[image: image1.jpg]


[image: image2.png]7 3





AFFIRMATIVE EMPLOYMENT PLAN (AEP) INDEX

Section I.      

















PAGE
EEO Policy Statement
















3

AEP Plan Certification/Signatures












4

Organization and Resources














5

Managers and Supervisors Responsibilities









6

Special Emphasis Program Managers (SEPMs) Responsibilities


7


Civilian Personnel Flight Responsibilities










8

Activity Commander 
Responsibilities










9

Section II.
Work Force Analysis
















10

Permanent Appointment Representation Information (Statistics)
         
11

Section III.
Discrimination Complaints














12

Statement of Adequate Monitoring/Evaluation System 





13

Plan for the Prevention of Sexual Harassment 








14

14th Flying Training Wing Appointing Authority Organizations  


17

Comparison by PATCOB FY03













18

Labor Force Census Comparison FY03 










19


Analysis of Supervisory Data/Supervisory Comparison





20 

Appendix 1 - Selection and Interview Validation/Documentation


21

AFFIRMATIVE EMPLOYMENT PLAN FOR MINORITIES AND WOMEN

EEO POLICY STATEMENT
It is the policy of Columbus Air Force Base that equal employment opportunity (EEO) is afforded to all employees and applicants regardless of their race, religion, color, sex, national origin, age or handicapping condition.  This policy extends to all employment practices including recruitment, hiring, promotion, transfers, reassignments, training, benefits and separations.  We are committed to both affirmative action and equal employment opportunity.

Managers, supervisors and EEO officials share responsibility for successful implementation of the Affirmative Action Plan. 
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AFFIRMATIVE EMPLOYMENT PLAN FOR MINORITIES AND WOMEN

PROGRAM ANALYSIS

I. ORGANIZATION AND RESOURCES

EEO responsibility at Columbus Air Force Base rests with management officials at all levels.  The Chief EEO Counselor, who reports directly to the Installation Commander, has primary responsibility for EEO complaint management.  The Civilian Personnel Flight (CPF) provides oversight and guidance for managing affirmative action initiatives at the base.  As of 1 October 2002, the CPF serviced a work force of 430 permanent civilian employees.  Thirty-five of these positions are career program positions, which are subject to staffing procedures controlled by the Air Force Personnel Center.  Columbus AFB does not have flexibility locally with recruitment for those positions.

Equal employment and staffing specialists are the CPF focal point for filling positions and employing recruitment strategies to support affirmative action and EEO initiatives.  To satisfy requirements for filling positions, specialists use a full range of placement actions to include internal merit promotion, lateral reassignment, change to lower grade, external recruitment including transfer and reinstatement applicants. Veterans Readjustment Act (VRA), Veterans Employment Opportunity Act (VEOA), Central Skills Bank, recruitment through the US Office of Personnel Management (OPM) and Schedule A Appointment of Persons with severe disabilities. The CPF informs managers and supervisor of their EEO responsibilities.  Each internal merit promotion certificate includes demographic statistics of referred candidates.  Selecting officials are informed when underrepresentation in the grade and occupational series exists, and of the opportunity to improve representation by selecting minorities and women.  They are also informed of the option in the selection process to review career briefs and/or conduct interviews (see appendix 1).

Equal employment and staffing specialists and SEPMs have received training in their areas of responsibility.

The Performance Award Program is part of the employee recognition system.  Each organization has a performance award committee that reviews performance appraisals and awards to ensure awards are distributed to both minorities and non-minorities on the basis of merit.
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DELEGATION OF AUTHORITY

(EXPLANATION OF RESPONSIBILITIES OF EEO PROGRAM OFFICIALS)

MANAGERS AND SUPERVISORS

Managers and supervisors at all organizational levels will:

1. Ensure that all employees and applicants for employment are treated in a manner

      free of discrimination in all aspects of the employment relationship.

2. Maintain awareness of the intent and requirements of the AEP Plan.

3. Ensure that employees are aware of and have access to the AEP Plan.

4. Ensure the EEO principles are integrated into the personnel management process,

      and that EEO principles are considered in employment decisions such as 

      promotions, reassignments, training, awards and other personnel management      

      actions.

