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Athens County Children Services is an Equal Employment Opportunity Employer. It is the policy of the 
Agency to not unlawfully discriminate against any qualified employee, qualified applicant for 
employment, or eligible beneficiary of services on the basis of race, color, religion, sex, national origin, 
disability, age, ancestry, genetic disposition, or veteran status, except where such a factor constitutes a 
bonafide occupational qualification, regarding the following: 
 

1.  Recruitment   7.  Layoff and Recall 
2.  Selection    8.  Termination 
3.  Placement    9.  Disciplinary Action 
4.  Testing    10. Social and Recreational Programs 
5.  Training    11. Employee Benefits and Compensation 
6.  Promotions and Transfers 12. Tangible Program Services and Benefits 

 
Employees who feel they have been discriminated against may seek recourse through the use of the 
Discriminatory Harassment Complaint Procedure. See Section 4.01 Discriminatory complaint, and 
Section 7.10, Discriminatory/Sexual Harassment Complaints and the corresponding section in the ACCS 
Personnel Procedure Manual for further information. 
 
The Executive Director designates an EEO/ADA (Equal Employment Opportunity/Americans with 
Disabilities Act) Civil Rights Coordinator as the employee responsible for providing equal 
opportunity/nondiscrimination information to others, and receiving and resolving complaints about 
discrimination against employees. If the complaint filed is in regard to the employee designated as the 
Civil Rights Coordinator, the Executive Director will act as the EEO/ADA Civil Rights Coordinator. 
 

EEO/ADA Civil Rights Coordinator 
Athens County Children Services Board 
18 Stonybrook Drive 
Athens, Ohio 45701 

 
 
GUIDELINES 

 
 
Definition: 
 

DISCRIMINATION - is manifested in acts, practices, or an instance, of discriminating categorically, 
rather than individually. Discrimination relates to agency policies, hiring practices, promotion, lay-
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off, etc., as those practices might relate to discrimination of employees in one or more of the eight 
protected categories noted below. 
 
HARASSMENT - refers to a wide spectrum of offensive and/or disparaging behavior, verbal, non-
verbal or physical, which is directed toward an employee by one or more coworkers, and which 
relates to one or more of the eight protected categories below. The behavior is severe enough so 
as to create an intimidating, offensive, or hostile environment.  
 
Sexual harassment has been more thoroughly defined in law which accounts for a greater 
emphasis on sexual rather than other types of harassment. 
 
PROTECTED CLASSES  
The protected classes are: 
1. Race (e.g. African American, Caucasian, Asian, etc.) 
2. Color (e.g., black, white, light skinned, dark skinned, etc.) 
3. Religion (e.g., Jewish, Muslim, Christian, etc.) 
4. Sex (e.g., male, female, pregnancy, sexual harassment, sexual stereotyping, etc.) 
5. National origin (e.g., you were born in China, Mexico, etc.) 
6. Ancestry (e.g., your ancestors were born in China, Mexico, etc.) 
7. *Age (applies to employees at least 40 years old)  
8. Disability (e.g., A physical or mental impairment that substantially limits one’s ability to care for 

oneself, perform manual tasks, walk, see, speak, breathe, learn or other major life activities; or 
having a record of a physical or mental impairment; or being regarded as having a physical or 
mental impairment.)  (from Ohio Civil Rights Commission) 

9. Genetics (per the Genetic Information Non Discrimination Act of 2008 (GINA)) 
 
 
PROCEDURES 

 
FILING AN EEOC COMPLAINT 

A. Any employee or applicant for employment may file a complaint if they believe that Athens County 
Children Services has discriminated against them based on: race, color, religion, sex, national 
origin, ancestry, age, disability, or genetic information. 

 The person filing the complaint is called the complainant. The complainant is entitled to a 
complaint and investigation process as detailed below. The complaint/investigative process may 
be informal or formal.  

