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1. PURPCSE AND SCOPE. To inplenent requirenents governi ng Equal
Enpl oyment Cpportunity in the Departnent of Justice and Federal
Government for all enpl oyees as authorized by statute and
regul ati ons mandati ng equal enpl oynent opportunity, and to
establish the Bureau’s Affirmative Action and Diversity
Managenent Programs. No person shall be subject to retaliation
for opposing any practice prohibited by the above policy.

# 28 CFR Part 42, Subpart A (DQJ)
# 29 CFR Parts 1601, 1604, 1608, 1613 and 1614.

The Bureau's Affirmative Action and D versity Managenent Program
objective is to identify and recommend corrective neasures
related to, and in an effort to elimnate, barriers for achieving
equal enpl oynent opportunity for nmenber of mnority groups,

wonen, disabl ed veterans, and qualified individuals with
disabilities. The Bureau commts to the goal of achieving a

di verse workforce that works together in harnony at al

organi zational levels to effectively nmanage an i nmate popul ati on.

The Bureau enploys qualified and qualifiable personnel to carry
out its duty to confine inmates in correctional institutions and
comuni ty-based facilities that are safe, humane, secure, and

t hat provide work and other opportunities for self-inprovenent to
assi st offenders in becomng | aw abiding citizens.

The Attorney Ceneral, in accordance with 5 U.S.C. § 3307 et seq.,
has established the date imedi ately preceding one's 37th
birthday as the maxinumentry age for initial entry into a | aw
enforcenment position within the DQJ. Al positions |located in
federal correctional facilities are subject to this |aw
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Wthin these limtations, the Bureau gives full consideration to
the recruitnment, hiring, placenent, retention, training, and
advancenent, of wonen, nenbers of mnority groups, disabled
veterans, and qualified individuals with disabilities who, with
or without reasonabl e accomodation, can performthe essenti al
functions of the job in question.

The Union at the appropriate |level shall be notified of al
affirmative action plans, affirmative action policies,
affirmative action strategic plans and changes, and offered the
opportunity to bargain, to the extent these itens are negoti abl e,
prior to the inplenentation. This will be acconplished in
accordance with the | aw and the Master Agreenent.

2. SUWARY OF CHANGES. The followi ng are highlights of this
revi sed Program Statenent:

a. The Diversity Managenent Program has been incorporated into
this Program Statenment and outlines programresponsibilities at
each organi zational level. The Program Statenent al so pronotes
the Diversity Managenent Program as a core part of sound
managenent practices in effectively managing an i nmate
popul ation. The training guidelines include instructions for
Di versity Managenent Specialty Training.

b. The Program Statenent has been revised to identify
managenent's programresponsibilities and accountability, to
include the Director, Regional and Assistant Directors, Chief
Executive Oficers (CEGs), Human Resource Managers, managers, and
supervi sors.

c. The Special Enphasis Program Manager's (SEPM duti es,
responsibilities and reporting requirenents have been
streanm i ned:

(1) The statistical data section has been renoved fromthe
quarterly SEPM report fornmat.

(2) When absent from Comm ttee neetings, the SEPM may have
a representative verbally report on programactivities in |ieu of
a witten report.

(3) Include an option for informal quarterly constituency
group contact, to informthem of programactivities and address
group concerns. The decision to have informal quarterly
contacts, instead of formal neetings, should be based on | ocal
issues. (i.e., SEPMs with |l ow representation in their
constituency group nmay elect informal contact). Low
representati on should be determ ned by staff denopgraphics.
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The requirenent for nmeeting m nutes has been elim nated.

(4) The requirenent for SEPMs to instruct the Affirmative
Action portion of Institution Famliarization (IF) Traini ng/ New
Enpl oyee Orientation on a rotational basis has been elim nated.
The CEO nay appoint any qualified staff nmenber to present the
Affirmative Action | esson plan.

d. CEGs have the option of conbining the Asian/Pacific
| sl ander and Native American |ndian Prograns.

e. The previous Program Statenent requires SEPM and Recruiter
vacancies to be filled wwthin 60 days. This was changed to
reflect that vacancies should be advertised within 30 cal endar
days and filled in a tinely manner. |In the event of a vacancy,
the Conmmttee will assune the position's responsibilities
tenporarily until the position is filled.

f. The time allowed to conpl ete the Menorandum of
Under st anding (MOU) and col l ateral duty position description has
been increased to 30 cal endar days. The MU is to contain the
signatures of the CEQ, the Commttee nenber, and the Conmttee
menber's supervisor at the tinme of selection.

g. AAP Commttee neeting mnutes will no | onger be routed to
the Affirmative Action Progranms Branch, Human Resource Managenent
Division (HRVMD), Central Ofice.

h. Additional instructions for devel oping and submtting
Affirmative Action Plans have been added.

i. The requirenents for establishing Affirmative Action
Comm ttees at Federal Correctional Conplexes (FCC) have been
revised to include the foll ow ng:

(1) A request to consolidate Commttees should indicate how
the consolidation plan will be inplenented.

(2) Each institution at an FCCis required to select a SEPM
for each program area instead of one SEPM for the conplex and
advi sors at each facility.

J]. The CEO s formal statement of his or her commtnent to
Affirmative Action has been revised to include the Diversity
Managenent Program

k. Quidance and direction for new activation sites has been
added.
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. Some National SEPM s duties have been devolved to the
regional offices. Each Regional Affirmative Action Adm nistrator
wi |l assune responsibility and accountability for each program
area (e.g., Federal Wnen's Program Black Affairs Program
Hi spani ¢ Enpl oynent Program Selective Placenent Program
Asi an/ Paci fic |slander, and Native Anmerican Indian Program in
his or her region.

m A representative fromthe Human Resource Managenent
Division will provide statistical data on | ocal enploynent trends
(e.g., new hires, separation rates, projected vacanci es,

i ncentive awards, disciplinary actions, designations as acting,
etc.) to the AAP Commttee quarterly, during a Commttee neeting.

3. PROGRAM OBJECTI VES. The expected results of this program
ar e:

a. Equal enploynent, pronotion, and training opportunities
wll be afforded to all Bureau enpl oyees.

b. Affirmative Action Conmttees in all Bureau facilities and
inplement initiatives to enhance enpl oynent opportunities for
menbers of mnority groups and wonen wi |l be established,
mai nt ai ned, and used.

c. Bureau-wide D versity Managenent Prograns Bureau-w de as a
core principle for sound personnel managenent of a diverse
wor kforce to effectively nmanage the i nmate popul ation will be
est abl i shed.