5.   Participate in self-evaluation of affirmative employment accomplishments 

          including reviews in compliance with regulatory requirements.             
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DELEGATION OF AUTHORITY

(EXPLANATION OF RESPONSIBILITIES OF EEO PROGRAM OFFICIALS)

SPECIAL EMPHASIS PROGRAM MANAGERS (SEPMs)

The SEPMs serve under the supervision of the installation senior staffing specialist

(14 MSS/DPC) in accomplishing the following duties:

1. Obtaining management’s support by keeping them aware of program objectives and accomplishments.

2. Assisting in the development of affirmative employment initiatives to address the problems and concerns of underutilized groups in the work force.

3. Identifying potential or existing problems and artificial barriers that impede the advancement of minorities, women and persons with disabilities, and then recommend corrective action.

4. Assisting in counseling of minorities, women and persons with disabilities about career opportunities and encouraging them to participate in self-development and continuing education activities.

5. Communicating to management, employees and the local community information that will enhance the employment of minorities, women and persons with disabilities.

6. Assisted by the staffing specialist, developing annual Special Emphasis Program (SEP) objectives and plans to accomplish objectives, including specific activities and target dates, resources required and criteria for evaluating program achievements.

7. Publicizing the objectives of the program to increase management’s awareness of the economic advantages of fully utilizing the talents of all employees.

    8.   Ensuring that recruitment efforts include sources most likely to produce qualified

          minorities, women and persons with disabilities for career fields where they are

          underutilized.              
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DELEGATION OF AUTHORITY

(EXPLANATION OF RESPONSIBILITIES OF EEO PROGRAM OFFICIALS)

CIVILIAN PERSONNEL FLIGHT

The Civilian Personnel Flight is responsible for the following actions:

1. Developing annually an effective base-level AEP covering all serviced Air Force employees occupying Appropriated Fund positions.

2. Advising key managers of content and objectives of the annual plan.

3. Securing functional management and base-level EEO input to support the annual plan.

4. Reviewing and monitoring quarterly the progress toward goals or objectives established in the annual plan and making any adjustments necessary based on fluctuations in mission, funding, labor market conditions and other factors.

5. Developing a system of procedures, timetables, forms and formatting that will sufficiently serve for planning and tracking staff activities.

6. Conducting position management, affirmative action and staffing activities to agree with the plan.

7. Ensuring that a team approach involving functional managers, position classification, EEO and staffing specialists, and other appropriate officials is utilized in the development of the AEP.
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DELEGATION OF AUTHORITY

(EXPLANATION OF RESPONSIBILITIES OF EEO PROGRAM OFFICIALS)

ACTIVITY COMMANDER
Activity commander will assume overall program management to include responsibility for the following actions:

1. Providing leadership in establishment and enforcement of policy supporting Air Force affirmative action efforts.

2. Ensuring that maximum efforts are made to meet program objectives.

3. Ensuring participation of appropriate management officials in the development and implementation of the Affirmative Employment Program (AEP) Plan.

4. Ensuring that resources are available to support the plan.

5. Actively supporting EEO principles and ensuring these principles are a consideration in management decisions.

6. Approving the AEP update annually.
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PROGRAM ANALYSIS

II. WORK FORCE

An analysis of the work force, as compared to the 1990 Statistical Area Civilian Labor Force (CLF) census figures, indicates positive trends for correcting black and female underrepresentation.  The CLF reflects that other minorities including Hispanic, Asiatic Pacific Islanders, and American Indian/Alaska Natives have insufficient population base to conduct targeted recruitment.  The 2000 Census has not been released.  Therefore, demographic information is based on the 1990 Census.  CLF and underrepresentsation cannot be determined on a current basis until the 2000 Census is released.  The categories listed below identify our current base statistics within each category, some requiring improvement based on the 1990 CLF:

Professional Job Category:  We show no underrepresentation in this category. We have exceeded CLF requirements in total representation for each protected group.  
Administrative Job Category:  We are underrepresented by five white females (31 of 36 required) and one black female (7 of 8 required).

Technical Job Category:  We are underrepresented by fourteen white females (33 of 47 required) and one Hispanic male (0 of 1 required).