B. Complaint options available to the complainant: 

1. Contact any supervisory or management staff, the EEO/ADA Civil Rights coordinator, or the 
Executive Director, if the EEO/ADA Civil Rights Coordinator is the subject of the complaint, to 
discuss the matter, attempt to resolve the problem informally, and/or file a formal complaint 
with the Agency.  
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2. The Agency EEO/ADA Civil Rights Coordinator’s function is to work with the employer to 
proactively address problems, process and investigate informal discrimination complaints, and 
inform agency leaders of the latest EEO rules and regulations. 

3. Complainants may also, at the same time, file a charge with the Ohio Civil Rights Commission, 
within six (6) months of the alleged discrimination, and/or the Federal Equal Employment 
Opportunity Commission, within three hundred (300) days of the alleged discrimination. 
Complainants must be provided this information when they first discuss a complaint. 
(Information and complaint forms attached. Note that the process for filing a complaint with 
the U.S. Equal Employment Opportunity Commission includes the use of an online intake 
questionnaire. Detailed information about the process is included in the handouts.)  

C. Complaints can be filed in person, or by an authorized representative. 

D. Complaints shall be written, using the forms or procedures, appropriate to the specific office 
receiving the complaint. For complaints filed with the Agency, the complainant must use the ACCS 
EEO/ADA Complaint form.  

E. After filing a formal complaint, every attempt is made to ensure that the total processing time, 
including an investigation and hearing is no longer than 120 days. 

F. INFORMAL DISCRIMINATION COMPLAINT PROCESS: 

1. An initial investigation will be pursued for every allegation that a person or agency has 
engaged or is engaging in unlawful discriminatory practice.  

2. Upon receiving the charge, an investigation will ensue to determine whether it is probable that 
an unlawful discriminatory practice has been or is being engaged in.  

3. After completion of a preliminary investigation, the EEO/ADA Civil Rights Coordinator shall do 
one of the following: 

a. Notify the complainant and respondent that it is not probable that a practice was an 
unlawful discriminatory practice. 

b. Initiate a complaint and pursue the informal methods of resolution, i.e. conference, 
conciliation, and persuasion.      

4. Information about all informal complaints and resolutions will be kept on file in the office of 
the EEO/ADA Civil Rights Coordinator. 

5. If the issue cannot be resolved informally, the complainant will be encouraged to file a formal 
complaint.  

G. FORMAL DISCRIMINATION COMPLAINT PROCESS: 

1. Complaints can be filed in person or by an authorized representative, for an individual who 
believes that he or she has been discriminated against because of race, color, religion, sex, 
national origin, age, disability, or genetic information. 

2. The complainant must file the complaint on the EEO/ADA Complaint Form as soon as possible 
or practicable after the date the alleged discrimination occurred. The Agency shall consider a 
longer time frame, generally up to 180 days, when the complainant shows that he or she was 
not notified or was unaware of the time limits, or that he or she was prevented by 
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circumstances beyond his or her control from submitting the matter within an earlier time 
frame, or for other reasons considered sufficient by the Agency. (OAC 123:1-49-11) 

3. The complainant or their representative must file the complaint with the Civil Rights 
Coordinator or with the Executive Director if the Civil Rights Coordinator is the subject of the 
complaint.  

a. The complaint can be hand delivered, or sent by registered or certified mail. 

b. The complaint shall be filed on the date it is received if delivered in person to the 
appropriate official, or on the date of postmark if sent to the appropriate official by 
certified or registered mail. 

4. The appropriate official shall acknowledge, in writing, receipt of the complaint. 

a. The appropriate official shall advise the complainant of the Agency grievance procedure 
and of his or her right to file a complaint with the Ohio Civil Rights commission, including 
the time limits imposed on the exercise of these rights. 

b. Where a complaint contains incomplete information, the official shall promptly seek the 
needed information from the complainant. 

5. At any stage in the presentation of a complaint, the complainant has the right to be 
accompanied, represented, and advised by a representative of his or her choice. If the 
complainant and/or their representative is/are employed by the agency, both shall be given a 
reasonable amount of time off from work to present the complaint. 

