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EXECUTIVE, OFFICE

NATIONAL EDUCATION ASSOCIATION 1201 16th St., N.W., Washington, D C 20036 (202) 833-4000
WILLA!, h. MCGUIRE, President TERRY HERNDON, Executive Director
BERNIE FREITAG, Vice President
MARY HATWOOD FUTRELL, Secridery.Treesurer

February 1, 1983

MEMORANDUM

TO: NEA Governance and Staff

FROM: Terry Herndon
Executive Directo

RE: Revision of AffirbtivhEtion Plan

4.

The National Educatip Association (NEA) is firmly committed to the
principles of non-discrimination and affirmative action to assure
equal opportunity for minorities, women, the handicapped, and other
affected classes in all categories of employment. NEA governance has

on many occasions reaffirmed its commitment to affirmative action.

This fourth edition of the Affirmative ACtion Plan is the result
of a thorough review of the previous plan, 'MA's accomplishment in
thisarea, and changes mandated by federal statutes and regulations.

The Plan is being pstributed to NEA governance, management, staff,
and representatives of the bargaining units. Single copies'may be

made aVailaNe to others on request.

It is the responsibility of the Direcior of Employee Relations to
implement, administer, monitor, ant assure compliance with the Plan.
However, it is the responsibility of all NEA management staff to insure
the consis ent and equitable application of its provisions.

We are pleased with the cooperation we have received in the area of
affirmative action, and feel confident that with continued strict
adherence to the provisions of the Plan, we will be able to build
on the momentum which has now been established.
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d
I. POLICY

It is the policy of the National Education Association (NEA) to take affirma-
tive action to achieve equal opportunity in all personnel actions and pro-
cedures, including, but not limited to recruitment, hiring, training, transfer,
promotion, compensation, and other benefits.

Special effort in recruitment and employment of qualified applicants shall be
taken to include minorities, women, handicapped, disabled veterans and veter-
ans of the Vietnam era, and to overcome any underutilization of minorities and
women. Efforts to insure access and reasonable accommodation of handi-
capped worketivpd disabled veterans shall be taken in regard to any position
for which an employee or applicant is qualified.

Each executive and management staff person is required to adhere to this
policy and affirmative action procedures initis/her assigned area of responsi-
bility. Overall administration and monitoring of this policy is assigned to the
Director of Employee Relations who shall report progress,roblems, and con-
cerns to the Executive Director.

II. STATEMENT OF OBJECTIVES

The general objective of NEA's Affirmative Action Plan (AAP) is to empthy
minorities1 in percentages at least equal to their representation in the popula-
tion and women in percentages at least equal to`their representation in the
respective laboriqrces from which NEA seeks job applicants and/or as defined
by the NEA Board of Directors.2 Specifically, NEA has placed each of its au-
thorized positions into one of six position categories based on general functions
and responsibilities.3,With respect to these categories, NEA seeks to achieve the
following objectives:

I. Employment of minorities in numbers proporiional to their representa-
tion in the national population, and employment of women in numbers as
defined by the NEA Board of Directors in the following categories:

executive
managerial
professional

1The term minorities, when used in this document, refers to Black, American
Indian/Alaska Native, Chicano-Hispano and Asian/Pacific Islander.

2The NEA Board of Directors has taken the position that a goal of at least 50
percent female staff representation be established.

'See Appendix for descriptionof NEA job categorie3 and job titles.
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Under this objective, the percentages of minorities4 and women to be em-
ployed at the NEA are as follows:

Black Ign,
--, American Indian/Alaska Native "'-"".1%`

Asian/Pacific Islander ., 2%
.Chicano-Hispanii 7%
Women 50%,..

