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MEMORANDUM TO USAID EMPLOYEES

Attached for your information and guidance is a copy of the first

USAID brochure: Equal Employment Opportunitv at USAID. The purpose

of the brochure is to provide information on equal employment
opportunity programs of the U.S. Agency for International Development
(USAID) . It contains references to the basic laws and programs relevant
to USAID on the subject of equity employment in the federal government.

The Office of Equal Opportunity Programs (EOP) hopes the information
provided in this publication will be a useful tool for understanding
equal employment opportunity and affirmative employment. However, the
true test of our efforts will be the commitment to achieving fairness
and understanding of each other in our daily work relationships.

Should you wish additional copies or more detailed program
information, please contact the EOP office on (202) 663-1333,.

A8, 4.2

JESSAL L. PENDARVIS
Director



OFrFICE OF EQUAL OPPORTUNITY PROGRAMS
U.S. AGENCY FOR INTERNATIONAL DEVELOPMENT
WASHINGTON, D.C. 20523

The Equal Opportunity Programs (EOP) staff provides guidance, advice, and assistance to Agency
management, employees, and applicants for employment on all EEO and affirmative employment-
related matters. The EOP Office is located in State Annex-1 (Columbia Plaza) in room 1224.

OFFICE OF THE DIRECTOR

Jessalyn L. Pendarvis, IIrectOr ......eveeeieveieeereeee e (202) 663-1333
Lerraine Y. Johnson, Secretary .........coocveereeveneveverneeseeenons (202) 663-1330
AFFIRMATIVE EMPLOYMENT UNIT

Vacant, ChIef ..ot eee e ees s (202) 663-1333

Gladys S. Fry...ooececceienecirensiee et ssas s ss s (202) 663-1510

Hispanic Employment Program
Disability Employment/Veterans Program
Gloria Greene-Blackwell ...................ocoveevvveeereeeeeerssesisreseessesssens (202) 663-1335
African American Employment Program
Native American Employment Program
Margarctte Yit GoldSICinn........oveevninrenereireeceeereeteeevctse e sesesens (202) 663-1340
Federal Women’s Program
Asian/Pacific American
Employment Program

Wendy Reddick, Clerk=TYPISt ........cooiveveivieiereeeerreeeeeeeeseseererenenns (202) 663-1329
COoMPLAINTS ADJUDICATION UNiT

David Grim, Chief ........ccoouriiiieeeeeeeecs e (202) 663-1333
Mark L. PRIEDS ..ot seeteer e enaa (202) 663-1339
Complaints Processing

Voncile WAHEIAI ........coovovvirineinieeeieeeeee e (202) 663-1338
Complaints Processing

SAndra L. WIHSION .c....c.cviiinieeeeeeeeeeeneeee et e eee e (202) 663-1086

Informal Complaints
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Rasheedah 1. Almiad ................ (703) 875-4237
1G/RM/PFM
SA-16, Room 41()

Denise Annstrong.........o........ (202) 663-2453
NE/EMS
SA-2, Room 227

Jeffory Boyer........oueeeeeerennne 51-14-333200
USAID/PERU/PDP
Lima

Gladys B. Brooks...............cuu... 202) 663-1498
M/HR/POD/ST 1t
SA-1, Room 11438

Phillip E. Church..................... (703) 875-4972
POL/CDIE
SA-18, Room 219

Johnny McLean........................ (202) 663-1413
FA/HR/PMES/ES
SA-1, Room 1127C

Alexandria L. Panehal............... (202) 647-7336
EUR/DR/ENR
N.S., Room 4440

Louise E. Pierce .......o.ocvevvvneeens (703) 875-4177
IG/A/SPEC/RPTS
SA-16, Room 1230

Janet Rudasill-Bey..................... (202) 663-2621
NE/DP
SA.-2, Room 103

Alan G, Swan.........eueneeereann.. (703) 351-0104
BHR/FHA
SA-8, Room 303

Teresa Vandergniff................. ...(202) 647-9207
AFR/SWA/SG

N.S., Room 3491

Rhovetta Walters................on.... (202) 663-1476
M/HR/POD/ST III

SA-1, Room 1140
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POLICY STATEMENTS Lo e e e oot 4
LEGAL AUTHORITIES . e e e e e, 1
= Bgual Pav Act or 1903, a8 Amendaed
- Cal Righes Aveor 19040 Amended by the Equal Emploviiaent
Opportamn Act ot 1972
- Age Peermmmaton m Fooploviment Act ot 1967
- Executve Order TTTS of 1900
- Rehabihtatnon Ace of 1975 8 Amended
- Ol Serviee Rctorm Acton 1978
- Pregnaney Dicnimmmanon Actor 1978
- Foreign Service Act ot 19500 s Aenaded
= Ol Raghts Accof 1991
SPECIAL EMPHASIS PROGRAMS © o, ereerrerenien vrrernrrennee 13
The Pedernd Womens Prograom
Phe Thispanie Emploviment Prograom
Fhe Selecone Phcement Program tor the Disabled
Avrcan American Dimploviment I'rogram
S Asum Pacte Nmerean | mploviment Program
- Natve Amercan Fplovment Program
AFFIRMATIVE EMPTOYMENT PROCESS o 13
PROCESSING COMPEAINTS OF DISCRIMINATION BASED ON RACE,
Coror, RECIGION, SEX, NATIONAL ORIGIN, AGE, OR DISABILITY o 17
e P Sty IS

