AEEIRMATIVE
ACTION PLANNING

OBJECTIVES

+ Develop the Narrative Components
of an Affirmative Action Plan

¢ ldentify the Relevant Available Labor
Market

+» Conduct an Incumbency, to
Availability: Analysis

¢ Establish Geals

¢ Conduct anrAnalysis ol Empleyment
AGCHONS

AFFIRMATIVE ACTION

+ A management tool designed to
ensure equal employment
opportunity: (EEOC). This includes:
— Vanagement actions, policies; and

procedures designed to achieve EEG.

— Systematic efiforts to prevent, detect
and promptly eliminate discimination:
— RECHUIEMENTE & OUtrEach MEASUES:




AFFIRMATIVE ACTION;

EQUAL EMPLOYMENT OPPORTUNITY
Section 110.112, F.S. and 60L-33 F.A.C.

Requires the head of each executive agency to
develop and implement an affirmative action
plank.

Requires executive agencies, to establish annual
goals forr ensuring full  utilization' of groups
underrepresented ini its workforce as;compared to
the relevant labor market.

Requires;appointment of an EquallEmpleyment:
OpPpPOrtURILY, Ofificer:

REJUIres agencies to) provider BVS/HRIMIGfifice
withranrannualitupdateronrthes AASETONtS:

AA PLAN COMPONENTS

¢ Cover Page

¢ Table of Contents

+ Organizational Profile

+ Affirmation ofi EEO! Policy/

+» Responsibility’ for Implementation

¢ Dissemination off EECIRPolicy/

¢ ldentification) off Problemr Areas

¢ Action-@riented Progams

s IntemallAuditt andrReportingl System
¥ StausticallAnaly/ses

COVER PAGE

Name of Agency/

Title of Document “Affirmative Action Plan”
Effective Dates/Time Period of Data

Effective Dates/Time Period of Plan

Name, title, address and phone number: ofi
agency head

Namge; title; address and phene number oif EEG)
@fficer

Name; title address andiphene number it persen
whierpreparedithe plan

Signature ofi the agency: head and EEG) Offices
withrarstatementindicatinortheragency iead has
rreviewed and approved therplan:




Florida Department of Commerce
Affirmative Action Plan
4550 West Tennessee Street
£303

Plan Completed by:
EEO Officer:
Agency, Head:
ire that all

s provide.

Secretary’s Signature

TABLE OF CONTENTS

# List of the major sections in the
Affirmative Action Plan (AAR)
reflecting the starting page number
ofi each section:

ORGANIZATIONAL PROFILE

¢ Display ofi the Agency’s Organizational
Structure.
— Graphical chart;
— Text; or
— Spreadsheet
Display: must Identiiiy/ eachi organizational
unit and shiew: their relatienship; to) other:
units:

— OroanizationalfUnit:FACGEncY, Region), DIStict;
DIViSion, Bueaus etc:




ORGANIZATIONAL PROFILE

# For each Organizational Unit include:
— Name of Unit

— Job title, gender, race/ethnicity’ of the unit
SUpErvisor

— Tiotal Number of Male andl Eemale incumbents

— Notal Number off Males and Females inf each
EEG groupr (Whites Blacks HiSpanic;
Asians/Pacific Islanders, and American
Indians/Alaskan Natives)

DEPARTMENT OF FAMILY SERVICES

Director: IWF Director: 18F Director: WM
Total Employ Total Employees: 25

15WM/10BM/SAM/10 10WM/2BM/3HM/TWF/3BF

Total Emp 3
SWM/15BM/3WF/7BF

Director of Adn | [ Director of Programs | [ Director of Operations

Total Employees: 120 Total Employees: 300

Region | Region Il
Regional Director: 1HM Regional Director: IWF
25WM/20BM/10HM/45WF/20BF {5WM/35BM/20HM/A5W F/60BF/75Hf

AFFIRMATION OF EEO POLICY

+» Narrative Statement of Agency’s

Commitment to Equal Empleyment

Opportunity.

