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DEPARTMENT OF MENTAL HEALTH AND SUBSTANCE ABUSE SERVICES 
 

POLICY ON SEXUAL HARASSMENT  
PREVENTION AND CORRECTION 

 
Policy: 
DMHSAS strives to provide a working environment free of sexual harassment. Sexual 
harassment in any form is unacceptable behavior and will not be tolerated by DMHSAS. Sexual 
harassment is prohibited by law. This policy is designed to notify all employees of what conduct 
is prohibited, to ensure all victims and potential victims of sexual harassment are aware of their 
rights, and to inform all employees of DMHSAS about the procedures available within DMHSAS 
for addressing and resolving sexual harassment complaints. DMHSAS will take appropriate 
action to prevent sexual harassment and correct behavior that constitutes sexual harassment. 
 
DMHSAS will not tolerate retaliation against any person who complains about sexual 
harassment. Employees who give information about a complaint or participate in a harassment 
investigation are also protected from any workplace reprisals. 
 
Scope: 
Sexual harassment by managers, supervisors, employees, temporary workers, consumers, visitors, 
consultants, and anyone working on behalf of DMHSAS violates this policy and will not be 
tolerated. DMHSAS is committed to protecting its employees from sexual harassment in any way 
associated with the workplace regardless of whom the harasser may be. Each employee, anyone 
working on behalf of DMHSAS, and anyone conducting DMHSAS’ business off-site is 
responsible for maintaining a professional environment free from sexual harassment. 
Additionally, managers and supervisors must act affirmatively to prevent sexual harassment. 
 
Definitions: 
1.  Sexual harassment is a form of illegal sex discrimination. Unwelcome sexual advances, 
requests for sexual favors, and other oral, written, or physical conduct of a sexual nature, or when 
based on one’s sex, constitutes sexual harassment when: (1) submission to such conduct is made 
either explicitly or implicitly a term or condition of an individual’s employment, (2) submission 
to or rejection of such conduct by an individual is used as the basis for employment decisions 
affecting such individual, or (3) such conduct has the purpose or effect of unreasonably 
interfering with an individual’s work performance or creating an intimidating, offensive or hostile 
work environment. 
 
Examples of sexual harassment include, but are not limited to: 

a. Suggestive or obscene letters, notes or invitations; 
b. Conduct or comments consistently targeted at only one sex, even if the content is not 

sexual; 
c. Impeding or blocking movements, touching, or any physical interference with normal 

work; 
d. Flaunting sexual encounters, exploits or conquests; 
e. Sexually oriented gestures, displaying sexually suggestive objects, pictures, cartoons, 

or posters; 
f. Threats or insinuations that lack of sexual favors will result in reprisals, withholding 

support for appointments, promotion or transfers, changes or assignments or poor 
performance reviews; 
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RESPONSIBILITY FOR AFFIRMATIVE ACTION PLAN 
AND EQUAL EMPLOYMENT OPPORTUNITY 

Appointing Authority: 

Terri White, MSW, is the Commissioner of the Oklahoma Department of Mental Health 
and Substance Abuse Services (ODMHSAS).  The Commissioner exercises overall 
responsibility for equal employment opportunity and affirmative action within ODMHSAS.  
The Commissioner has overall responsibility for the Affirmative Action Plan's 
development, implementation and dissemination.  In addition, the Commissioner is 
responsible for fostering the agency’s commitment to equal employment opportunity and 
its affirmative action program. 

Affirmative Action Officer: 

LaGena O’Neal is the Affirmative Action Officer for ODMHSAS.  The duties and 
implementation responsibilities of the Affirmative Action Officer with regard to the 
affirmative action program are as follows: 

1. Developing affirmative action programs, plans, policy statements, and internal 
communications. 

2. Assisting in the identification of problem areas and effecting solutions to 
problems. 

3. Designing and implementing audit and reporting systems to: 
a.) Measure the effectiveness of the agency’s program. 
b.) Indicate remedial action needed to correct deficiencies. 
c.) Determine the degree to which the agency’s goals and objectives have been 

attained. 
 

4. Serving as liaison between the agency and the various state and federal 
compliance agencies. 

5. Serving as the agency’s outreach and referral resource for minority 
organizations, women’s organizations, organizations for disabled and older 
persons, and community action groups concerned with employment opportunities 
for minorities, women, disabled and older persons. 

