibits employers from paying unequal wages to men
and women for doing the same or substantially similar work. (P.A. 93-0006)

Victims Economic Safety and Security Act (VESSA), provides that employers may not
discharge or discriminate against an employee who is the victim of domestic violence or
who has a family or household member who is a victim of domestic violence and allows
for leave to address domestic violence issues. (P.A. 93-0591)
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FACILITIES BY REGION

REGION 1

STATEVILLE CORRECTIONAL CENTER
ELGIN TREATMENT CENTER
JOLIET TREATMENT CENTER

FOXVALLEY ATC

AURORA PAROLE

BACK OF THE YARDS PAROLE
CHATHAM PAROLE (N/S)
CHICAGO HEIGHTS PAROLE
HALSTED PAROLE OFFICE (N/S)
LAKE COUNTY PAROLE
LARRABEE PAROLE (N/S)
MAYWOOD PAROLE

MIDTOWN PAROLE
NORTHWESTERN EAST PAROLE
WESTSIDE PAROLE (N/S)

WEST GRAND PAROLE (N/S)
WILL COUNTY PAROLE

PAROLE REENTRY GROUP (PRG) DISTRICT 1

REGION 2

ROCKFORD PAROLE

REGION 3

DIXON CORRECTIONAL CENTER

EAST MOLINE CORRECTIONAL CENTER
KEWANEE LIFE SKILLS RE-ENTRY CENTER
SHERIDAN CORRECTIONAL CENTER
DIXON PAROLE

REGION 4

HILL CORRECTIONAL CENTER
WESTERN ILLINOIS CORRECTIONAL CENTER

REGION 5

ILLINOIS RIVER CORRECTIONAL CENTER
PONTIAC CORRECTIONAL CENTER

PEORIA ATC

PEORIA PAROLE

PAROLE REENTRY GROUP (PRG) DISTRICT 2

REGION 6
CHAMPAIGN PAROLE
DANVILLE CORRECTIONAL CENTER

REGION 7

DECATUR CORRECTIONAL CENTER
GRAHAM CORRECTIONAL CENTER
JACKSONVILLE CORRECTIONAL CENTER
LINCOLN CORRECTIONAL CENTER
LOGAN CORRECTIONAL CENTER
TAYLORVILLE CORRECTIONAL CENTER

CENTRAL OFFICE (GENERAL)
CORRECTIONS TRAINING ACADEMY
INFORMATION SERVICES UNIT

DECATUR PAROLE

PAROLE ADMINISTRATION

PAROLE REENTRY GROUP (PRG) DISTRICT 3
QUINCY PAROLE

SPRINGFIELD PAROLE

REGION 8

CENTRALIA CORRECTIONAL CENTER
MENARD CORRECTIONAL CENTER
SOUTHWESTERN ILLINOIS CORRECTIONAL
CENTER

EAST ST. LOUIS PAROLE OFFICE

PAROLE REENTRY GROUP (PRG) DISTRICT 4
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REGION 9

LAWRENCE CORRECTIONAL CENTER
ROBINSON CORRECTIONAL CENTER
VANDALIA CORRECTIONAL CENTER

EFFINGHAM/SOUTHWESTERN PAROLE

REGION 10

BiG MUDDY RIVER CORRECTIONAL CENTER
MURPHYSBORO RE-ENTRY LIFE SKILLS CENTER
PINCKNEYVILLE CORRECTIONAL CENTER
SHAWNEE CORRECTIONAL CENTER

VIENNA CORRECTIONAL CENTER

MARION PAROLE OFFICE
PAROLE REENTRY GROUP (PRG) DISTRICT 5

The following is placed in the region in which their office is located:

CORRECTIONAL INDUSTRIES
SCHOOL DISTRICT
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PROMOTABLE CATEGORIES

Officials/Administrators

Professionals
Technicians
Protective Service

Professionals

Technicians

Protective Service
Paraprofessional
Administrative Support

Technicians
Protective Service

Paraprofessional
Administrative Support

Protective Service

Paraprofessionals
Administrative Support
Skilled/Craft
Service/Maintenance

Paraprofessionals

Administrative Support

Administrative Support

Skilled Craft

Service/Maintenance

Protective Service
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IDOC POSITION TITLES BY EEO JOB CATEGORY