Dcrmmaton Isue.
- Rehet
- Bling ot an Intoimal Complann
- Bilmg ot a Formal Complant
- Dienmmanon Complamts Basd on Age
- Clas Acton Complamt of Disermimation
- Complant not Related to Disernmimation
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his brochure is designed to serve asa
sotiree of gercral information and goid-
ance on the Equal Emplovment
Opportunity (EEQO) Programs ot the UL S
Agency tor International Development
(USAID). Although the document contains
most of the information vou need o know
about equal e;mployment opportunity and athr-
mative emploviment at USALD, 1t s notan
othicial procedural manual. It vou need addi-
nonal infornnation on any subject covered m this
document, consult USAID | Lindbook 24,
Chapter 5, or call the Office of Equal
Opportunity Programs (EOP) at (202) 663-
1333,

The Ottice of Equal Opportunity Programs
advises the Admimistrator and senmor Agencey
otheials on sigmficant isues or problems and
ensures conformity of personnel operations and
other program activities with Equal
Emplovment Opportunity (EEO) law. The
othee leads the Ageney effort to achieve work
force diversity through proper application of
athirmiative emplovment Liws. The othee abvo s
responsible for managing the EEO complaint
system for the Ageney. Specitic activities of the
rwo units within the Othice of Equal
Opportunity Programs are as tollows:

AFFIRMATIVE EMPLOYMENT UNIT

~ Prepares the Ageneys action plans, as
required on an annual basis, for internal
apphcation and external reviews including
the Equal Emploviment Opportunity
Commission and Otfice of Personnel
Management evaluation.

- Maintains and applies EEO data system to
support and mplenient the equal opportu-
NIy programs.

— Analyzes and evaluates Ageney emploviment
trends, specttically i promotions, hires, and
conversions, 1o asist i EEO policy devel-
opment.and mmplomentanon,

- Coordinates with the Office of Human

Resources Development and Managenent

and other program othicls on athrmative

cmplovment imtatives, such as gdanee on
cmplovee evaluation reports and promorion
precepts.

Leads Agency dive sity efforts through fre-

quent nieetings with enmplovee interest

groups, mattagement of the special cmphasis
programs, and external aison as required.

ComPLAINTS ADJUDICATION UNIT

= Directs the EEO counselor program.

= Manages promot and thorough invesugation
of formal complamts.

= Prepares tinal Agencey decistons and appeal
FCSPOTISes.

- Advises the Office of the General Counsel
in hearmg and el actuon proceedings in
support of Agency decisions,

— Negotiates settlements that resolve dithieule
personnel and interpersonal problems raised
by complainants,

U\
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DivERSITY IN THE USAID WORKFORCE

As iy st otfical actas Admumstrator, Tam
CXPICSINg IV cotmmtment o achieving a
diverse and representane workforee nythe
Agency for Tnternatonal Developraent, This
comment extends to both the anal service
and the e erace, and o alb levels o the
worktorce Jes i mtenuon o puim plice a
plan of specitic acnons toachieve workforce
diverviy i USATD and toomoniton progress
its maplementation Daall expeccall Agency
nunagers to mabe s objecove clngh proonin
and will evaluate then pertarmme e aceordmgly.

[ ke this comse becanse T helieve it s
responsibaliey as pubhe ottional Tos simph
l‘lglll that the tederab worktonce be e prosenta
tve ol (!)L' ,‘\Hl('l Joatl ]‘k'l)]‘]l'. .\\nl('n\('l‘.
USATDY represents the Amencan people and
our vilues dineady moaclinons with toreien
governments ad peoples. One of the qaieat
strengthy of o county and ane ot the values
which s most unporant to e swath others
ot respect tor the diversite or o people,
Fhe veabitv of USATDY S worktorce st corn-
muntcate this value by exanmple

Fabo beheve thar rapid progress toward
diverse and representative worktoree will
mahe USATD omore effecave organization.
Unul the Azenev s workforee s representative
ol the diversin of the American people,
cimplovees who e members ot the nnder
reproesented groupswall teel then
opportumties dre lmmted, no matter how hand
they work on how much they contmbuate,