6. Keeping the agency’s various organizational levels informed of developments in 
the EEO area.  

7. Inspecting the agency’s various worksites to ensure that EEO information is 
being disseminated and prominently displayed when appropriate. 

8. Monitoring the agency’s personnel practices to ensure no discriminatory 
practices exist. 
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Executive Directors: 

Each state-operated facility has an executive director and/or director assigned to it.  
Each has the overall responsibility, for his/her respective facility, to ensure the goals of 
the ODMHSAS affirmative action plan are achieved. 

Human Resources Managers/Directors: 

Each human resources manager/director within each facility has the following 
responsibilities: 

1. Leadership in the Equal Employment Opportunity/Affirmative Action (EEO/AA) 
program in their respective facility, including serving as a liaison with supervisors 
regarding EEO/AA; 

2. Provide necessary data for the EEO/AA program through completion of all 
applicable EEO/AA reporting forms; 

3. Assist in development and presentation of EEO/AA awareness programs for 
supervisors and department heads; 

4. Assist in providing training in recruitment, interview and selection techniques for 
supervisors and other facility staff; 

5. Assist in developing recruitment programs to attract qualified minorities and 
females to fill positions that have been identified as being underutilized; 

6. Systematically refer qualified applicants for vacant positions to hiring supervisors; 
and 

7. Ensure that facility staff (managers, supervisors, and employees) are 
knowledgeable of changes in human resources' policies and procedures. 

Managers and Supervisors: 

Division/department directors or managers have the following responsibilities under the 
plan, which include: 

1. Ensure full compliance within their respective divisions/departments with the 
spirit and policies of the ODMHSAS equal employment program; 

2. Make provision for supervisors' performance to be evaluated on the basis of their 
equal employment opportunity effort and results, as well as other criteria; 

3. Take action to prevent harassment of and discrimination against employees; 

4. Discuss the results and goals of the affirmative action plan, as provided by the 
Affirmative Action Officer, with their employees; 

5. Bring current developments in the area of affirmative action, as provided by the 
Affirmative Action Officer, to the attention of their employees; and 
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6. Each division and/or department head or director and supervisor will be 
responsible for becoming familiar with the agency’s affirmative action plan to 
promote fulfillment of the plan’s objectives. 

Employees: 

Employees have the following responsibilities under this plan, which include: 

1. Apply applicable laws, policies, regulations, rules, and procedures without regard 
to race, religion, sex, color, age, national origin, creed, political affiliation, 
disability, or protected activities; 

2. Exhibit and maintain an atmosphere free from all forms of unlawful 
discrimination.  Exhibit an attitude of respect, courtesy, and cooperation toward 
fellow employees and the public; 

3. Assist supervisors and managers in carrying out their responsibilities with regard 
to the EEO/AA program; and 

4. Be familiar with the Affirmative Action Plan and make a good faith effort to 
comply with their assigned responsibilities under this plan. 
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DISSEMINATION OF POLICY 
 
 

The following methods will be used to publicize the Department’s commitment to 
equal employment opportunity and its affirmative action plan: 

Internal Dissemination 

The Oklahoma Department of Mental Health and Substance Abuse Services, 
through its Affirmative Action Officer, will notify supervisory and management staff 
and other employees of its affirmative action plan by a variety of methods, including 
the following: 

1. New employees will be given a packet including a statement of non-
discrimination and a brief synopsis of the affirmation action plan.   

2. The most current ODMHSAS Affirmative Action Plan will be posted on the 
agency website where it will be available to employees, job applicants, and 
other interested members of the public. 

3. The Affirmative Action Plan will be disseminated to each agency facility.  A 
copy of the plan shall be made available for review to any employee upon 
request to the appropriate facility Human Resources office. 

4. A hard copy of the current ODMHSAS Affirmative Action Plan will be made 
available upon request to the Affirmative Action Officer. 

5. ODMHSAS Policy 7.1, Discrimination Complaint and Investigation Procedure, 
is provided and explained to all new employees, and it is available on an 
email public folder, which is accessible by all employees who have email.   
ODMHSAS employees will be encouraged to use the procedure to address 
allegations of discriminatory conduct arising in the course of public 
employment with this agency. 