2. Employment of minorities and women in numbers proportional to their
representation in the population and/or workforce of the Washington, D.C.
metropolitan area; or as defined by the NEA Board of Directors in the follow-
ing 'categories: ,

technical support
administrative and clerical support
trades and crafts

I Tnder this objective, the percentages of minorities arid women to be employed
at NEA are as follows:

Black 28%
American Indian/Alaska Native I%
Asian/Pacipc Islander 3%
Chicano-Hispano 3%
Women 50%

3. Disabled veterans and otDer persons with 11dicapping conditions are to
be employed whenever possible. In order to encourage and promote considera-
tion for and employment Of this affected class, the NEA will:

A. provide opportunity far all employees and applicants to identify them-
selves as disabled or handicapped; to indicate special skills, methods
and procedures which qualify them for positions for which they other-
wise might not be considered:, to identify any facility or other ac-
commodations that would agsist them in effective performance of their
work, and

B. identify and utilize the resources'pf social service and other agencies
that can assist NEA's efforts by referring applicants with handicapping
conditions; and/or assist in the identification of NEA positions that
an be successfully performed by disabled or handicapped persons.

4Figures for minorities are derived from publications of U.S. Bureau of Census.
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4. All purchasing is placed with persons and firms that demonstrate that
they are equal opportunity.employers.

III. RESPONSIBILITY ASSIGNMENT

The Executive Director of the NEA has assigned the responsibility for imple-
mentation Cif the AAP to all members of the management staff. The Director of
Employee Relations has specific responsibility for administering, monitoring,
and assuring management compliance with this program. The Director's re-
sponsibilities include, but are not limited to:

1) Development of programs and dissemination of information relating to
equal employment and affirmative action policies;

2) Identification and resolution of alleged discrimination; *No.

3), Recommendations to managers regarding area(s) in which vmphasis is
needed when filling vacancies;.,

4) Monitoring selection practices of managers; and 14%
5) Development and implementation of a reporting system to measure the

effectiveness of the AAP, and to indicate areas requiring action.

In monitoring the selection practices of managers, the Director of Employee
Relations reviews:

0
1) Applicant data for purpose of (omparing the percentages of minorities

and females among the applicants actually hired;
2) All interview procedures to determine whether biases in the interviewers

or interview techniques are adversely affecting minority, female, veteran,
or handicapped applicants; and

:1) _All recomm?"kions for appointments, reclassifications, promotions,
transfers, dismissals, 'layoffs, recalls, and performance evaluations to insure
that no discriminatory actions occur.

NEA managers are expected to make every reasonable effort to fulfill goals
and timetables set for tlifiisareas. Any problems which arise between the Direc-
tor of Employee Relations and managers with respect ko the operation of this
plan will be referred to the Executive Director or his designee for resolution
before any action is taken.

Because current collective bargaining contracts between NEA and organiza-
tions representing NEA employees contain provisions which deal with the
Posting of vacancies and other aspects of employment, the Director of Employee
Relations will appropriately,involve the employee organizations in developing
acceptable methods for insuring promotional opportunities for women, minor-
ities, veterans, and handicapped individuals. In implementing the AAP, NEA
will continue to fulfill its obligations under the collective bargaining contracts
to which it is subject.

7
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1 IV. UTILIZATION ANALYSIS

Tables I thru IV pre:sent the current utilization percentage of mini!rities and
women compared to objectives within each of the six job categories. Under-
utilizations, if any, are also shown.

V. ANNUAL GOALS 1

On the basis of NEA's achievement toward meeting overall objectives as de-
scribed in Section II of this document, the Director of Employee Relations shall
establish annual goals for each job category where underutilization of minori-

. ties and/or women exists. The proceis for establishing these is:

I. Anticipated employment/placement opportunities shall be determinerl In
consultation with managers,,employment opportunities eesulting from
anticipated terminations, promotions, turnover history, and/or new posi-
tions shall be determined for each area.

2. Where underutilization of affected classes occurs in any job category,
numeiical goals shall be established based on projected placement oppor-
tunities, objectives, workforce availability, and population data.

Current annual goals are described in Table V.

HOW TO READ THE UTIUZATION ANALYSM TABLES:

Note the numbers in the top left hand box of Table 1. The first
number (12.0) is the percentage objective for Liack Executives at
the NEA. The second number (10.7) Indicates .,the percentage of
Executives who are Black. The third row is (=.) inacating that the
NEA has met or exceeded its objectives for this category. The
fourth and fifth numbers indicate actual number of Black males
and females in this category..

For purposes of Affirmative Action, the NEA is organized into
three major administrative areal: Program, Affiliate Services, and
Administration. The employment objectives of the respective areas
are shown in Tables HAI, and IV.