OFFICIALS/ADMINISTRATORS (001)
Food Services Program Manager
Public Service Administrator

Senior Public Service Administrator

PROFESSIONALS (002)

Accountant

Accountant Advanced

Accountant Supervisor

Activity Therapist

Administrative Assistant |, 1l

Assignment Coordinator

Business Administrative Specialist

Business Manager

Chaplain 1 & Il

Clinical Psychologist

Clinical Services Supervisor

Correctional Casework Supervisor
Correctional Counselor I, H & lII

Corrections Assessment Specialist
Corrections Industries Marketing Representative
Corrections Law Library Assistant
Corrections Leisure Activities Specialist 1, I1, I, IV
Corrections Nurse Trainee

Corrections Nurse | & H

Corrections Parole Agent

Corrections Senior Parole Agent

Corrections Treatment Officer Trainee
Corrections Treatment Officer

Corrections Treatment Officer Supervisor
Corrections Treatment Senior Security Officer
Corrections Treatment Counselor Trainee
Corrections Treatment Counselor

Corrections Vocational School Supervisor
Criminal Justice Specialist | & Il

Dentist { & i

Educator

Executive I & H

Food Service Program Manager (hired on, before or after March/April 2013)
Health information Administrator

Human Resources Representative

Human Resources Specialist

Information Services Specialists 1 & 11
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PROFESSIONALS (002) --continued

Information System Analysts i, II, HI
Information Technology/Communications Systems Specialist | & H
Internal Auditor

Internal Security Investigator | & |l
Librarian i

Library Associate

Management Operations Analyst |, II
Medical Assistance Consultant |, H & HI
Methods and Procedures Advisor |, 11 & Hl
Paralegal Assistant

Physician

Physician Specialist Option A, B, C&D
Psychologist I, il & Il

Public Administrator Intern

Public Health Educator Associate
Research Scientist | & 1l

Sex Offender Therapist | & Il

Social Worker I, II, 11l & IV

Staff Development Specialist |
Statistical Research Specialist It & i
Technical Advisor H & HI

TECHNICIANS (003)

Account Technician | & 1i

Communications Equipment Technician |, Il & Il
Corrections Identification Technician
Corrections ldentification Supervisor
Corrections Industry Lead Worker
Corrections Industry Supervisor

Corrections Laundry Manager |

Corrections Vocational Instructor

Data Processing Admin. Specialist

Data Processing Specialist

Data Processing Supervisor 1, 1l & 1l

Data Processing Technician

Data Processing Technician Trainee

Dental Hygienist

Electronic Equipment/instailer Repairer
Health information Technician

Pharmacy Technician

Telecommunications System Technician 1 & (I

79



PROTECTIVE SERVICE (004)

Correctional Lieutenant

Correctional Officer

Correctional Sergeant

Correctional Officer Trainee
Corrections Transportation Officer | & H
Shift Supervisor

PARAPROFESSIONAL (005)

Child Development Aide

Corrections Residence Counselor | & I
Dental Assistant

Executive Secretary I, 1l & 11l

Human Resources Assistant

Human Resources Associate

Methods & Procedures Career Associate |
Methods & Procedures Career Associate Trainee
Office Admiinistrator I, IV & V

Office Administrative Specialist

Office Coordinator

Office Specialist

Private Secretary | & |l

Student Worker

ADMINISTRATIVE SUPPORT (006}

Account Clerk | & H
Corrections Clerk I, 1l & 1|
Data Processing Assistant
Data Processing Operator
Data Processing Operator Trainee
Health Information Associate
Office Aide

Office Administrator | & 1l
Office Assistant

Office Associate

Office Clerk

Switchboard Operator |, H & [ii
Telecommunicator
Telecommunicator Trainee
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SKILLED CRAFT (007}

Automotive Mechanic

Barber

Brickmason

Carpenter

Corrections Locksmith

Corrections Maintenance Craftsman
Corrections Maintenance Supervisor
Electrician

Painter

Plumber

Sewage Plant Operator

Stationary Engineer

Stationary Engineer — Assistant Chief
Stationary Engineer - Chief
Steamfitter

Teacher of Barbering

Teacher of Beauty Culture

Water Plant Operator

SERVICE/MAINTENANCE (008)

