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NINETY-FOURTH GENERAL ASSEMBLY
STATE CAPITOL

A 500 WOODLANE STREET, SUITE 350
0/ LITTLE ROCK, ARKANSAS 72201-1089
(501) 682-7771

MATTHEW J. SHEPHERD, SPEAKER

MEMORANDUM

TO: Arkansas Legislative Council
o
FROM: Representative Matthew J. Shepherd, Speaker of the House
DATE: August 15,2024
SUBJECT: Equal Employment Opportunity Policy of the Arkansas House of

Representatives - Filed in Compliance with A.C.A. 21-3-101

LR RS AR R R R R R R R R R R Y LR I

In compliance with the provisions of A.C.A. 21-3-101, I, herewith, submit the attached Equal
Employment Opportunity Policy of the Arkansas House of Representatives.



A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template
Department /Agency / Institution Name:

Contact Name: Sherri Stacks
Contact Phone: 501-682-7771
Contact Email: sherri.stacks@arkansashouse.org

Date of Submission: August 15, 2024

Please attach a copy of the program or policy as required by Arkansas Code
§21-3-101.

Have any changes been made to the program or policy since your last
submission? If so, please explain the changes and provide a copy of the revised
policy.

Please provide the information below as it relates to the agency or institution’s
current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage

American Indian %
Asian Pacific
Islander %
Black/Not
Hispanic 5 2 7 30%
Hispanic 1 1 4%
White/Not
Hispanic 10 5 15 66%

Total 15 8 23 100%




D. EQUAL EMPLOYMENT OPPORTUNITY

It is the continuing policy of the House of Representatives to ensure equal employment opportunity
in all personnel actions taken. Our policy is stated as follows:

1. Recruiting, hiring, training, and promoting for all jobs will be without regard to race,
religion, color, national origin, sex, veteran status, age, medical condition, or genetic
information, and will conform with all applicable laws and regulations.

2. Decisions on employment will be based solely on the individual's qualifications for the
position being filled.
3. Any promotional decisions will be based solely on the individual's qualifications as related

to the requirements of the position for which the individual is being considered.

4, All other personnel actions, such as compensation, benefits, transfers, terminations, and
layoffs, returnt from layoff, and training programs will be administered without regard to
race, religion, color, national origin, sex, veteran status, age, medical condition, or genetic
information.

5. The House of Representatives will treat all employees with respect and dignity and will
provide an environment free of harassment of any kind.

The Chief of Staff is responsible for this policy and for the necessary reporting and monitoring
procedures associated with it. Any complaints should be directed to his attention. This policy may
be periodically reviewed.






A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department / Agency / Institution Name: Arkansas Senate 0005
Contact Name: Ann Cornwell/Tamara Lewis

Contact Phone: 501-682-5951 or 501-682-5952

Contact Email: Ann.Cornwell@senate.ar.gov

Date of Submission: 6/10/2024

Please attach a copy of the program or policy as required by Arkansas
Code §21-3-101.

Have any changes been made to the program or policy since your last
submission? If so, please explain the changes and provide a copy of the revised
policy.

Please provide the information below as it relates to the agency or institution’s
current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian %
Asian Pacific
Islander %
Black/Not
Hispanic 3 1 4 29%
Hispanic %
White/Not
Hispanic 6 4 10 71%
Total 9 5 14 100%







Arkansas Legislative Audit
Equal Employment Opportunity in Hiring
June 30, 2024

Arkansas Legislative Audit (ALA) does not discriminate on the basis of race, color, national origin, sex,
religion, age, disability, or political affiliation in employment. To provide equal employment opportunity
in hiring, ALA provides an employment application template on its website, which can be completed by

anyone from across the State. The application is located at https://www.arklegaudit.gov/employment.

ALA advertises open positions on its website, on other public websites (e.g., LinkedIn and Handshake),
with various public and private universities, and through speaking engagements within the College of
Business at public and private universities. ALA recruits future college graduates, who will have 120
credit hours and be eligible to sit for the CPA exam, by attending “meet the firm” events sponsored by
colleges, universities, and professional organizations across the State; many of these events include

higher education institutions with significant minority student populations.



Arkansas Legislative Audit
Equal Employment Hiring Program
Gender and Ethnic Makeup
as of June 30, 2024

Female Male Total
Ethnic Origin Employees Employees Employees Percentage
American Indian/Alaskan - 1 1 0.39%
Black/Not Hispanic origin 12 3 15 5.84%
Hispanic - 3 3 1.17%
White/Not Hispanic origin 136 102 238 92.61%

Total 148 109 257







A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department /Agency / Institution Name: Bureau of Legislative Research

Contact Name:
Contact Phone:

Contact Email:

501-537-9176

Date of Submission: 08/12/2024

Please attach a copy of the program or policy as required by Arkansas Code

§21-3-101.

Andrea L. Barksdale

barksdalea@blr.arkansas.gov

Have any changes been made to the program or policy since your last

submission? If so, please explain the changes and provide a copy of the revised

policy. No, there have not been in changes.

Please provide the information below as it relates to the agency or institution’s

current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian 0 0 0 0%
Asian Pacific
Islander 2 0 2 1.80%
Black/Not
Hispanic 15 3 18 16.22%
Hispanic 2 3 5 4.50%
White/Not
Hispanic 53 33 86 77.48%
Total 72 39 111 100%




Marty Garrity, Director

STATE OF ARKANSAS _ ) .
Kevin Anderson, Assistant Director
BUREAU OF for Fiscal Services

LEGISLATIVE RESEARCH oo i e

Jessica Whittaker, Assistant Director
for Research Services

Eric Sanders, Assistant Director
for Information Technology Services

August 12, 2024
Dear Mr. Robinson,

This report is being filed under Arkansas Code § 21-3-101, concerning equal employment hiring. The equal employment
opportunity policy for the Bureau of Legislative Research reads as follows:

The Bureau does not discriminate in employment opportunities or practices on the basis of race, color, religion,
sex, national origin, age, disability, genetic information, or any other characteristic protected by applicable
federal, state, or local law. This policy governs all aspects of employment, including job assignment,
compensation, discipline, termination, and access to benefits.

Any employee with questions or concerns about this policy or any type of discrimination in the workplace is
encouraged to bring those questions or concerns to the attention of his or her immediate supervisor, appropriate
division head, or the Director. Any employee may raise a question or concern or report a matter or incident under
this section, in accordance with the grievance procedure at Section 3.13.b., without fear of retaliation.

The Bureau complies with the requirements of Title VIl of the federal Civil Rights Act of 1964 and its
amendments, the Age Discrimination in Employment Act of 1967 (ADEA), the Americans with Disabilities Act of
1990 and the ADA Amendments Act of 2008 (collectively, the ADA), the Pregnant Worker’s Fairness Act (PWFA)
of 2023, Title Il of the Genetic Information Nondiscrimination Act of 2008 (GINA), the Arkansas Civil Rights Act,
Ark. Code Ann. § 21-12-103, and all other applicable federal and state antidiscrimination laws. Under the
Arkansas Civif Rights Act, discrimination by any officer or employee of the state based upon race, creed, religion,
national origin, age, sex, or gender constitutes grounds for dismissal.

The advertising of employment opportunities to the public has been through the Department of Transformation and
Shared Services state jobs website. The hiring of temporary session employees is another avenue that the Bureau
utilizes to recruit potential employees.

Sincerely,

e~ —

Marty Garrity
Director

One Capitol Mall, 5th Floor, Little Rock, AR 72201 | Phone: (501) 682-1937




State of Arkansas

COURT OF APPEALS
Justice Building (501) 682-7465
625 Marshall Fax: (501) 682-7974
Little Rock, Arkansas 72201 email: anne.solomon@arcourts.gov
Anne Solomon
Chief Staff Attorney
June 10, 2024
TO: Tony Robinson, Personnel Administrator

State of Arkansas, Bureau of Legislative R esearch
RE: Reporting requirements of Ark. Code Ann. § 21-3-101
Dear Mr. Robinson:

The Arkansas Court of Appeals has received the Bureau of Legislative Research’s
request to complete Equal Employment Hiring Program reporting in accordance with
Arkansas Code Annotated section 21-3-101. This statute requires every constitutional
officer as defined in Arkansas Constitution, Amendment 56, § 1 to adopt an equal
employment hiring program and report its efforts to the Legislative Council. Amendment
56, § 1 in turn lists the state agencies that comprise the Executive Branch of government:
Governor, Lieutenant Governor, Secretary of State, Treasurer of State, Auditor of State,
Attorney General, and Commission of State Land.

Because the Arkansas Court of Appeals is part of the Judicial Branch and is not
included in the executive agencies defined by Amendment 56, we have determined that
Arkansas Code Annotated section 21-3-101 does not apply to the Court. Therefore, the
Court of Appeals respectfully declines to submit the reports envisioned by the statute.

Best regards,

(Wi ST~

Anne Solomon






“Supporting Courts,
Ensuring Justice”

A DMINISTRATIVE O FFICE OF THE COUR 1S
JUSTICE BUILDING

625 MARSHALL STREET
SUITE 1100

LITTLE ROCK, AR 72201

SAMUEL KAUFFMAN, DIRECTOR OF FINANCE AND ADMINISTRATION

August 29, 2024

TO: Rachel Barnes
Bureau of Legislative Research

RE: Reporting requirements of Ark. Code Ann. § 21-3-101

Dear Ms. Barnes:

The Administrative Office of the Courts (AOC) has received the Bureau of Legislative Research’s
request to complete Equal Employment Hiring Program reporting in accordance with Arkansas
Code Annotated section 21-3-101. This statute requires every constitutional officer as defined in
Arkansas Constitution, Amendment 56, § 1 to adopt an equal employment hiring program and
report its efforts to the Legislative Council. Amendment 56, § 1 in turn lists the state agencies that
comprise the Executive Branch: Governor, Lieutenant Governor, Secretary of State, Treasurer of
State, Auditor of State, Attorney General, and Commissioner of State Land.

Because the AOC is part of the Judicial Branch and is not included in the executive agencies
defined by Amendment 56, we have determined that Arkansas Code Annotated § 21-3-101 does
not apply to the AOC. Therefore, the AOC respectfully declines to submit the reports envisioned
by the statute.

Best,

P

Samuel Kauffman






A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department /Agency / Institution Name: Office of the Prosecutor Coordinator
Contact Name: Tracy Torrence

Contact Phone: 501-682-3682

Contact Email: tracy.torrence@arkansas.gov

Date of Submission: 9-9-2024

Please attach a copy of the program or policy as required by Arkansas Code
§21-3-101.

Have any changes been made to the program or policy since your last
submission? If so, please explain the changes and provide a copy of the revised
policy. No Changes.

Please provide the information below as it relates to the agency or institution’s
current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian %
Asian Pacific
Islander %
Black/Not
Hispanic 1 1 1%
Hispanic %
White/Not
Hispanic 8 7 15 99%
Total 9 7 16 100%




Office of the Prosecutor Coordinator

Prosecution Coordination Commission
Equal Employment Hiring Policy

APPLICABILITY. This policy applies to the Prosecutor Coordinator’s Office (PCO) and the
Prosecution Coordination Commission (PCC) employees.

POLICY. The PCO and PCC are equal opportunity employers providing equal employment
opportunities without regard to race, color, gender, creed, religion, age, genetic
information, national origin, disability or other biases prohibited by State or Federal law.
This commitment is supported by practical good faith efforts to implement and maintain a
policy and practice of employing minority group members, women, and members of other
protected classes, on a non-discriminatory basis. This policy and practice relates to all
phases of employment, including, but not limited to recruiting, hiring, placement,
promotion, transfer, layoff, recall, termination, rates of pay or other forms of compensation,
training, use of facilities and participation in PCO/PCC-sponsored employee activities and
programs. The PCO and PCC desire to employ individuals who are dependable, sincerely
interested in serving the agency mission, and who can handle agency matters in a
professional manner. PCO and PCC will comply with the non-discrimination provision of all
applicable State and Federal regulations and all personnel actions will be carried out on a
non-discriminatory basis. The following types of discrimination are prohibited by law: age,
disability, equal pay/compensation, genetic information, harassment, national origin,
pregnancy, race/color, religion, retaliation, sex, and sexual harassment.

GUIDELINES.

A. Information Dissemination. Supervisors and managers are responsible for implementing
and administering this policy, applying these principles in good faith for meaningful
progress in the employment of minorities, women and members of other protected
classes. Following are some ways in which the PCO and PCC Equal Employment
Opportunity (EEO) policy statement will be communicated:

1. The policy statement will be referenced in all issues of employment handbook.
2. Job openings will be posted on the Arkansas Government Jobs wed site, and PCO’s
social media sites when deemed appropriate.

B. Additional information about federal employment law is summarized on the posters
titled: “Equal Employment Opportunity is the Law”, “Your Rights” at the PCO office.

C. Implementing and administering the EEO Program/Affirmative Action Plan.

1. PCO supervisors must monitor employment trends.

2. PCO supervisors will confer to understand and meet EEQ/Affirmative Action
Program responsibilities.

3. Special attention will be given to recruiting efforts for positions that are difficult to
fill and/or have an under representation of minorities and women.



4. Increased emphasis will be given to seeking and encouraging applicants from
minority groups where such applicants with the necessary qualification or potentials
are available.

5. Supervisors are encouraged to employ qualified minority group individuals in
available positions.

6. Supervisors will ensure minority group employees receive equal consideration
whenever promotional or incentive opportunities occur.

D. Hiring, Placement, Promotions, Lay-off, Recall, Retention, Termination. The PCO and PCC
recognizes that to accomplish the long-range objectives of this EEO/Affirmative Action
Program, action must be taken to ensure that job opportunities of all kinds are made
available to members of minority groups and communities and that qualified members
of minority groups should be offered positions on the same basis as all other applicants
or employees. To assure achievement, employment practices will be reviewed
periodically.

E. Compensation. All employees will receive compensation in accordance with the same
standards. Opportunities for performing overtime work or otherwise earning increased
compensation, when available, will be afforded to all qualified employees.






SRR

Supreme Qourt of Arkansas

JOHN DAN KEMP JUSTICE BUILDING PHONE (501) 682-68723
FAX (SO1) 6834006
CHEE SISTER 625 MARSHALL STREET EMAIL john.dan kemp@arcourts.gov

LITTLE ROCK, ARKANSAS 7220l

August 12, 2024

Tony Robinson

Personnel Administrator
Bureau of Legislative Research
State Capitol, Room 315

Little Rock, AR 72201

RE:  Arkansas Code § 21-3-101 Request
Dear Mr. Robinson:

[ have been made aware of your email dated August 1, 2024, concerning A.C.A. §
21-3-101 Equal Employment Hiring Program Reporting for Arkansas Legislative Council
addressed to “Constitutional Officers, Department Secretaries, Agency Directors,
Presidents and Chancellors.” In the email, you request the annual reporting of equal-
employment data pursuant to Arkansas Code Annotated section 21-3-101., While the court
is firmly committed to the goals identified in that statute and to a policy of equal-
employment opportunities for all, it appears that the reporting requirements of section 21-
3-101 have no applicability to judicial branch agencies or officers.

Sincerely,

Dan Kemp

JDK:mlf






A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Governor’s Office and Mansion:

Contact Name: Rhoda Classen

Contact Phone: 501-319-6551

Contact Email: tss.hr@arkansas.gov

Date of Submission: August 23, 2024

Please attach a copy of the program or policy as required by Arkansas Code §21-

3-101.

Have any changes been made to the program or policy since your last

submission? If so, please explain the changes and provide a copy of the revised

policy.

Please provide the information below as it relates to the agency or institution’s

current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian 0 0 0 0%
Asian Pacific
Islander 0 0 0 0%
Black/Not
Hispanic 2 4 6 12.5%
Hispanic 0 1 1 2.08%
White/Not
Hispanic 22 19 41 85.42%
Total 24 24 48 100%




Department of Transformation and Shared Services
Office of Personnel Management

Policy Title: Equal Employment Opportunity

Policy Number: 17

Authority: Title VIl of the Civil Rights Act of 1964; Ark. Code Ann. § 21-3-101; § 21-3-203 and § 21-12-103
Effective Date: July 28, 2021

The State of Arkansas does not discriminate in access to employment opportunities or in employment or
practices on the basis of race, color, religion, sex, national origin, age, disability, or genetic information.

Every department must adopt and pursue a comprehensive equal employment hiring program designed to
achieve a goal of increasing the percentage of minority employees within the department to a level that
approximates the percentage of minorities in the state’s population. Departments shall report to the Legislative
Council on June 30 of each year stating its efforts to achieve its equal employment hiring program goal.

Departments should establish a process for investigating allegations of discrimination and/or harassment.
Departments shall include in their personnel manual a statement that discrimination by an employee is grounds
for dismissal. When it is determined by any court of law that an employee is guilty of discrimination, such
determination is grounds for dismissal from employment.

. Age (Age Discrimination in Employment Act)

The law protects individuals who are at least forty (40) years of age or older. A department is prohibited from
limiting, segregating, or classifying employees in any way which would deprive or tend to deprive any individual
of employment opportunities or otherwise adversely affect his or her status as an employee and a department
cannot reduce an employee’s rate of pay because of age.

An agency may take adverse personnel actions against an employee if age is a bona fide occupational
qualification, reasonably necessary to the normal operations of a particular job, or where the differentiation is
based on factors other than age.

An employee may be subject to compulsory retirement if the employee:
Is sixty-five (65) years of age;
2. For the two-year period immediately before retirement is employed in a bona fide executive or high
policy-making position; and
3. Is entitled to an immediate non-forfeitable annual retirement benefit from pension, savings, or deferred
compensation plan, or any combination of such plans which is an aggregate of at least forty-four
thousand dollars ($44,000).

Il. Disability (Americans with Disabilities Act)

Disability discrimination is when a department does one of the following:

1. Treats a qualified individual with a disability who is an employee or applicant unfavorably because
he/she has a disability;

2. Treats an applicant or employee less favorably because he/she has a history of a disability (such as
cancer that is controlled or in remission), or

3. Treats an applicant or employee less favorably because he/she is believed to have a physical or mental
impairment that is not transitory (lasting or expected to last six months or less) and minor (even if
he/she does not have such an impairment).

Replaces: 7/1/2020; 5/14/2019; 7/25/2017; 7/1/2017 1|Page



Department of Transformation and Shared Services
Office of Personnel Management

Policy Title: Equal Employment Opportunity

Policy Number: 17

Authority: Title VIl of the Civil Rights Act of 1964; Ark. Code Ann. § 21-3-101; § 21-3-203 and § 21-12-103
Effective Date: July 28, 2021

The law also protects people from discrimination based on their relationship with a person with a disability
(even if they do not themselves have a disability). For example, it is illegal to discriminate against an employee
because their spouse has a disability. The law requires an employer to provide reasonable accommodation to
an employee or job applicant with a disability, unless doing so would cause significant difficulty or expense for
the employer ("undue hardship").

Ill.  Equal pay/compensation (Equal Pay Act and Lilly Ledbetter Fair Pay Act)

The Equal Pay Act (EPA) prohibits sex-based wage discrimination between men and women in the same
establishment who perform jobs that require substantially equal skill, effort, and responsibility under similar
working conditions. The jobs need not be identical, but they must be substantially equal. Wages can include
more than just hourly or annual pay. An employer cannot lower the wages of some employees to make wages
equal.

Compensation differences based on race, color, religion, national origin, age, disability, genetic information,
and/or retaliation also violate law.

IV. Genetic information (Genetic Information Nondiscrimination Act)

Genetic information includes information about an individual’s genetic tests and the genetic tests of an
individual’s family members, as well as information about the manifestation of a disease or disorder in an
individual’s family members (i.e. family medical history). Family medical history is included in the definition of
genetic information because it is often used to determine whether someone has an increased risk of getting a
disease, disorder, or condition in the future.

V. Harassment

Harassment is unwelcome conduct that is based on race, color, religion, sex, national origin, age, disability,
genetic information or any other status or characteristic protected by law. Harassment becomes unlawful
where 1) enduring the offensive conduct becomes a condition of continued employment, or 2) the conduct is
severe or pervasive enough to create a work environment that a reasonable person would consider
intimidating, hostile, or abusive.

VI. National origin (Immigration and Nationality Act)

National origin discrimination involves treating people (applicants or employees) unfavorably because they are
from a particular country or part of the world, because of ethnicity or accent, or because they appear to be of a
certain ethnic background (even if they are not). National origin discrimination also can involve treating people
unfavorably because they are married to (or associated with) a person of a certain national origin.
Discrimination can occur when the victim and the person who inflicted the discrimination are the same national
origin.

Replaces: 7/1/2020; 5/14/2019; 7/25/2017; 7/1/2017 2|Page



Department of Transformation and Shared Services
Office of Personnel Management

Policy Title: Equal Employment Opportunity

Policy Number: 17

Authority: Title VIl of the Civil Rights Act of 1964; Ark. Code Ann. § 21-3-101; § 21-3-203 and § 21-12-103
Effective Date: July 28, 2021

Vil. Pregnancy

Pregnancy discrimination involves treating a woman, an applicant or employee, unfavorably because of
pregnancy, childbirth, or a medical condition related to pregnancy or childbirth.

VIII. Race/color

Race discrimination involves treating an applicant or employee unfavorably because he/she is of a certain race
or because of personal characteristics associated with race (such as hair texture, skin color, or certain facial
features). Color discrimination involves treating someone unfavorably because of skin color complexion.
Race/color discrimination also can involve treating someone unfavorably because the person is married to (or
associated with) a person of a certain race or color. Discrimination can occur when the victim and the person
who inflicted the discrimination are the same race or color.

IX. Religion

Religious discrimination involves treating an applicant or employee unfavorably because of his or her religious
beliefs. The law protects not only people who belong to traditional, organized religions, such as Buddhism,
Christianity, Hinduism, Islam, and Judaism, but also others who have sincerely held religious, ethical or moral
beliefs. Religious discrimination can also involve treating someone differently because that person is married
to (or associated with) an individual of a particular religion.

X. Sex
Sex discrimination involves treating an applicant or employee unfavorably because of that person's sex.
Sexual harassment

All departments must develop and implement a policy concerning sexual harassment and the resolution of
such complaints. A copy of the department’s policy must be filed with the Office of Personnel Management
(OPM).

Sexual harassment is a form of discrimination and is unwelcome behavior that is either verbal or physical in
nature. What constitutes sexual harassment is:

1. Submission to the conduct is either an explicit or implicit term or condition of employment, and/or

2. Submission to or rejection of the conduct is used as a basis for employment decisions affecting the person
who did the submitting or rejecting, and/or

3. The conduct has the purpose or effect of substantially interfering with an individual’'s work performance or
creating an intimidating, hostile or offensive work environment.

Actions that may be defined as sexual harassment are not limited to the supervisor and employee situation, but

may include actions of coworkers, actions of the same or opposite sex and action of individuals external to the
agency, but who have contact with employees in the work environment.

Replaces: 7/1/2020; 5/14/2019; 7/25/2017; 7/1/2017 3|Page



Department of Transformation and Shared Services
Office of Personnel Management

Policy Title: Equal Employment Opportunity

Policy Number: 17

Authority: Title VIl of the Civil Rights Act of 1964; Ark. Code Ann. § 21-3-101; § 21-3-203 and § 21-12-103
Effective Date: July 28, 2021

Retaliation

Itis illegal to retaliate against an applicant or employee because the applicant or employee complained about
discrimination, filed a charge of discrimination, or participated in an employment discrimination investigation or
lawsuit.

For more information about the types of discrimination and prohibited practices, see the U.S. Equal
Employment Opportunity Commission website at https://www.eeoc.gov/laws/index.cfm.

Replaces: 7/1/2020; 5/14/2019; 7/25/2017; 7/1/2017 4|Page


https://www.eeoc.gov/laws/index.cfm




A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department / Agency / Institution Name: Office of the Lieutenant Governor
Contact Name: Drew Evans, Chief of Staff

Contact Phone: 501-682-1275

Contact Email: drew.evans@arkansas.gov

Date of Submission: June 25, 2024

Please attach a copy of the program or policy as required by Arkansas Code
§21-3-101.

Have any changes been made to the program or policy since your last
submission? If so, please explain the changes and provide a copy of the revised
policy.

-No changes

Please provide the information below as it relates to the agency or institution’s
current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian %
Asian Pacific
Islander %
Black/Not
Hispanic %
Hispanic 1 1 20%
WI'.nte/ l\!ot 1 3 a
Hispanic 80%
Total 5 100%




OFFICE OF THE LIEUTENANT GOVERNOR
EEO Policy

Equal Opportunity Employer

Applicable Arkansas Statutes:
A.C.A.§21-3-101

Date Implemented:
January 10, 2023

I. Policy:

A. The Office of the Lieutenant Governor is an equal opportunity employer and is committed to
providing equal employment opportunities to all employees and applicants for employment
without regard to race, color, religion, sex, pregnancy, age, disability, citizenship, national
origin, genetic information, military or veteran status, or any other status or characteristic
protected by law.



A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department / Agency / Institution Name: Office of Arkansas Attorney General
Contact Name: Dawnetta Calhoun

Contact Phone: 501-682-2007

Contact Email: dawnetta.calhoun@arkansasag.gov

Date of Submission: 6/10/2024

Please attach a copy of the program or policy as required by Arkansas Code §21-
3-101.

Have any changes been made to the program or policy since your last
submission? If so, please explain the changes and provide a copy of the revised
policy. N/A

Please provide the information below as it relates to the agency or institution’s
current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian 0 1 1 .61%
Asian Pacific
Islander 2 1 3 1.83%
Black/Not
Hispanic 18 8 26 15.85%
Hispanic 1 3 4 2.44%
White/Not
Hispanic 68 62 130 79.27%
Total 89 75 164 100%




1000 Purpose and Scope of Arkansas Attorney General
Office Policies

The policies of the Arkansas Attorney General's Office (AAGO) are for the internal use
and management of the AAGO and are designed to provide general information and
guidelines about procedures, working conditions, employee benefits, and practices
affecting employment with the AAGO.

These policies are not intended to be comprehensive or to address all possible
applications of, or exceptions to, the procedures, policies, benefits, and practices
described.

These policies do not confer any contractual right, either expressed or implied, to remain
in the AAGO’s employ and do not guarantee any fixed terms and conditions of
employment. An employee may be terminated at will, with or without cause, and without
prior notice.

The Attorney General has discretion to determine the application, meaning, and intent of
these policies as they relate to the AAGO and AAGO employees and, from time to time,
may revise, supplement, or rescind these procedures, policies, practices, and benefits
subject to, or as may be required by, applicable law.

Employees are expected to read, understand, and comply with these policies. Further,
employees are responsible for keeping abreast of any changes to these policies and will
be held to the standard of the latest policy approved and implemented by the Attorney
General. Any questions should be directed to a supervisor or the Human Resources
Director.

1001 Equal Employment Opportunity Policy Statement

The State of Arkansas does not discriminate in access to employment opportunities or in
employment or practices on the basis of race, color, religion, sex, national origin, age,
disability, or genetic information.

1002 Non-Discrimination and Anti-Harassment Policy

The AAGO is committed to a work environment in which all individuals are treated with
respect and dignity. Employees have the right to work in a professional atmosphere that
prohibits discriminatory practices, including harassment and retaliation.

Harassment is unwelcome conduct that is based race, color, religion, sex, national origin,
age, disability, or genetic information. Harassment becomes unlawful where 1) enduring

Page 1



A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department /Agency / Institution Name: AUDITOR OF STATE

Contact Name: Kristina Duke

Contact Phone: 501-682-1023

Contact Email: kristina.duke@auditor.ar.gov

Date of Submission: 08/28/2024

Please attach a copy of the program or policy as required by Arkansas Code §21-

3-101.

Have any changes been made to the program or policy since your last

submission? If so, please explain the changes and provide a copy of the revised

policy.

Please provide the information below as it relates to the agency or institution’s

current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian 1 1 0.35%
Asian Pacific
Islander 1 1 0.35%
Black/Not
Hispanic 11 3 14 4.86%
Hispanic 2 1 3 1.04%
White/Not
Hispanic 108 161 269 93.40%
Total 122 166 288 100.00%




230 State Capitol
Little Rock, AR 72201

DENNIS MILLIGAN
Auditor

State of Arkansas

Equal Employment Opportunity Policy

The Auditor of State’s office (AOS) does not discriminate in employment opportunities on the basis of race,
color, religion, sex, nationality, age, disability, or any characteristic protected by applicable federal, state, or local
law. This policy is applicable to all aspects of employment, including but not limited to job assignment,
compensation, discipline, termination, and access to benefits offerings.

Employees are encouraged to address questions about this policy or discrimination in the workplace with their
immediate supervisor, or the Chief of Staff. Employees may raise questions or concerns, or report matters of
discrimination without fear of retaliation.

AOS complies with the requirements of Title VII of the Civil Rights Act of 1964 and its amendments, the Age
Discrimination in Employment Act of 1967 (ADEA), the Americans with Disabilities Act of 1990 and the ADA
Amendments Act of 2008, Title II of the Genetic Information Nondiscrimination Act of 2008, the Arkansas Civil
Rights Act, Arkansas Cod Ann. 21-12-103, and all other applicable federal and state antidiscrimination laws.
Under the Arkansas Civil Rights Act, discrimination by any officer or employee of the state based upon race,
creed, religion, nationality, age, sex, or gender constitutes grounds for dismissal.

www.auditor.ar.gov 4 (501) 682-6000 ¢ info@auditor.ar.gov



A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department / Agency / Institution Name: Commissioner of State Lands/061

Contact Name: Becky Wright

Contact Phone: 501-683-3082

Contact Email: hr@cosl.org

Date of Submission: 6/20/2024

Please attach a copy of the program or policy as required by Arkansas Code §21-

3-101.

Have any changes been made to the program or policy since your last

submission? If so, please explain the changes and provide a copy of the revised

policy.

Please provide the information below as it relates to the agency or institution’s

current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian 0 0 0 0%
Asian Pacific
Islander 2 0 2 6%
Black/Not
Hispanic 1 2 3 9%
Hispanic 0 0 0 0%
White/Not
Hispanic 20 10 30 85 %
Total 23 12 35 100 %




21-3-101. Equal employment hiring program.

Statute text

(a) Every state agency, board, commission, institution of higher education, and
every constitutional officer as defined in Arkansas Constitution, Amendment 56, §
1, shall adopt and pursue a comprehensive equal employment hiring program
designed to achieve a goal of increasing the percentage of minority employees
within the agency, board, commission, institution of higher education, or
constitutional office to a level that approximates the percentage of minorities in
the state's population.

(b)(1) Every state agency, board, commission, institution of higher education, and
constitutional officer shall report to the Legislative Council on June 30 of each year
regarding its efforts to achieve its equal employment hiring program goal.

(2) However, the report required of any institution by § 6-63-103 may be used in
lieu of the report required under this subsection and shall be filed as provided in
this subsection.



A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department /Agency / Institution Name: Arkansas Secretary of State

Contact Name: Amy Jo Threet

Contact Phone: 501-435-3295

Contact Email: amy.threet@sos.arkansas.gov

Date of Submission: 8/2/2024

Please attach a copy of the program or policy as required by Arkansas Code

§21-3-101.

Have any changes been made to the program or policy since your last

submission? If so, please explain the changes and provide a copy of the revised

policy.

Please provide the information below as it relates to the agency or institution’s

current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian 1 0 1 1%
Asian Pacific
Islander 1 2 3 2%
Black/Not
Hispanic 27 20 47 31%
Hispanic 2 1 3 2%
White/Not
Hispanic 37 61 98 64%
Total 68 84 152 100%
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Office of the Secretary of State

Foreword

This employee personnel manual describes the policies of the Office of the Secretary of State (SOS)*.
This manual provides employees with information on SOS policies and procedures and their respective
responsibilities to ensure fairness and equity in the treatment of all employees.