8
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TAILS III

COMPARISON OF outraizAsfottaLossuormis.c EMPLOYMENT OBJECTIVES WITH CURRENT
AFFILIATE SERVICES EMPLOYMENT UTILIZATION IV RACE AND SEX WITHIN J0111 CATEGORY

1/24/53

Executive

a4...11.mern

Professional

Tschnical
Support

Administrative
Clara'
Support

Trades and
Crafts

Total

MINORITY GROUP SE%

Total
NumblySlack

Mien/Pacific
Islander

Mee. Indian/
AINfra NMI.

Maw
Hnfamo Wsman

% OW. 12.0 2.0 1.0 7.0 50.0
% Utl. .0 .0 .0 .0 .0
% DM. -12.0 -2.0 -1.0 -7.0 -50.0

0 Male 0 0 0 0 1."
Formic 0 0 0 0 a a-T

4 ON. 12.0 2.0 1.0 7.0 50.0
% Utl. 22.5 3.2 .0 .0 22.5 AI
% ChM. -- - - -1.0 -7.0 -27.4

Ma 4 4 1 0 0 24

4 Female 3 0 0 0 7 77
12.0 2.0 1.0 7.0 50.0
13.5 1.5 1.5 4.5 22.7

% Dal. - -- -2.5 -27.3

Male 5 1 0 3 51

Female 4 0 1 0 15 15
-Er

si OW.
-.

% U11.
% Ditt

Maio
Ramie-

% Obi. 24.0 3.0 1.0 3.0 50.0
% Utl. 41.2 5.9 .0 2.9 97.1

% Ditf. -- -- -1.0 - .1 --
Maio 0 1 a o

Forma 14 1 0 1 33
'TT

% ON.

--__.-
% UV.
% DM/.

Male
Format

411 30 4 1 4 55 132

% 22.7. 3.0. .8. 3.0. 41.7.

Parcant N taw Organism maul Degalament arnproyamm
,IngicaNs NSA ham mat as ....NA AAJegNOWN
Thera Nosily on. posilnin ilk. mcutivi Worry in &genial waral Orrlirrianent. ham. in n
broctive Nrnm monlmag of minockNt end ...on WnldI. ,0,1,,,id

TABLE tV

COMpAIISON OF MAJNIMA:H.Q21 EMPLOYMENT OBJECTIVES WITH CURRENT ADMINISTRATION
EMPLOYMENT UTILIZATION IN RACE AND SE% WITHIN JOB CATEGORY

1/24/113

Manapment

,_Profirtsional

Technical
Support

Administrana

Support

Trades and
Crafts

Taal

1

,

MINORITY GROUP UX
.

Tod
%mawWank

Asian/Peal%
Islander

Amer. Indian/
MINIM Ng*,

Chicano.
Hagan. Winton

% OW.
% UN.
%Deft.

Mob
Female

12.0
20.0

- -

2
0

2.0
.0

-2.0
0

0

.. 1.0
.0

-1.0
0
0

7.0
.0

-7.0
0
a

.

50.0

-14101.1'

9

Ili-

x ow.
% UN.
% DIff.

Male
Female

12.0
21.5
--

3
5

2.0
2.7
--

. 0
1

1.0
.0

-1.0
0

o

7.0
.0

-7.0
0
a

50.0
51.5

21
li
21-sr

% OW.
% UN.
% DIM

Male
15 Female

12.0
7.4

.,-4.5
' 2

0

2.0
7.4
--
1

1

1.0
.0

-1.0
0

"CI

7.4
14.5
--

3

1

SO.?
37.0

-13.0

10
17
10

--sr
96 ow.
% Utl.
5 Ditt.

Mate
Female

25.0
53.3
- -

7
1

3.0
13.3--
2
0

1.0
.0

.3. 0
0
0

3.0
.0

-3.0
a
0

50.0
13.3

-35.7

2

...

13
2

11-

fi OW.
% UO.
% DIN.

Mal*
Female

21.0
57.3
."
Ht
41

3.0
3.9
--
a

4

1.0
1.9..
0
2

3.0
3.9..
0
4

50.0
75.5
--

111

.

az

II
TO3-

...,
% OW.
% trtl.
% DIff.

Mete
'I Finale

25.6
77.3
--

17
0

3.0
.0

-3.0
0
o

1.0
.0.

