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CHAPTER 1. PROGRAM BASI' S, STRUCTURE, AND OBJECTI VES

1-1 LEGAL AUTHORI TY. This Handbook is issued under
provi sions of Executive Oder 11478 and in
accordance with EECC (29 CFR 1613) and OPM (5 CFR
720) regulations inplenenting Title VII of the G vi
Ri ghts Act of 1964, as amended by the Equa
Empl oynment Opportunity Act of 1972, the provisions
of the Cvil Service Reform Act of 1978, HUD
Regul ations (24 CFR Part 7), and Federal Personnel
Manual (FPM Letters No. 713-18, 713-23, 713-37, and
713-41 which inplement the Hi spanic Enpl oynent
Program

A The executive order and regul ati ons enphasi ze
the use of affirmative enpl oynent prograns to
assure equal enpl oynent opportunity regardl ess
of race, color, religion, sex, age, nationa
origin, or disability. They obligate Federa
departnents and agencies to provide sufficient
resources to administer their equal enpl oynent
opportunity programs in a positive and
ef fective manner.

B. The following is a synopsis of significant EEO
l egislation from 1964 to the present:

1964 Cvil R ghts Act (P.L. 88-352).
Defi ned discrinmination and identified
protected group nenbers. This |aw
focused on the issues and effects of
discrimnation in areas such as
enpl oynent, |oans, education, and
public facilities.

1967 Executive Order 11375. Added sex as
a basis to other existing forms of
prohi bited discrimnation in the
Federal Governnent.

1967 Age Discrimnation in Enmploynment Act.
Protects individuals 40 years or
ol der fromdiscrimnation based on
age.

1969 Executive Order 11478. Dealt
exclusively with Federal Governnent
enpl oynent. Applied the concept of

8/ 91
1-1

8051.1 REV-1



EEO to the Federal Governnent,
enunci ated affirmati ve action, and
enphasi zed upward nobility.

1972 Equal Enpl oyment opportunity Act
(P.L.92-261). Anended the Givil
Ri ghts Act of 1964 to include the
provi sions of Executive Order 11478.

1974 Vi et nam Er a Readj ust ment Assi st ance
Act, as anmended by Public Law
101- 237, Section 407. Required the
establi shnent of affirmative action
pl ans to enpl oy di sabl ed and Vi et nam
era veterans. Refer to FPM Bulletin
307- 27.

1978 Cvil Service Reform Act.
Establ i shed the Federal Equal
Qpportunity Recruitment Program
(FEORP) mandati ng Federal agencies to
devel op recruitnment plans and conduct
targeted recruitnent of minorities
and wonen.

1990 The Americans with Disabilities Act
1990. A key provision of the Act
prohi bits enpl oyment di scrimnation
agai nst qualified individuals with
di sabilities.

C. The Equal Enpl oynment opportunity Conmi ssion
(EECC) Regul ation (29 CFR 1613.204) provides in
part, that each agency head shall "Designate a
Director of Equal Enploynment Opportunity and as
many Equal Enpl oynent Opportunity (EEO
of ficers, Equal Opportunity Counsel ors, Federal
Worren' s Program Coor di nators, and ot her persons
as may be necessary to assist the head of the
agency to carry out...the policy of equal
enpl oynent opportunity."” A so, FPM Letter 713-18
Equal Enpl oyment Qpportunity - | nplenenting
t he Spani sh- Speaki ng Program January 23, 1973,
states that "each agency shall appoint a
Coordinator...on the staff of the Director of
Equal Enpl oyment Qpportunity." Such actions
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assure that the Hispanic Enployment Program/3 is
fully inplenmented as an integral part of the
Agency's overall Federal Equal Enpl oynent
Qpportunity Program
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PROGRAM PURPOSE. The ultinate goal of the Hispanic
Enpl oynent Programis to attain work force parity in
the Federal sector, and at HUD in particular, with
the respective Hispanic Cvilian Labor Force. The
princi pal purpose of the Hi spanic Enpl oyment Program
is toidentify any internal agency barriers that may
excl ude Hispanics in the participation of governnent
enpl oynent and prograns, and to inplenment actions
through which any inequities or absence in

enpl oynent may be addressed. This Handbook outlines
the activities and procedures by which the HUD

Hi spani ¢ Enpl oynent Program objectives are to be
acconpl i shed. The key initiatives in inplenenting
this effort are:

A Assi sting the Departnent through anal ysis of
its work force, to attain equal opportunity for
Hi spanics in all personnel management policies,
progranms, and practices including recruitnent,
sel ection, placenent, training, counseling,
career devel opnent, pronotion, and
participation in internal agency prograns.