USATHY must stove tor e dedicated and pro
ductove worktoree, We tace many hallenges
and st have the best cach ot our cimplovees
can deliver b, the Agenoy must demon-
strate that e values b s emplovees, and tha
ol ke micasures to ensure real opportan-
tes for cimplovimentand career advancenent
torall who demonste competence, hard
work, aposine atutudes and awallimgness o
ke the extra etfort to conribute,

1. Brian Atwood
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E,U.S. AGENCY FOR INJERNATIONAL DEVELOPMENT ' .

e

The Ageney for International Development is
dedicated o mprovimg the qualiee of human
hte and developig mdividual opportimines
global Consntent with that nission, we are
deacated toa goal ot a diverse workplace tha
s fiee of discrmmanon on the basis of race,
color, rehgion, sex, ages natonal organ, dis-
abiliysand sexual onentanon. In pursumg this
coalowe will be gunded by sound hanu
resource nndgenment practices o chathe
best trom each emplovee and by suceestul
equal enploviment opportumne programs tha
contribute to the rich diversity of our work, -
force, In addition: see must meet the specitic
requirenients of Federal laws and reculanons
that govern athrmatve cnaplovimeni practices
and ther entoreement.

Attached to this notee are three poliey state-
ments: (0 Equal Emploviment Opportimey;
(2) Prolmbwton of Sexual Tarassment: and

(3 Baual Opportunity tor Fimplovees with
Fasabiiies, These }\U!l(‘lc\ pre wide clear :_[llid~
ance o all emplovees onour expectations
regarding equal opportunity m USATL, Also
attached s more detaled operatonal guidanee
tor implementing these pohicies, Tam com

USAID GeNeral NoTicE

Aucust 10, 1993

EQUAL OPPORTUNITY POLICIES AND OPERATIONAL GUIDANCE

mitted to the conceptand practice of equal
opportumnne in recruting, liring, training,
astgning, rewarding, evaluating, and promot-
g cinplovees, We have both collectve and
mdividual responsibihite o provide equal
opportunity, [ mtend o ensure that USATD
emplovees are supportine of these policies and
that managers, especally, e acconntable for
thew succes. Tothat end. i cach major
burcau or office. the Depuny Assistant
Admmitrator or equivalent s asagned
responsibihiy tor achieving progres in the

areas deseribed above,

J. Brian Atwood
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AGENCY FOR INTERNATIONAL DEVELOPMENT
POLICY ON
EQUAL EMPLOYMENT OPPORTUNITY

Requirements tor Federal ageney equal
crplovment opportumey (EEO)Y and athirna-
tive eniplovinent programs swere tirst
established m 1969 Iy Fsecutive Order
FTA7S, In 1972 the Congress amended e
VI of the Cial Raghts Acc ol 1904, thereby
mandating Federal agencies to mamein attie-
mative cnmplovinent programs and to ensure

entorcement of Federal EREOY pohey

Itas the poliev of the LS Aeney tor
Internanonal Development:

* lo provide equal opportumey m emplov-

ment tor all persons;

* To prohiltw diermumanon because of
race, color rehgion. natonal orgin, dis-

abiliey ses, and age;

* ‘To promote the tult reabizanon of equal
emplosment opportimty through b con-
tnu-ing athirmatve emplovient program
i the Ageney, particuloy m recrutment,

promotions, astgnients, and anmng;

* ‘To comply with both the leter and spirn
of all Liws and regulations coverning
equal emplovment opportumiy and
aflirmative emplovment: and,

* To ensure that all persons are free trom
any and all restramt, mterterence, coer-
cion, deermmnation, and reprisal tor
engagimg many bivwtul acovity including
partucipation moany stage of subimitting,
processing, or evaluatny a complamt,
mcluding the counseling stage and there-

ater.

Every USATD emplovee s responsible for
cnsuring that the work eovironment s fiee
from discriminauon and havassment. Al fevels
of A LD management share responsibnhiny for
and e hield accountable tor the suceesstul
mnplementation of the Agenovs equal oppor-

ity progran’s goals and objectives

Anvone necding intormation on eqgual
coplovinent should contact the Office of
Equal Opportumiy Programs (EOP) on (202)

i
IR RRRY

1. Brian Atwood




AGENCY FOR INTERNATIONAL DEVELOPMENT
POLICY ON
PROHRIBITION OF SEXUAL HARASSMENT

The Equal Emploviment Opportunity
Commussion detines sexual harassiment as
deliberate, repeated, unsolicited. or unwel-
come sextal advances ofall tepes, not simply
requests torsexual Bivorss A person is being

harassed sexually when subnision o conduct

ofasexual natare s made either explicdy or
mmpheudy aterm or condition of cniploy-
ment: submission to o rejecton ot such
conduct iy tsed s the basis tor enplovinent

decisions, pramaotons, ISSIIINCDES, OF UV oF

when sach conduct unreasonably mterteres

with work perfornnnce, or creates an intinn-

dating. hosale, or otfensive work
cnvironment.