All employees shall familiarize themselves with these policies and act accordingly. Employees with
guestions about a policy should first speak with their supervisor and if they still have a question, they
may contact the Human Resources Division.

The policies in this manual are subject to change and may be amended, changed, replaced, or deleted at
the discretion of the SOS. The policies in this manual are not intended to create, nor construed to
create, a contract of employment. Employment with the SOS is at will, which means either the
employee or the Secretary of State may terminate the employment relationship at any time, for any
reason, with or without notice.

*Hereinafter, “SOS” means the Office of the Arkansas Secretary of State and its employees. Specific
references to the constitutional officer shall be specified as “Secretary of State”.
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Responsibilities of the Office of the Secretary of State

Purpose of this Office

The general powers and duties of the Secretary of State are codified at Arkansas Code Annotated (ACA)
§ 25-16-403 et seq., with additional duties and responsibilities codified elsewhere throughout the code.
The Secretary of State is elected to a four-year term and may only serve two (2) terms.

The SOS has many duties. The primary duty prescribed by law is the registering and filing of official state
records and documents submitted by the Governor, the General Assembly, and various agencies,
boards, and commissions. Additionally, the SOS maintains the Arkansas State Capitol, the Capitol Hill
Building, and surrounding grounds. This maintenance encompasses the upkeep of all buildings, the lawn,
gardens, monuments, and memorials. The SOS also maintains a full-time Capitol police force to provide
security and law enforcement.

The SOS administers numerous programs pertaining to: corporate, non-profit, and chartable entities
filings; Uniform Commercial Code filings; notary services; lobbyist registrations; trademarks; candidate
filings; rules filings; petitions and referenda; franchise taxes; and voter registration. The SOS also
promotes Arkansas through activities in education, historic preservation, art, and international relations.
Additionally, the Secretary of State, or designee, serves on a number of state boards and commissions.
All of these are valuable services for the citizens of Arkansas who rely on the SOS office to carry out its
duties and provide structure for the orderly conduct of public and private business.

The SOS strives to provide the best possible service to Arkansans. To reach this goal, employees must
work together as a team to develop and implement these services. Willing participation as a member of
this team, in a professional manner, is essential.
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Section 1
General Policies

At-Will Employment Relationship

The SOS follows the state’s employment-at-will doctrine. All employees serve solely at the will and at the
pleasure of the Secretary of State. (See Foreword, page 6, for definition of at will.)

Purpose of this Manual and Who is Covered

This manual is designed to acquaint employees with employment conditions, employee benefits, and
many other practices affecting employment with the SOS. It describes many employee responsibilities
and agency practices and also outlines employee benefit programs.

This manual applies to all SOS employees in regular full-time, regular part-time, and extra-help positions.

Manual Contents and Revisions

The SOS reserves the right to revise, supplement, or rescind any policies or portions of this manual. It is
each employee’s responsibility to read and become familiar with any changes to this manual issued by

the SOS. Changes will be announced through email or printed memo.

The SOS follows all state and federal laws, and if any portion of this manual is found to be in conflict
with the law, the SOS shall follow the law.

Any communication issued after the distribution of this manual shall be considered official until a new
version of the manual is issued. Changes in procedures, benefits, or practices shall not change the
mutual at-will employment relationship.

Employees are required to read and comply with the guidelines in this manual. Questions concerning
the contents may be directed to the employee’s supervisor, the Human Resources Director, or Human
Resources representative.

What is Expected of SOS Employees

The SOS expects all employees to adhere to certain standards of behavior while at work, representing
the SOS at outside events, and at SOS-sponsored events. These standards are intended to ensure a
consistent application of the policies and procedures for all employees.

Employees shall:

e Refrain from any manner or form of discrimination, harassment, or both, regardless of whether
it is sexual, racial, religious, or related to another’s gender identity, age, sexual orientation, or
disability;

e Refrain from fighting, threatening, intimidating, or coercing fellow employees, customers, and
visitors while at work, representing the SOS at outside events, and at SOS-sponsored events;
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Refrain from the use of foul or offensive language while at work , representing the SOS at
outside events, and at SOS-sponsored events;

Administer all documents and records in accordance with their legally-intended purpose;

Refrain from altering or destroying any documents or records, including digital media or
electronically-stored information, without proper authorization;

Carry out duties as assigned;
Disclose or use confidential or proprietary information only with proper authorization;

Obtain or maintain current licensure, certification, or any other qualification required by law or
the SOS as a condition of continued employment;

Not post any literature, handbills, posters, or other materials regarding political campaigning or
fundraising of any kind in the workplace;

Refrain from selling any item, commodity, or service in the workplace (e.g., Avon, Mary Kay,
Pampered Chef, Scentsy, and school fundraisers);

Maintain satisfactory attendance and punctuality;
Remain in designated work areas, alert and fit for duty;

Use state-owned telephones for official purposes only and limited personal use for
emergencies;

Perform duties and operate equipment with care to protect the safety of employees and the
public;

Not use state-owned property in an inappropriate manner;
Obtain written authorization to remove any state-owned property from the premises;
Refrain from misuse, theft, destruction, or waste of official time and/or property;

Consent to and pass a drug and/or alcohol test whenever: (See Drug Policy, page 47)
o Areasonable suspicion exists that the employee is under the influence of any controlled
substance, drug, or alcohol while on the job or in the workplace; or
o An accident, near-miss, or incident occurs in which safety precautions are violated or
careless acts are performed, and a reasonable suspicion exists that an employee is
under the influence of a controlled substance, drug, or alcohol.

While working, only possess and take drugs that are prescribed by a licensed medical provider;

Report to work fit for duty, alert, and not under the influence of alcohol, illegal drugs, or both,
and refrain from using, selling, or possessing illegal drugs on state property or while on state
business;
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e Not be convicted of a criminal charge which may conflict with the employee’s official duties; and

e Not possess weapons on State Capitol grounds or SOS offices. (See Weapons, page 52.)

Failure to observe any of the above standards may lead to corrective action up to and including
termination.

Grooming and Attire

Because members of the public often form opinions about the quality of service based in part on an
employee’s personal appearance, employees should maintain a professional image not only in their
service and attitude, but also in their grooming and attire.

Employees are expected to maintain a clean and neat appearance. Employees who may interact with
members of the public should wear business attire which reflects a professional image specific to the job
duties of their respective divisions as specified by their division director.

Casual clothing (e.g., casual attire on non-session Fridays) may be permitted at the discretion of each
division director as long as a professional image is maintained. Employees should refrain from wearing
unprofessional attire including, without limitation: sundresses, shorts, tank tops, flip-flops, T-shirts,
baggy pants, clothing with holes, clothing with slogans or offensive imagery, halter tops, strapless tops,
spaghetti straps, low-cut necklines, cropped tops, ill-fitting or revealing clothing, and hats and other
head coverings unless worn due to sincerely-held religious beliefs or as part of a SOS uniform .

Employees who report to work inappropriately groomed or attired may be asked to leave and change
into acceptable clothing or correct the grooming issue before returning to work. In such instances, the
employee will use accrued leave or leave without pay. Any questions about appropriate office attire
should be directed to the employee’s supervisor or the Human Resources Director.

Uniformed Employees

Employees to whom uniforms are issued are expected to wear the appropriate uniforms when on duty.
All uniforms shall be clean, neat, and in good repair.

Smoking

Smoking and use of any tobacco product or e-cigarette is prohibited in the State Capitol Building.
Employees wishing to smoke or use tobacco or e-cigarette products may do so in designated areas
outside of the Capitol Building at least twenty-five (25) feet from any entrance. Employees are expected
to keep these designated areas clean and to use appropriate receptacles to dispose of smoking
materials.

Media Inquiries

Any media questions, matters, and inquiries are to be referred to Media Relations at 501-683-0057. All
employees shall sign a form stating that media inquiries and similar communications about the office
shall be immediately forwarded to Media Relations.
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Section 2
Ethics

Conflict of Interest

Any employee who participates in any practice that constitutes a conflict of interest may be subject to
corrective action up to and including termination. Employees shall avoid acquiring any business interest,
engaging in outside employment, or participating in any outside activity that would conflict with his or
her official duties.

An actual or potential conflict of interest occurs when an employee is in a position to influence a
decision that may result in a personal gain or gain for a relative as the result of SOS business. Relatives
mean a husband, wife, mother, father, stepmother, stepfather, mother-in-law, father-in-law, brother,
sister, stepbrother, stepsister, half-brother, half-sister, brother-in-law, sister-in-law, daughter, son,
stepdaughter, stepson, daughter-in-law, son-in-law, uncle, aunt, first cousin, nephew, or niece.

Non-related individuals sharing housing shall also be considered “relatives” for the purpose of these
conflict of interest guidelines.

Employment of Relatives

Act 2262 of 2005, codified at ACA § 25-16-1001 et seq., prohibits the hiring of relatives by public
officials. Furthermore, no relatives of agency employees shall be placed within the same line of
supervision whereby a relative is in a supervisory position over the other. A temporary change in
supervision resulting in the supervision of a relative shall not be considered a violation of ACA § 25-16-
1002, provided that the supervision does not exceed thirty (30) days. However, no hiring, firing, pay
adjustments, or other personnel actions shall occur during this temporary period of supervision.

If an SOS employee plans to marry another SOS employee, they shall notify the Human Resources
Division for review of the lines of supervision.

Job applicants are required to disclose the name, relationship, and job title of all relatives currently
employed by the SOS or any other state agencies when applying for a position within the SOS. “State
agency” means any board, commission, department, agency, institution, state-supported institution of
higher education, other constitutional office, or the General Assembly and its divisions, commissions,
and bureaus.

This section does not apply to the hiring, transfer, or promotion of any person employed by a state
agency prior to August 12, 2005.

Disclosure — State Contracts

Pursuant to ACA § 19-11-706, employees shall report any benefit received from any state contract with
a business in which the employee has a financial interest. Benefits shall be reported on the Employee
Disclosure Requirements form and returned to the Human Resources Director.
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Any questions concerning an employee’s responsibility in the disclosure of financial interests may be
directed to the Human Resources Director or the SOS Legal Division.

Extra Income Statement

ACA § 21-8-203 states that “all state employees who are employed on a regular salary basis shall be
required to disclose each source of income in excess of five hundred dollars ($500) earned during any
calendar year from sources other than their regular salary from employment or from professional or
consultant services rendered for any public agency”. These statements are due no later than January 31
of each year on forms prescribed by the SOS Elections Division. This requirement applies to any part of
any year employed.

Secondary Employment

Although employees are not prohibited from secondary employment, such employment shall not affect
the employee’s scheduled work hours, interfere or conflict with the employee’s regular duties, or raise
any ethics concerns with the SOS.

Employees considering secondary employment shall submit a SOS Secondary Employment form to their
immediate supervisor for approval. Required information includes the secondary employer’s identity,
the nature of duties to be performed, and the anticipated days of the week and number of hours per
week the employee shall be working.

The employee shall sign an acknowledgement affirming this policy upon submission of the form.

Once approved by the employee’s immediate supervisor, the form shall be sent to the Human Resources
Director and Chief Deputy for final approval.

If final approval is granted, a written response shall be sent to the employee and a copy filed by the
Human Resources Division. If not approved, the written response shall explain the reason(s) and inform
the employee that he or she shall resign the secondary employment.

If secondary employment inhibits effective performance of SOS duties, or creates an actual or potential
conflict of interest, the employee shall be asked to either resign the secondary employment, or face
disciplinary action up to and including termination.

Examples of secondary employment that may create conflicts of interest include, without limitation:

o Performing services for an SOS customer, or potential SOS customer, for payment directly to an
employee by the customer.

o Employment that prevents an employee from meeting assigned SOS responsibilities (e.g.,

inability to complete tasks or meet deadlines, being late for work, having to take leave from
work, and being unable to effectively perform SOS duties).
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The following activities are expressly prohibited:

e Use of state property, including equipment, supplies, or facilities, for anything other than official
state business.

e Performing a service for payment by a third party that the SOS is responsible for providing.

The SOS assumes no responsibility for secondary employment. Workers’ compensation and other
benefits for injuries arising from secondary employment shall not be provided by the SOS.

Solicitation

e There shall be no solicitation of employees or customers on state property for any purpose
during working hours;

e There shall be no posting of any literature, handbills, posters, or other materials regarding
political campaigning or fundraising on the premises; and

e Employees shall refrain from selling any item, commodity, or service on state property (e.g.,
Avon, Mary Kay, Pampered Chef, Scentsy, and school fundraisers).

Code of Ethics

The SOS has implemented a Code of Ethics designed to guide all employees’ behavior and conduct in
serving the SOS and the citizens of Arkansas. An acknowledgement form stating that the employee has
read and shall abide by the Code of Ethics shall be signed and returned to the Human Resources Division
by every new employee. The acknowledgement form shall be completed on an annually by all
employees. Any employee who acts or behaves in a manner that violates the Code of Ethics shall be
subject to corrective action up to and including termination.
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Office of the Secretary of State
Code of Ethics

To serve the citizens of Arkansas, SOS employees shall perform their duties in an ethical manner.
All actions of the SOS shall comply with all state and federal laws applicable to the duties of the SOS.

Employees shall not accept payment in any form or special favors from anyone attempting to influence
them in the course of their jobs or in making a decision for which the employee might be a party to.
These may be construed as bribes. This policy extends to kickbacks or commissions from third parties for
activities provided by an SOS employee.

Any knowledge gained in the course of an employee’s work shall not be used for private or personal gain
for the employee or a relative.

Employees shall not participate in any business venture, outside employment, or activity that conflicts
with their official SOS duties. (Business venture includes benefits from a state contract connected to a
business entity in which the employee has a financial interest.)

Employees who have access to any SOS funds shall follow the prescribed procedures for recording,
handling, and protecting money as detailed in SOS business procedures.

All record keeping shall reflect an accurate and timely recording of all business transactions.

False expense, attendance, production, financial, or other types of reports are unacceptable. This also
includes false or misleading representations and statements regarding any aspect of SOS activities.

When gathering information to complete SOS transactions, an employee shall collect, use, and retain
only the personal information necessary for the completion of the transaction.

Information regarding members of the public shall be guarded and access limited to only those with
official legal access.

Employee personal information requests shall be forwarded to the Human Resources Division regardless
of their origin. Employee information is held securely in the Human Resources Division.

If any employee has knowledge of fraud or waste of public assets — either within the SOS or other within
another state agency or entity — the employee shall immediately advise his or her supervisor or division
director, deputy, or the Human Resources Division.

The SOS follows the state’s employment-at-will doctrine. All employees of the SOS serve solely at the
will and at the pleasure of the Secretary of State.
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Section 3
Equal Employment

Equal Employment Opportunity

The SOS is an Equal Opportunity Employer (EOE). Accordingly, the SOS promotes equal opportunity in all
areas of recruiting, employment, training, development, transfer, and promotion. Employment practices
are without regard to race, color, religion, creed, sex, age, disability or medical condition, national
origin, veteran status, and all other categories protected by federal, state, and local anti-discrimination
laws.

Employment Verification and References

The SOS uses the US Department of Homeland Security’s E-Verify tool to confirm the employment
eligibility of all newly-hired employees. Anyone hired in the United States shall have authentic
identification and confirmation that he or she is eligible to work in the United States.

All employment verification and reference requests regarding current or former employees shall be
directed to the Human Resources Division. The SOS shall not be responsible for information provided by
someone other than an employee of the Human Resources Division. To protect confidentiality, the SOS
only releases dates of employment, job title, duties, rehire eligibility, and salary when contacted for an
employment reference. The SOS shall comply with lawful information requests from authorized law
enforcement agencies, or local, state, or federal agencies conducting official investigations.

Criminal Background Checks

All employees are subject to a criminal background check conducted by the Arkansas State Police.
Background checks shall be repeated every five (5) years for incumbent employees in certain designated
positions. Employees who have lived outside of the State of Arkansas may be subject to additional
criminal background checks.

Background checks are also required for applicants for positions within law enforcement. These
background checks shall be requested in accordance with the policies and guidelines set forth by the
Commission on Law Enforcement Standards.

All background checks are conducted in compliance with the Federal Fair Credit Reporting Act, the
Americans With Disability Act (ADA), and state and federal anti-discrimination laws.

Probationary Period for New State Capitol Police Officers

State Capitol Police are required to complete a one-year probationary period. During or after this
period, the employee or the SOS may terminate the employment relationship at will, with or without
cause or reason, with or without prior notice, regardless of the time elapsed after the hire date.
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Disability Accommodation

In compliance with the ADA, as amended, the SOS shall make reasonable accommodations for qualified
employees with disabilities, as long as the accommodations do not cause the SOS undue hardship or
infringe upon the protected rights of others. Accommodations are made to enable the employee to
perform essential job duties.

Religious Accommodation

In compliance with Title VIl of the Civil Rights Act, the SOS shall make reasonable accommodations for
employees with religious needs whenever possible as long as the accommodations do not cause the SOS
undue hardship.

Requests for leave for religious holidays may be considered on a case-by-case basis. Divisional staffing
needs may be considered in making decisions in granting leave. Requests for leave to observe a religious
holiday shall be made as soon as possible before the date of the planned absence. If accrued leave,
including annual, holiday, or compensatory time, is available, the employee may use it for the
observance of such holidays; otherwise, such leave is without pay.

This policy applies only to religious holidays. It does not apply to regular days of worship. If an
employee’s regular work schedule falls on his or her worship days, generally he or she may be required
to work as scheduled. Questions regarding worship day conflicts may be directed to the employee’s
supervisor.

HIPAA and Personal Health Information

The SOS complies with all confidentiality requirements of the federal Health Insurance Portability and
Accountability Act (HIPAA).

HIPAA is a federal law which protects personal health information (PHI). PHI refers to information that is
individually identifiable and is protected by privacy regulations. Additionally, the SOS Human Resources
Division takes every precaution to ensure the confidentiality of health and/or medical information.

In accordance with federal and state policies, all employees are required to sign an authorization before
any medical and/or health information is released by the SOS to a third party, excluding the Employee
Benefits Division (EBD).

Directors and supervisors shall remember that discussion of any employee’s health conditions shall be
on a need-to-know basis. Information shall not be shared beyond immediate supervisors. Also, it is not
necessary for an employee to explain his or her illness or condition, even when informing supervisors.

Further information regarding HIPAA may be obtained from the EBD at www.arbenefits.org .
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Reporting Discrimination

If an employee believes that he or she is a victim of discrimination, the employee is urged to
immediately report the incident to his or her supervisor or division director, deputy, or the Human
Resources Division, even if the employee discussed it directly with the individual(s) involved. The
employee shall provide the following information when reporting discrimination:

e Date(s), time(s), and location(s) of the incident(s) that took place;
e Description of each incident (i.e., what was said and/or done, etc.);
e Name(s) of anyone present during each incident; and

e Anyone with whom the employee has discussed each incident.
All complaints of discrimination shall be investigated.

Retaliation Prohibited

Employees who file legal complaints about the SOS are protected by law from retaliation. Retaliation
against an employee in such cases is prohibited. Any retaliatory action is a serious offense and may lead
to termination of the retaliator.

While the SOS shall make every effort to protect employee privacy during the course of an investigation,
the SOS may discuss relevant, confidential information with appropriate parties as needed.

Harassment of, or by, Employees, Visitors, Vendors, and Members of the Public

Harassment of any type, by or against employees, visitors, vendors, or members of the public, shall not
be tolerated. This includes harassment because of race, color, religion, creed, sex, age, disability or
medical condition, national origin, veteran status, and all other categories protected by federal, state,
and local anti-discrimination laws. Such conduct by an employee may result in corrective action up to
and including termination. Harassment may include any physical, verbal (including electronic), or visual
conduct that creates an intimidating, offensive, or hostile environment that interferes with work
performance. The following examples of harassment, without limitation, are specific to employees and
supervisors, but the principles would also apply to visitors, vendors, and members of the public
interacting with employees on the job:

e Submission to the conduct is either an explicit or implicit term or condition of employment;

e Submission to or rejection of the conduct is used as a basis for an employment decision
affecting the person who did the submitting or rejecting; and

e The harassment substantially interferes with an employee’s work performance or creates an
intimidating, hostile, or offensive work environment.
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The following examples of inappropriate workplace conduct that may be considered harassment
include, without limitation:

e Verbal conduct such as epithets, derogatory jokes or comments, slurs, or unwanted sexual
advances, invitations, or comments;

e Visual conduct such as derogatory, racially- or sexually-oriented cartoons, clothing, drawings,
posters, photographs, or gestures;

e Transmitting sexually-suggestive, derogatory, or offensive materials via agency computers (e.g.,
email) or accessing such information on the internet while at work;

e  Physical conduct such as unwanted touching, gesturing, blocking normal movement, or
interfering with an employee’s ability to perform his or her work on the basis of sex, race, or any
other protected basis;

e Threats or demands of a sexual nature affecting a term or condition of continued employment
or receipt of services, or to avoid some other loss; and offers of employment benefits or extra
privileges services in return; and

e Retaliation for reporting or threatening to report harassment.

Actions that may be defined as sexual harassment are not limited to a “supervisor to employee” situation,
but may include actions of coworkers, actions by the same or opposite sex, and actions of individuals
external to the SOS who have contact with employees in the work environment. Such behavior is
unacceptable in the workplace itself and in other work-related settings such as business trips and social
events with coworkers (whether or not the social event is sponsored by the SOS). Any such conduct by
vendors or visitors to the Capitol grounds should be reported to a supervisor.

The SOS encourages, but does not require, employees to address harassment directly with the offending
person when it occurs. Employees who believe they have been harassed, or observe harassment of another
employee or citizen, are encouraged to immediately tell the person displaying offensive behavior to stop
because he or she may not be aware that his or her conduct is unwelcome or offensive. Employees are
encouraged to immediately report any incident of harassment to his or her supervisor or division director,
deputy, or the Human Resources Division, even if it has been discussed directly with the individual(s)
involved. (See Reporting Discrimination, page 17.)

The SOS believes the agency can effectively address such matters when employees advise the SOS of a
problem in this area. Accordingly, the SOS needs cooperation in timely reporting any conduct that may
be a form of harassment.

All complaints of harassment shall be investigated. Retaliation or discrimination against an employee
who complains of harassment is strictly prohibited.
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Section 4
Using State Property

Personal Use of State Property

The security of state property is vital to our success. All employees share responsibility for protecting
state property. State property includes not only tangible items such as desks, computers, tools, and
equipment, but also intangible property such as proprietary information. Proprietary information
includes all information obtained by employees during the course of their work for the SOS. This
manual, for example, is proprietary information. Other examples of proprietary information include,
without limitation, corporation lists, applicant files, mailing lists, and computer records.

Employees shall return all items containing proprietary information, including this manual, upon
resignation, retirement, or termination.

Office files, fax machines, and postage machines shall only be used for official business.

SOS stationery shall not be used for personal correspondence, since any information communicated on
office stationery may be considered official.

Additionally, employees shall not use proprietary and/or confidential information for personal gain or to
the detriment of SOS. Neither should they use SOS assets or labor for personal gain.

For privacy and security reasons, employees are not allowed to disclose personal addresses, email
addresses, social media addresses, phone numbers, and other information about employees or former
employees. Requests for such information shall be directed to the Human Resources Division.

State property includes, without limitation, equipment, tools and supplies, and originals or copies of:

e Information stored on magnetic media and in digital form;

e Computer software;

e Computer codes and documentation;

o Work notes and working papers;

e Management reports;

e Employee and third-party telephone numbers;

e Magazines, journals, books, and other materials purchased by the SOS;

e Business-related letters and brochures; and

e Any other work product that is the result of SOS employment.
Generally, tools and equipment shall be used only on SOS premises, except when necessary to complete
office work off-site or at home, or when traveling on SOS business. Before removing tools or equipment

from the premises, employees shall obtain authorization from their supervisors. Employees may consult
individual division manuals for specific tool and equipment information.
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Management Access to Work Files, Computers, and Work Areas

During the course of conducting business, management may, from time to time, review manual work
files or access employees’ computers, desks, or other storage areas with or without employee consent.

Personal Telephone Calls and SOS-Issued Cell Phones

Office telephones are a vital part of SOS business operations. Because of the large volume of business
transacted by telephone, personal use of office telephones shall be limited to emergencies.

Cell phones are furnished to certain employees for performance of their duties. Employees should make
all long-distance phone calls from their cell phones. Employees shall limit personal use of SOS cell
phones in the same way they limit personal use of their office telephones. Employees who have
excessive cell usage for personal calls may be subject to corrective action up to and including
termination.

The SOS requires the safe use of its cell phones by employees. Employees shall not use cell phones while
driving because of safety concerns, but instead pull to the side of the road to make or receive telephone
calls, read a text, or text messages. If unable to pull over or stop prior to receiving a cell phone call,
employees may utilize a hands-free device, keep the conversation brief, and immediately locate a safe
area to park.

During work time, employees shall limit the use of their personal cell phone for calls, texts, and other
uses (i.e. surfing the internet). Employees may set personal cell phones on the silent mode during work

hours to avoid disturbing other workers.

Use of Capitol Facilities for Events

Employees utilizing Capitol facilities for any events shall comply with the written guidelines
established for usage. Contact the Events Coordinator with questions 501-435-3306.

Information Technology (IT) Responsibilities

Computer workstations installed within SOS offices are SOS property and are provided to assist
employees in performing their duties and responsibilities.

To protect data and software on SOS computers, employees are prohibited from loading personal
software onto agency computers or laptops without written permission from the SOS Information
Technology Director. Computer equipment shall not be used for personal projects even during lunch or
after hours. All information on an SOS computer is subject to Freedom of Information Act (FOIA).

Employees and authorized network users may log on to the SOS network from any computer in the
network to access their email, personal and shared network areas, and most other authorized
applications.
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Only minimal personal use of SOS computing devices is allowed and shall not interfere with legitimate
SOS business. Email is also considered SOS property and shall be used for office business. Conveying
emails that are not work-related from SOS computers is considered inappropriate and shall be avoided.
Employees inappropriately using email for personal purposes are subject to corrective action up to and
including termination.

Excessive use of the internet for personal reasons is prohibited. Employees are prohibited from using
any state equipment to post on any social media site unless approved by the Secretary of State. Such
use is subject to corrective action up to and including termination.

All activities performed on workstations may affect the availability of resources for part of or the entire
SOS network. Unauthorized uses of SOS workstations include, without limitation:

e Bypassing or attempting to bypass SOS IT security and access control systems;

e Using workstations to play or download games or broadcast audio or video for non-business
functions;

e Accessing non-SOS provided web email services, instant messaging, or Internet Relay Chat (IRC);

e Utilizing non-SOS-authorized peer-to-peer networking or peer-to-peer file sharing;

e Sending or sharing unauthorized confidential information; and

e Any activities other than their intended purposes including those that violate any federal, state,
or local law or any other state or SOS policy.

Employees are accountable for their computers and any actions identified originating from them.
Computers shall always be locked or logged off when unattended and passwords shall never be shared
under any circumstance. If there is a problem with any piece of equipment or software, send an email to
support@sos.arkansas.gov and give a description of the problem and how many users are affected.

Deleting a file or email does not permanently remove it from existence. Trained IT professionals may
find any deleted material on a hard drive or server.

Driving During the Course of Work

Employees who are required to use a motor vehicle during the course of their work shall complete the
Authorization to Operate State Vehicles and Private Vehicles on State Business form, and have a valid
driver’s license, approved driving record, and liability insurance. Drivers’ records are updated
periodically by the Human Resources Division. Additionally, copies of valid driver’s licenses for all
employees are kept on file. The SOS provides insurance for SOS vehicles.

If the SOS requires an employee to drive a personal vehicle on official business, then the employee shall
maintain adequate automobile insurance, including minimum coverage as required by state law, and
provide the Human Resources Division a copy of proof of such insurance. Employees who drive a
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personal vehicle in the course of work are required to annually provide the SOS a copy of their paid
liability insurance and current driver’s licenses and authorizations to check current driving records.

If an employee’s driving record is deemed unacceptable or his or her insurance expires, the employee
may be subject to corrective action as described in the state’s Vehicle Safety Program, at
http://www.arkansas.gov/svs/index.html, which includes completion of a defensive driving course,
revocation of driving privileges, or possible termination. Employees shall immediately notify the Human

Resources Division if their license is revoked, suspended, or expired.

A driver who receives a ticket for driving while intoxicated (DWI1), driving under the Influence (DUI), or
driving without a license shall have his or her authorization to drive on state business, whether in a state
vehicle or personal vehicle, suspended. Employees are responsible for notifying their supervisor and the
Human Resources Director immediately if ticketed for any listed offenses.

Authorization to drive on state business may be reinstated only after evaluation and approval by the
State Insurance Commissioner and written confirmation of completion of a defensive driving course
approved by the Secretary of State (within sixty (60) days of the beginning of the suspension).

State Vehicles

State vehicles shall only be used for official business by SOS employees. All personal use is prohibited.
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Section 5
Compensation, Timekeeping, and Performance
Work Hours

Standard SOS work hours are from 8:00 a.m. to 5:00 p.m., Monday through Friday, unless otherwise
established by a division director. Starting time and ending time may be changed to accommodate the
needs of specific divisions such as the State Capitol Police or Capitol Facilities Division.

Occasionally, additional hours (“overtime”) may be required to meet deadlines or meet the needs of the
public. Regardless of position, employees are required to work additional hours as required.

Non-exempt (hourly) employees shall be compensated for overtime as outlined in the Overtime
Compensation section on page 26.

Exempt (salaried) employees are paid a base salary for performance of their duties rather than payment
for time actually worked. Accordingly, exempt employees are ineligible for overtime compensation.

The State Capitol Police are covered by different policies regarding standard work hours and shall
adhere to those guidelines.

Although standard SOS work hours are from 8:00 a.m. to 5:00 p.m., Monday through Friday, for the
purposes of calculating non-exempt overtime pay, the official workweek shall begin at 12:00 a.m.
Sunday morning and end at 11:59 p.m. the following Saturday. Hours worked include all time spent
working on official business. The official workday begins at 12:00 a.m. and ends at 11:59 p.m. of the
same day.

Workday — A full workday for full-time employees is eight (8) hours.
Workweek — A full workweek for full-time employees is forty (40) hours.

Attendance and Punctuality

Management recognizes the need for employees to be absent from work due to illness or the need to
take care of personal business during the standard workday. Accrued leave provides for these needs.
Doctor, dentist, and other healthcare appointments may be charged to accrued sick leave. It is
important to remember that excessive absenteeism, tardiness, and/or leaving early causes a burden for
other employees who shoulder additional work in the absence of those employees. It is a requirement

of each job that an employee report to work punctually and work all scheduled work hours. Reporting

after one’s regular starting time is considered tardiness. There is no grace period. (See Reporting
Absences, page 24.)

Absenteeism and Tardiness

Because excessive absences or tardiness may have a serious effect on work performance, excessive
absences or tardiness may lead to corrective action up to and including termination.
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Being present in the building does not count as being on time. Reporting to one’s designated work
station at regular starting time is considered being on time. If an employee does not arrive until fifteen
(15) minutes after regular starting time, he or she shall be charged fifteen (15) minutes of leave time.

Occasionally, an employee may exhibit a pattern of absenteeism that may be corrected despite having
sufficient accrued leave to cover those absences (e.g., consistently missing a specific day of the week,
the day before or after a holiday, or the day before or after a scheduled vacation).

Absences approved under the Family and Medical Leave Act or other permissible purposes shall follow
SOS guidelines.

