
H
aw

aii
D

ep
artm

en
t

o
f

H
u

m
an

S
erv

ices
2

0
1

6
C

ivil
R

ig
h
ts

A
n
n
u
al

A
w

aren
ess

T
rain

in
g

C
ivil

R
ig

h
ts

P
a
rtl

O
v

erv
iew

an
d

A
w

aren
ess

C
ivil

R
ig

h
ts

an
d

L
an

g
u

ag
e

A
ccess

P
art

II
B

ias-free
L

an
g
u
ag

e
an

d
R

isky
B

eh
av

io
rs

P
art

III
R

easonable
A

ccom
m

odation
R

eview

P
art

IV
T

ools
and

U
pdates

Jan
u

ary
2
0
1
6

1



Federa!
L

egal
A

uthority

•
C

ivil
R

ig
h
ts

A
ct

(V
I

&
V

II)

•
R

eh
ab

ilitatio
n

A
ct

(S
ectio

n
5
0
4
)

•
A

ge
D

iscrim
in

atio
n

A
ct

•
A

m
erican

s
w

ith
D

isab
ilities

A
ct

•
G

en
etic

In
fo

rm
atio

n
A

ct
2



State_L
egal

A
uthority

H
aw

ai’i
R

ev
ised

S
ta

tu
te

s
E

x
am

p
les

L
anguage

A
ccess

R
ecipients

of
state

financial
assistance,

including
grants

and
purchase-of-service

contracts,
m

ust
take

reasonable
steps

to
provide

m
eaningful

access
to

their
program

s,
services,

and
activities

for
persons

w
ith

lim
ited

E
nglish

proficiency
(LEP).

•
H

aw
ai’i

R
ev

ised
S

ta
tu

te
s

A
cco

m
m

o
d
atio

n
s

R
ig

h
t

to
T

im
e

a
n
d

P
lace

B
re

a
stfe

e
d

in
g

in
th

e
w

o
rk

p
la

c
e B
reastfeed

in
g

in
P

ublic

3



W
hat

d
o

es
C

ivil
R

ights
QQrnLP IL?

nccm
,

M
ean?

Funding
and

E
nforcing

E
ntities:

U
SD

A
FN

S
U

SH
H

S
H

U
D

SSA
D

O
E

D
O

J

H
C

R
C

EEO
C

O
FC

C
P

4



P
art

I
O

verview

C
ivil

R
ights

D
efinitions,

G
oals,

>
P

olicies
(2014)

D
iscrim

ination
C

om
plaint

H
arassm

ent
P

revention
S

ervices
and

A
ccess

A
ccess

(language,
disability,

com
m

unication
&

facilities)
D

H
R

D
D

iscrim
ination/H

arassm
ent-F

ree
W

orkplace
and

R
easonable

A
ccom

m
odation

P
olicies

(601.001
and

002)
>

B
ias-F

ree
L

anguage
and

R
isky

B
ehaviors

R
easonable

A
ccom

m
odation

O
verview

and
O

bjectives

4.10.1
4.10.2
4.10.3

4.10.4

5



D
H

S
C

ivil
R

ights

G
oal:

P
revention

O
bjective:

T
o

create
aw

aren
ess

of
our

roles
in

providing
w

orkplace
and

service
areas

that
are

free
from

discrim
inatory

practices
tow

ard
em

ployees,
clients

and
applicants.

6



W
hat

is
“D

iccrim
ination”?

T
he

w
ord

d
iscrim

in
atio

n
m

eans
to

“distinguish
betw

een”.
H

ow
ever,

d
iscrim

in
atio

n
,

as
used

in
civil

rig
h
ts,

is
m

ore
than

distinction;
it

is
action

based
on

prejudice
resulting

in
unfairtreatm

ento
f

otherpeople.
T

o
d

iscrim
in

ate
socially

is
to

m
ake

a
distinction

betw
een

people
on

the
basis

of
a

presum
ed

category
w

ithout
regard

to
individual

m
erit.

E
xam

ples
include

race,
religion,

gender,
disability,

ethnicity,
sexual

orientation
and

age.

D
istinctions

betw
een

people
w

hich
are

based
on

individual
m

erit
(such

as
personal

achievem
ent,

w
ealth,

or
skill)

are
generally

not
considered

socially
discrim

inatory.

In
A

m
erica,

each
individual’s

civil
rig

h
ts

include
th

e
rig

h
t
to

be
free

from
g

o
v

ern
m

en
t

sp
o
n
so

red
social

d
iscrim

in
atio

n
.

7



U
nlaw

ful
D

iscrim
ination

•
A

n
em

ploym
ent

(or
service)

decision
m

ade
because

of
a

person’s
protected

class

E
m

ploym
ent

decisions
such

as:

•
R

ecru
itm

en
t,

h
irin

g
,

assig
n
m

en
t

o
f

w
o

rk
•

T
rain

in
g
,

co
m

p
en

satio
n

,
b

en
efits

•
E

v
alu

atio
n
s,

p
ro

m
o

tio
n

s,
d

em
o

tio
n

s
D

iscipline
an

d
term

in
atio

n

8



A
w

areness

>
P

ro
tected

classes
(E

m
ploym

ent
and

Services)
E

qual
P

ay
A

g
e

H
arassm

en
t

>
S

ex
/G

en
d

er
(identity,

expression,
orientation)

>
R

ace
R

etaliatio
n

D
iscrim

in
atio

n
C

o
m

p
lain

t
P

ro
cess

9



P
rotected

A
reas

in
E

m
ploym

ent

R
ace

C
olor

N
ational

O
rigin

Sex
(including

gender
identity

o
r

expression
an

d
sexual

orientation)
R

eligion
D

isability
(physical

o
r

m
ental)

A
ge

(over
40)

P
reg

n
an

cy
(and

pregnancy
related)

U
niform

ed
S

ervice
V

eteran
S

tatus
C

itizenship
S

tatus
(except

as
perm

issible
by

applicable
law

s)
G

enetic
In

fo
rm

atio
n

F
E

D
E

R
A

L

F
ederal

O
N

L
Y

10



P
rotected

A
reas

t
o

_
_
_
_
_

N
ational

O
rigin

(L
anguage

A
ccess)

Political
B

eliefs*

R
ace

C
olor

S
ex

R
eligion

D
isability

A
ge

(over
40)

A
ncestry

B
reast

F
eeding

S
exual

O
rientation

and

ST
A

T
E

Identity

*
A

pplies
to

S
N

A
P

P
rogram

(form
erly

F
ood

S
tam

p)
only

A
ccess

in
S

ervices

FE
D

E
R

A
L

11



W
hat’s

covered?
P

rotected
C

lasses
in

H
a
w

all
in

E
m

ploym
ent

•
R

ace/C
o
lo

r
•

N
atio

n
al

o
rig

in
•

A
n
cestry

•
S

ex
(p

reg
n
an

cy
an

d
p
reg

n
an

cy
related

);
G

en
d
er

id
en

tity
o

r
ex

p
ressio

n
an

d
sex

u
al

o
rien

tatio
n

•
A

ge
(all

ag
es)

•
D

isability
(p

h
y

sical
an

d
m

en
tal)

•
R

eligion
•

R
elatio

n
sh

ip
(M

arital)
sta

tu
s

(in
clu

d
in

g
civil

u
n
io

n
s

an
d

sam
e

sex
m

arriag
es)

•
A

rrest
an

d
co

u
rt

reco
rd

(ex
cep

t
as

p
erm

itted
by

ap
p
licab

le
law

s)
•

B
reastleed

in
g

(act
o
f

b
reastfeed

in
g

o
r

ex
p

ressin
g

m
ilk)

•
N

atio
n
al

G
uard

ab
sen

ce
•

C
hild

su
p

p
o

rt
(in

co
m

e
assig

n
m

en
t)

•
A

sso
ciatio

n
w

ith
a

p
erso

n
w

ith
a

d
isab

ility
•

C
red

it
h
isto

ry
o

r
rep

o
rt

(u
n

less
d
irectly

related
to

a
b
o

n
a

fid
e

o
ccu

p
atio

n
al

q
u

alificatio
n
)

•
D

o
m

estic
o
r

sex
u

al
v

io
len

ce
v
ictim

statu
s

(if
th

e
d
o
m

estic
o

r
sex

u
al

v
io

len
ce

victim
p
ro

v
id

es
n
o
tice

to
th

e
victim

’s
em

p
lo

y
er

of
su

ch
sta

tu
s

o
r

th
e

em
p

lo
y

er
h

as
actu

al
k
n
o
w

led
g
e

o
f

su
ch

sta
tu

s)
12



T
he

A
ge

D
iscrim

ination
in

E
m

ploym
ent

A
ct

(A
D

E
A

)

A
pplies

to
em

ployers
w

ith
20

or
m

ore
em

ployees.

ies
40

and
over.

(H
aw

aii
all

ag
es)

.A
p

p
l

to
individuals

w
ho

are
ag

e

13



A
ge

as
a

P
rotected

C
lass

W
hat

w
ould

you
do?

•
K

im
is

the
oldest

em
ployee

in
the

division
w

here
she

has
w

orked
for

30
years.

H
er

supervisor,
Jill,

has
prevented

K
im

from
perform

ing
the

m
ore

physical
tasks

because
she

is
afraid

K
im

w
ill

hurt
herself.

A
s

a
result,

K
im

’s
co-w

orkers
have

taken
to

calling
her

“G
ranny.”

K
im

really
doesn’t

like
this

and
asks

them
to

stop.
T

hey
blow

her
off

and
continue

using
the

nicknam
e.

•
Jill

is
right

to
jrotect

K
im

because
she

is
older,

but
K

im
’s

c
o

w
orkers

shouldn’t
call

her
“G

ranny.”

a
T

ru
e

•
F

alse

•
If

you
w

ere
K

im
w

h
at

w
o
u
ld

you
d
o
?

a
If

you
w

ere
Jill

w
h
at

w
o
u
ld

you
d
o
?