When sexual harassiment atfeets emplovinent
decimons or creates an offensive working
cvironment. 1t is both a violiion of Section
T3 of Tide VIEot the Civil Raghts Actand
the Civl Service Retorm Act of 1978, In

addinon, sexual harassient violates the Code
of Conductand Ethices for Federal employees,

Itis the policy of the Ageney for International
Development:

= o provide a work enviromment tree of
sextal harasment:

To prohibit all sexual harasment, explicit
or impheit;

do comply with the letter and spiric ot all
Liws and regulations governimg sexual
harasiment. tiking corrective action when
sexual harassiment conduct s alleged or
proved: and.

To ensure tormal complant channels tor
sexu] harassimentare avalable o all

Clll}\l( WS,

Anvone needmy mtormanon on the preven-
ton ol sexual harassment should contact the

Othice of Lqual Opportanity Progranis

(OP) on (202) 6631333,

J. Brian Atwood
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AGENCY FOR INTERNATIONAL DEVELOPMENT
POLICY ON
EQUAL EMPLOYMENT FOR EMPLOYEES
WITH DISABILITIES

The Rehabiitation Act ot 1973, as amended,
requires Federal agencies to develop and
implement plans tor the iring, placement.
promotion, and retennon of disabled individ-
uals. To factlitate enploviment ot the disabled,
Federal agencies mav use either compeutve
or spectal appointing authorives, Realistic
standards, based o the tisks ot the position,
requiire that applicants possess only the qualifi-
cations necessary for safe and etficient
pertormance of the duties ot 4 particular
positton.

Federal agencies are responsible tor providing
reasonable accommodations for individuak
who meet the tollowing detinivons i the
Act: A person who (1) has a physieal or
mental mpatrment that sabstmoally limies
one or more of such persons magor lite active-
ties, (2) has a record ot such mpairment, or
(3) s regarded as having sach mparment.”
When hiring persons with diabilities, effort
are made o accommodate the individuals by
removal or modibication of barriers o their
ability to effecuvely perform the essential
duties of a given position.

1tis the policy of the Agency tor
International Development:

* To prohubit discrimination in emploviment
ot the basis of physical or mentl impair-
ment;

To promote, with reasonable accommaoda-
tion, the tull realizaion of equal
cplovment opportamy tor the disabled
through 4 continmng, atfirmative eploy-
ment program i the Agency, particulariy
I TCCTUINICTIT, PROONONs, dS1EHIents,
and traming: and,

To comply with both the fetter et spirit
of all Taws and regulations soverning equul
emplovinent opportuniy end athrnative
ciplovment tor persons wath disabilities.

lor more mtormation concerning, the imple-
nentation of this policy. please contact either
the USATD Disability Emplovment Manager-
EOP on (202) 6631510, or the USAID
Sclective Placement Coordinators FHRDM on
(202) 663-1321.

J. Brian Atwood




AGENCY FOR INTERNATIONAL DEVELOPMENT
OPERATIONAL GUIDANCE ON
IMPLEMENTATION OF EQUAL EMPLOYMENT
OPPORTUNITY POLICIES

NONDISCRIMINATION

The Ageney tor International Development
will provide equal opportunity m employ-
ment tor all persons, and witl prohibic
diserinimation based on race, color, sex, age,
religion, natonal orign, or disability. There
will be zero toleranee tor actions m the work
context that have the purpose or effect of dhis-
criminating on one of the bases hsted above.

ACCOUNTABILITY

In cach burean, unssion, and othice, the
Depuny: Asistant Administrator, Director, or
cquivalent shall be responsible for achieving
progress i the areas deseribed herem. The
objecaves outhned m this notice have the tull
support of the senior mansgement team. The
Agency will suceeed mcreatimg i model work
environment which promotes quahiee and
cquality. as well as furness and tull participa-
tion by all Ageney emplovees,

AFFIRMATIVE EMPLOYMENT

Federal agencies are required to take attirma
tve measures in b aspects of emploviment,
including hiring, advancement, wraming,
assignments, evaluation, and recognition,
Athrmaur» emploviment o advance equal
emplovinent opportunity requires appropriate
ctfores to increase the representation of

women, nunorities, and disabled individuals
where underrepresentaton exits, Tucreased
attention will be tocussed on those groups
that remain underrepresented and on those
orzanzational unts whose progress fatls to
meet reasonable expectations. Special empha-
sy will be directed to those segments of the
population that e disproportonately absent
m manageral, supervisory, and executive level

posiiions,

PROHIBITION OF SEXUAL
HARASSMENT

s the legal and etneal responsibiliey of all
USATD cimplovees to retran from sexually
harassing behavior m the workplice, Under
Federal regulanons, managers and supervisors
bear certan responsibiliey for prevention of
sextul harasment aid tor correcting the con-
duct ot thewr emplovees who violate these
regulations, Included o this prohibiton are
not only direct, overt sexual comments or
actions, but also any actviy of i sesual nature
that creates a hosule or offensive workmg
cnvironment. All burcaus, missions, and
offices should intorn ther enplovees what
conduct constitutes sexual harasment. [ he
Ottice of Equal Opportimty Progranis i
avatlable for advice and training to assist i thas
cftort.