4. DI RECTI VES AFFECTED
a. Directive Rescinded
PS 3713. 19 Affirmative Action Program (11/4/96)
b. Directives Referenced

PS 2000.02 Accounti ng Managenent Manual (10/15/86)

PS 3000. 02 Human Resour ce Managenent Manual (11/1/93)

PS 3451.03 Awar ds Program |Incentive Awards, Bureau of
Prisons (5/10/94)

PS 3906. 16 Enpl oyee Devel opment Manual (3/21/97)

PS 4200. 09 Facilities Operations Manual (4/3/96)

Title VII of the Cvil R ghts Act of 1964, as anmended

(42 U.S.C. §8 2000 et seq.)

The Age Discrimnation in Enpl oynent Act of 1976, as anended
(29 U.S.C. 8 621 et seq.)

The Rehabilitation Act of 1973, as anmended
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(29 U S.C. 8 791 et seq.)
Cvil Service Reform Act of 1978

Executive Order 11478, as anended

5 CFR Part 720

28 CFR Part 39

28 CFR Part 42, Subpart A

29 CFR Part 33

29 CFR Parts, 1601, 1604, 1613, and 1614

Mast er Agreenent between Federal Bureau of Prisons and
Council of Prison Locals

5. STANDARDS REFERENCED

a. Anerican Correctional Association 3rd Edition Standards for
Adult Correctional Institution: 3-4053 and 3-4053-1

b. Anerican Correctional Association 3rd Edition Standards
for Adult Local Detention Facilities: 3-ALDF- 1C- 07 and
3-ALDF-1C-07-02

c. Anerican Correctional Association 2nd Edition Standards for
Adm ni stration of Correctional Agencies: 2-CO 1C- 09,
2-CO-1C-09-1, and 2-CO-1C 12

d. Anerican Correctional Association Standards for Adult
Correctional Boot Canp Programs: 1-ABC 1C 04 and 1- ABC-1C-04-01

6. DI RECTOR S RESPONSI BI LI TI ES

a. The Director establishes policy in the areas of Affirmative
Action and Diversity Managenent ensuring that the Bureau is an
equal opportunity enpl oyer and communi cating Bureau staff’s
responsibility to contribute to a work environnent that:

# is inclusive and fair,
# enbraces the uni queness of others, and
# val ues each enpl oyee.

b. The Director delegates to each Regional D rector, Assistant
Director, and CEO responsibility for inplenenting Affirmative
Action and Diversity Managenent Prograns throughout regional
offices, training centers, institutions, federal correctional
conpl exes (FCCs), and the Central Ofice.

7. REG ONAL DI RECTOR S AND ASSI STANT DI RECTOR S RESPONSI BI LI Tl ES.
Regi onal Directors and Assistant Directors are to del egate to
their respective CEGCs and Branch Chiefs, the responsibility to
ensure that resources are provided to inplenent effective
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Affirmative Action and Diversity Managenent Programinitiatives
to enhance the recruitnment, hiring, retention, career
devel opnment, and advancenent opportunities of all staff.

Regi onal and divisional recruitnent prograns, both formal and
informal, will include outreach initiatives that enhance

enpl oynent opportunities for nenbers of mnority groups, wonen,
di sabl ed veterans, and individuals with disabilities.

a. Each Regional Director nust select a Regional Affirmative
Action Adm nistrator to oversee the AAP for the region.

b. Each Assistant Director is to ensure the incorporation of
Di versity Managenent principles in their policies, procedures,
and training initiatives as a core principle of sound personnel
managenent in the effective managenent of an inmate popul ation
(the sane as sound sanitation and security principles).

8. CEO RESPONSI BI LI TI ES

a. The CEO at each regional office, training center
institution, and the Central O fice nust ensure that sufficient
resources are allocated to adm nister the Affirmative Action and
Di versity Managenent Prograns effectively. To support the
Bureau's Affirmative Action and Diversity Managenent Program
initiatives the CEOis to:

(1) Discuss with managers and supervi sors the val ue of
provi di ng | eadership and fostering a work environnent that val ues
a diverse work force. This includes the relationship of a
di verse workforce that works together in the effective managenent
of an inmate popul ati on.

(2) Discuss with managers and supervisors the need to
establish an effective avenue to identify and address staff
concerns (e.g., be accessible to staff), including issues
specific to wonen, nenbers of mnority groups, disabled veterans,
and people with disabilities.

(3) Ensure the principles of diversity are inplenented by
i ncl udi ng wonen and nmenbers of mnority groups on advi sory boards
and commttees essential to the facility's operation (e.g.,policy
review commttees, Training Commttee, |ocal workgroups, etc.).
It is understood that if the topics discussed concern negoti abl e
conditions of enploynment, the Union is the exclusive
representative and is entitled to be present and represent the
views of the bargaining unit.

b. Each CEOis to maintain an active AAP, including an AAP
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Commttee. At the Regional Director’s discretion, and with the
approval of the Assistant Director, HRM an FCC may establish
consolidated Affirmati ve Action and Diversity Managenent Prograns
(see Section 17).

c. Each CEO nust select a local collateral duty D versity
Managenment Instructor. An FCC will have an instructor at each
facility (instructors are optional at FCC federal canps).

d. Each CEO nust appoint a collateral duty Chairperson of the
AAP Committee. These duties will be assigned to a full-tinme
enpl oyee, at a level no | ower than Executive Assistant or Canp
Adm ni strator, except as otherw se approved by the Regi onal
Director and the Assistant Director, HRM

In addition to the Chairperson, the CEO selects the foll ow ng
AAP Conmmi ttee nenbers:

Affirmative Action Recruiter

Asi an/ Paci fic |slander Program Manager;

Native Anerican |Indian Program Manager*;

Bl ack Affairs Program Manager

Federal Wonen's Program Manager

Hi spani c Enpl oynent Program Manager ;

Sel ective Placenent Program Manager; and

ot her nmenbers appointed at the CEO s discretion

HEEHRHFHRHEHRHH

* The CEO has the option of conbining the Native
Anerican Indian and Asian/ Pacific |slander Prograns.

As Article 10 of the current Master Agreenment states, the Union
has the right to serve as a nenber of the Affirmative Action
Commttee. This includes the right to have their concerns voiced
at the nmeeting, wthout change, and forwarded to the Warden or
Chi ef Executive Oficer. This could include an in-person
meeting, if requested by either party.

The Union President or his or her designee may, at his or her
di scretion, appoint a Union representative to serve as a nenber
of the AAP Cormittee. At FCC's, the Union President or his or
her designee, at his or her discretion, may appoint a Union
representative fromeach facility to the AAP Conmttee. The
duties of the Union representatives on the commttee will be in
accordance with Articles 10 and 22 of the Master Agreenent.