14



A
ge

as
a

P
rotected

C
lass

•
Jill

should
not

take
it

upon
herself

to
lim

it
K

im
’s

job
duties

if
K

im
can

perform
them

.
It

doesn’t
m

atter
how

old
K

im
is.

A
dditionally

it
has

encouraged
K

im
’s

co-w
orkers

to
nicknam

e
her

because
of

her
age.

•
W

ould
this

answ
er

be
different

if
K

im
w

ere
the

youngest
em

ployee
in

the
office

and
Jill

didn’t
allow

her
to

perform
the

m
ore

difficult
tasks,

and
her

co-w
orkers

w
ere

referring
to

her
as

“B
arbie?”

15



H
arassm

ent
D

efined

•
A

ny
unw

elcom
e

verbal
or

physical
conduct

based
on:

R
ace

>
C

olor

S
ex

(G
ender),

R
eligion

N
ational

origin
-

>
A

ge

Identity
or

E
xpression

ex:
L

E
P

>
D

isability
-

ex:
M

E
N

T
A

L
H

E
A

L
T

H
16



H
arassm

en
t

D
H

S
P&

P
4.10.2

(2014)

Is
U

N
L

A
W

FU
L

w
hen:

Itis
based

on
a

protected
factor

It
alters

term
s

and
conditions

17



D
H

S_LiabW
ty

•
A

ffirm
ative

defense
•

N
o

tangible
em

ploym
ent

action
•

D
H

S
exercised

reasonable
care

to
prevent

and
prom

ptly
correct

any
harassing

behavior
A

N
D

•
E

m
ployee

unreasonably
failed

to
take

advantage
of

any
preventive

or
corrective

opportunities
that

w
ere

provided
•

D
H

S
duty

is
triggered

w
hen

its
supervisor

know
s

or
should

have
know

n
of

unlaw
ful

conduct.

18



Identifying
and

P
reventing

W
orkplace

H
arassm

en
t

E
d

u
c
a
te

and
M

onitor

>
L

isten
and

Investigate

T
a
k

e
T

im
ely

C
orrective

A
ction

S
e
t

the
standard;

prevent
w

orkplace
h
arassm

en
t

19



ID

C,
C
Cl)
Cl)

D

C
C
CD
Cl)
P..

D
Cl)

-n
0

Cl)
0)

2.

CD
0)

5-

CD

C)

cE

Cl)

C)
0
-‘
D
CD

-a
2

0)

-a
0
C)
CD

C
I-’

CD
Cl)

ID
I

5.
C)

D
0)

D

C)
0
3
--

g.
D

C
3
0)
D

CD

C,
CD

0)

0)
—
—

b
0

N)
C



K
now

the
difference

•
D

iscrim
ination

is
b
ased

upon
the

perception
of

the
client/em

ployee
that

h
e/sh

e
is

discrim
inated

against
b

ased
on

one
or

m
ore

of
the

protected
factors.

•
W

orkplace
violence

is
an

act
of

aggression
that

the
victim

perceives
as

a
threat

to
his/her

safety,
health

and
w

ell
being.

•
C

ontact,
P

E
R

S
/E

R
S

at
586-4984

to
discuss

your
particular

situation
relative

to
w

orkplace
violence.

•
C

ontact
G

eneva
W

atts/P
E

R
S

/C
R

C
S

at
586-4955

to
discuss

your
particular

situation
relative

to
discrim

ination,
harassm

ent,
retaliation

or
reasonable

accom
m

odation.
•

C
ontact

union
representative

to
discuss

your
particular

situation
relative

to
m

isconduct
or

L
abor

R
elations

S
taff

(586-4979)
ifyou

as
a

supervisor
need

technical
assistan

ce
in

handling
staff

m
isconduct

issues.
21



R
ights

ponsibW
ties

(A
ccess

H
aw

aii
R

ights
&

R
esponsibility

B
rochure

-
D

H
S

050,
2014)

A
vailable

in
public

w
aiting

areas,
on

em
ployee

bulletin
boards,

applications
and

in
the

C
ivil

R
ights

C
orner.

22



C
om

pIant
P

rocess

Individuals
w

ho
believe

they
have

been
subjected

to
discrim

ination
based

on
national

origin
or

any
protected

basis
m

ay
file

a
com

plaint
on

D
H

S
Form

s
6000

and
6006

(2014)
h
ttp

://h
u

m
an

serv
iceh

aw
jJ

.gov

•
C

R
C

S
w

ill
ask

D
ivision

A
dm

inistrator,
E

xecutive
D

irector,
or

S
taff

O
fficer,

to
assign

an
investigator

23



xxx.xx

__________
_____________

_
_

_
_

_
_

_
_

_
_

_
_

_
_

SSN
(L

O
F

,s,,
m

o
lt,)

PH
O

N
E

H
sssO

PH
O

N
E

)tissk
Jed

))

A
D

D
R

E
SS

C
fY

seA
T

S
Z

IP
C

O
D

E

E
M

P
L

O
Y

E
R

(D
ivision/U

nit),
it

applicable:

__________________________________________________________________

I.
JO

B
T

IT
L

E
:

2.
B

A
S

IS
O

P
A

L
L

E
G

E
D

D
IS

C
R

IM
IN

A
T

IO
N

:
C

hoose
appropriate

item
(s).

A
ge

G
enetic

Inform
ation

D
A

rrest/C
ourt

R
ecords

N
ational

G
uard

A
bsence

Q
B

reastfeeding
0

N
ational

O
rigin/A

ncestry

C
C

hild
S

apport
A

ssignm
ent

0
P

olitical
B

elief

0
C

itizenship
C

R
ace

or
C

olor

C
redit

H
istory

C
R

eligion

C
D

isability
(P

hysical
or

M
ental)

R
elationship

S
tatus

C
D

om
estic/S

exual
V

iolence
Q

S
ex/G

ender
(E

xpression
or

V
ictim

S
tatus

Identity)

E
xplain

briefly
w

hat,
if

uuything.
you

have
done

about
the

alleged
discrim

ination.
(A

ttach
uddutto,tal

oheecs
ifyou

require
m

ore
space.)

3.
D

oes
your

com
plaint

concern
allrged

discrim
ination

in
services

delivery?
C

Y
es

C
N

o

4.
D

oes
your

com
platut

concern
alleged

discrim
ination

in
em

ploym
ent?

C
Y

es
C

N
o

5.
Is

the
alleged

discrim
ination

against
you?

C
N

o
C

Y
es,

B
y

W
hom

:

6.
E

xplain
httw

and
w

hy
you

believe
y

tu
w

ere
discrim

inated
agaiust.

P
lease

be
S

P
E

C
IF

IC
and

include
sty

nam
es.

dates,
w

itnesses
and

places
of

the
incident(s).

(A
ttach

ad
d
itio

n
alsheets

ifyou
require

sto
re

space.)

7.
Is

the
alleged

discrim
ination

against
o

th
ers

9
C

N
o

C
Y

es.
L

ist
N

am
ef),

A
ddress(es)

and
Phttne

N
um

bers.

8.
W

hat
is

the
specific

date
or

period
of

tim
e

of
the

alleged
discrim

ination?

9.
P

lease
indicate

the
relief/rem

edy
you

are
seeking.

D
ate

S
tate

of
H

aw
aii

D
epurlm

enl
of

H
um

an
S

erv
ices

P
E

R
S

/C
R

C
S

P.
0
.

B
ox

339
H

onolulu,
H

aw
aii

96809-0339

D
H

S
D

i
s
c
r
i
m

i
n
a
t
i
o
n

C
o
m

p
l
a
i
n
t

a
n

d
C

o
n

s
e
n

t
R

e
l
e
a
s
e

C
O

N
S

E
N

T
/

R
E

L
E

A
SE

FO
R

M

N
v

M
a

D
IS

C
R

IM
IN

A
T

IO
N

C
O

M
P

L
A

IN
T

F
O

R
M

C
S

exual
O

rientation

V
eteran

S
tatus

C
R

etaliation
for

F
iliug

a
C

om
plaint

or
P

articipating
in

C
om

plaint
P

rocess

C
H

arassm
ent

(B
used

O
n)°

5M
noE

l,,aiieet,
P

roteee,d
L7aso

B
asis

N
am

e:

A
ddress:

P
lease

read,
initial,

sign
and

date
th

is
form

.

I
understand

thaI
in

It-re
course

of
a

prelim
inary

inquiry
or

investigation.
it

m
ight

be
necessary

for
the

D
epartm

ent
01

H
um

an
S

ervices
(D

H
S),

C
M

I
R

ighlu
C

om
pliance

Staff
(C

R
C

S)
10

reveal
m

y
identity

to
persons

at
Ihe

organization
under

investigation,
including

personal
inform

alion
that

is
gathered

as
a

part
of

the
prelim

inary
inquiry

or
invesligation

of
m

y
com

plaint.
I

understand
that

us
a

com
plainaol,

I
am

protected
by

F
ederal

regulations
and

O
H

S
policies

from
retaliation

for
having

taken
action

or
participated

in
action

to
secure

rights
protected

by
non-discrim

ination
statu

tes.
C

o
n

fid
en

tiality
can

n
o
t

be
guaranteed.

C
O

N
SE

N
T

G
R

A
N

T
E

D

Initial
hem

•
Ihave

read
and

understand
the

above
inform

ation
and

authorize
O

H
S

C
R

C
S

to
reveal

m
y

if
you

give
identity

to
persons

at
the

organization
under

investigation,
and

to
F

ederal
or

S
tate

consent
agencies

that
provide

financial
assistance

to
the

organization,
and/or

have
responsibility

for
civil

rights
com

pliance.

•
Iauthorize

lIsa
O

H
S

to
receive

m
aterial

and
inform

ation
pertinent

to
the

investigation
of

m
y

com
plaint.

T
his

release
indudes,

but
is

not
lim

ited
to:

applications,
case

files,
personal

records
and

m
edical

records;
and

will
be

used
only

for
authorized

civil
rights

com
pliance

and
enforcem

ent
activities.