Corrections Food Service Supervisor |, Il & 1lI
Corrections Ground Supervisor
Corrections Laundry Manager I
Corrections Maintenance Worker
Corrections Medical Technician
Corrections Supply Supervisor |, | & ll|
Corrections Utilities Operator
Housekeeper I

Laborer (Building)

Maintenance Equipment Operator
Maintenance Worker (Power Plant)
Stationary Fireman

Storekeeper |, Il & i}

Trades Tender
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HIRING AND PROMOTION MONITOR

New hires and promotions shall be monitored by the Office of Affirmative Action. The Hiring and
Promotion Monitor Forms are used by the Office of Affirmative Action for the purpose of
reviewing information relating to new hires and promotions. The forms are reviewed by the
Department of Human Rights.
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HIRING MONITOR

Name of Agency: __Candidate's Name:
City / County: Position Number:
IDHR Region / (Facility):
EEO Job Category: Bid Number:
Title of Job to be filled: Date of Hire:
1. is the EEO category underutilized? ?so v if yes, indicate number for each group:
Women: Black or African American: Hispanic or Latino:
Asian. American indian or Alaskan Nati\e:f 7777777
Mative Hawaiian or Other Pacific Islander: Disabled:
2. Indicate: Race of person sefected:  (Choose One} o "

Sex: {Choose One) Veteran: E Yes - _ Disability: Tes -

3. Number of individuals who applied or were on the list of eligible(s)

Total by Category # Invited # Interview ed # Selected
Women
Black or African American
~ Hispanic or Latino
T " Asian - B
_American Indian or Alaskan Native T T
Matve Hawanan or Other Pacific stander
Disahled

Veterans

4. i no candidates from any of the underutilized groups appeared on the list, what efforts were made in the last
six months to assist in the recruitment of candidates?

5. If the category is underutilized and a member of an affimative action group applied and was not hired, give a
detaited expianation for the hiring decision.

8. Was the position posted? | ves "

7. Name and position of person{s) who interviewed candidates.

8. Name and position of person(s) who recommended the selection of the candidate.

| have reviewed the eligibility list and: ' {Choose One}: with this hire. Remarks on reverse side.

EEO/AA Officer Date

| approve of this hire

Chief Executive Officer Date

No appointm ent will be processed without this form. [DHR Rules and Regulations Section 2520.770(h)]

DHR-19 {Rev July 20153
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PROMOTION MONITOR

Name of Agency: Candidate's Name:
City / County Position Number:
IDHR Region / (Faclity)
EEQO Job Category: Bid Number:
Title of Job to be filled: Date of Promotion:
1. Is the EEO category underutilized? o Av If yes, indicate number for each group:
Women: Black or African American: Hispanic or Latino:
Asian: American Indian or Alaskan Native:

Native Hawaiian or Other Pacific Islander: People with Disabilities™

2. Indicate the race and sex of person promoted: fchcoseone S v ’Cnocsa oﬁe‘;é

3. Number of individuais who applied or were on the list of promotable(s):

Total by Category # Invited # Intenviewed # Selected
YWomen
Black or African American
Hispanic or Latino
Asian
American Indian or Alaskan Native
Native Hawaiian or Other Pacific Islander
Pecpie with Disabilities
Veterans

4. Did it change the employee’'s EEC Job Category? ?6 - * %
if yes, from what EEO job Category?! (Chooss One) : VE

5. if the category is underutilized and a member of an affirmative action group applied and was not
promoted give a detailed explanation.

6. Was the position posted? ‘1o M

7. Name and position of person(s) who interviewed candidates.

8. Name and position of person(s) who recommended the selection of the candidate.

| have reviewed the eligibility list and:  Croose Ore) ;E with this promotion. Remarks on reverse side.

EEQ/AA Officer Date

| approve of this hire

Chief Executive Officer Date

No appointment will be processed without this form. [DHR Rules and Regulations Section 2520.770(h)]

DHR-20 (Rev. Feb. 2016)
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EXIT INTERVIEW

The Exit interview Form (DOC 0122) is an internal monitoring device used by the Office of
Affirmative Action for the purpose of identifying potential problem areas. Upon separation from
employment with the Department of Corrections, each individual should be given an Exit
Interview Form along with a stamped envelope addressed to the Office of Affirmative Action in
Chicago. This form can also be accessed on IDOC's internal website and can be submitted
electronically to: DOC.AffirmativeAction@illincis.qov.

