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Bureau of Labor and Industries 
 

I. Agency Description 
 
 
The Bureau of Labor and Industries (BOLI) was created by the 1903 Oregon 
Legislature.  The first Labor Commissioner, O.P. Hoff, was also the Bureau’s first and 
only employee.  Mr. Hoff was responsible for enforcing child labor laws, the 10-hour 
working day for women, and the factory inspection law. 
 
Today, the Bureau’s Civil Rights Division, Wage and Hour Division, Apprenticeship and 
Training Division, Administrative Prosecution Unit, and the Technical Assistance for 
Employers Program serve employees and employers in a variety of ways.  The Bureau 
has 90 employees located in offices in Portland, Salem, Eugene, Bend, and Medford. 
 
Civil Rights Division (CRD) enforces laws granting individuals equal access to jobs, 
career schools, promotions, and a work environment free from discrimination and 
harassment. These laws ensure that workers' jobs are protected when they report 
worksite safety violations, use family leave or the worker's compensation system. Civil 
rights laws also provide protection for those seeking housing or using public facilities 
such as retail establishments, or transportation.  CRD fields nearly 30,000 inquires from 
potential complainants each year and investigates approximately 1,700 claims of 
discrimination each year. 
 
Wage and Hour Division(WHD) serves Oregon wage earners by enforcing laws 
covering state minimum wage and overtime requirements, working conditions, child 
labor, farm and forest labor contracting, and wage collection.  The division also 
regulates the payment of prevailing wage rates required to be paid to construction 
workers on public works projects.  The Wage and Hour Division processes over 2,000 
wage claims each year and also conducts prevailing wage, farm labor and child labor 
investigations. 
 
Apprenticeship and Training Division (ATD) is occupational skill training that combines 
on-the-job experience with classroom instruction. A partnership of employers, workers, 
the State of Oregon, and schools and community colleges; apprenticeship trains 
workers to meet industry standards for a given occupation.  The Apprenticeship and 
Training Council sets policy for apprenticeship and training and registers individual 
programs.  The ATD currently monitors compliance of around 150 active apprenticeship 
programs and the participation of approximately 6,000 apprentices and 4,500 employers 
in Oregon. 
 
Administrative Prosecution Unit (APU conducts administrative law proceedings for all 
bureau programs where divisions’ actions are contested.  The APU handles 
approximately 120 contested cases each year through the administrative law process. 
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Technical Assistance for Employers Program (TA) provides employers with a telephone 
information line, informational pamphlets and materials, and seminars and workshops to 
keep the business community informed about employment law compliance issues.  TA 
answers 16,000 email and phone inquires from employers each year, conducts 
approximately 200 seminars annually, maintains a website for employers with quick 
access to basic employment law information and frequently asked questions, and 
produces several employment law resource manuals. 
 
 
The Bureau’s Mission 
 
The mission of BOLI is to protect employment rights, advance employment 
opportunities, and protect access to housing and public accommodations free from 
discrimination. 
 
The four principle duties of BOLI are to: 
 

1) Protect the rights of workers and citizens to equal, non-discriminatory treatment 
through the enforcement of anti-discrimination laws that apply to workplaces, 
housing and public accommodations. 
 

2) Encourage and enforce compliance with state laws relating to wages, hours, 
terms and conditions of employment. 

 
3) Educate and train employers to understand and comply with both wage and hour 

and civil rights law. 
 

4) Promote the development of a highly skilled, competitive workforce in Oregon 
through the apprenticeship program and through partnerships with government, 
labor, business, and educational institutions. 
 
 

The Bureau’s Vision 
 
A strong and growing Oregon economy that reflects the values of fairness, equality, and 
opportunity. 
 
 
Agency Commissioner      
 

Brad Avakian 
800 NE Oregon, Suite 1045 
Portland, OR  97232 
(971) 673-0781 
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Governor’s Policy Advisor  
 
 Duke Shepard 
 900 Court Street NE, Room 160 
 Salem, OR  97301 
 (503) 373-1558 
 
 
BOLI Affirmative Action Representatives 
 
 Christie Hammond, Deputy Commissioner   

800 NE Oregon, Suite 1045 
Portland, OR  97232 
(971) 673-0785 
 
Adele O’Neal, DCBS, Diversity Outreach Coordinator 
350 Winter Street NE 
PO Box 14480 
Salem, OR  97309-0405 
503-947-7296 



Organizational Chart 
 
 

BOLI Organizational Chart 
Rev. December  2012 
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BUREAU OF LABOR AND INDUSTRIES 
 
 
 
 
 

 

Commissioner 
Brad Avakian 

▪ Oregon Council on Civil Rights 
 

Deputy Commissioner 
Christie Hammond 

▪ Prevailing Wage Advisory Committee 
▪ Expression of Milk in the Workplace 
  Advisory Committee 

 

 

Apprenticeship and 
Training Division 

Stephen Simms 

 

Civil Rights Division 
Amy Klare 

 

Wage and Hour Division 
Gerhard Taeubel 

 

Commissioner’s Office 
▪ Commissioner’s Assistant 
      
▪ Communications Director 
      
▪ Legal Policy Advisor 
      
▪ Legislative Director 
      

 
 
▪ Business and Fiscal Services Unit 
 
▪ Administrative Prosecution Unit 
 
▪ Technical Assistance for Employers 
  Program 
 
 ▪ Information Services Unit 
 
 

 

▪ Oregon State Apprenticeship and Training 
   Council 
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Bureau of Labor and Industries 
Diversity and Inclusion Statement 

 
 

The Bureau of Labor and Industries (BOLI) is committed to protecting all Oregonians’ 
employment rights and advancing employment opportunities and access to housing and 
public accommodations free from discrimination.  In providing these services to 
Oregonians, BOLI employees will treat all people with dignity and respect and will not 
discriminate on the basis of race, color, ancestry, national origin, age, marital status, 
gender, sexual orientation, political or religious affiliation, or physical or mental disability. 
 
BOLI recognizes a diverse workforce is crucial to serve all Oregonians.  All employment 
decisions made at BOLI will be based on an individual’s relevant experience, education 
and training, and suitability relative to a position, without regard to race, color, ancestry, 
national origin, age, marital status, gender, sexual orientation, political or religious 
affiliation, or physical or mental disability. 
 
The bureau works to achieve and maintain diversity.  These efforts include: 
 

! Holding all managers and employees accountable for creating and promoting a 
work environment that is welcoming and free from hostility or unwelcome 
behavior. 

! Enforcing a zero-tolerance policy against any form of discrimination or 
harassment. 

! Maintaining a copy of the BOLI Affirmative Action Plan on its website, posted in 
public areas in each bureau office and break areas, and included in each new 
employee packet. 

! Evaluating managers and supervisors on their effectiveness in promoting 
diversity and a welcoming environment for BOLI. 

! Reaching out to the broadest possible labor market when recruiting for positions. 
 
BOLI is working to build an organization that uses the concepts of Diversity and 
Inclusion to create a workplace that is stronger, better functioning, dynamic, and can 
achieve the agency’s mission of protecting Oregonians from discrimination. 
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Training, Education and Developmental Plan 
 

1. Employees 
 
The Bureau of Labor and Industries is committed to the principle that training and 
development of employees are integral components of work performance, and 
are inherently tied to our mission, vision, principles, strategic planning, work force 
planning and the provision of quality services to Oregonians.  Training and 
development are focused on helping employees achieve proficiency in their 
current positions as well as obtain proficiencies that complement bureau goals.  
All BOLI training supports honoring and respecting the differences inherent to a 
multi-cultural, multi-generational, and multi-able work force. 
 