B. Creating a climte for change whenever barriers
to employnment are identified. Assisting
supervi sors and managers in devel opi ng
sensitivity to Hispanic issues to ensure that
Hi spani c enpl oyees achieve full participation
in the work force. Providing opportunities for
Hi spani ¢ enpl oyees occupying jobs with limted
advancenment to seek further career
opportunities comensurate with their ability,
potential, and self commitnent, and assisting
themin devel oping realistic career goals
consistent with the needs of the agency.

C. Pronoting the enpl oynent of Hi spanics
t hroughout the Departnent in professional
adm nistrative, technical, clerical, and other

/3 FPM Letter, 713-41, New Title: Hispanic Enpl oynent

Program O fice, February 23, 1978.
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occupati onal (PATCOB Categories) job series,
through the recruitnent of qualified Hi spanics
in any area where parity does not exist. HUD
managers and supervisors will encourage the
partici pation of H spanic enpl oyees in training
progranms to help facilitate their career
advancement within the stated categories.
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D. Encour agi ng the consi deration and appoi nt nent
of Hispanics to decision-naking positions that
have an inpact on formnul ati ng and devel opi ng
Departmental policy.

E. Assi sting managenent in the devel opnment and
i npl ementation of Affirmative Enpl oynent Pl ans
(AEP) .

F. Devel opi ng progranms and proposals which wll

i nprove the participation of Hi spanics in all
aspects and | evel s of agency prograns.

PROGRAM MANAGEMENT. The Secretary has the ultimate
responsibility for all equal enploynment opportunity
(EEO) prograns within the Departnment. The Assistant
Secretary for Fair Housing and Equal Opportunity
(FHEO), is designated as the Director of EEO for the
Department. The CGeneral Deputy Assistant Secretary
for FHEO i s designated the Deputy Director of EEO
for the Departnent.

A Location of the Hi spanic Enpl oynent Program
(HEP). The HEP is located in the i mediate
Ofice of the Deputy Director of EEO and under
the Director, Ofice of Affirmative Action and
Equal Enpl oyment Qpportunity. The HEP is a
Speci al Enphasi s Program establi shed to pronote
equal ity of opportunity for the enpl oynent of
H spani cs throughout HUD. An organi zati onal
chart is found at Appendix 2. At the
Departnental |evel, the HEP is adm nistered by
a Hi spani c Enpl oynent Program Manager (HEPM .
He/ she has overall responsibility for
providing a continuing and active equal
enpl oynent opportunity and affirmative
enpl oynent program for Hi spanics throughout
HUD. In addition, he/she provides advice to
the Principal Staff, managers, and supervisors
in inmplementing an effective HEP throughout the
Depart nent.
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Simlarly, Regional Administrators shall

desi gnate an HEPM to adni ni ster the Regi onal
Program and col |l ateral duty HEP Coordi nators
(HEPC) to provide programoversight at all
Category A Field office |ocations.

Appoi ntrents at other than Category A Field
Ofices will be made at the discretion of the
Regi onal Admi ni strators considering popul ation,
size of the Ofice, work force distribution of



the O fice, and other individual factors.

Management Responsibilities. Al nmanagers and
supervi sors have the responsibility of
supporting equal enployment opportunity

policies and prograns. Special responsibilities
are placed upon the Assistant Secretaries for
Fai r Housing and Equal Opportunity, and

Admi ni stration in carrying out EEO policies
Department wi de.

1. Assi stant Secretary for Fair Housing and
Equal Opportunity. As the Director of
Equal Enpl oyment opportunity, the
Assistant Secretary for Fair Housing and
Equal Qpportunity is responsible for
enforcing the provisions of all relevant
| aws, executive orders, regulations and
policies, and for advising the Secretary
on all matters pertaining to EEO The
Assi stant Secretary is also charged with:
i npl ementing, nmonitoring, and eval uating
affirmati ve enpl oynent initiatives
Department wi de; nonitoring and hel ping to
meet the objectives and goals of the
Departnment's Federal Equal Opportunity
Recrui tment Program (FEORP); designating
EEO Counsel ors; receiving, investigating,
and rendering final decisions on
di scrim nation conpl aints; and
recomendi ng or taking renedial action
when necessary and/ or appropriate.