If an employee is absent for medical reasons for more than three (3) consecutive days, the employee
may be required to provide a physician’s statement confirming suitability to return to work. (See Sick
Leave, page 32).

Reporting Absences

Employees who are absent from work for any reason shall directly contact their supervisor or the
supervisor’s designee before the beginning of their scheduled shift. (Extenuating circumstances may be

considered.)

An employee who is absent and fails to notify his or her supervisor may be subject to corrective action
for “failure to report.” Failure to report will cost the employee leave time and may initiate disciplinary
action up to and including termination.

An employee who has been absent three (3) consecutive days without contacting his or her supervisor
shall be considered to have voluntarily resigned.

Pay Days

All employees are paid bi-weekly on Fridays. Paychecks shall include earnings through the end of the
previous payroll period. All new employees are required to sign up for direct deposit.

The SOS cannot guarantee the date when direct deposit funds are posted to the employee’s account by
his or her bank, and shall not accept any responsibility for deposits that may be posted to the
employee’s account later than expected.

W-2s

Total earnings and the amount of taxes deducted from the employee’s paychecks are reported on an
annual W-2 form. W-2s are provided to all employees no later than January 31 of each year. To ensure
that W-2s are accurate and received on time, changes of name or home address shall be reported to the
Payroll Officer by email as soon as they occur.
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Employment Classifications

Positions are classified as either exempt or non-exempt according to criteria set forth by federal and
state law.

Exempt employees* are paid a salary and not compensated with overtime or compensatory (“comp”)

time. Exempt SOS employees are to be available for work whenever necessary.

Non-exempt employees* are paid on an hourly basis and may earn comp time at “straight” time or

“time and a half”, depending on the number of hours they actually worked in that workweek.

Full-time regular employees* are employees who work a regular schedule of at least forty (40) hours
each week. Full-time employees are eligible for all benefits offered by the SOS. Full-time regular

employees may include both exempt and non-exempt employees.

Part-time regular employees* Part-time schedules for work consist of less than forty (40) hours per

week. Part-time regular employees shall work at least 1,500 hours annually to be eligible for health and
life insurance benefits and meet criteria as determined by the Employee Benefits Division. Part-time
regular employees may include both exempt and non-exempt employees.

Part-time employees are eligible for accrual of annual and sick leave on a pro rata basis. Part-time
employees shall also be eligible for holiday pay only when a state observed holiday occurs on a day that
the part-time employee is regularly scheduled to work. For example, if a part-time employee works
Tuesday - Friday, he or she shall not be paid for any holidays that occur on Monday but will be paid for
any holiday that occurs on Tuesday - Friday. Part-time holiday pay shall be equal to the number of hours
the employee would normally work on the day of the holiday. For example, if an employee works six (6)
hours on a Friday, he or she would be paid six (6) hours holiday pay for a Friday holiday. Part-time
employees may also be eligible to receive career service and merit lump sum payments on a pro rata
basis.

Extra help employees* (either part-time or full-time) are employees who are hired for a limited period

of time. Extra help employees are typically ineligible for benefits such as insurance or certain types of
leave, including vacation, sick, or overtime. Extra help employees are eligible to receive holiday pay if
they are in active pay status at least fifteen (15) minutes on their last scheduled work day before the
holiday and at least fifteen (15) minutes on the first scheduled work day after the holiday.

Temporary (“temp”) employees are employees who are hired through a temporary agency and are

ineligible for state benefits (insurance, retirement, annual and sick leave, or holidays). Temporary
employees are employees of the temp agency and are not considered state employees. These
employees may not drive state vehicles or their own vehicles for state business. The temp agency does
not insure them for this activity, nor does the state cover the activity.

*NOTE: All employees (except temp employees), regardless of classification, shall be enrolled in the

Arkansas Public Employees Retirement System (APERS). The employee may request the withdrawal of
his or her contributions upon leaving state government.
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Time Sheets and Leave Entry

All employees are required to enter timesheets in the web-based timesheet program — Employee Web
Services (EWS). It is the responsibility of the employee and his or her supervisor to make corrections
before the supervisor approves the employee’s leave and/or time.

All time and leave entries shall be verified and approved by the appropriate supervisor before they are

processed through payroll. Requests for leave shall be made as far in advance as possible.

The Human Resources Director, or designee, is authorized to approve timesheets and leave entries in
the absence of critical personnel, including supervisors, managers, directors, and/or deputies who
approve time/leave. If you have any questions about this process, please contact the Human Resources
Division. (If the Human Resources Director is unable to make approvals, he or she shall designate a
divisional staff member to complete the approvals.)

Overtime Compensation

(Applies to Non-Exempt Employees Only)

Non-exempt, hourly employees are paid based upon the number of hours worked. Time worked in
addition to an employee’s regular 40-hour workweek is accrued according to “straight time” or “time
and a half”. The employee's supervisor shall approve, in advance when possible, this additional time
worked beyond the 40-hour workweek and an Overtime Authorization form, signed by the employee’s
immediate supervisor, shall be submitted to the Human Resources Division.

All hours in excess of forty (40) shall be accrued as compensatory time at a rate of “time and a half”.
Paid leave such as annual, sick, and holiday leave are not used to calculate compensatory (“comp”) time.

If an employee requests leave from work, he or she shall use accrued compensatory time before taking
any annual leave or holiday leave.

An employee may carry up to a maximum of 240 hours of “time and a half” or overtime hours and up to
200 hours of “straight time”. When the balances exceed these maximums, any hours in excess are paid
based on the employee’s current hourly pay rate.

Upon termination with the SOS, an employee is compensated for remaining comp time based on the
employee’s current hourly rate of pay. Questions regarding comp time may be directed to the
employee’s supervisor or the Human Resources Director.

Career Service Recognition Payments

Employees shall receive Career Service Recognition Payments (CSRPs) upon completion of ten (10) or
more years of cumulative state service in regular full-time or regular part-time positions. CSRPs are paid
as lump sum payments, included with the first payroll after the career service date. CSRPs are
considered part of an employee’s salary only for the purpose of calculating retirement benefits.
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Employees who work part-time in a regular, hourly position are eligible to receive a CSRP on a pro rata
basis. For example, if an employee works fifty percent (50%) of the regular schedule or forty (40) hours
per bi-weekly payroll, this employee would be eligible to receive fifty percent (50%) of the CSRP.

Act 914 of 2019 increased the CSRPs to the following amounts:

10-14 years $800.00
15-19 years $1,000.00
20-24 years $1,200.00
25 years or more $1,500.00

Performance Evaluations and Merit Pay

The SOS participates in a merit pay system that is based on employee performance.

Performance evaluations are critical to SOS productivity and employee success because they help
maintain focus, clarify work standards and expectations, measure and align performance, identify
training needs, and serve as tools to facilitate change. To provide employees feedback about their
performance, and to facilitate two-way communication, supervisors may periodically provide employees
with an evaluation of their performance.

The annual performance evaluation shall be accomplished with the use of an approved form suited to
the mission of the SOS. Other evaluation and feedback may be periodically given through formal or
informal conversations. The overall evaluation rating is determined at the discretion of the rating official
based on the relative importance of each core performance expectation/standard as determined by the
rater.

Any written disciplinary reprimand shall prohibit the award of a merit increase for the current rating
period. All employees shall have twelve (12) months of continuous state employment before the merit
payment date to be eligible for Merit Pay unless otherwise approved by the Secretary of State or the
Chief Deputy.

Work During Legislative Sessions and Other Extenuating Circumstances

The Secretary of State reserves the right to require employees to work extended hours on holidays,
during legislative sessions, or other times as necessary. Working on a state-paid holiday is not calculated
as “overtime” unless the employee works beyond his or her regular work schedule during that particular
week. Work beyond a regular schedule shall be compensated as described in other sections of this
manual.

Personnel File

The SOS maintains a personnel file for each employee containing basic personal information (e.g., name,
address, and phone number) and employment-related information such as copies of performance
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evaluations, etc. If an employee wants to review his or her file, he or she may contact the Human
Resources Director. An employee may request photocopies of any document in his or her file. Personnel
files are the property of the SOS and shall not be removed from the Human Resources Director’s office.

The SOS shall make every effort to restrict disclosure of personnel files to only authorized individuals
within the scope of the law. Disclosure of personnel information to outside sources shall be limited.
However, the SOS shall comply with lawful requests from authorized law enforcement agencies, or local,
state, or federal agencies conducting official investigations or audits. The SOS shall also respond to
subpoenas and FOIA requests.

Normally, the employee whose information is subject to a FOIA request is entitled to review the request
and his or her file before the release of any information. The employee has a corresponding right to
object to disclosure of any information not required by the Arkansas Transparency Act of 2011.

The Arkansas Transparency Act of 2011, as interpreted by the Department of Finance and
Administration, requires that all state employee information with respect to position title, annual salary,
name, gender, and race shall be published on the Transparency.Arkansas.gov website.

Changes in Personal Information

All employees are required to update personal contact phone numbers and emergency contact
information. Employees may obtain change forms from the Human Resources Division.

To ensure that records are accurate and up-to-date, the employee shall notify the Human Resources
Division whenever there is any change in the following information:

e Name, address, or telephone number;

e  Marital status or number of dependents (for tax withholding), or beneficiary for life insurance,
or APERS (retirement);

e Emergency contact’s name, relationship, or daytime phone; and

e Education and training completed.

Termination and Exit Interview

Upon termination, whether voluntary or involuntary, employees shall return items that are state
property. Such items include, without limitation: electronic badge used for entry; personnel manual;
division procedural manual; hardware keys; cell phone; laptop; tools used in the work process; and
uniforms if applicable. Employees shall return all items to the Human Resources Division.

An employee who resigns or retires may be asked to participate in a voluntary exit interview. If an exit

interview is scheduled, the employee shall be notified by the Human Resources Division. The Secretary
of State, or designee, will conduct the exit interview.
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Section 6
Employee Benefits

Introduction

The state provides a benefits package which is designed to supplement employee wages. The state
reserves the right to make changes to the benefits package, such as changing insurance carriers,
coverage, or premiums. This section provides a general overview of current employee benefits.

Questions about state health insurance plans may be directed to the Employee Benefits Division (which
is part of DF&A, not the SOS Human Resources Division). Please refer to EBD’s website,
www.arbenefits.org for current plan information.

The SOS also participates in the federal Unemployment Insurance and Social Security programs.

Payroll Deductions

The SOS is legally required to make certain deductions from employee paychecks each pay period. These
include: federal income tax, Social Security, Medicare tax, and state income tax.

Additionally, the SOS complies with court orders to withhold funds from paychecks (e.g., child support,
levies, court-ordered garnishments, etc.). The Human Resources Division shall be notified, in writing, by
the issuing agency or court of any changes or corrections before changes to the payroll are made.

All questions about deductions from paychecks may be directed to the Human Resource Division or the
Payroll Officer.

Insurance Benefits

Full-time regular employees (See Employment Classifications, page 25), are offered a benefits package
that includes a choice of health insurance coverage. If the spouse of an SOS employee is offered health
insurance by his or her employer, he or she is ineligible for coverage under the SOS employee’s policy.
However, dependent children may be included. Employees are responsible for paying a portion of the
premiums which are deducted from the employee’s paycheck each pay period.

For purposes of pre-tax deductions (including health, life, and miscellaneous voluntary pre-tax
deductions), insurance plan years begins January 1 and end December 31. Any changes to pre-tax plans
shall be submitted during the open fall enroliment period. All changes submitted during open
enrollment become effective January 1 of the next year.

For family status changes that do not take place during the open enrollment period (e.g., marriage,
divorce, birth of a child, loss of employment, etc.), an employee may obtain a Benefits Change form
from the Human Resources Division to be submitted to EBD. ALL FAMILY STATUS CHANGES shall be
reported to the EBD within thirty (30) days of the event. Any changes reported after the 30-day window
shall not be eligible for plan changes until the next open enrollment period. The EBD website is
www.arbenefits.org.
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Insurance coverage may include, without limitation:

e Health insurance;
e Employee Assistance Program (EAP);
e Prescription drug benefits; and

e Life insurance (the state provides $10,000 for each employee).

Although the state offers insurance coverage for employees and their dependents, conditions covered,
claims processing, and actual benefit payments are between the employee and the insurance carrier.
The SOS shall not accept any responsibility or liability for actions taken by any insurance company. For
more information, contact the EBD at 501-682-9656 or www.arbenefits.org.

Prescription drug coverage is also included as part of the health insurance plan. There is no additional
premium for prescription drug coverage.

High deductible plans are available. The state recommends employees under this coverage open a
Health Savings Account (HSA). Funds in the HSA may only be used for medical expenses and roll over
from year to year with accrued interest.

A dependent child is ineligible for coverage under state health insurance plans after the end of the
month in which the dependent reaches the age of 26, unless the dependent is a qualified disabled
dependent. Failure to notify the EBD promptly of this change of status may result in the loss of COBRA
rights for a dependent child.

To protect employee’s personal health information, HIPAA regulations limit the amount of assistance
that the Human Resources Division may provide to employees regarding insurance.

Employee Assistance Program

Employees are responsible for their performance and for taking constructive action to resolve any
personal problems that affect or threaten to affect their on-the-job performance. To assist with this
responsibility, an Employee Assistance Program (EAP) is available to state employees to provide
professional, confidential assistance for any type of personal problem. Programs encourage early
intervention and awareness of problems and offer services as early as possible. These services are free
and available to employees and those in their household.

Flexible Spending Accounts

In accordance with Section 125 of the IRS Code, the state has established a Flexible Spending Account
(FSA) program known as the Arkansas Cafeteria Plan (ARCAP) which allows employees to set aside funds
to cover certain expenses with pre-tax dollars. Eligible FSA expenses include:

e Dependent care (e.g., child or elder care expenses); and
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e QOut-of-pocket eligible medical expenses not covered by the employee’s health insurance (e.g.,
annual deductibles, co-pay fees, items not covered by health insurance such as orthodontia;
vision care, etc.).

Unlike the Health Savings Account (HSA), the FSA only rolls over a maximum of five hundred dollars
($500) each year. Further information about FSAs is available from the Benefits Specialist.

Deferred Compensation

The Arkansas Diamond Deferred Compensation Plan offers tax-deferred investment opportunities to
employees through automatic payroll deductions.

Newly-hired employees are automatically enrolled in the plan starting with his or her first paycheck. This
automatic pre-tax contribution is three percent (3%) and will be deducted from the employee’s eligible
pay each pay period. An employee may opt out of the plan on his or her first day of employment by
completing an Opt-Out form available from the Human Resources Division. There is an opt-out period of
ninety (90) days from the date you receive your first paycheck. At that time, the employee may request
withdrawal of the contributions already made. (This withdrawal will be taxable at time of withdrawal.)

For specific information regarding the Arkansas Diamond Deferred Compensation Plan, contact a
representative at 501-301-9900.

Supplemental Insurance

Other types of supplemental insurance are available to employees. Information and enrollment forms
for these programs are available from the Benefits Specialist in the Human Resources Division. The
Benefits Specialist has information on several types of coverage from a number of providers for:

e Dental insurance;

e Vision care insurance;

e (Cancer insurance;

e long-term care insurance;

e Short- and long-term disability insurance; and

e Pre-paid legal services and an identity theft program.

COBRA

When employment is terminated, an employee and his or her dependents are no longer eligible for
regular coverage under the state’s health insurance plans. However, the employee may be eligible for
continued coverage. In these cases the employee is responsible for paying the entire monthly premium
for the coverage. This is a result of a federal law, the Consolidated Omnibus Budget Reconciliation Act
(COBRA). EBD issues COBRA notification forms and HIPAA Certificates of Creditable Coverage.
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Section 7
Types of Leave

Accrued Leave

Sick Leave

Sick leave provides paid leave for personal illness or injury, or the illness or injury of an immediate family
member. Sick leave is not an entitlement to extra days off, but rather a benefit to be used only in time of
need. Employees shall not use sick leave until it has been accrued. Employees cannot “borrow” leave
against future accruals, or from other employees.

Sick leave shall only be used for only the following purposes:

e When the employee is unable to work because of sickness or injury; or for medical, dental, or
optical treatment; and

o Death orillness of a member of the employee’s immediate family. Immediate family is defined
as father, mother, sister, brother, spouse, child, grandparent, grandchild, father-in-law, mother-
in-law, or any individual acting as a parent or guardian of an individual who is an immediate
family member.

The use of sick leave is contingent upon the occurrence of one of the events listed above. If the event
never occurs, the employee is not entitled to the sick leave benefits.

If an employee is frequently absent and the absences fall into a pattern of abuse (See Absenteeism and
Tardiness, page 23), or if an employee is on sick leave for more than three (3) consecutive days, he or
she may be required to provide a physician’s statement confirming release to return to work.

Full-time employees accrue sick leave at the rate of eight (8) hours per month. Extra help and temporary
employees are ineligible for paid sick leave. Regular part-time employees accrue sick leave on a pro rata
basis. Sick leave accrued during a calendar month is not considered to be earned by an employee until
the last working day of the month, and shall not be used until the first working day of the following
month. Leave shall be earned before it can be used. Sick leave may be requested in no less than fifteen
(15) minute increments (0.25 of an hour).

For accrual purposes only, employees shall accrue one half of their monthly sick leave if employed on
the first working day of the month and are in active status on the payroll through the 15th of that
month. Employees shall accrue one half of their monthly sick leave if employed on the 16th of the
month and are in active status on the payroll through the last working day of that month. (If the 16th
occurs on a weekend or holiday, accrual begins on the first (1st) working day thereafter.) Employees
may not borrow from anticipated future accruals.

Sick leave may be carried over from one calendar year to the next with no maximum cap.
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If an employee has exhausted all accrued sick leave, he or she may substitute annual leave, holiday
leave, or earned comp time for absences due to illness or injury. If no other leave has accrued, the
employee’s absence shall be leave without pay (LWOP). Sick leave shall not accrue while an employee is
on LWORP. If a holiday occurs on a day when the employee is on sick leave, the absence will be charged
to the holiday, and not to sick leave.

Sick leave is not included as hours worked for the purpose of calculating non-exempt overtime.

Upon retirement, an employee may be eligible to receive a portion of his or her unused sick leave in a
lump sum payment. Such payment is not considered salary for the purposes of calculating retirement,
and will not be considered as exceeding the line item maximum salary for the position. Employees
should contact the Human Resources Division for specific regulations in place at the time of their
retirement. (Sick leave is not paid out upon an employee’s termination or resignation.)

Employees who transfer to another position in state government shall have their remaining sick leave
balance (up to 120 days/960 hours) transferred to the new position. Unused sick leave may be donated
at any time to the SOS Catastrophic Leave Bank.

Annual Leave

Calculation of annual leave accruals for full-time employees is determined by their years of state service.
Extra help and temporary employees are ineligible for paid annual leave. Part-time employees accrue
annual leave on a pro rata basis.

Full-time regular employees earn annual leave time according to the chart below:

Service Time Leave Per Month
Year0-3 8 hrs.
Year4-5 10 hrs.
Year 6—12 12 hrs.

Year 13-20 14 hrs.

Year 21 and over 15 hrs.

NOTE: All changes in annual leave accrual rates shall take place the first day of the month following an
employee’s “leave accrual date”, a date determined the employee’s total years of state service.

Employees shall not use annual leave until it has been accrued. Employees shall not “borrow” leave
against future accruals, or from other employees. Annual leave is not accrued during periods of LWOP.

Annual leave may be requested in no less than fifteen (15) minute increments (0.25 of an hour).
Employees may elect to use accrued annual leave for illnesses, provided that sick leave is not available.
(However, sick leave shall not be substituted for annual leave when annual leave is not available.)
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Annual leave requests shall be submitted as far in advance as possible. When requesting leave, an
employee should provide fifteen (15) to thirty (30) days advance notice whenever possible. Because of
work requirements, it may be necessary from time to time to withhold approval of requested annual
leave. Supervisors retain the right to decline requests at their discretion and to require written requests
for annual leave on prescribed forms.

If a paid holiday occurs during the employee’s use of annual leave, that day shall be considered as a
holiday, and annual leave shall not be charged for the holiday.

Annual leave shall be cumulative. No employee shall have more than 320 hours of annual leave at
the end of each calendar year. However, annual leave may exceed 320 hours by approval of the
Human Resources Director and the Chief Deputy. Employees hired after December 31, 2020, must
adhere to this policy. Employees hired before January 1, 2021, will be “grandfathered” in and
allowed to carry-over their annual leave balance that exceeds 320 hours, but encouraged to begin
utilizing their accrued leave when possible with the goal of drawing down their vacation balance to
320 hours or less. At that point, an employee will not be allowed to carry over more than 320
hours. If an employee that was hired prior to 12-31-20 ends the calendar year with a balance of less
than 320 hours, that employee will fall into the new leave accrual policy and be limited to a carry-
over balance of 320 hours in the future.

Should an employee leave SOS employment and not transfer to another state job, the employee shall be
paid for accrued, unused annual and holiday leave, up to a maximum of 240 hours. This payment shall be
made after receipt of the employee’s final attendance records and is subject to standard payroll tax
deductions. This lump sum payment will not be considered salary for the purpose of calculating
retirement and shall not be considered as exceeding the line item maximum for the position. Any hours
in excess of 240 shall be forfeited or may be donated by the employee to the SOS Catastrophic Leave
Bank.

Employees transferring to another state position may transfer unused annual leave (up to thirty (30)
days or 240 hours) to the new position.

Annual leave is not counted as hours worked for the purpose of calculating non-exempt overtime.

Holidays and Birthdays

The SOS observes eleven (11) paid holidays annually. Holidays observed include:

Holiday Celebrated Day
New Year’s Day January 1
Dr. Martin Luther King, Jr.s Birthday Third Monday in January

George Washington’s Birthday /

Daisy Gatson Bates Day Third Monday in February

Memorial Day Last Monday in May

Independence Day July 4
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Labor Day First Monday in September

Veterans Day November 11

Thanksgiving Day Fourth Thursday in November

Friday following Thanksgiving

. . Fourth Friday of November
Contingent upon Governor’s Proclamation ¥

Christmas Eve December 24
Christmas Day December 25
Employee’s Birthday (Insert your month & day)

If a holiday occurs on a Saturday, it shall usually be observed on the preceding Friday. Holidays that
occur on Sunday shall usually be observed on the following Monday.

Employees do not have to take birthday leave on their birthday but may do so according to standard
leave-scheduling policies.

Part-time employees shall only be paid for holidays that occur on days that they are usually scheduled to
work. Extra-help employees are eligible for holiday leave if they are in active pay status for at least
fifteen (15) minutes on both the work day before and the work day after the holiday.

If an employee leaves state employment, he or she shall be paid for no more than 240 hours of
combined unused holiday and annual leave.

If an employee works on a state-observed holiday, he or she shall accrue holiday leave that can be taken
at a later date. Accrued holiday leave shall be used before any annual leave time is used.

Order of leave usage:

Comp time (except for illness; then sick leave may be used)
e Holiday (accrued)

e Annual —for vacation

e Sick — for sick days

e Birthday

Special Leave

Family and Medical Leave Act (FMLA)

The SOS complies with provisions of the federal Family and Medical Leave Act (FMLA) and, where
applicable, state family and medical leave laws. Information about the employee’s rights under FMLA
may be found at https://www.dol.gov/whd/fmla/ and in print version in the Human Resources Division.
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Eligibility for Family Medical Leave (FML) depends on the employee’s length of employment. The
employee shall have worked for the state for twelve (12) months (does not have to be twelve (12)
consecutive months) and have worked at least 1,250 hours during the last continuous twelve (12)
months. The leave shall be for an employee’s serious health condition or the serious health condition of
an immediate family member for whom they must care. For forms or detailed information regarding
FML, contact the Human Resources Division.

To expedite the FMLA process, employees shall:

o Notify the Human Resources Division as soon as he or she knows FML may be needed.
Employees shall be provided with a US Department of Labor fact sheet which provides general
information about FML coverage. (The fact sheet indicates that the employee should provide
thirty (30) days’ advance notice OR immediately upon learning of the possible need for FML.);

e Obtain the fact sheet and certification forms from the Human Resources Division to be filled out
by his or her healthcare provider. Certification forms shall be returned to the Human Resources
Division within fifteen (15) days; and

e Follow up with his or her healthcare provider to ensure that the forms have been completed
and returned to the Human Resources Division.

After receiving documentation from the healthcare provider, the Human Resources Division will inform
the employees whether or not FML is approved or denied.

Employees are also required to obtain similar information when a family member (as defined on the fact
sheet) needs his or her care.

FMLA Return to Work

When leave is taken by an employee for a serious health condition, he or she shall present to the Human
Resources Division a fitness-for-duty certificate and/or physician’s release to return to work indicating
the ability to fulfill job duties, the date of return, and reasonable accommodations needed, if any. (Some
positions do not have light duty available.) The Human Resources Division has a Return to Work form
that the employee may give to his or her doctor for completion.

Upon return from FML, an employee shall be restored to (a) the position formerly occupied, if available,
or (b) an equivalent position with equivalent employment benefits, pay, and other terms and conditions
of employment.

Apart from the paid leave actually used during the FMLA period, the taking of leave shall not result in
the loss of any employment benefit accrued prior to the date on which the leave commenced. However,
no seniority or employment benefits shall be accrued during the period of leave. The employee is not
afforded any right, benefit, or position of employment other than any right, benefit, or position which
the employee had if the employee had not taken leave.
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Organ and Bone Marrow Donations

Employees may take up to thirty (30) days of paid leave (per calendar year) to serve as an organ donor.
Employees are additionally allowed up to seven (7) days of paid leave (per calendar year) to serve as a
bone marrow donor. Employees shall present documents indicating their participation in the donor
process to the Human Resources Division.

Bereavement Leave

The SOS provides paid leave to employees dealing with the loss of loved ones. For death of an
immediate family member (spouse, child, parent, grandchild, grandparent, and sibling or the employee’s
spouse’s child, parent, grandchild, grandparent), an employee is entitled to up to three (3) days of paid
leave annually. Special circumstances where additional time is needed may be approved by the
Secretary of State or Chief Deputy.

If an employee requires additional leave after bereavement leave, he or she may use accrued annual or
sick leave. The Secretary of State or the Chief Deputy may grant additional bereavement leave due to
circumstances, at his or her discretion.

Requests for bereavement leave shall be approved by the appropriate supervisor before entering the
leave into the web-based timesheet program. For purposes of timekeeping, supervisors may be asked by
the Payroll Officer or the Human Resources Director to verify bereavement leave before it is entered
into the timesheet program.

An employee may contact the Human Resources Division for further information.

Catastrophic Leave

The SOS has a Catastrophic Leave program which may provide paid leave to employees who have
exhausted all of their leave and need additional leave when they are unable to perform their duties due
to catastrophic illness or injury. While the SOS administers its own Catastrophic Leave program, the
provisions and requirements of the program are modeled on those established by DFA for state
agencies. Program requirements may be found at
https://www.dfa.arkansas.gov/images/uploads/personalManagementOffice/47-

CatastrophicLeave.pdf

A Catastrophic Leave Committee, comprised of SOS staff with input from medical practitioners/experts,
determines catastrophic leave eligibility. Employees requesting catastrophic leave must submit a
completed application, accompanied by a physician’s certification, to the Catastrophic Leave Committee
for review and approval. Physician’s Certification forms may be obtained from the Human Resources
Division.

Children’s Education Activities Leave

Act 1028 of 2007 permits full-time state employees eight (8) hours of Children’s Educational Activity
Leave during any one (1) calendar year to attend, or assist with, their children’s school-sponsored
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educational activity. This leave may be taken in fifteen (15) minute increments, but shall be approved by
a supervisor before it is taken. Unused Children’s Educational Activity Leave shall not be carried over to

the next calendar year and is not compensable at retirement.

“Child” means a person aged three (3) and up who is enrolled in pre-kindergarten through grade twelve
(12) and who is of the following relation to a state employee:

e Natural child;
e Adopted child;
e Stepchild;

e Foster child,;

e Grandchild;

e Ward of the state employee by virtue of the state employee having been appointed the person’s
legal guardian or custodian; or

e Any other legal capacity in which the employee is acting as a parent for the child.
“Educational activity” means any school-sponsored activity, which includes without limitation:

e A parent-teacher conference;

e Participation in school-sponsored tutoring;

e Participation in a school-sponsored volunteer program;
o Afield trip;

e Aclassroom program;

o Aschool committee meeting;

e An academic competition; and

e Assisting with athletic, music, or theater programs.

Contact the Human Resources Division for more information on this program. Request forms shall be
completed, approved, and sent to the Payroll Officer for payroll processing.

Maternity/Paternity Leave

Maternity/paternity leave shall be treated as any other leave for sickness or disability. Accumulated sick
leave and annual leave, if requested by the employee, shall be granted for maternity/paternity use, after
which leave without pay may be used. The employee shall apply for FMLA unpaid leave, if he or she
meets the eligibility requirements.

In accordance with ACA § 21-4-214, Catastrophic Leave may be used for female employees on maternity

leave. It shall not be used for paternity leave. The eligibility requirement of one (1) year completed state
employment still stands, however, the 1,250-hour requirement shall not apply.
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Catastrophic Leave for maternity purposes may be granted to a female employee after (a) the birth of
the employee’s biological child or (b) the placement of an adoptive child in the home of the employee.

An employee on Catastrophic Leave for maternity purposes is not required to exhaust sick or annual
leave before being granted Catastrophic Leave. Up to four (4) consecutive weeks of Catastrophic Leave
with full pay may be granted to an employee for maternity purposes. The employee shall be eligible for
the leave only within the first twelve (12) weeks following the birth or adoption of a child.

After the expiration of the four (4) weeks of leave, maternity leave shall be treated as any other leave
for sickness or disability. Catastrophic Leave for maternity purposes shall run concurrently with FML
under the FMLA.

Any application for Catastrophic Leave shall be accompanied by a medical certification from a physician.
An employee shall not accrue any leave while on Catastrophic Leave for maternity purposes.

Check with the Human Resources Division for special rulings for unmarried parents and for parents who
both work for the SOS under FMLA guidelines.

Military Leaves of Absence

Employees shall be granted leaves of absence as required by law for the purpose of fulfilling any military
obligation. Employees are required to provide reasonable advance notice of the need for such leave.
Upon return from leave, employees are required to present proof of participation in the approved
activity, such as military orders.

Training or Service Leave

Employees who are called to active duty in emergency situations as declared by the Governor or the
President for more than thirty (30) consecutive days shall be eligible for continued proportionate salary
payments. These payments are made in accordance with Act 2113 of 2005, as codified at ACA § 21-5-
1202.

Employees enrolled in the military who are called to duty training may be awarded up to fifteen (15)
days (120 hours) paid military leave per year. This leave is in addition to the thirty (30) days for
emergency situations as explained above. Leave of absence for military training or service and return to
work from such leave shall be in accordance with the Uniformed Services Employment and
Reemployment Rights Act (USERRA) of 1994 and other applicable laws.

Group medical benefits while on military training leave shall be in accordance with state insurance policies
and state and federal law in effect at the time of the leave.

Employees may contact the Human Resources Director for further information on military leave.
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Service Connected Disability Leave

Employees who have been rated by the United States Department of Veterans Affairs (VA) or its
predecessor to have incurred a military service-connected disability and have been scheduled by the VA
to be reexamined or treated for the disability shall be eligible for a leave of absence not to exceed six (6)
days during any one (1) calendar year in addition to the employee’s regular salary, annual leave, and sick
leave. The employee maintains all benefits, rights, and privileges to which he or she is entitled during
the leave of absence. The employee shall be required to provide documentation of reexamination or
treatment for the disability.

Court and Jury Duty Leave

Employees are entitled to leave with pay when they are summoned for jury duty or are subpoenaed as a
withess.