A BOLI training committee made up of management and staff will discuss 
training needs and develop a biannual training plan.  Training sessions 
completed in the past include: Needs of Returning Veterans, Intergenerational 
Workplace, Statewide Diversity Conference, and Conflict in the Workplace.  In 
addition to formal training classes, information will be disseminated to employees 
through the use of guest speakers or presentations based upon materials 
received from the Governor’s Diversity and Inclusion office.   
 
Orientation to all new employees, managers and supervisors provides 
information about the Bureau’s Affirmative Action Plan accomplishments and 
goals and other policies to eliminate discrimination or harassment of any 
employee regardless of protected class or any reason prohibited by state and 
federal statute.  The content of the new employee orientation will be reviewed by 
the training committee and updated as necessary. 
 
Meetings with employees are another way training and pertinent information is 
disseminated.  The Bureau holds weekly Executive Management Team meetings 
and all-staff meetings biannually.  Individual divisions and units within the Bureau 
hold monthly and quarterly meetings. 
 

2. Volunteers 
 
The Bureau will provide any volunteers with the training needed to effectively 
perform the duties.  In addition, policies that apply to employees, such as 
Discrimination and Harassment Free Workplace, Maintaining a Professional 
Workplace, and the BOLI Affirmative Action Plan will be given to the volunteer by 
the responsible manager who will communicate the rights, responsibilities, 
expectations, and duties of the volunteer in the workplace. 

 
3. Contractors/Vendors 

 
All contractors and vendors are required to understand and adhere to all relevant 
agency policies.  This includes the Bureau’s Affirmative Action Plan, and DAS 
policy 50.010.01 Discrimination and Harassment Free Workplace. 
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4. Board/Committee Members 
 

Any new committee, commission or board members will receive a copy of the 
Affirmative Action Policy Statement, DAS policy 50.010.01, Discrimination and 
Harassment Free Workplace and DAS policy 50.010.03, Maintaining a 
Professional Workplace. 

 
In October 2013, the agency’s Joint Labor Management Team developed and adopted 
the following employee development plan: 
 
BOLI Internal Career Development Proposal 

 
Pursuant to BOLI’s Employment Training and Development policy, as part of the annual 
performance evaluation process, supervisors and employees should discuss the 
employee’s career goals and jointly develop individual development plans.  Plans 
should be based on an assessment of employee needs and interests related to meeting 
current job requirements, enhancing performance in the current job, and career 
development.  The plans should focus on developing core competencies for the current 
job and career development, be consistent with the mission and needs of the bureau 
and employee, and be mindful of fiscal constraints. 
 
In addition, BOLI’s training committee has developed an agency employee training plan, 
which includes career development training and opportunities for staff to learn more 
about the various operating divisions and units of the agency. 
 
If an employee is interested in learning more about a particular position in BOLI, the 
employee may express such interest to the employee’s immediate supervisor as part of 
the annual performance evaluation process or any other time. 
 
Employees may review the classification specifications, minimum qualifications and 
salary range information for all state positions on the Department of Administrative 
Services’ website.  Employees may also request a copy of the position description for 
any BOLI position of interest from the employee’s supervisor. 
 
If, after reviewing the class specifications and position description for the position of 
interest, the employee is interested in obtaining additional information about the position 
from the supervisor of the position of interest or an employee in the position, the 
employee may notify his/her supervisor and/or the supervisor of the position of interest. 
 
Such additional information regarding the position may consist of one or both of the 
following: 
 
1) An “informational interview” with the supervisor of the position of interest, in which 

the supervisor describes the typical duties of the position, minimum qualifications for 
the position and desired attributes of persons in the position; and/or 
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2) A meeting with a/the person in the position of interest, in which the employee 
provides a general overview of the position, the employee’s job duties and 
experience.   

 
After meeting with either or both a/the employee in the position of interest and/or the 
supervisor of the employee in the position of interest, the employee may discuss with 
the employee’s supervisor what the employee can do to develop their skills and 
qualifications in order to improve the employee’s ability to compete for a specific 
position of interest. 
If the employee believes it would be of benefit to the employee to further observe the 
performance of specific duties of a position of interest, the employee may request to 
“job shadow” the position of interest for a specified period of time to learn more about 
the duties of the position. 
 
Requests for job shadows will be evaluated on a case-by-case basis by the supervisors 
of the employee and the employee in the position of interest.  In determining whether a 
job shadow experience is appropriate, the supervisors of both employees will consider 
the following criteria: 
 

• Whether a “host” employee is available and willing and able to serve as a “host” 
for a job shadow; 

• Whether the position of the host employee is appropriate to be shadowed by the 
requesting employee; 

• That the operational needs of the agency are met; 
• That the requested job shadow arrangement will not interfere with either 

employee’s ability and availability to perform their jobs; and 
• That the needs of the public are adequately served. 

 
If, after applying the above criteria, the supervisors of the employee and the employee 
in the position of interest approve the job shadow arrangement requested, the scope of 
the job shadow, e.g., specific activities to be observed, will be identified, and the period 
of time for the job shadow will be agreed upon in advance. 
 
If, after applying the criteria above, one or both supervisors determine that the job 
shadow arrangement requested is not possible or appropriate, the employee will be 
notified and advised of any other options, e.g., other circumstances or times when a job 
shadow opportunity might be appropriate. 
 
Job shadow opportunities are not intended to provide an employee with required 
experience to qualify for a position. 
 
Generally, to avoid disruption to the business of the agency, employees may not 
participate in more than one job shadow experience in a year (twelve-month period)
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Programs 
 

1. Apprenticeship Program 
 
Apprenticeship is a partnership of employers, workers, the State of Oregon, and 
a variety of schools and community colleges.  Apprenticeship is occupational skill 
training that combines on-the-job experience with classroom instruction, with 
most apprenticeship programs lasting two to four years. There are nearly 80 
apprenticeable occupations, ranging from baker to heavy equipment operator, 
from tool and die maker to high tech programmer.  Employers and skilled 
workers design training programs that meet the individual and changing needs of 
Oregon industries and technology.  
 
As of June 2014, there were 5,929 apprentices.  Of that number, 949 (16.01%) 
are people of color, and 383 (6.46%) are women. 
   
 

2. Internship Program 
 

BOLI regularly provides internship opportunities for students from various 
Universities that include assignments with most sections of the agency. It is 
anticipated that opportunities for internships will be made available during the 
2015-2017 biennium.  When an inquiry for an internship is received from a 
college or a student, BOLI will make every effort to find the best position to offer 
a quality learning experience.  

 
3. Community Outreach 

 
The Commissioner regularly speaks to groups about BOLI activities, current 
issues and policies.  He regularly attends meetings of the Joint Advocacy 
Commissions (Commission for Women, Commission on Black Affairs, 
Commission on Hispanic Affairs, and Commission on Asian and Pacific 
Islanders), Urban League, Oregon Tradeswomen, Beaverton Human Rights 
Commission and others.  We have also conducted and participated in public 
forums to educate workers on BOLI services and their employment rights.  These 
forums were organized by the Wage Theft Coalition, NW Workers Justice Project 
and PCUN (Oregon’s Farmworker Union).  In addition, each year the Technical 
Assistance unit offers public seminars for employers and employees across the 
state and responds to thousands of questions sent in by phone or e-mail.   

 
4. Diversity Awareness 

 
The Bureau’s discrimination and harassment presentations and training sessions 
around the state creates much interest in working for the Bureau.  Diversity 
outreach efforts include: 
 

• Employees working with our interns who come from different  
backgrounds. 
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• Posting the notices, announcements and proclamations supporting 
cultural diversity in the Portland Office Building. 

• Training all staff and reinforcing an environment of respect and 
professionalism with all staff and customers. 

 
Update: Executive Order 08-18 
 

1. Cultural Competency Assessment 
 

As part of the training strategies for the 2015-2017 biennium, BOLI will continue 
to conduct training to remind our employees to focus on effective communication 
and being respectful of people from diverse backgrounds and various social and 
economic backgrounds.  This focus assists our employees in not only relating 
well with the Oregonians we serve, but also with co-workers and other state 
agency representatives. 
 

