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I. INTRODUCTION

The Department of Public Education is an equal opportunity employer. It
is the policy of this department to ensure equal and fair treatment for all
perscens, regardless of race, color, religion, sex, age, handicap, political

affiliation or national origin, in all employment practices.

Equal Employment Opportuaity is the Law

It is mandated by Federal and State Legislation, Presidential Executive
Orders and definitive court decisions.

Societal barriers hav; tended to discourage or preclude women and minority
group members from participating fully in the opportunities presented by
American life. Many discriminatory employment practices of the past remain so
deeply embedded in basic instituvtions of society that these practices continue
to have an extremely unequal effect on certain groups in our population, even
when the employer has no conscious intent to discriminate.

The Department of Public Education has made considerable progress in
removing barriers that tended to preclude women and minority group members from
competing for jobs on an equal basis. However, there remains a need for

positive, affirmative action to identify and remove those discriminatory

Definition of Terms

Equal Employment Opportunity is an employer's posture that all persomnel

\
\
|
|
|
practices which may still exist in this department's employment procedures. .
activities will be conducted in a manner as to assure equal opportunity for
all. Such activities will be based solely on individual merit and fitness of
applicants and employees related to the specific jobs and without regard to
race, color, religion, sex, age, national origin, physical disability,

political affiliation, or other nonmerit factors.

6
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Affirmative Action requires that an agency do more than ensure employment

neutrality with regard to race, color, religion, sex, and national origin. As
the phrase implies, affirmative action requires the employer to make additional
efforts to recruit, employ, and promote qualified members of groups formerly
excluded, even if that exclusioﬁ cannot be traced to particular discriminatory
actions on the part of the employer. The premise of the affirmative action
concept of the Executive Order is that unless positive action is'undertaken to
overcome the effects of systemic institutional forms of exclusion and discrimi-
nation, a benign neutrality in employment practices will tend to perpetuate the

status quo ante indefinitely.

Annual Goal is an annual analysis target, expressed as both a number and a
percentage, for placing minorities, women, and handicapped persons in a job
group for which underutilization exists.

Applicant for Employment is a person who files a formal application (Form

PD-107) or by some other means (resume, letter, request, etc.) indicates a
specific desire to be considered for employment in an advertised vacant
position.

Applicant Flow Data is a statistical compilation of employment applicants

showing the specific numbers of each racial, ethnic, and sex group who applied
for each job title (or group of job titles requiring similar qualificationms)
during a specified time period.

Discrimination is illegal treatment of a person or group based on race,

color, national origin, religion, sex, handicap, or veteran status. The term
also includes failure to limit the effects of past discrimination,

Sexual Harassment is a form of sex discrimination prohibited by N.C.

~

General Statute 126.16 and EEOC Guidelines on Discrimination Because of Sex.

Handicapped Individual is any person who (1) has a physical or mental

impairuent which substantially limits one or more of his or her major life

v 7
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activities; (2) has a record of such impairment, or (3) is regarded as having

such an impairment. A handicap is "substantially limiting" if it is likely to
cause difficulty in securing, retaining, or advancing in employment.

Life Activities are activities including but not limited to communication,

ambulation, self care, socialization, evaluation, vocational training,
employment, transportation, or adaptation to housing.

Mandatory Job Listing is the provision under Section 402 of the Vietnam

Era Veterans Readjustment Assistance Act which requires covered employers to
list suitable job openings with the local office of the State Employment

Service and OFCCP guidelines.

Systemic Discrimination is employment policies or practices which, though
often neutral on their face, serve to differentiate or to perpetuate a
differentiation in terms of conditions of employment of applicants or employees
because of their race, color, religion, sex, national origin, handicap or
veteran's status. Systemic discrimination normally relates to é recurring
practice rather than to an isolated act of discriuination, and may include
failure to remedy the continuing effects of past discrimination. Intent to
discriminaté may or may not be involved.