6. The appropriate official may reject or dismiss a complaint if: 

a. It was not timely filed, or where information was not supplied as requested; 

b. The allegations in the complaint do not constitute discrimination against an individual 
because of race, color, religion, sex, national origin, age, disability or genetic information, or 
if the same complaint was previously filed by the complainant and is pending in the agency, 
or has already been decided.  

c. The complainant failed to provide information supporting his or her claim, or to cooperate 
with the investigation. 

7. A decision to reject or dismiss the complaint shall be transmitted by letter to the complainant 
and/or their representative, and shall inform the complainant of his or her right to file a charge 
with the Ohio Civil Rights Commission under Ohio Revised Code Chapter 4112 Unlawful 
Discriminatory Practices, and with the Equal Employment Opportunity Commission under 
Title VII of the Civil Rights Act of 1964 and of the time limits for filing such charges. 

8. Privacy: 

  To the extent possible, all information received in connection with the filing, investigation, 
and resolution of allegations will be treated as private except to the extent it is necessary to 
disclose particulars in the investigation or when compelled to do so by law. All individuals 
involved in the process should observe the same standard of discretion and respect for the 
reputation of everyone involved in the process.  

H. Investigation: 
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1. After the complaint form has been completed, the complaint will promptly be investigated by 
the Civil Rights Coordinator or Executive Director if the Civil Rights Coordinator is the subject 
of the complaint.  

a. The purpose of the investigation is to evaluate the allegations of discrimination, 
formulate a response that addresses the facts as they are determined, and follow up to 
ensure that the recommended measures are completed. 

b. Depending on the facts of the case, an investigation may range along a continuum from 
a one-on-one conversation with the accused with an agreement as to further 
interactions, to an inquiry with several witness interviews, a finding of facts, and 
recommendations for appropriate employment action. In every case, a record must be 
made of the allegations, investigation, and action taken.  

c. The complainant and the accused may be accompanied by a support person of their 
choice at the initial interview, and subsequently as appropriate. 

d. Investigations should be concluded within 120 calendar days from the date the 
complaint was filed. If this is not reasonably possible, the investigator should inform the 
complainant and accused of the status of the review, and an estimated conclusion date. 

2. An investigation may result in one of the following findings: 

a. A determination that there is sufficient evidence to indicate a violation; 

b. A determination that there is insufficient evidence to indicate a violation; 

c. A determination that inappropriate behavior or other policy violation has occurred;  

d. A determination that there is sufficient evidence to indicate that an allegation is false. 

3. At the conclusion of the investigation, the investigator will inform the appropriate higher level 
administrator, the complainant, and the accused of the outcome. Within 10 days of this notice, 
the investigator will prepare a written summary of the outcome of the investigation. 

4. If discrimination, harassment, false allegation, inappropriate behavior, or other policy violation 
has occurred, the Agency will take appropriate steps to correct the behavior.   

5. Complainants and accused parties who are not satisfied with the  outcome of the investigation 
shall be advised of other options outside the Agency. 

6. When reviewing the complaint alleging a violation of the Americans with Disabilities Act, the 
appropriate official will determine whether the complainant is actually a qualified person with 
a disability," whether the Agency may have discriminated against the complainant, and 
whether the Agency can "reasonably accommodate" the complainant or otherwise resolve the 
complainant's problem. 

I. Discipline: When it is determined that there is cause for believing that discrimination has 
occurred, the following steps will be followed. 

1. The charged party will immediately be placed on administrative leave with pay or temporarily 
transferred pending the final resolution of the complaint. 
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2. If the charged party requests it, a meeting will be held during which the charge will be 
explained to the charged party, and the charged party will be given the opportunity to respond 
to the charge. 

3. Subsequent to the meeting a final determination will be made. If it is determined that a prima 
facie (denotes evidence that appears sufficient to prove a particular fact) case of 
discrimination has been established, the charged employee will be verbally notified and may 
be given an opportunity to resign, if requested by the employer.  

4. If the employee elects resignation, the employee must sign an agreement waiving any and all 
claims, before any agency, board, court or other reviewing authority, arising from the 
employee’s employment. 

