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1. Agency EEO/AA Policy Statement
( Example )
This is to affirm [Agency Name's] policy of providing Equal Opportunity to all employees and applicants for employment in accordance with all applicable Equal Employment Opportunity/Affirmative Action laws, directives and regulations of Federal, State and Local governing bodies or agencies thereof.
Our organization will not discriminate against or harass any employee or applicant for employment because of race, color, creed, religion, national origin, sex, sexual orientation, disability, age, marital status, membership or activity in a local human rights commission, status with regard to public assistance, or any other protected class category covered under state, federal and local laws.
We will take Affirmative Action to ensure that all employment practices are free of such discrimination.  Such employment practices include, but are not limited to, the following: hiring, upgrading, demotion, transfer, recruitment or recruitment advertising, selection, layoff, disciplinary action, termination, rates of pay or other forms of compensation, and selection for training, including apprenticeship.  We will provide reasonable accommodation to applicants and employees with disabilities.  All employees are expected to perform their job responsibilities in a manner that supports equal employment opportunity for all. 
I have appointed [Name] as EEO Professional to manage the Equal Employment Opportunity Program.  This person’s responsibilities will include monitoring all Equal Employment Opportunity activities and reporting the effectiveness of this Affirmative Action Program, as required by Federal, State and Local agencies.  I will receive and review reports on the progress of the program.  Any employee or applicant may inspect our Affirmative Action Program during normal business hours by contacting the EEO Professional.
If any employee or applicant for employment believes he or she has been treated in a way that violates this policy, they should contact either [EEO Professional’s name] at [Work Address and Phone] or any other representative of management, including me.  Responsible parties will investigate allegations of discrimination or harassment as confidentially and promptly as possible, and we will take appropriate action in response to these investigations.










1. Agency Self-Assessment Workforce Analysis

	Narrative Summary of Workforce Analysis   (findings)

Provide a summary of your findings based on: 

· Your analysis of the Job Group and Underutilization tables; 
· any other analysis tools you used; 
· your review of the various areas of your agency;  
· and your consultations with other agency employees and management.




























III.  AA Goals and Action Plans to Address Problem Areas 
	

Description of Problem: describe the underutilization and/or problem you intend to address.  (EXAMPLE)

Difficulty recruiting racial/ethnic minorities, women, and people with disabilities to our agency. The percentage of minorities, women and people with disabilities, particularly among the millennial generation, is low with every recruitment.
	








Description of Effort to Address Problem: what you will do to address the problem, why you will use this particular effort, and what you expect the result to be.  (EXAMPLE)

Conduct more in-person recruitment efforts, because studies show some people view such efforts as more authentic, and are thus more likely to respond positively.  As a result of this strategy, we expect our recruitment numbers to increase.


















	Action Steps/Responsible Staff or Office/Time Line/Evaluation    (EXAMPLE)

 
Goal: To increase recruitment of racial/ethnic minorities, women and people with disabilities.


	Action Steps
	Responsible Staff/Office
	Time Line
	Evaluation: (How will you know if your efforts have been successful?)

	Develop a Recruitment Activity Plan (RAP) that adds new outreach methods to previous recruitments methods, such as: community organization visits; guest appearances on local media interview shows; etc.
	HR specialist AAO



	Jun 1 - 14, 2013

	The new RAP is compared with the previous RAP and will list the new outreach methods.

	Conduct recruitment efforts listed in the RAP. Track contacts made, list and complete any follow-up activities generated from contacts.
	HR specialist
Staff from hiring bureau
AAO

	Jun 15 - Jul 31, 2013

	All the outreach efforts on the RAP should be checked off as completed. New contacts should appear in an agency networking/contact list and/or database.


	Track the applicant flow charts on Wisc.Jobs, along with any personal antidotes that surface.

	HR specialist
AAO
 
	Aug 15 - 28, 2013

	A larger number of minorities, women and/or people with disabilities should be present.

















IV. 		Internal Communication of AA Plan

Describe how information about your AA Plan will be communicated throughout your agency.



Internal Monitoring of AA Plan 

Describe the procedure(s) to be used to monitor your agency’s AA Plan.

The following list includes some sample monitoring activities.  Evaluate one or more of the following within your agency:

0. EEO/AA training or review at staff meetings
0. Supervisors’ EEO/AA performance
0. Hiring managers participation in diversity recruitment
0. A mentoring program or a buddy system for AA group members
0. Participation in training programs to ensure equal access for all AA group members
0. Exit interview programs
0. Tracking and analysis of retention issues, e.g. upward mobility for AA group members
0. Disability surveys
0. The accessibility of programs, services and facilities to ensure access for persons with   disabilities 
0. Participation in SAAIP or other internship programs
0. Tracking and analysis of discrimination and harassment complaints and their resolutions
0. Other activities: (Please elaborate)






