NONDISCRIMINATION BASED ON
SeExuAL ORIENTATION

There shall be no diserimination agaimst any
Agency emplovee based on sexual orienta-
non. It is the responsibiline of cach manager
and supervise r o assure that equality of
opportumty in all tacets of emplovinent not
be denied toany individual becawse of sexual
orientatior,

SpPeciaL EmpPHASIS PROGRAMS

The Othice of Equal Opportunity Programs
coordinates & number of emplovee programs

designed to improve the enplovment sarus of

wonien, persons with disabilies, and mem-
bers of minority groups, These special
ciphasis programs contribute to the suceess
of our attirmative cinploviment programs,
highlight the beaetits of our cultarally diverse
worktoree, and provide one means of publicly
recognizing the contributions of some of our
most valuable emplovees, All emplovees are
encouraged to supportand participate i these
programs.

DISCRIMINATION COMPLAINTS

Driserinination complaings exact an extremely
high wll i terms of both human discord and
monetary costs, Accordingly, USAT will
encotirage mtormal resolution of interperson-
aland emploviment ssues, whenever possible,
\When this is not powible, the Director of the
Othice of Equal Opportunity Programs is del-
L‘g.l[cd the I'n'\pull\lhill[y to ln\\'\[i:_',.ltc and
adjudicate, consistent with Federal L,
regulanons, and guidanee, complaints o dis-
criminaton and the authorion: to setde cases
when such closure s apriopriate.

J. Brian Atwood
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M Equai Pay Act oF 1963, AS
AMENDED

- Prohibits any discrimination, on the basis of’
sex, i wages and fringe benefics,

B CiviL RicHTS AcT OF 1964, as
AMENDED BY THE EQUAL EMPLOYMENT
OPPORTUNITY ACT OF 1972

- Tulde VIT prohibats diseriminaaon in employ-
ment based on five factors: race, color, ereed,

sex, or nationd orgm,

B AGE DISCRIMINATION IN
EmMPLOYMENT AcCT OF 1967

- Prohibits diserimmmnation based on age against
individuals who are age -0 and older.

H Executive ORDER 11478 oF 1969

- Requires the head of each exeeutive depart-
ment and ageney to establish and nantaim
athrmative emploviment programs and poli-
CIes,

Requires EEO as an integral part of every
aspect of personned pohiev and practice in

cmplovinent, development, advancement,
and aeatment of civilan emplovees of the
Federal Government.

Reguatres that personnel svstem retlect equal
opportunity in all phases of hiring, promo-
tions, evaluatons, awards, and training
actions,

B REHABILITATION ACT OF 1973, As
AMENDED

- Prolbits discrimination in emploviment on
the basis ot physical or mental handicap.

B CiviL SErVICE REFORM ACT OF
1978

- Established the Federal Equal Opportanity
Recruiment Program. which requires agen-
cies to conduct @ continuimg recrutment
program designed to chminate underrepre-
sentation of minorities - its worktoree,

W/ PREGNANCY DISCRIMINATION ACT OF
1978

- Prolbies the exclusion of applicants and
employvees rom jobs because of pregnancy, as
well as anv requirement that they cease to
work ata speatied tmie, unless the emplover
can prove “busimess necesaty”

B FOREIGN SERVICE ACT OF 1280, AS
AMENDED

- Reflects Congressional findings that mem-
bership of the Foreign Service should be
representative of the American people and
that the Service should be operated on the
basis of merit princples.

Embraces Atfirmative Emploviment
Programs, including nunoriy reciuitiment
programs. to Licihtate and encourage entry
nto and advancement in the Foreign Service
and equality of opportunity and fair and
cquitable treatment tor all persons without
revard to political athhagon, race, color, reli-
gion, national orngin, sex, marital status, age,
or disabality.

@ CiviL RiGHTS AcT OF 1991

= Allows victims of intentional deoimination
based on sex, religion, i disability to seck
compensatory danmges. This was previously
available only to racial and ethnie minorities.

Provices Senate eniplovees and political
appomtees of the Executive Branch anti-
discrimmation Liws coverage.

