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STATE OF OKLAHOMA
OFFICE OF PERSONNEL MANAGEMENT
DIVISION OF THE OFFICE OF STATE FINANCE

November 23, 2011

Anne M. Woody, Executive Director
Real Estate Commission

2401 NW 23" Street, Suite 18
Oklahoma City, OK 73107-2431

Dear Director Woody:

Based on the review and recommendation of the OPM Office of Equal Opportunity and
Workforce Diversity (EWOD) and the Affirmative Action Review Council, 1 have approved
your agency’s FY-2012 Affirmative Action Plan. This action is taken in accordance with the
provisions of Title 74 O.S., Section 840-2.1 and Merit Rule 530:10-3-36.

I commend you and your staff on the development of your FY-2012 Affirmative Action Plan.
I also wish you success in accomplishing your equal employment opportunity and affirmative
action goals and objectives.

Please let me know if I may be of further assistance.

Sincerely,

Lucinda Meltabarger
Administrator

cc: Lisa Hays/
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July 1, 2011

OKLAHOMA REAL ESTATE COMMISSION
POLICY STATEMENT ON
EQUAL EMPLOYMENT OPPORTUNITY/AFFIRMATIVE ACTION

Consistent with federal and state laws and guidelines established for equal employment
opportunity and affirmative action, | would like to affirm my continuing policy to provide
equal employment and advancement opportunity in all job classifications of this agency
without regard to political or religious opinion or affiliation, race, creed, gender, age,
color, national origin, or disability, so long as the disability does not render the person

unable to do the work for which employed.

The principles of equal employment opportunity apply to all employment practices and
personnel actions throughout the agency, including recruiting, hiring, promotions,
demotions, separations, training, transfers, layoffs (RIF), recall, compensation, benefits
and all other terms and conditions of employment. | want to remind each employee that
all personnel actions as well as all decisions relating to employment practices are to be
made in accordance with the spirit of equal employment opportunity for all.

We have developed an affirmative action plan to help us achieve our goal of equal
employment opportunity for all. Lisa G. Hays, located in Shepherd Mall 2401 NW 23",
Suite 18 Oklahoma City, OK 73107, telephone number (405) 521-3387, e-mail address
lisa.hays@orec.ok.gov, has been delegated the responsibility of implementing the plan,
including monitoring and evaluating our progress and reporting the results to me.

In addition, Ms. Hays is assigned fo serve as the Affirmative Action/Equal Employment
Opportunity Officer for this agency. Ms. Hays or a member of her staff is available to
any employee having questions or needing assistance in regards to affirmative action or

equal employment opportunity in this agency.

My personal commitment to this policy is complete. 1 accept overall responsibility for
equal employment opportunity and affirmative action within this agency. | expect each
and every employee to perform his/her duties and responsibilities in @ manner that will
demonstrate this agency's firm commitment in this most important area.

(Dniom W de_ 711

Anne M. Woody, Executive Director Date




July 1, 2011

OKLAHOMA REAL ESTATE CONMISSION
POLICY AGAINST SEXUAL HARASSMENT

practices on the basis of
ital status or disability, 80
Any form of untawiul

it is the policy of the Oklahoma Real Estate Commission not to discriminate in any of its employment
political or religious opinion or affiliation, race, creed, color, gender, age, ancestry, national origin, mar
long as the disabllity does not render the employee unable to do the work for which employed.
discrimination to which this policy applies is a very setious matter and will not be tolerated.

Sexual harassment is @ form of unlawfui discrimination based on sex. In some circumstances, it may violate other laws {for
exampie, criminal assaul). Sexual harassment inciudes, but is not fimited to, unwelcome sexual advances, requests for sexual
favors, of other verbal of physical conduct of a sexual nature. Conduct prohibited by this policy includes, but is not fimited to:

Unwelcome sextal flirtatior;

Advances or proposition for sexual activity;

Continyed or repeated verbal abuse of a sexual nature, such as suggestive comments and sexually explicit jokes;
Sexually degrading language fo describe an individual;

Rerarks of a sexual nature to describe a person’s body of clothing;

Display of sexually demeaning objects and pictures;

Offensive physical contact, such as unwelcome touching, pinching or brushing the body,

Coarced sexual intercourse,

Sexual assault.

Such conduct is untawful discrimination based or: seX when submission to such conduct is explicilly or impilicitly a requirement
of the individual's employment, or used as a basis for any employment-related decisions concerning that individual, or when
such conduct has the purpose or effect of unreasonably interfering with the individual's work performance of creates an

intimidating, hostile or offensive work environment.

ndoned. Employees aré absolutely prohibited from engaging in sexual harassing behavior.