•
Iunderstand

that
Iam

not
required

to
authorize

this
release,

and
Ido

so
voluntarily.

•
T

his
authorization

is
effective

for
one

y
a
r

from
the

date
of

the
authorization.

O
R

C
O

N
SE

N
T

D
E

N
IE

D

Initial
here

•
I

have
read

and
understand

the
above

inform
ation.

I
do

not
w

ant
the

O
H

S
C

R
C

S
to

if
you

reveal
m

y
identity

to
the

organization
under

investigation,
or

to
review

,
receive,

or
discuss

consent,
m

aterial
and

consent
inform

ation
pertinentto

the
investigation

of
m

y
com

plaint.

•
I

understand
that

by
declining

consent,
it

m
ay

m
ake

the
investigation

of
m

y
com

plaint
m

ore
difficultand,

In
som

e
cases,

m
ay

result
in

the
investigation

to
be

closed.

lit.
I

w
ill

notify
the

D
epartm

ent
of

H
um

an
Services,

Personnel
O

ffice,
C

ivil
R

ights
C

om
pliance

Sta(E
P.

0
.

B
ox

339,
H

onolulu,
H

aw
aii

96a09-tt339,
if

I
change

m
y

address
or

telephone
num

ber.
I

sw
ear

ttr
affirm

that
I

have
read

the
above

statem
ents

and
that

they
are

true
to

the
best

of
m

y
kuow

ledge
and

helieL

P
L

E
A

S
E

C
O

M
P

L
E

T
E

,
R

E
W

E
W

SIG
N

.
D

A
T

E
A

N
D

R
E

T
U

R
N

T
O

T
H

E
A

B
O

V
E

A
D

D
R

E
SS.

S
ignature

R
E

T
U

R
N

signed
and

dated
form

to:

24
Signature

D
ate

SE
N

D
questions

to:
g

w
atts@

d
h
s.h

aw
e6

.g
o

v



D
iscrim

ination
C

om
plaint

R
equirem

ents

R
ight

to
file

com
plaint

concurrently

M
ust

be
inform

ed
of

com
plaint

process
in

w
riting

F
orm

s,
brochures,

posters
in

m
ultiple

languages

G
uidelines

should
be

clear

P
rocedures,

p
ro

cesses
and

form
s

readily
available

25



is D
iscrim

inatory
R

etaliation
P

rohibited

>
Itis

unlaw
ful

to
penalize,

punish
or

deny
any

em
ploym

ent
statu

s
b
ecau

se
that

person
opposed

discrim
ination

or
participated

in
any

w
ay

(ex:
as

a
w

itness)
in

the
investigation

of
a

ch
arg

e

>
Itis

unlaw
ful

to
penalize,

punish
or

deny
(or

delay)
any

serv
ices

o
r

benefits
b
ecau

se
that

person
opposed

discrim
ination

or
participated

in
any

w
ay

(ex:
as

a
w

itness)
in

the
investigation

of
a

charge
26



R
etaliation

•
A

dverse
em

p
lo

y
m

en
t

action

•
In

resp
o

n
se

to
or

in
an

attem
p
t

to
p
rev

en
t

•
O

pposing
a

discrim
inatory

practice
•

Participating
in

an
em

ploym
ent

discrim
ination

investigation
or

proceeding
M

aking
a

request
for

reasonable
accom

m
odation

27



R
etahation

is
N

0
T

•
Petty

slights
and

annoyances,
such

as
stray

negative
com

m
ents

in
an

otherw
ise

positive
or

neutral
evaluation

•
Snubbing

a
colleague

•
N

egative
com

m
ents

that
are

justified
by

an
em

ployee’s
poor

w
ork

perform
ance

or
history

•
R

equests
by

a
supervisor

to
im

prove
or

increase
w

ork
productivity

28



R
etaliation

E
xam

ple

•
Sam

,
a

painter
at

D
H

S,
m

ade
an

internal
com

plaint
against

his
supervisor

for
race

discrim
ination.

T
w

o
w

eeks
later,

his
supervisor

reassigned
Sam

to
standard

laborer
tasks.

H
is

pay
and

w
orking

hours
did

not
change

T
rue

•
False

29



R
etaliation

continued

•
R

etaliation
can

occur:
w

hen
an

em
ployee

is
transferred

to
a

less
desirable

w
ork

assignm
ent,

even
ifthe

pay
and

w
orking

hours
do

not
change

W
hen

a
com

plaint
is

filed
or

one
has

participated
as

a
w

itness
in

a
com

plaint
investigation

process

•
C

om
plainant

m
ust

m
eet

“but/for”
test

for
cause.

30



L
anguage

L
anguage

A
ccess

N
ational

O
rigin

A
ccess

(Interpretation
and

T
ranslation)

U
se

Form
s:

D
H

S
5000

D
H

S
5050

Q
uestions

C
ontact:

A
phirak

B
am

rungruan
(A

P)

LEP
P

roject
M

anager
586-4898

31



L
anguage

A
ccess

R
equirem

ents

O
pportunities

for
clients

and
applicants,

to
participate

in
program

s,
services

and
activities.

C
lients

and
program

participants
shall

be
inform

ed
of

their
right

to:

i
N

on-discrim
inatory

service
provision

A
ccom

m
odations

F
ree

interpreter
services

i
Filing

a
discrim

ination
com

plaint

32



W
h

atto
d

o

S
tep

1:
D

eterm
ine

th
e

prim
ary

lan
g
u
ag

e
sp

o
k
en

.
C

heck
application

form
U

se
“I

speak”
cards

http://w
w

w
.lep.gov

T
elephone

Interpreter
service

(L
anguage

Link)
1

877
650

8014
•

P
oster

G
eneral

Interpreter
S

ervices
1

888
764

7586
*

S
C

R
IP

T
and

G
oogle

T
ran

slate
(voice)

O
nce

you
have

established
the

prim
ary

language
you

w
ill

need
to

m
ake

tim
ely

arrangem
ents

for
an

interpreter
and

docum
ent

your
efforts

in
the

case
notes/log

of
contacts.

33



H
o
w

to
d
o

it

S
tep

2:
G

etting
an

interpreter.

•
C

o
n

tact
a

D
H

S
em

p
lo

y
ee

(preferably
fam

iliar
w

ith
program

).
D

H
S

V
olunteer

For
current

listing
(586-4955

or
g
w

a
ttsh

h
a
w

a
iiQ

p
v
)

•
C

o
n

tact
T

elep
h
o
n
e

Interpreter
serv

ice
w

h
ere

av
ailab

le

L
an

g
u
ag

e
L

ink
1

877
6
5
0
-8

0
1
4

(co
d

e
n
eed

ed
)

•
A

rran
g
e

for
an

in
terp

reter
for

th
e

form
al

interview

-
T

h
ere

are
o

th
er

reso
u
rces

for
in

terp
reters

th
at

are
av

ailab
le

to
you:

D
C

A
B

L
isting

C
ourt

Interpreter
L

isting
G

oogle
T

ranslate
(voice)

34



W
orking

w
ith

the
Interpreter

•
T

he
interpreter

shall
read,

initial
and

d
ate

th
e

Interpreter
C

o
d

e
of

E
thics

•
D

ocum
ent

in
log

of
contacts/contact

notes.
•

C
opy

and
place

in
case

record.

•
T

h
e

in
terp

reter
sh

all
provide

a
C

onfirm
ation

statem
en

t
to

confirm
to

h
is/h

er
q
u
alificatio

n
s

•
V

erify
signature

on
C

onfirm
ation

and
place

in
case

notes
or

log
of

contacts.
•

C
opy

and
file

in
case

record
or

on
screen.

35



D
H

S
I
n

t
e
r
p
r
e
t
e
r

F
o
r
m

a
n

d
C

o
d

e
o
f

E
t
h

i
c
s

P
h
o
n
e

N
o.:

_____________________

E
-M

ail
A

d
d
ress:

_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

D
H

S
D

ivision
B

ranch/Section/U
nit

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_

D
H

S
Position

Title:

____________________________________________________________________

For
O

H
S

S
taff

V
olunteer

Interpreter:

I
w

o
u

ld
like

to
be

on
the

D
H

S
list

of
v
o
lu

n
teer

in
terp

reters.
Iwill

in
fo

rm
th

e
D

H
S

P
e
rso

n
n
e
l

O
ffice,

C
ivil

R
ig

h
ts

C
o
m

p
lian

ce
S

taff,
if

I
n

o
lo

n
g
er

w
an

t
to

v
o
lu

n
teer

a
s

an
in

terp
reter.

Q
I
d
o

not
w

an
t

to
b

e
on

th
e

D
H

S
list

o
t

v
o
lu

n
teer

in
terp

reters;
h
o
w

ev
er,

I
w

ill
p

ro
v

id
e

in
terp

reter

services
fo

r

For
Fam

ily
and

F
riends

P
roviding

Interpreter
S

ervices:

N
am

e
of

P
e
rso

n
Y

ou
A

re
In

terp
retin

g
F

or

_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

Y
o
u
r

R
elatio

n
sh

ip
to

th
e

P
erson

Y
ou

A
re

In
terp

retin
g

F
o

r

___________________________________

In
terp

reter
M

ailing
A

d
d
ress:

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_

(P
0.

Boe
nr

N
um

ber
and

Street,A
pt.

N
o.,City,State,

Zip
C

nde)

In
terp

reter
T

e
l
e
p

h
o

n
e

N
o

,
:

_____________________________
_

_
_

_
_

_
_

_
_

_
_

_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_

IH
om

e
Phnne)

(O
ther)

I
sta

te
(h

at
th

e
fo

llo
w

in
g

a
re

tree:

I
h
av

e
read

an
d

u
n
d
erstan

d
th

e
In

terp
reter

C
o
d
e

of
E

th
ics

(O
n

th
e

b
ack

of
th

is
fo

rm
)

a
n
d

a
g

re
e

to

follow
it

w
h
en

p
ro

v
id

in
g

in
terp

reter
se

rv
ic

e
s,

I
am

18
y

e
a
rs

of
ag

e
or

o
ld

er.