1
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Special Emphasis Programs are designed to addres
particular emplovinent isues of women, minort-
ties, and the disabled. There are sixcactive Speadl
Emphaas Programs within USATD: the Federal
Womens Program; the FHispame Fmplovinent
Program: the Sclecove Placement Program o the
Disabled: dhe Afrcan American Bmplovinent
Program; the Asuan Pacilic Aimencan
Emplovinent Program: and the Nouve American
Emploviment Program. Program managers m the
EOP Othee e responsible tor the prograoms”
development, umplementaon. and eviluation,
and theyv advise the EOP Director and Ageney
management ofitcuals on the status and progress of
cach program. For addinonal intormaton on
these programs, call the EOP Otfiee at (202) 663 -

1Y)

REAN

B THeE FEDErRAL WOMEN'S PROGRAM

Exccunve Order 11246, as amended, provides tor
equality not only on the hasis of race. color, age,
or natonal origm, but ao sex. The amendment
reflects, m part. the need o remtoree existing
programs tor woment i the Federal service,
Executive Order TTHTS, wineh was promulgated
on August 8. 19649, tully outines these prove-
sions. The Tederal Womens Program (W)
wars destignated as anitegral part ot this Order
and s thus an mherent responsibality ot every
Federal exccuuve, manager. and supervisor,

B THE HiscanNIC EMPLOYMENT
PROGRAM

On Noveaber 3019700 the President established
4 To=point program 1o cnsure equal opportunities
i Federal eaplovinent tor Spanish-surnamed
Americans. The Hispanic Emplovment Program
(HEP) addresses the underrepresentation and

. EQUAL OPPORTUNITY EMPLOYMENT' AT,

MPHASTIS

P ROGRAMS

underutilizanon of Hispanie Americans in the
Federal work torce and requires Federal depare-
ments and agencies to undertake steps o correct

those deticiencies.

B THE SELECTIVE PLACEMENT
PROGRAM FOR THE DISABLED

Al Federal agencies are requured o ensure that
qualihied disabled mdividuals, imcladimg disabled
veterans and Federalb emplovees who become dis-
abled atter appomuoment, have afall range of
opportumues to be Iired, placed. and tramed in
Federiljobs that they are capable of pertorming
with reasorable acconmaodaton.

B AFRICAN AMERICAN EMPLOYMENT
PROGRAM

B AsiAN PACIFIC AMERICAN
EMPLOYMENT PROGRAM

B NATIVE AMERICAN EMPLOYMENT
PROGRAM

Fhree addinonal Speaial Eyphasis Progranis were
recenthy establiched ac USATD o promete
crplovinentand advancement opportunities ton
the Agenevs African American. Asan Paciti
Amenican,and Natve American emplovees, The
program manazers i the O Otfice are respon-
sible tor montoring Agenes programs that ensure
cqual opportimty i cmployviment, sannng, pro-
motons, and astgnments for African Americans,
Astan Pacitic Amertcans, and Native Amenicans,
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B AFFIRMATIVE EMPLOYMENT PROCESS

The athirmanve eniplovment process involves the
following acuvites:

- Analvais of orgamzatonal work torce data o
ascertam enmploviment and promouon pat-
terns, mcluding review of burean offiee
stathing and Inrmg patterns,

= ldentticanon of mamtest imbalance o con-
spietous absence of segments of the ULS,
populaton my the Agenav s work toree conn
pared with the matonal civiban Libor toree.

= Involvement of Ageney managenient i
idenuticaton of barriers to cmplovinent and
advancement ofmmonoes and women, and
m the development of sirategies to overcome

barriers and achiove diversine

= Establishiment of Avency urmg eoals and
objectuves based on worktorce underrepre-

sentatton levels and Agenav need.

- Review orall personnel and management
policies, procedures, and processes to denufy
exnting barriers to the lirmg and advance-
ment of target groups,

~ Recommendation of correcuve actions to
management for removal ot artiticial or
unnecessary barriers,

= Proviston of gutdance and assistanee in tar-
geted recrmument of underrepresented

aroups.

Ongomyg analvsis of personned practces and
decsions as thev attect EROY

Montoring and evaluition of Agency
progress and implementanon o tull range of
athrmanve cmploviment activities.,

AManagement of the Specual Fimphasis
Programs tor the Agency.

Development of Acenay Aliimmaine Actuon
PLins, as required by iaw, on the amployiment
status of nimortaes and wormnen, on the
ciploviment and accommodation statos of
persons with disabiliiessand oar the ennplon
ment status of disabled veterans and Vietnam
cra veterans. Plins modude work toree analy-
s, adenuticanon of voals and objectives,
asessinent of misatives, and prograom evalua-
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Trammg of Ageney othiculs and sati regard-
mg Agenoy FEO requicements and

objectives,

< Asurance of Agency comphanee waith equul
cmplovinent opportuniny and athrnane
ciplovment i, reguiations, and divectives,
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Federal emplovees or applicants tor Federal
emplovmens may tile an EEO complaing of dis-
crimmation it:

= The applicant. emplovee, or former conplov-
ce feels that he she has been, oris being,
treated ditferently or untaitly because of race,
color wchgion, sex. age (4043 national ori-
g, o phvsical or mental dsabiline: or.