Clerical Job Category:  We are underrepresented by two white females (22 of 24 required) and one black male (1 of 2 required). 

Other Job Category:  We are underrepresented by one white female (0 of 1 required) and one black female (0 of 1 required).

Blue Collar Job Category:  We are underrepresented by four white females (4 of 8 required) and six black females (2 of 8 required).

Note:  More detailed information can be found on chart, next page.



III. DISCRIMINATION COMPLAINTS

The Equal Employment Manager serves full-time and the EEO Counselor performs EEO duties collaterally.  Collateral duties are credited at 20 percent for the EEO counselor.  The incumbents are responsible for providing counseling services and administering the EEO complaint process in accordance with EEOC Management Directive 110 and      AFI 36-1201, Discrimination Complaints, for civilian employees and applicants serviced by the Civilian Personnel Flight at Columbus AFB MS.

The Equal Employment Manager has direct access to the Wing Commander and to all commanders at Columbus AFB.  The Equal Employment Manager provides a status briefing on EEO complaints on a monthly basis to the Wing Commander.  The Equal Employment Manager and EEO Counselor have received formal training at the EEO Counselors’ Basic Course conducted at Gunter AFS AL.  They also were given orientation by the Staffing, Classification, and Employee Management Relations Specialists regarding the various processes and procedures associated with merit promotion, job fills, classification, performance management, conduct and discipline, etc.

Of the 17 pre-complaint counselings conducted during FY 2002, only two dealt with recruitment related issues and neither complaint went formal.  
       STATEMENT OF ADEQUATE MONITORING/EVALUATION SYSTEM

1. The following evaluations will be conducted annually to determine whether or not Affirmative Employment objectives are being met: 

a. A statistical analysis of the EEO groups in each Professional, Administrative, Technical, Clerical, Other and Blue Collar (PATCOB) category.

b. An analysis of the trends reflected in the EEO data, reasons for gains and losses, continuing instances of underutilization and instances of underutilization in new areas.

c. An analysis of the progress made towards eliminating barriers identified in the AEP.

d. Noteworthy activities, which were successful in improving employment and promotional opportunities for minorities and women, will be identified.

e. Statistical data on hiring trends and accommodation initiatives to meet   

      employment goals required under the Americans with Disabilities Act (ADA).

f. Reports submitted by SEPMs concerning activities to eliminate barriers and 

      promote equal employment opportunity. 
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       PLAN FOR THE PREVENTION OF SEXUAL HARRASSMENT

This plan is established to provide guidance for prevention of sexual harassment.

BACKGROUND

Air Force policy prohibits sexual harassment.  Unwelcome sexual advances, requests for sexual favors, and other verbal or physical contact of a sexual nature constitute sexual harassment when (1) submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment, (2) submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such individuals, or (3) such conduct has the purpose or effect of substantially interfering with an individual’s work performance, or creating an intimidating, hostile, or offensive working environment.

POLICY

a. The employer is responsible for acts of its supervisory employees with respect to sexual harassment.  Management officials covered by this plan are responsible regardless of whether specific acts complained of were authorized or even forbidden by the employer, and regardless of whether the employer knew or should have known of their occurrence.  The Equal Employment Manager or Equal Employment Opportunity Counselor will examine circumstances of the particular employment relationship and the job function performed by the individual in determining whether an individual act is either an employer or individual liability.

b. Management is responsible for acts of sexual harassment in the work place whether or not supervisory employees know or should have known of the conduct.  The employer may rebut apparent liability for such acts by showing that it took immediate and appropriate corrective action.

    c.  Management will take all necessary steps to prevent sexual harassment from       

         occurring by affirmatively raising the subject, expressing strong disapproval, 

         developing appropriate sanctions, informing employees of their right to raise

         the issue of harassment under the EEO counseling system and developing

         methods to sensitize all concerned.
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PLAN FOR PREVENTION OF SEXUAL HARASSMENT (CONT’D)

PROCEDURES FOR PREVENTION

a. Affirmative Support of Wing Commander:  The 14th Flying Training Wing Commander will issue a positive statement of support for the prevention of sexual harassment.  The support statement will be addressed to all activity managers and supervisors and posted plainly on the organization’s official bulletin board.  A copy of the policy will be provided to all new employees as they process through the CPF.  Additionally, managers will be required to schedule all employees to attend mandatory sexual harassment prevention training.

b. Supervisor’s Responsibilities:

1. Ensure that the policy on sexual harassment is communicated clearly to all employees under the supervisor’s jurisdiction.