Underutilization is employment of members of a race, ethnic, handicapped

class, or sex group in a job or job group at a rate below their availability.
Minority is any person identified as Black, Hispanic, Asian, Pacific-

Islanders, American-Indian, or Alaskan national.
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EQUAL EMPLOYMENT OPPORTUNITY/AFFIRMATIVE ACTION POLICY

The State Department of Public Education is committed to the provisions
of the Civil Rights Act of 1964, the Age Discrimination Act of 1967, “ae Equal
Pay Act of 1963, the Civil Rights Act of 1968, the Civil Rights Acts of 1866
and 1871, directives from the State Personnel Commission, and other applicable
State and Federal laws. It is the policy of the Department that equal
employment opportunity will be extended to all applicants and employees
without regard to race, color, religion, sex, age, handicap, political
affiliation or national origin, and that positive efforts will be made by all
supervising personnel to prevent discriminatory pra;tices including sexual
harassment. Further, it is the policy of the Department that positive afforts
will be made by management to prevent adverse effect on protected classes when
it becomes necessary to implement the reduction-in-force procedures.

In accordance with directives from the State Loard of Education, the State
Superintendent of Public Instruction and the Controller, appropriate action
will be taken to ensure that all personnel transactions are handled in a fair
and impartial basis. For information concerning these provisions, contact the
Personnel Director:

Education Building, Room 113

116 West Edenton Street

Raleigh, North Carolina 27603-1712
Phone: (919) 733-4300

APPROVED: APPROVED:

mes 0., Barber, Controller A, Craig Phillipg '-tate Superintendent
BN.ic Instruction

October 1, 1987
Date Approved
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SEXUAL HARASSMENT

I. Po’icy

It shall be the policy of the Department of Public Education that no
employee shall engage in conduct that falls under the_definition of sexual
haraésment indicated below. No personnel decisions shall be made on the basis
of granting or denial of sexual favors. All employees in the Department of
Public Education are quaranteed the right to work in an environment free from
sexual harassment. Sexual harassment shall hereforth be deemed as a form of
sexual discrimination which is prohibited by North Carolina General Statut-+s
126-16.

For the purposes of this policy sexual harassment is definea as
deliberate, unsolicjited and unwelcomed verbal and/or physical conduct of a
sexual nature or with sexual implications by a sunervi;or or co-worker which:
(1; has or may have direct employment consequences resulting from the
acceptance or rejeccion of such conduct; or (2) creates an intimidating,
hostile or offensive worklng environment; or (3) interferes with an
individual's work performance. This definition does not include personal
compliments welcomed by the recipient or : jcial interaction or relationships

freely entered into by state employees or prospective employees.

II. Objectives
A. To establish in the Department a work environment which is frr of any
conduct which can be determined to be within the realm of the definition of
sexual harassment by:
‘1. disseminating the policy statement for the Department
2. providing information to assist employees in becoming aware of

sexual harassment through various means including in-service
workshops, training and literature.

20 12
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B. To establish a procedure to repert and to alleviate alleged conduct

which has been identified as sexual harassment by:

1. esteblishing a grievance procedure
2. develtping a disciplinary action program.

Each objective will be evaluated quarterly to determine the success rate

of implementation.

IV. RESPONSIBILITY FOR IMPLEMENTATION

The primary vesponsibility and accountability for implementing this Sexual
Harassment Plan lies with the State Superintendent and the Controller.

This responsibility has been delegated to the Persomnel Office, the EEO
Officer, supervisory personnel and finally to all employees. The Affirmative
Action Committee will assist each of the above in carrying out the necessary
requirements of the plan and also serve as the coordinator of program
activities. Listed below ére some of the responsibilities of each group:

Personnel Office

-- assisting in the development of the policy statement for the Department
—-- assisting in communicating the pclicy and plan to all employees

EEO Officer

—— serving as a resource person to all employees

—- advising where necessary all parties involved in cases alleging sexual
harassment

—-- investigating as appropriate cases of alleged sexual harassment

Supervisory Personnel

—- administering and implementing the Department policy and plan

—-- counseling employees when appropriate to eliminate sexual harassment
—-- creating a work environment which is free of sexual harassment