— Statement to include a description of
hoew employees filera complaint of
discrimination:

¢ Statemenit canr berin| the form ol a
policyissued; signedrand dated 5y
the agency, head:




RESPONSIBILITY FOR
IMPLEMENTATION

¢ Ultimate accountability for directing and
implementing the AAP rests with the

agency head or the agency’si executive
director.

He/she should designate the specific
Individual(s); responsible for
implementation.  Generally/ this
nesponsibility/ restsiwith thes

— Equall Employment: @pporttnity, Officer:
= Diectors andibepartmeni- Heads
— Vanagers; and SUPERNISONS

DUTIES OF EEO OFFICER

¢ Determine Annual Goals

¢ Assist in the Identification and
Development of Effective Selutions for
AA/EE@) problems

¢ Monitor Agency, Compliance

— Includes the Design and Implementation; of' a
periodiciaudit and repoerting system

¥ Provide Consultation tor Vanagens
neganding progressy deficienciesrand
apprepHate correctiver action:

DUTIES OF DIRECTORS AND
DEPARTMENT HEAD

# Assist in identifying problem areas,
formulating selutions and setting uniit
goals andl ebjectives.

» Periedically audit training programs,
hiring and premoetion patternas; to
remove unnecessary impediments.

» Ensuie that managers; SURERISerS
and ether empleyeestwithin thelr
Divisionrunderstand and complywith
theragency’s EE@IRPolicies:
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DUTIES OF MANAGERS AND
SUPERVISORS

+ Take steps to foster and maintain a
work envirenment conducive to
achieving equal empleoyment
opportunities and a werkplace firee
firem| discrimination.

¢ Afford an eppertunity, and encourage
mineKty, and\women employees; to
participate inrallfagency; spensored
aCUVILIES) training), ELc:

DISSEMINATION OF EEO POLICY
EXAMPLES

¢ INTERNAL
— Published inl Employee Handbook
— Posted on Employee Bulletin Boards
— Displayed on Agency: Intranet Site

& EXTERNAL

— PublishediinrJokr advertisements (Anr Equal
Employment @ppertuniity Employer/Affirmative
Action) Employer)

= RublishedinrRecrtiting matenails
— Displayedion Agency/s RPublic Internet Site
— Included i Contracts

IDENTIFICATION OF PROBLEM
AREAS

+ In-depth analysis of personnel policies and
practices to identify any impediments to equal
employment opportunity.

+ Typically identified by organizational unit and job
Category:

¢ Some areas to evaluate:

— Selection/Promotion/iiranster Procedures

— Recruitment Process

— Workforce Utilization

— Personnel Actions (Hire, Promotion, Termination)
Discipline, ete.)

— Applicant Elow:

— Training Programs




IDENTIFICATION OF PROBLEM AREAS
EXAMPLES

High termination rate for black females located
in Region I, EEO job category 2.

A significantly higher percentage of. minorities
are being| underutilized in EEO job category 4
compared to non-minoerities. Concerned that
agencies higher EBAT passing score require-
ment may. e eliminating minerties from the
Selection process.

Impact Ratior Analysisifor hires revealed

underutilization off women! inf EEGIjol cateooiy
2. Concermed thatinadeguate recruiting may/
e the cause off [ow femaler applicant: flow: rate:

ACTION ORIENTED PROGRAMS

# Designed to eliminate identified
problems; and to attain established
goals andl objectives.

» Must: be sufficient to ensure that
each ofi theragency’s objectives and
the overallintent oif EECrare
achieved and preduce measurable
results:

SPECIFIC ACTION-ORIENTED
PROGRAMS

+ Program is one that indicates what
the action Is, whoe will accomplish It,
hew it willl ber accomplished and
when it will be accomplished




RESULTS-ORIENTED
PROGRAMS

¢ Program is tailored in such a way,
that proper execution will result
either in an| INCrease 1N MIinority.
group or female representation inia
Job category, I Vacancies occurs; ol

o herenwillfbe clear decumentation
that the agency/ teok sufficient action
to constitute “geod falthr efort™:

ACTION ORIENTED PROGRAMS

EXAMPLES

+ The Office oft Human Resources will coordinate
with the job placement office at each of the
predominately: minority or female colleges within
the state to conduct recruitment fairs during the
Fallland Spring terms.