5. If the employee declines resignation, a notice of pre-disciplinary conference will be issued. 

6. Any employee who is found, after appropriate investigation, to have filed a false claim of 
discrimination against another employee or shall be subject to disciplinary action, up to and 
including removal. 

J. If an employee files a complaint claiming disability discrimination with supervisory or 
management staff, the supervisor /manager will process the complaint through the normal 
channels, with technical assistance from the Civil Rights Coordinator.  

K. Retaliation: 

1. Complainants, their representatives, and witnesses shall be free from restraint, interference, 
coercion, discrimination, or reprisal at any stage in the presentation and processing of a 
complaint. 

2. Agency policy and state and federal law prohibit retaliation against an individual for reporting 
discrimination or harassment, or for participating in an investigation. The agency will not 
tolerate retaliation in any form against anyone who files an allegation, serves as a witness, 
assists a complainant, or participates in an investigation of discrimination or harassment. 

L. Other Avenues for Complaint                                                                                                                            

1. EQUAL OPPORTUNITY DIVISION – http://das.ohio.gov/eod/index.htm                                                                                                              
The Ohio Department of Administrative Services' Equal Opportunity Division (DAS/EOD) 
administers a discrimination complaint procedure for state of Ohio employees and applicants. 
Title Vll and the Ohio Revised Code 4112 prohibit discrimination in employment on the basis 
of race, color, race, religion, sex, sexual harassment, national origin, disability, age, and veteran 
status. Individuals who believe they have been discriminated against must file within 30 days 
from the date of the alleged discrimination. Agency investigators (EEO Officers), have 60 days 
in which to complete the investigation and determine findings. 

2. OHIO CIVIL RIGHTS COMMISSION – http://www.ohio.gov/crc/                                                                   
Ohio was one of the first states to have a civil rights commission founded in its state law. The 
Ohio Civil Rights Commission, often referred to as the OCRC, was created by Section 4112 of 
the Ohio Revised Code. The OCRC also has a complaint process for employment discrimination. 
It has offices within the major Ohio cities and a central office in Columbus. If discrimination 

http://das.ohio.gov/eod/index.htm
http://www.ohio.gov/crc/


Equal Employment Opportunity 
Policy 4.01 

Personnel Policy Manual 
 

ACCS Personnel Policy Manual                        

complaints are filed outside of the state's internal system, they will probably be investigated 
by the OCRC.                                                                                                                                              

3. U.S. EQUAL EMPLOYMENT OPPORTUNITY COMMISSION – http://www.eeoc.gov/ 
The Equal Employment Opportunity Commission (EEOC) was created by Title VII. It is a five-
member commission appointed by the President and confirmed by the Senate. Members are 
appointed for five-year staggered terms. The five-member commission makes equal 
opportunity policy, and approves all litigation. The members do not "decide" individual cases 
under an administrative law system. Decisions are similar to the adjudicative procedures of 
the National Labor Relations Act. However, the general counsel to the EEOC is responsible for 
conducting EEOC enforcement litigation in the courts. 

 
REFERENCES 

 
Ohio Civil Rights Commission 
OAC  123:1-49-11 
ORC Chapter 4112 
EEO/ADA  
Title VII of the Civil Rights Act 
 
Form: EEO-ADA Complaint Form 
 

 
Procedure Approved: 
Procedure Revised: 8/27/2010, 6/1/2011   _____________________________ 
         Andrea Reik 
                Executive Director 
  

  

http://www.eeoc.gov/
file://NW-ATHEN-F03/VOL1/SHARED/Public/PP%20ongoing/FINAL%20Policy%20Procedure%20Manual/crc.ohio.gov/
http://codes.ohio.gov/oac/123:1-49
http://codes.ohio.gov/orc/4112
http://www.eeoc.gov/
http://www.ada.gov/
http://www.eeoc.gov/laws/statutes/titlevii.cfm
http://www.athenschildrenservices.com/upload/documents/Policy_Procedure/Forms/Chapter_4.01_EEO-ADA_complaint_form.pdf