6. Meetings will be held with management as well as supervisory and Human 
Resources Department staff to explain all pertinent information regarding the 
Affirmative Action Plan. 

7. Nondiscrimination posters, such as Equal Employment Opportunity is the Law 
and Oklahoma Law Prohibits Discrimination are to remain posted in areas 
such as reception areas, lounges, human resources offices, etc., where they 
may be viewed by applicants and employees.  These posters may be 
replaced as more current informational notices are publicized and made 
available to the agency. 
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External Dissemination 

The Oklahoma Department of Mental Health and Substance Abuse Services will use 
the following methods to externally publicize its commitment to equal employment 
opportunity and affirmative action: 

1. Copies of the approved ODMHSAS Affirmative Action Plan will be forwarded 
to the following offices: Office of Personnel Management, Oklahoma Indian 
Affairs Commission, Tulsa Urban League, Oklahoma City Urban League, 
Vietnamese American Community Organization, Oklahoma Latino 
Community Development for Hispanic American Services, and YWCA 
branches in Oklahoma City and Tulsa. 

2. The most current ODMHSAS Affirmative Action Plan will be posted on the 
agency website under Career Opportunities, where it will be available to job 
applicants and other interested members of the public. 
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TRAINING 
 

ODMHSAS is committed to provide equal opportunities for access to training for its 
employees on a non-discriminatory basis.  Training opportunities are provided 
through in-service training at the ODMHSAS Human Resources Development 
Training Institute, which is located at 2401 N.W. 23rd St., Suite 1F, in Oklahoma City, 
Oklahoma.  In addition, the ODMHSAS Human Resources Development Department 
facilitates the delivery of training to agency employees.  The Office of Personnel 
Management’s Human Resources Development Services, as well as outside 
resources, provides training opportunities for agency employees.  All employees are 
encouraged to take advantage of the training resources made available to them 
through the ODMHSAS.  New employees are made aware of various training 
resources and opportunities during the new employee orientation sessions. 
 
“Cultural Competency” is a training program routinely offered to ODMHSAS 
employees.  The focal point of the program is positive patient interaction through 
better understanding of cultural differences.  The objective of the course is to provide 
employees, who deal with direct patient care, with an elevated level of awareness in 
this subject area.  The increased awareness is aimed at empowerment for patients. 
 
 

RECRUITMENT 
 

ODMHSAS uses several local and state government organizations, trade schools, 
colleges and universities, civic and minority organizations to recruit qualified 
applicants for employment. Recruitment efforts have been relatively light because of 
the State of Oklahoma’s hiring freeze and Agency’s Reduction In Force (RIF) plan 
implementation, which has been extended over the course of several reporting 
periods. 
 
Notwithstanding the status of the hiring freeze and RIF restarts, the Department 
does anticipate position vacancies in the fiscal year 2012 reporting period.  The 
Affirmative Action Officer will continue to track all advertised vacancies where 
underutilization exists.  Additionally, hiring supervisors will continue to be required to 
complete detailed justification statements when an applicant is selected to fill a 
vacant position as the result of competitive interviews.  A close examination of each 
applicant pool will be conducted in all instances where competitive interviews occur.  
The purpose underlying this examination is to assure the pool contains 
representatives of underutilized groups.  This practice will continue as long as 
underutilization for minorities and females exists within any of the job groups. 
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EVALUATION OF PREVIOUS AA/EEO EFFORTS 
 

The fiscal year 2010 Affirmative Action Utilization Analysis reflected underutilization 
of minorities and females in the following job categories: 

Professionals: Hispanic 
Technicians: Black, Hispanic, Total Minorities 

 Paraprofessionals:  Female 
 Skilled Craft Workers: Black, Hispanic, Total Minorities 
 Service Maintenance: Black, Hispanic 

No underutilization was identified in the job categories of Official/Administrator, 
Protective Services, or Administrative Support. 

Assessment of the employees hired during FY2011 demonstrates that ODMHSAS 
hired females at a rate of 73% and minorities at a rate of 30% of all hires. During 
FY2011, ODMHSAS promoted 70 employees. Of those, 56% were females and 34% 
were minorities. This shows that these groups are not simply hired in at lower-level 
positions, but are also promoted within the agency. 