Sites with fewer than 100 enpl oyees (e.g., regional offices,
excl udi ng regional staff enployed at community correction
centers), may conbine SEPMresponsibilities. Staff selected or
appoi nted as SEPMs and Recruiters nust have conpl eted at | east
one year of service as Bureau enpl oyees.
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e. At each site where an AAP Commttee exists, the CEO nust
issue a formal statenment of his or her commtnent to both the
Affirmative Action and Diversity Managenent Progranms. The
statenent is to be posted where it is accessible to staff. This
statenent wl|:

(1) Confirmthe responsibility of managerial and
supervisory staff to recruit, hire, and pronote qualified
individuals in all job categories wi thout regard to race, color,
religion, sex, age, national origin, sexual orientation, or
di sability status.

(2) Confirmthe commtnment of nmanagerial and supervisory
staff to create a work environnent where:

# equi tabl e training and career devel opnent
opportunities are available for staff,

# each enpl oyee is valued, and

# each enpl oyee is expected to nake a contri bution
to the achieving the Bureau's m ssion,

# no enpl oyee is subject to retaliation as a result
of their support for the affirmative action
progr amns.

(3) Confirmthe Bureau’s conmmtnment to the vision of
achieving a diverse work force at all organi zational |evels, that
wor ks together in harnmony to effectively manage an i nmate
popul ati on.

(4) Identify the Conmttee's role in managi ng the AAP and
identify the day of the nmonth in which AAP Commttee neetings are
to be hel d.

f. Each CEOis to establish an AAP bulletin board in a
prom nent place accessible to all staff (i.e., the front
entrance, the enpl oyee | ounge, etc).

9. HUMAN RESOURCE MANAGER S RESPONSI BI LI TIES. The HRM
Departnent is to keep the CEO and the AAP Committee abreast of

| ocal enploynent trends which may have an adverse inpact on staff
recruitment, hiring, advancenent, and retention. An HRM
representative is to discuss with the Conmttee, at |east
quarterly during scheduled Commttee neetings, |ocal enploynent
statistics (e.g., new hires, separation rates, projected
vacanci es, incentive awards, pronotions, disciplinary actions,
desi gnations as acting, etc.).

10. MANAGERI AL AND SUPERVI SORY STAFF' S RESPONSIBILITIES. To
foster the success of the Affirmative Action and D versity
Management Progranms, nmanagers and supervi sors mnust:
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a. Ensure Committee nenbers assigned to their departnment are
all ocated sufficient tine to performtheir collateral duty AAP
responsibilities. Cenerally, this will constitute up to 20% of
their duty tinme. However, prior to and during operational and
Program Revi ews, and special AAP events, this tine may be
adj usted to conplete programresponsibilities.

b. Foster a work environnent that provides equitable training
and career devel opnent opportunities for all enployees, at al
grade levels, and in all occupations.

c. Create a work environnent that is inclusive, enbraces the
uni queness of others, and where each enpl oyee is val ued.

d. Ensure an avenue is available to identify and address
staff concerns (e.g., be accessible to staff) within their
departnents, including issues specific to wonen, nenbers of
mnority groups, disabled veterans and people with disabilities.

e. Informstaff of the expectation that enpl oyees under their
supervision will pronote fair and equitable treatnent of al
staff.

f. Support Conmttee sponsored activities (i.e., making
presentations, participating on planning conmttees, assisting
with the coordination of prograns and recruitnment outreach
initiatives, and regularly attending Commttee neetings).

g. Support Affirmative Action initiatives identified in the
AAP Plan for Mnorities and Wnen, Federal Equal Opportunity
Recrui t ment Program (FEORP) Pl an, Disabled Veterans Affirmative
Action Program (DVAAP) Pl an, and strategic plan initiatives
pertaining to their departnents (e.g., identify enploynent
barriers (if applicable), recomend strategies to overcone
barriers, identify recruitnment outreach initiatives, participate
in recruitnment activities, etc.).

11. AAP COW TTEE CHAI RPERSON S RESPONSI BI LI TIES. The AAP
Comm ttee Chairperson is to report regularly to the CEO on al
program activities, program acconplishnents, staff concerns, and
enpl oynment barriers and recomended strategies to overcone
barriers.

a. AAP Commttee Leadership. As head of the Commttee, the
Chai r person provi des | eadership and oversees the coll ateral -
duties of each SEPM Affirmative Action Recruiter, and ot her
menbers assigned to the Commttee. Al Commttee nenbers are to
support the facility’'s programby taking an active role in AAP
activities including attendi ng neetings and sponsoring
educati onal prograns. The Affirmative Action Chairperson nust:
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(1) Ensure that in the event of a SEPM or an Affirmative
Action Recruiter vacancy, the Commttee assunes the position's
responsibilities tenporarily. The vacant position is to be
advertised within 30 cal endar days of the occurrence, and tinely
efforts made to fill the position. A sanple Menorandum of
Understanding will be attached to the vacancy announcenent to
ensure that applicants are aware of the responsibilities that are
attendant to the collateral duties. The vacancy announcenent
will clearly indicate that the collateral duties wll be attached
to the current position description of the selected enpl oyee and
t he enpl oyee will be evaluated on the performance of the
coll ateral duties.

(2) Ensure that wthin 30 cal endar days of selecting or
appointing a SEPM or an Affirmative Action Recruiter, the CEO
i ssues a Menorandum of Understanding (MOU). The MU shoul d
contain the signatures of the CEQ the collateral duty enpl oyee,
and his or her supervisor at the tinme of selection. The MU
should be filed in the collateral duty enployee’'s Oficial
Personnel File.

(3) Ensure that within 30 cal endar days of the selection of
a SEPM or an Affirmative Action Recruiter, an addendum
description of collateral duty responsibilities is attached to
his or her position description.

(4) Ensure that in addition to comenorative nonth
activities, the Commttee conducts continui ng educati onal
prograns throughout the year. These prograns should focus on
buil ding unified teans, as well as issues specific to wonen,
menbers of mnority groups, disabled veterans, and people with
di sabilities.

(5) Ensure each SEPM and Affirmative Action Recruiter has
conpleted required training (see Section 22). Conpleted training
shoul d be docunented and submtted to the Enpl oyee Devel opnent
Manager for inclusion in the enployee's official training record.
Any witten assessnents on the collateral duty performance done
prior to the required training, will take into consideration that
training on collateral duties has not yet been conducted.

(6) Ensure local recruitnent outreach prograns inplenented
by the facility target areas to increase the availability of
mnorities and wonen in the applicant pool.