If an employee is called to serve on a jury or is subpoenaed to appear in any court, the employee is
required to notify his or her supervisor as far in advance as possible. The employee shall also be
required to provide documentation from the court regarding the appearance and any required jury
training.

Some courts have potential jurors call in on the day of jury duty. Potential jurors call in and may or may
not have to go to the courthouse on that day. If the employee has to go to the courthouse on that day,
then he or she has leave with pay. If, however, an employee calls in and is not selected for jury duty,
then he or she shall report to work as soon as possible. A phone call to the court shall not count as a day
of leave with pay. The employee is responsible for explaining to his or her supervisor the terms of the
call in and on what days he or she may be on jury duty leave.

When an employee is called to serve as a witness by subpoena and is not being paid (to witness) or is
not a party to the matter, the employee will be paid for the absence, regardless of whether it is within
the scope of the employee’s job. The employee shall be required to take annual leave to attend any
deposition, hearing, or court appearance if the matter is outside the employee’s scope of employment
and the employee is being paid as an expert witness or is a party to the matter.

A State Capitol Police officer who is subpoenaed to appear at a time when the officer is not scheduled
for regular duty is entitled to retain witness and mileage fees. An employee who works night shifts and
is required to serve in court during the day or is subpoenaed as a witness to give a deposition in court or
at a hearing, not including litigation to which the employee is a party or service as a paid witness outside
the scope of state employment, shall be allowed to take court and jury leave on the night shift of the
day on which he or she served, provided that proper documentation is provided from the court to
support the appearance.

In accordance with Act 1845 of 2005, state employees are generally prohibited from retaining witness
fees or mileage fees when subpoenaed as a witness for a matter that is within the scope of the
employee’s job.
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Time Off to Vote

The SOS encourages citizens to participate in democracy’s most valued privilege — the right to vote. Time
off for voting may be granted at a time that is most convenient for an employee’s department and
should be requested from his or her supervisor in advance. Employees who do not have sufficient time
outside of their regular working hours to vote in an election may request time off to vote (using accrued
vacation, holiday, or comp time).

Disaster Leave

Disaster leave with pay may be granted for not more than fifteen (15) working days in any calendar year
without loss of wages, accrued leave, comp time, or other earned compensation. Disaster leave shall be
granted only for disaster relief services occurring within the State of Arkansas or for disaster relief
services occurring within contiguous states.

Leave for disaster relief services is available to employees who:

e Have been trained and certified as a disaster service volunteer by the American Red Cross;

e Have been requested to provide specialized disaster relief services by the Red Cross in
connection with a disaster (as defined in ACA § 12-75-103(2));

e Request Disaster Service Volunteer Leave; and

e Obtain consent from the SOS.

Personal Loss

In accordance with Executive Order 08-09, state employees may take emergency paid leave to take care
of the losses they incur in the wake of severe weather conditions.

Personal Leave of Absence and Leave Without Pay

If an employee encounters circumstances that are not covered by other types of leave listed in this
section, he or she may contact the Human Resources Director to request a personal leave of absence or
extended leave without pay.

Employees shall not take leave without pay until all annual leave has been exhausted, except in cases of
maternity/paternity leave, inclement weather, budget reductions as determined by the SOS Chief
Deputy, and SOS disciplinary actions. Maternity and paternity leave have different criteria of leave use
and may be discussed with the Human Resources Director.

Requests for a personal leave of absence or leave without pay may be approved by the Secretary of
State or Chief Deputy on a case-by-case basis. Any such period of leave shall not exceed six (6)
continuous months, unless extended by the Secretary of State. Employees may be dismissed from
employment if they fail to report to work promptly after the expiration of the period of leave without

pay.
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An employee who accumulates ten (10) consecutive or nonconsecutive days of leave without pay during
one (1) calendar month shall lose the leave accruals for that month.

Employees may choose to discontinue health insurance while on leave without pay; however, those
employees shall not be able to re-enroll until the next open enrollment period. To continue group
insurance, employees may contact the Benefits Specialist for instructions.

For further details on this type of leave, please contact the Human Resources Director or the Benefits
Specialist.

For further information regarding use of leave or necessary forms, please contact the Human Resources
Division.
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Section 8
Work-Related Injuries and llIness

Workers’ Compensation Insurance Benefits

The SOS participates in the state’s workers’ compensation program, codified at ACA § 11-9-101 et seq.
For an employee to be eligible to receive benefits, the injury or illness must arise out of, or happen
during the course of, assigned job duties.

Workers’ compensation benefits include partial payment of lost wages and/or payment for required
medical treatment. Wage benefits generally begin several days after disability occurs. The insurance
company, in accordance with state law, determines the benefit amount. In the event of death due to a
work related injury or illness, a death benefit may be paid to the employee’s surviving spouse, children,
or both.

If the employee is unable to work due to the work-related injury or iliness, the leave of absence shall be
a combination of workers’ compensation and FMLA leave (if employee is eligible). The leave shall count
toward the twelve (12) weeks of leave to which the employee is entitled under FMLA. (See Family and
Medical Leave Act (FMLA), Page 35.)

Reporting Work-Related Injuries and llinesses

The Workers’ Compensation Commission has implemented a new process for reporting on-the-job
injuries called the Company Nurse Injury Hotline.

If an employee is injured and the injury is deemed life-threatening or beyond basic first-aid, the
employee’s supervisor or any immediate employee shall call 911 for emergency treatment.

If the employee is able, he or she should call the Hotline. If the employee is unable, the supervisor shall
call the Hotline to report the incident. Report SHALL be made immediately.

There is no excuse because of time of day — the Hotline is answered 24/7. The Hotline number is 1-
855-339-1893; SOS Code: QR71

Tips for reporting work-related injuries and illnesses include:

e Unless physically hindered, employees shall immediately notify their supervisor of a work-
related injury or illness;

e If NO medical treatment is needed (or employee refuses treatment), DO NOT call the Hotline;
The employee’s supervisor shall complete an incident/accident report for the employee's

personnel file and send to the Human Resources Division immediately; and

e If treatment is necessary, but not an emergency, a supervisor or another employee shall call the
Hotline and report the incident.
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A registered nurse will gather the appropriate information, make care recommendations, direct the
employee to a healthcare provider in the area, and send the employee’s information to this provider.
The claim forms will be electronically generated by the nurse and emailed to the Human Resources
Division. When the forms are received by the Human Resources Division, the employee and his or her
supervisor shall review the forms for accuracy and add missing or additional information before signing.
The forms shall be faxed to the Public Employee Claim Division of the Insurance Department.

All supervisors have been issued cards with the phone number for the Company Nurse Injury Hotline.
There are also small posters in various areas of the buildings with this information.

Returning to Work and Continuation of Benefits

Returning to work from a work-related injury or illness follows the procedure used under FMLA. (See
FMLA Return to Work, page 36). If the employee must be off work for an extended period of time, FML
will run concurrently with Workers’ Compensation. Thus, the employee will return to the same or a
substantially similar position if the employee returns before the FMLA entitlement expires. If the
employee is unable to return to work by the time the FML expires, return to work will be based on
“position availability” as outlined under Personal Leave of Absence basis for a period of up to one (1)
year. (See Family and Medical Leave Act (FMLA), page 35.) After one (1) year, the SOS cannot make any
return to work guarantees. Eligibility for insurance coverage continuation shall be as outlined under
FMLA. As is the case for all other unpaid leaves of absence, annual and sick leave shall not accrue while
on workers’ compensation leave.
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Section 9
Safety and Health

Safety and Health

It is extremely important that each employee understand the following rights and responsibilities:

o No employee is expected to undertake a job until he or she has received authorization and
instruction on proper performance;

o No employee shall undertake a job that appears to be unsafe;
e Mechanical safeguards shall be in place;
e Equipment operators shall receive proper instruction regarding equipment prior to usage;

e Employees shall report any unsafe acts or conditions observed during work or on state property
to the attention of his or her immediate supervisor or the Human Resources Division; and

e Any injury or illness that the employee believes to be work-related, no matter how slight, shall
be immediately reported to his or her supervisor AND the Human Resources Director.

Communicable lliness

Communicable llinesses and Medical Care

Any employee of the Office of the Secretary of State who believes he or she has contracted a
communicable illness that may be transmitted in a business setting must contact his or her supervisor to
report the symptoms or illness. Individuals with suspected or confirmed communicable illnesses are
encouraged to seek proper medical care, counseling, and education. Any employee of the Office of the
Secretary of State who has a suspected or confirmed communicable illness and who is experiencing
difficulty in obtaining expert medical care and/or counseling is encouraged to seek assistance from the
Human Resources Division. At any time, the Office of the Secretary of State may require an individual to
be assessed by a physician to determine fitness for duty and to provide documentation of such fitness
before continuing to attend work or before returning to the office.

Confidentiality

The Office of the Secretary of State recognizes the importance of protecting, to the greatest extent
possible, the confidentiality and privacy interests of all employees suspected of having or who have a
communicable illness. Accordingly, such information shall be handled in compliance with federal and
state law. Supervisors and, if applicable, the Human Resources Division, shall disclose only limited details
of an employee’s medical information, and with no personnel other than those necessary to ensure the
health and safety of other employees and the public, and in a manner consistent with all applicable
laws. Assessment of an employee to determine fitness for duty or identify relevant work restrictions
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shall be performed solely by appropriate licensed medical personnel. Only the results of such an
assessment of fitness for duty shall be shared with the employee’s supervisor and the Human Resources
Division when needed to manage employment and work-related issues.

Reporting and Review Requirements for Certain Communicable llinesses

Employees who know they have a communicable illness or who have a reasonable basis for believing
that they have a communicable illness have an obligation to conduct themselves responsibly for their
own protection and the protection of other employees and the public. Employees with communicable
illnesses must not knowingly engage in any activity that creates a material risk of transmission to others.
Decisions regarding restrictions on or modifications of employment and duties/activities as a result of a
communicable illness will be made on a case-by-case basis, and will be made on the basis of the type
and nature of the communicable illness, the nature of the employee’s work or work setting, and the risk
to the health of the employee or others. Such restrictions or modifications may include, among other
things, changes in job functions, location, or work schedule, and/or removing the employee from the
work setting. The Office of the Secretary of State shall make efforts to implement such decisions as
discreetly and confidentially as possible. All employees of the Office of the Secretary of State must
comply with these provisions.

Code of Safe Practices

The following safe practices apply to all employees. Employees not adhering to safe work practices may
be subject to corrective action up to and including termination.

e Inthe event of a fire, contact the State Capitol Police at 501-682-5173. If a formal evacuation is
required, evacuate the building in accordance with designated evacuation procedures. Stop

work and proceed to the nearest clear exit. Gather at the appointed location for your particular
work section;

e When an employee is carrying objects, he or she should exercise care to avoid over-exertion and
strain. When lifting heavy objects, an employee should try to use the large muscles of the leg
instead of the smaller muscles of the back, to avoid back injury;

e When involved in strenuous activities, employees are encouraged to take regular rest periods
and vary work periodically to minimize strain;

e Employees shall follow all prevention methods outlined in any training sessions provided;

o  Work shall be well planned and supervised to prevent injuries in the handling of all materials
and equipment; and

e No horseplay is allowed at any time.
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Emergency Evacuation

Evacuation plans for each division are posted in every office area. Time should be taken to review and
become familiar with the plan. Employee safety and the safety of others are dependent on knowing
what to do in the event of an emergency.

In the event of an emergency evacuation, all employees shall immediately report to their assigned
emergency location. All employees are to remain at the assigned location until a roll call is completed
and instructions are given. Employees may leave the emergency location only after receiving permission
from their office’s designated Emergency Coordinator, or in that person’s absence, the most senior
manager present during the emergency. Strict compliance with this procedure is essential for safety.

Any employee requiring assistance to accommodate a disability shall notify their supervisor BEFORE an
emergency occurs so arrangements may be made for the evacuation.

Workstation Conditions and Health

When working at a desk, observe the following health and safety steps:

e For computer workstations, background and screen lighting shall be compatible and adjustable
whenever possible;

e Computer screens shall be positioned to prevent eye, back, and muscle strain;
e Areas shall be kept free of debris and tangled electrical cords;

e Space heaters shall be plugged directly into a wall outlet, not a power strip. When leaving for
the day, heaters shall be turned off and unplugged;

e Toaster ovens shall be turned off and unplugged; and

e Power strips are often necessary, but shall not be linked together. Employees shall contact the
Capitol Facilities Division for assistance in finding a solution, such as power strips with longer
cords or additional electrical outlets.

Drug Policy

Compliance with the Drug-Free Workplace Act

The SOS complies with the federal Drug-Free Workplace Act and is committed to providing a safe,

healthy, and efficient working environment for all employees. Any employee convicted of violating a
criminal drug statute shall notify his or her supervisor of the conviction within five (5) business days.
Failure to report the conviction may result in corrective action up to and including termination. If an
employee is arrested and convicted of violating a criminal drug statute, he or she may be suspended

47 |Page



until the outcome of the event is communicated to the Secretary of State and the Chief Deputy, at which
time a disciplinary action may be taken up to and including termination.

Alcohol and lllegal Drugs at Work

To maintain a safe working environment, employees are prohibited from:

e Selling, purchasing, transferring, or possessing any illegal* drug during work hours or on state
property** at any time;

e Drinking alcohol and/or taking any illegal drug while on duty or performing work activities,
especially when operating machinery or driving; and

e Abusing inhalants or prescription drugs or possessing prescription drugs that have not been
specifically prescribed for the employee by a medical provider.
Taking legally-prescribed medications or over-the-counter medications is permitted to the extent that
use of such medications shall not adversely affect job performance or the safety of the individual
employee or others.

* An “illegal drug” is defined as any substance deemed illegal under federal or state law.

** For the purpose of this policy, “state property” applies not only to other government property, but
also any location where the employee may be performing work for the SOS (even if the employee is
working at home for any reason).

Medical Marijuana

The SOS shall not discriminate against a job applicant or employee in hiring, termination, or any term or
condition of employment, or otherwise penalize an applicant or employee, based on the applicant’s past
or present status as a “Qualifying Patient” or designated caregiver.

For purposes of this policy, a “Qualifying Patient” means a person who has been diagnosed by a
physician as having a qualifying medical condition and who has registered with the Arkansas
Department of Health in accordance with the Arkansas Medical Marijuana Amendment of 2016.

Employees in Safety-Sensitive Positions
A safety-sensitive position means:

(1) Any position involving a safety-sensitive function pursuant to federal regulations governing drug and
alcohol testing adopted by the US Department of Transportation or any other rules, guidelines, or
regulations adopted by any other federal or state agency; or

(2) Any position designated in writing by the SOS as a safety-sensitive position in which an employee
occupying the position while under the influence of alcohol or drugs may constitute a threat to health or
safety, including positions in which a lapse of attention could result in injury, illness, or death (including
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operating, repairing, maintaining, or monitoring heavy equipment, machinery, aircraft, motorized
watercraft, or motor vehicles as part of the job duties) or positions that require any of the following
activities:

Carrying a firearm;

Performing life-threatening procedures;

Working with confidential information or documents pertaining to criminal investigations; or
Working with hazardous or flammable materials, controlled substances, food, or medicine.

oo ® >

The SOS will identify those positions that are safety-sensitive positions.

As a condition of employment in safety-sensitive positions, employees agree to random drug testing.
Employees in these positions may be randomly selected at intervals determined by the SOS. Once an
employee is selected for testing, he or she shall report for drug testing procedures. If changes in the job
duties associated with a position make that position safety-sensitive, any employee holding the position
shall agree to random drug testing as a condition of continued employment in that position.

Prescription and Over-the-Counter Drugs

For purposes of this policy, ”prescription” and “prescribed medication” mean a written or oral order for
a pharmaceutical drug for use by a particular person given by a licensed practitioner in the course of
professional practice, including controlled substances prescribed in accordance with the regulations
promulgated by the director of the US Drug Enforcement Administration pursuant to federal drug abuse
control laws. This definition does not include a recommendation for use of medical marijuana, as the
use of marijuana by a covered employee is prohibited during working hours, including any lunch or
other breaks.

Prescription and over-the-counter drugs are not prohibited when taken in standard dosage and
according to a licensed practitioner’s prescription. Any employee taking prescribed or over-the-counter
medication shall be responsible for consulting his or her prescribing practitioner and/or pharmacist to
ascertain whether the medication may interfere with safe and competent performance of his or her job.
If the use of a medication may compromise the safety or competency of the employee, fellow
employees, or the public, it is the employee’s responsibility to use appropriate personnel procedures
(e.g., call in sick, use leave, request change of duty, notify supervisor) to avoid unsafe workplace
practices.

The illegal or unauthorized use of prescription drugs is prohibited. It is a violation of this policy to

intentionally misuse or abuse prescription medications. Appropriate disciplinary action shall be taken if
job performance deteriorates or accidents occur.
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Prohibited Behavior

The illegal or unauthorized use of prescription drugs is prohibited. Further, it is a violation of this policy
for an employee to possess, manufacture, use, sell or transfer, or be impaired by alcohol, marijuana,
controlled substances, or other intoxicants during working hours. All employees are prohibited from
testing positive for metabolites of substances that are listed in the schedules of the federal Controlled
Substances Act and the State of Arkansas Uniform Controlled Substances Act.

The use of any illegal drug covered under the federal Controlled Substances Act, USC Title 21, Section
812, is prohibited. The use of marijuana for any purpose, including medical, is also prohibited during
working hours or when representing the SOS. All illegal substances or drugs, including illegal synthetics,
marijuana, and drug paraphernalia, are prohibited on State Capitol grounds. Violations of this policy may
be cause for intervention that may result in referral to mandatory treatment and/or corrective or
disciplinary action up to and including termination.

Alcohol and Drug Testing
The SOS will require alcohol or drug testing when:

e Areasonable suspicion exists that an employee is under the influence of any controlled
substance, drug, or alcohol while on the job or in the workplace; or

e An accident*, near miss, or incident occurs in which safety precautions are violated or careless
acts are performed, and a reasonable suspicion exists that an employee is under the influence.

*In the event of a workplace accident, the employee may be required to submit to a drug test.

Alcohol and drug testing will be paid for by the SOS. Test results shall be kept confidential. A positive
test is grounds for corrective action up to and including termination.

Any employee who does not consent to and fully cooperate with an approved alcohol or drug testing
procedure is subject to corrective action up to and including termination.

Treatment for Chemical Dependencies

The SOS is not obligated to continue to employ a person whose job performance is impaired because of
drug or alcohol use, nor is the SOS obligated to re-employ any person who has participated in treatment
and/or rehabilitation if the former employee’s job performance did not meet the job requirements.

Employees should contact the EBD at http://www.arbenefits.org to find out if chemical dependency
treatment is covered under their insurance plans and what programs are available through the

Employee Assistance Program (EAP).

Workplace Security

Workplace security and violence are safety issues that require the attention of all employees. Types of
workplace violence that may occur include, without limitation:
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e Aviolent act by an assailant, with no specific relationship to state government, committed on
Capitol grounds;

e Aviolent act or threat of violence by a recipient of a service provided by the SOS or other state
governmental entity on Capitol grounds; and

e Aviolent act or threat of violence by a current or former employee, or another person who has
some employment-related involvement with the SOS (e.g., spouse, relative, friend, or another
person who has a dispute with another employee).

Understanding the following may help deter any such acts:

e Violent acts or threats of violence toward another employee, visitor, member of the public, or
vendor shall not be tolerated and may be grounds for immediate termination;

e Employees shall follow SOS procedures for unlocking and locking offices, and for use of
programmed access cards. These procedures are designed to protect against intruders gaining
entry to non-public areas;

e Employees shall report any unusual or suspicious activity to the State Capitol Police;

e Employees shall immediately report any threats of violence or acts of aggression to a supervisor
and the State Capitol Police; and

o Employees shall immediately advise their supervisor and Capitol Police in the event a domestic*
or other non-work-related dispute enters the workplace.

*Unfortunately, sometimes non-employees may bring personal disputes into the workplace. To protect

the safety of all employees, an employee shall immediately report to a supervisor or the State Capitol
Police personal situations that may bring violence to the workplace.

Identification Badges and Building Access

To protect the safety and maintain the security of all employees, every employee is required to wear a
picture identification badge at all times while on the premises. If the following practices are not
followed, the SOS reserves the right to report incidents to the State Capitol Police.

At orientation, an identification (ID) badge shall be issued to all new employees on their first day of
employment. Loss or damage of the ID badge shall be reported to State Capitol Police. A replacement
charge for the badge may be applied. The badge is the property of the SOS and shall be returned upon
termination.

Because employee ID badges are also the means by which employees enter the premises, employees
shall not loan their badges to anyone, including other employees, nor shall employees use ID badges to
allow anyone without badge access to enter the premises. (Such individuals should be directed to one of
the public entrances.) If an employee has badge access, he or she shall use his or her badge for entry.
Failure to observe these safety regulations may endanger the safety and security of all other employees
and may subject the employee to corrective action up to and including termination.
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Protective Security Perimeter

It is the intent of the SOS and the State Capitol Police to provide reasonable security measures in and
around the Capitol building, offices, and grounds. To promote this policy, a protective security perimeter
is implemented by the use of lockable gates located on the east and west access points to the building.

On the last day of the workweek at close of business, the east and west perimeter gates will be closed.
The gates shall remain closed throughout the weekend until the beginning of the next standard business
day.

The gates are known as a standoff security barrier and may be utilized any time a direct threat is known
or perceived to the Capitol building, offices, and grounds. The SOS may authorize perimeter gates to be
opened and/or closed at various times for events, for after-hours activities, or at times when increased
protection is needed.

Weapons

Despite some laws that allow people to carry firearms in public, Arkansas law prohibits anyone from
possessing or carrying (in plain sight) weapons of any kind inside the Capitol building (except for
members of law enforcement agencies), in state-owned vehicles, and while on work time. This includes:

e Any form of weapon or explosive;
e All firearms; and
e Allillegal knives or knives with blades that are more than six (6) inches in length, with the
following exceptions:
Act 562 of 2017, allows individuals in the buildings and grounds of the State Capitol (including the State

Capitol building itself) to carry a concealed handgun provided they have been issued and have physically
in their possession a valid Enhanced Concealed Handgun Carry License issued by the Arkansas State

Police. The handgun shall be concealed and remain concealed from view.

Individuals working on a regular basis for an office or agency located within the State Capitol building
and capable of accessing the building via their Capitol ID access card, and who also possess and have in
their possession at all times a valid Enhanced Concealed Handgun Carry License, will be allowed to carry
a concealed handgun provided it remains fully concealed in all public access locations within the State
Capitol building.

Employees are responsible for ensuring that no item they possess is prohibited by this policy. If an
employee is unsure whether an item is covered by this policy, he or she may contact the State Capitol
Police.

Nothing in this policy shall be construed as creating any duty or obligation on the part of the SOS to take
any actions beyond those required of an employer by existing law.
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Inspection of Employees and Personal Property for Possession of Weapons

To promote a safe and violence-free workplace, the SOS reserves the right to inspect employee clothing,
packages, lunch boxes, containers, articles in work areas, and other objects brought onto state property

that may conceal weapons.
Visitors and Vendors

To further protect employees, all visitors and vendors shall be escorted by an employee when in non-
public areas of the Capitol complex.
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Section 10
Parking

Parking at the Capitol or when traveling on official business is at the employee’s own risk. The SOS shall
not assume liability for theft or damage to an employee’s car or personal belongings. Employees shall
report problems or suspicious activities in or around Capitol parking areas to the State Capitol Police.

Information about available parking and reserved parking is provided when a new employee is hired or
may be obtained by contacting a supervisor. Assigned parking spaces in the Woodlane Parking Lot are
paid for on a monthly basis. The Business Office shall approve any changes that are made.

Employees may park in designated unassigned spaces. However, employees may be ticketed and
notification sent to their supervisor for parking in prohibited areas around the Capitol.

A parking space assigned to a specific employee is not transferrable. Assigned spaces shall be forfeited
to the SOS if required by management or when the employee leaves SOS employment.
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Section 11
Inclement Weather

The SOS shall strive to be open for business during working hours. In the event of emergencies that
affect business operations (e.g., earthquake, unusual storm conditions, etc.) the Governor or the
Secretary of State shall determine whether the office will be open or closed, and shall notify employees
by radio, television, or other available means.

If the SOS is unable to occupy the Capitol building or its other facilities due to any emergency,
employees shall be given further instructions.

If state or SOS offices are closed for any reason on a standard business day, employees shall not be
charged leave.

On days declared “inclement weather days” by the Governor or Secretary of State, every attempt shall
be made for the announcement to be made on area radio and television stations prior to 6:30 a.m. On
such days, all employees shall be at their workstations by 10:00 a.m. (or within two hours of their usual
starting time.) Employees arriving by this time shall be given credit for a full day’s attendance.
Employees arriving more than two (2) hours late shall be charged the full amount of time from their
usual starting time. Employees not coming in at all shall be charged a full day’s absence or leave without

pay.

If an extra-help employee is scheduled to work on an inclement weather day, he or she shall be paid for
the number of hours he or she was scheduled to work. If he or she was not scheduled to work on that
day, he or she shall not receive pay.

|Il

Each department shall designate, in advance, specific staff members as “critical or essential personne
who shall be required to reach their workstations by their regular starting time, regardless of weather-
related conditions. (NOTE: All Capitol Facilities Division employees and State Capitol Police are
considered “critical or essential personnel.”)

If severe weather or other emergencies occurs during the work day, the Secretary of State, or a deputy,
has the discretion to allow employees to leave work early for safety reasons. Decisions regarding which
employees may leave early shall be based on the work and weather conditions. Employees allowed to
leave early under these circumstances shall not be charged leave.

State Inclement Weather Hotline: 501-682-2423
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Section 12
Retirement

The SOS participates in the Arkansas Public Employees Retirement System (APERS). APERS is a cost-
sharing, multiple employer-funded benefit pension system.

For a member to become vested in APERS, the employee shall have at least five (5) years of actual state
service. Early retirement options are available, as well as Deferred Retirement Option Plan (DROP) and
Partial Annuity Withholding (PAW) programs. For more information, please contact the Benefit
Specialist or the Human Resources Director. (www.apers.org, the “Near Retirement” icon has
information on DROP and PAW.)

All newly-hired employees shall be enrolled in APERS and contribute five and a quarter percent (5.25%)
of their annual salary. These contributions are subject to FICA taxes. Contributory members receive a
higher multiplier rate than non-contributory members when determining retirement benefits.
Employees terminating employment with the state, before retirement, may request a refund of their
employee contributions paid to the system.

Members shall receive an Annual Benefit Statement from APERS, usually in August. This statement
includes important information including years of service, current salary, etc. Members may review this
information and notify the Human Resources Division or APERS, Member Services Division, of any
possible discrepancies.

Employees may be eligible to “buy back” credit from previous government or military service and have it
combined with their state service record.

General information on retirement benefits may be provided in the Human Resources Division;
however, employees may contact APERS directly at 501-682-7800 for more specific discussions of their
retirement benefits. To protect employee privacy, the Human Resources Division cannot assist
employees in direct discussions with an APERS representative.

Employees considering retiring from state employment shall notify the Human Resources Director at
least ninety (90) days prior to the last day of employment.
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Section 13
Travel and Business Expenses

The SOS reimburses travel and business expenses incurred by employees on official state business.
Expenses are paid only if they are reasonable, necessary, and in accordance with state law and SOS
policy set forth below.

The policy is intended to provide a clear and consistent understanding of the SOS travel expense
reimbursement policy and provide information that supports the reasonableness of costs incurred by
employees.

Management of and accountability for business and travel-related expenditures is the responsibility of
all employees incurring expenses and management who approve travel expenses.

Misrepresentation of expenses submitted for reimbursement may result in corrective action, up to and
including termination and referral to the appropriate authorities, as may be required by law. Questions
regarding travel expenses and expense reporting procedures may be directed to the employee’s
immediate supervisor or the Business Office Director.

All travel shall be authorized preliminarily by the traveler’s division director and by either the Chief
Deputy or his or her designee. Under ACA §§ 19-4-903 and 19-4-904, the Chief Deputy may also
designate a “travel administrator” to act as his or her agent. The Chief Deputy may also designate other
deputies as authorities to authorize travel and waivers as noted in the policies below.

Standard Reimbursements for Employees and Others

Employees may be paid travel expenses when required travel is away from their “official station”.
“Official station” means the geographic location or address where the employee normally reports for
residence” is the city or town

“

duty and/or spends the majority of his or her work time. An employee’s
in which the employee has his or her primary dwelling place. An employee whose resident city is a
location other than his or her “official station” will not be allowed mileage reimbursement to travel
between the two (2) locations.

Approval Requirements

Travelers must complete a Travel Expense Reimbursement (TR-1) form to include the destination(s) of
travel and receipts for all expenditures, including lodging, meals, parking, tolls, etc. The TR-1 shall be
approved and signed by the employee’s supervisor.

These expenses shall be incurred only by the traveler. Expenses of other employees (or non-employees)
shall not be included on the TR-1 and shall not be reimbursed.

No meal expenses shall be reimbursed for meals within the city or town of the traveler’s “official
station” unless approved by the Chief Deputy as specially authorized under ACA § 19-4-903. Expenses
shall be for the benefit of the state, not the convenience of the traveler.
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Approvers are responsible for:
e Verifying the business purpose of the travel as valid and directly related to official business;
e Confirming that total trip cost is within the approved budget; and

e Reviewing the traveler’s TR-1 for accuracy.

Covered Travel Expenses

The following expenses will be paid by the SOS or otherwise reimbursed to the employee:

Transportation - General

Travel may be effectuated by plane, train, bus, taxi, private vehicle/aircraft, or rented or state-owned
automobile, whichever method serves the requirements of the state most economically and
advantageously.

Reimbursement for out-of-state travel shall be the lesser of coach class airfare or the established rate of
private car mileage, based on map mileage. The Business Office Director shall determine the method for
calculating map mileage.

Air Travel — Commercial

The following provisions apply to air travel:

e Travelers shall submit a request for travel arrangements to the Business Office far enough in
advance that tickets may be purchased at least fourteen (14) days prior to the travel date (when
possible);

e Coach seating shall be utilized for travel (first class may be justified and approved by the
Secretary of State or his or her designee);

e Travelers shall provide the following information to the Business Office when requesting travel
arrangements: names as on official government ID; date of birth; contact information; email
address; and emergency contact information;

e The Business Office may provide scheduling options utilizing the lowest fare available;

e When tickets are booked, the traveler shall receive a confirmation email; (Note: only baggage
fees for THE FIRST CHECKED BAG shall be reimbursed.) and;

o All tickets shall be issued electronically.

Exceptions shall require a waiver from the Chief Deputy.

Special Note: When a privately-owned aircraft is used for travel on state business, the rate of
reimbursement shall be in nautical miles and based only on miles traveled for official business.
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Privately-Owned Vehicles
When using privately-owned vehicles for travel on official SOS business:

Mileage shall be reimbursed using map mileage between the travel destination and the
employee’s official station or residence. (If leaving from their residence, the employee shall use
the lower mileage of the two (2) distances.);

To determine reimbursement, the traveler shall multiply the mileage rate in effect during the
time travel by the number of miles via the shortest major highway route;

All maintenance, insurance, operational costs, accidents, or fines incurred by a traveler
operating a privately-owned vehicle on official business are the responsibility of the
traveler/owner;

Approved parking and tolls shall be reimbursed if documented with proper receipts; and

Under no circumstances may the SOS fleet fuel card to be used for fueling a non-SOS or
privately-owned vehicle.

SOS-Owned Vehicles
Vehicles owned by the SOS are solely for official use. Any employee found violating this policy is subject

to corrective action, up to and including termination.