= An apphicant or eiplovee teeks that he she
has been. or s bemge, subyected o reprisal
because of having tiled or having been asocr-

ated wth a complunt of decrnmanon. The

emplovee may tile aseparate complunt of
diermimaton based on reprisal,

All complamants Tave the night to have acrepre
sentative present Jtany stige m the presentauon
ot 1 complunt mcludimg the counselmg stage.

M DiscrRIMINATION [SSUES

The tollowmy e typrcal issues e dserimination
complamts:

- Faure to be fared:

- Talure o be promoted:

- Trammyg

- Diaphnary acnon:

- Duty assigniment:

= Fallure to recenve recogmuon (awards):
- Pertormance apprasal;

- Job classticatnon: and,

- Fhrassment or malueatment.

B ReLIEF

As part o Ins her complaont, the complunam
Iy requiest relict as appropriate to the nature of
the alleged diserimmanon. Some tvpical forms
of reliet, wdierimunation i~ tound, mclude:
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- Renoactive promoton: back pav:

- Special consideranion for promotien;

- Assigient o tranmy

- Removal ot disciphnary acoon;

- Reasignment aranstery of complanant;

- Dicpline ot alleged disermmmnaung otheial;
- Consderation tor e Ounion;

- Reconsderanon of pertormance appraisal;
- Reclssiticaton of position; and,

- Cesavon of harasment nalteatment.

B FiLING OF AN INFORMAL COMPLAINT

Io The tist step i the comiplamt sostem s th
fhng of an miormal complunt ot dscrmunanon,
[ he emplovee orapplicant must contact an
Eqgual Emplovment Oppartunmne (k1O
Counselor swaithim 45 calendar davs o the alleged
discrmuimatory action or swathin 45 davs ot when
the mdividuad knew or reasonably shoald have
known ot the alleged discnmuatory acuon, Iy
the matter s notaspeatte acton, but . ongomy
policy or practices 1t must have been m etiect
within 45 calendar davs ot contace wath the
Counselor. It tither informaton s needed,
contact the FOP Othice on 202y 663- 1333,

20 A complunant need not turmsh “proot™ off
discrmmanon i order o tile 1 complant,

3. Contact wath an 1O Counselor will imnate
2 30-calendar daw period. durning which the
Counselor will conduct an mquay mte the tacts
at ssue and avempt o reach an mtormal resolu-
ton of the complamt. 1 the complantnt so
wishes s her name will be kept conndenal
durmg the mtormal stiges tAIeHorts swoill be
made by the Counselor t ensure anonyimay off
the complananc) The Counselor will tlk with
the complainant to deternime the nature and
hachground ot the complant and the rehet
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4. Depending on the matter, the Counselor may
research regulations, review personnel records
and statistical intornudon, mterview witnesses,
and/or speak with those officials alleged 1o be
mvolved in the action and other management
otticials it appropriate.

5. The Counselor will determine whether a
mutually acceptable ntormal resolution of the
complaint is posible. 1o, terms of the resolu-
tion will be put i writing and signed by the
complanant and the responsible otficial(s).

0. It not, the Counselor wall prepare a report for
EOP that will be made avatlable te the com-
plainant it tormal complaint i tiled.

B FiLinGg oOF A FormaL COMPLAINT

L. It no mtormal resoluton is achieved within
30 calendar days, the EEO Counselor must. on
the 30th day. give writien notice o the com-
plinant of the right to file a tormal complamt,
Counseling may be contnued tor an addional
00 davs 1t negotiations toward a resolution are in
process and both parties agree to an extension,
In order to exercise the I‘i:.{]ll to tile, the com-
planant must tile a written tormal complaint
within 15 calendar davs of recerpt ot the Raght to
File Letter.

2. The emplovee or applicant may file @ com-
plamt with the Admimnntrator or the Director of
Equal Opporaunity Programs,

3. The EOP Director aceepts or rejects the
complaint.

4. It the complaintis aceepted, the FOP
Director assigns an investigator.

5. The investigation is conducted. The com-
plainant s given a copy ot the mvestigative tile,

0. Within 30 days after receipt of the investiga-
tive file, the complaimant may request 1 hearmy
ora final decision by the Agency.

7. The Agency must produce a tinal decision
within 60 dave of such request by compliinant.
8. It the complainant asks for a hearing, an

Ageney request is made to the Equal
Employment Opportunity Commission (EEOQC)

to asstgn an Adiministrative Judge.

9. The Admmistrative Judge reviews the tile,
requests additional mtormation as needed, and
schedules and conducts ahearing.