(7) The AAP Chairperson shall at |east quarterly provide a
written assessnent of the enployee’ s collateral duty performance
and annual ly provide training recommendations to the supervisor
of each SEPM and Affirmative Action Recruiter. This witten
assessnment w |l be discussed with the enpl oyee prior to providing
it to the supervisor. The Chairperson’s witten assessnent
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shoul d be considered by the Commttee nmenber's supervisor for
inclusion into the annual training needs assessnent and
per formance eval uation

b. Meetings. Schedule, convene, and conduct AAP neeti ngs.
Normal |y, these commttees will neet nonthly. Facilities with
fewer than 100 enpl oyees (e.g., regional offices, excluding
regi onal staff enployed at conmunity correction centers), may
schedul e neetings quarterly. The Chairperson nust:

(1) Ensure Conmttee neetings are structured to all ow each
SEPM Affirmative Action Recruiter, and Union representative to
report on his or her programactivities and to express concerns
of all staff. |In cases of absence froma neeting, the SEPM
and/or Affirmative Action Recruiter may either provide a witten
report on activities in his or her programarea to the
Chai rperson or have a representative provide an oral report at
t he neeting.

(2) Ensure that at |east quarterly, personnel enploynment
data (e.g., accessions, separations, etc.) and progress towards
conpleting the initiatives identified in the AAP Pl ans, FEORP
Plan, and strategic plan (e.g., acconplishnents nade to elimnate
enpl oynent barriers and enhance staff retention, effectiveness of
recruitnment outreach efforts, etc.) are discussed.

(3) Ensure Conmttee neeting m nutes docunent attendance,
progress towards conpleting local initiatives, enploynent data
(at least quarterly), reported programactivities, etc.

(4) Ensure neeting mnutes are distributed to the CEQ each
Comm ttee nenber, each departnment head, the Union, and the
Regi onal Affirmative Action Admnistrator. M nutes should be
routed via electronic mail and posted where they are accessible
to all staff for review

A copy of neeting mnutes should be maintained in the AAP
master file and available for HRM Exam ners to review during
program reviews and Regional Affirmative Action Adm nistrators
during staff assistance visits. Upon request, departnent head
attendance at neetings should be nmade avail able to supervisors
for evaluating the departnent head's involvenent in Affirmative
Action activities, during annual performance eval uati ons.

EEO Counsel ors are under the supervision of the EEO Ofi cer
O fice of General Counsel, Central Ofice. EEO Counselors nmay
attend open neetings of the AAP Conmttee and participate as a
non-voting menber; however, they are not required to attend.
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c. AAP Budget. Each Commttee nenber is to have input in the
devel opment of the |ocal AAP budget. By June 1, the Committee
must submt an estimated budget for the upcom ng fiscal year
based on the assessnent of future issues that may inpact the
program (m ssi on changes, additional positions, etc.); previous
year’ s expenditures for educational prograns, recruitnent
activities, heritage nonth cel ebrations and general supplies; and
new initiatives the Conmttee proposes.

| f necessary, the budget is to be adjusted when the final
all ocations are distributed at the beginning of the fiscal year.

The Commttee's budget is to be nmanaged in Cost Center 372
(training centers and institutions), 472 (Central Ofice), and
572 (regional offices). The cost center nmanager must maintain a
file of all AAP expenditures, including Financial Mnagenent
I nformati on System (FM S) dat a.

The Regional Ofice's |local Conmmttee budget may be conbined in
Cost Center 272, if managed by the Regional Affirmative Action
Adm ni strator. However, FM S data and ot her financi al
docunentation pertaining to the regional AAP and the | ocal
Commttee activities are to be maintained separately (i.e., |ocal
recruitnment activities, region's recruitnent program region's
AAP expenditures, local Conmttee expenditures, etc.).

d. AAP Bulletin Board. The Chairperson nust ensure required
itens are posted on the bulletin board. Posted information nust
include: the CEOs "Statenent of Commtnent,” and an individua
phot ograph of each Commttee nenber along with his or her nane,
collateral duty title, and office tel ephone nunber. This
includes all facilities as well as community corrections offices.
For contract facilities where there are a |imted nunber of
contract oversight staff, the above contact information will be
provided to staff in witing.

e. Strategic Plan Process. The AAP Commttee oversees the
devel opment of the facility's Affirmation Action Strategic Plan.
The | ocal strategic plan nust support the agency's Affirmative
Action and Recruitnent Strategic Plan objectives as well as,
initiatives identified in the |ocal AAP and FEORP Pl ans.

In addition to supporting the Bureau' s objectives, the |ocal
strategic plan should include action plans and steps which:

# address retention and/or enploynent barriers identified
in the AAP Plans (if applicable);

# list internal and external recruitnent initiatives
identified in the FEORP Pl an; and

# identify commenorative nonth and conti nui ng

educati on/ awareness activities for the fiscal year.
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Progress reports are to be provided to the local Strategic Plan
Coordi nator for incorporation into the regional office strategic
pl an updates. Local Recruitnment After-Action Reports should be
used to report on the local level's progress in neeting the
agency’s Recruitnent Strategic Plan objective.

13. SEPM RESPONSI BI LI TIES. SEPMs (Asi an/ Pacific Islander,
Native Anmerican Indian, Black Affairs, Federal Wnen's, Hi spanic
Enmpl oynent, and Sel ective Pl acenment Program Managers) nust be
actively involved in AAP initiatives, including attending

nmeeti ngs. Enployees who hold SEPM col | ateral duties are required
to attend only those neetings that occur during their duty tine
and are not required to attend neetings on their own tinme. 1In
cases of absence froma neeting, the SEPM and/or Affirmative
Action Recruiter may either provide a witten report on
activities in his or her programarea to the Chairperson or have
a representative provide and oral report at the neeting. SEPMs
must :

a. Mintain quarterly contact with constituency group nenbers
to share programinformation, and identify group concerns or
issues. This quarterly contact will be on duty tine.

Consi deration should be given to the constituency group’s size
when determ ni ng whet her contact will be nade formally or
informally (i.e., SEPMs with |low representation in their
constituency group nmay elect informal contact). Low
representation should be determ ned by staff denographics.

SEPMs are not required to maintain nmeeting m nutes of fornmal
contact with constituents; however, informal docunmentation (e.g.,
flyers, e-mails, etc.) of contact should be naintained on file
for review during Program Reviews and staff assistance visits.

b. Coordinate program pl anning neetings for AAP Conm ttee
prograns/activities to solicit recommendati ons and assi stance
fromstaff, as needed.

c. Keep managenent abreast of constituency group concerns and
I ssues.

d. Wth the Commttee’s assistance, sponsor comrenorative
nmont h and continui ng educati onal prograns throughout the year.

e. Participate in devel oping the FEORP and AAP Pl ans by:

# identifying barriers to enploynent that have an adverse
i npact on their constituency group,
recommendi ng strategies to overcone barriers, and

#
# recomendi ng targeted recruitnment outreach initiatives.
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f. Support Affirmative Action recruitment activities which may
i ncl ude:

# attending job and career fairs;
# assisting with mass nuilings; and
# providing job information and nmaki ng presentations to

communi ty organi zations; etc.

g. Establish and maintain contact with | ocal community
organi zati ons and resources representing special enphasis groups
to help conplete Affirmative Action initiatives (i.e., guest
speakers, elimnate enploynent barriers, recruit a diverse
appl i cant pool, enhance staff retention, solve comunity-based
i ssues, etc.). These contacts will be established and mai ntai ned
on duty tine.

h. Submt timely SEPM Quarterly Reports (See Section 15.a.).

i. Wth the approval of the i medi ate supervisor, duty tine
will be granted for all SEPM responsibilities as outlined within
this section.