—— preventing and correcting any sexual harassment activities

Employees

—- following the policy of the Department o~

reporting sexual harassment activities or behavior

—— assisting in the maintenance of a work environment free of sexual
harassment 1 3
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Affirmative Action Committee

\ ~- coordinating the designing of in-service activities on sexual
harassment
-- evaluating program activities
-- monitoring the procedure and disciplinary action of all alleged cases
of sexual harassment
-- coordinating related activities
V. APPROACH/ACTION STEPS
A. Training
The in~service program will be a part of the affirmative action training
activities. It will include awareness, sensitivity to, identification and
definition of, disciplinary programs, state and federal laws, corrective steps
and other pertinent information relative to sexual harassment. This training
will be offered to all supervisory personnel on a semi~annual basis.
B, Counseling
Where appropriate, those victims of sexual harassment who need
professional counseling will be referred to thuse persons in state government

or the local community service agencies which can provide this service.

c. Grievance Procedure

In the event tha“~ a complainant does not feel comfortable discussing his/
her case with the immediate supervisor for the initial complaint, he/she can
by-pass the immediate supervisor and discuss his/her case with the chairperson
of the Affirmative Action Committee or his/her designee.

D. Discipline

All cases alleging sexual harassment will be reviewed on an individual
basis on the facts presented for the case. Any interference, coercion,
restraint or reprisal against any person alleging sexual harassment is
prohibited and will not be tolerated by the Department. All individuals will
be given a fair and impartial hearing. Disciplinary action will be handled by

the appropriate assistant superintendent/controller with approval of the

Department head. ¢

, Q 7
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E. Dissemination

The policy/plan will be communicated to all employees through the same
vehicle as the Affirmative Action Plan, and will be posted in buildings where

Public Education employees are housed.

. F. Evaluation

The evaluation of this sexual harassment policy/plan will be done as a

part of the Affirmative Action Plan evaluation.
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I.

POLICY DISSEMINATION

Internal Policy Dissemination

A.

Department Policies and Procedures Manual

A copy of the Equal Employment/Affirmative Action Pclicy is included

in the Department Policies and Procedures Manual. Action Date:

Continuing. Responsible Official: Persommnel Director.

Management Meetings

Regular meetings are held with supervisors to explain the intent of
the Department's policy and their indiviéual responsibilities for
effective implementation. Action Date: Continuing. Responsible
Official: Controller and State Superintendent.

Employee Meeting

Supervisors/Directors are provided handout materials with
instructions to brief their employees at staff meetings on the Equal
Opportunity Program. Action Date: Continuing. Responsible
Official: Supervisors/Directors.

Memorandum to All Employees

A memorandum reaffirming the Department's commitment to Equal
Employment Opportunity will be issued by the Department Head on or
about November 1 cf each year. Responsible Official: State
Superintendent and Controller.

Government Notices

Required state and federal Equal Employment Opportunity Notices are
conspicuously posted on these bulletin boards:

Department of Education, Division of Personnel, Room 113
Board Located Beside Room 1

Snack Bar Bulletin Board

First, Second, Third, Fourth, and Fifth Floor Bulletin Boards

17




Employee Orientation

The Equal Employment Opportunity Policy is discussed in new employee
orientation sessions. A copy of the Equal Employment Opportunity/
Affirmative Action Policy Statement will be included in each New .
Employee Packet. Action Date: Continuing. Responsible Official:

Personnel Director.

G. Equal Employment Opportunity/Affirmative Action Plan

A copy of the Equal Employment Opportunity/Affirmative Action Plan

will be sent to each Department Head upon approval by the State
Board of Education. Copies will be maintained in the Division of
Persomnel for use by any employee, and also in the offices of each

manager/supervisor.

i II. External Policy Dissemination

A. Recruitment Sources

All recruitment sources are notified in writing of the Department's
Equal Employment Opportunity Policy. Action Date: Annually and
Continuing. Responsible QOfficial: Personnel Director.