2. Statewide Exit Interview Survey 
 
The Bureau feels it is important to receive information from departing employees, 
and invites and encourages departing employees, including temporary 
employees, to complete an exit interview prior to their departure.  If an employee 
would like a face-to-face meeting to express concerns or accomplishments, a 
meeting will be scheduled.  Information is shared regularly with the division 
administrators and Commissioner.   
 

3. Performance Evaluations for Management Personnel 
 

The Bureau includes in the performance evaluation of management personnel an 
assessment of the manager’s or supervisor’s effectiveness in achieving the 
bureau’s affirmative action objectives.  In addition to recruitment and interviewing 
practices, managers are reviewed on their respect for the diversity of opinions, 
ideas, life-experiences, and cultural differences, all of which contribute to a 
welcoming workplace. 

 
Status of Contracts to Minority-Owned Business 

 
Since January of 2013, 53% of the contracts the agency has awarded have been 
to OMWESB certified firms with a value of nearly $1 million. 
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III. Roles for Implementation of  
Affirmative Action Plan 

 
 
Responsibility for achieving the Affirmative Action goals for the 2015-2017 biennium is 
shared by all managers and employees at BOLI.  The following individuals will provide 
the leadership for BOLI to have a workforce rich in diversity and free of discrimination. 
 
Commissioner and Deputy Commissioner 
 

• Foster and promote to all employees and managers the importance of a diverse 
and discrimination and harassment free workplace. 

• Ensure division administrators understand their role and responsibility to promote 
affirmative action activities and a welcoming environment. Include in performance 
reviews how effective the division administrators have been in achieving BOLI 
affirmative action goals and objectives, and their contribution to promoting a 
welcoming and respectful work environment. 

• Direct division administrators that performance reviews for subordinate managers 
include ratings on the manager’s support and effectiveness of the Bureau’s 
Affirmative Action Plan goals and objectives and their contribution to promoting a 
welcoming and respectful work environment. 

• Participate in, and encourage the participation of subordinate mangers in events 
supporting multicultural education and celebration. 

• Meet with Affirmative Action Representatives to review workforce representation 
statistics and work environment progress and issues.  Approve planned 
strategies for meeting goals.  

 
Administrators and Managers 
 

• Foster and promote to subordinate managers and employees the importance of a 
diverse and discrimination and harassment free workplace. 

• Conduct annual performance reviews for subordinate managers include ratings 
on the manager’s support and effectiveness of the Bureau’s Affirmative Action 
Plan goals and objectives and their contribution to promoting a welcoming and 
respectful work environment. 

• Ensure all subordinate managers receive an orientation on the Bureau’s 
affirmative action goals and responsibilities, and understand their own role and 
responsibility for insuring the Bureau meets the goals and objectives. 

• Inform employees of the goals and objectives for the BOLI Affirmative Action 
Plan.  

• Display the Bureau’s Affirmative Action Policy Statement in prominent areas 
across the offices. 

• Attend, and encourage staff to attend, diversity-related activities and training.  
Share information received with managers and staff who were unable to attend. 
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• Follow the procedures outlined in DAS 50.010.01, Discrimination and 
Harassment Free workplace, and contact DCBS Employee Services, if 
manager/supervisor becomes aware of a department employee engaging in any 
type of harassment or discriminatory behavior. 

• Work with DCBS Employee Services to utilize State of Oregon procedures and 
rules in filling vacancies. 
 

 
Affirmative Action Representatives and/or Designee 
 
• Foster and promote to managers/supervisors and employees the importance of a 

diverse and discrimination and harassment free workplace. 
• Work with Bureau managers and supervisors to make sure they understand their 

responsibility for promoting a diverse and inclusive and welcoming workforce 
environment, and attaining the affirmative action goals. 

• Present quarterly workforce representation report to Bureau management. 
• Ensure recruitments include outreach to minority and women-specific web sites, 

community agencies and organizations for the recruitment of people of color, 
persons with disabilities, veterans, and women.  Discuss with hiring manager the 
advertising strategies to attract a diverse pool of candidates. 

• Train managers in interviewing skills, including having diverse interview panels, 
developing job-related interview questions, and applying veterans preference. 

• Provide career development assistance to BOLI employees, including mock 
interviews, application material reviews and career exploration as requested. 

• Attend, and encourage staff to attend, diversity-related activities and training.  
Share information received with managers and staff who were unable to attend. 

• Discuss the BOLI Affirmative Action Plan and Policy Statement at new employee 
orientation.  

• Ensure the BOLI Affirmative Action Plan and Policy Statement is maintained on 
the BOLI web site and is accessible by all employees. 

• Attend and support statewide meetings with the Governor’s Diversity and 
Inclusion Office and other agency representatives. 
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IV. July 1, 2012 to June 30, 2014  
Accomplishments and Progress 

 
 

The mission and vision of BOLI supports the affirmative action efforts of the State of 
Oregon by promoting the development of a highly skilled, competitive workforce in 
Oregon; protecting the rights of the workers and others to equal, nondiscriminatory 
treatment; encouraging and enforcing compliance with state laws relating to wages, 
hours, terms and conditions of employment; and advocating policies that balance the 
demands of the workplace with the protections of workers and their families. 
 
Accomplishments and Progress 
 
Some of the accomplishments and progress toward our goals during the July 2012 – 
June 2014 period include: 
 

• Continued strong executive and management commitment to providing excellent 
civil rights training, consultation and regulation services to all Oregonians. 

• Successful recruiting efforts and hiring of diverse populations, increasing slightly 
the percentage of women and people of color. 

• Sponsored interns from several different schools. 
• Had 6.46% female and 16.01% people of color participants in the apprenticeship 

programs. 
 
BOLI has continued its efforts to improve workplace diversity.  As of June 30, 2014, the 
statistics show a total employee count of 90.  The percent of workforce for people of 
color, people with disabilities and women follows.  A three-year comparison is shown on 
page 15, and a more detailed workforce representation report for June 30, 2014 is 
shown on page 16.   
 
 

BOLI Workforce Representation 
as of June 30, 2014 

 
Group Actual Number for Group Percent of Group 

People of Color 22 24.4% 
Women 55 61.1% 
People with Disabilities 8 8.9% 
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BOLI Workforce Representation 
Three Year Comparison 

 
 

People of Color 
 

Women 
People with 
Disabilities 

 
Year 

# in 
Group 

 
% 

# in 
Group 

 
% 

# in 
Group 

 
% 

June 30, 2014 (90 total BOLI employees) 22 24.4% 55 61.1% 8 8.89% 
June 30, 2013 (88 total BOLI employees) 20 22.7% 53 60.2% 10 11.63% 
June 30, 2012 (100 total BOLI employees) 24 24% 61 61% 14 14% 

 
This three year comparison shows that BOLI is increasing their percentage of people of 
color and women in the workplace, even with fewer total employees. 
 
We are proud of our efforts, however, more work needs to be done to meet parity in 
middle and upper management categories for people of color.    
 