14. AFFI RVATI VE ACTI ON RECRUI TER' S RESPONSI BI LI TIES. The
primary role of the Affirmative Action Recruiter is to assist the
HRM Departnment with the |ocal recruitnment program by identifying
and i npl enenting outreach efforts designed to enhance enpl oynent
opportunities for menbers of mnority groups, people with
disabilities, disabled veterans, and wonen. The Affirmative
Action Recruiter is encouraged to nmaintain contact with the
Institution Volunteer Coordinator (1VC) and provi de gui dance on
possi bl e recruitnent sites that may enhance the diversity of the
vol unt eer applicant pool. The Recruiters nust:

a. Take an active role in all AAP activities including
assisting with AAP Commttee functions and attending Committee
nmeet i ngs.

b. Wth the assistance of AAP Committee and departnent heads
(targeted in the AAP Plans), identify recruitnment outreach
initiatives for inclusion in the | ocal FEOCRP Pl an.

c. Provide input into the devel opnent of the local Affirmative
Action Strategic Plan that supports the agency's Recruitnent
Strategic Plan objective and the | ocal FEORP Pl an.

d. Monitor inplenentation of the FEORP Pl an, Recruitnment
Strategic Plan objective, and supporting initiatives (e.qg.,
assess recruitnent efforts, recomend changes to the plans (as
needed), and develop new recruitnent initiatives, etc.).
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e. Report on all local recruitnment efforts using the Local
Recruitnment After Action Report (see Section 15.b.).

15. SEPM QUARTERLY REPCORTS AND LOCAL RECRU TMENT AFTER ACTI ON
REPORTS

a. SEPM Quarterly Reports. SEPMs nust submt quarterly
activity reports, which wll be prepared on duty tine to their
respective Regional Affirmative Action Adm nistrators by the 10th
of the nonth follow ng the end of each quarter (i.e., January 10,
April 10, July 10, and Cctober 10). Reports should include the
followng information pertaining to their respective program
ar ea:

(1) Staff issues and/or concerns, wth suggested corrective
actions (if applicable).

(2) An overview of educational prograns that enhanced the
career devel opnent and advancenent opportunities for staff, and
i ncreased staff retention (if applicable).

(3) Type of informal contacts nade in support of
Affirmative Action recruitnent efforts (i.e., followups with
applicants, individual contacts nmade at social functions,
community activities, club neetings, etc.) and other enpl oynent
activities the SEPM sponsored that focused on targeted groups,
whi ch were not reported on a Local Recruitnent After Action
Report.

(4) Community networking activities that enhanced staff
retention, race relations, relations with mnority/wonen
organi zati ons and groups, and the recruitnment program

(5) Progress made towards neeting the initiatives
identified in the AAP Plans for Mnorities and Wnen and D sabl ed
Veterans (for specific constituent group), to include the
elimnation of enploynent barriers identified in the plans.

Quarterly reports the Sel ective Placenent Program Manager
subm ts should include the type of reasonabl e accommopdati on
requests received and the nunber deni ed, approved, and/or pending
approval. Reports should include a brief overview of issues
surroundi ng deni ed and pendi ng requests.

b. Local Recruitnment After-Action Report. A Local Recruitnent
After-Action Report should be conpleted on duty tinme for al
external recruitnment efforts the facility initiated. Recruiters
will submt to their respective Regional Affirmative Action
Adm ni strators a Local Recruitnent After-Action Report on each
recruitnment activity within 10 worki ng days after the event’s
conpl eti on.
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Each report nust i ncl ude:

type of recruitnent activity;
date of the event;

| ocati on;

target group(s);

target position(s); and
fundi ng i nformation;

ERHEHHHH

It should include information concerning whether the activity
supports a strategic plan and/or Affirmative Action initiative
(AAP Plan for Mnorities and Wnen, DVAAP Pl an, and/or FEORP
Plan); and if the activity supported Hi storically Bl ack Coll eges
and Universities (HBCUs), Hispanic Serving Institutions (HSIs) or
Tribally Controlled Colleges and Universities (TCCUs).

16. DEVELOPMENT AND SUBM SSI ON OF AFFI RVATI VE ACTI ON PLANS. The
Chairperson is to oversee the devel opnent and tinely subm ssion
of all AAP Plans and Acconplishnment Reports to the CEO. CEGCs are
to sign the report cover sheet certifying their review and
concurrence. Plans that have been signed by the CEO are
forwarded to the Chief, Affirmative Action Prograns Branch, HRM
Central Ofice, for final approval. After the Institution’s CEO
receives a copy of the approved AAP, FEORP, DVAAP plans fromthe
Chief, Affirmative Action Prograns Branch, a copy will be
provided to the local union. In addition, if requested a copy
will be provided to any Council of Prison Locals Executive
Menber .

a. The Chairperson nust ensure that all plans support
established Affirmative Action and Recruitnment Strategic Plan
initiatives and are conpleted in conpliance with policy and
instructions provided by the Chief, Affirmative Action Prograns
Branch, HRM Central Ofice. The Chairperson is to ensure the
pl ans are inplenmented and corrective nmeasures are taken to
address enploynent barriers identified in the plans.

b. Each Commttee nenber is to contribute to the devel opnent
of the plans by identifying barriers to enploynent that inpact on
their constituency group/staff, recommending strategies to
overconme barriers, and reconmmendi ng targeted recruitnment outreach
initiatives.

Wen departnents have been targeted in the FEOCRP and AAP Pl ans,
t he Chairperson nmust ensure that departnment nanagers have an
opportunity to provide input into the plans (e.g., identify
enpl oynent barriers (if applicable), recomend strategies to
overcone barriers, identify recruitnent outreach initiatives,
etc.).
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c. Disabled Veteran’s Affirmative Action Program (DVAAP) Pl an
and Acconplishnent Report. The annual DVAAP Pl an and the
Acconpl i shment Report for the previous year should be submtted
for approval to the Chief, Affirmative Action Prograns Branch,
HRM Central O fice, by October 10 of each fiscal year.

