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221.1 PURPOSE

The Office prohibits unlawful discrimination and harassment based on an individual’s membership
in a category protected by federal or state law. The Office is likewise committed to preventing
retaliation against employees who engage in an activity protected by federal or state laws. The
Office also seeks to address wrongful conduct and behavior which, if allowed to continue, could
result in a violation of one or more of these laws.

Although this Office Policy refers to “employees” throughout, this Office Policy also applies with
equal force to all volunteers. Volunteers include, but are not limited to, reserve deputies and posse
members.

221.2 POLICY

It is the policy of the Office to ensure a work environment that fosters mutual employee respect and
promotes harmonious, productive working relationships. The Office believes that any type of
harassment, including sexual harassment, unlawful discrimination, or retaliation, in the workplace or
wherever business is conducted on behalf of the Office, undermines the integrity of the employment
relationship. Accordingly, the Office has established procedures for preventing, reporting,
investigating, and resolving allegations of unlawful discrimination, harassment, and retaliation.

Personnel are not required to use any of the procedures, as specified in this Office Policy, before
exercising their rights to file an administrative claim under state or federal discrimination laws with
the Equal Employment Opportunity Commission (EEOC) or the Arizona Attorney General's Office,
Civil Rights Division.

221.3 DEFINITIONS

Allegation: A claim that an employee has been subjected to unlawful or wrongful conduct.

Discrimination: Different treatment in the terms, conditions, and privileges of employment
because of an individual's protected characteristic.
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Employee: A person currently employed by the Office in a classified, unclassified, full-time, part-
time, contract, temporary, or probationary status.

Family Relationship: Relatedness or connection by blood, marriage, or adoption.

Harassment: Unwelcome sexual advances, request for sexual favors, and other conduct of a
sexual nature, or treatment of an individual based on a protected characteristic that is not welcome,
that is offensive, that interferes with work effectiveness or that creates an intimidating, hostile, or
offensive work environment. Not all conduct that is unpleasant or upsetting constitutes
harassment.

Protected Activity: An employee’s good faith expressed opposition to an employer’s practice that
he reasonably believes to be discrimination, such as complaining of alleged discrimination or
harassment against oneself or another or filing a charge of discrimination. Protected activity may
also include exercising legal rights, such as requesting a reasonable accommodation based on
religion or disability, requesting leave under the Family Medical Leave Act, or filing a worker’s
compensation claim.

Protected Characteristic: All characteristics covered by applicable federal or state laws including,
but not limited to, race, gender, religion, color, national origin, age, disability, pregnancy, veteran
status, sexual orientation, gender identity, gender expression and genetic information.

Retaliation: Subjecting an employee to adverse treatment or adverse action because the
employee engaged in a protected activity. All forms of reprisal, discouragement, intimidation,
coercion, or adverse action against any person, member of the public, employee because that
person reports misconduct, attempts to make or makes a misconduct complaint in good faith,
cooperates with an investigation of misconduct, conducts an investigation or enforces the findings
of a misconduct investigation, constitute retaliation and is strictly prohibited. This also includes
reports of misconduct made directly to any outside entity authorized to take corrective action.

Unlawful Conduct: Discrimination, harassment, or retaliation in violation of federal or state law.

Volunteer: A person who performs hours of service for civic, charitable, or humanitarian reasons,
without promise, expectation, or receipt of compensation for services rendered. An employee may
not volunteer to perform the same, similar, or related duties for the Office that the employee is
normally paid to perform.

Wrongful Conduct: Conduct that, if allowed to continue, could potentially lead to unlawful
discrimination, harassment, or retaliation.

221.4 PROCEDURES

1. Wrongful Conduct: The following are examples of conduct that could rise to the level of, or
lead to discrimination or harassment:

A. Making employment decisions such as hiring, promoting, disciplining, or terminating
based on an individual's protected characteristic.

B. Offensive or derogatory comments directed toward a person on account of their
protected characteristic.
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C. Physical conduct such as deliberately impeding or blocking movement of another;
violating an individual's “personal space” and unwelcomed touching, patting, pinching,
or brushing parts of the body.