Miscellaneous Expenses

Miscellaneous expenses, even if not directly connected with travel, may be allowed when adequate

justification is presented that the expenses were necessary to the official duties of the traveler.

Receipts are required for amounts exceeding twenty-five dollars ($25.00). For taxi fares, luggage fees,

parking, and tolls, receipts presented shall be the original receipts. (Copies of credit card statements

may be included, but are not acceptable alone. Travelers shall ask the driver for a receipt, even if it must

be emailed).

Shuttles, Taxis, and Limo Service

Shuttle, taxi, mobile-app-based transportation, and airport limo service fees shall be reimbursed only for
appropriate state business.

Rental Cars

It is recommended that rental car arrangements be made through the Business Office prior to travel.

Before renting a car, the traveler shall consider shuttle services, mobile-app-based transportation, and

taxis, particularly for transportation required only between an airport and lodging.
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Insurance on Rentals and Accident Procedures

The Business Office provides insurance coverage for rental cars used on state business. Therefore,
optional coverage is not needed and shall not be approved. Please contact the Business Office Director
for additional information.

Accident Procedures

In the event of an accident while driving a rental car or a state-owned vehicle, an employee shall:
e (Contact local law enforcement;
e Contact his or her supervisor;
e Contact the Business Office; and

e If driving a rental car, contact the rental car agency.

Employees may refer to the proof-of-insurance card located in the vehicle packet for further
instructions.

Lodging and Meals

In accordance with ACA § 19-4-904, rules limiting meal and lodging expenses shall not be applicable to
constitutional or elective officials and their employees, or official guests of the state. However, the SOS
shall follow the published State of Arkansas Travel Regulations at
https://www.dfa.arkansas.gov/images/uploads/accountingOffice/travelRegs.pdf, as closely as possible,
with exceptions to be noted by official waiver approved by any deputy.

The SOS shall reimburse lodging and meal expenses, including gratuities (up to 20%), at actual cost not
to exceed the maximum applicable rates stated in the Federal Travel Regulation, available at
www.gsa.gov/policy-regulations/regulations/, for the destination location.

Receipts are required for lodging reimbursement. The office shall not reimburse expenses for alcohol.
Meals

The following policies apply to meal reimbursement:

e Special meal expenditure authorizations shall be limited to rare occasions where an employee is
asked to perform unanticipated duties outside of his or her standard work schedule that are
official in nature, such as attending special board meetings;

e Gratuities shall not exceed twenty percent (20%) of the bill (after deducting alcohol purchases);

e Requests for special authorization to reimburse for meals, without an overnight stay, may be
approved in writing at the discretion of the Chief Deputy. The special authorization memo shall
show the benefit to the state to justify the expense. If an overnight stay is approved in any form,
meals shall also be reimbursed within per diem guidelines;

e The SOS utilizes the federal per diem rates for lodging, meals, and incidentals. The per diem
rates can be found on the www.gsa.gov website; and
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Lodging

The rule limiting reimbursement for meals to seventy-five percent (75%) of per diem for the first

and last days of travel shall not apply.

The following policies apply to lodging:

Lodging accommodations shall be made by the Business Office for travel coinciding with a
seminar, conference, or meeting. Reservations shall be made directly with the property and
shall be charged to the SOS travel credit card for room and tax only;

Employees shall provide a state employee identification card and a personal credit card at
check-in for any incidental charges incurred while traveling;

Upon checkout, travelers shall confirm that the room charge and tax are correct and were billed
to the SOS travel credit card and that all other charges were billed to the employee’s personal
credit card; and

A copy of the hotel receipt shall be included on the employee’s TR-1 form upon completion of
the travel.

Lodging Reimbursement

The following policies apply to lodging reimbursement:

Reimbursement for lodging is limited to the single room rate. If a room is occupied by more than
one person, the single room rate shall be noted on the receipt;

The maximum daily allowance shall be limited to the government rate, when available,
depending on the location for both in-state and out-of-state travel, unless a written waiver by
the Chief Deputy (out-of-state trips) or a deputy (in-state trips) approves the overage;

Lodging rates, as found on the Federal Travel Regulation at www.gsa.gov, exclude room taxes;
and

Employees traveling on state business within a three-hour drive of the employee’s official
station may not be reimbursed for lodging. Should the employee’s state responsibilities warrant
that he or she is required to be at a location which would make it not be feasible for the
employee to return to his or her official station on the same day, and the reason for doing so is
for the benefit of the state and not a convenience for the employee, the employee may request
a written waiver to the lodging restriction from the Chief Deputy (out-of-state) or deputy (in-
state). The written waiver shall accompany the request for lodging and shall state the reason the
stay is beneficial to the state.

For per diem rates, please reference https://www.gsa.gov/travel-resources. The traveler shall select
the state and city (optional) or enter the ZIP code then “Next.” The traveler will then choose “Look Up
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Rates by Fiscal Year” and select the appropriate year. If a specific city is not listed, the standard US rate
shall apply. Remember, travel reimbursement is not calculated based on per diem rates, but on the
traveler’s actual allowed expenses. This chart provides travelers the maximum allowable expense.
Travelers shall claim actual expenses for meals and lodging, which shall not exceed this rate unless a
waiver has been obtained from the Chief Deputy (out-of-state) or a deputy (in-state).

Required Receipts for Meals and Lodging

Receipts for lodging are always required. Meal expenses require dated, itemized receipts only when
each expense is twenty-five dollars (525.00) or greater. These receipts must be submitted with the TR-1.
A receipt shall be an itemized receipt, not a credit card receipt (often an itemized receipt shall be
requested when making a purchase).

Receipts under twenty-five dollars ($25.00) shall not be submitted with the expense report for meals. All
other travel expenses for incidental charges costing less than twenty-five dollars (525.00) (e.g., taxi
fares, parking, or baggage fees) require the original vendor’s receipt to be attached to the TR-1.

Other Expenses

Mobile phones may be required by SOS employees who are required to be available at all times, at the
discretion of the Secretary of State or the Chief Deputy. Additional technical devices or necessary access
fees or internet download costs shall need approval from the employee’s immediate supervisor or
director and approved by a deputy.

Visas/Passports/Inoculation Fees/Foreign Exchange Fees

Due to changes in national travel policies requiring passports for travel beyond the physical borders of
the United States, any fees incurred to obtain the appropriate approval to visit a foreign country on
agency business shall be reimbursed. However, if the employee already has a passport, he or she shall
not be reimbursed unless it has expired or will expire during the trip.

Travel Expenses Not Covered

Except for those provisions enumerated in ACA §19-4-904, expenses for personal entertainment, flowers,
valet service, laundry, alcoholic beverages, cleaning, movies, or other similar products and services are
not reimbursable. International and emergency travel may warrant exceptions to reimbursement of
certain expenditures. Such exceptions shall be reviewed and approved by the Chief Deputy or Business
Office Director and must be included with the TR-1 form.

Examples of ineligible expenses include, without limitation:
e Memberships in airline clubs or other private clubs;
e Airplane headphones or use of air phones (except emergency business use);

e In-room movies;
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e Personal entertainment (e.g., movies, tickets to sporting events, or plays) while traveling on
business;

e Alcoholic beverages;

e Hotel laundry and dry cleaning;

e Traffic violations, including traffic tickets, incurred while driving state, rental, or personal
vehicles on state business;

e Personal grooming services (e.g., barbers and hairdressers) and shoe shines;
e (Car rental insurance purchased for domestic travel;
e  Child care;
e Corporate card delinquency fees or finance charges;
e Private club dues;
e Frequent flier and other similar awards for hotel and car rentals;
e Gym and recreational fees, including massages and saunas;
e Insurance costs such as life insurance, flight insurance, personal automobile insurance, and
baggage insurance;
e Personal automobile repairs;
e Personal credit card annual fees; and
e Pet care.
Expenses for alcoholic beverage and entertainment (e.g., theater productions, sporting, or other social

events) shall not be charged to a federal grant or contract and shall be coded as an unallowable
expenses. Under no circumstances shall a traveler request reimbursement for these charges.

Traveling on Weekends

The Secretary of State, Chief Deputy, or the deputies shall approve any weekend business travel,
including the use of state-owned vehicles, in advance. If the employee’s weekend travel results in a
lower airfare, the SOS will cover the cost of the employee’s hotel room for the additional night(s) only if
the total costs (room, tax, and additional meals) for the additional stay do not exceed the cost of the
higher airfare.

Staying over weekends to save airfare is not required. It is strictly optional should the employee wish to
take advantage of it. Again, the total costs incurred for the extra night(s) shall be less than the cost of
the higher airfare before this option may be considered.

An employee may choose to travel prior to an event start date/time or after the event ends only if the
employee assumes full financial responsibility for the extra time spent at the designated travel location.
These expenses include, without limitation, lodging, meals, entertainment, parking, transportation
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costs, additional airfare incurred, etc. Travel outside of the standard meeting obligations shall be the
sole responsibility of the employee. The SOS shall not assume the responsibility of making, paying for, or
having any obligation for these arrangements.

Travel Expense Reimbursement Form (TR-1)

The following policies pertain to TR-1 completion and submittal:

e The TR-1 shall be utilized by all employees to claim reimbursement for travel expenses incurred
by the traveler for meals, lodging, and mileage on personal vehicles used during official state
business;

e TR-1s are available from the Business Office;

e TR-1s shall be completed and submitted to the employee’s supervisor for approval within a
reasonable time from the return of the travel. “Reasonable” time is considered to be within five
(5) business days from the return of the trip (and within the same fiscal year);

o The employee shall receive reimbursement as soon as possible after the supervisor submits the
approved expense report to the Business Office;

e All employee travel reimbursement claims shall be completed for payment to the individual
traveler. One employee shall not include on his or her own travel payment request the expenses
of another employee; and

e TR-1s completed for in-state travel need to include only those expenses paid by the employee.

Out-of-state travel requires that expenses not paid by the employee that were direct-billed or charged
to the office shall be included in the out-of-state TR-1 form. This includes airfare and hotel receipts for
charges placed on the SOS travel credit card.

All traveling employees shall submit a W-9 form or have a current copy on file in the Business Office. The
W-9 may be in the corporate, government unit, or individual’s name.

Travel In State Vehicles

Prior to first time use of any state-owned vehicle or when using a privately-owned vehicle for travel on
official state business, the employee’s driving record and proof of vehicle insurance shall be approved by
the Human Resources Division.

An employee requiring the use of an SOS vehicle must sign out the designated vehicle from the State
Capitol Police dispatch. Dispatch will log out the vehicle at that time. Exceptions to this are the Capitol
Facilities fleet (including shuttle vans), the State Capitol Police fleet, and the Mailroom fleet. These
vehicles are used on a daily basis and therefore are exempt from returning the vehicle books to Dispatch
on a daily basis. The divisions must log all travel in said vehicles.
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Immediately upon completion of business activity, the vehicle log book is to be returned to the State
Capitol Police Dispatch. The employee must sign in the vehicle and return the vehicle’s book with fuel
card and keys to Dispatch. Dispatch will log in the vehicle at that time.

Regulations promulgated under ACA §§ 19-4-905 and 19-4-907, specify the following in regard to state-
vehicles:

e Self-service gasoline pumps shall be used to purchase fuel;

e Seatbelts shall be worn at all times by the driver and all passengers;
e Smoking is not allowed in state vehicles;
e Regular gasoline, not premium fuels, shall be used in state vehicles;

e The vehicle registration, insurance identification card, and Arkansas Motor Vehicle Accident
Report form (SR-1) shall always be kept in each vehicle;

e Accidents shall be reported to the driver’s immediate supervisor and the insurance carrier or
designated risk management representative, whichever is appropriate, for state vehicle
insurance within twenty-four (24) hours of the occurrence, or by the following business day,
whichever occurs first;

e Traffic violations shall be reported to the driver’s immediate supervisor within twenty-four (24)
hours of the occurrence, or by the following business day, whichever occurs first;

e Authorization to operate a state-owned vehicle is given only to employees who are licensed in
accordance with the requirements of all applicable state laws, and who have completed the
authorization to obtain the Traffic Violation Record and Vehicle Operation forms;

e Employees shall strictly comply with all policies, records, reports, and procedures issued by the
SOS regarding the use of vehicles; and

e Employees shall follow all appropriate laws.

The rates for reimbursement for mileage as established by the Chief Fiscal Officer of the state are as
follows:
Private vehicle mileage: $0.42 cents per mile (effective 3/1/09)
Private aircraft mileage: $0.52 cents per nautical mile (effective 10/1/05)

Regulation Updates and Distribution

Travel regulations shall be updated as necessary under the authority of the Chief Deputy.

65|Page



Office of the Secretary of State
Code of Ethics

To serve the citizens of Arkansas, SOS employees shall perform their duties in an ethical manner.
All actions of the SOS shall comply with all state and federal laws applicable to the duties of the SOS.

Employees shall not accept payment in any form or special favors from anyone attempting to influence
them in the course of their jobs or in making a decision for which the employee might be a party to.
These may be construed as bribes. This policy extends to kickbacks or commissions from third parties for
activities provided by an SOS employee.

Any knowledge gained in the course of an employee’s work shall not be used for private or personal gain
for the employee or a relative.

Employees shall not participate in any business venture, outside employment, or activity that conflicts
with their official SOS duties. (Business venture includes benefits from a state contract connected to a
business entity the employee has financial interest.)

Employees who have access to any SOS funds shall follow the prescribed procedures for recording,
handling, and protecting money as detailed in SOS business procedures.

All record keeping shall reflect an accurate and timely recording of all business transactions.

False expense, attendance, production, financial, or other types of reports are unacceptable. This also
includes false and misleading representations and statements regarding any aspect of SOS activities.

When gathering information to complete SOS transactions, an employee shall collect, use, and retain
only the personal information necessary for the completion of the transaction.

Information related to members of the public shall be guarded and access limited to only those with
official legal access.

Employee personal information requests shall be forwarded to the Human Resources Division regardless
of their origin. Employee information is held securely in the Human Resources Division.

If any employee has knowledge of fraud or waste of public assets — either within the SOS or other state
agency or entity — the employee shall immediately advise his or her supervisor or division director,
deputy, or the Human Resources Division.

| have read and will adhere to the Office of the Secretary of State Code of Ethics as printed above.

Employee’s Printed Name Employee’s Signature Date of
Signature
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A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department /Agency / Institution Name: Office of the Treasurer of State
Contact Name: Jackie Baker

Contact Phone: 501-682-5739

Contact Email: Jackie.baker@artreasury.gov

Date of Submission: 08/07/2024

Please attach a copy of the program or policy as required by Arkansas Code
§21-3-101.

Have any changes been made to the program or policy since your last
submission? If so, please explain the changes and provide a copy of the revised
policy.

Please provide the information below as it relates to the agency or institution’s
current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian %
Asian Pacific
Islander 1 1 3%
Black/Not
Hispanic 2 1 3 10%
Hispanic 0 %
White/Not
Hispanic 17 10 27 87%
Total 20 11 31 100%




ETHNICITY RPT - ACTIVE EMPLOYEES
Pers.no. Text Gen. Descriptior Last name First name Text
156126 Female Active RODRIGO NIMALI Asian or Pacific Islander

3674 Male Active KILGORE STEVEN Black/Not Hispanic origin
13396 Female Active NEWBURN RITA Black/Not Hispanic origin
118812 Female Active COHENS  JANICE Black/Not Hispanic origin
1318 Female Active SCHAUFELEANN White/Not Hispanic origin

1378 Female Active WILLIAMS KATHIE White/Not Hispanic origin
1523 Female Active SANSON  AUTUMN White/Not Hispanic origin
62142 Female Active MCKIM HEATHER White/Not Hispanic origin
65636 Female Active JONES JENNIFER White/Not Hispanic origin
65678 Female Active GARRETT RACHEL  White/Not Hispanic origin
68688 Female Active BAKER JACKIE White/Not Hispanic origin
71735 Female Active GLADDEN SHANNON White/Not Hispanic origin
93476 Female Active LIPSMEYER EMILY White/Not Hispanic origin
101498 Female Active GRIFFITH TONYA White/Not Hispanic origin
107845 Female Active BEAVER  HOLLY White/Not Hispanic origin

108412 Female Active HALL BAILEY White/Not Hispanic origin
111820 Female Active VANCE MELISSA  White/Not Hispanic origin
114938 Female Active FREEMAN TERRI White/Not Hispanic origin
124770 Female Active BIBB MICHELLE White/Not Hispanic origin

137402 Female Active WEBB FRANCES White/Not Hispanic origin
155932 Female Active CARTER  LORRIE White/Not Hispanic origin

970 Male Active REEVES OLAN White/Not Hispanic origin
108192 Male Active STEED JAMES White/Not Hispanic origin
108470 Male Active MUNSON ERIC White/Not Hispanic origin
123062 Male Active SCOTT CHRISTOPF White/Not Hispanic origin
124587 Male Active DORTCH DAMON  White/Not Hispanic origin
125951 Male Active JOHNSON DAVID White/Not Hispanic origin
126875 Male Active SCOTT DAVID White/Not Hispanic origin
136167 Male Active ROMANIK ROBERT  White/Not Hispanic origin
136756 Male Active BRIGHT  STEPHEN White/Not Hispanic origin
142782 Male Active PULLEY JAMES White/Not Hispanic origin

1 3.20%
3 9.70%
27  87.10%

31 100.00%
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L. INTRODUCTION AND ACKNOWLEDGEMENT

This handbook provides a summary of the policies and procedures for
this office, responsibilities and obligations of employees, as well as the rights,
privileges, and benefits to which employees are entitled. It is not intended as
and should not be considered a contract of employment, either expressed or
implied.

This handbook does not include all rules and regulations that apply to
every situation. The Treasurer of State reserves the right to deviate from the
policies stated in this handbook if determined appropriate given a particular
situation or set of circumstances.

The provisions herein may be modified or eliminated at any time. If there
is a conflict between versions, the latest version controls. Employees are
responsible for educating themselves on the latest version of this handbook.

I, , acknowledge that I have been provided and

[print name]
received direction on how to access the Arkansas Treasury’s Personnel Policies
and Procedures Handbook. I further acknowledge that I am responsible for
knowing its contents.

[Signature]

Date Received:
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II. EMPLOYMENT POLICIES

a. Personnel

All Treasury staff persons are “at-will” employees who may be retained or
dismissed at the Treasurer of State’s discretion.

b. Equal Employment Opportunity

The Treasurer of State is an equal employment opportunity employer
and does not discriminate against employees or job applicants based on age,
race/color, sex, including pregnancy, sexual orientation and gender identity,
national origin, religion, disability, genetic orientation or any other status or
condition protected by applicable State or federal laws. Discrimination by any
employee based upon age, race/color, sex, including pregnancy, sexual
orientation and gender identity, national origin, religion, disability, genetic
orientation or any other status or condition protected by applicable State or
federal laws shall constitute grounds for dismissal. Individuals are hired
based on qualifications for each position. All promotion decisions and other
personnel actions such as transfers, layoffs, return from layoffs, and other
actions are made in accordance with Equal Employment Opportunity
principles.

C. Office Hours and Attendance

Treasury office hours are from 8:30 a.m. to 4:30 p.m., Monday through
Friday. Supervisors are responsible for monitoring staff schedules to ensure all
office operations are covered during regular business hours. Supervisors may
allow alternate work schedules outside the above prescribed hours with
approval from senior management. Employees are given one-hour of aggregate
break/lunch time each workday. The lunch hour should ordinarily fall
between 1lam and lpm.

To maintain a productive work environment, the Treasurer of State
expects employees to be reliable and punctual in reporting for work.
Absenteeism and tardiness place a burden on other employees and on the
office. Repeated absenteeism and/or tardiness may be grounds for termination.
To maintain a properly functioning office, the Treasurer, Chief Deputy
Treasurer, or Chief of Staff may grant authority to supervisors to grant
alternative work schedules or adjust work schedules accordingly such that
with any adjustment all employees work no less than forty hours per week. Any
such authority granted to supervisors to grant permanent alternative work
schedules or otherwise, must come from the Treasurer, Chief Deputy
Treasurer, or Chief of Staff either verbally or in writing.
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A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department /Agency / Institution Name:
Contact Name: Sarah Rhodes
Contact Phone: 501-382-3813
Contact Email: sarah.rhodes@agfc.ar.gov

Date of Submission: 8/1/24

Please attach a copy of the program or policy as required by Arkansas Code §21-
3-101.

Have any changes been made to the program or policy since your last
submission? If so, please explain the changes and provide a copy of the revised

policy.
No.

Please provide the information below as it relates to the agency or institution’s
current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian 2 3 5 0.70%
Asian Pacific
Islander 3 0 3 0.42%
Black/Not
Hispanic 13 19 32 4.48%
Hispanic 1 5 6 0.84%
White/Not
Hispanic 185 483 668 93.56%
Total 204 510 714 100%




AGFC POLICY AND PROCEDURE MANUAL - HUMAN RESOURCES

EQUAL EMPLOYMENT OPPORTUNITY (EEO) / NONDISCRIMINATION
POLICY AND COMPLAINT PROCEDURE

AGFC POLICY HR-2-01 | EFFECTIVE 7/17/2016

PURPOSE

To set forth the policy of the Arkansas Game and Fish Commission (AGFC, Commission) with respect to
unlawful discrimination in employment and the Commission’s procedure for handling employee
complaints relating to alleged discrimination and unlawful harassment. This policy addresses
compliance with all state and federal discrimination laws which apply to the Commission.

SCOPE

This policy applies to all activities of the Commission, to all locations of the Commission, to all
individuals employed by the Commission, and to applicants for employment with the Commission.

POLICY

The Commission prohibits unlawful discrimination that is related to any person’s gender, national origin,
age, disability, or any other basis protected by federal, state, or local law. This policy applies to all
employees of the Commission and to all individuals who may have contact with any employee of the
Commission.

It is the policy of the Arkansas Game and Fish Commission to provide Equal Employment Opportunity
(EEO) to all employees and applicants for employment without regard to race, religion, gender, national
origin, age, disability, citizenship, or veteran status in accordance with applicable federal and state law.

However, this Policy does not waive the Commission’s federal or state sovereign immunity. The
Commission encourages employee awareness of this policy and the procedures for making
discrimination complaints or inquiries. Employee complaints are to be dealt with confidentially and free
of harassment and intimidation.

HR-2-01-A. EEO COMPLIANCE OFFICER

To facilitate implementation of the EEO policy, one or more employees have been appointed as an AGFC
Personnel Compliance Officer. Employees wishing to make EEO inquiries or file EEO complaints should
contact AGFC Human Resources.

HR-2-01-B. EEO NOTICE

1. Specific methods by which employees are to be informed of Commission EEO policy and EEO laws
are to include, but will not be limited to:

a. Review of this policy;
b. Inclusion of statement of intent not to discriminate in Commission publications;

c. Conspicuous display of EEO posters; and,

]
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AGFC POLICY AND PROCEDURE MANUAL - HUMAN RESOURCES
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D. Workshops and training sessions.

HR-2-01-C. COMPLIANCE

All supervisors have the responsibility of ensuring compliance with EEO policy/laws in their own actions
and those of their subordinates. Employees failing to adhere to EEO policy/laws will be subject to
disciplinary action, up to and including termination.

HR-2-01-D. TRAINING

. All supervisors are required to successfully complete a comprehensive review of state and federal
discrimination laws and the applicability of those laws to state employees which is to be coordinated
by the Human Resources Division.

. Supervisors must also complete courses in interpersonal communications, grievance prevention and
handling, administering discipline, performance evaluation, and other courses that may be

established and required for new and existing supervisors.

. Division Chiefs are responsible for coordination of required training with Human Resources.

HR-2-01-E. EEO COMPLAINT PROCEDURE

. As a recipient of federal funds from the U.S. Department of the Interior, the Arkansas Game and

Fish Commission operates programs subject to the nondiscrimination requirements of federal law.
Under federal law, the U.S. Department of the Interior strictly prohibits discrimination because of
race, color, national origin, religion, age, gender, or disability in its federally assisted programs.

2. Any person who believes he/she has been discriminated against in any program, activity, or facility of

the Arkansas Game and Fish Commission, or desires further information regarding applicable federal
law, should write to:

Arkansas Game & Fish Commission
ATTN: Personnel Compliance Coordinator
#2 Natural Resources Drive

Little Rock, AR 72205

OR

The Office of Human Capital
U.S. Fish and Wildlife Service
Department of the Interior
Washington, D.C. 20240

3. Employees who feel that they have been discriminated against may utilize the Commission’s internal

grievance procedures in AGFC Policy HR-8-02, or the above provisions.
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= ARKANSAS DEPARTMENT OF TRANSPORTATION
, ArRDOT.gov | IDriveArkansas.com | Lorie H. Tudor, P.E., Director

ARKANSAS DEPARTMENT 10324 Interstate 30 | P.0. Box 2261 | Little Rock, AR 72203-2261
OF TRANSPORTATION Phane: 501.569.2000 | Voice/TTY 711 | Fax: 501.569.2400

June 28, 2024

Mr. Tony Robinson

Personnel Administrator
Bureau of Legislative Research
State Capitol, Room 315

Little Rock, AR 72201

Dear Mr. Robinson:

Attached for your review and approval is the employee count for the Arkansas
Department of Transportation as of December 31, 2023, and our EEO Policy Statement and
Affirmative Action Commitment.

If you have any questions or need additional information, please feel free to contact
me via phone at (501) 569-2298 or via email at Joanna.McFadden@ardot.gov.

Sincerely,

i
Al
Joanna P. McFadden

Civil Rights Officer

Attachments



A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department / Agency / Institution Name: Arkansas Department of Transportation

Contact Name: Joanna P. McFadden

Contact Phone: (501) 569-2298

Contact Email: Joanna.McFadden@ardot.gov

Date of Submission: June 28, 2024

Please attach a copy of the program or policy as required by Arkansas Code

§21-3-101. (See attached policy)

Have any changes been made to the program or policy since your last

submission? If so, please explain the changes and provide a copy of the revised

policy. There have been no changes to the policy or program.

Please provide the information below as it relates to the agency or institution’s

current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian 10 50 60 1.62%
Asian Pacific
Islander 6 27 33 0.89%
Black/Not
Hispanic 107 365 472 12.72%
Hispanic 19 67 86 2.32%
White/Not
Hispanic 561 2463 3024 81.49%
Two or More 12 24 36 0.97%
Total 715 2996 3711 100%

*The above information reflects the full-time regular employee count as of December 31, 2023




ARKANSAS DEPARTMENT OF TRANSPORTATION

LITTLE ROCK, ARKANSAS
July 5, 2023
ADMINISTRATIVE ORDER NO. 2023-03

TO: DIVISION HEADS AND DISTRICT ENGINEERS

SUBJECT: EEQ POLICY STATEMENT AND AFFIRMATIVE ACTION COMMITMENT

The Arkansas Department of Transportation executed a Certificate of Assurance regarding our Equal
Employment Opportunity (EEO) Program and is therefore legally obligated to ensure equal employment
opportunities for all persons regardless of race, color, religion, sex, national origin, age, disability, or genetic
information as a fundamental agency policy. According to the Equal Employment Opportunity Commission,
discrimination against an individual because of gender identity, including transgender status, or because of sexual
orientation is discrimination because of sex in violation of Title VIl of the Civil Rights Act.

The Department's internal employment practices are an integral part of the agency's total commitment
and support of its Equal Employment Opportunity Program.

For effective administration and implementation of the EEQ Program, there must be involvement,
commitment, and support from executives, managers, and supervisors. You are advised that responsibility for
positive implementation of the Affirmative Action Plan will be expected of and shared by all management and
supervisory personnel. You are further advised that you will be held accountable for your actions in this area,
and you will be evaluated in carrying out these responsibilities.

The major responsibility must be recognition and removal of any barriers to equal employment
opportunity, identification of problem areas and of persons unfairly excluded or held back, and action enabling
them to compete for jobs on an equal basis.

This type of commitment not only benefits those who have been denied equal employment opportunity
but will also greatly benefit the organization by attaining maximum utilization of the great reservoir of untapped
human resources and skills, especially among women, minorities and the disabled.

//m | Foclon
rie H. Tudor, E£.

Director

¢: Commission
Chief Engineer — Preconstruction
Chief Engineer — Operations
Chief — Administration
Assistant Chiefs
FHWA Division Administrator






A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

State Board of Election Commissioners
Contact Name: Janie Bryant

Contact Phone: 501-682-1834

Contact Email: Jane.Bryant@arkansas.gov

Date of Submission: 9/9/2024

Please attach a copy of the program or policy as required by Arkansas Code §21-
3-101.
The SBEC follows the EEO policy developed and adopted by the office of personal

management.

Have any changes been made to the program or policy since your last
submission? If so, please explain the changes and provide a copy of the revised
policy. NO

Please provide the information below as it relates to the agency or institution’s
current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian %
Asian Pacific
Islander %
Black/Not
Hispanic 1 0 1 12.5%
Hispanic %
White/Not
Hispanic 3 4 7 87.5%
Total 4 4 8 100%




Department of Transformation and Shared Services
Office of Personnel Management

Policy Title: Equal Employment Practices Policy Number: 17

Authority: Title VII of the Civil Rights Act of 1964; Ark. Code Ann. §§ 21-3-203 and 21-
12-103
Revised: March 16, 2020

State agencies shall not discriminate in hiring, promoting, administering disciplinary
action, or in any other way against employees. Every agency must adopt and pursue a
comprehensive equal employment hiring program designed to achieve a goal of
increasing the percentage of minority employees within the agency to a level that
approximates the percentage of minorities in the state’s population. Agencies shall
report to the Legislative Council on June 30 of each year stating its efforts to achieve its
equal employment hiring program goal.

Agencies should establish an investigation process for allegations of discrimination
and/or harassment. Agencies shall include in their personnel manual a statement that
discrimination by an officer or employee is grounds for dismissal. When it is determined
by any court of law that an employee is guilty of discrimination, such determination is
grounds for dismissal from employment.

The following types of discrimination are prohibited by law:
I. Age (Age Discrimination in Employment Act)

The law protects employees who are at least forty (40) years of age or older. An
agency is prohibited from limiting, segregating, or classifying employees in any way
which would deprive or tend to deprive any individual of employment opportunities or
otherwise adversely affect his or her status as an employee and an agency cannot
reduce an employee’s rate of pay because of age.

An agency may take adverse personnel actions against an employee if age is a bona
fide occupational qualification, reasonably necessary to the normal operations of a
particular job, or where the differentiation is based on factors other than age.

An employee may be subject to compulsory retirement if the employee:
1. Is sixty-five (65) years of age;
2. For the two-year period immediately before retirement is employed in a bona fide
executive or high policy-making position; and
3. Is entitled to an immediate non-forfeitable annual retirement benefit from
pension, savings, or deferred compensation plan, or any combination of such
plans which is an aggregate of at least forty-four thousand dollars ($44,000).

Il. Disability (Americans with Disabilities Act)
Disability discrimination is when an agency does one of the following:

1. Treats a qualified individual with a disability who is an employee or applicant
unfavorably because he/she has a disability;
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Department of Transformation and Shared Services
Office of Personnel Management

Policy Title: Equal Employment Practices Policy Number: 17

Authority: Title VII of the Civil Rights Act of 1964; Ark. Code Ann. §§ 21-3-203 and 21-
12-103
Revised: March 16, 2020

2. Treats an applicant or employee less favorably because he/she has a history of a
disability (such as cancer that is controlled or in remission), or

3. Treats an applicant or employee less favorably because he/she is believed to
have a physical or mental impairment that is not transitory (lasting or expected to
last six months or less) and minor (even if he/she does not have such an
impairment).