Effective July 1, 2007, supervisors/managers; will
beginworking with' their servicing Human
Resource Office to post all jol advertisements: in
locall minority: news: media.

Disseminate  information: onl jol oppertunities: to
Organizationsirepresenting mineHities; Women
and employment developmeni:

INTERNAL AUDIT AND:
REPORTING SYSTEM

# Purpese of Internal Audit and
Reporting System
—Measure the' effectiveness off agency’s
programs

— Determine the degree ter whichi the
agency’s gealsiand ehjectives have
heen obtained

— |dentiiy/the needior remedial action




AUDIT AND REPORTING ACTIVITIES
EXAMPLES

+ Monitoring records of all personnel activities to
include hires, transfers, promotions,
terminations, discipline, and training to ensure
your nendiscriminatory policy is being applied.

¢ Requires;internal reporting| by organizational
unitsi onl a scheduled basis as to the degree to
which) EEG; objectives are being met.

+» Review! results, with all levels, of management.

9 AdVvisertoprimanagement ol prograiml effECLVERESS
and makerrecommendatienss tormprove
unsatisfactorny/ performance.

STATISTICAL ANALYSES

¢ Analysis of Prior Year’s Goals

+ Availability Analysis

» Compare Incumbency; tor Availability,
» Establish Placement Goals

» Analysis off Empleymenit Actions

JOB GROUPS AND
EEO GROUPS

Job Groups (Categories) EEO (Race/Ethnic) Groups
01 Officials/Administrators ¢ White (non-Hispanic)

02 Professionals + Black or African American
03 Tiechnicians (non-Hispanic)

04 Protective Sernvices ¢ Hispanic

05 Paraprofessionals ¢ Asian (non-Hispanic)

06/ Administrative Support Native Hawaiian/Other
07 Skilled Craft Pacific Islander (nen-
Hispanic)

American Indian/Alaskan
Native (non-Hispanic)

2/ OF MOEKE races (nen-
Hispanic)

LIRS A R A R

08 Service Maintenance




ANALYSIS OF PRIOR YEAR’S
GOALS

¢ Evaluation of progress made toward
reaching the prior year’s goals.

# Assists| inl designing programs for: the
current AAR vearr and helps identiify,
Jebi greups for which additienal “geod
Taithy effierts” must: be directed:

AVAILABILITY ANALYSIS

¢ Purpose is to identify the relevant

labor market by determining how.

many minorities and females are

available for employmeni in each job

group:

— it should consist off peoplewithithe
reguired miimum gualifications o the
Joks that Vel n the geogiaphic area:

liremwhichrapplicanitssapply, o ane
recruited:

2000 AVAILABLE LABOR MARKET ANALYSIS
(LEON COUNTY)

[White Alone, |Black Alone, [ AIAN Alone, [ Asian Alone,| NHOP Alone.| 2+ Races, No|
category Total | Not Hispanic [Not Hispanic | Not Hispanic | Not Hispanic| Not Hispanic

ne,
364}
3y

Total EmployedPersons| Total

/ 3589 105%] 19 o

1- Officials &
[administrators

T Ty I N )
T YT YT

oY
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INCUMBENCY TO AVAILABILITY
ANALYSIS

» Compares the actual percentage ofi
minorities and females within the
workferce withi their calculated
availability.

+ Analyticall Methoeds:

— Any: Diffference Rule
—\Whele Persen Rule

—80%) Rule
— o StandardiDeviationsrAnaly/sis

ANY DIFFERENCE vs.
WHOLE PERSON RULE

+ Any Difference Rule — The number of
females or minorities in a EEO group
IS less| than the' expected number
based on availability.