The DVAAP Pl an shoul d i ncl ude:

# the facility's policy with regard to the enpl oynent and
advancenment of disabl ed veterans, especially those who
are 30% or nore disabl ed;
identify officials wth programresponsibility;
i ncl ude an assessnent of the current status of disabled
veterans in the work force;
# describe nethods to recruit disabled veterans,
i ncludi ng special steps to recruit veterans who are 30%
or nore disabl ed;

#
#

# describe how the facility will inprove interna
advancenent opportunities;

# state howinitiatives will be communicated to staff;
and

# descri be how the plan wll be nonitored.

The acconplishment report should reflect the progress nmade in
conpleting initiatives (nmethods used to recruit applicants,
i nprove internal advancenent, comruni cate program objectives to
staff, and nonitor plans) identified in the previous year’s DVAAP
and AAP Pl ans, including a work force conpari son.

d. Affirmative Action Plan for Mnorities and Wnen and
Acconpl i shment Report. The AAP Plan for Mnorities and Wnen
and Acconplishnent Report for the previous year nust be submtted
for approval to the Chief, Affirmative Action Prograns Branch,
HRM Central Ofice, by Novenber 1 of each fiscal year. The AAP
Plan is to include:

(1) An analysis of the overall work force (total nunber of
staff assigned) in conparison to relevant civilian | abor force
statistical data (National Ci vilian Labor Force statistical data
shoul d be used if higher than Metropolitan/Regional G vilian
Labor Force statistical data).

(2) An analysis of staff distribution by departnent, grade,
and series, which includes a separate assessnent for each
raci al /national origin group and wonen.

(3) Identification of barriers to the enploynent,
advancenment, and retention of mnorities and wonen.

(4) Developnent of initiatives to elimnate identified
barriers.
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(5) Mnitoring procedures.

(6) Supporting statistical data (statistical data nmust be
conpi l ed as of Septenber 30).

The acconplishments report should include progress nmade in
conpleting both internal and external initiatives targeted in the
previ ous year’s FEORP and AAP Pl ans, i ncludi ng noteworthy
achi evenent s.

e. Federal Equal Opportunity Recruitnment Program (FEORP) Pl an.
The FEORP Pl an should be submtted with the AAP Plan for
Mnorities and Wonen by Novenber 1 of each fiscal year, to the
Chief, Affirmative Action Progranms Branch, HRM Central Ofice,
for approval.

Local recruitnent strategies should enhance enpl oynent
opportunities for underrepresented groups and positions
identified in the AAP Plan for Mnorities and Wonen. The FEORP
shoul d contain internal and external recruitnment strategies which

support the initiatives identified in the |Iocal AAP Plan. |If
recruitnment sources are available in the local area that could
assist the agency in filling hard-to-fill positions identified in

the agency's strategic plan, the Commttee should al so include
t hose sources in their | ocal AAP Pl ans.

f. Consolidated AAP Pl ans at Federal Correctional Conpl exes.
At FCCs where the AAP functions have been consolidated, the
Comm ttee nust devel op consol i dated FEORP, AAP Pl ans (DVAAP Pl an
and AAP Plan for Mnorities and Whnen) and acconpl i shnment reports
for the conpl ex.

(1) The AAP Plans w il include separate statistical data
and a separate work force analysis for each FCC facility. O her
conponents of the plans are to be conbined (i.e., AAP Plan for
M norities and Wonen woul d i ncl ude a conbi ned anal ysi s of
barriers, strategies to overcone barriers, and nonitoring
procedures).

(2) At FCCs where the statistical data is conbined in the
Nat i onal Finance Center data base, all required AAP Pl an
conponents are to be conbined (i.e., conbined statistical data,
work force analysis, barrier analysis, strategies to overcone
barriers, and nonitoring procedures).

(3) Each Warden at an FCC is to sign the cover sheet
certifying his or her review and concurrence.

17. AFFI RVATI VE ACTI ON PROGRAMS AT FEDERAL CORRECTI ONAL
COVMPLEXES. Each Warden at FCCs nust ensure that Affirmative
Action responsibilities contained in this Program Statenent are
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i npl emented within his or her institution. Wrdens at FCCs have
the option of consolidating their AAP Cormittees. At FCCs where
Comm ttees are not consolidated, but share services, Program
Review staff are to conduct separate programreviews at each
institution and individual ratings are to be assigned.

a. Shared Services. FCCs with separate Conmttees are
encouraged to share services. Shared services may be conducted
W t hout prior approval of the Assistant Director, HRM Centra
O fice. Shared services may include:

recruitnment activities,

educati onal prograns,

speakers, and

community outreach initiatives.

EHRHRHH

b. Consolidated Commttees. At the Regional Director’s
di scretion, and upon approval of the Assistant Director, HRM
Central Ofice, institutions within an FCC may consol idate their
AAP Conmittees. A request for consolidation should indicate how
the consolidation plan will be inplemented. FCCs where
Affirmative Action functions are consolidated may be subject to
t he oversight of the Equal Enploynment Qpportunity Conm ssion.

In addition to performng the responsibilities outlined in
Sections 11-15, the follow ng baseline requirenents also apply to
consol idated Committees.

(1) The Chairperson’s duties may be assigned to the
Adm ni strative Warden’s Executive Staff, if applicable, or
rotated annual |y throughout the conplex’s Executive Staff.

(2) A SEPMrepresenting each special enphasis group is to
be selected at each facility. SEPMs representing each program
area and Recruiters are responsible for carrying out al
responsibilities for their program area collectively.

Because this is a collective responsibility, care nust be
exercised in evaluating individual performance of coll ateral
duties in order to ensure that individual SEPMs and Recruiters
are fairly and individually evaluated. These coll aborative
duties include:

# devel opi ng conbi ned strategic objectives and action
steps for their program area;

# subm tting one SEPM quarterly activity report for each
program ar ea;

# subm tting one Local Recruitnment After Action Report
for each conbined recruitnment activity;

# identifying barriers to the enploynent, retention, and
advancenent of staff at the conplex, and devel opi ng
strategies to elimnate barriers; and,
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# devel opi ng and conducti ng commenorative nonth
activities.

(3) The Chairperson nmust report regularly to the CEGCs
within the conplex on AAP activities, barriers, and strategies
i npl emented to overcone enpl oynent and advancenent barriers (if
applicable), staff concerns, and program acconpli shnents.

(4) Affirmative Action budget allocations are to be
conbi ned into one cost center. The Chairperson is to manage the
consol i dat ed budget in Cost Center 372 for the entire conpl ex.

(5) Each Warden at the FCC nust keep the "spirit" of the
programalive in his or her institution. Wrdens nmay sponsor
conti nui ng educati on/ awar eness prograns covering topics specific
to their institution during staff recalls, departnment head
nmeetings, lunch and | earns, etc.

(6) CEGCs may conbine efforts to devel op a "Statenent of
Commitnment” to the Affirmative Action and Diversity Managenent
Prograns covering the conplex, signed by each Warden, and posted
at each institution.