D. Visual (nonverbal) or graphic harassment such as derogatory or suggestive
photographs, calendars, graffiti, posters, cartoons or drawings, sexually suggestive
objects, making obscene gestures, leering, and drawing attention to suggestive or
pornographic materials.

E. Jokes or comments based on a protected characteristic, including jokes about:
1. Race or national origin;
2. Someone’s gender;
3. Age;
4. Religion or religious practice or wardrobe;
5. An individual's body, including jokes about a woman’s body during pregnancy;
6. An individual with a disability; or
7. Jokes of a sexual nature.
F. Using stereotypes or assumptions about people based on a protected characteristic.

G. Using technology such as Facebook, Twitter, texting, email, and voicemail to generate,
send or display material that is considered obscene, profane, intimidating, threatening,
defamatory or which identifies or refers to a protected characteristic in derogatory or
stereotypical terms. This includes material that is intended only as a joke or for
amusement purposes.

2. Workplace Relationships: All relationships must be consensual but, even though the
relationship is consensual, serious concerns about the validity of the consent, conflicts of
interest, and preferential treatment may arise. The Office is further aware that when
relationships end badly, the probability of workplace conflict increases. Therefore, employees
are encouraged to thoughtfully consider potential consequences before entering into such a
relationship.

A. A date, entering into a romantic relationship, or having any form of sexual interaction is
expressly prohibited between a supervisor and their supervised employee. One party to
any of the three acts described above shall not have any professional responsibility for
directing or evaluating the other’'s job performance. If a supervisor has any questions
whether or not they have input into another’s job performance, the supervisor shall
discuss the situation with their commander prior to entering into the act. An employee
who is promoted to a supervisory position must promptly notify their Bureau commander
of any existing romantic relationship or sexual interaction which would result in a
violation of this subsection. The Office shall take the necessary steps to ensure that both
employees receive objective supervision and evaluations.
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B. If a supervisor/subordinate relationship violates the requirements of this Office Policy,
one party shall be reassigned.

C. Employees shall not exercise direct and/or immediate supervisory authority over a
family member.

D. Employees working in the same Bureau or building who are in a dating relationship,
romantic relationship, or having any form of sexual interaction shall promptly notify their
respective supervisors. Bureau commanders shall evaluate the overall impact on the
Office and decide the most effective course of action necessary. This may result in one
or both employees being transferred.

3. Prevention of Unlawful Discrimination and Harassment: While this Office Policy is intended to
address conduct prohibited under state and federal discrimination laws, this Office Policy also
addresses those behaviors and activities that may not meet the legal definition of harassment or
unlawful discrimination but are inappropriate in a work environment.

A. It is the responsibility of each employee, supervisor, and command staff member to
actively promote the establishment and maintenance of a professional workplace that is
free from discourteous treatment of others.

B. Supervisors and command staff members shall ensure that all employees are aware of
this Office Policy, the reporting structure for bringing complaints forward, and the
consequences of policy violations by utilizing the following measures:

1. Ensuring that the mandatory Workplace Professionalism: Discrimination and
Harassment annual training is completed.

2. Speaking to employees about professionalism in the workplace, how to bring
concerns forward, and the consequences of policy violations.

4. Complaint and Investigation Procedures: This Office Policy advises employees of the avenues
of action available within the Office. The Office reporting procedure provides for a prompt and
thorough investigation. Following the investigation, any employee who is found to have engaged
in misconduct shall be subject to appropriate disciplinary action, up to and including, dismissal
from employment.

A. Supervisors and command staff members exercise authority on behalf of the Office and
must work to maintain a workplace free of unlawful and wrongful conduct. To that end,
they must take each and every complaint seriously and promptly report any observed or
learned violations of this Office Policy immediately to the Office of Professional
Responsibility (OPR). A supervisor or command staff member who fails to promptly report
observed unlawful or wrongful conduct or a claim of unlawful or wrongful conduct shall be
subject to disciplinary action, up to and including, dismissal from employment.