The Bureau maintains a low turnover of employees, however, approximately 40% of the 
current workforce is eligible to retire before 2015.  As recruitments are conducted to fill 
these vacancies, our managers will continue to hire the best and increase our diverse 
workforce. 
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Workforce Representation Report
                                                          Oregon Bureau of Labor and Industries Updated 7/11/14

Affirmative Action Analysis as of June 30, 2014
Total      Protected Class

 Hires      Hires**
EEO Categories WOMEN (W) PEOPLE OF COLOR (P) for

Total Emp Actual   FTE* Parity FTE* Actual   FTE* Parity FTE* Qtr. W P D
A01) Middle Management 7 4 57.1% 43.0% 3.0 1 14.3% 13.6% 1.0 2 1 1
A02) Upper Management 10 6 60.0% 36.6% 3.7 1 10.0% 12.2% 1.2 1 1
B02) Communication/Editor 1 0 0.0% 41.7% 0.4 0 0.0% 9.0% 0.1 0
B10) Personnel/Employment 11 4 36.4% 57.6% 6.3 3 27.3% 11.6% 1.3 0
B11) Inspector/Compliance/Investgtr 29 20 69.0% 48.1% 13.9 9 31.0% 10.7% 3.1 2
B12) Computer Analyst 2 0 0.0% 32.4% 0.6 0 0.0% 13.0% 0.3 0
B13) Attorney/Hearings Officer 2 1 50.0% 30.6% 0.6 0 0.0% 7.9% 0.2 1 1
B15) Accounting/Finance/Revenue 1 0 0.0% 53.0% 0.5 0 0.0% 13.0% 0.1 0
B16) Program Coordinator/Analyst 3 1 33.3% 41.1% 1.2 0 0.0% 9.5% 0.3 0
C04) Computer 1 0 0.0% 36.0% 0.4 0 0.0% 12.7% 0.1 0
F00) Administrative Support 23 19 82.6% 70.3% 16.2 8 34.8% 9.7% 2.2 3 3 3

90 55 22 9 6 4 0

Affirmative Action Statistics are voluntary and may not accurately reflect the actual diversity of the agency.
* May be duplication in counts of individuals within the W, P and D categories

Total 
Agency Parity Total Group Group %

90 6% 8 8.89%

People with Disabilities

(Last Three Months)
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V.  2015-2017 Goals and Strategies 
 
 
BOLI has a diverse workforce that represents their customers.  We will continue to 
pursue goals that help us increase our representation of people of color, people with 
disabilities, veterans and women within the BOLI workforce.  The new benchmark will 
be the workforce representation statistics achieved in June 2014.   
 
One of the four BOLI principle duties is protecting the rights of workers to non-
discriminatory treatment through the enforcement of anti-discrimination laws that apply 
to workplaces.  BOLI will continue the efforts toward building a work environment that is 
respectful and accepting of employees’ differences, making it attractive not only to our 
current employees, but to a diverse pool of applicants as well. 
 
Goals 
 
In the 2015- 2017 biennium, BOLI will pursue the following goals: 
 

1. Ensure all managers and employees receive training to help achieve, maintain, 
and support an inclusive and welcoming work environment that is accepting and 
respectful of others differences and recognizes the value of each individual’s 
unique contribution. 

2. Ensure all managers receive training on effective recruiting and interviewing 
practices to promote diversity in the workforce. 

3. Disseminate regularly, workforce representation numbers with BOLI managers 
and employees to bring awareness of the diversity of the workforce. 

4. Distribute all open competitive job announcements to a variety of diverse 
organizations and individuals to ensure that a diverse audience is encouraged to 
apply for our job openings. 

5. Continue to provide outreach and career development assistance to people of 
color, people with disabilities, veterans and women, as well as employees at 
BOLI who wish to further their career. 

 
Strategies 
 
To accomplish the above goals, BOLI plans the following actions and strategies for 
2015-2017: 
 

• Educating BOLI Managers and Employees.  BOLI managers will participate in 
courses including Cultural Competency, Dealing with Difficult 
People/Communication Techniques, Veterans Hiring Preference, Hiring the Best, 
and Respectful Workplace.   

 
BOLI employees will participate in courses including Cultural Competency, 
Dealing with Difficult People/Communication Techniques, and Respectful 
Workplace.   
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The BOLI Training Committee reviews and recommends training topics to 
provide to managers and staff.  Applicable training for both managers and 
employees will help BOLI achieve and maintain a welcoming environment that is 
inclusive, accepting and respectful of other’s differences and recognizes the 
value of each individual’s unique contribution.  A welcoming environment is also 
important in attracting a diverse pool of applicants. 

 
• Displays and Events.  BOLI will post information about diversity-related topics 

including posters, proclamations, pictures and articles on the employee bulletin 
board in the Portland and BOLI field offices. 

 
• Creative Recruitment Marketing Strategies.  All vacant positions will be sent to 

diverse organizations, such as NAACP, Hispanic Services Roundtable, Partners 
in Diversity, Oregon Association of Minority Entrepreneurs, Oregon Native 
American Chamber, Oregon Advocacy Commission and the Governor’s Diversity 
and Inclusion Office for posting or sharing with their members. For hard to fill 
positions, the manager’s name and contact information will be added to the job 
announcement so that candidates with questions can talk directly with the 
manager instead of a contact in HR who may not know the specific answers.  
 

• Rapid Response Recruitment Methodology (RRRM).  The Department of 
Consumer and Business Services developed RRRM which is intended to 
streamline and speed up the selection process, thereby losing fewer candidates 
through selection delays. BOLI plans on trying out the RRRM on selected 
recruitments to see if it helps with their selection process. 
 

• Career and Professional Development.  Career and professional development 
counseling assistance is available to BOLI employees and non-state applicants 
and includes assistance in career exploration, review of application materials, 
informational interviews and mock interviews.  

 
• Networking.  There are free networking events such as “Say Hey” in Portland and 

“Networkin’ It” in Salem that will be occasionally attended by the affirmative 
action representatives.  The Statewide D&I meetings will be attended regularly 
and are a great opportunity to meet other HR professionals to share 
accomplishments and gain new ideas to use at BOLI.   

 
BOLI will continue its efforts to maintain a diverse workforce, representing the diversity 
of the Oregonians we serve.  We remain committed to reaching and surpassing our goal 
of people of color, people with disabilities and women in our workforce.  Through the 
leadership of our Commissioner, Deputy Commissioner, and BOLI management team, it 
is expected that each employee of the Bureau will treat all customers, vendors, the 
public, and other employees with respect and provide the best customer service 
possible. 
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POLICY 
STATEMENT: 

Oregon state government follows the clear mandate in state law and the Americans with 
Disabilities Act (ADA) of 1990, as amended by the ADA Amendments Act of 2008, to 
remove barriers that prevent qualified people with disabilities from enjoying the same 
employment opportunities that are available to people without disabilities. 
 
Oregon state government provides equal access and equal opportunity in employment. 
Its agencies do not discriminate based on disability. Oregon state government uses only 
job-related standards, criteria, and methods of administration that are consistent with 
business necessity. These standards, criteria and methods do not discriminate or 
perpetuate discrimination based on disability. 
 
According to OAR 105-040-0001 Equal Employment Opportunity and Affirmative Action, 
Oregon state government takes positive steps to recruit, hire, train, and provide 
reasonable accommodation to applicants and employees with disabilities. 
 

  
AUTHORITY: ORS 240.145; 240.240; 240.250; ORS 659A.103 -145; 243.305; 243.315; The Americans 

with Disabilities Act (ADA) of 1990 as amended by the Americans with Disabilities Act 
Amendments Act (ADAAA) of 2008; Civil Rights Act of 1991; and 42 U.S.C. §12101 et seq. 
 

  
APPLICABILITY: This policy applies to all state employees, including state temporary employees, 

according to provisions of federal and state law.    
  
ATTACHMENTS:  ADA Accommodation Tool Kit 
  
DEFINITIONS: See State HR Policy 10.000.01 Definitions and OAR 105-010-0000 

 
The following definitions apply to terms referenced in this policy and its attachments: 
 
Americans with Disabilities Act (ADA) –The ADA is a federal civil rights statute that 
removes barriers that prevent qualified people with disabilities from enjoying the same 
employment opportunities available to people without disabilities. References to ADA 
also refer to amendments to that Act. 
 