(7) Each institution within the conplex is to establish and
mai ntain an Affirmati ve Action bulletin board.

(8 AAP Commttee neetings are to be held at a central site
which is accessible to all staff (e.g., staff training center) or
hosted quarterly, on a rotating basis, at each institution.

18. AFFI RVATI VE ACTI ON PROGRAMS AT NEW I NSTI TUTI ONS. The site
activation commttee should ensure that Affirmative Action and

D versity Managenment community outreach and recruitnent
initiatives are included in the activation planning process. The
regional office and local institution's activation plan should

i nclude a diverse community outreach programto increase the
diversity of the applicant pool. Conmunity outreach initiatives
shoul d i ncl ude:

# contacting local mnority and wonen’s comunity
organi zati ons and publicati ons;

# expanding the area of contact when necessary;

# inplementing outreach efforts to increase the |oca
communi ty's understandi ng of valuing a diverse community (if
appl i cabl e); and

# making contact with trade unions, colleges and universities,
and trade/vocational schools with a high mnority and/or
femal e conpl enent .
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The Warden at a newinstitution is to ensure that an AAP
Commttee is established at |east three nonths prior to
activation (the activation date is the date the offici al
dedi cation cerenony is held). Upon the Commttee's formation,
the Chairperson is to ensure that annual plans (DVAAP Pl an, AAP
Plan for Mnorities and Wonen, and FEORP Pl an) are devel oped and
submtted for approval to the Chief, Affirmative Action Prograns
Branch, HRM Central Ofice, at the beginning of the fiscal year
i medi ately followng the institution’s activation.

In the event a Union representative has not be appointed prior
to establishment of the AAC, the Warden will contact the CPL
Regi onal Vice President and ask that Union representatives be
appointed to the AAP Conmittee, until such tinme as a | ocal Union
is established. Al neetings of the AAP Commttee will be held
to ensure that the appointed Union representatives have the
opportunity to attend, with as nmuch advance notice to the Union
representatives of the neeting as possible, to allow arrangenents
to be made for the union representatives to attend.

19. REGQ ONAL AFFI RVATI VE ACTI ON ADM NI STRATOR RESPONSI BI LI TI ES.
The Regional Affirmative Action Admnistrator is to provide
techni cal assistance to the AAP Conmttees at the regional office
and institutions, and assists themto understand the objectives
of the Bureau's Affirmative Action and Diversity Managenent
Prograns. The Regional Affirmative Action Adm nistrator is to
monitor and evaluate the Affirmative Action and Recruitnent
Prograns for the regional office and the institutions within the
region. 1In support of the region’s AAP the Adm ni strator nust:

a. Monitor and analyze institution reports and Commttee
meeting mnutes to evaluate the effectiveness of AAPs within his
or her respective region.

b. Review quarterly reports submtted by SEPMs for content, to
identify program strengths and weaknesses, enploynent barriers
and acconplishnents for each program area, and regional trends.

c. Assess quarterly (using SEPM Quarterly Reports) each
speci al enphasis programarea in the region to nonitor type and
pur pose of activities, staff issues, recomendation and
suggestions, etc; and forward pertinent information to the Chief,
Affirmative Action Prograns Branch, HRM by the 30th of the nonth
followng the end of the quarter. This information should be
reported using the quarterly reporting procedures outlined for
t he SEPMs.

d. Bi-annually, unless otherw se required by the Regi onal
Director, analyze work force data, institution reports, and
Comm ttee neeting mnutes; and advise the Regional Director, in
witing, of regional AAP acconplishnents.
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The bi-annual report shoul d incl ude:
# acconplishnents that support institution, region,

and/ or agency’s strategic plan, AAP Plans and FEORP
initiatives;

# an overvi ew of regional enploynent trends (e.g.,
pronotions, accessions, and staff separations);
# identification of regional barriers to enploynent,

advancenent, and retention of staff, and actions taken
to elimnate barriers and strengthen controls;

# a brief overview of program acconplishnents for each
speci al enphasi s area,;

# identification of staff concerns and recomrendati ons
for addressi ng concerns; and

# a summary of the regional recruitnment programs

activities and initiatives.

A copy of the report is to be submtted to the Chief,
Affirmative Action Prograns Branch, HRM Central Ofice, for
revi ew.

e. Establish and maintain contact wth national organizations
representing each speci al enphasis group to keep abreast of
program changes, issues, and innovative initiatives.

f. Conduct staff assistance visits, as needed, to institutions
within the region to provide training and technical assistance.

g. Mintain at |east quarterly contact (e.g., tel econferences,
el ectronic nessages, etc.) with institution and regi onal AAP
Comm ttee nenbers to provide advice and assistance. Keep AAP
Comm ttee Chairpersons within the region infornmed of Affirmative
Action policy, programchanges, and new initiatives.

h. Prior to June 1, develop and submt fiscal year budget
requests to the Regional Director for review and approval. As
part of the budget planning process, consideration should be
given to regional AAP Plans, FEORP Pl an, and strategic plan
initiatives outlined for the current fiscal year, funding
projections for proposed initiatives for next fiscal year to
i ncl ude:

# staff assistance visits,
# trai ning needs of AAP Commttees within the region, and
# recruitment programinitiatives (i.e., printing costs,

activation site visits, etc.).

i. Manage the Regional Affirmative Action and recruitnment
budget in Cost Center 272, maintaining a separate file for
recrui tment and AAP expenditures (e.g., Financial Mnagenent
I nformati on System (FMS) data, etc.). Regional Ofice



PS 3713. 21
5/ 16/ 2001
Page 23

Affirmative Action budgets may be conbined in Cost Center 272, if
t he Regional Affirmative Action Adm ni strator manages the AAP
Comm ttee.

However, FM S data and ot her financial docunentation should be
separated (i.e., recruitnment, regional AAP, |ocal AAP Commttee
expenditures, etc.).

J]. Admnister, nonitor, and report on the regional recruitnent
program Monitor recruitnent efforts within the region to:

# elimnate duplication of efforts,

# ensure activities support the Bureau’ s and regional
Recruitnment Strategic Plan objectives,

# focus on targeted groups and positions, and

# respond to requests for assistance from other regions
when necessary to neet hiring needs.

k. Assist in organizing national training institutes/neetings
for SEPMs.

20. AFFI RVATI VE ACTI ON PROGRAMS BRANCH. Under the direction of
the Assistant Director, HRM the Affirmative Action Prograns
Branch adm ni sters and reports on the agency’s Affirmative
Action, D versity Managenent, and Recruitment Programs. As such
t he Branch nust:

a. Direct, nonitor and eval uate the agency's prograns by:

(1) Ensuring that adequate resources are available to
adm nister the Bureau’s Affirmative Action, Diversity Managenent,
and Recruitnment Prograns.

