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I.  POLICY STATEMENT  
1.
AGENCY NAME has a strong commitment to the community we serve and to our employees.  As an equal opportunity employer, AGENCY NAME strives to have a workforce that reflects the communities we serve. 

2.
It’s the policy of AGENCY NAME and its departments and agencies to pursue equal employment opportunity regardless of race, color, national origin, sex (including gender identify, sexual orientation, and pregnancy), age, genetic information, disability, height, weight, marital status, veteran status, disability, or protected class as defined by federal and state law in our relationship with applicants for employment, employees of the department/agency, and the public. 

3.
AGENCY NAME is committed to providing reasonable accommodations to applicants and employees who need them because of a disability or to practice or observe their religions, absent undue hardship. 

4.
All employees and applicants for employment have the right to file complaints alleging discrimination.  Retaliation against a person while files a charge of discrimination, participated in an employment discrimination proceeding (such as an investigation of lawsuit), or otherwise engages in protected activity is strictly prohibited and will not be tolerated. 

5.
AGENCY NAME commits to undertake an affirmative action program that will include goals and timetables in order to overcome the effects of past discrimination on minorities and women. 

6.
Where there is evidence of the present effects of past discrimination (inadvertent or intentional), a narrowly tailored remedy may be warranted. Any such affirmative action plan must be prepared in advance by the Executive Director or their designee, in accordance with Civil Service Rules, Regulations and applicable law, and then submitted to the Board of Directors for its review and approval. 

7.
Deputy Director/Chief Financial Officer maintains overall responsibility and accountability for AGENCY NAME’s compliance with its EEO Plan and sill serve as the EEO Officer for AGENCY NAME including plan preparation, implementation, monitoring and complaint investigation.    

8.
All AGENCY NAME executive, management and supervisory personnel shall share in the responsibility for implementing and monitoring the AGENCY NAME’s EEO Plan within their respective areas to assure compliance is achieved.  

9.
As part of the annual evaluation process, managers and supervisors will be evaluated on their contribution to the success of the EEO Plan as achievement of the EEO goals provide benefits to AGENCY NAME through a fuller utilization and development of previously underutilized human resources. 

10.
AGENCY NAME commits to sustaining a diverse workforce that acts upon its daily responsibility to treat all applicants and employees with dignity and response, as well as equitably under the guidelines or our EEO Plan which will be made available for inspection by any employee or applicant for employment upon request. 

II. DISSEMINATION AND COMMUNICATION OF PLAN  
AGENCY NAME has identified formal communication mechanisms to publicize and disseminate the EEO plan, as well as appropriate elements of the plan, to its employees, applicants and the general public. The EEO Plan will be communicated in the following manner: 

Internal
1.
Copy of the EEO Policy Statement and full EEO Plan shall be provided to any employee or applicant at time or hire or upon request. 

2.
The EEO Plan shall be made available on the AGENCY NAME’s intranet.
3.
Presenting and discussing the EEO plan shall be part of new employee orientation and employee training programs.
4.
Posting of the official EEO Posters and the EEO policy statement in conspicuous facility locations (such as bulletin boards, breakrooms and meeting rooms).
5.
A copy of the EEO Policy Statement shall be included with annual W2 paychecks.
6.
Executive, managerial, and supervisory personnel will be advised of the EEO Plan, changes and updates, through semiannual meetings and/or training, with emphasis on individual responsibilities for implementation of the policy.
7.
Periodic EEO training shall be conducted for all employees, managers and new supervisors (within 90 days of appointment).
8.
Periodic meetings with employees and affinity groups to seek input on the EEO program and its implementation. 

External
1.
EEO Plan shall be made available on AGENCY NAME’s website.
2.
Notifications of the EEO Plan shall be provided to recruitment sources and community groups.
3.
Employment advertising including but not limited to applications and recruitment advertisements, (such as  newspapers, websites or social media) shall indicate AGENCY NAME as an equal employment opportunity employer.
4.
Including the EEO policy summary clause in contracts with vendors where appropriate. 

5.
The EEO Policy Statement shall be shared when participating in job fairs.
The dissemination of AGENCY NAME’s EEO Plan and Affirmative Action Policy is not limited to the above referenced items.  As considered appropriate, AGENCY NAME shall utilize whatever means necessary to convey the organization’s commitment to equal employment opportunities. 