The law also protects people from discrimination based on their relationship with a
person with a disability (even if they do not themselves have a disability). For example,
it is illegal to discriminate against an employee because their spouse has a disability.
The law requires an employer to provide reasonable accommodation to an employee or
job applicant with a disability, unless doing so would cause significant difficulty or
expense for the employer ("undue hardship").

lll. Equal pay/compensation (Equal Pay Act)

The Equal Pay Act requires that men and women in the same workplace be given equal
pay for equal work. The jobs need not be identical, but they must be substantially equal.

IV. Genetic information (Genetic Information Nondiscrimination Act)

Genetic information includes information about an individual’s genetic tests and the
genetic tests of an individual’s family members, as well as information about the
manifestation of a disease or disorder in an individual’s family members (i.e. family
medical history). Family medical history is included in the definition of genetic
information because it is often used to determine whether someone has an increased
risk of getting a disease, disorder, or condition in the future.

V. Harassment

Harassment is unwelcome conduct that is based on race, color, religion, sex (including
pregnancy), national origin, age (40 or older), disability or genetic information.
Harassment becomes unlawful where 1) enduring the offensive conduct becomes a
condition of continued employment, or 2) the conduct is severe or pervasive enough to
create a work environment that a reasonable person would consider intimidating,
hostile, or abusive.

VI. National origin (Immigration and Nationality Act)
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Department of Transformation and Shared Services
Office of Personnel Management

Policy Title: Equal Employment Practices Policy Number: 17

Authority: Title VII of the Civil Rights Act of 1964; Ark. Code Ann. §§ 21-3-203 and 21-
12-103
Revised: March 16, 2020

National origin discrimination involves treating people (applicants or employees)
unfavorably because they are from a particular country or part of the world, because of
ethnicity or accent, or because they appear to be of a certain ethnic background (even if
they are not). National origin discrimination also can involve treating people unfavorably
because they are married to (or associated with) a person of a certain national origin.
Discrimination can occur when the victim and the person who inflicted the discrimination
are the same national origin.

Vil. Pregnancy

Pregnancy discrimination involves treating a woman, an applicant or employee,
unfavorably because of pregnancy, childbirth, or a medical condition related to
pregnancy or childbirth.

VIll. Race/color

Race discrimination involves treating an applicant or employee unfavorably because
he/she is of a certain race or because of personal characteristics associated with race
(such as hair texture, skin color, or certain facial features). Color discrimination involves
treating someone unfavorably because of skin color complexion. Race/color
discrimination also can involve treating someone unfavorably because the person is
married to (or associated with) a person of a certain race or color. Discrimination can
occur when the victim and the person who inflicted the discrimination are the same race
or color.

IX. Religion

Religious discrimination involves treating an applicant or employee unfavorably because
of his or her religious beliefs. The law protects not only people who belong to traditional,
organized religions, such as Buddhism, Christianity, Hinduism, Islam, and Judaism, but
also others who have sincerely held religious, ethical or moral beliefs. Religious
discrimination can also involve treating someone differently because that person is
married to (or associated with) an individual of a particular religion.

X. Sex

Sex discrimination involves treating an applicant or employee unfavorably because of
that person's sex.

XI. Sexual harassment

3|Page



Department of Transformation and Shared Services
Office of Personnel Management

Policy Title: Equal Employment Practices Policy Number: 17

Authority: Title VII of the Civil Rights Act of 1964; Ark. Code Ann. §§ 21-3-203 and 21-
12-103
Revised: March 16, 2020

All state agencies must develop and implement a policy concerning sexual harassment
and the resolution of such complaints. A copy of the agency or institution of higher
education policy shall be filed with the Office of Personnel Management (OPM).

Sexual harassment is a form of discrimination and is unwelcome behavior that is either
verbal or physical in nature. What constitutes sexual harassment is:

1. Submission to the conduct is either an explicit or implicit term or condition of
employment, and/or

2. Submission to or rejection of the conduct is used as a basis for employment
decisions affecting the person who did the submitting or rejecting, and/or

3. The conduct has the purpose or effect of substantially interfering with an individual's
work performance or creating an intimidating, hostile or offensive work environment.

Actions that may be defined as sexual harassment are not limited to the "supervisor and
employee" situation, but may include actions of coworkers, actions of the same or
opposite sex and action of individuals external to the agency, but who have contact with
employees in the work environment.

Retaliation

It is illegal to discriminate because the employee complained about discrimination, filed
a charge of discrimination, or participated in an employment discrimination investigation
or lawsuit.

Every agency must adopt and pursue a comprehensive equal employment hiring
program designed to achieve a goal of increasing the percentage of minority employees
within the agency to a level that approximates the percentage of minorities in the state’s
population. Agencies shall report to the Legislative Council on June 30 of each year
stating its efforts to achieve its equal employment hiring program goal.

Agencies shall include in their personnel manual a statement that discrimination by an
officer or employee based upon race, creed, religion, national origin, age, sex, or
gender is grounds for dismissal. When it is determined by any court of law that an
employee of this state is guilty of discrimination based upon race, creed, religion,
national origin, age, sex or gender, such determination is grounds for dismissal from
employment.

4|Page



Department of Transformation and Shared Services
Office of Personnel Management

Policy Title: Equal Employment Practices Policy Number: 17

Authority: Title VII of the Civil Rights Act of 1964; Ark. Code Ann. §§ 21-3-203 and 21-
12-103
Revised: March 16, 2020

For more information about the types of discrimination and prohibited practices, see the
U.S. Equal Employment Opportunity Commission website at
https://www.eeoc.gov/laws/index.cfm.
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A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department /Agency / Institution Name:

Contact Name: Cindy Jones

Contact Phone: 501-537-7130

Contact Email: cindy.jones@arkansas.gov

Date of Submission: September 9, 2024

Please attach a copy of the program or policy as required by Arkansas Code §21-
3-101.

Have any changes been made to the program or policy since your last
submission? If so, please explain the changes and provide a copy of the revised
policy.

Please provide the information below as it relates to the agency or institution’s
current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian 0 0 0 0%
Asian Pacific
Islander 2 0 2 18 %
Black/Not
Hispanic 1 0 1 9%
Hispanic 0 0 0 0%
White/Not
Hispanic 5 3 8 73 %
Total 8 3 11 100 %




21-3-101. Equal employment hiring program.

Statute text

(a) Every state agency, board, commission, institution of higher education, and
every constitutional officer as defined in Arkansas Constitution, Amendment 56, §
1, shall adopt and pursue a comprehensive equal employment hiring program
designed to achieve a goal of increasing the percentage of minority employees
within the agency, board, commission, institution of higher education, or
constitutional office to a level that approximates the percentage of minorities in
the state's population.

(b)(1) Every state agency, board, commission, institution of higher education, and
constitutional officer shall report to the Legislative Council on June 30 of each year
regarding its efforts to achieve its equal employment hiring program goal.

(2) However, the report required of any institution by § 6-63-103 may be used in
lieu of the report required under this subsection and shall be filed as provided in
this subsection.



e

GW ou{13)0Y
Arhlm Ethics Commission DRAH

Equal Employment Hiring Program
A. Introduction

The policy of the Arkansas Ethics Commission (hereinafter the “Commission”) regarding
equal employment hiring is designed to achieve the goal of establishing and maintaining
a percentage of minority employees within its staff which is approximately equal to the
percentage of minoritics in the state’s population. The adoption of this policy is
consistent with the provisions of Ark. Code Ann. § 21-3-101 as amended by Act 1226 of
2001.

B. Applicability

This policy applies to the staff of the Arkansas Ethics Commission. That staff is
eompondoﬁomdi-ecwr,mmﬂ'mu,twodhwbnofcompﬁme,qmm
administrator, one fiscal officer and two administrative assistants,

C. Policy

The Commission is an equal opportunity employerprowdmgequnlunpbymn
opportunities without regard to race, creed, color, gender, religion, age, national origin,
disability or other biases prohibited by State or federal law. This hiring program reflects
a system that is supported by practical good faith efforts to implement and maintain a
policy and practice of employing minority group members, women and members of other
protected classes, on a non-discriminatory basis. The Commission desires to employ
individuals who are dependable, sincerely interested in serving the mission of the
Commission, and who can handle agency matters in a professional manner.

D. Implementing and Administering the Program

General administration of the Commission’s office and staff is conducted by its Director
whoalnﬂusistﬂaComiuioninimpkmenﬁngmdadminimlngthhpoucyby
applying these principles in good faith for meaningful progress in the employment of
minoritics, women and members of other protected classes. The following are ways in
which the Commission equal employment opportunity program will be implemented:

1. Allemphynientadvuﬂaenmandpolﬁngtwﬁucomhnnﬁ:mtoﬂn
assurance that the Commission is an Equal Opportunity Employer,

A All job openings will be posted on the Arkansas Government Jobs Web Site
unless the position is to be filled with a qualified employee from within the
agency.



4.  The Commissions staff is advised to éncourage applicants from minority
groups where such applicants with the necessary qualifications or potential

are available.
5. The Commission will seek to employ qualified minority group individuals in
ilable positi
6. Qualified members of minority groups should be offered positions on the
same basis as all other applicants.

E. Report of Program Compliance

The Commission will report to the Legislative Council each year regarding its efforts
to achieve its equal employment hiring program goal.



A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department /Agency / Institution Name:
Contact Name: Elanore L Davis

Contact Phone: 501-682-1055

Contact Email: Elanore.davis@arkansas.gov

Date of Submission: 8-1-2024

Please attach a copy of the program or policy as required by Arkansas Code
§21-3-101.

Have any changes been made to the program or policy since your last
submission? If so, please explain the changes and provide a copy of the revised
policy.

Please provide the information below as it relates to the agency or institution’s
current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian %
Asian Pacific
Islander %
Black/Not
Hispanic 2 1 3 60%
Hispanic %
White/Not
Hispanic 2 2 40%
Total 4 1 5 100%




Judicial Discipline and Disability Commission

Equal Employment Opportunity

The Judicial Discipline and Disability Commission, an agency of the State of
Arkansas, does not discriminate in access to employment opportunities or in
employment or practices on the basis of race, color, religion, sex, national origin,
age, disability, or genetic information. Discrimination by any employee based upon
race, color, religion, sex, national origin, age, disability, or genetic information or
any other status or condition protected by applicable State or federal laws shall
constitute grounds for dismissal. Individuals are hired based on qualifications for
each position. All promotion decisions and other personnel actions such as
transfers, layoffs, return from layoffs, and other actions are made in accordance
with Equal Employment Opportunity principles.



A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department / Agency / Institution Name: Disability Determination for SSA
Contact Name: Melissa Thomas

Contact Phone: 501-371-1610

Contact Email: Melissa.Thomas@ssa.gov

Date of Submission: June 27, 2024

Please attach a copy of the program or policy as required by Arkansas Code §21-3-101.

Have any changes been made to the program or policy since your last submission? If so,
please explain the changes and provide a copy of the revised policy.

No Changes in FY2024

Please provide the information below as it relates to the agency or institution’s current
gender and ethnic makeup.

The table below reflects DDSSA’s gender and ethnic makeup as of 06/01/2024.

Number of | Number of
. . . Total
Ethnic Origin Female Male Percentage
Employees

Employees | Employees
American Indian 1 1 2 0.41%
Asian Pacific 6 3 6 1.86%

Islander

Black/Not Hispanic 119 17 136 28.10%
Hispanic 7 3 10 2.07%
White/Not Hispanic 197 130 327 67.56%
Total 330 154 484 100.00%



mailto:Melissa.Thomas@ssa.gov

21-3-101. Equal Employment Hiring Program
Statute text

(a) Every state agency, board, commission, institution of higher education, and every

constitutional officer as defined in Arkansas Constitution, Amendment 56, § 1, shall adopt
and pursue a comprehensive equal employment hiring program designed to achieve a goal
of increasing the percentage of minority employees within the agency, board, commission,
institution of higher education, or constitutional office to a level that approximates the
percentage of minorities in the state's population.

(b)(1) Every state agency, board, commission, institution of higher education, and
constitutional officer shall report to the Legislative Council on June 30 of each year
regarding its efforts to achieve its equal employment hiring program goal.

(2) However, the report required of any institution by § 6-63-103 may be used in lieu of the
report required under this subsection and shall be filed as provided in this subsection.

Disability Determination for Social Security Administration — 0311

Disability Determination for Social Security Administration (DDSSA) uses the worldwide
Arkansas Government careers website and the agency’s internal website to post vacant
positions that will be filled internally and/or externally, in addition to sending out an
agency-wide email. On occasion, DDSSA will also use the Arkansas Democrat-Gazette and
online job boards to announce positions available to external applicants.

The following hiring procedures are in place: Those applicants that meet the minimum
qualifications for an advertised position are scheduled for the appropriate examination if
an examination is required. All qualified applicants are then referred to the hiring official
for hiring consideration.



A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department /Agency / Institution Name: AR Dept of Parks, Heritage and
Tourism

Business Area: 0315 Capitol Zoning District Commission
Contact Name: Debbie Biggs, HR Director

Contact Phone: 501.324.9584

Contact Email: debbie.biggs@arkansas.gov

Date of Submission: 09/08/2024

Please attach a copy of the program or policy as required by Arkansas Code
§21-3-101.

Have any changes been made to the program or policy since your last
submission? If so, please explain the changes and provide a copy of the revised
policy. No Changes.

Please provide the information below as it relates to the agency or institution’s
current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian %
Asian Pacific
Islander %
Black/Not
Hispanic %
Hispanic %
White/Not
Hispanic 2 2 100%
Total 2 2 %




Sarah Huckabee Sanders
Governor

Shea Lewis

Secretary

AFFIRMITIVE ACTION/EQUAL OPPORTUNITY POLICY

The Arkansas Department of Parks, Heritage and Tourism (ADPHT) does not discriminate in access to
employment opportunities or in employment or practices on the basis of race, color, religion, sex, national
origin, age, disability, or genetic information.

Equal employment opportunity applies to all terms and conditions of employment, including hiring, placement,
promotion, termination, layoff, transfer, leave of absence, compensation, and training

ADPHT expressly prohibits any form of unlawful employee harassment or discrimination based on any of the
characteristics mentioned above. Improper interference with the ability of other employees to perform their
expected job duties is not tolerated.

ADPHT will endeavor to make a reasonable accommodation of an otherwise qualified applicant or employee
related to an individual’s physical or mental disability, sincerely held religious beliefs and practices, and/or any
other reason required by applicable law, unless doing so would impose an undue hardship upon the ADPHT
business operations.

Retaliation in any form against individuals who raise issues of equal employment opportunity will not be
tolerated. Retaliation is adverse action taken because an individual reported an actual or a perceived violation
of this policy, opposed practices prohibited by this policy, or participated in the reporting and investigation
process described below. “Adverse action” includes but is not limited to:

Termination

Demotion

Denial of promotion

Unjustified negative evaluations
Harassment

Express or implied threats or intimidation

O O O 0O O O

Employees with questions or concerns about equal employment opportunities in the workplace are encouraged
to bring the issues to the attention of the ADPHT Human Resources Director immediately.

Arkansas Department of Parks, Heritage and Tourism | Human Resources
1100 North Street | Little Rock, AR 72201 | p: 501.324.9150 | f: 501.324.9575
https://adpht.arkansas.gov



https://adpht.arkansas.gov/

A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department / Agency / Institution Name: 0323 Parole Board
Contact Name: Nicholas Stewart
Contact Phone: 870-850-8523

Contact Email: Nicholas.Stewart@doc.arkansas.gov

Date of Submission: July 12, 2024

Please attach a copy of the program or policy as required by Arkansas Code
§21-3-101.

Have any changes been made to the program or policy since your last
submission? If so, please explain the changes and provide a copy of the revised
policy.

Please provide the information below as it relates to the agency or institution’s
current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian 0 0 0 0
Asian Pacific
Islander 0 0 0 0
Black/Not
Hispanic 3 2 5 25%
Hispanic 0 0 0 0
White/Not
Hispanic 6 9 15 75%
Total 9 11 20 100%



mailto:Nicholas.Stewart@doc.arkansas.gov

Office of the Secretary
6814 Princeton Pike
Pine Bluff, Arkansas 71602
Phone: 870-267-6200
Fax: 870-267-6244

SECRETARIAL DIRECTIVE

SUBJECT: Equal Employment Opportunity

NUMBER: 2019-04 SUPERSEDES: N/A

APPLICABILITY: All Department of Corrections Employees

REFERENCE: Administrative Regulation 228, Ark. Code Ann.

88 25-43-105, 25-43-108, and 25-43-403 PAGE 1 of 3

ISSUED BY: Wendy Kelley EFFECTIVE DATE: 10/17/2019

POLICY:

The Department of Corrections is an equal opportunity employer and does not discriminate
against employees or job applicants based on age, race, sex, pregnancy, sexual orientation and
gender identity, national origin, religion, disability, genetic orientation or any other status or
condition protected by applicable State or Federal Laws. Discrimination by any employee shall
constitute grounds for dismissal. Individuals are hired based on the qualifications for each
position. All promotion decisions and other personnel actions, such as transfers, layoffs, return
from layoffs and other actions are made in accordance with Equal Employment Opportunity
principles.

PURPOSE:
This directive seeks to ensure that the Department of Corrections, as an Equal Opportunity
Employer, will comply with the non-discrimination provisions of all applicable State and Federal

laws and regulations regarding equal opportunity employment.

PROCEDURES:

A. Information dissemination:

1. The above policy statement will be referenced in employee handbooks and
annual reports.

2. Annually the Secretary will prepare an Equal Employment Opportunity
Statement for dissemination to all divisions for posting.

http://DOC.Arkansas.gov



SD 2019-04 Equal Employment Opportunity Page 2 of 3 ‘

3. “The Law” poster provided by the Equal Employment Opportunity Commission
will be posted. The poster will be placed in a conspicuous location where notices
to applicants and employees are customarily posted. The poster will be placed in
a location that is accessible to applicants and employees with disabilities that
limit mobility. Notices will be read to applicants and employees with disabilities
that limit seeing or reading ability.

4. The agency will maintain contact with businesses that are closing, educational
and community organizations in an effort to recruit members of all protected
classes.

5. All employment advertisements and recruitment brochures will contain assurance
of equal employment opportunity.

6. As defined by the Uniform Classification and Compensation Act, classified
positions will be posted in such places as employee bulletin boards, in locations
where applicants apply for jobs, and on the Arkansas Government Jobs website.
Employment applications will be accepted through Arkansas Government Jobs
website.

7. Management will ensure employees who are members of a protected class
receive equal consideration whenever promotional or incentive opportunities
occur.

B. Minority Purchasing
The agency will comply with the Minority Business Economic Development Act.
C. Training

All training programs supported or sponsored by the agency will continue to be open
to all employees, as appropriate, based on qualifications, job relatedness and other
non-discriminatory criteria.

D. Hiring, Placement, Transfer, Promotion, Lay-Off, Recall, Retention, Termination

The Agency recognizes that that all job opportunities must be made available to
everyone, including members of protected classes.

Employee discipline will be administered by supervisors in a consistent, objective,
good faith and non-discriminatory manner.

E. Compensation

All employees will receive compensation in accordance with the same standards.
Opportunities for earning increased compensation will be afforded equally to all
qualified employees.
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F. Reporting

To provide a system for reporting and monitoring agency status with regard to this
policy, Central Human Resource will provide the Secretary, Directors, Deputy and
Assistant Directors the following two reports:

e Quarterly report showing the composition of the security and non-security
workforce by race and gender.

e Quarterly list of promotions by race and gender

IV.  IMPLEMENTATION AND EXCLUSIONS:

1. The entities within the Department are directed to review their existing
operational policies and ensure that those policies reflect the procedures
contained within this Secretarial Directive.

2. The employees of the Correctional School District are governed by the personnel
policies set by the Board of Corrections (when convened as the Board of
Education for the Arkansas Correctional School System).



A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department /Agency / Institution Name:

Contact Name: Shonia L. Murphy

Contact Phone:501-682-9070

Contact Email: shonia.l.murphy@arkansas.gov

Date of Submission: 08/13/2024

Please attach a copy of the program or policy as required by Arkansas Code §21-

3-101.

Have any changes been made to the program or policy since your last

submission? If so, please explain the changes and provide a copy of the revised

policy.

Please provide the information below as it relates to the agency or institution’s

current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian 2 1 3 8%
Asian Pacific
Islander %
Black/Not
Hispanic 20 17 37 10.2%
Hispanic 3 4 7 1.9%
White/Not
Hispanic 153 160 313 86.9%
Total 178 182 360 100%




ARKANSAS PUBLIC DEFENDER COMMISSION
EQUAL EMPLOYMENT OPPORTUNITY (EEO) PROGRAM

The Arkansas Public Defender Commission, hereafter “the Commission,” is in
conformance with the policy of providing equal employment opportunity to all persons
regardless of their race, sex, color, national origin, religion, age, or handicap. The
Commission will promote equal employment opportunity through a program
encompassing all facets of personnel management including recruitment, hiring,
promotion, and advancement.

SCOPE OF COVERAGE
This Equal Employment Opportunity Plan applies to all Commission personnel including
attorney and non-attorney staff.

ORGANIZATION

The Commission shall implement the Equal Employment Opportunity Program. On
behalf of the Commission, the Executive Director will submit modifications in the plan for
approval.

The Commission’s Personnel Manager is designated as the Equal Employment
Opportunity Coordinator, hereafter “The EEO Coordinator” and will be responsible for
collecting, analyzing, and consolidating the statistical data and statements. The EEO
Coordinator will then prepare an annual report for the Executive Director and
Commissioners describing the Commission’s achievements in providing equal
employment opportunities, identifying those areas in which improvements are needed,
and explaining those factors inhibiting achievement of equal employment opportunity
objectives. Based upon this evaluation and report, the Coordinator will recommend
modifications in the plan to the Commission.

The EEO Coordinator must ensure that all vacancies are publicly announced to attract
candidates who represent the make-up of persons available in the qualified labor
market and all hiring decisions are based solely on job-related factors. They should
make reasonable efforts to see that the skills, abilities, and potential of each employee
are identified and developed, and that all employees are given equal opportunities for
promotions by being offered, when the work of the court permits and within the limits of
available resources, cross-training, reassignments, job restructuring, special
assignments, and outside job-related training.

Chief/Managing Public Defenders must apply equal employment opportunity practices
and policies in their work units. This includes giving each employee a fair and equal
opportunity to demonstrate his or her skills and, where those abilities exceed general
performance standards, to be recommended for personnel actions and awards
recognizing such achievements. As resources permit, it also requires providing training
programs which enable employees to develop their job skills fully.



PERSONNEL PRACTICES

A. Recruitment

Each Chief/Managing Public Defender will seek qualified applicants who reflect the
make-up of all such persons in the relevant labor market. The EEO Coordinator will
publicize all vacancies.

B. Hiring

Each Chief/Managing Public Defender will make his/her hiring recommendations to the
Executive Director strictly upon an evaluation of a person’s qualifications and ability to
perform the duties of the position satisfactorily.

C. Promotion

Each Chief/Managing Public Defender will recommend to the Executive Director
promoting employees according to their experience, training, and demonstrated ability
to perform duties of a higher level.

D. Advancement

Each Chief/Managing Public Defender will seek insofar as reasonably practicable to
improve the skills and abilities of its employees through continuing education
opportunities, cross-training, job restructuring, assignments, details, and outside
training.

EVALUATIONS

Upon request of the EEO Coordinator or Executive Director, a Chief/Managing Public
Defender will prepare a brief report for the EEO Coordinator describing its efforts to
provide equal employment opportunities in recruitment, Hiring, Promotions and
Advancement

A. Recruitment

Each Chief/Managing Public Defender will describe briefly efforts made to bring a fair
cross-section of the pool available for the position into its applicant pool, including listing
all employment sources used.

B. Hiring

Each Chief/Managing Public Defender will identify where its recruitment efforts resulted
in the hiring of a cross-section of the pool available and will, if known, explain those
instances where members of the cross-section did not accept employment with the
Commission when it was offered.



C. Promotions

Each Chief/Managing Public Defender will briefly describe promotional opportunities
which occurred and will provide an analysis of the distribution of promotions, including a
description of those persons who were promoted to supervisory positions.

D. Advancement

Each Chief/Managing Public Defender will describe what efforts were made to improve
the skills and abilities of employees through cross-training, job restructuring,
assignments, details, and outside training. In addition, this evaluation should include
information on factors inhibiting achievement of EEO objectives such as no vacancies,
minimal numbers of qualified applicants in the relevant labor market, and on all persons
in the office who have received all relevant training. This report will also include a
breakdown according to the race, sex, national origin, and handicap of the
Commission’s personnel.

OBJECTIVES

The EEO Coordinator will develop objectives which reflect those improvements needed
in recruitment, hiring, promotions, and advancement, and will prepare a specific plan for
the Executive Director explaining how those objectives will be achieved.

ANNUAL REPORT

The EEO Coordinator will prepare for the Executive Director’s review a report contain
data required within Arkansas Code §21-3-101. Following the Executive Director’s
review, the EEO Coordinator will submit an annual report to the Bureau of Legislative
Research before June 30 of each year.

Revised 20190925



A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department / Agency / Institution Name: 0328 Sentencing Commission
Contact Name: Nicholas Stewart
Contact Phone: 870-850-8523

Contact Email: Nicholas.Stewart@doc.arkansas.gov

Date of Submission: July 12, 2024

Please attach a copy of the program or policy as required by Arkansas Code
§21-3-101.

Have any changes been made to the program or policy since your last
submission? If so, please explain the changes and provide a copy of the revised
policy.

Please provide the information below as it relates to the agency or institution’s
current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian 0 0 0 0
Asian Pacific
Islander 0 0 0 0
Black/Not
Hispanic 0 0 0 0
Hispanic 0 0 0 0
White/Not
Hispanic 2 1 3 100%
Total 2 1 3 100%
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Office of the Secretary
6814 Princeton Pike
Pine Bluff, Arkansas 71602
Phone: 870-267-6200
Fax: 870-267-6244

SECRETARIAL DIRECTIVE

SUBJECT: Equal Employment Opportunity

NUMBER: 2019-04 SUPERSEDES: N/A

APPLICABILITY: All Department of Corrections Employees

REFERENCE: Administrative Regulation 228, Ark. Code Ann.

88 25-43-105, 25-43-108, and 25-43-403 PAGE 1 of 3

ISSUED BY: Wendy Kelley EFFECTIVE DATE: 10/17/2019

POLICY:

The Department of Corrections is an equal opportunity employer and does not discriminate
against employees or job applicants based on age, race, sex, pregnancy, sexual orientation and
gender identity, national origin, religion, disability, genetic orientation or any other status or
condition protected by applicable State or Federal Laws. Discrimination by any employee shall
constitute grounds for dismissal. Individuals are hired based on the qualifications for each
position. All promotion decisions and other personnel actions, such as transfers, layoffs, return
from layoffs and other actions are made in accordance with Equal Employment Opportunity
principles.

PURPOSE:
This directive seeks to ensure that the Department of Corrections, as an Equal Opportunity
Employer, will comply with the non-discrimination provisions of all applicable State and Federal

laws and regulations regarding equal opportunity employment.

PROCEDURES:

A. Information dissemination:

1. The above policy statement will be referenced in employee handbooks and
annual reports.

2. Annually the Secretary will prepare an Equal Employment Opportunity
Statement for dissemination to all divisions for posting.

http://DOC.Arkansas.gov
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3. “The Law” poster provided by the Equal Employment Opportunity Commission
will be posted. The poster will be placed in a conspicuous location where notices
to applicants and employees are customarily posted. The poster will be placed in
a location that is accessible to applicants and employees with disabilities that
limit mobility. Notices will be read to applicants and employees with disabilities
that limit seeing or reading ability.

4. The agency will maintain contact with businesses that are closing, educational
and community organizations in an effort to recruit members of all protected
classes.

5. All employment advertisements and recruitment brochures will contain assurance
of equal employment opportunity.

6. As defined by the Uniform Classification and Compensation Act, classified
positions will be posted in such places as employee bulletin boards, in locations
where applicants apply for jobs, and on the Arkansas Government Jobs website.
Employment applications will be accepted through Arkansas Government Jobs
website.

7. Management will ensure employees who are members of a protected class
receive equal consideration whenever promotional or incentive opportunities
occur.

B. Minority Purchasing
The agency will comply with the Minority Business Economic Development Act.
C. Training

All training programs supported or sponsored by the agency will continue to be open
to all employees, as appropriate, based on qualifications, job relatedness and other
non-discriminatory criteria.

D. Hiring, Placement, Transfer, Promotion, Lay-Off, Recall, Retention, Termination

The Agency recognizes that that all job opportunities must be made available to
everyone, including members of protected classes.

Employee discipline will be administered by supervisors in a consistent, objective,
good faith and non-discriminatory manner.

E. Compensation

All employees will receive compensation in accordance with the same standards.
Opportunities for earning increased compensation will be afforded equally to all
qualified employees.
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F. Reporting

To provide a system for reporting and monitoring agency status with regard to this
policy, Central Human Resource will provide the Secretary, Directors, Deputy and
Assistant Directors the following two reports:

e Quarterly report showing the composition of the security and non-security
workforce by race and gender.

e Quarterly list of promotions by race and gender

IV.  IMPLEMENTATION AND EXCLUSIONS:

1. The entities within the Department are directed to review their existing
operational policies and ensure that those policies reflect the procedures
contained within this Secretarial Directive.

2. The employees of the Correctional School District are governed by the personnel
policies set by the Board of Corrections (when convened as the Board of
Education for the Arkansas Correctional School System).



A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department / Agency / Institution Name: Department of Commerce/BA 0341 -
Arkansas Waterways Commission

Contact Name: A. Grace Rodriguez
Contact Phone: 501 682 3513
Contact Email: andrea.rodriguez@arkansas.gov

Date of Submission: 08/05/2024

Please attach a copy of the program or policy as required by Arkansas Code §21-
3-101.

Have any changes been made to the program or policy since your last
submission? If so, please explain the changes and provide a copy of the revised
policy. No.

Please provide the information below as it relates to the agency or institution’s
current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian %
Asian Pacific
Islander 1 11.11%
Black/Not
Hispanic 1 11.11%
Hispanic %
White/Not
Hispanic 3 4 7 77.78%
Total 4 5 9 100%




COMMISSIONERS

James “Jay” Brain
Rogers

Dr. Richard L. Dawe
Melbourne

Michael Hutchins
De Valls Bluff

Edward R. Sanders
Hot Springs

Lloyd Wofford
Jonesboro

Will Dawson
Clinton

Samuel Jackson
Blytheville

Hugh McDonald
SECRETARY OF COMMERCE

Jerry Chism
DIRECTOR
DIVISION OF AERONAUTICS

EQUAL EMPLOYMENT POLICY

The State of Arkansas does not discriminate in access to employment opportunities or in
employment or practices based on race, color, religion, sex, national origin, age,
disability, or genetic information —TSS-OPM Policy 17.

Discrimination by any employee based upon race, color, religion, sex, national origin,
age, disability, genetic information or any other status or condition protected by
applicable state or federal laws shall constitute grounds for dismissal. Individuals are
hired based on qualifications for each position. All promotion decisions and other
personnel actions such as transfers, layoffs/RIFs, return from layoffs/RIF, and other
actions are made in accordance with Equal Employment Opportunity principles.

Title VII, of the Civil Rights Act of 1964 and The Equal Employment Opportunity Act
(Public Law 92-261) of 1972, prohibits discrimination based on race, color, national
origin, sex, and religion, and prohibits employers from retaliating against any employees
who exercise their rights under Title VII. Today, the EEOC enforces federal anti-
discrimination statutes, and provides oversight and coordination of all federal equal
opportunity regulations, policies, and practices. These protections extend to all
management practices and decisions, including recruitment and hiring, appraisal
systems, promotions, training, and career development programs. Consistent with these
obligations, EEOC also provides reasonable accommodations to employees and
applicants with disabilities and for sincerely held religious beliefs, observances, and
practices.