Essential Functions – These include, but are not limited to, duties that are necessary 

because: 
• The primary reason the position exists is to perform these duties. 
• A limited number of employees are available who can perform these duties.  
• The incumbent is hired or retained to perform highly specialized duties. 

 
 

SUBJECT: ADA and Reasonable Accommodation in Employment  NUMBER:  50.020.10 
 

DIVISION: Human Resource Services Division  EFFECTIVE DATE:   6/7/10 
 

 
APPROVED:  Signature on file with Human Resource Services Division 
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Individual with a Disability – This term means a person to whom one or more of the 
following apply: 
• A person with a physical or mental impairment that substantially limits one or more of 

the major life activities of such a person without regard to medications or other 
assistive measures a person might use to eliminate or reduce the effect of 
impairment. 

• A person with a record of such an impairment 
• A person regarded as having such impairment. 

 
Major Life Activities – This term means the basic activities the average person in the 
general population can perform with little or no difficulty.  These including breathing; 
walking; 
hearing; thinking; concentrating; seeing; communicating; speaking; reading; learning; 
eating; self-care; performing manual tasks such as reaching, bending, standing and 
lifting; sleeping; or working (working in general, not the ability to perform a specific job).  
The term also includes but not limited to “major bodily functions,” such as functions of 
the 
immune system, normal cell growth, digestive, bowel, bladder, neurological, brain, 
respiratory, circulatory, endocrine, and reproductive functions. 
 
Physical or Mental Impairment – This term refers to any of the following: 
• Physiological disorder, condition, cosmetic disfigurement, or anatomical loss that 

affects one or more bodily systems, including neurological, musculoskeletal, special 
sense organs, respiratory, cardiovascular or reproductive 

• Mental or psychological disorder including but not limited to mental retardation, 
organic brain syndrome, emotional or mental illness or specific learning disability  

• Disease or condition including orthopedic, visual, speech and hearing impairment, 
cerebral palsy, epilepsy, muscular dystrophy, multiple sclerosis, cancer, heart 
disease, diabetes, HIV disease or alcoholism  

• Any other physical or mental impairment listed under the ADA.  
 
Qualified Person – This term means a person who has the personal and professional 
attributes, including skill, experience, education, physical and mental ability, medical, 
safety and 
other requirements to hold the position.   
 
“Qualified person” does not include people who currently engage in illegal use of drugs.  
A person may qualify, however, if he or she is currently enrolled in or has completed a 
rehabilitation program, and continues to abstain from illegal use of drugs. 
 
Reasonable Accommodation – This term means change or adjustment to a job or work 
environment that enables a qualified employee with a disability to perform the essential 
functions of a job, or enjoy the benefits and privileges of employment equal to those 
enjoyed by 
employees who have no disabilities.  “Reasonable accommodation” does not include 
modifications or adjustments that cause an undue hardship to the agency. 
 
“Reasonable accommodation” does not mean providing personal auxiliary aids or 
services, such as service dogs or hearing aids that person uses both on and off the job.  
 
A reasonable accommodation does not include lowering production standards, 
promoting or assigning an employee to a higher-paying job, creating a position or 
reassigning essential functions to another worker. 
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Undue Hardship – This term means significant difficulty or expense. Whether a particular 
accommodation imposes undue hardship is determined on a case-by-case basis, with 
consideration of such factors as the following:   
• The nature and cost of the accommodation needed 
• The agency’s size, employee’s official worksite, and financial resources 
• The agency’s operation, structure, functions, and geographic separateness 
• The agency’s administrative or fiscal relationship to its facility responding to the 

accommodation request and to the other state agencies 
• The impact of the accommodation on the operation of the agency or its facility. 

 
POLICY 
 

 

(1) Each state agency director or authorized designee (agency) administers State HR Policy 50.020.10 as the 
agency’s policy.  Compliance with the ADA is mandatory. 

 
(a) Each agency identifies an ADA Coordinator for the agency to coordinate ADA accommodation requests 

and function as an agency resource on ADA matters. 
 

(b) Each agency develops and follows its own procedures for receiving, processing and documenting 
accommodation requests under this policy. The attached tool kit will assist in this process.  

 
(2) An employee may request an accommodation under this policy by following agency procedures.  
 
(3) The agency must review and respond in a timely manner to each request for accommodation. The agency 

must engage in an interactive dialogue with the employee to determine whether the accommodation is 
necessary and will be effective. 

 
(4) Each accommodation is unique to the person, the disability and the nature of the job. No specific form of 

accommodation can guarantee success for all people in any particular job. The agency must give primary 
consideration to the specific accommodation requested by the employee.  Through the interactive process the 
agency may identify and provide an alternative accommodation.  

 
(5) The duty to provide reasonable accommodation is ongoing. The agency and the employee must engage in the 

interactive process again if an accommodation proves ineffective.   
 
(6) The agency may deny an accommodation if it is not effective, if it will cause undue hardship to the agency, 

or if the agency identifies imminent physical harm or risk. The undue hardship exception is available only 
after careful consideration. The agency must consider alternative accommodations, should a requested 
accommodation pose undue hardship.  

 
(7) Federal and state law prohibit retaliation against an employee with respect to hiring or any other term or 

condition of employment because the employee asked about, requested, or was previously accommodated 
under the ADA. 
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POLICY 
STATEMENT: 
 

The State of Oregon is committed to a discrimination and harassment free work 
environment. This policy outlines types of prohibited conduct and procedures for 
reporting and investigating prohibited conduct.  
 

  
AUTHORITY: ORS 174.100, 240.086(1); 240.145(3); 240.250; 240.316(4); 240.321; 240.555; 240.560;  

659A.029; 659A.030; Title VII; Civil Rights Act of 1964; Executive Order EO-93-05; 
Rehabilitation Act of 1973; Employment Act of 1967; Americans with Disabilities Act of 1990; 
and 29 CFR §37. 

  
APPLICABILITY: All employees, state temporary employees and volunteers. 
  
ATTACHMENTS: None 
  
DEFINITIONS: See also HRSD State Policy 10.000.01, Definitions; and OAR 105-010-0000 

 
Collective Bargaining Agreement (CBA):  A written agreement between the State of Oregon, 
(Department of Administrative Services) and a labor union. References to CBAs contained in 
this policy are applicable only to employees covered by a CBA. 
 
Complainant:  A person or persons allegedly subjected to discrimination, workplace 
harassment or sexual harassment.  
 
Contractor:  For the purpose of this policy, a contractor is an individual or business with whom 
the State of Oregon has entered into an agreement or contract to provide goods or services.  
Qualified rehabilitation facilities who by contract provide temporary workers to state agencies 
are considered contractors.  Contractors are not subject to ORS 240 but must comply with all 
federal and state laws. 
 
Discrimination:  Making employment decisions related to hiring, firing, transferring, promoting, 
demoting, benefits, compensation, and other terms and conditions of employment, based on or 
because of an employee’s protected class status. 
 
Employee:  Any person employed by the state in one of the following capacities:  management 
service, unclassified executive service, unclassified or classified unrepresented service, 
unclassified or classified represented service, or represented or unrepresented temporary 
service.  For the purpose of this policy, this definition includes board and commission members, 
and individuals who volunteer their services on behalf of state government. 
 
Higher Standard:  Applies to managers and supervisors.  Proactively taking an affirmative 

 
 
SUBJECT: Discrimination and Harassment Free Workplace             NUMBER:                   50.010.01  

     
 
DIVISION: Human Resource Services Division                                 EFFECTIVE DATE:     01/25/08  

 
 
APPROVED:  Signature on file with Human Resource Services Division  
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posture to create and maintain a discrimination and harassment free workplace. 
 
Manager/Supervisor:  Those who supervise or have authority or influence to effect 
employment decisions.  
 