.1.0
0

0

3.0
.0

-7.0

a

0

50.0
.0

_ 50.0

o

,
22

-4-
It

- %

96 '

44.9.

9

4.2.

2

.9.

5

3.7.

115

53.7*

214

Parcant of natal Aar nistration ontammas
Indian's NEA has mot stomata! AAP objectivin



Executive

Management

Professional

Toc h n i:ta I

Adm./Clerical
Support

Trades and
Oats'

TOTAL

TABLE V

SUMMARY OF NEA EMPLOYMENT UTILIZATION, ANTICIPATED VACANCIES AND
EMPLOYMENT GOALS BY SEX AND MINORITY GROUP

FOR EACH JOB CATEGORY

1/24/82

ALL EMPLOYEES

EMPLOYEES
MINORITY MALE

EMPLOYEES
MINORITY FEMALE

Job
Open-
Inge

GOALS

Black

Milli/
Pacific
Islander

Amer.
Indian/
Alaska
Native

Chicano-
Hispsno Black

Asian
Pacific
Islander

Amer.
Indian/
Alaska
Native

Chicano-
Hispsno Black

,

Asian/
Pacific
Islander

Amer.
Indian/
Alaska
Native

Chicano-
Hispano FemaleTotal Male Female

18 15
,
3 2

*
- - - 1 - - - 2 - - - 1

97 57 40 10 1 - 1 11 1 - - 9 - 1 1 2 2

176 104 72 12 3 1 8 14 4 1 2 12 - - 1 1 4

19 15 4 8 2 - 2 - - - 5

l
- - 1 1 2

216

r-

25 191 19 2 - - 91 7 3 10 9 - 1 1 2 -

22 22 - 17

I-
- _ - - - 1 - - - -

548 238 310 68 8
,

1 9 121 12 4 12 38 - 2 4 6 10

Includss projected vacancies based on attrition (retirements, promotions and turnover history),
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VI. IMPLEMENTATION PRACTICES
AND PROCEDURES

1. Recruitment

The Office of Employee Relations is responsible for recruiting qualified
minority, female, veteran, and handicapped applicants to fill vacant positions.
Specifically, Employee Relations will establish and maintain relationships with
organirations which can-assist NEA in recruiting these and other affected classes,
and shall blaintain a current list of such organizations and referral sources to
which vacancy inotices will be sent.

Current NEA employees will be encouraged to inform friends, professional
colleagues, and other acquaintances of vacancies and of NEA's interest in
employing members of all affected classes. In advertising positions, Employee
Relations will utilize media sources with large minority audiences. All adver-
tisements will indicate that the NEA is an equal opportunity employer.

Job orders placed with employment agencies and other organizations will
indicate that NEA is making an affirmative effort to employ minorities, women,
handicapped, and ether a' ffected classes. Copies of the AAP are available to
employees and applkants.

'47
2. Selection Procedures A4

In order to insure that position qualifications are job related, they will be
reviewed by Employe( Relations with the appropriate manager prior to re-
cruitment.

Tests purporting to measure intelligence or personality characteristics will
not be used in the agssessment of applicants. Tests designed to measure knowl-
edge and/or technical skills, such as typing and shorthaqt speeds, will be used
when such factors are appropriate to the position. EnVoyee Relations will
maintain an equitable retesting policy for applicants who do not initially meet

the skills requirements.

3. Promotion Opportunities

Announcement of vacant positions shall be posted and/or communicated to

all staff.
Career counseling and performamr evaluation programs are essential ele-

mems in enlarging-promotional opportunities. NEA will maintain such pro,
. grams in order to identify and develop the special capabilities and interests of

its employees in the affected classes. '--

Individual D1EA-sponsored training programs are available to all empl yees
whose personal interests and performance words commend developmen in
areas related to NEA employMent needs.

4. Community Action

In addition to internal programs, NEA will support and assist the larger
community through participation in programs designed to improve opportuni-
ties for minorities, women, handicapped and other affected classes.

12
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5. Advertising in NEA Publications

Outside advertisements to be placed in any of NEA's publications will not be
accepted if the contents may be construed as discriminatory toward any affected
classes.