C
h
eck

a
s

ap
p
licab

le:
F

laen
cy

F
air

G
ood

E
ncellent

I
can

co
m

m
u
n
icate

in
E

n
g
lish

an
d

th
e

la
n

g
a
a
g

e
listed

ab
o
v
e.

I
can

in
terp

ret
to

an
d

fro
m

E
n

g
lish

in
th

e
la

n
g

u
a
g

e
listed

ab
o
v
e.

I
can

tran
slate

w
ritten

E
n
g
lish

to
th

e
la

n
g

u
a
g

e
listed

ab
o
v
e.

I
can

tra
n

sla
te

th
e

w
ritten

la
n

g
u

a
g

e
listed

ab
o
v
e

to
E

n
g
lish

.

In
te

rp
re

te
r

C
ode

o
f

E
th

ics
1
.

A
c
c
u

ra
c
y

a
.

In
te

rp
re

te
rs

sh
a
ll

c
o

n
v
e
y

th
e

m
e
s
s
a
g
e

a
n
d

to
n

e
o
f

th
e

s
p
e
a
k
e
rs

a
c
c
u

ra
te

ly
a
n
d

c
o
m

p
le

te
ly

,

w
ith

o
u

t
a
d
d
in

g
o

r
d
e
le

tin
g

a
n

y
th

in
g
.

b.
In

te
rp

re
te

rs
sh

a
ll

a
c
c
u
ra

te
ly

in
te

rp
re

t
o
ffe

n
siv

e

la
n
g
u
a
g
e
,

o
b
s
c
e
n
itie

s
,

a
n
d

se
x
u
a
l

te
rm

in
o
lo

g
y

a
n
d

sh
a
ll

m
a
in

ta
in

c
o
m

p
o
s
u
re

w
h

ile

in
te

rp
re

tin
g

in
e
m

o
tio

n
a
lly

c
h

a
rg

e
d

s
itu

a
tio

n
s
.

c
.

In
te

rp
re

te
rs

sh
a
ll

s
e
e
k

c
la

rific
a
tio

n
w

h
e
n

n
e
e
d
e
d
.

d.
U

p
o
n

re
c
o
g
n
iz

in
g

th
a
t

a
c
o
m

m
u
n
ic

a
tio

n
m

a
y

h
a
v

e
b

e
e
n

m
is

u
n
d

e
rs

to
o
d

,
in

te
rp

re
te

rs
m

a
y

b
rin

g
th

e
p

o
ssib

le
m

is
u

n
d

e
rs

ta
n

d
in

g
to

th
e

a
tte

n
tio

n
o
f

th
e

p
ro

v
id

e
r,

w
h
o

w
ill

d
e
c
id

e
h

o
w

to

re
so

lv
e

it.
(N

o
t

to
b

e
d

o
n

e
in

le
g

a
l

p
ro

c
e
e
d

in
g
s
.)

2.
C

o
n

fid
e
n

tia
lity

a
.

In
te

rp
re

te
rs

sh
a
ll

k
e
e
p

c
o
n

fid
e
n

tia
l

all

a
s
s
ig

n
m

e
n
t-re

la
te

d
in

fo
rm

a
tio

n
a
n

d
sh

a
ll

n
o
t

d
iv

u
lg

e

a
n
y

in
fo

rm
a
tio

n
o

b
ta

in
e
d

th
ro

u
g

h
th

e
ir

a
s
s
ig

n
m

e
n
ts

,
in

c
lu

d
in

g
b
u
t

n
o
t

lim
ite

d
to

in
fo

rm
a
tio

n

g
a
in

e
d

th
ro

u
g
h

a
c
c
e
s
s

to
d
o
c
u
m

e
n
ts

o
r

o
th

e
r

w
ritte

n
m

a
te

ria
ls.

3.
Im

p
a
rtia

lity

a
.

In
te

rp
re

te
rs

sh
a
ll

re
fra

in
fro

m
a
c
c
e
p

tin
g

a
n

a
s
s
ig

n
m

e
n
t

w
h
e
n

fa
m

ily
,

p
e
rso

n
a
l

o
r

p
ro

fe
ssio

n
a
l

re
la

tio
n
sh

ip
s

a
ffe

c
t

im
p
a
rtia

lity
.

b.
In

te
rp

re
te

rs
sh

a
ll

re
v

e
a
l

a
n
y

re
la

tio
n
sh

ip
w

ith

a
p
a
rty

th
a
t

m
ig

h
t

b
e

p
e
rc

e
iv

e
d

a
s

a
c
o
n
flic

t
o

f

in
te

re
s
t.

N
am

e:

IN
T

E
R

PR
E

T
E

R
FO

R
M

L
anguage:

U
n
less

o
th

erw
ise

ap
p
ro

v
ed

by
D

H
S

,
I
u

n
d

e
rsta

n
d

th
at

m
y

se
rv

ic
e
s

a
re

v
o
lu

n
tary

an
d

Iw
ill

n
o
t

receiv
e

ex
tra

p
ay

fro
m

D
H

S
for

p
ro

v
id

in
g

in
terp

reter
serv

ices.

Sigruture
D

ate
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Interpreter
S

ervices
W

aiver

•
W

hen
a

client
d
eclin

es
free

in
terp

reter
serv

ices
offered

by
D

H
S

,
d
o
cu

m
en

t
in

your
log

of
co

n
tacts:

Y
our

efforts
in

providing
free

interpreter
services

T
he

client’s
declining

such
offer

and
the

date
and

reason.

•
T

he
D

H
S

shall
provide

a
form

and
altern

ate
in

terp
reter

verification/docum
entation

in
client’s

prim
ary

lan
g
u

ag
e.

Ifthe
client

is
unable

to
read

in
prim

ary
language,

oral
translation

w
ill

be
necessary.

•
A

s
a

D
H

S
em

p
lo

y
ee,

you
shall

d
o
cu

m
en

t
your

efforts
in

providing
free

ap
p

ro
p

riate
and

tim
ely

interpreter
serv

ices
in

your
log

of
co

n
tacts

or
case

n
o
tes.
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O
ffer

and
A

cceptance
or

W
aiver

of
Free

Interpreter
S

ervices
O

F
F

E
R

A
N

D
A

C
C

E
P

T
A

N
C

E
O

R
W

A
I
V

E
R

O
F

F
R

E
E

I
N

T
E

R
P

R
E

T
E

R
S

E
R

V
I
C

E
S

C
a
se

N
a
m

e
:

C
ase

N
u

m
b

er:

In
te

rp
re

te
r

N
e
e
d

e
d

F
o

r:

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_
_

_
_
_
_

_
_
_
_

(N
am

e)
W

o
rk

e
r:

U
n
it:

P
h
o
n
e
:

F
a
x
:

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_
_

T
h
e

D
e
p

a
rtm

e
n

t
o
f

H
u

m
a
n

S
e
rv

ic
e
s

(D
H

S
)

h
a
s

o
ffe

re
d

an
in

te
rp

re
te

r
at

n
o

c
o

st
to

m
e
,

if
E

n
g
lish

is
n
o
t

m
y

p
rim

a
ry

la
n

g
u

a
g

e
.

Y
E

S
N

O
1.

E
N

G
L

IS
H

is
m

y
p

rim
a
ry

la
n

g
u

a
g

e
:

*
S

ig
n

a
n
d

d
a
te

b
e
lo

w
.

2
.

O
I

d
o

n
o

t
n

e
e
d

a
n

in
te

rp
re

te
r.

If
y
o
u

d
o

n
o
t

n
e
e
d

an
in

te
rp

re
te

r
g

o
to

p
a
rt

4
a
n
d

sig
n

b
e
lo

w
:

I
n
e
e
d

an
in

te
rp

re
te

r
fo

r
th

e
fo

llo
w

in
g

la
n
g
u
a
g
e
:

If
y
o
u

n
e
e
d

a
n

in
te

rp
re

te
r,

g
o

to
p

a
rt

3
,

a
n
d

c
h
e
c
k

th
e

b
o

x
th

a
t

a
p
p
lie

s
to

y
o
u
.

3.
Q

I
w

a
n

t
D

H
S

to
p

ro
v

id
e

an
in

te
rp

re
te

r
at

n
o

c
o

st
to

m
e
.

J
I

d
o

n
o

t
w

a
n

t
an

in
te

rp
re

te
r

p
ro

v
id

e
d

b
y

D
H

S
,

a
n
d

I
w

ill
p

ro
v

id
e

m
y

o
w

n
.

•
I

u
n
d
e
rsta

n
d

th
a
t

D
H

S
m

a
y

se
c
u
re

an
in

d
e
p
e
n
d
e
n
t

in
te

rp
re

te
r

to
o
b
se

rv
e

m
y

in
te

rp
re

te
r

to
e
n

su
re

th
e

a
c
c
u
ra

c
y

o
f

th
e

c
o

m
m

u
n

ic
a
tio

n
s.

•
I

u
n

d
e
rsta

n
d

th
a
t

th
e

u
se

o
f

fa
m

ily
o

r
frie

n
d

s
as

in
te

rp
re

te
rs

m
a
y

n
o
t

b
e

th
e

m
o
st

e
ffe

c
tiv

e
w

a
y

to
h
e
lp

m
e

a
c
c
e
ss

th
e

b
e
n

e
fits

a
n
d

se
rv

ic
e
s

th
a
t

D
H

S
p
ro

v
id

e
s.

•
I

u
n

d
e
rsta

n
d

th
a
t

D
H

S
d
o
e
s

n
o
t

re
c
o

m
m

e
n

d
th

e
u
se

o
f

fa
m

ily
m

e
m

b
e
rs

o
r

frie
n
d
s

as
in

te
rp

re
te

rs
a
n
d

p
ro

h
ib

its
th

e
u
se

o
f

m
in

o
rs

(n
o

o
n
e

u
n
d
e
r

a
g
e

1
8)

as
in

te
rp

re
te

rs.