2. Deal with complaints of sexual harassment in the work place immediately to

      ensure a prompt and fair settlement.

3. Examine the root causes for sexual harassment complaints.  Supervisors must

      consider the record as a whole and look at the totality of the circumstances, 

      such as the nature of the sexual advances and the context in which the alleged

      incident occurred.

4. Set a proper example in the work place with regard to the treatment of 

      subordinates.

5. Ensure an environment free of sexist influences.

6. Elevate any sexual harassment problems, which cannot be resolved by the

      supervisor to the Civilian Personnel Flight.

c. Employee’s Responsibilities:

1. All employees must conduct themselves in an appropriate or professional manner while conducting Air Force business.
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          PLAN FOR PREVENTION OF SEXUAL HARASSMENT (CONT’D)

2. Individuals who are sexually harassed are encouraged to make it clear that such                            

            behavior is offensive and to fully use the established procedure to report all

            cases of sexual harassment.

d. Education and Training:  Education and training will provide the knowledge required to eliminate sexual harassment.  As a minimum, the following will be included in information on sexual harassment:

1. Within 90 days of having been assigned to supervisory positions, employees 

       will be advised of the requirements to complete the self-paced, independent

       study course for supervisors.

2. Organizational briefings in which managers reaffirm support of the Sexual

       Harassment Prevention Program.

     e.   Program Evaluation:  Effective self-evaluation must be accomplished.  Problems 

           identified through self-evaluation will be elevated to the appropriate level to 

           ensure corrective action or training as required.
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AIR EDUCATION AND TRAINING COMMAND (AETC) ORGANIZATIONS

                                             UNDER JURISDICTION OF

                      14TH FLYING TRAINING WING APPOINTING AUTHORITY


· 14th Flying Training Wing

· 14th Comptroller Flight
· 14th Operations Group
· 14th Operations Support Squadron

Note: GSUs are not covered under 
         CAFB AEP

· 37th Flying Training Squadron
· 41st Flying Training Squadron
· 43rd Flying Training Squadron
· 48th Flying Training Squadron
· 49th Flying Training Squadron
· 50th Flying Training Squadron

· 14th Medical Group
· 14th Medical Operations Squadron
· 14th Medical Support Squadron
· 14th Mission Support Group
· 14th Mission Support Squadron
· 14th Security Forces Squadron
· 14th Civil Engineer Squadron
· 14th Logistics Readiness Division

COMPARISION BY PATCOB (FY 2003)
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NUMBER OF EMPLOYEES COVERED BY:



430

PROFESSIONAL:
45



ADMINISTRATIVE:

99

TECHNICAL:

114


CLERICAL:




37

OTHER:



14



BLUE COLLAR:


121
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ANALYSIS OF CAFB SUPERVISORY DATA

80 of 430 positions (18.6 percent) are supervisory positions

36 (45 percent) are WM

21 (26.2 percent) are WF

17 (21.2 percent) are BM

  5 (6.3 percent) are BF

  1 (1.3 percent) is AIM

SUPERVISORY COMPARISON FY 2003

(Percentages)



WM      WF     BM      BF      HM      HF     APM     APF    AIM    AIF

FY02

43.7
25.8
15.6
11.5
0.2
0.7
1.0
 0.5
 0.5
 0.5

FY03

45.0
26.2
21.2
6.3
0
0
0
0
1.3
 0

WM – White Male

WF – White Female

BM – Black Male

BF – Black Female

HM – Hispanic Male

HF – Hispanic Female

APM – Asian Pacific Male

APF – Asian Pacific Female

AIM – American Indian Male

AIF – American Indian Female

Note: Civilian Labor Force (CLF) does not measure Supervisory Statistics.

Appendix 1

Selection Guidance and Interview Validation/Documentation

1. SELECTION CRITERIA.   At the beginning of the selection process determine the selection criteria you will use and apply it equitably to all candidates.  Work closely with civilian personnel to ensure your criterion is valid and acceptable.  Do not change the criteria, once you begin your selection process.