B. Community Agencies, Organizations

Minority, women, veteran, handicapped and rehabilitation
organizations are notified in wrifing at least annually of the
Department's non-discrimination policy. Action Date: Continuing.
Responsible Official: Personnel Director.

c. Communication Regarding Equal Employment Opportunity Written Program

An Equal Employment Opportunity brochure is provided to prospective
employees. Action Date: Continuing. Responsible Official:

Personnel Director.

18
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PROGRAM RESPONSIBILITIES

I. Agency Head

The primary responsibility and accountability for implementing this

Affirmative Action Program rests with the State Superintendent and the

Controller. Direction is provided to subordinates as necessary to carry

out all actions required to meet the Department's equal employment

opportunity commitment.

A.

B.

Participation in problem identification and goal setting.
Regular discussions with management, ;upervisors, and employees
to be certain that Departmental policies and procedures are
being followed.

Review qualifications of employees to ensure that minorities,
handicapped and women are given full opportunity for transfers
and promotions.

Take immediate action to prevent discrimination and harassment,
including sexual harassment, of all employees.

Responsibility for compliance with Departmental policy of equai
employment opportunity in all personnel actions under their
supervision.

Delegate responsibility to the personnel director, compliance

officers and the affirmative action advisory committee for the

development, implementation and monitoring of this plan.

1I. Personnel Office

A. Posting job vacancy announcements on Departmental bulletin boards.

B. Sending job vacancy announcements to recruitment sources.
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C. Responsibilities for adherence to the Department's Equal Employment
Opportunity Policy ir all relationships with employees and applicants
for employment,

D. Inform applicants for employment about the Department's Affirmative
Action Program including the sexual harassment policy.

E. Responsibility for advising all employees of issues addressed in the

Personnel Policies and Procedures Manual.

F. Making copies cf the Grievance Procedure and Affirmative Action Plan
available for Departmental employees and applicants upon request.

G. Conduct career counseling for all employees.

H. Conduct exit interviews with all terminated employees.

I. Provide a program of orientation and training in equal employment and
sexual harassment compliance for all supervisory personnel and others
who make or authorize personnel actions.

J. Provide specialized advice and counseling to supervisors and employees
in the Agency for the purpose of informally resolving complaints
relative to affirmative action,

K. Designate a person to serve on the Agency Affirmative Action Advisory
Committee.

L. Designate a person to serve as the Agency affirmative action resource
person.

IV. Other Management

All management is personally responsible for providing equal
opportunity to all employees with regard to work assignments, training,
transfers, promotions, demotions, terminations and other conditions and
privileges of employment. All management employees have been informed of

the Department's Equal Employment Opportunity/Affirmative Action Policy.
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It is the recponsibility of supervisors at all levels of management
to regularly réview the performance of their supervisory subordinates to
be sure that non-discrimination is a fact.

All management is alse responsible for, but not limited to, the
following:

A. Assistance in the identificatic: of problem areas and the

establishment of goais.

B. Periodic audit of training programs, hiring and promotion
patterns to)remove impediments to the attainment of goals.

C. Review of qualifications of all employees to ensure that
minorities, women, and handicapped employees are given full
opportunities for transfers and promotions.

D. Career counseling for all employees.

E. Take action to prevent harassment of all employees.

F. Responsibility for compliance with Departmental poligy of equal
employment opportunity in all personnel actions under their
supervision.

G. Insure that minorities, women and the handicapped have adequate

representation and participation in all training programs.

V. Affirmative Action Advisory Committee

A, Periodically review Affirmative Action Plan and Equal Employment
- Opportunity program reports.
B. Serve as a forum where questions concerning the A irmative Action
Plan are raised, policy implications and purposes are discussed, and

recommended improvements are made.

C. Advise and assist the Personnel Director on needed changes and in

improvements in the Affirmative Action Plan.

22




Vi. EEO Officer Functions

A.

Overall management of the Affirmative Action Program including
membership ;n the departmental Affirmative Action Committee.
Assisting in the development, assessing and implementation of the
writton AA Department Plan.