•
I

u
n
d
e
rsta

n
d

th
a
t

if
I

d
o

n
o

t
w

a
n
t

in
te

rp
re

te
r

se
rv

ic
e
s

at
th

is
tim

e
.

I
h
a
v
e

th
e

rig
h

t
to

c
h

a
n

g
e

m
y

m
in

d
in

th
e

fu
tu

re
a
n
d

h
a
v
e

D
H

S
p

ro
v

id
e

fre
e

in
te

rp
re

te
r

se
rv

ic
e
s

at
th

a
t

tim
e

o
r

b
rin

g
an

in
te

rp
re

te
r

o
f

m
y

c
h
o
ic

e
.

4
.

I
h

a
v

e
re

a
d

a
n
d

u
n

d
e
rsta

n
d

th
e

in
fo

rm
a
tio

n
o

n
th

is
fo

rm
.

If
I

h
a
v
e

q
u
e
stio

n
s

o
r

c
o
n
c
e
rn

s,
I

c
a
n

c
o

n
ta

c
t

th
e

w
o
rk

e
r

liste
d

a
b
o
v
e
.

P
rin

t
N

a
m

e
:

P
h
o
n
e
:

S
ig

n
a
tu

re
:

D
a
te

:

38
D

H
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O
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a
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C
ese

F
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Interpreter
R

equirem
ents

P
roficient

in
m

ore
than

one
language

>
A

void
using

a
client’s

friend,
fam

ily,
m

inor
children.

>
D

ocum
ent

client
w

aiver
of

free
interpreter

service.

A
rrange

before
bringing

client
in

w
henever

possible.

U
se

D
H

S
volunteers

appropriately.

E
xam

ine
credentials

(over
ag

e
of

18)

Y
our

particular
program

m
ay

require
you

to
provide

an
interpreter

for
your

use
to

verify
that

the
com

m
unication

is
correct,

accurate
and

understood
by

the
client

or
applicant

even
w

hen
the

client
provides

his/her
ow

n
interpreter.
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N
ational_O

rigin
E

xam
ple

•
A

shari
speaks

w
ith

a
thick

accent.
H

er
co-w

orkers
occasionally

ask
her

to
repeat

herself
so

they
can

understand
w

hat
she

is
saying.

O
ne

day
M

ike
gets

frustrated
because

he
can’t

understand
A

shari
and

m
akes

fun
of

the
w

ay
she

talks.

•
T

here
is

nothing
w

rong
w

ith
M

ike’s
behavior

because
A

shari
is

in
H

aw
aii

and
should

speak
E

nglish
so

everyone
can

understand
her.

•
T

rue
•

False

40



P
rotected

C
lass

N
ational

O
rigin

•
A

ccents
are

a
com

ponent
of

national
origin

and/or
ancestry

therefore
discrim

ination
or

harassm
ent

because
of

an
accent

w
ould

violate
D

H
R

D
’s

D
iscrim

ination/H
arassm

ent-
Free

W
orkplace

Policy
and

D
H

S
H

arassm
ent

Prevention
policy.

•
M

ike
m

ight
not

have
gone

as
far

as
to

create
a

hostile
or

offensive
w

ork
environm

ent
for

A
shari,

but
his

conduct
w

ould
violate

D
iscrim

ination/H
arassm

ent-F
ree

w
orkplace

policies.
41



R
em

em
ber

Inform
L

E
P

individuals
oftheir

rightto
free

interpreter
services

A
void

using
a

client’s/applicant’s
friend

or
fam

ily
m

em
ber

or
m

inor
to

interpret
>

C
ontact

one
or

m
ore

interpreter
services

(phone,
e-m

ail,
on-line,

in-person)
U

se
D

H
S

V
olunteer

Interpreters
as

appropriate
and

needed
>

P
rovide

inform
ation

on
process

for
filing

a
D

iscrim
ination

C
om

plaint
and/or

a
service

com
plaintw

hen
service

delivery
is

unacceptable
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R
em

em
ber

(continued)

u
o

cu
m

en
t

your
efforts

and
the

decision
of

the
clientto

accep
t

or
decline

the
free

interpreter
service.

E
nsure

that
L

E
P

applicants,
potential

applicants
and

clients
are:

G
iven

ad
eq

u
ate,

tim
ely

and
correct

inform
ation

U
nderstanding

of
w

hat
services

and
benefits

are
available

E
ffectively

com
m

unicating
relevant

circum
stances

of
their

situation

D
ocum

entation
of

services
provided

or
client’s

declination
of

offered
free

interpreter
service

P
rovided

a
com

prehensive
language

assistan
ce

program
,

w
ritten

policies,
interpreter

and/or
translation

services
and

effective
com

m
unication

devices.
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R
em

em
b

er
A

ccess
to

G
o
v
ern

m
en

t
S

erv
ices

is
a

C
ivil

R
ig

h
t

G
ranted

by
th

e
U

.S.
C

onstitution

C
ivil

rig
h

ts
in

clu
d
e

th
e

rig
h

t
to

:

free
sp

eech
,

privacy,
eq

u
al

p
ro

tectio
n

an
d

d
u
e

p
ro

cess.

•
T

he
rig

h
t

n
o

t
to

be
d
iscrim

in
ated

in
g

o
v

ern
m

en
t

serv
ices

falls
u
n
d
er

eq
u

al
p
ro

tectio
n

w
hich

m
ean

s
th

a
t

ev
ery

o
n
e

sh
all

b
e

treated
eq

u
ally

no
m

atter
th

e
race,

sex
,

religio.n
o

r
n
atio

n
al

origin
an

d
o
th

er
p
ro

tected
facto

rs.
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P
art

II

B
ias

Free
L

anguage
(L

anguage
M

atters)

and

R
isky

B
ehaviors

(D
o

and
D

on’t)
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B
ias-

F
ree

L
anguage

H
ow

D
o

W
e

C
ontinue

to
R

em
ove

O
ur

S
tereotypes

in
C

om
m

unicating
w

ith

our

E
m

ployees
and

C
lients?
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B
ias-F

ree
L

anguage

C
hairm

an
C

hair
P

erson

Firem
an

Fire
Fighter

W
aiter

S
erver

O
riental

A
sian

(or
be

specific)

W
elfare,

inner-city,
U

nderprivileged
D

o
not

use
euphem

ism
s

for
racial

groups

R
edskins

W
ashington

Football
T

eam

47



G
uidelines

for
A

chieving
B

ias-Free
C

om
m

unication

B
e

aw
are

o
f

w
o

rd
s,

im
ag

es
an

d
situ

atio
n

s
th

a
t

su
g
g
est

th
a
t

all
o
r

m
o

st
m

em
b
ers

o
f

a
g

ro
u

p
are

th
e

sa
m

e
S

tereotypes
often

lead
to

assum
ptions

that
are

unsupportable
and

offensive.

A
void

q
u
alifiers

th
a
t

rein
fo

rce
stereo

ty
p
es.

A
qualifier

is
added

inform
ation

that
suggests

w
hat

is
being

said
is

an
exception

to
w

hat
is

expected.
48



M
ore

G
u
id

elin
es

fo
r

A
chieving

B
ias-F

ree
C

o
m

m
u
n
icatio

n

B
e

aw
are

o
f

th
e

n
eg

ativ
e

im
p
licatio

n
s

o
f

co
lo

r
sy

m
b

o
lic

w
o
rd

s.
C

hoose
w

ords
th

at
do

not
reinforce

bias.
In

som
e

instances,
b
lack

an
d

yellow
have

becom
e

associated
w

ith
the

undesirable
or

negative.

E
xam

ples:
black

hearted
and

yellow
cow

ard

A
void

p
atro

n
izin

g
lan

g
u
ag

e
an

d
to

k
en

ism
to

w
ard

an
y

racial
o

r
eth

n
ic

g
ro

u
p

.

E
xam

ple:
O

nce-a-year
articles

or
special

editions
about

a
particular

group
m

ay
be

interpreted
as

culturaltokenim
,

especially
w

hen
such

a
group

constitutes
a

large
part

of
the

com
m

unity.
This

approach
m

ay
suggest

that
that

racial
or

ethnic
group

is
out

of
the

m
ainstream

.
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M
ore

G
u
id

elin
es

fo
r

A
chieving

B
ias-F

ree
C

o
m

m
u

n
icatio

n

S
ubstitute

substantive
inform

ation
for

ethnic
clichés.

D
on’t

let
ethnic

clichés
substitute

for
in-depth

inform
ation.

E
xam

ple.’
A

person
o
fPacific

Island
heritage

m
iih

t
prefer

to
be

asked
aboutfam

ily
history

orrealestate
experiences

than
about surfing

or
dance.

R
eview

m
arketing

m
edia

to
see

ifall
groups

are
fairly

represented.
E

xam
ples:

A
re

persons
portrayed

in
positions

o
fauthority

alm
ost

in
variably

Japanese
or

Pacific
Islander

or
w

hite?
D

oes
m

arketing
m

edia
provide

diverse
racialrole

m
odels?
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Let’s
R

einforce
the

W
ritten

L
aw

,
N

ot
the

Person’s
C

olor!