Sexual harassment will not be co
| matters, or other agent of officer of this agency

Furthermore, any supervisory employes, employes with authority for personne
who knows or should have known that an employee of this agenoy Is being subjected fo sexual harassment must gither ake
immediate corrective action or repori the facts to Lisa Hays or o me. All employees have a duty to immediately report
sexual harassment to a supervisor, department chief, the Business Manager or directly to me.

Approprlate disciplinary measures will be taken against any employee who ¢auses, engages in, encourages, condones oF
otherwise permits unlawful sexual narassment, as well as supervisory or other responsible employees who fail to take
corrective action as provi

ded above. Such conduct may be grounds for disciplinary action, up to and including termination of
employment.

ee who believes that he or she has been the victim of sexuat harassment may complain of discrimination based on
ency’s grievance procedure of the complaint may be filed directly with me. Any empioyee
mployee for filing a complaint, reporting an incident of sexual harassment,
bject o disciplinary action, up fo and Including

Any empioy
sex In accordance with this ag
attempting to penaize of retaliate against another e
or cooperating with an investigation of alleged sexual harasement, shall be su

termination of employment.
supervisory and nan-supervisory, to adhere to this policy and to use all
£-19-/1

thority Date

it is the responsibility of all employees in this agency,
reasonable efforts to further its goals and spirit.

(s

Anne M. Wo




RESPONSIBILITY FOR AEFIRMATIVE ACTION AND EQUAL EMPLOYMENT
OPPORTUNITY

The Executive Director EXercises overall responsibility of Equal Employment opportunity and
Affirmative Action for the agency. All supervisors and management personnel will share in the
responsibility for carrying out the purpose and objectives of this plan.

The Executive Director has designated Lisa G. Hays as the agency Equal Employment Opportunity
Officer who will be responsible for providing counseling, advising and assisting in the preparation of
the Agency's Affirmative Action Plan. :

The duties of the Equal Employment Officer include the following:
= Develop the Affirmative Action Plan and monitor its effectiveness.
= Directthe identification of problem areas and assistin arriving at solutions to problems.

= Design and implement control systems fo measure program effectiveness and determine the
degree to which goals have been met.

= Direct and participate in work involving recruitment of protected groups.
. Serve as liaison between the agency and various state and federal compliance agencies.

« - Develop and implement the internal and external compmunication gystem for promoting the
Equal Employment Opportunity program of the agency.

» Keep the agency informed of developments in the EEO area.
« Monitor the selection process of the agency to insure no discriminatory practices exist.

. Conduct periodic evaluations of the agency's Equal Employment Opportunity programs,
report findings to the appointing authority, and recommend needed modifications, including

remedial training oF disciplinary action.

. Conduct training sessions with all employees to insure certain policies are peing followed.

The specific responsibilitles of each department nead, supervisor, the personnel officer and other key
staff members include the following:

+ Assistinthe identification of problem areas and establishment of unit goals and objectives.

«  Monitoring training programs and hiring and promotion patterns to efiminate any impediments
to goal attainment.

« Conduct career counseling with employees, with special aitention given 10 minorities, women,
disabled persons and older workers to ensure they have full access 10 opportunities for

career progression {ie., transfers, promotions, training etc.).
»  Active involvement with organizations that work with or on the pehalf of minorities, women,
disabled and older persons, as well as community-based agencies and leaders.

= Scheduling regular meetings and training sessions with supervisory staff and/or employees to
keep them abreast of policy changes and program objectives.



»  Regular communication with staff to emphasize the agency's EEOQ policies, including the
policy against harassment of employees.

in addition every employee of the agency should know that they, too, have a responsibility {0 se€ that
the EEQ/AA program is faithfully executed.

The specific responsibilities of each employee include the following:

x  Apply all laws, rules, regulations, policies and procedures fairly and impartially to all persons,
without regard to race, color, religion, SeX, ,national origin, age, political affiliation of opinion,
or disability so long as the disability does not render the person unable to do the work for

which employed.

« Exhibit an attitude of respect, courtesy and cooperation toward fellow employees and the
public.

«  Aid supervisors and managers in carrying out their responsibilities with regard to the Equal
Employment Opportunity program.

. Be famiiar with the Affirmative Action Plan and make a good faith effort to adhere to their
assigned responsibilities as identified in the plan.