Review
The EEO Plan will be reviewed and updated annually as determined by the EEO Officer to address the subjects of recruitment, employment, training, promotion and transfer of employees. AGENCY NAME will submit an updated EEO plan to the Board of Directors every four (4) years for its approval. 

III. DESIGNATION OF EEO PERSONNEL & RESPONSIBILITIES 
As part of AGENCY NAME’s efforts to ensure equal employment opportunity to all individuals, specific responsibilities have been designated to various staff to ensure that the EEO plan focuses on all components of the employment system. To that end, the following responsibilities have been assigned. (Attachment A -Organization Chart) 

Implementation & Administration of Equal Employment Opportunity Activities
The Executive Director, in cooperation with the Deputy Director/Chief Financial Officer of shall implement this Equal Employment Opportunity (EEO) Plan and submit the plan to the AGENCY NAME’s Board of Directors for its approval. The plan shall be consistent with applicable law.  
The Deputy Director/Chief Financial Officer, or their designee, is responsible to undertake activities necessary to implement equal employment opportunity activities consistent with the plan. Overall Equal Employment Opportunity responsibilities shall be coordinated with the Department’s Human Resources Personnel.  

A. Equal Employment Opportunity Officer 

Deputy Director/Chief Financial Officer shall serve as AGENCY NAME’s EEO Officer and is directly responsible for the monitoring of AGENCY NAME’s policies, procedures and practices to ensure consistency with AGENCY NAME’s EEO Plans.  

The EEO Officer shall have and/or maintain: 

· Sensitivity to, and subject-matter expertise of, the varied ways in which discrimination occurs 

· Total commitment to EEO goals and objectives 

· Knowledge of EEO laws, civil rights laws, policies, rules, regulations, and guidelines 

· Sufficient authority and ability to work and communicate with others (e.g., executive director, managers, supervisors) to achieve EEO goals and objectives 

Activities in this area may include:
1. Develop and implement the EEO policy statement and written EEO Plan through internal and external
communication techniques.  

2.
Assist management in collecting and analyzing data, identifying problem areas, setting goals and time tables and developing programs to achieve said goals.  Identify steps that will be taken to assure equal employment opportunity in developing pools of potential qualified employees, including identifying areas where equal employment opportunity improvement is necessary and recommending actions for solving them. 

3.
Design, implement, and monitor internal audit and reporting systems to measure program effectiveness of the EEO Plan in accordance with FTA Circular 4704.1 and to determine where the progress has been made and where proactive action is needed.  

4.
Review AGENCY NAME’s non-discrimination plan with all managers and supervisors to ensure the EEO policy is understood. 

5.
Ensure that EEO training is provided to all AGENCY NAME employees.  Advise employees and applicants of available training programs and professional opportunities provided by AGENCY NAME.  

6.
Consult with other human resource and departmental personnel responsible for the developing of a plan to forecast departmental workforce needs.  

7.
In conjunction with human resources, periodically review employment practices (hiring, promotions, training), personnel policies, selection processes, and record keeping procedures that affect equal employment opportunity. Employment data, practices and policies will be analyzed to determine if these afford equal employment opportunity. Appropriate steps to remedy any identified barriers will be taken in accordance with applicable law, rules, and regulations and as approved by AGENCY NAME’s Executive Director. 

8.
Concur in AGENCY NAME’s employment activities and decisions involving recruitment, hiring, promotions, transfers, separation, and job classification of employees to assure compliance with the EEO Plan. 

9.
Analyze employment practices, including reassignments and promotions, and programs offered to employees, including training and other professional development activities to ensure that such activities occur in a non-discriminatory manner.  

10.
Report data related to the composition of the workforce by race, gender, and disability status.  

11.
Coordinate Section 504/ADA/reasonable accommodation activities. These accommodations may include: 

· Providing written interview for persons who are hearing impaired 

· Providing a proctor for a person who is visually impaired 

· Providing more time for persons with a proven learning disability 

· Providing a quiet environment for persons with attention deficit disorder   

12.
Investigate allegations of illegal discrimination and sexual harassment complaints.
13.
Include efforts to meet affirmative action goals and compliance with the EEO Plan in the annual performance reviews of direct report management employees. Initiate and/or support the efforts of direct reports to meet EEO Plan goals or to correct identified problems.
14.
Report periodically to the Executive Director on EEO Plan progress and compliance. 