2.  NARROWING THE NUMBER OF CANDIDATES.  You may narrow the number of candidates by reviewing each career brief against the selection criteria you established in paragraph 1 above.  This process must be based on job related information and completed without discrimination or favoritism.

3.  INTERVIEW.   You may interview all of the candidates, none, or only the top candidates determined by your established criteria. You can obtain additional job-related experience information through a personal or telephone interview.  

4.  INTERVIEW OF TOP CANDIDATES ONLY.   If you interview only the top candidates, use the following guidelines:

(1) Identify the candidates who have experience, which provided the knowledge, skills, and abilities (KSAs) critical to the performance of duties of the position.

(2) Document the rationale for interviewing or not interviewing each candidate in sufficient detail to support the decision.

5.  Developing Interview Questions.  Interview questions must be developed by taking into account the KSAs critical to the performance of the duties of the position.  KSAs are identified in the core document or position description.  Instructions for developing questions are outlined below:

     a.  Questions must be reviewed and signed by a subject matter expert in the function where the position is located and a personnel specialist prior to the interview.

      b.  A rating-scale must be developed to compare the qualifications of the candidates to the required KSAs.  The point values should be scaled into numerically equal intervals.  In determining the range of the rating scale, include enough increments to define distinguishing levels of competence and to separate candidates as widely as possible for these factors, yet few enough to ensure that the judgments are made reliably and validly.  

Example: A scale of 1 – 5, used for a staffing position, would be broken down as follows:

(1) 5 points:  Candidate has experience working in a civilian personnel office in the staffing area.  This experience required that candidate utilize an understanding of the staffing function as well as the other areas of civilian personnel.

(2) 3 points:  Candidate has experience in an area of civilian personnel office in which some understanding of the functions of the staffing area was utilized.

 (3) 1 point:  Candidate has experience in (1) acting as the liaison between an organization and the civilian personnel office or (2) the civilian personnel office, which required limited knowledge of the functions of the operation.

     c.  Interviews may be done by an individual selecting official, or by panel interview.  If a panel is used, it should be diverse enough to represent the demographics of the work force.  Underrepresentation must be considered where appropriate.

     d.  During the interview, the following procedures will be adhered to:

     (1) Candidates will be welcomed and introduced to the panel by the coordinator.  While explaining the process, the coordinator should try to relax the candidate.  The candidate will be informed that panel members will take notes during the interview.

    (2) Each panel member is responsible for asking the questions assigned.  Follow-up questions may be asked to get other information pertinent to the KSAs.  It is the panel’s responsibility to assure themselves of sufficient information for making a documented rating decision before proceeding to the next KSA.  Panel members will complete individual rating sheets on each candidate.  Behavior observed and key responses should be noted during the interview, but no ratings completed until the candidate leaves.

    (3) When questioning is completed, the coordinator will thank the candidate, summarize the remainder of the process and answer any questions from the candidate.

    (4) After the candidate leaves, each panel member will individually note what they observed/learned about the candidate from each question.  Each panel member must complete ratings individually.  This information should be annotated on the form and the corresponding rating score assigned for each question.  Enough information should be included on each form to substantiate the rating and allow the interviewer to recall reasons for the rating assigned.  It may be helpful, especially to inexperienced raters, to discuss the ratings assigned after each interview is completed.  Ratings normally will not be changed at this point unless some critical factors are brought up that some panel members feel they overlooked.  If ratings on some candidates or on some questions are widely divergent, the reasons for the ratings should be discussed.  If some panel members feel they overlooked some important behaviors or were concentrating on less important information, they should be allowed, but not coerced, to change their ratings.

    (5) If after discussion, there is still little agreement on some ratings, the factor may have been poorly defined.  Depending on the level of disagreement, (i.e., if the majority of panelists disagree on how to rate a candidate’s response to a question) it may be best to discard that particular question.

    (6) The name of each candidate must be entered on the rating sheet, and the member giving that rating must sign rating sheets.