» Whoele Person Rule — Availabiliity,
exceeds, employment By, ene or more
PErseNS.

O

O A & AD RATOR

ITOTAL A INDIAN/ ITOTAL

IEMPLOYEES [BLACK  |HISPANIC  |ASIAN NHOP! IALK NATIVE [2+ Races ~ MINORITY  |FEMALE
4 Employees 18 3 0 3 1 0 2 9 4
thEmployees 1000 167 00 167 56 10 101 500 22
U Availabile - 60 114 26 05 20 15 240 51
{Any Diference 10 \ES N0 N0 YES N0 N0 ES
% Underutiized 14 10 09
1 Person Equals 56 56 55
ore than 1 Person Under? VES N0 YES
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80% RULE

(a.k.a. 4/5ths Rule, Impact Ratio Analysis, Disparate Impact Testing)

Steps

1 Calculate Expected # Based on % of Availability in
EEO Group:

Total # Employees in Job Group X 9% of Availability in EEO Group

Calculate 802% off Availability/
80% x # Expected in EEO Group (Result from Step 1)

Compare the 80% availability figure to the # ofi employees
utilized in the EEO group being examined. If the 8024 figure
IS greater than current utilization in the EEO group),
underutilization exists.

TWO STANDARD DEVIATIONS
ANALYSIS

n= Total # of employees in job group
p= Availability % in EEO group

O= observed # utilized

E= expected # utilized (np)

Steps:
1 Calculate standard deviation 5

Calculate # of standard deviations from the Mean (the
expected result) E-O/SD.

(This step) determines statistical significance, which is the # of SD
by which Gbserved differs from Expected results),

— Whenjthe 7 offstandard deviations exceeds +/= 2ithe
result is underutilization.

ARE WOMEN BEING UNDERUTILIZED?

Total # in job group [ ] Utilization of females in job group [=31]
Female availability % 0%]

% Rule Two Standard Deviations

200 x 20% = 40
employees
80% x 40 = 32 = = 5.66

employees 40 — 31/5.66 = 1.59

SD =

Females is 31, which is, 1.59 is less than +/- 2;
less than 32, Therefore therefore females are not
females are underutilized.
underutilized.




RULE OF NINES

# of employees in job group [30 employees]
% availability: of EEOI group [20% Hispanic]
1-P

Rule ofi Nines: NiX P x ©
30 % .20 X (1-.20) =
6 x .8 =4.8

— When the finallproduct (in) this case 4.8))is Iess than 9,
ther2i Sbranalysisimay/not be used to; calctlate
underutilization:

PLACEMENT GOALS

+ Placement goals are established
where underutilization exists for
either minorities or Women.

+» Goals are objectives or targets that
are reasonably’ attainable threugh
“good faith efforts”.

¥ Quotias, set-asides and preferences
are illegal secause these methods
are contrany tor EE@! Iaws:

ESTABLISHING GOALS

¢ The placement goal must at least be eqgual
to availability.

¢ Setting| geals as a placement rate vs. a
headcount target.

— Headcount targets are stagnant figures which
cannoet compensate; for unexpected growith or
declinein the workiornce:

— Placement rates;are a %, ofi the Workiorcerand
theavalapility numberadjustsiaccording|y,
Whenrthere israniunexpectedigrowith o decline
IR the woerkiorce:

13



ANALYSIS OF
EMPLOYMENT ACTIONS

# Assists in the identification of problem areas
through an in-depth analysis of employment
processes to determine if there are any selection

disparities.
Employment Actions:
— Hires
— Promotions.
— Jlerminations/layofis,
— Discipline
» Analyticall Methods:
— Impact Ratior Analysis (806 Rule))
— Jwo) Standard Deviations Analy/sis

IMPACT RATIO ANALYSIS

(a.k.a. 80% Rule, 4/5ths Rule, Disparate Impact Testing)

Steps for “Positive Actions”

Calculate Selection Rate for each EEO group

Selection Rate = # Selected
# in Applicant Pool

IRA = Less Eavorably Treated Group Selection Rate
IViost Eavorablyreated Group: Selection Rate

(Most Favorably Treated = Highest Selection Rate)

If the resulting ratio is less than 80%s, a vielation ofi the
rule hasioccurred.