15.
Serve as liaison between agency, federal, state, county and local governments, regulatory, minority, women, disability organizations and other community groups.
16.
Periodically provide an audit the external posting locations to ensure EEO materials posted and updated. 

B. Executives, Managers, and Supervisors

Executives, managers, and supervisors are responsible for assuring that recruitment for vacancies is handled in a manner to attract a qualified, diverse applicant pool and that hiring decisions are based on job-related factors.   Additionally, they shall be responsible for making reasonable efforts to assure that all employees are provided a work environment that gives every employee the opportunity to succeed. All employees shall be treated in a non-discriminatory manner, consistent with applicable law, rules, regulations and policies.  

Activities in this area may include:
1.
Assist the EEO Officer in data needs, setting goals and timetables needed to develop, maintain and successfully implement the EEO Plan. 

2.
Promote the fair and nondiscriminatory treatment of employees and job applicants with respect to all employment actions and activities.  Promote a safe and friendly work environment free from discrimination, harassment and retaliation for filing a complaint. 

3.
Participate actively in periodic audits of all aspects of employment to identify and remove barriers obstructing the achievement of specific goals and objectives.
4.
Conduct and support career counseling for all employees. 

5.
Serve as a liaison of the EEO Plan to outside organizations/groups. 

6.
Respond immediately and appropriately to known harassment and discrimination complaints and protect employees from retaliation because of filing a complaint. 

7.
Attend the required EEO and sexual harassment prevention training that is required by (INSERT STATE REGULATION?) 

8.
When necessary, remind employees of AGENCY NAME’s EEO Plan and Affirmative Action Policy.  Hold regular discussions with managers, supervisors and employees to ensure agency’s policies and procedures are being followed. 

9.
Encourage participating to support the advancement of the EEO Plan through professional development and career growth opportunities, posting promotion opportunities, job shadowing and mentoring. 

10.
Confer with the EEO Officer and the Human Resources personnel on selection procedures, prior to beginning new hire or promotional selection processes. 

11.
Assist Human Resources with recruitment of under-represented groups for all job classifications by using established outreach sources.
12.
Cooperate with EEO Officer in the review of information and investigation of complaints.
13.
Check periodically to ensure that all AGENCY NAME’s work locations have prominent postings of information on the agency’s EEO Policy Statement, including the prohibition on sexual harassment, and state and federal nondiscrimination policies.
C. AGENCY NAME’s Employees
All AGENCY NAME’s employees are responsible for conducting themselves in accordance with AGENCY NAME’s adopted EEO Plan and Policy Statement, including the prohibition on sexual harassment. All newly hired employees shall receive this information in their new hire packets. 

IV.
ASSESSMENT OF EMPLOYMENT PRACTICES  
AGENCY NAME is a Joint Powers Authority (insert authority) in ______________ County and as such uses the County’s Office of Human Resources to recruit persons for employment. 

A.
Recruitment
Recruitment is a shared responsibility between the County of ___________ and AGENCY NAME. Qualified applicants who reflect the composition of all such persons in the relevant labor market will be sought. All personnel involved in the recruiting, screening, and selection processes will be properly trained to ensure the elimination and absence of bias in all personnel actions. 

Recruitment of applicants to assure equal opportunity may include the following employment resources:  

· Posting of vacancy(s), internally or externally (e.g., targeted newspapers, trade, professional and other journals, e-mail, Internet)  

· Contacting universities, colleges, schools and professional organizations
· Use of career development programs (e.g., school to work co-ops, internships and student assistants, speaking to schools and youth groups, departmental training programs)  

· Referral agencies (e.g., Department of Career Development or other state/local employment agencies, private agencies)  

· Participating in the County’s Human Resources Website to provide timely recruitment and promotional information to applicants and employees 

B.
Selection Process

AGENCY NAME Employee Handbook, Article 5 on “Recruitment, Selection and Classification” ensures that all employee selections and promotions shall be made according to merit, qualifications and job requirements.  The policies and procedures outlined in the Employee Handbook are consistent with the policies regarding Equal Opportunity Employment laws as enforced by the Department of Labor.  AGENCY NAME maintains accurate documentation of the selection process, including an evaluation of the selected candidate, which is retained for six months after interviews are conducted. 