Arkansas Department of Commerce
Division of Aeronautics
Clinton National Airport/Adams Field
2315 Crisp Drive ® Hangar 8
Little Rock, Arkansas 72202
FLY.ARKANSAS.GOV



Sarah Huckabee Sanders Hugh McDonald
GOVERNOR SECRETARY OF COMMERCE

EQUAL EMPLOYMENT POLICY

The State of Arkansas does not discriminate in access to employment
opportunities or in employment or practices based on race, color, religion,
sex, national origin, age, disability, or genetic information —TSS-OPM Policy
17.

Discrimination by any employee based upon race, color, religion, sex,
national origin, age, disability, genetic information or any other status or
condition protected by applicable state or federal laws shall constitute
grounds for dismissal. Individuals are hired based on qualifications for each
position. All promotion decisions and other personnel actions such as
transfers, layoffs/RIFs, return from layoffs/RIF, and other actions are made
in accordance with Equal Employment Opportunity principles.

Title VII, of the Civil Rights Act of 1964 and The Equal Employment
Opportunity Act (Public Law 92—261) of 1972, prohibits discrimination
based on race, color, national origin, sex, and religion, and prohibits
employers from retaliating against any employees who exercise their rights
under Title VII. Today, the EEOC enforces federal anti-discrimination
statutes, and provides oversight and coordination of all federal equal
opportunity regulations, policies, and practices. These protections extend to
all management practices and decisions, including recruitment and hiring,
appraisal systems, promotions, training, and career development programs.
Consistent with these obligations, EEOC also provides reasonable
accommodations to employees and applicants with disabilities and for
sincerely held religious beliefs, observances, and practices.

Arkansas Department of Commerce
1 Commerce Way, Suite 601 - Little Rock, AR 72202
ARKANSAS.GOV



Hugh McDonald
SECRETARY OF COMMERCE

Stephanie Isaacs
DIRECTOR,
OFFICE OF SKILLS DEVELOPMENT

OSD

Office of Skills
Development

EQUAL EMPLOYMENT POLICY

The State of Arkansas does not discriminate in access to employment opportunities or in
employment or practices based on race, color, religion, sex, national origin, age, disability, or
genetic information — TSS-OPM Policy 62.

Discrimination by any employee based upon race, color, religion, sex, national origin, age,
disability, genetic information or any other status or condition protected by applicable state or
federal laws shall constitute grounds for dismissal. Individuals are hired based on qualifications
for each position. All promotion decisions and other personnel actions such as transfers,
layoffs/RIFs, return from layoffs/RIF, and other actions are made in accordance with Equal
Employment Opportunity principle.

Title VII, of the Civil Rights Act of 1964 and The Equal Employment Opportunity Act

(Public Law 92-261) of 1972, prohibits discrimination based on race, color, national origin, sex,
and religion, and prohibits employers from retaliating against any employees who exercise their
rights under Title VII. Today, the EEOC enforces federal anti-discrimination statutes, and provides
oversight and coordination of all federal equal opportunity regulations, policies, and practices.
These protections extend to all management practices and decisions, including recruitment and
hiring, appraisal systems, promotions, training, and career development programs. Consistent
with these

obligations, EEOC also provides reasonable accommodations to employees and applicants with
disabilities and for sincerely held religious beliefs, observances, and

practices.

Arkansas Department of Commerce
Office of Skills Development
1 Commerce Way, Bldg. 4  Little Rock, AR 72202
HTTPS://ARCAREEREDUCATION.ORG/SERVICES /SKILLS-DEVELOPMENT



A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department / Agency / Institution Name: Arkansas State Claims Commission
Contact Name: Kathryn Irby

Contact Phone: 501-682-2822

Contact Email: kathryn.irby@arkansas.gov

Date of Submission: 6/3/2024

Please attach a copy of the program or policy as required by Arkansas Code
§21-3-101. Please see attached.

Have any changes been made to the program or policy since your last
submission? If so, please explain the changes and provide a copy of the revised
policy. No.

Please provide the information below as it relates to the agency or institution’s
current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian %
Asian Pacific
Islander %
Black/Not
Hispanic 3 2 50%
Hispanic 0%
White/Not
Hispanic 3 2 50%
Total 100%




ARKANSAS STATE CLAIMS COMMISSION

(501) 682-1619
FAX (501) 682-2823

KATHRYN IRBY
DIRECTOR

101 EAST CAPITOL AVENUE
SUITE 410
LITTLE ROCK, ARKANSAS
72201-3823

Equal Employment Hiring Practices Policy

The Arkansas State Claims Commission shall not discriminate in hiring, promoting,
administering disciplinary action, or any other way against employees based on their race, creed,
religion, national origin, age, sex, or gender. This is in accordance with federal law, which provides
that it is illegal to discriminate against a job applicant or an employee because of the person’s race,
color, religion, sex (including pregnancy), national origin, age (40 years or older), disability, or
genetic information. Federal law also provides that it is illegal to discriminate against a person
because the person complained about discrimination, filed a charge of discrimination, or
participated in an employment discrimination investigation or lawsuit.

The goal of the Arkansas State Claims Commission shall be to utilize an equal employment

hiring program to approximate the percentage of minorities in the state’s population, according to
the most recent United States Census data.

Effective as of September 26, 2019



A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department /Agency / Institution Name: Arkansas Public Employees’

Retirement System

Contact Name: Tammy Shadwick

Contact Phone: 501-682-7820

Contact Email: tammy.shadwick@arkansas.gov

Date of Submission: 08/01/2024

Please attach a copy of the program or policy as required by Arkansas Code

§21-3-101.

Have any changes been made to the program or policy since your last

submission? No

If so, please explain the changes and provide a copy of the revised policy.

Please provide the information below as it relates to the agency or institution’s

current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian 0 0 0 0
Asian Pacific
Islander 2 2 4 6.5%
Black/Not
Hispanic 22 3 25 40.3%
Hispanic 0 1 1 1.6%
White/Not
Hispanic 21 11 32 51.6%
Total 45 17 62 100%




ARKANSAS PUBLIC EMPLOYEES

ARKANSAS PUBLIC EMPLOYEES

RETIREMENT .r.farm\

RETIREMENT SYSTEM

POLICY NO. 101 - EQUAL EMPLOYMENT OPPORTUNITY(EEO)

Effective Date: Distribution:

01/17/2023 All APERS employees

Revision Effective Replaces:

Date: 01/17/2023 e Any division policy or procedure that conflicts with this policy

Applicable Federal Statutes/Guidelines:

Title VII of the Civil Rights Act of 1964
Age Discrimination in Employment Act of
1967

Americans with Disabilities Act of 1990
Equal Pay Act of 1963

Genetic Information Nondiscrimination
Act of 2008

Immigration Reform and Control Act of
1986

The Pregnancy Discrimination Act of 1978

Applicable State Statutes/Guidelines:

A.CA.§21-3-101

A.C.A. §§ 21-3-201, et seq.
A.C.A. §21-12-103

A.C.A. § 16-123-107

A.C.A. § 11-5-403

Any other Arkansas law that is
applicable

| Date Approved: OZIO‘? 22

Approved By: Syw i
l -

I.

II.

—

Purpose

The purpose of this policy is to promote and maintain equal employment of protected

classes within the Arkansas Public Employees Retirement System (APERS).

Policy

A. Ttisthe policy of the APERS to recruit, select, hire, train, transfer, upgrade/promote, and
discipline without regard to race, color, religion, national origin, age, sex, disability,
genetic information, or any other non-merit-based factor.

B. APERS will work to continually improve recruitment, employment, career
development, and promotional opportunities for all employees.

C. The identification, qualification, evaluation, or selection of candidates for promotions
within APERS will be based solely on job-related criteria.




D. Discrimination under any of the above-cited federal or state laws by any APERS
employee based upon race, color, religion, national origin, age, sex, disability, genetic
information, or any other factor not related to the employee’s job duties and
responsibilities will result in disciplinary action and is grounds for dismissal.

E. When it is determined by any court of law that an APERS employee is guilty of
discrimination, such determination is grounds for dismissal.

F. APERS will comply with all federal and state law regarding equal employment,
including, but not limited to:

1.

The Age Discrimination in Employment Act of 1967 (ADEA);
Under the ADEA, it is unlawful to discriminate against persons 40 years of age or

older.

The American with Disabilities Act of 1990(ADA);
Under the ADA, it is unlawful to discriminate against a person based on disability

or relationship with an individual with disabilities.

The Equal Pay Act of 1963 (EPA);
The EPA requires that men and women in the same workplace be given equal pay

for equal work. The jobs need not be identical, but they must be substantially equal.

The Genetic Information Nondiscrimination Act of 2008 (GINA);
Under the GINA, it is unlawful to discriminate against employees or applicants

because of genetic information.

The Civil Rights Act of 1964;
Under the Civil Rights Act, it is unlawful to discriminate against a person based

on their race, color, religion, sex, or sexual orientation.

The Immigration Reform and Control Act of 1986 (IRCA); and

Under the IRCA, it is unlawful to treat a person unfavorably because they are, or
are married to, a person from a particular country or part of the world, because of
ethnicity or accent, or because they appear to be of a certain ethnic background
(even if they are not.)

The Pregnancy Discrimination Act of 1978(PDA).

Under the PDA, it is unlawful to treat a pregnant woman different than a woman
that is not pregnant, when it comes to any aspect of employment, including
hiring, firing, pay, job assignment, promotion, layoff, training, fringe benefits,

or any other term or condition of employment.

101 — Equal Employment Opportunity Revision Date:



G. ltisillegal to discriminate against an employee because the employee complained about
discrimination, filed a charge of discrimination, or participated in an employment
discrimination investigation or lawsuit.

H. APERS Human Resources Section will operate as APERS EEO officer and will
coordinate and maintain an EEO plan to ensure equality in all employment
matters.

I. Supervisors and Human Resources personnel will complete all Office of Personnel
Management training related to Equal Employment.

J. Reporting Discrimination

1. Employees should contact their supervisor or APERS Human Resources section
for technical questions, problems, or complaints about this policy.

2. Employees who believe they have been the victim of discrimination should
immediately report the incident(s) to their supervisor so that steps can be taken to
protect the employee from further discrimination. When it is not reasonable for
the employee to report discrimination to their immediate supervisor, the report
should immediately be made to another supervisor in the employee’s chain of
command.

3. Supervisors will document all allegations of discrimination and file a complaint.

4. Discrimination complaints will be investigated pursuant to same process as
the APERS Policy No. 106 - Disciplinary Policy.

5. No employee will be retaliated against for filing a complaint of discrimination or
for assisting, testifying, or participating in the investigation of such a complaint.

6. Appeals will be handled pursuant to APERS Policy 107-Grievance Process.

K. Nothing in this policy prevents an employee from pursuing legal or other action outside
of APERS.

101 — Equal Employment Opportunity Revision Date:



A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department /Agency / Institution Name: 0375/Arkansas Teacher Retirement

System

Contact Name: Stephanie Lilly-Palmer

Contact Phone: 501-682-2175, ext. 2403

Contact Email: stephaniep@artrs.gov

Date of Submission: 08/16/2024

Please attach a copy of the program or policy as required by Arkansas Code §21-

3-101.

Have any changes been made to the program or policy since your last

submission? If so, please explain the changes and provide a copy of the revised

policy.

Please provide the information below as it relates to the agency or institution’s

current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian 0 0 0 0.00
Asian Pacific
Islander 2 2 4 5.00%
Black/Not
Hispanic 11 4 15 18.75%
Hispanic 1 0 1 1.25%
White/Not
Hispanic 36 24 60 75.%
Total 50 30 80 100%



mailto:stephaniep@artrs.gov

Arkansas Teacher Retirement System

Policy Title: ATRS Equal Employment Opportunity Policy

Purpose

ATRS is an equal opportunity employer. In accordance with anti-discrimination law, it is
the purpose of this policy to effectuate these principles and mandates. ATRS prohibits
discrimination and harassment of any type and affords equal employment opportunities
to employee and applicants without regard to race, color, religion, sex, age, national
origin, disability status protected veteran status, or any other characteristic protected by
law. ATRS conforms to the spirit as well as to the letter of all applicable laws and
regulations.

Persons Covered/Applicability

The policy of equal employment opportunity (EEO) and anti-discrimination applies to all
aspects of the relationship between ATRS and its employees, including:

e Recruitment

e Employment

e Promotion

e Transfer

e Training

¢ Working conditions

e \Wages and salary administration

e Employee benefits and application of policies

The policies and principles of EEO also apply to the selection and treatment of
independent contractors, personnel working on our premises who are employed by
temporary agencies and any other persons or firms doing business for or with ATRS.

Dissemination and Implementation of Policy

Human Resources administers our EEO policy fairly and consistently by:



Posting all required notices regarding employee rights under EEO laws in areas
highly visible to employees.

Advertising for job openings with the statement "We are an equal opportunity
employer and all qualified applicants will receive consideration for employment
without regard to race, color, religion, sex, national origin, disability status,
protected veteran status, or any other characteristic protected by law.

Posting all required job openings on appropriate websites.

Forbidding retaliation against any individual who files a charge of discrimination,
opposes a practice believed to be unlawful discrimination, reports harassment, or
assists, testifies or participates in an EEO agency incident.

Requires employees to report to a member of management, an HR
representative or the general counsel any apparent discrimination or harassment.
The report should be made within 48 hours of the incident.

Promptly notifies the general counsel of all incidents or reports of discrimination
or harassment and takes other appropriate measures to resolve the situation.

Harassment

Harassment is a form of unlawful discrimination and violates ATRS policy. Prohibited
sexual harassment, for example, is defined as unwelcome sexual advances, request for
sexual favors and other verbal or physical contact of a sexual nature when:

Submission to such conduct is made either explicitly or implicitly a term or
condition of an individual's employment.

Submission to or rejection of such conduct by an individual is used as the basis
for employment decisions affecting such individuals.

Such conduct ha the purpose or effect of substantially interfering with an
individual's work performance or creating an intimidating, hostile or offensive
working environment.

Harassment also included unwelcome conduct that is based on race, color, religion, sex
(including pregnancy), national origin, age (40 or older), disability or genetic information.
Harassment becomes unlawful where;

Enduring the offensive conduct becomes a condition of continued employment,
or



e The conduct is severe or pervasive enough to create a work environment that a
reasonable person would consider intimidating, hostile, or abusive.

ATRS encourages employees to report all incidents of harassment to a member of
management or the HR department.

ATRS conducts harassment prevention training for all employees, and maintains and
enforces a separate policy on harassment prevention, complaint procedures and
penalties for violations. ATRS investigates all complaints of harassment promptly and
fairly, and, when appropriate, takes immediate corrective action to stop the harassment
and prevent it from recurring.



A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department / Agency / Institution Name: Ar. Development Finance Authority
Contact Name: Missy Burroughs

Contact Phone: 501-682-5938

Contact Email: Missy.Burroughs@Arkansas.gov

Date of Submission: 8-16-2024

Please attach a copy of the program or policy as required by Arkansas Code
§21-3-101.

Have any changes been made to the program or policy since your last
submission? If so, please explain the changes and provide a copy of the revised
policy.

Please provide the information below as it relates to the agency or institution’s
current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian 1 0 1 1%
Asian Pacific
Islander 0 0 0 0%
Black/Not
Hispanic 10 0 10 24%
Hispanic 0 0 0 0%
White/Not
Hispanic 19 13 32 75%
Total 29 13 43 100%




Sarah Huckabee Sanders Hugh McDonald
GOVERNOR SECRETARY OF COMMERCE

EQUAL EMPLOYMENT POLICY

The State of Arkansas does not discriminate in access to employment
opportunities or in employment or practices based on race, color, religion,
sex, national origin, age, disability, or genetic information —TSS-OPM Policy
17.

Discrimination by any employee based upon race, color, religion, sex,
national origin, age, disability, genetic information or any other status or
condition protected by applicable state or federal laws shall constitute
grounds for dismissal. Individuals are hired based on qualifications foreach
position. All promotion decisions and other personnel actions such as
transfers, layoffs/RIFs, return from layoffs/RIF, and other actions are made
in accordance with Equal Employment Opportunity principles.

Title VII, of the Civil Rights Act of 1964 and The Equal Employment
Opportunity Act (Public Law 92—-261) of 1972, prohibits discrimination
based on race, color, national origin, sex, and religion, and prohibits
employers from retaliating against any employees who exercise their rights
under Title VII. Today, the EEOC enforces federal anti-discrimination
statutes, and provides oversight and coordination of all federal equal
opportunity regulations, policies, and practices. These protections extend to
all management practices and decisions, including recruitment and hiring,
appraisal systems, promotions, training, and career developmentprograms.
Consistent with these obligations, EEOC also provides reasonable
accommodations to employees and applicants with disabilities and for
sincerely held religious beliefs, observances, and practices.

Arkansas Department of Commerce
1 Commerce Way, Suite 601 ¢ Little Rock, A R 72202
ARKANSAS.GOV



A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department /Agency / Institution Name: Division of Aeronautics
Contact Name: McCall Harriman

Contact Phone: 501-376-6781

Contact Email: McCall.Harriman@Arkansas.gov

Date of Submission: 06/18/24

Please attach a copy of the program or policy as required by Arkansas Code
§21-3-101.

Have any changes been made to the program or policy since your last
submission? If so, please explain the changes and provide a copy of the revised
policy.

Please provide the information below as it relates to the agency or institution’s
current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian %
Asian Pacific
Islander %
Black/Not
Hispanic %
Hispanic %
White/Not
Hispanic 2 2 4 100%
Total 2 2 4 100%

**Budgeted positions total 5; but one position is vacant at this time.**



COMMISSIONERS

James “Jay” Brain
Rogers

Dr. Richard L. Dawe
Melbourne

Michael Hutchins
De Valls Bluff

Edward R. Sanders
Hot Springs

Lloyd Wofford
Jonesboro

Will Dawson
Clinton

Samuel Jackson
Blytheville

Hugh McDonald
SECRETARY OF COMMERCE

Jerry Chism
DIRECTOR
DIVISION OF AERONAUTICS

EQUAL EMPLOYMENT POLICY

The State of Arkansas does not discriminate in access to employment opportunities or in
employment or practices based on race, color, religion, sex, national origin, age,
disability, or genetic information —TSS-OPM Policy 17.

Discrimination by any employee based upon race, color, religion, sex, national origin,
age, disability, genetic information or any other status or condition protected by
applicable state or federal laws shall constitute grounds for dismissal. Individuals are
hired based on qualifications for each position. All promotion decisions and other
personnel actions such as transfers, layoffs/RIFs, return from layoffs/RIF, and other
actions are made in accordance with Equal Employment Opportunity principles.

Title VII, of the Civil Rights Act of 1964 and The Equal Employment Opportunity Act
(Public Law 92-261) of 1972, prohibits discrimination based on race, color, national
origin, sex, and religion, and prohibits employers from retaliating against any employees
who exercise their rights under Title VII. Today, the EEOC enforces federal anti-
discrimination statutes, and provides oversight and coordination of all federal equal
opportunity regulations, policies, and practices. These protections extend to all
management practices and decisions, including recruitment and hiring, appraisal
systems, promotions, training, and career development programs. Consistent with these
obligations, EEOC also provides reasonable accommodations to employees and
applicants with disabilities and for sincerely held religious beliefs, observances, and
practices.

Arkansas Department of Commerce
Division of Aeronautics
Clinton National Airport/Adams Field
2315 Crisp Drive ® Hangar 8
Little Rock, Arkansas 72202
FLY.ARKANSAS.GOV



A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department /Agency / Institution Name: Commerce/Arkansas State Bank
Department

Contact Name: Jessica Wallace

Contact Phone: 501-683-3214

Contact Email: jessica.j.wallace@banking.state.ar.us
Date of Submission: 08/01/2024

Please attach a copy of the program or policy as required by Arkansas Code §21-
3-101.

Have any changes been made to the program or policy since your last
submission? NO

If so, please explain the changes and provide a copy of the revised policy.

Please provide the information below as it relates to the agency or institution’s
current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian 1 1 1%
Asian Pacific
Islander 3 3 4%
Black/Not
Hispanic 4 2 6 8%
Hispanic 1 1 1%
White/Not
Hispanic 16 50 66 86%
Total 21 56 77 100%




Sarah Huckabee Sanders Hugh McDonald
GOVERNOR SECRETARY OF COMMERCE

EQUAL EMPLOYMENT POLICY

The State of Arkansas does not discriminate in access to employment opportunities or in
employment or practices based on race, color, religion, sex, national origin, age, disability, or
genetic information — TSS-OPM Policy 62.

Discrimination by any employee based upon race, color, religion, sex, national origin, age,
disability, genetic information or any other status or condition protected by applicable state or
federal laws shall constitute grounds for dismissal. Individuals are hired based on qualifications
for each position. All promotion decisions and other personnel actions such as transfers,
layoffs/RIFs, return from layoffs/RIF, and other actions are made in accordance with Equal
Employment Opportunity principle.

Title VII, of the Civil Rights Act of 1964 and The Equal Employment Opportunity Act

(Public Law 92—-261) of 1972, prohibits discrimination based on race, color, national origin, sex,
and religion, and prohibits employers from retaliating against any employees who exercise their
rights under Title VII. Today, the EEOC enforces federal anti-discrimination statutes, and provides
oversight and coordination of all federal equal opportunity regulations, policies, and practices.
These protections extend to all management practices and decisions, including recruitment and
hiring, appraisal systems, promotions, training, and career development programs. Consistent
with these obligations, EEOC also provides reasonable accommodations to employees and
applicants with disabilities and for sincerely held religious beliefs, observances, and practices.

Arkansas Department of Commerce
1 Commerce Way, Suite 601 ¢ Little Rock, AR 72202
ARKANSAS.GOV



A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department /Agency / Institution Name: Commerce/Arkansas Securities
Department

Contact Name: Sharonica Crutchfield
Contact Phone: 501-324-8685
Contact Email: Sharonica.K.Crutchfield@arkansas.gov

Date of Submission: 08/01/2024

Please attach a copy of the program or policy as required by Arkansas Code §21-
3-101.

Have any changes been made to the program or policy since your last
submission? NO

If so, please explain the changes and provide a copy of the revised policy.

Please provide the information below as it relates to the agency or institution’s
current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian %
Asian Pacific
Islander 2 2 6%
Black/Not
Hispanic 9 1 10 31%
Hispanic %
White/Not
Hispanic 8 12 20 63%
Total 17 15 32 100%




Sarah Huckabee Sanders Hugh McDonald
GOVERNOR SECRETARY OF COMMERCE

EQUAL EMPLOYMENT POLICY

The State of Arkansas does not discriminate in access to employment opportunities or in
employment or practices based on race, color, religion, sex, national origin, age, disability, or
genetic information — TSS-OPM Policy 62.

Discrimination by any employee based upon race, color, religion, sex, national origin, age,
disability, genetic information or any other status or condition protected by applicable state or
federal laws shall constitute grounds for dismissal. Individuals are hired based on qualifications
for each position. All promotion decisions and other personnel actions such as transfers,
layoffs/RIFs, return from layoffs/RIF, and other actions are made in accordance with Equal
Employment Opportunity principle.

Title VII, of the Civil Rights Act of 1964 and The Equal Employment Opportunity Act

(Public Law 92—-261) of 1972, prohibits discrimination based on race, color, national origin, sex,
and religion, and prohibits employers from retaliating against any employees who exercise their
rights under Title VII. Today, the EEOC enforces federal anti-discrimination statutes, and provides
oversight and coordination of all federal equal opportunity regulations, policies, and practices.
These protections extend to all management practices and decisions, including recruitment and
hiring, appraisal systems, promotions, training, and career development programs. Consistent
with these obligations, EEOC also provides reasonable accommodations to employees and
applicants with disabilities and for sincerely held religious beliefs, observances, and practices.

Arkansas Department of Commerce
1 Commerce Way, Suite 601 ¢ Little Rock, AR 72202
ARKANSAS.GOV



A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department / Agency / Institution Name: Human Resources/AR Insurance Dept.
Contact Name: Bonita Nash

Contact Phone: 501-371-2808

Contact Email: bonita.nash@arkansas.gov

Date of Submission: August 1, 2024

Please attach a copy of the program or policy as required by Arkansas Code §21-
3-101.

Have any changes been made to the program or policy since your last
submission? If so, please explain the changes and provide a copy of the revised
policy. No changes have been made.

Please provide the information below as it relates to the agency or institution’s
current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian %
Asian Pacific
Islander 1 4 5 %
Black/Not
Hispanic 33 6 39 %
Hispanic 1 1 %
White/Not
Hispanic 66 52 118 %
Total 100 63 163 %




Hugh McDonald
SECRETARY OF COMMERCE

Alan McClain
COMMISSIONER,
ARKANSAS INSURANCE
DEPARTMENT

EQUAL EMPLOYMENT POLICY

The State of Arkansas does not discriminate in access to employment opportunities or in employment
or practices based on race, color, religion, sex, national origin, age, disability, or genetic information —
TSS-OPM Policy 62.

Discrimination by any employee based upon race, color, religion, sex, national origin, age, disability,
genetic information or any other status or condition protected by applicable state or federal laws shall
constitute grounds for dismissal. Individuals are hired based on qualifications for each position. All
promotion decisions and other personnel actions such as transfers, layoffs/RIFs, return from
layoffs/RIF, and other actions are made in accordance with Equal Employment Opportunity principle.

Title VII, of the Civil Rights Act of 1964 and The Equal Employment Opportunity Act (Public Law 92—
261) of 1972, prohibits discrimination based on race, color, national origin, sex, and religion, and
prohibits employers from retaliating against any employees who exercise their rights under Title VII.
Today, the EEOC enforces federal anti-discrimination statutes, and provides oversight and coordination
of all federal equal opportunity regulations, policies, and practices. These protections extend to all
management practices and decisions, including recruitment and hiring, appraisal systems, promotions,
training, and career development programs. Consistent with these obligations, EEOC also provides
reasonable accommodations to employees and applicants with disabilities and for sincerely held
religious beliefs, observances, and practices.

Arkansas Department of Commerce
Arkansas Insurance Department
1 Commerce Way, Suite 102 * Little Rock, AR 72202
INSURANCE.ARKANSAS.GOV



A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department / Agency / Institution Name: Public Service Commission

Contact Name: Vikki Hearn

Contact Phone: 501-682-1335

Contact Email: vikki.hearn@arkansas.gov

Date of Submission: July 15, 2024

Please attach a copy of the program or policy as required by Arkansas Code

§21-3-101.

Have any changes been made to the program or policy since your last

submission? No. If so, please explain the changes and provide a copy of the

revised policy.

Please provide the information below as it relates to the agency or institution’s

current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian 0 0 0 0
Asian Pacific
Islander 1 1 2 2%
Black/Not
Hispanic 24 4 28 29%
Hispanic 1 1 2 2%
White/Not
Hispanic 22 42 64 67%
Total 48 48 96 100%




Equal Employment Opportunity Policy

The Arkansas Public Service Commission prohibits employment practices that discriminate
against any individual based upon race, color, religion, gender, age, national origin, handicap, or political
affiliation. Such discrimination by any employee, including a determination by any court of law of such
discrimination, shall constitute grounds for dismissal.



A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department / Agency / Institution Name: 0480 Division of Correction

Contact Name: Nicholas Stewart

Contact Phone:

Contact Email:

870-850-8523

Nicholas.Stewart@doc.arkansas.gov

Date of Submission:

Please attach a copy of the program or policy as required by Arkansas Code

§21-3-101.

July 12, 2024

Have any changes been made to the program or policy since your last

submission? If so, please explain the changes and provide a copy of the revised

policy.

Please provide the information below as it relates to the agency or institution’s

current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian 3 2 5 .002%
Asian Pacific
Islander 3 15 18 .006%
Black/Not
Hispanic 1109 626 1735 58%
Hispanic 8 26 34 .011%
White/Not
Hispanic 412 781 1193 40%
Total 1535 1450 2985 100%



mailto:Nicholas.Stewart@doc.arkansas.gov

Office of the Secretary
6814 Princeton Pike
Pine Bluff, Arkansas 71602
Phone: 870-267-6200
Fax: 870-267-6244

SECRETARIAL DIRECTIVE

SUBJECT: Equal Employment Opportunity

NUMBER: 2019-04 SUPERSEDES: N/A

APPLICABILITY: All Department of Corrections Employees

REFERENCE: Administrative Regulation 228, Ark. Code Ann.

88 25-43-105, 25-43-108, and 25-43-403 PAGE 1 of 3

ISSUED BY: Wendy Kelley EFFECTIVE DATE: 10/17/2019

POLICY:

The Department of Corrections is an equal opportunity employer and does not discriminate
against employees or job applicants based on age, race, sex, pregnancy, sexual orientation and
gender identity, national origin, religion, disability, genetic orientation or any other status or
condition protected by applicable State or Federal Laws. Discrimination by any employee shall
constitute grounds for dismissal. Individuals are hired based on the qualifications for each
position. All promotion decisions and other personnel actions, such as transfers, layoffs, return
from layoffs and other actions are made in accordance with Equal Employment Opportunity
principles.

PURPOSE:
This directive seeks to ensure that the Department of Corrections, as an Equal Opportunity
Employer, will comply with the non-discrimination provisions of all applicable State and Federal

laws and regulations regarding equal opportunity employment.

PROCEDURES:

A. Information dissemination:

1. The above policy statement will be referenced in employee handbooks and
annual reports.

2. Annually the Secretary will prepare an Equal Employment Opportunity
Statement for dissemination to all divisions for posting.

http://DOC.Arkansas.gov



SD 2019-04 Equal Employment Opportunity Page 2 of 3 ‘

3. “The Law” poster provided by the Equal Employment Opportunity Commission
will be posted. The poster will be placed in a conspicuous location where notices
to applicants and employees are customarily posted. The poster will be placed in
a location that is accessible to applicants and employees with disabilities that
limit mobility. Notices will be read to applicants and employees with disabilities
that limit seeing or reading ability.

4. The agency will maintain contact with businesses that are closing, educational
and community organizations in an effort to recruit members of all protected
classes.

5. All employment advertisements and recruitment brochures will contain assurance
of equal employment opportunity.

6. As defined by the Uniform Classification and Compensation Act, classified
positions will be posted in such places as employee bulletin boards, in locations
where applicants apply for jobs, and on the Arkansas Government Jobs website.
Employment applications will be accepted through Arkansas Government Jobs
website.

7. Management will ensure employees who are members of a protected class
receive equal consideration whenever promotional or incentive opportunities
occur.

B. Minority Purchasing
The agency will comply with the Minority Business Economic Development Act.
C. Training

All training programs supported or sponsored by the agency will continue to be open
to all employees, as appropriate, based on qualifications, job relatedness and other
non-discriminatory criteria.

D. Hiring, Placement, Transfer, Promotion, Lay-Off, Recall, Retention, Termination

The Agency recognizes that that all job opportunities must be made available to
everyone, including members of protected classes.

Employee discipline will be administered by supervisors in a consistent, objective,
good faith and non-discriminatory manner.

E. Compensation

All employees will receive compensation in accordance with the same standards.
Opportunities for earning increased compensation will be afforded equally to all
qualified employees.