10, The hearing is recorded and tramseribed ver-
batm. The Adnnistrative Judge makes findings
and conclusions wvailable to all parties within 180
davs of the request for the hearing,

P Wiathin 60 davs, the EOP Director nakes an
Ageney deciston based on the tile and-or the
recommendations of the Administrative Judge.
The EOP Director must state reasons for rejec-
tion or moditication of the recommended

deciston,

12, The complainant has the right to appeal the
Finab Agency Decsion to EEOCN Offiee of
Federal Operations within 30 calendar davs, or to
tile 4 civil action in Federal District Court within
90 calendar days or the Ageney deension.,

L3 1Ethe complunant eleets to appeal 1o
ELOCN Othee of Federal Operations, he/she
miay bl acivil action i Federal District Court
within 90 davs of EEOCT deciston on the
appeal.

I4. The complanant may tle a civil action in
the Federal District Courtat tinal action on
his/her compiaint s not tiken by the Agency
within 180 davs of tiling, or if Hinal acaon is not
taken onan appeal to the Oftice of Federal
Operatons within 180 davs of tiling,

B DiscrimINATION COMPLAINTS BASED
ON AGE

- Diserimination complaing based on age will be
aceepted and processed under these procedunres
onlyat the complamant was at least -H0 vears of’
ageat the nme the discrimmatory actoon s
alleged to have occurred.

= Corplamants who file age discrimination
complants and who want to file a civil action
based on that compluint must exhaust administra-
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tive remedies prior to tiling a civil action, 1che
complanant is dissatstied with the tinal decision
of the Ageney with regard to his. Ler complainit
ot age diserimination, or with the tinal action
taken by the EEOC onan appeal trom the
Agenevs decision, the complainant may tile a
civtl action m Federal Disuset Counrt.

= Time limits tor filing civil actons on Ageney or

ELOC decisions are not specitied mr law The
time linnes tor fling el aconons referred o i
itens 12 and 13 under the heading “Fling a
Formal Complunt™ do not pertan o age dis-
criminauon complunts,

- In hew ot filing o disermuination complamt
based onage and having it processed as outdmed
above, the complunant may serve the EEOC
with notice ot intent to tile 1ol acton wi hin
180 davs of the alieged discrimmnatory acue.n,
Atter 30 davs trom that notce, the complainant
may proceed directly o Federal court.

B CLAass AcTioN COMPLAINT OF
DiSCRIMINATION

A el s o group of USATD cmplovees, for-
mer USATD cimplovees, and or applicants tor
cimploviment on whose behaltiis alleged that
they have been or may have been adversely

attected by Ageney personnel managenment policy

or practice which the Agencev has authoriy o
rescind or moditv, and which diserinnnates
agatinst the group on the basis of therr common
race, color, rehgton, sex, national origm, age, or
phesical or mental disabilin

For more details on the procedures for procesing
class complains of dierimimation based on race,
color, religion. sex. national origing age, or dis-
ability, seo USATD Handbook 24, Chapter 5.

B CompPLAINTS NOT RELATED TO
DISCRIMINATION

It the complant is not related to diserimination,
sextl harassment. or diserinnnatory reprisal, the
complamant should address the isue o the
Othice ot Human Reesourees Development and
Nanagement [aborand Emplovee Relations
(FTRDNU LEI) on 202)-063- 1317 and or to
the unton (i the emplovee s covered under the
Negotiated Agreement) tor appropriate action.
USALD personnel are represented by two
untons - the American Foreign Serviee
Assoctation (202-647-31om and the American
Federation of Government Emplovees -- Local
PR3 (T03-873-1200).



B USAID AsiaN PACIFIC AMERICAN EMPLOYEES COMMITTEE

The Asian Pacific American Employees Committee’s objective is to assist the Agency in promoting and
establishing an effective and equitable participation of Asian Pacific Americans in the workforce. Its
membership consists of Civil Service and Foreign Service USAID employees. For more information
contact Prem Sethi, Chair, on (703) 875-1413.

HispANIC EMPLOYMENT COUNCIL — FOREIGN AFFAIRS AGENCIES

The Hispanic Employment Council (HEC) is a voluntary, non-partisan, organization of Foreign Service
and Civil Service USAID employees. Its purpose is to ensure Hispanic Americans, and other minorities
are provided equal opportunity in recruitment, training, promotions and assignments within USAID,.
For more information contact Audon Trujillo, USAID Vice President, on (703) 875-1848.

B THursDAY LUNCHEON GROUP

The Thursday Luncheon Group (TLG), a non-partisan organization comprised of Foreign Service and
Civil Service personnel, was founded in 1973. Its priority purpose is to increase the participation of
African Americans in the formulation, articulation, and implementation of U.S. foreign policy. For
more information on the TLG, contact Carolyn Coleman, USAID Vice President, on (703) 875-4274.

B WOMEN'S ACTION ORGANIZATION

The Women’s Action Organization (WAO), which was founded in 1970, is a voluntary, non-profit
organization committed to the advancement of Foreign Service and Civil Service women in USAID,
the Department of State, and the U.S. Information Agency. For more information on the WAO, con-
tact Ravi Aulakh, President, USAID chapter, on (202) 736-7457.