The good faith efforts of ODMHSAS resulted in correcting the underutilization of 
Hispanics in both the Professionals and Technicians job categories that were 
identified in the 2011 Affirmative Action Plan. 

Progress was made toward correcting the underutilization of Blacks and Hispanics in 
the Service Maintenance job category. Despite being down by nine positions overall, 
ODMHSAS was able to place two Black males, one Black female, and two Hispanic 
females in this job category in fiscal year 2011. The percentage of Blacks employed 
in this category increased from 4.9% to 6.5% and the percentage of Hispanics 
increased from 3.9% to 5.4%. 

Additionally, the percentage of females employed in the Paraprofessionals job 
category increased from 52.8% to 56%. 

Unfortunately, despite its good faith efforts, ODMHSAS was unable to correct 
underutilization in all job categories as identified in the Affirmative Action Plan. In the 
Skilled Craft Category, only two individuals were hired in fiscal year 2011. One of 
those was an American Indian/Alaskan Native.  

The State of Oklahoma hiring freeze, agency Reduction In Force plans, and the 
privatization of Bill Willis Community Mental Health Center effected progress toward 
reaching agency goals. Overall, ODMHSAS had a net decrease in personnel of 108 
employees. 

ODMHSAS will continue to utilize Office of Personnel Management FEPA registers. 
Skill-based pay will continue to be offered for fluent language and writing skills in 
Spanish. Hiring transactions will be reviewed by the ODMHSAS Affirmative Action 
Officer in relation to underutilized positions.  All position vacancy notices will be 
posted onto the agency’s web page and within ODMHSAS.
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IDENTIFICATION AND ANALYSIS OF PROBLEM AREAS 
AND CORRECTIVE ACTIONS 

 
 
 
Problem Areas: 
 
TECHNICIANS (EEO 3): Black and American Indian/Alaska Native individuals and Total 
Minorities are underutilized. 
 
PARAPROFESSIONALS (EEO 5): Females are underutilized. 
 
SKILLED CRAFT WORKERS (EEO 7): Black and Hispanic individuals, Total Minorities, 
and Females are underutilized. 
 
SERVICE MAINTENANCE (EEO 8):  Black and Hispanic individuals are underutilized. 
 
 
Corrective Action:  
 
ODMHSAS will continue to utilize Office of Personnel Management Fair Employment 
Practices Act (FEPA) registers when hiring in underutilized job categories. Job 
advertisements will be posted on the agency’s website and at prominent locations at 
the agency’s facilities. ODMHSAS continues to offer skill-based pay for fluent 
language and writing skills in Spanish. 
 
ODMHSAS utilizes a three person panel approach for selection interviews.  Each 
panel must consist of a male employee, a female, and an ethnic minority. For 
positions in a job category where an underutilization of an ethnic minority has been 
identified, including a person from an underutilized category on the interview panel is 
encouraged. 

The Affirmative Action Officer will review all hiring selections for classified positions 
in job categories where an underutilization exists. These actions will continue 
through the next reporting period or until the underutilization is corrected. 

 
Responsibility: 
It is the responsibility of the ODMHSAS Affirmative Action Officer, Executive 
Directors, and the Human Resources staff at each facility to ensure appropriate 
action has been taken to implement the corrective actions outlined above. 
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AFFIRMATIVE ACTION PROGRESS REPORT 

The FY 2011 Affirmative Action Utilization Analysis reflects underutilization of 
minorities and females in the following job groups: 

Official/Administrator: No Underutilization 
Professionals: No Underutilization 
Technicians: Black, American Indian/A.N., Total Minorities 

 Protective Services:  No Underutilization 
 Paraprofessionals:  Female 
 Administrative Support: No Underutilization 
 Skilled Craft Workers: Black, Hispanic, Total Minorities, Female 
 Service Maintenance: Black, Hispanic 

The FY 2010 Affirmative Action Utilization Analysis reflects underutilization of 
minorities and females in the following job groups: 

Official/Administrator: No Underutilization 
Professionals: Hispanic 
Technicians: Black, Hispanic, Total Minorities 