6.  DOCUMENTATION.  Following the interview, notes, rating sheets and other documentation must be returned to 14 MSS/DPC with the referral certificate. 
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AIM – American Indian Male�
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AIF – American Indian Female�
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DATA-AS-OF DATE: 30 SEPT 2002�
�
WORKFORCE REPRESENTATION INFORMATION FOR SERVICED APPROPRIATED FUND CIV EMPLOYEE SERVING PERMANENT APPOINTMENTS�
�
�
�
�
�
�
�
�
�
�
�
(EMPLOYEES IN TENURE GRP 1& 2)�
�
�
�
�
�
�
�
�
�
�
�
�
�
PROFESSIONAL�
ADMINISTRATIVE�
TECHNICAL�
CLERICAL�
OTHER�
BLUE COLLAR�
�
EMPLOYEE-GROUP�
TOTL   CLF#  MBR  SVCD  REQD NDR �
TOTL   CLF#    NMBR  SVCD  REQD   UNDR �
TOTL   CLF#  MBR  SVCD  REQD  NDR �
TOTL   CLF#  MBR SVCD  REQD  NDR �
TOTL   CLF# NMBR  SVCD  REQD   NDR �
TOTL   CLF#  MBR  SVCD  REQD   NDR �
�
�
�
�
�
�
�
�
�
�
BASE: 8G -  COLUMBUS AFB MS 39701      DUTY - LOC:  EEPZ  -  COLUMBUS AFB MS�
�
�
WHITE MEN                                         # UNDER 30 SEP02:�
16         27        11                                           0�
48         46       0                                           0�
36        43        14                                         7�
 5          5         0                                           0�
11            8         0                                           0�
69         71         2                                           2�
�
WHITE WOMEN                           # UNDER 30 SEP02:�
19          12         0                                           0�
31          36         5                                         5�
33         47        14                                          14�
22        24        2                                 2�
0         1         1                                 0�
4           8       4                                        4�
�
BLACK MEN                                    # UNDER 30 SEP02:�
 2           2         0                                           0�
 10           8         0                                           0�
 16           8         0                                           0�
     1          2         1                                          1�
 3           3         0                                           0�
 41           32         0                                           0�
�
BLACK WOMEN                          # UNDER 30 SEP02:�
 7           3         0                                           0�
 7           8        1                                           1�
 26           14         0                                           0�
 8           6         0                                           0�
 0           1        1                                          1�
 2           8         6                                          6�
�
HISPANIC MEN                            # UNDER 30 SEP02:�
 0           0         0                                           0�
 0           0         0                                           0�
 0           1        1                                         1�
 0           0         0                                           0�
 0           0         0                                           0�
 1           0         0                                           0�
�
HISPANIC WOMEN                  # UNDER 30 SEP02:�
 0           0         0                                           0�
 1           0         0                                           0�
 2           0         0                                           0�
 0           0         0                                           0�
 0           0         0                                           0�
 0           0         0                                           0�
�
ASIAN MEN                                        # UNDER 30 SEP02:�
 0           0         0                                           0�
 0           0         0                                           0�
 0           0         0                                           0�
 0           0         0                                           0�
 0           0         0                                           0�
 3           0         0                                           0�
�
ASIAN WOMEN                             # UNDER 30 SEP02:�
 1           0         0                                           0�
 0           0         0                                           0�
 0           0         0                                           0�
 0           0         0                                           0�
 0           0         0                                           0�
 0           0         0                                           0�
�
AM/IND MEN                                    # UNDER 30 SEP02:�
 0           0         0                                           0�
 1           0         0                                           0�
 1           0         0                                           0�
 0           0         0                                           0�
 0           0         0                                           0�
 1           1         0                                           0�
�
AM/IND WOMEN                          # UNDER 30 SEP02:�
 0           0         0                                           0�
 1           0         0                                           0�
 0           0         0                                           0�
 1           0         0                                           1�
 0           0         0                                           0�
 0           0         0                                           0�
�
�
�
�
�
�
�
�
�
TOTALS�
45        44        0�
99        98        0�
114        113        0�
37        37        0�
14        13        0�
121        120        0�
�
�
�
�
�
�
�
�
�
�
Note:  Areas needing improvements are highlighted.�
�
�
�
�
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