While the completion of this form by the separating employee is optional, the facility should be
able to document the fact that the employee was provided with an Exit Interview Form. The
answers are confidential and will not be used against the employee and will not be made a part
of the employee’s personnel file. Office of Affirmative Action maintains DOC0122 forms in a
separate file for review by the Department of Human Rights.

NOTE: Effective July 1, 2021, Exit Interview form was updated.



ILLINOIS DEPARTMENT OF CORRECTIONS
Office of Affirmative Action Employee EXit Interview

This form is to be completed by the empioyee only when leaving Department employment. The information provided in
this document is voluntary and confidential and cannot be used against the employee.

If you wish to be contacted and discuss your \ . :
issues in further detail, please provide your Employee’s Name Date of Birth
name and contact information: :
E-mail Address Phone Number
Work Location Job Title Work Hours
Race; | White/Caucasian | Black/African American 7 Asian : American Indian/Alaskan Native
¢ Hispanic/Latino . Native Hawaiian/Other Pacific Islander i Other:
Gender. = | Male  Female . Non-binary/third gender  * | Prefer not to disclose
Prefer to self-describe:
-~ Check this box if choosing to skip the
- Beginning and Ending Salary questions. Beginning Salary Ending Salary
1. Would you work here again? Yes No 3. Were you satisfied with:
If yes: a. Salary? Yes No
e
a. Same position® Yes No b. Working conditions? Yes Na
b. Same supervisor? Yes No
c. Supervisory personnei? Yes No
c. Same hours? Yes No P VP
NOTE: Individuals certified as Correctional Officers who d. Supervision by immediate supervisor? Yes No
leave the Department in good standing may seek ) ) )
reinstatement by applying directly to any facility within e. Interaction with supervisory personnel? Yes No
the Department. )
f. Interaction with peers? Yes No
2. Do you have a new job? Yes No
If yes: g. Staff development and training? Yes No
@ Did your salary increase? Yes No h. Promotional opportunity? Yes No
b. Type of work:
i. Disciplinary process? Yes No
j. Communication of information? Yes No
k. Performance evaluation process? Yes No

éi:;artment? - . Yes .. No

4. Did mandated overtime contribute to your decision to leave th
5. Did you take advantage of opportunities to advance within the Department? " Yes " No

Briefly explain your answer below:

6. Did you utilize the toois offered by SWRT, EAP, PSP, etc., during your tenure with the Department? Yes " No
a. lf yes whichones? SWRT  EAP PSP i Other:
b. Did the tools help? ‘Yes : No

Briefly explain your answer below:

Distabtstion Office of Affirmative Aciion Frinted on Recydled Faper GOC 0122 (Rev 772021
Employee Page 1 of 2

86



HEINCIS DEPARTMENT OF CORRECTIONS
Office of Affirmative Action Employee Exit Interview

7. Did you personally experience any discrimination while working in your position? Yes No
If yes;

a.

Who discriminated against you {check any that appiy)?
Peers Immediate Supervisor Administrative Managers

Discrimination was based on {check any that apply)

Race Color Gender National Crigin or Ancestry Sexuat Crientation
Age Disabitity Marital Status Military Status Citizenship Status
Order of Protection Status Arrest Record Other

Briefly describe:

8. Were you a witness to acts of discrimination against other employees? Yes No

if yes:

a.

Who was discriminating (check any that apply}?
Peers immediate Supervisory Personnel Administrative Managers

Biscrimination was based on (check any that apply)
Race Color Gender National Origin or Ancestry Sexual Orientation

Age Disability Marital Status Military Status Citizenship Status
Order of Protection Status Arrest Record Other

Briefly describe:

Is there anything the Department could have done to persuade you to stay? " Yes " No

If yes, briefly explain below:

if you resigned, briefly explain your reason for leaving:

i you were discharged, briefly explain the reason given to you:

Recommendation for improving the Department:

The employee is to mail the completed form to the:  Office of Affirmative Action

Religion
Pregnancy

Religion

Pregnancy

Employee Signature Date

100 W. Randolph, Suite 4-200 Submit by Email

Chicago, IL 60601

(hstnbution Office of Afirmative Achon Printed on Recycied Paper

Employee Page 2 of 2

DGO 022 (Rev 72020
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