6. Purchasing,

All suppliers of gOods'and services are required to certify prior to selection
that the "business or organization or any part thereof does not discriminate in
regard-to hiring, firing, or other conditions of employment on the basis of race,
wlor, religion, sex, of national origin."

In additions, the NEA participates in Project Equalitya nationwide inter-
faith program for equal employment opportunityenabling religious and other
nonTrofit organizations and insatutions to support equal opportunity em-
ployers with their purchasing. The Project Equality Buyer's Guide and Equal
Employment Opportunity (EF.0) validation service are used to select and/or
encourage hotels and other suppliers to take appropriate affirmative action to
achieve equal employment.

VII. REPORTING AND EVALUATION

A repor,ting system to measure progress and assist affirmative action plan-
ning and evaluation includes:

I. A record of applicant flow for each employment opening to evaluate
1;thether adequate numbers of applicants of affected classes are being
received. Review and development of additional reciuitmemsources shall
be made when applicant flow is not adequate. Statistical data summariz-
ing applicant flow will be compiled at least quarterly or as needed.

_

2. Records of new hires, transfers, promotiOrix.-and terminations by race, sex,
handicapped and veteran status will be maintained:- This data will be
evaluated with applicant flow and utilization pattern to detinif ade-
quate results are being'achi6ed or if additional efforts are needed to r
goals and objectives.

3. A utilization analysis by NEA job category for Total NEA (Table I),
Piogram (Table II), Affiliate Services (Table III), and Administration
(Table IV) will be provided periodically (normally quarterly) to each
manager, for review of current status and progress toward goals.

4. Performance evaluation of managers will include evaluation of EEO
results in the manager's area of resr,onsibility.

5. An annual report including Tables I-V and other appropriate data shall
be provided to the NEA Board of Directors, bargaining unit leadership,
and staff. The report shall include a narrative summary comparing estab-
lished goals with progress made, and areas requiring attention.

13
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DISTRIBUTION OF JOB TITLES
WITHIN NEA JOB CATEGORIES

JOB CATEGORY 1

EXECUTIVEThe Executive category includes top Iey1 positions with
broad responsibility for setting policies, establishin auns, allocating re

vources, and directing the operation of major segments of the-Association's
overall program. Positions in this category are those of Director and
above, including the position of Executive Assistant.

Executive Director - E Executive Assistant - E
Deputy Executive Director - E Deputy General Counsel - E
Assistant Executive Director - AsSistant E
Director - E

c
JOB CATEGORY 2

MANAGERIALThe managerial category cludes positions with respon-
sibility for directing a segment of the Association's program, including
responsibility for managing the personnel and financial resources assigned
to the segment. Positions in this category include those of Regional Di-
rector, Associate Directof, and Assistant Director.

Regional Director - E
Assistant Regional Director - E
Associate Director - E
State Executive Director - E

Associate General Counsel - E
Assistant Director - E
Manager - E
Assistant Manager - E

JOB CATEGORY 3

PROFESSIONALThe professional category includes positions in occu-
pations that are generally recognized as "professional" and that réOire
specialized knowledge and abilities normally acquired through formalized
educational curriculum and/or highly specialized institutional experience
external to NEA. Professional licensure, certification or educational cre-
dentials are usually essential prerequisites for these occupations. Examples
of positions in this category include: Accountant, Editorial Specialist,
Research Specialist, and Writer.

Accountant - E Communications Specialist B - E
Archivist - E Communications Specialist C - E

*Attorney - E Computer Network Analyst - E
Communications Coordinator - E Data Base Specialist - E
Communications Specialist A - E

*Confidential

15

E - Exempt N - Non-exempt
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JOB CATEGORY 3Continued
*Economic & School Finance Spec - E
Economic Benefits Specialist A - E
Economic Benefits Specialist - E
Economic Benefits Specialist C - E
Editorial Specialist A - E
Editorial Specialist B - N
Government Relations Analyst - E

*Government Relations Spec - E
Human & Civil Rights Spec - E
Information Specialist A - E
Information Specialist B - E
Intergovernmental Relations Spec - E
Inquiry Specialist - E
Legal Seyvices Specialist - E
Leg ftXive Specialist - E

Membership Publication Spec - E
Organization Specialist - E
Organizational Specialist - E