Plan briefing conferences for Supervisors/Directors on the
Departmental AA Plan.

Provide general information to Supervisors/Directors, women,
minorities, the handicapped, and others on AA policies and procedures.
Assist in the couﬁseling service to Department employees in all
matters relative to career development.

On-going, periodic analyzing of the Department's workforce data to
identify existing and potential EEO programs and/or needs; and
workforce utilization and underutilization.

Monitoring the flow of protective groups through the Department by
monitoring hiring, promotions, transfers and terminations.
Recommending to the Agency head areas of need to insure compliance
with all State and Federal guidelines relative to our AA program.
Interpreting the application of complex state and federal laws,
regulations and guidelines on equal employment opportunity.
Provide or arrange for training of division/supervisory personnel
and employees in the areas of EEO laws and regulations, grievance

procedure and related areas.

4.4
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DEPARTMENT OF PUBLIC INSTRUCTION

The October 7, 1987 Survey of Employment Distribution by race and sex
reflects tlie underutilization of personnel in the following Federal Equal

Employment categories:

EEQ ‘CATEGORY WOMEN MEN
" White Minorities x Minorities YA
Officials/Administrators 10 ] 8 36.0 - -
Préfessional Specialty - - - 15 40,2
Admin. Support/Clerical - - '—— 26 89.7
Management Related Occ. - 1 25.0 2 15.4

The total workforce equals 699 permanent full-time employees as of
October 7, 1987. Of this total 149 (22.0%) are minorities. This represents an
underutilization of minorities in the total workforce of the Department of 3.1%
or 21 persons.

Women are underutilized in the Officials/Administrators category by a
total of 18 (36.0%) persons, 10 wpite and 8 minority, and in Management
Related Occupations category by a total of 1 (25.0%) minority.

Women are overutilized in the Administrative Support/Clerical category by
a total of 109 (89.3%) persons because of the historical and traditional attitude
society and management have had concerning clerical work being assigned to
women. Women are also overutilized in the Professional Specialty category by a
total of 26 (16.6%) persons, and Management Related Occupations by a total of 3
(21.4%) persons.

Minority men are underutilized in three categories, Professional Specialty,
Administrative Support/Clerical and Management Related Occupétions. They are

underutilized in the Professional Specialty category by 15 (40.22) persons.

23
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Minority men are significantly underutilized in the Administrative Support/
Clerical category 26 (89.7Z%) due to the tradition which reflects that this

category is reserved for women. They are also underutilized in the Management

Related Occupations by 2 (15.4%).
The June 30, 1987 Work Force/Labor Force Analyses, PM 863, indicates
that permanent full-time handicapped employees zre underutilized in the

£following categories:

STANDARD OCCUPATIONAL CLASSES NUMBER
Officials/Administrators ‘ 2
Professional Specialty 2

‘ Administrative Support/Cl- . 7

The above listed numbers are an t¢verage of the Occupation Specific and
Labor Force Criteria.

The following percentages are used in determining under/over utilization
for the available State workforce.

WOMEN 51.5% MINORITIES 25.1%

During the past year progress has been made by the Department of Public
Instruction in the Professional Specialty EEO category. A significant increase
in the number of women in this category has been realized from 154 on
September 4, 1986 to 185 on October 7, 1987, an increase of 16.8%. 1In this
same category, minority employment has had a small decrease from 21.7% to 21.4%,
a decrease of .3% during the same time period. In the Management Related
Occupations category women, overall, nave been overutilized by 21.4%. Vet in
this same category, minority women have been underutilized by 25.0% during the
period September 4, 1986 to October 7, 1987. There has been an increase in the
total number of persons employed in the Officials and ;dministratozs category

from 88 to 97 this past year. The percentage of women in this category has
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been increased from 31.7% to 33.0%. Minority employment in this category
increased by 3 or 20%. Based on the population distribution of women according
to the 1980 census, women are overutilized in the total workforce of the
Deparément of Public Instruction by 17.9%. The percentage on October 7, 1987
has increased by 2.4% as to what it was on September 4, 1986 - 66.8%.