All external applicants must complete the County’s standard online application for employment through (insert website link). Accommodations can be made to apply electronically on-site at the County Government Building should an applicant need assistance in completing the on-line application.  Screening is performed by the County’s Human Resources division to determine whether an applicant meets the minimum skills, required experience and/or education, and any other special requirements (e.g. licensing) listed for the position.  Some job announcements might also require responses to supplemental questions, which provides applicants with an additional opportunity to demonstrate he/she meets the minimum qualifications. 

Applicants are asked to complete an optional online application profile through the County’s website which would reveal the ethnic group of the applicants and how they learned of the open position.  However, information about the applicants’ gender, ethnicity and age is voluntary and lack of this voluntary information on the application does not disqualify the applicant.   

All internal applicants for promotion must complete (AGENCY NAME’s) standard paper application for employment through the Human Resources Office. 

C.
Hiring

AGENCY NAME will make hiring decisions based upon an evaluation of its workforce needs and an evaluation of a person’s qualifications and ability to satisfactorily perform the essential duties of the position, with or without accommodation, consistent with applicable law, rules, regulations, and if applicable, in accordance with any contractual requirements.  

D.
Employee Relations and Development
Managers and supervisors are responsible to provide other information necessary for the administration of EEO Plan within AGENCY NAME. Each department/agency will continue to review on an annual basis:  

1.
Participation by employees in training and other professional development activities to assure that participation occurs in a non-discriminatory manner; and  

2.
Performance evaluations and disciplinary actions, to assure that such actions are taken in a non-discriminatory manner.  

E.
Promotions and Career Advancement
In accordance with the principles of equal employment opportunity, AGENCY NAME will 1) promote employees based on experience, training, and ability to perform duties of a higher level, and 2) encourage employees to participate in available career advancement activities with the department, e.g. training programs (internal and external). 

Persons currently employed at AGENCY NAME are given every consideration and encouraged to apply for open positions. Provided the current employee meets the qualifications of the open position for which they are applying and is not under disciplinary suspension or probation, he or she will be given equal consideration without regard to race, color, religion, ancestry, national origin, age, sex, gender, marital status, medical condition, physical disability, mental disability, genetic information, gender identity, gender expression, sexual orientation and military or veteran status except where the disability would impede fulfillment of the job’s essential functions. 

Internal applications for promotion are completed via paper hard-copy and retained for six months following the promotion. 

F.
Training

All training programs supported or sponsored by AGENCY NAME are equally open to women and minority group employees on the basis of qualifications, knowledge, skills, abilities and motivation. AGENCY NAME coordinates with the County of _____________ to provide bi-annual training on discrimination and sexual harassment to all managers, supervisors and line staff.  AGENCY NAME also provides ongoing training to staff about ADA laws and reasonable accommodations for assessments. 

G.
Terminations and Disciplinary Procedures

Disciplinary action may take the form of verbal or written warnings, suspensions without pay, and/or termination by the Executive Director or his/her designee.  The procedures outlined above are administered without regard to membership of a protected class. Employees of or any applicant for employment at AGENCY NAME who feels they have been discriminated against should contact the EEO Program Officer who will immediately investigate the circumstances involved in the complaint and will take appropriate corrective action in accordance with Regulations and applicable law. 

H.
Statistical Data
AGENCY NAME coordinates recruitment through the County’s Office of Human Resources and AGENCY NAME’s Human Resources Officer. AGENCY NAME is committed to undertake qualitative and quantitative analysis of employment practices to identify those practices that operate as employment barriers and/or unjustifiably contribute to underutlization.  AGENCY NAME will track data on the following:
· List of recruitment resources used (including name and contact info) 

· Number of applicants by category including female, minorities, disabled and veterans 

· Number of applicants versus number hired  

· Number of promotions (including gender and race information) 

· Testing accommodations and list of jobs with written examinations 

· Disciplinary actions including gender and race 

· Terminations and separations including gender and race 

· Salary data on males, females, and minorities 

· Exit interview findings 

· Availability of bilingual materials 

The EEO Officer will monitor and review selection and employment procedures to determine whether AGENCY NAME procedures influence employment opportunities for women and minorities.  AGENCY NAME shall use the summary data collected to conduct a statistical assessment of present employment practices to identify those practices contributing to areas of underutilization and various methods to address the underutilization. This includes as review of current practices in recruitment, testing, selection/hiring, promotions, termination/separation and disciplinary actions.  