IMPACT RATIO ANALYSIS

(a.k.a. 80% Rule, 4/5ths Rule, Disparate Impact Testing)
Step: tive Actions”
1l Calculate Selection Rate for each EEO group

Selection Rate =  # Affected
# in Incumbent Pool

IRA = Nost Eavorably iireated Group Selection Rate
Less Favoerably Treated Group Selection Rate

(Most Favorably Treated = Lowest Selection Rate)

If the resulting ratio is less than 8026, a vielation ofi the
rule hasioccurred.

14



WO STANDARD DEVIATIONS
ANALYSIS

SD=Standard Deviation

n=Total # of employees positively/adversely affected (i.e. hired,
promoted, terminated, etc.)

p= % of protected group in the applicant or incumbent pool
1-p= % of group not protected in applicant or incumbent pool

O= observed # employees in protected group positively/adversely
affected

E= expected # of persons in protected group positively/adversely:
affected = (np)

Steps
1. SD=

Number ofi SD: from the Mean (the expected result) E—O/SD

This step determines statisticall significance, which is the numbei
of SD. by which Observed differs from Expected results.

HIRE IMPACT RATIO ANALYSIS

TOTAL 1

Women are selected at a

rate less than 802 then that

of men, resuliting in

adverse impact.
Since theiresult is Iess than
+/- 2/there is ne adverse
impact.

PROMOTION IMPACT RATIO ANALYSIS

80 % RULE

2.86% = 11.4%
25%

Hispanics are selected| at a

rate less than 80% then that

of whites, resulting| in;

adverse impact. . .
Since the result isimore than
+/= 2 there is adverse
impact.

15



DISCIPLINE IMPACT RATIO ANALYSIS

MALES INCUMBENT DISCIPLINED SELECTION
RATE

Since the comparison ratio,

is less| than 80%, blacks

are being adversely:

impacted.
Since thei standard deviation
IS Iess than +/= 2 theres
no adverse impact.

TERMINATION IMPACT RATIO ANALYSIS

MALES INCUMBENT TERMINATIONS SELECTION RATE
PO()L

BLACK

e __

80 % RULE STANDARD DEVIATIONS RULE

Since the comparison, ratio is,

significantly less than 80%,

blacks are being| adversely:

impacted.
Since the result isimore than
+/~ 2 there is adverse
impact.

FEDERAL LAWS REQUIRING
AFFIRMATIVE ACTION

¢ Executive Order 11246, as amended

¢ Section 503 of the Rehabilitation Act
ol 19173, as amended (29 USC 793)

¢ Vietham Era Veterans' Readjustment
Assistance Act (VEVRAA) of 1974, as
amended (88 USE 421.2)

< Jolos for Veterans, Act o 2002

16



FEDERAL REGULATIONS ON
AFEIRMATIVE ACTION PLANS

¢ Title 41 CER, Part 60-1; Obligations
of Contractors and Subcontractors

¢ litle 41 CER, Part 60-2; Affirmative
Action Programs fier Minerities and
Wemen

¢ litle 440 CERS Paiit 60-35; Uniiferm
Guidelines enr Empleyee Selection
Procedures

FEDERAL REGULATIONS ON
AFFIRMATIVE ACTION PLANS

¢ Title 41 CEFR, Part 60-250; Affirmative
Action and Nondiscrimination for Special
Disabled Veterans and Veterans of the
Vietham Era

¢ Title 41 CER), Part 60-3005; Affirmative
Action and Nendiscrimination for BDisabled
Veterans, Recently: Separated Veterans,
@ther Protected Veterans, and Armed
EFerces Senvice VMedal Veterans.