Minority employment decreased from 22.9% on December 31, 1979, to 20.0%
on August 2, 1984, to 18.4% on June 30, 1985, and to 17.0% on September 4, 1986
in the Officials/Administrators category. As of October 7, 1987 this category
has increased to 18.6% for minorities. Minority employment in the total Depart-
ment workforce has shown a steady increase over the.last several years. On
December 13, 1980, the percentage of minorities employed was 18.1%. As of
October 7, 1987, the percentage of minorities employed in the Department was
22.0%, an increase of 3.9%. The Department is now 3.1%Z short of its goal of
25.1% minority employment. The agency head and all personnel involved in the
employment process are committed to attaining the agency goal within the next

few years.

CONTROLLER'S OFFICE
The total workforce equal; 241 permanent full-time employees. Of this
total, 58 (24.1%) are ﬁinorities. This represents an underutilization of
minorities in the Department of 2.5 persons (10%). °
EEO CATEGORY WOMEN MEN

WHITE % MINORITIES 7 MINORITIES %

l

Officials/Administrators 3 13.6 - - -
Professional Specialty - - - - -
Management Related Occ. 3 5.9 - - -
Admin. Support/Clerical - - - - -
Precision Prod. Craft 1 20.0 - - 1
Technicians - - - - -
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The following percentages are used in determining under/over utilization

for the available State workforce.

MINORITIES 25.1%

WOMEN 51.5%
According to the October 7, 1987 Survey of Employment Distribution by

Race and Sex, women are underutilized in the Officials/Administrators category

by a total of 3. Utilization of women in Professional Specialty category,
Administrative Support/Clerical and Technicién match the workforce percentages.
Underutilizing white females in management related cccupations by 3 (5.9%)
and in Precision/Craft category by 1 (20%).

Men are overutilized by 3 persons in the Officials/Administrators

category.
Because of hiring traditions in the Mechanics and Inspectors category,
women are underutilized by 1 (20%) person. Minority men are underutilized by
1 (20%) person. Stronger recruitment efforts will be utilized in this area to
meet our departmental goals.,
The Controller's Officé has worked diligently to either maintain category
percentages or enhance them.
Management is aware of the underutilization ¢f women in the Officials/
Administrators, Management Related Occupations and Precision Production Crafts
apd is committed to reaching the agency goals in these categories.
According to the June 30, 1987 Work Force/Labor Force Analyses, PM863, ' -

permanent full-time handicapped employees are underutilized in the following

areas:

28
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STANDARD OCCUPATIONAL CLASSES NUMBER

Management Related Occupations 1
Administrative Support/Clerical 4
v " The above listed number is an average of the Occupation Specific and Labor

Force Criteria.
The Controller's Office is committed %fo achieving full parity with the
labor force in this area and will consider all qualified handicapped people in

all job categories.
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Section F

GOALS AND TIMETABLES




GOALS

Many ~have confused the term quotas with goals. A quota implies a fixed

numerical requirement, whereas, a goal represents a commitment to an effort for

a reasonable period of time to remediate the effects of past discrimination.

The goals of the Department of Public Education represent reasonable,

. significant measurable and attainable steps toward equal employment with an

affirmative action objective which states that:
The primary equal employment objective for the State Board

of Education is to achieve, within a reasonable period of

time, an employee race and sex profile for each position

category which is an appropriate reflection of precper

utilization as compared with the population statistics
of North Carolina.

Nothing in this objective requires the hiring. of unqualified minorities,
women, or whites. Determination of who is qualified must be made in
accordance with the job~related criteria. Secondly, this objective does not
require firing or displacing present employees in order to hire new employees
for affirmative action purposes. Thirdly, the primary objective does not
foreclose opportunities for those not previously excluded.