S
tart

at
the

top
and

say
the

actualcolor,
not

the
w

ritten
w

ord.w
h

i
t
e

‘
n
.h

i
t
e

b
r
o

w
n

r
e
d

r
e
d

b
r
o

w
n

b
r
o
w

n

r
e
d

T
he

“S
troop

T
est,”

invented
by

John
S

troop
in

1935,
psychologically

tests
our

m
ental

ability
to

stop
one

resp
o

n
se

in
order

to
do

som
ething

else.
53



R
isky

B
ehaviors--V

erbal

•
D

erogatory
com

m
ents

based
on

gender,
race,

national
origin,

religion,
genetics

and
others

•
Suggestive

or
deroqatory

com
m

ents
about

clothing
or

personal
behavior

•
C

olloquial
term

s
such

as
“ho,”

“cougar,”
“breezy,”

“m
ore

local,”
“kitty”

•
T

erm
s

of
endearm

ent
like

“honey,”
“babe”

•
R

eferences
to

an
adult

as
“girl”

or
“boy”

or
“doll”

or
“hunk”

•
Sexuality

or
racially

charged
slurs

or
jokes

•
Profanity
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R
isky

B
ehaviors

V
erbal

C
ontinued
R

equesting
sexual

favors
in

exchange
for

em
ploym

ent
benefits

T
ales

of
one’s

partner’s
sexual

inadequacies
or

prow
ess

G
runts,

w
olf

w
histles,

catcalls,
hoots,

sucking
noises,

lip-sm
acks

and
anim

al
noises

•
G

raphic
descriptions

of
pornography

•
O

bscene
phone

calls,
texts

or
voicem

ails
•

Lies
or

rum
ors

about
a

person’s
personal

or
sex

life
•

R
equests

for
dates

or
sexual

favors
•

Sexual
innuendos

or
stories

•
C

om
m

ents
about

a
persons

body
or

body
part(s)
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R
isky

B
ehaviors--Physical

•
Sexual

assault
•

N
onconsensual

kissing,
hugging,

patting,
stroking,

grabbing
•

L
eaning

over
or

invading
a

person’s
space

•
Inappropriately

touching
a

person
or

person’s
clothing

•
A

ccidentally
brushing

sexual
parts

of
the

body
•

U
ninvited

neck
or

shoulder
m

essage
•

D
eliberately

touching
in

a
sexual

nature,
brushing

up
against,

pinching
or

patting
•

Stalking
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R
isky

B
ehaviors

N
on-V

erbal

•
Staring

•
M

aking
facial

expressions
of

a
sexual

nature,
w

inking,
licking

lips
•

M
aking

derogatory
gestures

of
a

sexual
nature

•
G

iving
sexually

suggestive
looks

•
L

ooking
som

eone
up

and
dow

n
(elevator

eyes)
•

D
isplays

of
dem

eaning,
insulting

or
sexually

suggestive
objects,

pictures
or

photographs
(texts,

em
ails,

internet
m

aterials)
57



P
art

III
R

easonabIe
A

ccornm
odaton

review

P
reg

n
an

cy
an

d
P

reg
n

an
cy

R
elated

-reaso
n
ab

le
am

o
u
n
t

o
f

tim
e

o
ff

E
x

p
ressin

g
m

ilk
in

th
e

w
o
rk

p
lace

-clean
,

safe,
p
riv

ate
area--

n
o
t

restro
o

m
D

isab
ility

(P
h
y
sical

o
r

m
en

tal)
-essen

tial
fu

n
ctio

n
s

o
f
th

e
jo

b
R

elig
io

u
s

P
ractices

o
r

B
eliefs

-flex
ib

le
w

o
rk

sch
ed

u
les

D
o

m
estic

o
r

S
ex

u
al

V
io

len
ce

V
ictim

s
-3

0
d

ay
s

u
n

p
aid

leav
e;

flex
ib

le
sch

ed
u
le

58



H
ow

to
provide

R
easo

n
ab

le
A

ccom
m

odations

>
M

aking
facilities

accessib
le

>
Jo

b
restructuring,

m
odifying

w
ork

sch
ed

u
les,

reassig
n
m

en
t

>
A

cquiring
or

m
odifying

equipm
ent

or
devices

>
A

djusting
exam

inations,
training

m
aterials,

or
policies

>
P

roviding
qualified

read
ers

or
interpreters

59



T
itle

Iof
the

A
m

ericans
w

ith
D

isabilities
A

ct

•
P

rohibits
discrim

ination
on

th
e

b
asis

of
disability,

including
req

u
irem

en
ts

relative
to

providing
a

reaso
n

ab
le

acco
m

m
o
d
atio

n
in

em
p
lo

y
m

en
t

an
d

serv
ices

for
d

isab
led

individuals

•
2

0
1

0
am

en
d
m

en
ts

red
efin

ed
term

s
an

d
clarified

intent
R

efer
to

A
D

A
A

an
d

R
easo

n
ab

le
A

cco
m

m
o
d
atio

n

A
ccessibility

to
State

G
overnm

ent
by

Persons
w

ith
D

isabilities

•
A

dm
inistrative

D
irective

N
o.

12-06
G

overnor
NeilA

bercrom
bie
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D
efinition

of
a

“D
isability”

>
A

physical
or

m
ental

im
pairm

ent
that

substantially
lim

its
a

m
ajor

life
activity

>
A

record
of

su
ch

an
im

pairm
ent

>
B

eing
reg

ard
ed

as
having

such
an

im
pairm

ent
61



D
sabiIity

Illegal
to:

•
R

efuse
to

hire,
fire,

penalize

•
Lim

it,
segregate,

or
classify

•
U

se
prejudices

of
w

orkers/clients

•
R

equires
tim

e
aw

ay

•
R

etaliate

62



D
isability

R
em

em
ber

•
A

qualified
person

w
ith

a
perm

anent
physical

or
m

ental
im

pairm
ent

that
substantially

lim
its

a
m

ajor
life

activity

•
H

as
a

right
to

an
effective

reasonable
accom

m
odation

J
J
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R
E

A
SO

N
A

B
L

E
A

0
0
0
M

M
c,D

A
T

IO
N

A
m

odification
or

adjustm
ent

to
a

job,
the

w
ork

environm
ent,

or
the

w
ay

job
task

s
are

usually
accom

plished,
to

enable
a

person
w

ith
a

disability
to

perform
the

essential
functions

of
a

job
or

position.
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R
easonable

A
ccom

m
odation

R
eview

and
U

pdate

W
hat’s

C
overed?

W
hat’s

R
easonable?

W
ho’s

R
esponsible?
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R
e
q
u
e
stin

g
R

e
a
so

n
a
b
le

A
c
c
o
m

m
o
d
a
tio

n
u

n
d

e
r

A
D

A
:

1.
D

escrib
e

sp
ecifically

w
h

at
req

u
ester

b
eliev

es
is

n
e
e
d
e
d
.

P
ro

v
id

e
p

h
o

to
g

rap
h

w
h
ere

ap
p
licab

le.

2.
R

e
a
so

n
s:

D
escrib

e
th

e
fu

n
ctio

n
al

lim
itatio

n
s

th
at

m
ak

e
th

is
re

q
u

e
st

n
e
c
e
ssa

ry
an

d
h

o
w

it

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_
_
_
_
_
_
_
_
_
_
_
_
_
_

re
la

te
s

to
th

e
jo

b
b
ein

g
or

to
b

e
p

erfo
rm

ed
..

R
e
q
u
e
ste

r’s
S

ig
n
a
tu

re
:

S
elf-ex

p
lan

ato
ry

.
S

tan
d
ard

sig
n
atu

re
th

at
is

reco
g
n
izab

le.

D
ate:

E
n

ter
th

e
d
a
te

ap
p
licatio

n
is

sig
n

ed
by

th
e

re
q

u
e
ste

r.

D
epartm

ental
P

ersonnel
O

ttic
e
r

S
ig

n
a
tu

re
:

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_

D
ate

_
_
_
_
_
_
_
_
_
_
_
_
_
_

P
L

E
A

S
E

P
R

O
C

E
S

S
IM

M
E

D
IA

T
E

L
Y

.
D

E
L

A
Y

IS
S

O
M

E
T

IM
E

S
D

E
N

IA
L

.

R
e
a
s
o
n
a
b
l
e

A
c
c
o
m

m
o
d
a
t
i
o
n
s

f
o

r
E

m
p
l
o
y

e
e
s

a
n

d

A
pplicants

f
o

r
E

m
ploym

ent
(D

H
R

D
Policy)

R
E

Q
U

E
S

T
F

O
R

A
C

C
O

M
M

O
D

A
T

IO
N

(C
o
n
fid

en
tial)

D
E

P
A

R
T

M
E

N
T

O
F

H
U

M
A

N
S

E
R

V
IC

E
S

D
ate

of
R

eq
u
est:

_
_

_
_

_
_

_
_
_
_
_

P
lease

C
heck

O
ne:

Iam
an

(]
A

pplicant

E
m

ployee
R

e
q

u
e
s
t
e
r
s

N
a
m

e
:

_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_

C
lass

of
W

ork
or

P
osition

T
itle

and
L

evel:

_
_
_
_
_
_
_
_
_
_
_
_
_
_

D
ivision/S

ection/U
nit:

_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_

W
orksite

A
ddress:

_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_

W
orksite/D

sy
P

hone:

_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_

A
PPL

IC
A

T
IO

N
(T

o
be

uom
pleted

by
en

iv
y

eo
/ep

p
Iio

an
t)

1.
Iam

requesting
th

e
follow

ing
accom

m
odation(s):

2.
It

is
n

ecessary
tor

m
e

to
have

this
accom

m
odation

for
th

e
follow

ing
reaso

n
s:

Y
our

req
u
est

of

R
eq

u
esters

S
ignature:

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

D
ate:

_
_
_
_
_
_
_
_
_
_
_
_
_

D
E

T
E

R
M

IN
A

T
IO

N

R
E

Q
U

E
S

T
F

O
R

A
C

C
O

M
M

O
D

A
T

IO
N

(C
o
n
fid

en
tial)

A
m

e
ric

a
n
s

w
ith

D
isab

ilities
A

ct.
A

s
A

m
en

d
ed

G
en

eral
In

stru
c
tio

n
s

T
h
is

fo
rm

is
m

e
a
n
t

to
sim

p
lify

th
e

p
ro

cessin
g

an
d

reco
rd

in
g

of
re

q
u
e
sts

for
re

a
so

n
a
b
le

acco
m

m
o
d
atio

n
s

for
D

ep
artm

en
t

of
H

u
m

an
S

erv
ices

(D
H

S
)

e
m

p
lo

y
e
e
s

a
n
d

a
p
p
lIc

a
n
ts

fo
r

e
m

p
lo

y
m

e
n

t
a
t

D
H

S
w

h
o

q
u

ality
u
n

d
er

th
e

A
m

e
ric

a
n
s

w
ith

D
isab

ilIties
A

ct,
a
s

am
en

d
ed

.