B. Any employee who is the subject of or engages in discrimination, harassment or wrongful
conduct as specified in this Office Policy, or who observes or becomes aware of any act
of misconduct by another employee shall, as soon as practicable, report the incident to a
supervisor or directly to the Human Resources Office or the OPR, or to any outside entity
authorized to take corrective action, without fear of retaliation.
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All forms of reprisal, discouragement, intimidation, coercion, or adverse action against
any person, member of the public, or employee because that person reports misconduct,
attempts to make or makes a misconduct complaint in good faith, or cooperates with an
investigation of misconduct, conducts an investigation or enforces the findings of a
misconduct investigation constitute retaliation and are strictly prohibited. This also
includes reports of misconduct made directly to any outside entity authorized to take
corrective action. Failure to report such behavior may result in disciplinary action, up to
and including, dismissal from employment.

C. Complaint Procedure:

1. An employee is not required to directly confront the offender who is alleged to have
engaged in unlawful or wrongful conduct. However, an employee may certainly
choose to advise the person exhibiting the unwanted conduct that the behavior is
unwelcome, inappropriate, unprofessional, or making them uncomfortable, and
that the conduct muststop.

a. An employee who chooses to address the matter on their own should
notify their supervisor, the Human Resources Office and Bureau
Commander, or the OPR of the offender’s conduct, how the issue was
addressed, and what resolution was reached. This does not relieve the
supervisor, the Human Resources Offices and Bureau Commander, or the
OPR from taking appropriate action, as specified in this Office Policy.

b. Aninternal complaint entry shall be made and an internal Complaint Form
(Attachment A) shall be submitted to the Human Resources Office.

c. This entry shall be received by the OPR for further review.

2. Any employee who believes they have been subjected to unlawful or wrongful
conduct and does not wish to address the offender directly, or who is aware of
others that have been subjected to this type of conduct, shall provide a verbal or
written report to their supervisor immediately.

a. If the alleged offender is the supervisor the employee shall report the
matter to the next higher level of the chain of command, or directly to the
Human Resources Office and Bureau Commander or the OPR.

b. An employee who is not comfortable reporting the allegation to anyone in
their chain of command, shall report the allegation directly to the Human
Resources Office and Bureau Commander or the OPR.

c. The OPR shall issue and log an Al case number, notify the respective
Bureau Commander.

3. Employees are encouraged to formalize their complaints in writing so that an

appropriate investigation can begin promptly based on the written information
provided.
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a. Employees are encouraged to use the Complaint Form (Attachment A).
The Complaint Form (Attachment A) should include a description of the
incident, details of the incident including dates and approximate times,
names of individuals involved, names of any witnesses, direct quotes when
relevant, any documentary evidence such as notes, e-mails, e-malil
attachments, text messages, photos, and voice mail recordings, as well as
other relevant information.

b. If the employee declines to make a written report, the person receiving the
complaint shall obtain the same information through an oral discussion with
the employee and an internal complaint shall be made.

4. If the employee declines to document the complaint, the person receiving the
complaint shall note on the Complaint Form (Attachment A) that the employee
declined to provide a written report.

a. Based on the verbal natification from the employee, the person receiving
the complaint shall prepare a memorandum documenting the information
which the employee provided.

b. All appropriate documentation including, but not limited to, the
memorandum and Complaint Form (Attachment A), shall be attached to
the complaint.

c. The OPR shall issue and log an Al case number, and notify the
respective Bureau Commander.

5. Once aware of an allegation, the Office has a duty to take prompt action to
address and thoroughly investigate the allegation. Even if the complainant states
that he or she “just wants some advice” or “doesn’t want any action taken,” the
person receiving the complaint shall advise the complainant that a supervisor is
lawfully obligated to report the allegation so that the Office can take appropriate
action. The complaint will be handled with confidentiality, to the greatest extent
permitted by law, and retaliation is strictly prohibited as specified in this Office
Policy.