Protected Class Under Federal Law:  Race; color; national origin; sex (includes pregnancy-
related conditions); religion; age (40 and older); disability; a person who uses leave covered by 
the Federal Family and Medical Leave Act; a person who uses Military Leave; a person who 
associates with a protected class; a person who opposes unlawful employment practices, files a 
complaint or testifies about violations or possible violations; and any other protected class as 
defined by federal law. 
 
Protected Class Under Oregon State Law:  All Federally protected classes, plus:  age (18 and 
older); physical or mental disability; injured worker; a person who uses leave covered by the 
Oregon Family Leave Act; marital status; family relationship; sexual orientation; whistleblower; 
expunged juvenile record; and any other protected class as defined by state law.   
 
Sexual Harassment:  Sexual harassment is unwelcome, unwanted, or offensive sexual 
advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature 
when: 
 
  1)  Submission to such conduct is made either explicitly or implicitly a term or condition of the 
individual’s employment, or is used as a basis for any employment decision (granting leave 
requests, promotion, favorable performance appraisal, etc.); or 
 
  2)  Such conduct is unwelcome, unwanted or offensive and has the purpose or effect of 
unreasonably interfering with an individual’s work performance or creating an intimidating, 
hostile or offensive working environment. 
     

Examples of sexual harassment include but are not limited to:  unwelcome, unwanted, or 
offensive touching or physical contact of a sexual nature, such as, closeness, impeding or 
blocking movement, assaulting or pinching; gestures; innuendoes; teasing, jokes, and other 
sexual talk; intimate inquiries; persistent unwanted courting; sexist put-downs or insults; 
epithets; slurs; or derogatory comments. 

 
Sexual Orientation under Oregon State Law:  An individual’s actual or perceived 
heterosexuality, homosexuality, bisexuality or gender identity, regardless of whether the 
individual’s gender identity, appearance, expression or behavior differs from that traditionally 
associated with the individual’s sex at birth. 
 
Workplace Harassment: Unwelcome, unwanted or offensive conduct based on or because of 
an employee’s protected class status.   
 

Harassment may occur between a manager/supervisor and a subordinate, between 
employees, and among non-employees who have business contact with employees.   A 
complainant does not have to be the person harassed, but could be a person affected by the 
offensive conduct. 

 
Examples of harassing behavior include, but are not limited to, derogatory remarks, slurs and 
jokes about a person’s protected class status. 
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POLICY 
      

  (1) The State of Oregon is committed to a discrimination and harassment free work environment. This policy 
outlines types of prohibited conduct and procedures for reporting and investigating prohibited conduct. 

(a) Discrimination, Workplace Harassment and Sexual Harassment.  The State of Oregon provides a work 
environment free from unlawful discrimination or workplace harassment based on or because of an 
employee’s protected class status. Additionally, the state of Oregon provides a work environment free from 
sexual harassment. Employees at every level of the organization, including state temporary employees and 
volunteers, must conduct themselves in a business-like and professional manner at all times and not engage 
in any form of discrimination, workplace harassment or sexual harassment. 

 
(b) Higher Standard.  Managers/supervisors are held to a higher standard and are expected to take a proactive 

stance to ensure the integrity of the work environment.  Managers/supervisors must exercise reasonable care 
to prevent and promptly correct any discrimination, workplace harassment or sexual harassment they know 
about or should know about. 

 
(c) Reporting. Anyone who is subject to or aware of what he or she believes to be discrimination, workplace 

harassment, or sexual harassment should report that behavior to the employee’s immediate supervisor, 
another manager, or the agency, board, or commission Human Resource section, Executive Director, or chair, 
as applicable.  A report of discrimination, workplace harassment or sexual harassment is considered a 
complaint. A supervisor or manager receiving a complaint should promptly notify the Human Resource 
section,  Executive Director, or chair, as applicable.   

 
(A) A complaint may be made orally or in writing.     
 
(B) A complaint must be filed within one year of the occurrence. 

 
(C) An oral or written complaint should contain the following: 

 
(i) the name of the person filing the report; 
 
(ii)  the name of the complainant;  

 
(iii) the names of all parties involved, including witnesses;  

 
(iv) a specific and detailed description of the conduct or action that the employee believes is 

discriminatory or harassing; 
 

(v)  the date or time period in which the alleged conduct occurred; and 
 

(vi) a description of the remedy the employee desires. 
 

(d) Other Reporting Options.   Nothing in this policy prevents any person from filing a formal grievance in 
accordance with a CBA, or a formal complaint with the Bureau of Labor and Industries (BOLI) or the Equal 
Employment Opportunity Commission (EEOC) or if applicable, the United States Department of Labor 
(USDOL) Civil Rights Center.  However, some CBAs require an employee to choose between the complaint 
procedure outlined in the CBA and filing a BOLI or EEOC complaint.  

 
(e) Filing a Report with the USDOL Civil Rights Center.  An employee whose position is funded by the 

Oregon Workforce Investment Act (WIA), such as employees of the Oregon Workforce One-stop 
System, may file a complaint under the WIA, Methods of Administration (MOA) with the State of 
Oregon WIA, MOA Equal Opportunity Officer or directly through the USDOL, Civil Rights Center.  The 
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complaint must be written, signed and filed within 180 days of when the alleged discrimination or 
harassment occurred.   

   
(f) Investigation. The agency, board, or commission Human Resource section, Executive Director, or chair, as 

applicable, will coordinate and conduct or delegate responsibility for coordinating and conducting an 
investigation.   

 
(A) All complaints will be taken seriously and an investigation will be initiated as quickly as possible. 
 
(B) The agency, board or commission may need to take steps to ensure employees are protected from further 

potential discrimination or harassment.   
 

(C) Complaints will be dealt with in a discreet and confidential manner, to the extent possible. 
 

(D) All parties are expected to cooperate with the investigation and keep information regarding the 
investigation confidential.  
 

(E) The agency, board or commission will notify the accused and all witnesses that retaliating against a 
person for making a report of discrimination, workplace harassment or sexual harassment will not be 
tolerated. 

 
(F) The agency, board or commission will notify the complainant and the accused when the investigation is 

concluded. 
 

(G) Immediate and appropriate action will be taken if a complaint is substantiated. 
  

(H) The agency, board or commission will inform the complainant if any part of a complaint is substantiated 
and that action has been taken.  The complainant will not be given the specifics of the action. 
 

(I) The complainant and the accused will be notified by the agency, board or commission if a complaint is not 
substantiated. 

 
(g) Penalties.  Conduct in violation of this policy will not be tolerated.   

   
(A) Employees engaging in conduct in violation of this policy may be subject to disciplinary action up to and 

including dismissal. 
 

(B) State temporary employees and volunteers who engage in conduct in violation of this policy may be 
subject to termination of their working or volunteer relationship with the agency, board or commission.  
 

(C) An agency, board or commission may be liable for discrimination, workplace harassment or sexual 
harassment if it knows of or should know of conduct in violation of this policy and fails to take prompt, 
appropriate action.   
 

(D) Managers and supervisors who know or should know of conduct in violation of this policy and who fail to 
report such behavior or fail to take prompt, appropriate action may be subject to disciplinary action up to 
and including dismissal. 
 

(E) An employee who engages in harassment of other employees while away from the workplace and outside 
of working hours may be subject to the provisions of this policy if that conduct has a negative impact on 
the work environment and/or working relationships. 
 

(F) If a complaint involves the conduct of a contracted employee or a contractor, the agency, board, or 
commission Human Resource section, Executive Director, chair, or designee must inform the contractor 
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of the problem behavior and require prompt, appropriate action. 
 

(G) If a complaint involves the conduct of a client, customer, or visitor, the agency, board or commission 
should follow its own internal procedures and take prompt, appropriate action. 

  
(h) Retaliation.  This policy prohibits retaliation against employees who file a complaint, participate in an 

investigation, or report observing discrimination, workplace harassment or sexual harassment. 
 

