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discrimination, harassment, or retaliation based on a protected class as outlined in state 
or agency EEO Policies should report the incident(s) to any or all of the following: 1) the 
employee's supervisor; 2) the agency EEO Officer; or 3) the Department of Administrative 
Services, Equal Opportunity Division (DAS-EOD). 

Reporting violations of state and agency EEO policies with DAS-EOD can be done at 
www.das.ohio.gov/Divisions/EqualOpportunity. This filing must occur no later than thirty 
(30) days from the date of the last alleged discriminatory incident. Reporting incidents of
EEO policy violation(s) to the agency EEO Officer should be done pursuant to the agency's
internal EEO policy and procedures. Additional filing rights through the Ohio Civil Rights
Commission (OCRC) and the Equal Employment Opportunity Commission (EEOC) are
outlined in section 2.4 of this policy.

In addition to making a report as outlined above, an employee or applicant who believes 
that he or she has been subject to discrimination, harassment, and/or retaliation is 
encouraged to inform the potential discriminator, harasser, or retaliator that the conduct is 
unwanted or unwelcome, through direct or indirect means as soon as practical and safe. 

As part of the complaint process, employees may have an individual represent or assist 
them in the process, including a union representative if applicable. 

Responsibility: 

Manager/Supervisor: A manager/supervisor is responsible for ensuring the work
environment managed/supervised is free from discrimination and harassment. 
Managers/Supervisors must not retaliate against employees who exercise their rights as 
outlined in State or agency EEO policy or protected by law 

A manager/supervisor who receives a report of discrimination, harassment, or retaliation 
must immediately report the complaint to the Agency EEO officer. While the report cannot 
be kept strictly confidential, the information reported shall only be communicated as 
necessary to investigate and take appropriate action. 

Employees: Employees shall assist in the Agency's effort to achieve equal employment 
opportunity and to maintain a discrimination and harassment free environment. It is 
everyone's responsibility to maintain a workplace free from discrimination and/or 
harassment. Employees are encouraged to speak up if discrimination or harassment is 
occurring in the work environment by reporting the incident to the Agency EEO officer. 

Agency EEO Officer: The Agency EEO officer will counsel aggrieved employees or 
applicants, providing them with information about the Agency's EEO policy, including filing 
rights. The Agency EEO officer will also attempt informal resolution of the issue, including 
through human resources. 

The Agency EEO officer will conduct a prompt, thorough, and objective investigation of 
complaints, that includes interviews of witnesses and review of relevant documents as 
required by Ohio Administrative Code (OAC) Chapter 123: 1-49. While the information 
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