Approximate Reflection of Proper Utilization

At this t.lue, there is no precise measure as to what figures constitute
truly proper utilization. The Supreme Court said in the Teamsters vs. the
United States in 1977 that ...

absent explanation, it is ordinarily to be expected that
nondiscriminatory hiring practices will in time result in
a workforce more or less representative of tﬂe racial and

ethnic composition of the population in the community from

which employees are being hired.
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This does not require a rigid statistical balance between the Department's

workforce and North Carolina population distribution. However, where
representation of racial groups and females differs substantially from the
population in any department, agency, or division, there is a strong
presumption that discriminatory practices may be résponsible. Therefore, the
State Board of Education is obligated to seek an employee profile of males and
females of all ethnic categories in each job category that feflects the race
and sex mix of people in the population who have the skills, training, and
experience needed to do the job. Hence, an ultimate goal is established and
defined as a percentage which reflects the proper utilization of a specific
race/sex profile in each job category. Stated differently, goals should
reflect what our workforce would look like if individual and institutional
discrimination did not exist.

Reasonable Time

Reasonable time is used in the context of such length of time as may be
allowed or required, depending upon such factors as anticipated turnovér,
expansion of contraction, availability orf person with required skills,
realistic appraisal of extent of skill necessary for particular jobs, time
necessary to icquire such skill, and similar considerations. Reasonable time
is defined in this docuuent as a five-year period. This is contingent upon
the above conditions being conducive for meeting our goals.

Immediate steps will be taken to assure that race, color, age, sex,
national origin, “andicaps or other non-merit reasons are not factors in
compensation for employees or determination of opportunities for advancement.
The need for such actions usually becomes apparent through careful examination

-~

of salary levels as they ire delineated in the workforce utilization analysis.
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The following affirmative action goals with concomitant objectives are
identified to help the Department of Public Education meet its Equal
Employment Opportunity obligations.,

GOAL I: ihe workforce of the Department of Public Education will be

reflective of the ethnic categories, both male and female, of
the State of North Carolina.

Affirmative Action Need:

As vacancies for all positions wit; the Department become
available the recommending administrator will recommend
employees of various ethnic categories, both male and female,
for all vacancies. In those position categories in which
protected group members are underutilized, an inordinate search
will be made to find and employ those individuals to alleviate
underutilization.

GOAL II: All personnel transactions will conform to relevant equal
employment assurances and guarantees (Uniform Selection
Procedures Guidelines).

Affirmative Action Need:

1. Maintain personnel records in a manner consistent with
applicable employment practices and laws and regulations and
with the requirements of this plan.

2. The Division of Personnel will develop specific steps to be
taken to assure the appropriate representation of males and
females of various ethnic categories in its applicant pool to

include an active affirmative action file.

-

3. The Division of Personnel will develop search strategies

for identifying qualified males and females of various ethnic

6.3 8




tanve - -

categories for jobs in those categories in which minorities and

women qualify.

4, The Division of Personnel will maintain at least the

following Fecords in support of this Affirmative Action Plan:

(a)

(b)

(c)

(d)

(e)

(£)

Applicant flow by race, sex, national origin, and
source of applicants.

Hires by race, sex, and national origin.

Initial placement after hired, department or school
to which assigned, and position by race, sex, and
national origin.

Transfers, demotions, and promotions by race, sex,
national origin; position and school or department
from which transferred or promoted, and position and
school or department to which transferred or demoted.
Voluntary and involuntary terminations by race, sex,
national origin, type of termination and reason
theéeof.

A record of all employess receiving training by race

and sex will be maintained.

Affirmative Action Need:

1. All personnel involved in the hiring process will be

carefully selected and trained in matters relating to job

dem-nds and the capabilities of persons with certain handicaps

to ensure equal access is provided.

2. The Division of Personnel will seek assistance from

-~

recruiting sources, including state employment agencies, state

vocational rehabilitation agencies or facilities, sheltered
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workshops, college placement officers, state education
agencies, labor organizations of, or fox, handicapped

{ individuals to meet this goal.
3. The Department of Public Education invites all applicants
and employees who have handicaps to identify themselves. The

b . identification process will be handled in a discretionary

manner. This information is to be used to reasonably meet the
iederal and state reporting requirements for:

a. acc