DISSEMINATION OF PLAN AND POLICY

INTERNAL DlSSEMINATION: In order to assure that each employee of the Oklahoma Real
Estate Commission is awaré and informed about the Affirmative Action/Equal Employment
Opportunity Plan, a complete COpY of this plan will be available to each employee upon request.

A copy of the Appointing Authority’s AAJEEO policy will be included in the employee policy book and
posted on the agency bulletin board for public viewing. A copy of the plan will be placed In the
employee area of the agency’'s website.

EXTERNAL DISSEMINATION: External dissemination of the Oklahoma Real Estate
Commission’s Affirmative Action/Equal Employment Opportunity Policy and a current copy of the
Affirmative Action plan will be confined to the Greater Oklahoma City Metropolitan Area and is
provided upon request. The agency will posts it's EEO/AA policy statement on all job postings and
application information that is printed for this agency.

AFFIRMATIVE ACTION FOR THE DISABLED AND OLDER PERSONS

It has been and shall remain the poticy of the Oklahoma Real Estate Commission that there shall be
no discrimination based either on physicallmental disability or age in any personnei action including
layoff, recall or adverse personnel action as long as the disability does not render the employee
unable to do the work for which he of she is employed.

TRAINING

An annual fraining session for all employees on the subject of personnel Policy and Procedures as
well as emergency response plans will be conducted this year. This annual training includes the
topics of Affirmative Action, Sexual Harassment, etc.

The only training the Oklahoma Real Estate Commission conducts are on-the-job with the exception
of AA/EEO seminars. Additionally employees are encouraged 10 up-grade themselves Y
participating in the offerings of the Human Resources Division of the Office of personnel
Management and education they may obtain on their own. Such On-the-Job Training programs are
conducted without regard to race, sex, colof, religion, political affiliation, national origin or physical
handicap. Rather, they are conducted with a view to helping employees pecome better able to
perform with a view 10 potential promotion.

RECRUITMENT

The Oklahoma Real Estate Commission is comprised of mostly classified positions. Therefore, a
majority of our recruitment comes from the Office of Persaonnel Management. The agency has made
contacts with some of the local Technology Centers through the State Work Incentive program which
has helped recruit some excellent talent to the agency. OREC has also utilized the mandatory
temporary employment services of Gall, which is a temporary employment agency that works with
those with disabilities in order to get them into the workforce. Through the Galt Foundation the
agency has been able to convert those employees from temporary 10 full time working with the State
of Oklahoma. When unclassified positions become available, OREC works with |ocal publications
whose employment ads target the various minority communities. Notices are sent not only to the two
largest Oklahoma news publications put they are also sent to area Chambers of Commerce,
affirmative action counsel groups, etc. The Personnel Director receives numerous requests
throughout the year as to how someone can obtain employment with the State of Oklahoma. Sheis



always available with information in order to assist anyon
available positions throughout the State system.
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|DENTIFICATION AND ANALYSIS OF PROBLEM AREAS

PROBLEM: OREC averages 18 Full Time Equivalent positions and there are minimal vacant
positions that open up in the underutilized areas. A majority of vacancy positions have been in the
Administrative Services areas. The management strives to help employees obtain their career goals
while meeting the mission statement and values of the agency. However, career opportunities, inan
agency this size, are very limited. Management encourages employees to better themseives through
education and making the most of opportunities that are presented 10 them even if they must pursue
an opportunity that is available to them outside of this agency. The Appointing Authority has overall
responsibility for the Equal Employment Opportunities and in the event @ yacancy OcCUrs then the
Affirmative Action Goals will be reviewed and OREC will attempt to hire the most qualified person
taking into consideration all underutifized minority groups.

RESPONSIBLE OFFICIALS: The Appointing Authority who has overall responsibility and Business
Manager, who also serves as the Agency AAJEEQ Officer.

TARGET DATE: As position(s) pecome vacant
INTERNAL AUDITING AND REPORTING

The internal auditing and reporting system for the Oklahoma Real Estate Commission s not a
complex procedure. On those occasions when a personnel transaction OcCuUrs, the agency personnel
Manager (Business Manager) submits the necessary paperwork to the Office of Personnel
Management after obtaining the approval of the Appointing Authority. The Personnel Manager, who
also acts as the Affirmative Action Officer, reviews the Affirmative Action Plan and briefs the
Appointing Authority on the effect the proposed personnet action has on agency goals and timetables.
The Appointing Authority accepts overall responsibility for the equal employment opportunity and

affirmative action within OREC.
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