**Personnel Specialist - E
Political Action Specialist - E
Political Education Specialist - E
Production Specialist - E

Program Development Spec A - E
Program Development Spec B - E

Programmer Analyst - E
"'Publications Marketing Spec -

Research Specialist A - E
- Research Specialist B - E

Research Specialist C -E
Retirement Specialist - E
Senior Systems Analyst - E
Statistical Specialist - E
Systems Analyst - E
Writer A - E
Writer B - E
Writer C,- E

7

JOB CATEGORY 4

TECHNICAL SUPPORTThe technical support category ineludes posi-
tions in adminiStration and technical occupations that generally require
specialized knowledge and ability acquired either through on-the-joto
training and experience or in some instances through-formal education.
Generally, licenSure, certificatict, or education credentials are not pre-
requisites although an associate or baccalaureate degree in any of a,
variety of subject' matter fields may be deemed highly desirable. Examples
of positions in this category include those of Photographer.

Audio-Visual Technician A - N
Audio.Visual Technician B - N
Audio-Visual Technician C - N
Applications Programmer - E
Computer Operator A - N -
Computer Operator B - N
Computer Operator C-N
Licensed Practical Nurse - N

Photographer A - E
Production Control Specialist N
Prc2u_ mer A - E
Programmer B - E
Senior Systems Programmer - E
Systems Programmer - E
User Support Technician - N
Telephone Services Technician N

JOB CATEGORY 5

ADMINISTRATIVE AND CLERICAL SUPPORTThe administrative
, and clerical support category includes occupations of a clerical or secre-

tarial nature requiring specific knowledge and abilities generally learned

Special Confidential
*Accepted Abbreviation

16

E - Exempt N - Non-exempt
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JOB CATEGORY 5Continued

on the job and sometimes in specialized training courses. Examples of
positions in this category include: Accountink Assistant, Office Assistant,
Secretary, and Statistical Msistant.

Accounting Assistant A - N
Accounting Assistant B - N
Accounting Assistant C - N
Auxiliary Equipment Operator - N
Building Attendant - N
Communications Technician - N
Computer Tape Librarian - N
Convention Assistant - N

Convention & Conference Asst - N
Data Control Clerk - N
Data Entry Operator A - N
Data Entry Operator B - N
Data Entry Operator C - N

Drtplicating Equip Operator - N
Financial Assistant - N

*Governance Recorder - N
Housekeeper - N
Information Assistant - N
Information Services Assistant - N
Insurance Assistant - N
Library Technician - N
Mail Clerk A - N
Mail Clerk B - N
Maihoom Assistant - N
Membership Assistant A - N
Membership ASsistant B -
Membership Assistant C - N
Membership Convention Assistant - N
Membership Information Assistant - N

Membership Production Assistant - N
Membership Technician - N
Office Assistant A - N
Office Assistant B - N
Office Assistant C - N
Office Supply Assistant A - N
Office Supply Assistant B - N

*Personnel Assistant A - N
*Personnel Assistant B - N
Personnel Assistant C - N
Photo Composition Operator - N
Printing Assistant - N
Production Assistant A - Kor"""..
Production Assistant B - N
Production Assistant,C - N
Promotion Assistant - N
Publications Assistant - N
Purchasing Assistant - N
Receptionist - N
Research Assistant A - N
Research Assistant B - N
Secretary A - N
Secretary B - N
Secretary C - N '
Staff Assistant - E
Statistical Assistant A - N
Statistical Assistant B - N
Word Processing Operator A - N
Word Processing Operator B - N

JOB CATEGORY 6

TRADES AND CRAFTSThe trades and crafts category includes occu-
pations of a trade, craft, laboring, or manual-work nature requiring skills
and abilities generally acquired through on-the-job or apprenticeship
training as appropriate. Examples include: Licensed Engineer, Mechanic,
Printing Equipment Operat4.

Apprentice Engineer. - N
Assistant Chief Engineer - N
Chief Engineer - N
Chief Mechanic - N
Engineer's Hckper - N

Ceneral Maintercance Worker - N
Licensed Engineer. - N
Mechanic - N
Printing Equipment Operator. - N

*Confidential E - Exempt N Non-exempt
Accepted Abbreviation
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