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Affirmative Action/ Equal Employment Opportunity Policy
Insert Agencies Affirmative Action Policy. The policy should be updated for the current year with the director’s signature for the year.
Workplace Harassment Policy

Insert Agencies Workplace Harassment Policy. The policy should be updated for the current year with the director’s signature for the year.
Drug Free Workplace Policy

Insert copy of the agencies Drug Free Workplace Policy. The policy should be updated for the current year with the director’s signature for the year.
Internal Dissemination of Policy and Plan

Internal Dissemination of the Equal Employment Opportunity/Affirmative Action policy and plan shall include, but not be limited to, the following:

1. The (Insert Agency Name) Affirmative Action Plan will be distributed to all departmental personnel, after receipt of approval from the DAS-State Affirmative Action Specialist.

2. The Equal Employment Opportunity/Affirmative Action Policy will be included in the Human Resources Policy and Procedures manual and available to all employees.

3. Meetings will be conducted as appropriate with management and supervisory staff to explain the intent of the policy, and to reiterate the Agency’s commitment, as well as the expectations regarding each individual manager’s/supervisor’s responsibility for  effective implementation of the plan.

4. The policy will be explained in new employee orientation, with each new hire receiving his/her own copy of the Equal Employment Opportunity Policy, the Workplace Harassment Policy, and the Drug/Alcohol Free Workplace Policy.

5. AA/EEO training will be available to all Agency employees at management’s request.

6. The policy will be posted on Agency bulletin boards
7. If requested the Agency will provide a copy of the Affirmative Action Plan to NAPE/AFSCME.

8. The Affirmative Action Plan will be accessible to all Agency Employees

External Dissemination of Policy and Plan

External Dissemination of the Equal Employment Opportunity/Affirmative Action policy and plan shall include, but not be limited to, the following:

1. Inform all recruiting sources that the (Insert Agency Name) is an Equal Employment Opportunity employer and request that these sources actively recruit and refer protected group members to the Agency for employment.

2. All advertisements of employment positions shall clearly state that the State of Nebraska is an Equal Opportunity/ Affirmative Action Employer.
3. When recruiting externally, external positions announcements will be sent to special interest groups and organizations informing them of our Equal Opportunity/Affirmative Action Policy and encouraging them to refer qualified applicants for advertised openings.

4. Incorporate in all purchase orders, leases, and contracts covered by Executive Order 11246 as amended a statement that the agency is a EEO Employer, and that contractee's are obligated to adhere to federal, state and local laws regarding EEO/AA.

Responsibilities of the Affirmative Action Officer 
The responsibilities of the Affirmative Action Officer include:
· Write Affirmative Action Plan and compile and submit reports to the State Affirmative Action Office

· Collect and analyze employment data for quarterly reports to the State Affirmative Action Office in DAS State Personnel, and measure program progress through this data

· Support the development of Affirmative Action objectives and timetables

· Provide information and technical support as needed to managers in areas relating to Affirmative Action

· Provide for internal and external communication of Affirmative Action policies, plans, and procedures

· Work with management in identifying problem areas

· Develop goals, objectives and support programs to provide specific remedies to employment concerns and to insure ongoing equal employment opportunity

· Act as a contact person for any employee who has an EEO/AA concern

· Observe the work environment for any real or perceived barriers to equal opportunity and recommend corrective action
· Serve as the liaison for Minority Business Enterprise/Disadvantaged Business Enterprise/Women Business Enterprise programs and provide input in this area

· Perform other duties as necessary to develop and maintain an effective affirmative action program.

Organizational Charts

Insert agency Organizational Charts in this area.
Discrimination Suits

	Type of Complaint
	Date Filed
	Status

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


* If no complaints have been filed please put “None” in the first column “Type of Complaint”.
Minority Business Enterprise/Disadvantaged Business/Women Business Enterprise Contracts
	Contract #
	DBE Firm
	DBE Name
	Approval Date
	Subcontract Amounts
	% of Contract
	Total Contract Amount

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


* If your agency does not award any contracts please put N/A in the “Contract #” Field, or if your agency can generate a separate report for this information insert that report where this page is.
Workforce Analysis

	Insert Agency Name Here
Agency Staff Totals as of March 31, (Year)

	EEO Category
	Total
	Male
	Female
	Afr. Amer
	Hisp
	Other*
	Disability
	Age 40+

	Executive/Managerial
	
	
	
	
	
	
	
	

	Professional
	
	
	
	
	
	
	
	

	Para-Professional
	
	
	
	
	
	
	
	

	Technical
	
	
	
	
	
	
	
	

	Skilled Craft
	
	
	
	
	
	
	
	

	Office/Clerical
	
	
	
	
	
	
	
	

	Service/Maintenance
	
	
	
	
	
	
	
	

	Protective Services
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	

	Percent
	
	
	
	
	
	
	
	


* Includes Alaskan Native, Native American and Asian or Pacific Islander

Utilization Analysis
Insert Comparative Analysis Here
Statement of Goals Accomplished/Not Accomplished for (Insert Previous Year)
	Goal #1:



	Summary:



	Goal #2:



	Summary:



	Goal #3:



	Summary:



	Goal #4:



	Summary:




Training Goals Accomplished for (Insert Previous Year)
Objective:
To enhance the opportunity for all employees to improve their knowledge, skills and abilities. If a goal was set for training/employee development in the areas of Affirmative Action and/or overall employee development and the goal was accomplished complete graph below.

	Year
	Course Name
	Date Held
	# Employees Attended

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


* If the number of employees in attendance for the training/course is not available please put N/A in the “# Employee’s Attended” column.
Identification of Areas of Underutilization

	EEO Category
	Underutilized Group

	Executive/Managerial
	

	Professional
	

	Para-Professional
	

	Technical
	

	Skilled Craft
	

	Office/Clerical
	

	Service/Maintenance
	

	Protective Services
	


Statement of Goals and Timetables for (Insert Current Year)
	Goal #1



	Action Steps
	Individual Responsible
	Target Date

	
	
	

	
	
	

	Goal #2



	Action Steps
	Individual Responsible
	Target Date

	
	
	

	
	
	

	Goal #3



	Action Steps
	Individual Responsible
	Target Date

	
	
	

	
	
	

	Goal #4



	Action Steps
	Individual Responsible
	Target Date

	
	
	

	
	
	