G
en

eral
In

fo
rm

atio
n

:
T

o
b
e

c
o
m

p
le

te
d

b
y

O
H

S
E

m
p
lo

y
e
e

o
r

A
p

p
lican

t
fo

r
O

H
S

e
m

p
lo

y
m

e
n

t

D
ate

o
f

R
e
q
u
e
st:

E
n
ter

th
e

d
a
te

th
e

re
q
u

e
st

is
m

ad
e.

P
le

a
se

C
h

e
c
k

O
n
e:

C
u

rren
t

D
H

S
E

m
p

lo
y
ee

o
r

A
p

p
lican

t
fo

r
E

m
p
lo

y
m

en
t

at
D

H
S

R
e
q
u
e
ste

r’s
N

am
e:

S
elf-ex

p
lan

ato
ry

.
N

am
e

th
e

re
q

u
e
ste

r
is

u
sin

g
for

em
p
lo

y
m

en
t

w
ith

D
H

S
.

C
la

ss
o

f
W

o
rk

o
r

P
o
sitio

n
T

itle
an

d
L

ev
el:.

F
o

r
ex

am
p
le

E
ligibility

W
o
rk

er
I

D
iv

isio
n

lS
e
c
tio

n
/U

n
it

E
n

ter
lo

catio
n

w
h

ere
em

p
lo

y
m

en
t

is
cu

rren
t

or
an

ticip
ated

.

W
o

rk
site

o
r

M
ailin

g
A

d
d

re
ss:

E
n
ter

p
lace

w
h
ere

m
ail

can
b

e
receiv

ed
b
y

E
m

p
lo

y
ee

or
A

p
p
lican

t
for

E
m

p
lo

y
m

en
t

D
ay

P
h
o
n
e
:

E
n
ter

a
d

ay
tim

e
p
h
o
n
e

n
u
m

b
er

w
h

ere
E

m
p

lo
y
ee

or
A

p
p
lican

t
for

E
m

p
lo

y
m

en
t

can
b
e

re
a
c
h
e
d
.

ID
M

e
01

R
equest

A
pproved

A
C

C
O

M
M

O
D

A
T

IO
N

(S)
P

R
O

V
ID

E
D

:

for
an

acco
m

m
o
d
atio

n
h

as
been:

J
D

isapproved
R

E
A

S
O

N
(S

)
D

E
N

IE
D

:

A
pproved

w
ith

M
odification

______________________________________________

A
p

p
r
o

v
e
d

f
o
r

T
r
i
a
l

P
e
r
i
o

d
f
r
o

m

_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_

to

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_
_

_

C
om

m
ents:

It
you

disagree
w

Ith
this

determ
ination,

you
m

ay
present

additional
inform

ation
to

your
im

m
ediate

supervisor
w

ithin
ten

(10)
busIness

days
of

the
date

this
determ

ination
w

as
m

ade
to

further
substantiate

your
request.

Y
ou

m
ay

contact
G

eneva
W

aas,
Civil

R
ights

C
om

pliance
O

fficer,
via

aw
atts@

dha.haw
ali.oov

or
586-4955

to
discuss

the
above

determ
ination.

Q
u
e
stio

n
s:

D
H

S
A

D
A

C
o
o
rd

in
ato

r,
p

w
atts@

d
h
s.h

aw
aii.o

o
v

or
(8

0
8

)
5

8
6
-4

9
5

5
.
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P
regnancy

•
P

regnant
w

om
en

or
w

om
en

affected
by

pregnancy
m

ust
be

treated
in

sam
e

m
anner

as
other

applicants
or

em
ployees

w
ith

sam
e

abilities
or

disabilities
•

E
qual

treatm
ent

•
A

n
accom

m
odation

is
an

adjustm
ent

different
treatm

ent
•

M
ay

be
view

ed
as

special
treatm

ent,
but

law
requires

accom
m

odation.
67



P
regnancy

or
R

elated
Illegal

to:

•
R

efuse
to

hire,
fire,

penalize
•

N
ot

allow
to

express
breast

m
ilk

(sim
ilar

to
sm

oking
breaks)

•
R

etaliate
•

U
se

prejudices
of

w
orkers/clients

•
R

equires
tim

e
aw

ay

68



P
regnancy

R
elated

Q
uestions

and
A

nsw
ers

•
C

an
D

H
S

fire
or

req
u

ire
em

p
lo

y
ee

to
tak

e
leav

e
b
ecau

se
o

f
p
erfo

rm
an

ce
p
ro

b
lem

s?

O
nly

if D
H

S
firstm

akes
reasonable

accom
m

odation
an

d
em

ployee
Lcstillunable

to
perform

.

W
hat

are
som

e
exam

ples
of

reasonable
accom

m
odations?

•
T

im
e

offfrom
w

ork
for

doctorappointm
ent/s

•
S

itinstead
o
fstan

d
•

E
xcuse

from
/assL

ct in
llfting

•
R

eassi’n
to

a
vacancy

(notusually
recom

m
ended)

•
B

reaks/restperiods;
dean/safe

place
to

express
m

ilk
•

Sick
leave
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D
isabiflty

R
easonable

A
ccom

m
odation

N
O

T
E

xam
ples

E
lim

inating
an

essential
function

L
ow

ering
standards

•
R

eassigning
supervision

•
Prom

oting
to

a
higher

or
dem

oting
to

a
low

er
position

•
Providing

personal
use

item
s

•
C

reating
“light

duty”
or

new
jobs

I

70



D
sabiIity

E
xam

ples
R

easonable
A

ccom
m

odation

•
R

estructured
job

•
M

odified
or

part-tim
e

schedule
•

M
odified

policy
or

procedure
•

Purchased/m
odified

equipm
ent

•
R

eaders/interpreters
or

other
auxiliary

aids/services
•

L
eaves

of
absence

•
R

eassignm
ent

to
a

vacancy
(usually

not
recom

m
ended)
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Physical
or

M
ental

D
isability

•
Jim

w
as

born
w

ith
a

club
foot

that
m

akes
him

w
alk

w
ith

a
lim

p.
O

ne
day,

Jim
w

alked
into

the
break

room
as

one
of

his
co-w

orkers,
T

om
,

is
in

the
m

iddle
of

im
itating

the
w

ay
Jim

w
alks

w
hile

the
other

c
o

w
orkers

laugh.
Jim

com
plains

to
his

supervisor.

T
om

’s
behavior

w
asn’t

discrim
inatory

because
he

didn’t
m

ean
to

im
itate

Jim
w

hile
Jim

w
as

around.
•

T
rue

•
False

•
N

ote:
It

doesn’t
m

atter
w

hatTom
intended

(isolated
event;

violation
of

policy)

•
W

hat
ifyou,

as
Jim

’s
and

Tom
’s

supervisor
w

itnessed
Tom

’s
im

itation
of

Jim
?
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R
eligious

P
ractices

•
P

ersons
w

ho
request

an
adjustm

ent
for

their
bona

fide
religious

practice
or

belief
is

due
reasonable

accom
m

odation
•

B
ona

fide
It

is
a

sincerely
held

religious
practice

or
belief

irrespective
of

affiliation
w

ith
an

established
church

or
religion.
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R
eligious

P
ractices

Illeg
lto

:
•

Force
participation

or
not

•
M

ore/less
favorably

-
hire

to
include/exclude

-
use

different
requirem

ents
-

allow
religious

expression

•
R

etaliate
—

“business
as

usual”
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R
eligious

P
ractices

Q
uestions

and
A

nsw
ers

•
W

hat
constitutes

an
effective

accom
m

odation?
A

n
alternative

th
at ellm

inates
the

conflict betw
een

a
reli’ious

practice
an

d
an

em
ploym

ent/service
requirem

ent

•
W

hat
are

som
e

exam
ples

of
effective

reasonable
accom

m
odations?

•
L

ea ye
forre/igious

observances
•

T
im

e
and/or

a
place

to
p

ray
•

A
bifity

to
w

earreli’ious
attire

•
R

estructuri’ig
w

ork/schedules
•

V
oluntary

substitutes
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R
eligion

P
rotected

C
lass!

R
easonable

accom
m

odation
J
a

All
aspects

of
religious

observance
and

practice
•

R
easonable

accom
m

odation
(hardship

not)
•

Inappropriate
behavior

•
A

ntagonizing
or

ridiculing
because

of
som

eone’s
religious

beliefs
•

Preaching
or

proselytizing
to

an
em

ployee
and

the
em

ployee
perceives

that
behavior

to
be

unw
anted

and
offensive

76



R
eIigon

•
A

m
ani,

w
ho

w
orks

in
Personnel,

files
a

form
al

com
plaint that

several
co-w

orkers
are

m
aking

fun
of

the
head

covering
she

w
ears

and
often

refer
to

her
as

“cam
el

jockey”
or

“A
rab.”

•
T

he
derogatory

rem
arks

m
ade

by
A

m
ani’s

co-w
orkers

are
creating

a
hostile

w
ork

environm
ent

for
her.