V.
MONITORING & REPORTING SYSTEMS 
An important part of any successful EEO program is the establishment of an effective and workable internal monitoring and reporting system.  This system serves the following basic purposes:
· Assesses EEO Plan accomplishments and EEO Officer’s effectiveness in accomplishing program goals 

· Enables AGENCY NAME to evaluate the EEO Plan during the year and to take any necessary corrective action regarding the development and execution of programs of goals and timetables 

· Identifies managers and supervisors who have failed to achieve the goal or to implement affirmation action
· Provides a precise and factual database for future projections
A.
Procedures for Agency Monitoring

AGENCY NAME will monitor its EEO Plan by evaluating data on applicants, new hires, promotions, transfers, discipline, and terminations on an annual basis.  AGENCY NAME will take any necessary corrective action regarding the development and execution of programs, goals, and timetables. The procedures to continuously monitor employment procedures and practices to measure the effectiveness of the EEO Plan include:   

1.
Compile applicant data to include race and gender, position sought, and the ultimate disposition of each job applicant, where the collection of such information does not violate the individual’s rights.

2.
Compile applicant data to include individuals with disabilities and Veterans, the number of applicants for employment and/or promotions in each job category and the number hires and promoted, cross-reference by age, race and gender.
3.
Compile data for each promotional or transfer opportunity to include all persons considered, identified by age, race and gender.

4.
Compile employee termination data (both voluntary and involuntary) to include the race, gender, and position. 

5.
Compile employee disciplinary data to include the race, gender, and position and type of disciplinary action. 

6.
Compile employee training data to include race, gender, and position.
7.
Monitor the effectiveness of recruitment and outreach efforts to community organizations by maintaining a record of the outreach responses and auditing applicant pools for diversity at all levels and for all positions.
8.
Ensure annual meetings with staff responsible for the EEO Plan to review AGENCY NAME’s compliance with the plan sections, goals and timeframes to reach goals, employment statistics and data collected throughout the year.
9.
Develop an Action Plan to remedy any EEO Plan deficiencies that are identified in the annual EEO Plan meetings. 

10.
Conduct ongoing training with supervisors and managers at AGENCY NAME to ensure compliance with all aspects of the EEO Program and evaluate internal training and promotional opportunities for adverse impact.
11.
Maintain a log of all alleged employment discrimination complaints to complainant name, parties involved, date of incident/complaint, list of complaint(s) and current status.  Update log as complaints arise and are investigated.  This data is used to identify trends, ensure timeliness of complaint investigations and resolutions, and report results to the Executive Director. 

12.
Review periodically, in conjunction with human resources, AGENCY NAME’s union contracts to ensure employment practices and policies stated therein are current (e.g., hiring, promotions, training, complaint policies, reasonable accommodation policies, performance evaluations and grievance procedures) and to ensure there is not a disparate impact.
B. Procedures in Determining Subrecipient Compliance
Subrecipients of AGENCY NAME who are awarded contracts greater than $50,000 and with 50 or more employees shall submit their EEO Program annually to AGENCY NAME.  Procedures for determining EEO compliance of subrecipients are as follows:

· Review subrecipients EEO program annually for FTA triennial audits;
· Identify deficiencies for correction; 
· Provide technical assistance as needed; and 
· Provide periodic site visits to review subrecipient’s EEO program for FTA compliance. 

Currently, the City of __________ is the only subrecipient.  Documentation relating to subrecipient EEO Plan compliance are collected by AGENCY NAME and maintained for FTA triennial reviews.
C.
Procedures for Agency Reporting
The EEO Plan Officer shall meet annually with the Executive Director to discuss the progress of the EEO Plan and the results of monitoring procedures.
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