SD 2019-04 Equal Employment Opportunity Page 3 0of 3 ‘

F. Reporting

To provide a system for reporting and monitoring agency status with regard to this
policy, Central Human Resource will provide the Secretary, Directors, Deputy and
Assistant Directors the following two reports:

e Quarterly report showing the composition of the security and non-security
workforce by race and gender.

e Quarterly list of promotions by race and gender

IV.  IMPLEMENTATION AND EXCLUSIONS:

1. The entities within the Department are directed to review their existing
operational policies and ensure that those policies reflect the procedures
contained within this Secretarial Directive.

2. The employees of the Correctional School District are governed by the personnel
policies set by the Board of Corrections (when convened as the Board of
Education for the Arkansas Correctional School System).



A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department / Agency / Institution Name: 0485 Division of Community

Correction

Contact Name: Nicholas Stewart

Contact Phone:

Contact Email:

870-850-8523

Nicholas.Stewart@doc.arkansas.gov

Date of Submission:

Please attach a copy of the program or policy as required by Arkansas Code

§21-3-101.

July 12, 2024

Have any changes been made to the program or policy since your last

submission? If so, please explain the changes and provide a copy of the revised

policy.

Please provide the information below as it relates to the agency or institution’s

current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian 1 2 3 1%
Asian Pacific
Islander 5 2 7 1%
Black/Not
Hispanic 334 124 458 39%
Hispanic 11 10 21 2%
White/Not
Hispanic 356 301 657 57%
Total 707 439 1146 100%



mailto:Nicholas.Stewart@doc.arkansas.gov

Office of the Secretary
6814 Princeton Pike
Pine Bluff, Arkansas 71602
Phone: 870-267-6200
Fax: 870-267-6244

SECRETARIAL DIRECTIVE

SUBJECT: Equal Employment Opportunity

NUMBER: 2019-04 SUPERSEDES: N/A

APPLICABILITY: All Department of Corrections Employees

REFERENCE: Administrative Regulation 228, Ark. Code Ann.

88 25-43-105, 25-43-108, and 25-43-403 PAGE 1 of 3

ISSUED BY: Wendy Kelley EFFECTIVE DATE: 10/17/2019

POLICY:

The Department of Corrections is an equal opportunity employer and does not discriminate
against employees or job applicants based on age, race, sex, pregnancy, sexual orientation and
gender identity, national origin, religion, disability, genetic orientation or any other status or
condition protected by applicable State or Federal Laws. Discrimination by any employee shall
constitute grounds for dismissal. Individuals are hired based on the qualifications for each
position. All promotion decisions and other personnel actions, such as transfers, layoffs, return
from layoffs and other actions are made in accordance with Equal Employment Opportunity
principles.

PURPOSE:
This directive seeks to ensure that the Department of Corrections, as an Equal Opportunity
Employer, will comply with the non-discrimination provisions of all applicable State and Federal

laws and regulations regarding equal opportunity employment.

PROCEDURES:

A. Information dissemination:

1. The above policy statement will be referenced in employee handbooks and
annual reports.

2. Annually the Secretary will prepare an Equal Employment Opportunity
Statement for dissemination to all divisions for posting.

http://DOC.Arkansas.gov



SD 2019-04 Equal Employment Opportunity Page 2 of 3 ‘

3. “The Law” poster provided by the Equal Employment Opportunity Commission
will be posted. The poster will be placed in a conspicuous location where notices
to applicants and employees are customarily posted. The poster will be placed in
a location that is accessible to applicants and employees with disabilities that
limit mobility. Notices will be read to applicants and employees with disabilities
that limit seeing or reading ability.

4. The agency will maintain contact with businesses that are closing, educational
and community organizations in an effort to recruit members of all protected
classes.

5. All employment advertisements and recruitment brochures will contain assurance
of equal employment opportunity.

6. As defined by the Uniform Classification and Compensation Act, classified
positions will be posted in such places as employee bulletin boards, in locations
where applicants apply for jobs, and on the Arkansas Government Jobs website.
Employment applications will be accepted through Arkansas Government Jobs
website.

7. Management will ensure employees who are members of a protected class
receive equal consideration whenever promotional or incentive opportunities
occur.

B. Minority Purchasing
The agency will comply with the Minority Business Economic Development Act.
C. Training

All training programs supported or sponsored by the agency will continue to be open
to all employees, as appropriate, based on qualifications, job relatedness and other
non-discriminatory criteria.

D. Hiring, Placement, Transfer, Promotion, Lay-Off, Recall, Retention, Termination

The Agency recognizes that that all job opportunities must be made available to
everyone, including members of protected classes.

Employee discipline will be administered by supervisors in a consistent, objective,
good faith and non-discriminatory manner.

E. Compensation

All employees will receive compensation in accordance with the same standards.
Opportunities for earning increased compensation will be afforded equally to all
qualified employees.



SD 2019-04 Equal Employment Opportunity Page 3 0of 3 ‘

F. Reporting

To provide a system for reporting and monitoring agency status with regard to this
policy, Central Human Resource will provide the Secretary, Directors, Deputy and
Assistant Directors the following two reports:

e Quarterly report showing the composition of the security and non-security
workforce by race and gender.

e Quarterly list of promotions by race and gender

IV.  IMPLEMENTATION AND EXCLUSIONS:

1. The entities within the Department are directed to review their existing
operational policies and ensure that those policies reflect the procedures
contained within this Secretarial Directive.

2. The employees of the Correctional School District are governed by the personnel
policies set by the Board of Corrections (when convened as the Board of
Education for the Arkansas Correctional School System).



A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department / Agency / Institution Name: Arkansas PBS/0516
Contact Name: Jennifer Killough

Contact Phone: 501-852-2625

Contact Email: jkillough@myarkansaspbs.org

Date of Submission: 06/12/2024

Please attach a copy of the program or policy as required by Arkansas Code §21-
3-101.

Have any changes been made to the program or policy since your last
submission? If so, please explain the changes and provide a copy of the revised
policy.

Please provide the information below as it relates to the agency or institution’s
current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian 0 0 0 0%
Asian Pacific
Islander 2 1 3 4%
Black/Not
Hispanic 5 3 8 11%
Hispanic 2 0 2 3%
White/Not
Hispanic 22 39 61 82%
Total 31 43 74 100%




Department of Transformation and Shared Services
Office of Personnel Management

Policy Title: Equal Employment Practices Policy Number: 17

Authority: Title VII of the Civil Rights Act of 1964; Ark. Code Ann. §§ 21-3-203 and 21-
12-103
Revised: March 16, 2020

State agencies shall not discriminate in hiring, promoting, administering disciplinary
action, or in any other way against employees. Every agency must adopt and pursue a
comprehensive equal employment hiring program designed to achieve a goal of
increasing the percentage of minority employees within the agency to a level that
approximates the percentage of minorities in the state’s population. Agencies shall
report to the Legislative Council on June 30 of each year stating its efforts to achieve its
equal employment hiring program goal.

Agencies should establish an investigation process for allegations of discrimination
and/or harassment. Agencies shall include in their personnel manual a statement that
discrimination by an officer or employee is grounds for dismissal. When it is determined
by any court of law that an employee is guilty of discrimination, such determination is
grounds for dismissal from employment.

The following types of discrimination are prohibited by law:
I. Age (Age Discrimination in Employment Act)

The law protects employees who are at least forty (40) years of age or older. An
agency is prohibited from limiting, segregating, or classifying employees in any way
which would deprive or tend to deprive any individual of employment opportunities or
otherwise adversely affect his or her status as an employee and an agency cannot
reduce an employee’s rate of pay because of age.

An agency may take adverse personnel actions against an employee if age is a bona
fide occupational qualification, reasonably necessary to the normal operations of a
particular job, or where the differentiation is based on factors other than age.

An employee may be subject to compulsory retirement if the employee:
1. Is sixty-five (65) years of age;
2. For the two-year period immediately before retirement is employed in a bona fide
executive or high policy-making position; and
3. Is entitled to an immediate non-forfeitable annual retirement benefit from
pension, savings, or deferred compensation plan, or any combination of such
plans which is an aggregate of at least forty-four thousand dollars ($44,000).

Il. Disability (Americans with Disabilities Act)
Disability discrimination is when an agency does one of the following:

1. Treats a qualified individual with a disability who is an employee or applicant
unfavorably because he/she has a disability;

1|Page



Department of Transformation and Shared Services
Office of Personnel Management

Policy Title: Equal Employment Practices Policy Number: 17

Authority: Title VII of the Civil Rights Act of 1964; Ark. Code Ann. §§ 21-3-203 and 21-
12-103
Revised: March 16, 2020

2. Treats an applicant or employee less favorably because he/she has a history of a
disability (such as cancer that is controlled or in remission), or

3. Treats an applicant or employee less favorably because he/she is believed to
have a physical or mental impairment that is not transitory (lasting or expected to
last six months or less) and minor (even if he/she does not have such an
impairment).

The law also protects people from discrimination based on their relationship with a
person with a disability (even if they do not themselves have a disability). For example,
it is illegal to discriminate against an employee because their spouse has a disability.
The law requires an employer to provide reasonable accommodation to an employee or
job applicant with a disability, unless doing so would cause significant difficulty or
expense for the employer ("undue hardship").

lll. Equal pay/compensation (Equal Pay Act)

The Equal Pay Act requires that men and women in the same workplace be given equal
pay for equal work. The jobs need not be identical, but they must be substantially equal.

IV. Genetic information (Genetic Information Nondiscrimination Act)

Genetic information includes information about an individual’s genetic tests and the
genetic tests of an individual’s family members, as well as information about the
manifestation of a disease or disorder in an individual’s family members (i.e. family
medical history). Family medical history is included in the definition of genetic
information because it is often used to determine whether someone has an increased
risk of getting a disease, disorder, or condition in the future.

V. Harassment

Harassment is unwelcome conduct that is based on race, color, religion, sex (including
pregnancy), national origin, age (40 or older), disability or genetic information.
Harassment becomes unlawful where 1) enduring the offensive conduct becomes a
condition of continued employment, or 2) the conduct is severe or pervasive enough to
create a work environment that a reasonable person would consider intimidating,
hostile, or abusive.

VI. National origin (Immigration and Nationality Act)

2|Page



Department of Transformation and Shared Services
Office of Personnel Management

Policy Title: Equal Employment Practices Policy Number: 17

Authority: Title VII of the Civil Rights Act of 1964; Ark. Code Ann. §§ 21-3-203 and 21-
12-103
Revised: March 16, 2020

National origin discrimination involves treating people (applicants or employees)
unfavorably because they are from a particular country or part of the world, because of
ethnicity or accent, or because they appear to be of a certain ethnic background (even if
they are not). National origin discrimination also can involve treating people unfavorably
because they are married to (or associated with) a person of a certain national origin.
Discrimination can occur when the victim and the person who inflicted the discrimination
are the same national origin.

Vil. Pregnancy

Pregnancy discrimination involves treating a woman, an applicant or employee,
unfavorably because of pregnancy, childbirth, or a medical condition related to
pregnancy or childbirth.

VIll. Race/color

Race discrimination involves treating an applicant or employee unfavorably because
he/she is of a certain race or because of personal characteristics associated with race
(such as hair texture, skin color, or certain facial features). Color discrimination involves
treating someone unfavorably because of skin color complexion. Race/color
discrimination also can involve treating someone unfavorably because the person is
married to (or associated with) a person of a certain race or color. Discrimination can
occur when the victim and the person who inflicted the discrimination are the same race
or color.

IX. Religion

Religious discrimination involves treating an applicant or employee unfavorably because
of his or her religious beliefs. The law protects not only people who belong to traditional,
organized religions, such as Buddhism, Christianity, Hinduism, Islam, and Judaism, but
also others who have sincerely held religious, ethical or moral beliefs. Religious
discrimination can also involve treating someone differently because that person is
married to (or associated with) an individual of a particular religion.

X. Sex

Sex discrimination involves treating an applicant or employee unfavorably because of
that person's sex.

XI. Sexual harassment

3|Page



Department of Transformation and Shared Services
Office of Personnel Management

Policy Title: Equal Employment Practices Policy Number: 17

Authority: Title VII of the Civil Rights Act of 1964; Ark. Code Ann. §§ 21-3-203 and 21-
12-103
Revised: March 16, 2020

All state agencies must develop and implement a policy concerning sexual harassment
and the resolution of such complaints. A copy of the agency or institution of higher
education policy shall be filed with the Office of Personnel Management (OPM).

Sexual harassment is a form of discrimination and is unwelcome behavior that is either
verbal or physical in nature. What constitutes sexual harassment is:

1. Submission to the conduct is either an explicit or implicit term or condition of
employment, and/or

2. Submission to or rejection of the conduct is used as a basis for employment
decisions affecting the person who did the submitting or rejecting, and/or

3. The conduct has the purpose or effect of substantially interfering with an individual's
work performance or creating an intimidating, hostile or offensive work environment.

Actions that may be defined as sexual harassment are not limited to the "supervisor and
employee" situation, but may include actions of coworkers, actions of the same or
opposite sex and action of individuals external to the agency, but who have contact with
employees in the work environment.

Retaliation

It is illegal to discriminate because the employee complained about discrimination, filed
a charge of discrimination, or participated in an employment discrimination investigation
or lawsuit.

Every agency must adopt and pursue a comprehensive equal employment hiring
program designed to achieve a goal of increasing the percentage of minority employees
within the agency to a level that approximates the percentage of minorities in the state’s
population. Agencies shall report to the Legislative Council on June 30 of each year
stating its efforts to achieve its equal employment hiring program goal.

Agencies shall include in their personnel manual a statement that discrimination by an
officer or employee based upon race, creed, religion, national origin, age, sex, or
gender is grounds for dismissal. When it is determined by any court of law that an
employee of this state is guilty of discrimination based upon race, creed, religion,
national origin, age, sex or gender, such determination is grounds for dismissal from
employment.

4|Page



Department of Transformation and Shared Services
Office of Personnel Management

Policy Title: Equal Employment Practices Policy Number: 17

Authority: Title VII of the Civil Rights Act of 1964; Ark. Code Ann. §§ 21-3-203 and 21-
12-103
Revised: March 16, 2020

For more information about the types of discrimination and prohibited practices, see the
U.S. Equal Employment Opportunity Commission website at
https://www.eeoc.gov/laws/index.cfm.

5|Page
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A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department / Agency / Institution Name: DHS 0710

Contact Name: Damian Hick, Chief-Office of Human Resources

Contact Phone:501-320-6250

Contact Email: damian.hicks@dhs.arkansas.gov

Please attach a copy of the program or policy as required by Arkansas Code §21-

3-101.

Have any changes been made to the program or policy since your last

submission? If so, please explain the changes and provide a copy of the revised

policy. No

Please provide the information below as it relates to the agency or institution’s

current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian 30 7 37 0.55%
Asian Pacific
Islander 33 7 40 0.60%
Black/Not
Hispanic 2264 525 2789 41.62%
Hispanic 92 22 114 1.70%
White/Not
Hispanic 2949 772 3721 55.53%
Total 5368 1333 6701 100%




1009

II.

II1.

IV.

EQUAL OPPORTUNITY POLICY
Purpose

This establishes the DHS Equal Opportunity policy. This policy is applicable to all employees,
applicants seeking employment within DHS, and to all persons or organizations seeking or
receiving services, benefits, contracts, agreements, grants, sub-grants, programs, and projects
funded through or from DHS, including employees, clients, customers, and applicants of grantees
and sub-grantees.

Assurances

(A) DHS shall provide fair and equal opportunity in employment, service delivery, and grant
administration regardless of a person’s race, color, religion, sex, age, national origin, political
beliefs, or disability as defined in the Americans with Disabilities Act.

(B) DHS shall actively promote equal opportunity through the establishment and application of
personnel policies and procedures to include: recruitment, selection, promotion, demotion,
transfer, reclassification, layoff and recall, training, termination and other benefits, and terms
and conditions of employment.

(C) DHS shall ensure non-discrimination and equal opportunity in compliance with all applicable
federal laws, regulations, executive orders, and civil rights rules or regulations.

Responsibilities and Procedures

(A) The overall responsibility for coordination of equal opportunity policies, programs, and
employment practices within DHS has been assigned to the Administrator of DHS Office of
Employee Relations and Office of Equal Opportunity (OER/OEO).

(B) Any DHS staff member who receives a written complaint of discrimination from any person
shall forward the complaint immediately to his or her division director for referral to
OER/OEO.

(C) Any DHS supervisor or manager who receives a verbal complaint of discrimination from any
person shall encourage that person to submit a written complaint. Regardless of whether the
complaint is made in writing, the supervisor or manager receiving the complaint shall provide
the person making the complaint a copy of form DHS-2808, and immediately notify his or
her division director in writing for follow-up or referral to OER/OEO as appropriate.

Complaints of Discrimination

(A) Any person to whom or entity to which this policy applies may use form DHS-2808,
Complaint of Discrimination, to file a complaint, regardless of whether the complaint directly
concerns DHS or its employees. Complaints filed using other means, such as by letter or
email, should contain substantially the same information as that requested on DHS-2808.

Effective Date: September 3, 2019 Page 1 of 2



(B) OER/OEO shall receive complaints relating to any DHS Division or Office, program, project,
service, contract, or grant, regardless of whether the person making the complaint or the
person against whom the complaint is made is an employee of DHS.

(C) OER/OEO shall establish written criteria for determining when a complaint shall be referred
to an outside agency or office, such as the U.S. Equal Employment Opportunity Commission,
the U.S. Department of Health and Human Services Office of Civil Rights, the U.S.
Department of Justice Office for Civil Rights, the U.S. Department of Labor, or other state
or federal investigative or enforcement agencies.

(D) Complaints which allege discriminatory, harassing, or retaliatory conduct by any DHS
employee shall be investigated by OER/OEO or the DHS Office of Security and Compliance
(OSC), as determined by the OER/OEO Administrator. The OER/OEO and OSC will
conduct prompt investigations of complaints and issue written determinations of any
findings.

(E) When DHS investigates a complaint that involves a federal civil rights law over which the
U.S. Department of Justice Office for Civil Rights has jurisdiction, the U.S. Department of
Justice Office for Civil Rights retains the authority to:

(1) Conduct a supplementary or de novo investigation;

(2) Approve, modity, or reject recommended findings;

(3) Approve, modify, or reject any proposed voluntary resolution; and
(4) Initiate formal enforcement action.

(F) Complaints which are not referred for investigation by DHS, including complaints which
allege discriminatory, harassing, or retaliatory conduct by persons who are not DHS
employees, shall be referred to other appropriate state or federal investigative or enforcement
agencies, consistent with the written criteria established in this policy.

V. Investigations

(A) Nothing in this policy shall prevent, prohibit, or delay an DHS division, office, or institution
from investigating violations of policy or monitoring compliance with contractual or grant
obligations.

(B) When a DHS employee is accused of unlawful discrimination, harassment, or retaliation
under this policy, the employing division may defer disciplinary action until resolution of the
investigation by the OER/OEO or OSC.

(C) Deferring disciplinary action for alleged discrimination, harassment, or retaliation does not

prevent a division from administering discipline up to and including termination for violation
of other DHS policy, behavior, or performance expectations.

Effective Date: September 3, 2019 Page 2 of 2






A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department / Agency / Institution Name: Department of Commerce/ BA 0790 -
Arkansas Economic Development Commission

Contact Name: A. Grace Rodriguez
Contact Phone: 501 682 3513
Contact Email: andrea.rodriguez@arkansas.gov

Date of Submission: 08/05/2024

Please attach a copy of the program or policy as required by Arkansas Code §21-
3-101.

Have any changes been made to the program or policy since your last
submission? If so, please explain the changes and provide a copy of the revised
policy. No.

Please provide the information below as it relates to the agency or institution’s
current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian %
Asian Pacific
Islander 2 1 3 4.11%
Black/Not
Hispanic 8 1 9 12.33%
Hispanic 2 2 2.74%
White/Not
Hispanic 25 34 59 80.82%
Total 37 36 73 100%




COMMISSIONERS

James “Jay” Brain
Rogers

Dr. Richard L. Dawe
Melbourne

Michael Hutchins
De Valls Bluff

Edward R. Sanders
Hot Springs

Lloyd Wofford
Jonesboro

Will Dawson
Clinton

Samuel Jackson
Blytheville

Hugh McDonald
SECRETARY OF COMMERCE

Jerry Chism
DIRECTOR
DIVISION OF AERONAUTICS

EQUAL EMPLOYMENT POLICY

The State of Arkansas does not discriminate in access to employment opportunities or in
employment or practices based on race, color, religion, sex, national origin, age,
disability, or genetic information —TSS-OPM Policy 17.

Discrimination by any employee based upon race, color, religion, sex, national origin,
age, disability, genetic information or any other status or condition protected by
applicable state or federal laws shall constitute grounds for dismissal. Individuals are
hired based on qualifications for each position. All promotion decisions and other
personnel actions such as transfers, layoffs/RIFs, return from layoffs/RIF, and other
actions are made in accordance with Equal Employment Opportunity principles.

Title VII, of the Civil Rights Act of 1964 and The Equal Employment Opportunity Act
(Public Law 92-261) of 1972, prohibits discrimination based on race, color, national
origin, sex, and religion, and prohibits employers from retaliating against any employees
who exercise their rights under Title VII. Today, the EEOC enforces federal anti-
discrimination statutes, and provides oversight and coordination of all federal equal
opportunity regulations, policies, and practices. These protections extend to all
management practices and decisions, including recruitment and hiring, appraisal
systems, promotions, training, and career development programs. Consistent with these
obligations, EEOC also provides reasonable accommodations to employees and
applicants with disabilities and for sincerely held religious beliefs, observances, and
practices.

Arkansas Department of Commerce
Division of Aeronautics
Clinton National Airport/Adams Field
2315 Crisp Drive ® Hangar 8
Little Rock, Arkansas 72202
FLY.ARKANSAS.GOV



Sarah Huckabee Sanders Hugh McDonald
GOVERNOR SECRETARY OF COMMERCE

EQUAL EMPLOYMENT POLICY

The State of Arkansas does not discriminate in access to employment
opportunities or in employment or practices based on race, color, religion,
sex, national origin, age, disability, or genetic information —TSS-OPM Policy
17.

Discrimination by any employee based upon race, color, religion, sex,
national origin, age, disability, genetic information or any other status or
condition protected by applicable state or federal laws shall constitute
grounds for dismissal. Individuals are hired based on qualifications for each
position. All promotion decisions and other personnel actions such as
transfers, layoffs/RIFs, return from layoffs/RIF, and other actions are made
in accordance with Equal Employment Opportunity principles.

Title VII, of the Civil Rights Act of 1964 and The Equal Employment
Opportunity Act (Public Law 92—261) of 1972, prohibits discrimination
based on race, color, national origin, sex, and religion, and prohibits
employers from retaliating against any employees who exercise their rights
under Title VII. Today, the EEOC enforces federal anti-discrimination
statutes, and provides oversight and coordination of all federal equal
opportunity regulations, policies, and practices. These protections extend to
all management practices and decisions, including recruitment and hiring,
appraisal systems, promotions, training, and career development programs.
Consistent with these obligations, EEOC also provides reasonable
accommodations to employees and applicants with disabilities and for
sincerely held religious beliefs, observances, and practices.

Arkansas Department of Commerce
1 Commerce Way, Suite 601 - Little Rock, AR 72202
ARKANSAS.GOV



Hugh McDonald
SECRETARY OF COMMERCE

Stephanie Isaacs
DIRECTOR,
OFFICE OF SKILLS DEVELOPMENT

OSD

Office of Skills
Development

EQUAL EMPLOYMENT POLICY

The State of Arkansas does not discriminate in access to employment opportunities or in
employment or practices based on race, color, religion, sex, national origin, age, disability, or
genetic information — TSS-OPM Policy 62.

Discrimination by any employee based upon race, color, religion, sex, national origin, age,
disability, genetic information or any other status or condition protected by applicable state or
federal laws shall constitute grounds for dismissal. Individuals are hired based on qualifications
for each position. All promotion decisions and other personnel actions such as transfers,
layoffs/RIFs, return from layoffs/RIF, and other actions are made in accordance with Equal
Employment Opportunity principle.

Title VII, of the Civil Rights Act of 1964 and The Equal Employment Opportunity Act

(Public Law 92-261) of 1972, prohibits discrimination based on race, color, national origin, sex,
and religion, and prohibits employers from retaliating against any employees who exercise their
rights under Title VII. Today, the EEOC enforces federal anti-discrimination statutes, and provides
oversight and coordination of all federal equal opportunity regulations, policies, and practices.
These protections extend to all management practices and decisions, including recruitment and
hiring, appraisal systems, promotions, training, and career development programs. Consistent
with these

obligations, EEOC also provides reasonable accommodations to employees and applicants with
disabilities and for sincerely held religious beliefs, observances, and

practices.

Arkansas Department of Commerce
Office of Skills Development
1 Commerce Way, Bldg. 4  Little Rock, AR 72202
HTTPS://ARCAREEREDUCATION.ORG/SERVICES /SKILLS-DEVELOPMENT



A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department /Agency / Institution Name: AR Dept of Parks, Heritage and

Tourism

Business Area: 0865 DIVISION OF ARKANSAS HERITAGE

Contact Name: Debbie Biggs, HR Director

Contact Phone: 501.324.9584

Contact Email: debbie.biggs@arkansas.gov

Date of Submission: 09/08/2024

Please attach a copy of the program or policy as required by Arkansas Code §21-

3-101.

Have any changes been made to the program or policy since your last

submission? If so, please explain the changes and provide a copy of the revised
No Changes.

policy.

Please provide the information below as it relates to the agency or institution’s

current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian %
Asian Pacific
Islander %
Black/Not
Hispanic 13 8 21 20%
Hispanic 2 2 1%
White/Not
Hispanic 48 36 84 79%
Total 61 46 107 100%




Sarah Huckabee Sanders
Governor

Shea Lewis

Secretary

AFFIRMITIVE ACTION/EQUAL OPPORTUNITY POLICY

The Arkansas Department of Parks, Heritage and Tourism (ADPHT) does not discriminate in access to
employment opportunities or in employment or practices on the basis of race, color, religion, sex, national
origin, age, disability, or genetic information.

Equal employment opportunity applies to all terms and conditions of employment, including hiring, placement,
promotion, termination, layoff, transfer, leave of absence, compensation, and training

ADPHT expressly prohibits any form of unlawful employee harassment or discrimination based on any of the
characteristics mentioned above. Improper interference with the ability of other employees to perform their
expected job duties is not tolerated.

ADPHT will endeavor to make a reasonable accommodation of an otherwise qualified applicant or employee
related to an individual’s physical or mental disability, sincerely held religious beliefs and practices, and/or any
other reason required by applicable law, unless doing so would impose an undue hardship upon the ADPHT
business operations.

Retaliation in any form against individuals who raise issues of equal employment opportunity will not be
tolerated. Retaliation is adverse action taken because an individual reported an actual or a perceived violation
of this policy, opposed practices prohibited by this policy, or participated in the reporting and investigation
process described below. “Adverse action” includes but is not limited to:

Termination

Demotion

Denial of promotion

Unjustified negative evaluations
Harassment

Express or implied threats or intimidation

O O O 0O O O

Employees with questions or concerns about equal employment opportunities in the workplace are encouraged
to bring the issues to the attention of the ADPHT Human Resources Director immediately.

Arkansas Department of Parks, Heritage and Tourism | Human Resources
1100 North Street | Little Rock, AR 72201 | p: 501.324.9150 | f: 501.324.9575
https://adpht.arkansas.gov



https://adpht.arkansas.gov/

A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department /Agency / Institution Name: AR Dept of Parks, Heritage and
Tourism

Business Area: 0870 Arkansas Arts Council
Contact Name: Debbie Biggs, HR Director
Contact Phone: 501.324.9584

Contact Email: debbie.biggs@arkansas.gov
Date of Submission: 09/08/2024

Please attach a copy of the program or policy as required by Arkansas Code
§21-3-101.

Have any changes been made to the program or policy since your last
submission? If so, please explain the changes and provide a copy of the revised
policy. No Changes.

Please provide the information below as it relates to the agency or institution’s
current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian %
Asian Pacific
Islander %
Black/Not
Hispanic 1 1 100%
Hispanic %
White/Not
Hispanic 1 1 100%
Total 2 2 %




Sarah Huckabee Sanders
Governor

Shea Lewis

Secretary

AFFIRMITIVE ACTION/EQUAL OPPORTUNITY POLICY

The Arkansas Department of Parks, Heritage and Tourism (ADPHT) does not discriminate in access to
employment opportunities or in employment or practices on the basis of race, color, religion, sex, national
origin, age, disability, or genetic information.

Equal employment opportunity applies to all terms and conditions of employment, including hiring, placement,
promotion, termination, layoff, transfer, leave of absence, compensation, and training

ADPHT expressly prohibits any form of unlawful employee harassment or discrimination based on any of the
characteristics mentioned above. Improper interference with the ability of other employees to perform their
expected job duties is not tolerated.

ADPHT will endeavor to make a reasonable accommodation of an otherwise qualified applicant or employee
related to an individual’s physical or mental disability, sincerely held religious beliefs and practices, and/or any
other reason required by applicable law, unless doing so would impose an undue hardship upon the ADPHT
business operations.

Retaliation in any form against individuals who raise issues of equal employment opportunity will not be
tolerated. Retaliation is adverse action taken because an individual reported an actual or a perceived violation
of this policy, opposed practices prohibited by this policy, or participated in the reporting and investigation
process described below. “Adverse action” includes but is not limited to:

Termination

Demotion

Denial of promotion

Unjustified negative evaluations
Harassment

Express or implied threats or intimidation

O O O 0O O O

Employees with questions or concerns about equal employment opportunities in the workplace are encouraged
to bring the issues to the attention of the ADPHT Human Resources Director immediately.

Arkansas Department of Parks, Heritage and Tourism | Human Resources
1100 North Street | Little Rock, AR 72201 | p: 501.324.9150 | f: 501.324.9575
https://adpht.arkansas.gov



https://adpht.arkansas.gov/

A.C.A §21-3-101 Equal Employment Hiring Program Reporting Template

Department /Agency / Institution Name: AR Dept of Parks, Heritage and
Tourism

Business Area: 0900 DIVISION OF ARKANSAS STATE PARKS & DIVISION OF
ARKANSAS TOURISM

Contact Name: Debbie Biggs, HR Director
Contact Phone: 501.324.9584

Contact Email: debbie.biggs@arkansas.gov
Date of Submission: 09/08/2024

Please attach a copy of the program or policy as required by Arkansas Code §21-
3-101.

Have any changes been made to the program or policy since your last
submission? If so, please explain the changes and provide a copy of the revised
policy. No Changes.

Please provide the information below as it relates to the agency or institution’s
current gender and ethnic makeup.

Number of | Number of
Female Male Total
Ethnic Origin Employees | Employees | Employees | Percentage
American Indian 4 3 7 1%
Asian Pacific
Islander 3 2 5 1%
Black/Not
Hispanic 13 11 24 4%
Hispanic 3 4 7 1%
White/Not
Hispanic 261 327 588 93%
Total 284 347 631 100%




Sarah Huckabee Sanders
Governor

Shea Lewis

Secretary

AFFIRMITIVE ACTION/EQUAL OPPORTUNITY POLICY

The Arkansas Department of Parks, Heritage and Tourism (ADPHT) does not discriminate in access to
employment opportunities or in employment or practices on the basis of race, color, religion, sex, national
origin, age, disability, or genetic information.

Equal employment opportunity applies to all terms and conditions of employment, including hiring, placement,
promotion, termination, layoff, transfer, leave of absence, compensation, and training

ADPHT expressly prohibits any form of unlawful employee harassment or discrimination based on any of the
characteristics mentioned above. Improper interference with the ability of other employees to perform their
expected job duties is not tolerated.

ADPHT will endeavor to make a reasonable accommodation of an otherwise qualified applicant or employee
related to an individual’s physic<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>