2. Assi stant Secretary for Adm nistration.
The Assistant Secretary for Adninistration
is responsible for providing the necessary
resources and | eadershi p by devel opi ng and
mai nt ai ni ng responsi ve personne
managenent policies, progranms, and
procedures. The Assistant Secretary is
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charged with pronoting a continuing
affirmati ve enpl oynent program and
ensuring equal opportunity in the

recrui tnent, selection, placenent,
training, pronotion, and participation of
Hi spani cs and ot her enployees in interna
progranms. This includes the opportunity
to serve on nerit selection and
performance panels, and other
Depart ment al / Regi onal boards, panels and
commttees. The above actions are
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executed through the | eadership of the
Director, Ofice of Personnel and Training
(OPT). That Ofice is responsible for
activating FEORP strategies that assist in
nmeeting identified AEP goal s.

Each Assistant Secretary, the CGeneral
Counsel , the Chief Financial officer, the
I nspector General, the President of GNVA
the Chief of Staff, each Regional

Admi ni strat or - Regi onal Housi ng

Conmi ssi oner, and any other Primary

Organi zation Head, is responsible for

i nsuring that EEQ AEP policies and
principles are carried out within their
organi zational units by providing adequate
adm nistrative and clerical support for

i mpl ementi ng the Hi spani c Enpl oynent
Program The EEO Officers support the
HEPMs/ HEPCs in performing their functions,
and t hrough them consult with appropriate
out side organi zations to enlist their
cooperation in inplenenting the ains of
the Hi spanic Enpl oynent Program Furt her,
all EEO Oficers with personnel perform ng
col l ateral assignnent functions as

HEPMs/ HEPCs nust ascertain that such
duties and responsibilities are recorded
as an amendnent to their official Position
Description. |In addition, use of a

Menor andum of Understanding to facilitate
i ntra-organi zati onal understandi ng and
comuni cation, as identified in FPM Letter
713- 37, Docunenting EEO Col |l ateral Duties
in Oficial Position Description, My 20,
1977, is instrunental in program

i mpl ement ati on.
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FHEO Regi onal Directors assist with the
devel opment of the AEP and have the
principal responsibility for review ng,
nmoni toring, and eval uating the EEO
program and for insuring that the goals
and objectives of their respective

Regi onal EEO Affirmative Enpl oynent
Program Plans are fulfilled within their
offices. They also are responsible for
supporting Regi onal HEPMs, Field Ofice
HEPCs and/or Conmittees in performng
their functions.

Regi onal Personnel Oficers (RPOs have



the principal responsibility for

devel opi ng the Regional Affirmative

Enmpl oyment Program (AEP) Pl an, and for
activating and inplenmenting the action
itens identified under each of the eight
program el enents (see Chapter 3, paragraph
3-2) which constitute the Plan during the
fiscal year. 1t is in the planning and
devel opment phase of the Regi onal AEP that
the HEPMs nmust be consulted to assist in
the formul ati on of action itens (Chapter
2, paragraph 2-1 B.5)

In addition, RPOs have responsibility for
i npl eent ati on of the Regional Federa
Equal Qpportunity Recruitnment Program
(FEORP) and for reporting accordingly.
HEPMs/ HEPCs shoul d be utilized effectively
in helping to recruit Hispanics in
occupati onal series where a work force

i mbal ance exists, or where Hispanic

enpl oyees are conspi cuously absent, as
identified in the Affirmative Enpl oynent
Pl an.

6. Supervi sors and Managers are responsible
for matters concerning recruitnent,
sel ection, placenent, pronotion, career
devel opment, counseling, and training
opportunities within their organi zation
They are al so charged with providing the
necessary | eadership in establishing and
mai nt ai ni ng a worki ng at nosphere which is
free fromdiscrimnation and in which
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Hi spani cs are given equal opportunity to
perform work assignments, participate in
training and conpete for advancenent.
Comuni cating with, and seeking advice and
assi stance from HEPM HEPCs, as necessary,
will facilitate the role of the nanager or
supervi sor. Encouragi ng enpl oyees to
participate in nulticultural and work
force diversity prograns is considered
essential in today's environnent.

7. Affirmtive Enpl oyment Program Managers
(AEPMs) are Regional Ofice enpl oyees who
are given the collateral duty assignnment
and responsibility for supporting RPGCs in
the anal ysis and devel opnent of the
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Regi onal Affirmative Enpl oynent Program

Pl ans (AEP) for their respective Regions.
They provide instruction and gui dance to
the Regi onal Hi spanic Enpl oynment Program
Manager, Federal Wonen's Program Manager
and the EEO Program Staff. They are
directly responsible to the EEO Oficers
or their designee for performance of their
EEO functi ons.