(2) Developing and inplenenting policies governing the
Affirmative Action, Diversity Managenent, and Recruitnent
Pr ogr ans.

(3) Analyzing work force data (pronotions, accessions, and
separations) sem -annually (QOctober 30 and April 30), to keep
abreast of acconplishnents and enpl oynent trends that may i npact
staff enpl oynent, advancenent, and retention.

(4) Monitoring and evaluating the Bureau' s Affirnmative
Action, D versity Managenent, and Recruitnment Prograns to keep
abreast of program strengths and weaknesses, and nake
recomendations for corrective action(s), as needed.

(5) Ensuring that Affirmative Action and Diversity
Managenent staff (institution, regional office, and Central
O fice) are properly trained to performtheir duties.
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(6) Reviewing sem -annual reports submtted by the Regi ona
Affirmative Action Adm nistrators to nonitor national
acconpl i shnents, enploynent barriers, staff concerns and issues,
recruitment initiatives/barriers, and regional/institution
acconpl i shnents whi ch exceed expectations and denonstrate
initiative and exceptional efforts.

(7) Reviewi ng and approving plans (AAP Plan for Mnorities
and Wnen, DVAAP Pl an, and FEORP Pl an) submtted by the Central
Ofice, regional offices, institutions, and training centers.

b. Provide advice and direction by:

(1) Advising managenent on the enpl oynent status of wonen,
individuals with disabilities, disabled veterans, and mnority
group nenbers.

(2) Providing advice and direction, at |east quarterly, to
Regi onal Affirmative Action Adm nistrators, AAP Conmttee
Chai rpersons and SEPMs at the Central O fice, regional offices,
institutions, and training centers.

(3) Conducting staff assistance visits at the regional
of fice, as needed, to provide assistance to Regional Affirmative
Action Adm ni strators.

(4) Coordinating national training neeting/institutes for
SEPMs, when needed.

c. Coordinate agency’s reporting functions by:

(1) Developing and submtting the agency’s FEORP and the
AAP Pl an and Acconplishnment Reports for Mnorities and Wnen,
D sabl ed Veterans, and Persons with Disabilities for inclusion
into the Departnent of Justice plans and ensure strategies
identified in the plans are inplenented.

(2) Developing the Bureau’'s strategic plan objectives for
Affirmative Action, Diversity Managenent, and Recruitnent
Prograns; inplenment strategies; and report on the agency’s
progress (acconplishnents, concerns, and program weaknesses)

t hrough quarterly strategic plan progress reports.

(3) Overseeing the devel opnent of Affirmative Action,
Di versity Managenent, and Recruitnent Program Revi ew Gui del i nes.
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21. DI VERSI TY MANAGEMENT PROGRAM Under the direction of the
Chief, Affirmative Action Prograns Branch, the D versity
Managenent Programis to be inplenented by the Diversity
Managenment Administrator. |In addition, each facility (including
regional offices, the Central Ofice, and training centers) mnust
have a |l ocal D versity Managenent |nstructor.

The two primary objectives of the D versity Managenent Program
are to:

# Miintain a diverse work force that works together in harnony
and is able to communicate with, and effectively manage an
i nmat e popul ati on.

# Through training initiatives, provide staff a greater
under st andi ng of the value of a diverse work force.

a. Diversity Managenment Admi nistrator. The Diversity
Managenment Administrator is to oversee the Bureau-w de Diversity
Managenment Program The Diversity Managenment Administrator is
to:

(1) Direct, nmonitor, and evaluate the agency's D versity
Managenent Program

(2) Coordinate diversity nmanagenent reporting functions.

(3) Provide advice and direction on diversity issues to
| ocal Diversity Managenent |nstructors.

(4) Keep the Chief, Affirmative Action Program Branch
abreast of concerns or issues affecting the program

(5) Provide training and guidance to the institutions.

(6) Assist in developing a diversity curricula for
Institution Famliarization Training, Annual Refresher Training,
and ot her specific training needs.

(7) Provide and/or conduct training for Central Ofice
staff, and at National and regional training neetings.

(8 Monitor the training needs of the |ocal instructors.

(9) Assist in the devel opnment of the Bureau' s strategic
pl an objectives for the D versity Managenent Progran and, report
on the agency’s progress (acconplishnments, concerns, and program
weaknesses) through quarterly strategic plan progress reports.

(10) Oversee the devel opnent of the Diversity Managenment
Program Revi ew Qui del i nes.
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b. Institution D versity Managenent Instructors. Loca
Di versity Managenent Instructors are Bureau trained to instruct
Di versity Managenent Training. Each facility (including the
Central Ofice, training centers, and regional offices) will have
a Diversity Managenent Instructor who is to conduct the Diversity
Managenent sessions during Annual Refresher Training, Institution
Fam |iarization Training and New Enpl oyee Orientation, and
| ocally developed training initiatives. Based upon their
trai ning and background, diversity managenent instructors may
al so teach other courses at the discretion of the CEQO

22. TRAI NI NG REQUI REMENTS

a. Chairperson and SEPMs. Wthin six nonths of assignnment as
a permanent nenber of the AAP Comm ttee, the Chairperson and each
SEPM nust conplete at | east 16 hours of training in the
performance of his or her duties, as outlined in this Program
Statenment, including recruitnment training. At the Chairperson’s
di scretion, all Commttee nenbers are to receive additional
training to enhance the performance of their duties (e.g., public
speaki ng, tinme managenent, etc.). Training received during
Nati onal SEPM Training Institutes/ Meetings satisfies initial
training requirenents (if held within six nonths of selection for
t he position).

b. Affirmative Action Recruiters. Wthin six nonths after
sel ection, each Affirmative Action Recruiter nust receive a
conbi ned total of 16 hours of on-the-job-training and forma
training in recruitnment and enpl oynent procedures (e.g. staffing
procedures, application process, handling difficult recruitnment
situations, availability of recruitnment materials, position
qualifications, etc.).

C. Institution Diversity Instructors. Each institution
D versity Managenent Instructor is to receive 16 hours of
cl assroom trai ning and appropriate readi ng assignnents prior to
bei ng used as a local instructor. Al reading assignnents are to
be conpleted on duty tine.

d. New Enployees. During Institution Famliarization Training
and New Enpl oyee Orientation, new enpl oyees nust receive an
overview of the Diversity Managenent and AAP objectives. A
trained Diversity Managenent Instructor must conduct diversity
training. As the CEO s designee, the Affirmative Action
Chai rperson, or his/her designee will present the AAP | esson
pl an.
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23. PROGRAM ACCOUNTABI LI TY. Each CEO, AAP Committee nenber, and
al | managers and supervisors are to be accountable for the
responsibilities identified in this Program Statenent.

/sl
Kat hl een Hawk Sawyer
Director



