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CORPORATE PROCEDURE 305. 2

EQUAL EMPLOYMENT OPPORTUNI TY PROCESS

See also: Policy 305, Equal Enploynent Qpportunity
Procedure 210.1, Handling Legal Process
Procedure 305.1, Collection and Mai ntenance of
Enpl oyee Medi cal Records

GENERAL

This Procedure establishes the nmethod for handling notices,
docunents, inquiries regardi ng Equal Enploynment Qpportunity,

i ncl udi ng conpl ai nts concerning enpl oynment discrimnation of any
sort, affirmative action, or simlar matters, and sets forth

Nor fol k Sout hern Corporation's ("Corporation") internal conplaint
procedure for enpl oyees who believe they are the subject of

enpl oynent di scrimnation or harassment. Enpl oyees have a
responsibility to report conplaints or concerns regarding

enpl oynment di scrimnation or harassment. Enpl oyees are
responsi bl e for their conduct whether on or off the property,
including with vendors, independent contractors, custonmers and
ot her non-enpl oyees, where such conduct relates to their

enpl oynent wth the Corporation.

This Procedure contains the follow ng sections:

SECTION | - COVPLAI NTS RECEI VED FROM PERSONS W THI N OR
QUTSI DE THE CORPORATI ON REGARDI NG EMPLOYMENT
DI SCRI M NATI ON OR HARASSMENT

SECTION |1 - COVPLAI NTS RECEI VED FROM ANY GOVERNVENTAL
AGENCY OR CIVIL RI GHTS ORGANI ZATI ON

NOTE: This Procedure does not govern the handling of |awsuits,
subpoenas, discovery docunents or other |egal process issued by a
court, even those pertaining to equal enploynment opportunity
matters, which should be handl ed in accordance with Procedure
210.1, Handling Legal Process.

SECTI ON | - COVPLAI NTS RECEI VED FROM PERSONS W THI N OR QUTSI DE
THE CORPORATI ON REGARDI NG EMPLOYMENT
DI SCRI M NATI ON OR HARASSMENT
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| NTERNAL COVPLAI NTS | NVOLVI NG OTHER EMPLOYEES

RESPONSI BI LI TY ACTI ON STEPS

EMPLOYEE 1. A

SUPERVI SOR 2. A

supervi sor must informthe EEO staff of

I f an enpl oyee has a
conpl ai nt or question
about an EEO matter, the
enpl oyee should first
discuss it with their

i mredi at e supervisor, if
practical .

| f discussion with their

i mredi at e supervisor is
not practical because the
supervisor is part of the
conplaint, or if the
supervi sor is the subject
of the conplaint, or if a
probl em remai ns after the
di scussi on, the enpl oyee
nmust report the conplaint
or question to the
Corporation’s EEO staff.

Take pronpt action to
i nvestigate every
conpl ai nt or question.

Pronmptly investigate all
al | egati ons of unl awf ul
di scrim nation.

The supervi sor shoul d
seek assi stance fromthe
Cor poration's EEO staff
when uncertai n about how
to conduct an
investigation or handle a
certain type of

conplaint. In all cases
of conpl aints, the

t he conpl aint and the

out come of the

i nvestigation. (Many
charges of discrimnation
can be investigated and
resol ved at the | ocal

| evel .)
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D. Advi se individuals
al | eging di scrimnation
that their conplaints
will be kept
confidential, except as
necessary to resolve the
si tuation.

E. Make sure the enpl oyee
under st ands that the
conplaint(s) wll be
taken seriously, acted
upon i medi ately and,
under no circunstances
wi |l the enpl oyee suffer
any retaliatory action.

F. Resol ve the conpl aint and
conduct follow up
interviews with the
i nvol ved enpl oyee(s),
inform ng them of the
Cor poration's deci sion.

| NTERNAL COWVPLAI NTS RECEI VED FROM COR FI LED AGAI NST THI RD PARTI ES
( Non- Enpl oyees)

EMPLOYEE

SUPERVI SOR

EEO OFFI CER

SECTION || -

RESPONSI BI LI TY

RECEI VI NG EMPLOYEE 1.

1

| f an enpl oyee perceives a

di scrimnatory situation
concerning a third party has
occurred, the enpl oyee shoul d
contact their supervisor.

Contact the Corporation's EEO
staff for advice before
proceeding with investigation
of the conpl aint.

Assist with investigation of
t he conpl ai nt.

COMPLAI NTS RECEI VED FROM ANY GOVERNMENTAL AGENCY
OR A VIL RIGHTS ORGANI ZATI ON

ACTI ON STEPS

A Upon receipt, inmediately
contact the Corporation's
EEO staff by tel ephone.
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EEO OFFI CER
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Dat e stanmp the docunent
recei ved, noting the

of fice name on the
docunent if the stanp
does not indicate the
of fi ce where received.

Promptly forward
docunent (s) to the

Assi stant Vice President
D versity and EEQO

Conpl ai nts of enpl oynent
di scri m nati on and/ or
harassnment and details
regarding audits, reviews
and investigations by
gover nnent al agenci es

nmust be handled with the
strictest confidentiality.

Provide information only
to those who need to
know.

Do not retain copies of
correspondence regardi ng
i ndi vi dual conpl ai nts of
di scrim nati on.

Do not make reference

to a discrim nation
conplaint part of an

enpl oyee' s personnel file
(i ncl udi ng, but not
limted to, a letter of
determ nati on received
from a gover nnent

agency) .

Cont act the enpl oyi ng
departnent (s) and/or
office(s) to obtain
docunent ati on and

i nformati on necessary to
respond to a conpl ai nt,
audit, review or

i nvestigation.
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B. Be present (in person or
by tel ephone conference
call) during any
di scussions with a third
party.

EMPLOYEE 4. Do not discuss charges of
di scrimnation, audit reviews
or investigations with anyone
wi t hout approval fromthe
Corporation's EEO staff.

Any questions concerning the above should be addressed to the
Assi stant Vice President Diversity and EEQ Three Conmerci al

Pl ace, Norfolk, Virginia 23510-9213. The Corporation's EEO staff
is available to discuss enpl oyees' concerns by tel ephone,

m crowave or area code (757) 629-2622; or by e-mail at

eeonorf @scorp.comand will fully investigate all conplaints.

The EEO staff can al so be reached by calling toll free 1-888-TALK
EEO (825-5336). All comunications concerning EEO matters w ||
be kept in strictest confidence, except as necessary for resol u-
tion.

AUTHCRI ZED:

Cor porate Secretary
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