8. HEP Managers and Coordi nators are nenbers
of the managenent team and serve as
action officers and program advi sors to
managenent in pronoting and inpl enenting
the Hi spani c Enpl oynent Program at HUD.
As representatives of managenent in
outside functions, they are required to
mai ntain the highest levels of integrity
in order to further enhance the inage of
the Departrment. HEPMs/HEPCs al so counse
and assi st Hi spanic and ot her enpl oyees,
as appropriate. They are directly
responsible to the EEO Oficers or their
desi gnee for performance of their EEO
functions.

C. Enpl oyee Responsibilities. Hi spanic and other
enpl oyees have a responsibility for their own
sel f-devel opnment and advancement by maki ng
their career interests known to their
supervi sors and others, and by actively working
toward identifying and inplenenting those
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interests and goals. All enployees also have a
responsibility for supporting equal enploynent
opportunity, and are encouraged to becone
famliar with the Departnent's, Headquarters

or Region's Affirmative Enpl oynent Program

Pl an, as appropri ate.

HI SPANI C EMPLOYMENT PROGRAM ADM NI STRATION.  In
order to support nmanagers in the fulfillnent of
their responsibilities for the EEO program which
i ncludes admini stration of the HEP, the follow ng
steps shoul d be taken

A Sel ection of HEP Managers and Coordi nators.
The appoi nt nent or designation of enpl oyees as
H spani ¢ Enpl oyment Program Managers (HEPMs)
and Field Ofice Coordinators (HEPCs) shoul d
follow the guidelines stated in FPM Letter 713-23,
Equal Enpl oyment Qpportunity - Spani sh- Speaki ng



Program /4 April 5, 1974. These

gui del i nes provide that those who are appointed
to positions or collateral assignments as an
HEPM or HEPC shoul d be:

1. Know edgeabl e about enpl oynent probl ens
af fecting Hi spanics.

2. Firmy commtted to the objectives of
managenent ' s HEP.

3. Sensitive to and aware of the needs of the
H spani c community.

4. Bi li ngual and bicultural. /5

B. A Full -Time Permanent National (Departnent
Level ) HEPM provi des continui ng program
| eader shi p, advice, and gui dance to executives,
managers and supervisors, and to the

/4 Title changed to Hi spani c Enpl oyment Program on February
28, 1978 - FPM Letter 713-41

/51t is desirable that the HEPM HEPC be bilingual/
bicultural, particularly in areas with a significant Hi spanic
popul ati on.
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Headquarters and Regional |evel HEPMs. (See
Appendi x 2.) Day-today total program
oversight and nonitoring is provided by the
Nati onal HEPM

C. A Headquarters Level HEPMis appointed to this
collateral duty assignnent to adm nister and
provi de | eadership to the Headquarters HEP and
render any necessary advice and gui dance to its
managers and supervisors. |In the absence of
the National HEPM the Headquarters HEPM wil |
tenmporarily assune those responsibilities.

D. Regi onal HEPMs. Regi onal Admi ni strators shal
desi gnate an enpl oyee to serve on a collatera
basis for a period of time appropriate to the
needs of the Region, taking into consideration
the |l ocal issues and conditions that have an
i mpact on the Region. It is reconmended that
such assignnents should not be |l ess than 20%
(FPM Letter 713-37, paragraphs 3 and 4), nor
exceed 50% of the enployee's tinme for effective
managenment of the Program as well as, conply
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with the tine requirenents of a collateral
assi gnnent .

Regi onal HEPMs are expected to provide regul ar
and conti nuous managenent of the HEP in order
to keep abreast of continuing devel opnents

t hroughout the Region and the Departnent.

Al t hough the HEPMwill remain in his/her

regul ar position, all duties performed rel evant
to equal opportunity for H spanics are under
the direct supervision of the EEO Oficer (RA)
or his/her designee, with guidance received
fromthe Regional Director, Ofice of Fair
Housi ng and Equal Opportunity; the Regional
Personnel O ficer; the Affirmati ve Enpl oynent
Pr ogram Manager; and the National HEPM

When consi dering the appoi ntnment of an

HEPM HEPC, the Regional Adm nistrator (RA) may
solicit input fromthe Director, FHEQ the RPQ
AEPM and Hi spani c enpl oyees in the Region.
Prior to selection, the RA is encouraged to
coordi nate the proposed appointment with the
Director of EEO and the National HEPM
Oversight of Field Ofices not having an HEPC
will be the responsibility of the Regional
HEPM  (See paragraph 1-3A.)
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Field Ofice H spanic Enpl oynent Program

Coordi nators (HEPCs) are appointed on a
collateral basis using the criteria listed
above for the HEPMs. Field Ofice HEPCs assi st
the Regional HEPMs and their respective Field
O fice Managers in carrying out the policy and
activities of the HEP. The RAs may del egate
the selection authority for the HEPCs to the
Field Ofice Managers. The AEPM and HEPM may
be called upon for input.

