Annual Training Requirements

for 

Discrimination Complaints Investigators and Affirmative Action Officers

	Name:
	

	Title:
	l

	Agency Name & Number:
	

	Telephone:
	

	E-Mail:
	

	Year Covered:
	
	(January – December)

	Training Requirements For:
	 FORMCHECKBOX 
  Affirmative Action Officer

	
	 FORMCHECKBOX 
  Discrimination Complaints Investigator

	
	 FORMCHECKBOX 
  Both             


	Date(s)
	Course Title
	Certificate*

Yes / No
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Hours
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* Although there is no requirement that you submit a certificate to OPM documenting your completion of a training course, you should retain any certificate demonstrating completion of your training requirements as an attachment to your copy of this form in the event it should prove necessary for you to provide documentary evidence.

Key for Related Subjects
	Discrimination Complaints Investigators  (530:10-3-22)
	
	Affirmative Action Officers  
(530:10-3-78)

	1)

2)

3)

4)

5)

6)

7)
	Oklahoma and federal equal employment opportunity laws and rules

Theories of discrimination and burdens of proof

Planning and conducting complete and impartial investigations

Techniques for interviewing witnesses

Collecting relevant evidence

Documenting the record of investigation

Preparing the written report of investigation
	
	A)

B)

C)

D)

E)
	EEO/Affirmative action laws, including the Americans with Disabilities Act of 1990, 42 U.S.C. § 12101 et seq., and Section 504 of the Federal Rehabilitation Act of 1973, 29 U.S.C. § 701 et seq., and court cases

Investigating discrimination complaints

Personnel practices and procedures

Alternative dispute resolution

Diversity and multi-culturalism
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