(A) Employees who believe they have been retaliated against because they filed a complaint, participated in 
an investigation, or reported observing discrimination, workplace harassment or sexual harassment, 
should report this behavior to the employee’s supervisor, another manager,  the Human Resource 
section,  the Executive Director, or the chair, as applicable.  Complaints of retaliation will be investigated 
promptly. 

 
(B) Employees who violate this policy by retaliating against others may be subject to disciplinary action, up to 

and including dismissal. 
 
(C) State temporary employees and volunteers who retaliate against others may be subject to termination of 

their working or volunteer relationship with the agency, board or commission.  
   

(i) Policy Notification.  All employees including state temporary employees and volunteers shall: 

(A) be given a copy or the location of Statewide Policy 50.010.01, Discrimination and Harassment Free 
Workplace;  

(B) be given directions to read the policy; 

(C) be provided an opportunity to ask questions and have their questions answered; and 

(D) sign an acknowledgement indicating the employee read the policy and had the opportunity to ask 
questions. 

(i) Signed acknowledgements are kept on file at the agency, board or commission. 

 

 
 
(1) Performance Measure: Percent of employees informed of Policy 50.010.01, prohibited behavior and 

reporting procedures. 
  
      Performance Standard: 100%        
  
(2) Performance Measure: Percent of complaints where prompt, appropriate action is taken following 

investigation of a substantiated complaint. 
 

Performance Standard: 100% 
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SUBJECT: Maintaining a Professional Workplace NUMBER:   50.010.03  
 

DIVISION: Human Resource Services Division EFFECTIVE DATE:   08/27/07 
 

 
APPROVED: Signature on file with the Human Resource Services Division 

 

 
POLICY 
STATEMENT: 

It is the policy of the State of Oregon to create and maintain a work environment 
that is respectful, professional and free from inappropriate workplace behavior.  

  
AUTHORITY: ORS 240.145 and ORS 240.250 
  
APPLICABILITY: All employees, including state temporary employees  
  
ATTACHMENTS: N/A 
  
DEFINITIONS:  

See also HRSD State Policy 10.000.01, Definitions; and OAR 105-010-0000 
 
Agency:  Refers to state agencies, boards and commissions 
 
Professional Workplace Behavior:  Supporting the values and mission of the State of 
Oregon and the agency, building positive relationships with others, communicating in a 
respectful manner, holding oneself accountable and pursuing change within the 
system. 
 
Inappropriate Workplace Behavior:  Unwelcome or unwanted conduct or behavior 
that causes a negative impact or disruption to the workplace or the business of the 
state, or results in the erosion of employee morale and is not associated with an 
employee’s protected class status. 
 

Examples of inappropriate workplace behavior include but are not limited to, 
comments or behaviors of an individual or group that disparage, demean or show 
disrespect for another employee, a manager, a subordinate, a customer, a contractor 
or a visitor in the workplace. 

 
Inappropriate workplace behavior does not include actions of performance 
management such as supervisor instructions, expectations or feedback, 
administering of disciplinary actions, or investigatory meetings.   
 
Inappropriate workplace behavior does not include assigned, requested or unsolicited 
constructive peer feedback on projects or work. 

 
Protected Class Under Federal Law:  Race; color; national origin; sex (includes 
pregnancy-related conditions); religion; age (40 and older); disability; a person who 
uses leave covered by the Federal Family and Medical Leave Act; a person who uses 
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Military Leave; a person who associates with a protected class; a person who opposes 
unlawful employment practices, files a complaint or testifies about violations or possible 
violations; and any other protected class as defined by federal law. 
 
Protected Class Under Oregon State Law:  All Federally protected classes, plus:  
age (18 and older); physical or mental disability; injured worker; a person who uses 
leave covered by the Oregon Family Leave Act; marital status; family relationship; 
sexual orientation; whistleblower; expunged juvenile record; and any other protected 
class as defined by state law.   

  
POLICY  
 
(1) It is the policy of the State of Oregon to create and maintain a work environment that is respectful, 

professional and free from inappropriate workplace behavior.  
 

(a) Conduct  Employees at every level of the agency should foster an environment that encourages 
professionalism and discourages disrespectful behavior.  All employees are expected to behave 
respectfully and professionally and refrain from engaging in inappropriate workplace behavior.   

 
(b) Addressing Inappropriate Workplace Behavior    

(A) Supervisors must address inappropriate behavior that they observe or experience and should do 
so as close to the time of the occurrence as possible and appropriate.   

(B) If an employee observes or experiences inappropriate workplace behavior and the employee feels 
comfortable in doing so, they should:  

(i) redirect inappropriate conversations or behavior to workplace business; and/or 

(ii) tell an offending employee his/her behavior is offensive and ask him/her to stop. 
 

(c) Reporting Inappropriate Workplace Behavior   
(A) An employee should report inappropriate workplace behavior he/she experiences or observes to 

his/her immediate supervisor as soon as practicable.  If the employee’s immediate supervisor is 
the one engaging in the inappropriate behavior, the employee should report the behavior to upper 
management, the agency head or Human Resource section, as soon as practicable.  The report 
may be made orally or in writing. 

(B) If past practice exists in the agency, an employee who is represented by a labor union may have 
a union representative present during regular work hours, when reporting inappropriate workplace 
behavior and through the process set forth in this policy.  The union representative must not be a 
witness or party to the investigation.  

(C) Reporting behavior or conduct directed toward an employee because of his/her protected class 
status is addressed in DAS Statewide Policy 50.010.01, Discrimination and Harassment Free 
Workplace. 

 

(d) Responding to a Report of Inappropriate Workplace Behavior  Inappropriate workplace behavior 
must be addressed and corrected before it becomes pervasive, causes further workplace disruption 
or lowers employee morale.  Unless the agency decides otherwise, the supervisor of the employee 
allegedly engaging in the inappropriate workplace behavior must investigate the report as soon as 
possible.  
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(e) Consequences 
(A) Any employee found to have engaged in inappropriate workplace behavior, will be counseled, or, 

depending on the severity of the behavior, may be subject to discipline, up to and including 
dismissal. 

(B) A supervisor who fails to address inappropriate behavior, will be counseled, or, depending on the 
severity of the behavior, may be subject to disciplinary action, up to and including dismissal. 

(f) Retaliation Retaliating against someone for reporting or addressing inappropriate workplace 
behavior is prohibited.  The agency will investigate reports of retaliation.  Any employee found to have 
engaged in retaliation may be subject to discipline, up to and including dismissal.   
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105-040-0015  

Veteran's Preference in Employment 

Applicability: Recruitment and selection processes for all State of Oregon positions in agencies subject to ORS 240, 
State Personnel Relations Law, including but not limited to promotional opportunities.  

(1) Definitions: (See also HRSD Rule 105-010-0000 Definitions Applicable Generally to Personnel Rules and 
Policies.)  

(a) Initial Application Screening: An agency’s process of determining whether an applicant meets the minimum and 
special qualifications for a position. An Initial Application Screening may also include an evaluation of skills or grading 
of supplemental test questions if required on the recruiting announcement.  

(b) Application Examination: The selection process utilized by an agency after Initial Application Screening. This 
selection process includes, but is not limited to, formal testing or other assessments resulting in a score as well as 
un-scored examinations such as interviews and reference checks.  

(c) Veteran and Disabled Veteran: As defined by ORS 408.225 and 408.235.  

(2) Application of preference points upon Initial Application Screening: Qualifying Veterans and Disabled Veterans 
receive preference points as follows;  

(a) Five Veteran’s Preference points are added upon Initial Application Screening when an applicant submits as 
verification of eligibility a copy of the Certificate of Release or Discharge from Active Duty (DD Form 214 or 215), or a 
letter from the US Department of Veteran’s Affairs indicating the applicant receives a non-service connected pension 
with the State of Oregon Application; or  

(b) Ten Disabled Veteran’s points are added upon Initial Application Screening when an applicant submits as 
verification of eligibility a copy of the Certificate of Release or Discharge from Active Duty (DD Form 214 or 215) with 
the State of Oregon Application. Disabled Veterans must also submit a copy of their Veteran’s disability preference 
letter from the US Department of Veteran Affairs, unless the information is included in the DD Form 214 or 215.  

