EQUAL EMPLOYMENT CHECKLIST
· There is a written policy that prohibits discrimination on the basis of race, color, religion, creed, sex, national origin, age, disability, veteran status, and any other categories protected by state or local law.    

· The equal employment policy applies to all phases of employment including hiring, promotions, transfers, work assignments, wage determinations, and benefits.

· The policy is communicated, posted, and included in orientation and other materials given to employees such as an employee handbook.

· Procedures are in place that shows the organization will not condone actions that violate the policy.
· The policy prohibiting workplace harassment includes harassment on the basis of any protected category.

· Periodic training occurs on the harassment policy, including the procedure for reporting a complaint and the consequences for violating the policy.

· Managers and supervisors with responsibilities for employment decisions have been trained in the applicable federal, state, and local employment laws and requirements.
· Advertisements for employment opportunities, applications, and employment documents clearly identify the organization as an equal opportunity employer.

· Documents used in the hiring process do not contain impermissible inquiries about protected status, including inquiries about the existence of a disability.   

· All individuals who conduct interviews have been trained about the organization’s responsibilities under the relevant employment laws.

· Responsibility to ensure compliance with applicable employment laws is assigned to an individual/office in the organization. 

· Any records related to applicants’ or employees’ protected status must be maintained in compliance with applicable laws.
