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Appendi x 2

APPENDI X 2. EQUAL EMPLOYMENT OBJECTI VES

I NTRODUCTION. Criteria have been established to assure that I|In-House
EE Plans will have goals meani ngful and quantifiable in the

achi evenment of equal enploynent opportunity. These same criteria
provide a basis for a continuing review and neasurenent of the
performance and effectiveness of each organi zational entity and
establish the neans for setting forth specifically the Departnent's
equal enpl oynment obj ectives.

PROBLEM AREAS. There are four comonly apparent synptons of
inequality of enploynent opportunity to be addressed i nmedi ately where
they exist by all organizational entities.

a. An Overall Mnority Enployment Problemis indicated by the
absence of a representative nunber of nminority enployees in
the work force.

b. A Mnority Distribution Problemis indicated by the concentration
of minority enployees in a few grade |evels and/or job
types.

C. A Distribution of Winen Problemis indicated by the relative

absence of wonen in professional or other higher grade positions.

d. A Specific Distribution Problemnmy exist when any of the
followi ng characteristics is in evidence.

(1) Absence of minorities or woren fromthree grade |evels
nmost conmon to the operation.

(2) Absence or under-representation of any significant mnority
group in the whole work force or any separate identifiable
part of it.

(3) Concentration of mnority or fenmal e enployees in a grade
| evel, job type or specific operation

SELECTI ON OF LONG RANGE DESI RED PROFI LE AND ESTABLI SHVENT OF
ANNUAL PLANS.

a. Revi ew of the statistical profile of an organi zati onal work
force will indicate patterns or practices which may be inpeding
enpl oynent opportunity in that organi zation

b. Problem areas will reflect, statistically, the difference
between a current profile and an attainable, future Long Range
Desired Profile, which by taking corrective actions, wll
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elimnate the specific problemand, by definition, reflect

i ncreased equal enployment opportunity. The corrective action
possible within the next twelve nonths, to show maxi num

neasur abl e progress within that period, becone the Pl an
potentially achievable within one year, or the annual |n-House
EE Plan for that filing period.

c. Di stinction Between Plans and Quotas. The principles outlined
i n the handbook must be achieved within the framework of merit
principles. It in essential that the statistical Plans be
acconpl i shed with due regard to the statutory and regul atory
provi si ons governi ng appoi ntnents and pronotions in the
CGovernment service. These Plans nust not be construed as quotas
to be acconplished without regard to such provisions.

4. PROBLEM OF OVERALL M NORI TY EMPLOYMENT - SELECTI ON OF LONG RANGE
DESI RED PROFILE. In order that it can plan and adnminister its
problenms to neet real needs, and relate to the conmunity it serves,
the Departnment nust be represented as an equal opportunity enpl oyer
Each Plan O ficer nust determine for his office, given current and
anticipated turnover rates and new positions, what the eventua
equal enmpl oynment opportunity representation of mnorities and wonen
in his work force should be. This is his Long Range Desired Profile.

5. PROBLEM OF M NORI TY DI STRIBUTION. The grade | evel range sel ected
as a basis for determning the Problem Areas for Overall Mnority
Enmpl oyment, will also provide the basis for addressing probl ens
of Mnority Distribution. Three broad categories, GS-1-6, GS-7-11
GS-12-15, should each have simlar mninmuns of mnority representation
in their personnel

6. PROBLEM OF THE DI STRIBUTION OF WOMEN.  To facilitate the consideration
and inclusion of wonmen in the professional/technical work
force and assure their equal opportunity to progress to higher
| evel s of authority and grade, the Departnent, in order to bear
equally on all of its organizational entities, has established a
basis for determining future departnental profiles. The grade
I evel range identified as the basis for deternining the Problem
Areas in paragraph 5 above in applicable.

7. PROBLEMS OF SPECI FI C DI STRI BUTI ON.  Probl em of Specific Distribution
will be identified by the absence of minorities or wonen
fromany given grade in the work force, or the concentration of
mnority or fenal e enployees in a grade level or job type. Good
judgrment will be required in the setting of annual Plans to address
Specific Distribution problemw thin each reporting peri od.
Studyi ng the conputer printouts for the office will reveal to
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the Plan Oficer |ess obvious degree of exclusion, linitation, or

oversite which conscious personnel efforts easily can correct.
Determ ning the presence of various mnority groups in the SVBA s
mnority population will help determ ne the probl em areas and,
based on these and the Long Range Desired Profile, the annua

proj ecti ons.

FORMULATI NG | N-HOUSE EE PLANS. A Plan Oficer will formulate and
submit the EE Plan for his operation. Each Plan Oficer nust
establish Long Range Desired Profiles for each of four separate
probl em areas. Each profile must include annual projections as
wel | as the planned actions and the rationale for their use as
neans of attaining the objectives.

The types of problens which exist, their magnitude and the pace at
which they will be resolved will all be reflected. The successive
filing of Plans provides the neasurenent of progress by a conparison
of any two Plans of an office in sequence. The statistica
identification of current problens in the annual In-House EE Pl an

is itself the major basis for judging conpliance or good faith
efforts. Any docunentation or background data indicating unforeseen
circunstances which may have made full conpliance with the

| ast Plan inpossible are invited as part of the filing of the

annual | n-House EE Pl an.

PROCGRESS REPORT ON | N-HOUSE EE PLAN.

a. In order to carry out the review responsibilities of evaluating
the effectiveness of EE Plans, a progress report wll be
forwarded quarterly to the Assistant Secretary for Equa
Qoportunity. A format EE 06-0010R) is attached as Appendix 3.
The progress report for each Region will cover the Regiona
Ofice in Colum (1) as well as the separate progress reports of
each Area and Insuring Ofice in the Region Colums (2-13).

Each of these offices should be listed separately where indicated
on the form

b. Ofices in the Central Ofice which are responsible for filing
nmore than one Plan, per paragraph 7b(1) of Handbook 713.2 REV.,
simlarly should report progress of each subordinate filing
of fice separately.

c. Preparation of the progress report should be as follows:

(1) Annual projections for nminorities and wonen for the various
grade ranges should be listed as shown in each EE Pl an.
Show t he nunber of minorities and wonen actually enpl oyed
at the end of the reporting period including total clerica



and par a- professional enployees in the GS-7/11 level in the
parenthesis. The change fromthe | ast reporting period
shoul d be shown on the Iine, "Chg. Since Last Report."
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10.

(2)

(3)

(4)

(5)

Under "PROMOTI ON' the total nunber of pronotions for each
office for the reporting period should be listed
irrespective of grade level. Separate entities should be
made to indicate the nunber of mnorities, including
mnority wonen, receiving pronotions and the nunber of wonen
recei ving promnotions.

Under "UPWARD MOBI LI TY TRAI NI NG' (as described in
Appendi x 4 of Handbook 713.2 ) also show the tota
mnority and wonen enpl oyees currently involved in
such training.

The report shoul d be signed by the Regi onal Adm nistrator
or, in Central Ofice, by the appropriate Assistant
Secretary or O fice Head.

Enpl oyment Distribution - Show the total nunber of female/
mal e enpl oyees in each grade | evel by the established
Civil Service Conmi ssion codes 1-7.

d. Reports are to be subnmitted quarterly and are due 15 days
followi ng the end of each quarter

RESERVED.
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