(c) Veteran’s and Disabled Veteran’s preference points are not added when a Veteran or Disabled Veteran fails to 
meet the minimum or the special qualifications for a position.  

(3) Following an Initial Application Screening the agency generates a list of qualified applicants to consider for 
Appointment. An Appointing Authority or designee may then:  

(a) Determine whether or not to interview all applicants who meet the minimum and special qualifications of the 
position (including all Veterans and Disabled Veterans); or  

(b) Select a group of Veteran and Disabled Veteran applicants who most closely match the agency’s purposes in 
filling the position. This group of applicants may be considered along with non-veteran applicants who closely match 
the purposes of the agency in filling the position as determined by:  

(A) Scored Application Examinations (including scored interviews): If an agency utilizes, after an Initial Application 
Screening, a scored Application Examination to determine whom to consider further for Appointment, the agency will 
add (based on a 100-point scale) five points to a Veteran’s score or 10 points to a Disabled Veteran’s score or;  

(B) Un-scored Application Examinations: Un-scored Application Examinations done by sorting into levels (such as 
“unsatisfactory,” “satisfactory,” “excellent”) based on desired attributes or other criteria for further consideration will be 
accomplished by:  

(i) Advancing the application of a Veteran one level;  
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(ii) Advancing an application of a Disabled Veteran two levels.  

(4) Preference in un-scored interviews: A Veteran or Disabled Veteran who, in the judgment of the Appointing 
Authority or designee, meets all or substantially all of the agency’s purposes in filling the position will continue to be 
considered for Appointment.  

(5) If a Veteran or Disabled Veteran has been determined to be equal to the top applicant or applicants for a position 
by the Appointing Authority or designee then the Veteran or Disabled Veteran is ranked more highly than non-veteran 
applicants and, a Disabled Veteran is ranked more highly than non-veteran and Veteran applicants.  

(6) Preference described in Sections 2 through 5 of this rule is not a requirement to appoint a Veteran or Disabled 
Veteran to a position. An agency may base a decision not to appoint the Veteran or Disabled Veteran solely on the 
Veteran’s or Disabled Veteran’s merits or qualifications.  

(7) A Veteran or a Disabled Veteran applicant not appointed to a position may request an explanation from the 
agency. The request must be in writing and be sent within 30 calendar days of the date the Veteran or Disabled 
Veteran was notified that they were not selected. The agency will respond in writing with the reasons for not 
appointing the Veteran or Disabled Veteran.  

[ED. NOTE: Forms referenced are available from the agency.]  

Stat. Auth: ORS 240.145(3) & 240.250 
Stats. Implemented: ORS 408.225, 408.230 & 408.235 
Hist.: HRSD 3-2007(Temp), f. & cert ef. 9-5-07 thru 3-3-08; HRSD 1-2008, f. 2-27-08, cert. ef. 3-1-08; HRSD 3-2009, 
f. 12-30-09, cert. ef. 1-1-10  

 



























































A Summary of Protected Classifications 

 
FEDERAL LAW OREGON LAW 

TITLE VII OF CIVIL RIGHTS ACT OF 1964 
Federal laws apply when an employer has 15 or more 
employees (except where noted) 

OREGON REVISED STATUTES CHAPTER 659A 
State laws apply when an employer has 1 or more 
employees (except where noted) 

Race 
Color 
National Origin 
Sex (includes pregnancy-related conditions) 
Religion 
Retaliation  
Association with Protected Class 
Genetic Information (under Genetic Information  
Nondiscrimination Act) 

Race 
Color 
National Origin 
Sex (includes pregnancy-related conditions) 
Religion 
Retaliation  
Association with Protected Class  
Prohibition on Genetic Screening and Brain-wave  
Testing 

AGE DISCRIMINATION IN EMPLOYMENT ACT OF 1967 OREGON REVISED STATUTES CHAPTER 659A 
Age  (40 and older in companies with 20+  
employees)  

Age (18 and older) 

Uniformed Services Employment and Reemployment 
Rights Act of 1994 and the Vietnam Era Veterans 
Readjustment Assistance Act of 1974 (all employers) 

Members of the Uniformed Services (ORS 659A.082) 
Taking leave to Serve in State-organized Militia (ORS 
 399.065) 

Veteran Status 
Leave to Serve in the Military  
Veterans Preference in Hiring and Promotion (Public 
Employers)  

Veteran Status 
Leave to Serve in State-organized Militia 
Veterans’ Preference in Hiring and Promotion (Public 
Employers) 

AMERICANS WITH DISABILITIES ACT OF 1990 OREGON REVISED STATUTES CHAPTER 659A 
Physical or Mental Disability  Physical or Mental Disability (in companies with 6+  

employees) 

Family and Medical Leave  Act of 1993 (in companies 
with 50+ employees) 

Oregon Family Leave Act (in companies with 25+ 
employees) 

Protected leave for: 

 Serious health condition of employee 
(including pregnancy-related conditions) 

 Serious health condition of employee’s family 
Member (includes spouse, parent, biological or 
adopted or foster child) 

 Parental leave for birth or placement of 
newborn, adopted or newly-placed foster child 

 

Protected leave for: 

 Serious health condition of employee 
(including pregnancy-related conditions) 

 Serious health condition of employee’s family 
Member (includes spouse, parent, biological or 
adopted or foster child, parent-in-law, 
grandparent, grandchild, same-sex domestic 
partner and parent or child of same-sex 
domestic partner) 

 Parental leave for birth or placement of 
newborn, adopted or newly-placed foster child 

 Non-serious health condition of a child 
requiring home care 

Leave by Spouse, Son, Daughter or Parent of a Covered 
Military Service Member on active duty or call to active 
duty status for a qualifying exigency  

Leave by Spouse or Same-sex Domestic Partner of 
Member of the Armed Forces prior to or during leave 
from deployment (under the Oregon Military Family 
Leave Act, ORS 659A.090 to 659A.099 in companies 
with 25+ employees) 

Leave by Parent, Spouse or Child of  Next of Kin to care 
for a seriously ill or injured service member or veteran 
(26 weeks) 

 



 

 
ADDITIONAL CLASSES PROTECTED BY OREGON LAW 

OREGON REVISED STATUTES CHAPTER 659A  (Except where noted, laws apply when an employer has 1 or more 
employees) 

Access to Employer-owned Housing 
Credit Records or Credit History 
Expunged Juvenile Record 
Injured Workers (in companies with 6+ employees) 
Lawful Use of Tobacco Products on off-duty hours 
Leave to Donate Bone Marrow 
Leave to Serve in the State Legislature (ORS 171.120-125) 
Limits on Breathalyzer and Blood Alcohol Testing  
Marital Status 
Medical Release as a Condition of Continued Employment 
Opposition to Health or Safety Conditions (ORS 654.062(5)(a)) 
Prohibition on Employer Requiring Medical Release unless Employer Pays Out-of-Pocket Costs (ORS 659A.306) 
Prohibition on Polygraph Exams  
Family Relationship 
Right to File a Lawsuit, Testify in Criminal or Civil Proceedings or Report Criminal Activities 
Right to Report Health Care Violations 
Right to Testify at Employment Division Hearings 
Right to Testify Before the State Legislature 
Sexual Orientation and Gender Identity 
Victims of Domestic Violence, Harassment, Sexual Assault or Stalking, including Leave Provisions 

 

Revised November 8, 2012 
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