I nternal H spanic Enpl oynent Program
Subcommittees at the Headquarters, Region, and
Field Ofices, act as further support for
Management and the HEPMs and HEPCs, and their
establ i shnment is encouraged.

1. At the Headquarters, an Equal Enpl oynent
Qpportunity Committee is established (see
Appendi x 5). The Committee is conposed of
managemrment representatives, Union
representatives, and includes the Special
Emphasi s Program Managers. A Hispanic
Enpl oynent Program Subconmittee will be



established in support of the overall EEO
Comm ttee and EEO effort of the
Department. The HEP Subconmittee is an
ext ensi on of the organization's EEO
Advisory Conmittee and will be chaired by
an enpl oyee other than the HEPM HEPC who
woul d serve as a resource person to the

group.

2. At the Region and Field Ofice levels a
simlar conmittee structure nmay be
est abl i shed.

3. Conmi ttees shoul d provide a cross section
of their conponent popul ati on and shoul d
i nclude both genders, minorities, as well
as non-mnorities in a range of grades and
occupations. The purpose of such
committee representation is to render a
broader focus to actions bei ng recomended
for acconplishing identified objectives.

1-5 AVENDVENT TO POSI TI ON DESCRI PTION. | f an enpl oyee
i s appoi nted as a HEP Manager/ Coordi nator on a
collateral duty assignnent, an anmendnent to the
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of ficial individual position description detailing
HEP duties is required. The anmendnent shoul d
specify the percentage of the enployee's tine that
is allotted to performthe assigned HEP duti es.

A Menor andum of Under st andi ng

The O fice of Personnel Managenent FPM Letter
713-37, dated May 20, 1977 recomrends that a
Menor andum of Under st andi ng (MOU) be issued
specifying the conditions of assignnents and
apprai sal of the collateral EEO duties of
Speci al Enphasi s Program Managers. This
recomendati on has been very effective in

hel ping to prevent nisunderstandi ngs between
the collateral duty HEP Manager s/ Coordi nators
and their immedi ate supervisors.

The MU shoul d specify the conditions involving
how and when work will be assigned, adjusted,
and apprai sed by the i medi ate supervisor and
the EEO Oficer or his/her designee, and should
detail the follow ng information:

1. Assi gnment of Work



Initially, it is reconmmended that the EEO
of ficer, the i mmedi ate supervisor, and
HEPM HEPC neet to di scuss HEP assi gnnments.
HEP assi gnnents need not flow to the

enpl oyee through the imredi ate supervi sor
However, the HEPM HEPC shoul d keep the

i medi at e supervisor infornmed of all HEP
assignnents. It is also recomended that
the HEPM HEPC not be given nultiple EEO
assignnents (i.e., EEO Counsel or, Federa
Worren' s Program Manager).

2. Per cent age of Tine

Initially, it is recommended that, as a

m ni mum the HEP assi gnnent be 20% of the
enpl oyee's work tinme in order to allow
sufficient time for the HEPM HEPC to
performthe duties of the position. After
the initial assignment of collatera
duties, programresults should be
periodically reviewed by the EEO O fi cer
or his/her designee to determ ne the
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adequacy of achievenents in relation to
the anount of tinme devoted to the
collateral work. Any increase or decrease
in the percentage of tine devoted to the
collateral duties can be nade based on
these reviews.

3. Per f or mance Apprai sa

An el enent covering HEP performance nust
be included in the performance plan of the
HEPM HEPC (Title 5, U S. Code, Chapter 43,
and Title 5 CFR Part 420).

4. ot aining Cerical Support and Ofice
Facilities

Clerical support and office facilities
needed to perform HEP duties (i.e.

typing, filing, and counseling sessions)
are inmportant for the success of the

Regi on's HEP program Under Executive
Order 11478, it is the responsibility of
each departnent and agency head to provide
sufficient resources to inplenment and
adm ni ster the EEO program
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