6. In some instances, the supervisor may temporarily transfer or remove an
employee who is alleged to have engaged in discriminatory, harassing, or
retaliatory behavior from the workplace during the period of time necessary to
complete the investigation. However, the supervisor shall ensure that the
complainant is not relocated, reassigned, transferred, or given a different shift,
even if the complainant requests the change, without first obtaining approval from
the Bureau Commander. The Bureau Commander shall review the matter with
the Human Resources Office prior to making a determination or granting
approval.

D. Investigation Procedure:

1. Upon receipt of a complaint of unlawful or wrongful conduct, a prompt and thorough
investigation shall be conducted.

2. Depending on the nature of the complaint, the investigation may be conducted at

the Bureau level or by the OPR.
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3. The Bureau Commander shall determine if the employee, who is alleged to have
engaged in unlawful conduct or wrongful conduct, should be placed on
administrative leave with pay

4. The Office shall take appropriate corrective or disciplinary action if it is
determined that unlawful or wrongful conduct has occurred.

5. Discipline: The Bureau Commander shall make the determination of the range of the discipline
to be imposed in all cases and shall document those determinations in writing.

6. Confidentiality: Complaints under this Office Policy will be handled in a manner that shall ensure
confidentiality to the extent permitted by law and consistent with a thorough investigation. To the
extent possible, a limited number of individuals shall be given information regarding the complaint.
Individuals with a need to know may include the Major, Bureau Commander, legal counsel, internal
Sheriff's Office investigators, and/or certain members of management within the complainant and
alleged offender’'s chain of command. Witnesses and witness representatives shall be given
information to the extent necessary for the Office to conduct aninvestigation.

A. Investigative information is not to be shared with coworkers or others not deemed
appropriate, or with those who are not part of the investigation or disciplinary process.

B. Individuals who are interviewed as part of an investigation must keep the discussions
private and confidential to the extent permitted by law and shall be subject to disciplinary
action, up to and including dismissal from employment, for improperly divulging
information.

C. Allfiles, reports, tapes, electronic media, memoranda, and other forms of documentation
relating to a completed administrative investigation shall be filed in the OPR and shall
be securely maintained.

7. Retaliation:

A. Retaliation toward any complainant or employee for reporting, filing, testifying, assisting, or
participating in any manner, in any investigation, proceeding, or hearing conducted by the
Sheriff's Office or a federal or state enforcement agency is strictly prohibited.

B. Retaliation for opposing, reporting, or threatening to report unlawful or wrongful conduct is
strictly prohibited.

C. Employees are prohibited from any form of reprisal, discouragement, intimidation,
coercion, or adverse action against another employee or member of the public that:
reports an act of misconduct, attempts to make or makes a misconduct complaint in
good faith, or cooperates with an investigation of misconduct, conducts an investigation
or enforces the findings of a misconduct investigation. This is to include all reports that
are made to any outside entity authorized to take correction action.

D. Individuals who believe they have been the subject of retaliation should follow the complaint
procedures outlined in this Office Policy and immediately report the alleged retaliation. The
complaint shall be promptly and thoroughly investigated. If a retaliation complaint is
substantiated, appropriate disciplinary action shall result, up to and including dismissal from
employment.
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8. Pending Investigation: An employee who has or receives an allegation of unlawful or wrongful
conduct which stems from an ongoing investigation and who has been ordered not to discuss
the investigation, may directly report the allegation to the OPR or Bureau Commander.

9. Volunteers: Volunteers shall be expected to comply with this Office Policy whenever

representing the Office or participating in Office functions. Unlawful or wrongful conduct may be
grounds for dismissal of volunteer duties.

10. Training: The Training Office shall be responsible for developing training programs which
explain this Office Policy and the process for reporting unlawful or wrongful conduct. The Human
Resources Office shall be responsible for ensuring employees receive communication on this
Office Policy at least annually.

221.5 AMENDMENT:

This policy is subject to amendment, revision or rescission, as required.
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