 Protective Services:  No Underutilization 
 Paraprofessionals:  Female 
 Administrative Support: No Underutilization 
 Skilled Craft Workers: Black, Hispanic, Total Minorities 
 Service Maintenance: Black, Hispanic 

The FY 2009 Affirmative Action Utilization Analysis reflects underutilization of 
minorities and females in the following job groups: 

Official/Administrator: No Underutilization 
Professionals: No Underutilization 
Technicians: Hispanic 

 Protective Services:  No Underutilization 
 Paraprofessionals:  Female 
 Administrative Support: No Underutilization 
 Skilled Craft Workers: Black, Hispanic, Total Minorities 
 Service Maintenance: Black, Hispanic, Total Minorities 

NOTE: While it will continually strive to eliminate the underutilization of females and 
minorities, ODMHSAS has demonstrated its commitment to equal opportunity by 
employing women at 67% of its workforce and minorities at 28% of its workforce.  The 
trend of no underutilization in the EEO category of Official/Administrator has continued 
for fifteen (15) consecutive reporting periods.    
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INTERNAL AUDIT AND REPORTING 

The affirmative action program, like any other goal-oriented program, must utilize an 
audit and reporting system to measure its effectiveness.  In order to adequately 
measure the success of this program, all employment activities are monitored, 
including, but not limited to, the following: 
 
A. Reports 

1. Applicant flow; 
2. New hires; 
3. Discrimination claims; 
4. Transfers; 
5. Promotions; 
6. Terminations; 
7. Training/Education; and 
8. Fair Employment Practices Act registers. 

 
B. Records 

Each facility shall maintain the following documentation of the time periods 
specified: 
1. A copy of all grievances and/or complaints for three (3) years; 
2. Job applications of persons not hired for two (2) years; 
3. EEO-4 reports for three (3) years; 
4. Reports reflecting training and education received by employees for 

three (3) years; 
5. Records of all promotions, terminations, and employment of new 

employees for three (3) years; and 
6. Affirmative Action Plans for three (3) years. 
 

C. Reason for Non-Selection 

Where severe under-representation exists, position vacancies and selection 
for those vacancies shall be closely monitored.  In instances where a hiring 
supervisor declines to hire an applicant1, who is a member of the 
underutilized group, sufficient written explanation is required to justify why 
such person was not selected/hired2. The written explanation shall be 
received and reviewed by the Human Resources Manager and the Affirmative 
Action Officer.  The Affirmative Action Officer will transmit any questionable 
matters to the Commissioner and/or the appropriate director for further action. 

                                                 
1 Applicant, for purposes of this section, includes persons selected as new hires, as well as those 
persons who are transferred or promoted. 
2 Hiring official(s) shall explain in writing why members of protected categories, including absolute 
veterans or the disabled, may not have been selected. 



 
 

JOB GROUP ANALYSIS 
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EEO JOB CATEGORIES 
EEO JOB CATEGORIES1 

1. OFFICIALS/ADMINISTRATORS: Category 01 – Occupations in which employees 
set broad policies, exercise overall responsibility for execution of these policies, or 
direct individual departments or special phases of an agency’s operations or provide 
specialized consultation on a regional, district or area basis. 

2. PROFESSIONALS: Category 02 – 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: Category 03 – Occupations which require a combination of basic 
scientific or technical knowledge and manual skill which can be obtained through 
specialized post-secondary school education or through equivalent on the job 
training. 

4. PROTECTIVE SERVICES: Category 04 – Occupations in which workers are 
entrusted with public safety, security and protection from destructive forces. 

5. PARAPROFESSIONALS: Category 05 – Occupations in which workers perform 
some of the duties of a professional or technician in a supportive role, which require 
less formal training and/or experience normally required for professional or technical 
status.  Such positions may fall within an identified pattern of staff development and 
promotion under a “New Career” concept. 

6. ADMINISTRATIVE SUPPORT: Category 06 – 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: Category 07 – 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 acquired through on the job training and 
experience or through apprenticeship or other formal training programs. 

8. SERVICE MAINTENANCE: Category 08 – 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.  Workers in this group may operate machinery. 

 

 

                                                 
1 This entire section is an excerpt from the State of Oklahoma Office of Personnel Management's 
Manual for Affirmative Action Plans, Revised June 2000. 
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