T
rue

•
F

alse

•
W

hat
ifthey

w
ere

m
ade

in
front

of
her

supervisor?
•

W
hat

ifthe
com

m
ents

w
ere

m
ade

by
her

supervisor?
•

W
hat

ifthe
derogatory

com
m

ents
w

ere
m

ade
by

a
custom

er?
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D
om

estic
or

Sexual
V

iolence
V

ktirn
S

tatu
s

•
Persons

w
ho

provide
verification

and/or
is

know
n

to
be

a
victim

m
ay

request
a

reasonable
accom

m
odation,

such
as:

•
C

hanging
contact

inform
ation

•
S

creening
telephone

calls
•

R
estructuring

job
functions

•
C

hanging
w

ork
location

Installing
locks/security

devices
•

Flexible
hours
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D
om

estic
or

Sexual
V

iolence
V

ictim
S

tatus
W

ritten
V

erification

D
H

S
m

ay
req

u
est

w
ritten

verification
ev

ery
6

m
o
n
th

s
from

:

•
V

ictim
services

organization
•

E
m

ployee’s
attorney/advocate

•
A

ttorney/advocate
of

em
ployee’s

m
inor

child
•

M
edical/health

professional
C

lergy
Police/court

record

•
A

fter
being

notified
•

A
fter

having
actual

know
ledge

•
A

fter
receiving

verification

*If
verified

by
a

protective
order

w
ith

an
expiration

date,
request

only
after

expiration
of

order
or

extensions,
w

hichever
is

later.
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I

O
verall

D
efense

•
U

ndue
H

ardship
dem

onstrate
that

accom
m

odation
w

ould
be

disruptive,
fundam

entally
alter

the
operation,

O
R

require
m

ore
than

m
inim

al
or

“adm
inistrative”

cost:
(not

generally
applicable

to
S

tate
agencies)

•
N

ature
and

cost
•

Financial
resources

•
O

perations
•

N
um

ber
needing

accom
m

odation
•

E
xistence

of
bona

fide
seniority
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O
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O
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P
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u
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C
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O
verall

K
eys

•
R

equested
•

C
ase-by-case

•
D

ifferent
•

N
ot

usual
and

custom
ary

•
N

ot
unfair;

it
is

the
law

•
Interactive

process
•

C
onsideration

of
alternatives

•
E

ffective
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R
em

em
ber

•
T

hese
requirem

ents
are

to
provide

a
balance

betw
een

D
H

S’
need

to
operate

and
society’s

need
to

have
equality

of
opportunity,

full
participation,

and
contributing

m
em

bers

•
It’s

the
law

.

•
It’s

your
responsibility
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R
esponsibi Iities

S
upervisors

and
M

anagers

M
aintain

a
w

orkplace
free

of
harassm

ent,
discrim

ination
and

retaliation
•

T
ake

im
m

ediate
and

appropriate
action

to
ensure

any
w

rongful
behavior

ceases
•

A
s

assigned,
investigate

com
plaints

of
alleged

violations
of

policies
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M
anagers

and
Supervisors

R
espons!bi Iities

continued

•
P

revent
retaN

ation
against

the
victim

and
any

w
itnesses

M
onitor

w
ork

environm
ent

Instruct
com

plainant
and

w
itnesses

to
report

incidents
they

feel
are

retaliatory
N

otices
for

victim
and

w
itnesses

for
interview

s

I
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Supervisors
and

M
anagers

R
esponsibilities

continued
•

K
now

w
ho

at
D

H
S

is
desicinated

to
oversee

alleged
discrim

ination
and

retaliation
com

plaints
•

R
eport

any
alleged

discrim
ination

or
retaliation

com
plaint

to
this

individual
•

S
eparate

accused
and

alleged
victim

,
if

necessary
•

A
ssigned

investigator
m

ust
im

m
ediately

initiate
investigation

•
T

ake
effective

rem
edial

action
•

D
ocum

ent
process
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R
epresenting

M
anagem

ent
•

W
hat

does
representing

m
an

ag
em

en
t

m
ean?

A
ppropriate

follow
-up

Follow
ing

th
e

chain
of

com
m

and
w

hen
appropriate

P
rotecting

m
anagem

ent’s
interest

in
h
arassm

en
t

prevention
and

litigation
avoidance

•
N

O
T

•
Blind

obedience
•

Loyalty
at

the
expense

of
others

•
Ignoring

a
situation;

hoping
itwill

go
aw

ay
•

Excessive
control

•
M

icro
m

anaging
•

C
reating

barriers
•

Silence
to

protect
others
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1.E
m

ployees(non-supervisory)
A

lleged
harassm

ent,
discrim

ination
and

retaliation
com

plaints
m

ay
be

m
ade

to:

•
M

anager/S
upervisor

•
Civil

R
ights

C
om

pliance
O

fficer
•

D
H

R
D

EEC
M

anager
•

H
aw

aii
Civil

R
ights

C
om

m
ission

•
E

qual
E

m
ploym

ent
O

pportunity
C

om
m

ission
•

A
ppropriate

Funding
A

gency

•
T

hose
receiving

alleged
discrim

ination
and

retaliation
com

plaints
m

ust
m

ake
sure

that
they

are
com

m
unicated

to
the

D
H

S
Civil

R
ights

C
om

pliance
O

ffice.
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P
art

IV
T

ools
and

U
pdates

L
anguage

E
ncounter

R
eports

&
T

ools
R

equest
for

A
uxiliary

A
id

(S
ervices)

•
R

easonable
A

ccom
m

odation
(E

m
ploym

ent)
•

D
iscrim

ination
C

om
plaint

Flow
chart

•
Investigation

R
eport

T
em

plate
•

T
ranslated

D
ocum

ents
(10

languages)

tittp
:I/hum

anservices. haw
aiig

o
v

Civil
R

ights
C

orner
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aaaaaaaaaa.aaaSaSa*S

L
anguage

E
ncountered:
O

C
antonese

C)
K

orean
O

M
arsh

allese
o

T
agalog

o
O

th
er_

_
_

_
_

W
as

O
ral

L
anguage

Service
Provided?

O
Y

ES

D
ocum

entT
itle:

W
as

the
O

ral
or

W
ritten

Service(s)
Provided:

D
E

PA
R

T
M

E
N

T
O

F
H

U
M

A
N

S
E

R
V

IC
E

S
L

an
g
u
ag

e
E

n
co

u
n

ter
R

eD
ort

O
H

aw
aiian

0
Ilokano

O
L

E
P

H
earin

g
Im

p
ared

O
P

ortuguese
C)

Sam
oan

o
T

ongan
0

V
ietnam

ese

C
)

Paid
in-Person

O
ral

Interpreter
0

By
Staff

o
C

om
m

unity
V

olunteer
o

O
ther

C)V
ia

T
ranslation

A
gency

o
Independent

o
A

cceptable
T

H
A

N
K

Y
O

U
.

o
Japanese

o
M

an
d
arin

o
Spanish

o
V

isayan

o
W

ithin
job

duty
o

volunteer
from

other
division

or
unit

L
anguage

E
ncounter

F
eedback

D
ivision

B
ranch

Section
U

nit_________
D

ate
of

E
ncounter

_______________________T
im

e

of
E

ncounter__________________

a*aaaaaaaaUaaaa

C)
C

huukese
C)

K
osraean

o
Phonpeian

o
T

hai

P
lease

check
allth

a
tap

p
/v

W
hat

type
of

interpreter?

o
C

ontracted
Interpreter

C)
V

ia
Interpreter

A
gency

C)
Independent

Interpreter
C)

Live
Paid

T
elephonic

Interpreter
C)

C
om

m
unity

V
olunteer

o
O

ther

___________________________________________

C)
Y

ES
W

as
a

w
ritten

docum
ent

orally
translated

for
an

LEP
person?

W
as

W
ritten

L
anguage

Services
(translated

docum
ent)

Provided?
C)

Y
ES

W
hattvne

of
T

ranslator?
C)

By
Staff

C)
W

ithin
job

duty
C)

V
olunteer

from
other

division
or

unit
C)

C
ontracted

T
ranslator

C)
O

utstanding
*please

use
reverse

side
to

explain
how

service
could

be
im

proved.
C)

N
ot A

cceptable*
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F
urther

Inform
ation

•
gw

atls©
dhs.haw

aii.goy
•

Federal
G

uidelines
htIp://w

w
w

.lep.qov
•

H
aw

aii
R

evised
S

tatutes
h
ttp

://w
w

w
.doh.g

o
v

/o
j

•
D

H
S

Policy
and

P
rocedures

4
.1

0
1
1

-4
(2014)

•
fiip

j/h
U

m
an

serV
iceS

.h
aW

aiI.g
o
v

(C
ivil

R
ig

h
ts

C
o
rn

er)

W
rite:

PE
R

S/C
R

C
S

P.
0
.

339
H

onolulu,
H

I
96809-0339
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W
hat

w
illYQM

do
differently?

•
W

hat
specific

actions
w

ill
you

take
as

a
result

of
in

creased
aw

aren
ess?

•
H

ow
w

ill
you

ch
an

g
e

the
w

ay
you

w
ork

w
ith

clients?
E

m
ployees?

•
C

reate
a

list
of

w
hat

you
w

ill
do

differently
and

put
itinto

action.

•LI
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Civil
R

ights
C

om
pliance

O
ffice

g
w

a
t
t
@

d
j

1h
a
j
I
.
o
v

•
Fax:

808
586-4990

•
D

H
SC

iviIR
ightsB

ox@
dhihaw

aii.gov

•
G

eneva
W

atts
•

Phone:
808

586-4955
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Civil
R

ights
A

w
areness

2016
T

raining
C

onfirm
ation

I
confirm

that
m

y
supervisor

and
I

have
review

ed
this

C
ivil

R
ights

A
w

areness
T

raining
as

required
by

the
D

epartm
ent

of
H

um
an

S
ervices

no
later

than
F

eb
ru

ary
2

9
,

2
0
1
6
.

E
m

ployee
N

am
e

(printed)
Signature

D
ate

S
upervisor’s

N
am

e
(printed)

Supervisor’s
Signature

D
ate

Please
collectby

D
ivision

and
send

signed
confirm

ations
electronically

to
tw

atts
@

d
b
sh

aw
a.ii.o

v
no

laterthan
M

arch
31,

2016.
E

-sign
is

acceptable
for

staff,
supervisor,and

D
ivision

A
dm

inistrator.

D
ate

D
ivision

A
dm

inistrator/S
taff

O
fficer

Signature

PE
R

S/C
R

C
S,

January
2016
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