@ itle 440 CEREPart 60=74455 Alfirmative
Action andiNehdiscrmination for
IndividualshwithrPisailities

DISCLAIMER

¢ Information in the slides that follow.
do not encompass all reporting
requirements. Each State agency/
mUSt review its federal contracts and
financial assistance requirements for
compliance and reporting oblications
off the fiederalfagency, it dealsiwiith:

17



AFEIRMATIVE ACTION PLANS FOR
MINORITIES AND WOMEN
(UNDER TITLE 41 CFR, PART 60-1 AND 60-2)

» Each non-construction (supply: and
service) contractor or subcontractor
whorhas 50 or more employees and:
— Hasi a federal contract ofi $50,000) or

IMore; or
— Has Govemmenit billst eff lading tetaling
$50),000 or More; or

— SENVES &S al deposItony/ Ol geVEMmMENL
fiundss ox

— |ssues U.S) savings bends/mnotes.

AFERIMATIVE ACTION PLANS FOR
MINORITIES AND WOMEN

+ Additional Federal Required Components:
—Job Group Analysis Required
¢ Use thrree prong test for job groupings:
Similar Job Content, Wage Rates and
Opportunities
— 2 Factor Availability, Analysis

+ % oft minoKities or Women with' the reguisite
skillstinrthe reasonable recruitment area.

+ %6 oft MINGKITIES, OF WomER aimongd| those
promotable; transferable, and trainable
wWithin the organization.:

AFERIMATIVE ACTION PLANS FOR
MINORITIES AND WOMEN

+» State Components Not Required in
Federal AAP

— Affirmation of Policy.
— [Dissemination of Policy/
— Analysis, of Prior Year's Goals

18



AFEIRMATIVE ACTION PLANS FOR
INDIVIDUALS WITH DISABILITIES

+ AAP for the Disabled required for a
Government: Contractor or
Subcontractor with) 50 or more
employees, with' a contract of
$50,000! or more.

o AA Rregram requiremeni cited under:
Title 245 CERE Part 60= 74440

AFEIRMATIVE ACTION PLANS FOR
VETERANS

¢ AAP for Veterans is required for a Government
Contractor or Subcontractor with 50 or more
employees with a contract oft $100,000 or more.

# This IS a new coverage requirement under the
Jobs for Veterans’ Act of 2002 and Title 41 CFER,
Part 60-300.40), effective September 7, 2007

¢ The coverage requirement is applicable to
contracts entered into on or after December 4,
2008. Priox to) this new regulation| the thireshold

amoeuntwas: a contract off $25,000 or more Under
441 CER, Part 60-250

Department of Justice
EEOP Short Form

# Provisions of the Safe Streets Act,
Victims oft Crime Act, and Juvenile
Justice and Delinguency: Prevention
Act require an EEOP Short Fermi be
submitted to the Office off Civil Rights
by, State and Locall Gevermments:

—\Wiithr 50! o mere employees; and

— Whichrreceived grants: or
subgranis off $25, 000, or more

19



RESOURCES

& Department of Labor, Office ofi Federal
Contract Compliance Programs
— hittp://www.dol.gov/esa/ofccp/index. htm

¢ Code of Federal Regulations
— RTEPE//AWWIW-0POACCESS.0oV/ii/index: vml

& EEOP Short Ferm
— [t/ /AW olpRrUSCHe LoV eCH/:

¢ ULS. Census Bureau and State: off Eloxidal
Data Centers

— RS/ /AWIANE CERSIS, GOV
— Nt/ /AN CERSISEEV/SE C/AVMWAN/H SE colabinl

Presenter

Marian Deadwiley, SPHR
Human Resource Consultant
DPivision ofi Human) Resource Management
Department oif Vanagement SERVICES
menaRrdeadwmiEy@dmsamnyiiloRcdascon
(B50) 486802381 (B50)) O22=664 2 (Ea)
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