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This instruction contains local policy and provides guidance in establishing an orderly and consistent process to enhance employment policies and practices at Edwards AFB by reviewing trends in personnel actions, which may have an adverse impact on a protected group.  The process includes monitoring minority, women, and people with disabilities program recruitment efforts; recommending corrective action when adverse trends and artificial barriers are identified; and reviewing statistical data on workforce composition.

SUMMARY OF CHANGES:  Upgraded wording in paras 1.4, 2.4, 2.5 and 2.7; added duties in para 2.9; changed wording in para 4.3; added para 4.6; changed CPF to CPO throughout; updated members of EEO committee, para 6;  changed para 6.4.7. 

1.  SUPERVISORS AND MANAGERS WILL:

1.1.  Assure all employees and applicants for employment are treated in a manner free of discrimination in all aspects of the employment relationship;  maintain awareness of the intent and requirements of the Affirmative Employment Program Plans (AEPPs);  ensure employees are aware of and have access to the AEPPs.

1.2.  Ensure EEO principles are integrated into the personnel management process and are considered in employment decisions such as promotions, reassignments, training, awards, etc.

1.3.  Support minority groups, women’s and disabled program activities, such as community relation activities, meetings, workshops, conferences and/or job fairs.

1.4.  Participate in evaluation of affirmative employment accomplishments, including reviews.  Monitor accomplishments of EEO and Affirmative Employment Program (AEP) objectives.  Announce appropriate policy statements.

2.  SPECIAL EMPHASIS PROGRAM MANAGERS (SEPMs) WILL:  

2.1.  Be appointed by the Civilian Personnel Officer.

2.2.  Ensure management’s support by keeping them aware of employment program objectives and accomplishments.  Assist in the development of affirmative initiatives, in conjunction with Special Emphasis Program (SEP) initiatives, to address the problems and concerns of under-represented groups in the workforce.

2.3.  Identify potential or existing problems and/or barriers which impede the advancement of minorities, women, and people with disabilities.  Assist in the counseling of minorities, women, and people with disabilities about career opportunities and encourage them to participate in self-development and continuing education.

2.4.  Encourage management to use job restructuring to provide career opportunities for minorities, women, and people with disabilities.

2.5.  Communicate information to management, employees, and community organizations which will enhance employees of minorities, women, and people with disabilities. 

2.6.  Publicize the objectives of the programs to increase management awareness of the economic advantages of fully utilizing talents of all employees.

2.7.  Ensure recruitment efforts include sources most likely to produce qualified minority, women, and people with disabilities.  Actively recruit qualified candidates for all under-represented career fields.

2.8.  Maintain contacts with minority and women’s colleges, universities, groups, clubs, and professional organizations.

2.9.  Participate in Air Force specific SEP training activities and Air Force training programs at national conferences; conduct installation training and/or share information with other SEP managers and sub-committee members.

3.  KEY MANAGER ADVOCATES WILL: 

3.1.  Be appointed by the Civilian Personnel Officer.

3.2.  Encourage support of their programs, keep their committees on track, and assist in development of affirmative employment initiatives.

3.3.  Publish program objectives, ensure recruitment of qualified candidates for career fields where they are under represented, and maintain contacts with colleges, universities, groups, clubs, and professional organizations. 

4.  AFFTC COMMANDER WILL:

4.1  Provide leadership in the establishment and enforcement of policy supporting Air Force Affirmative Employment efforts.

4.2.  Ensure maximum efforts are made to meet program objectives.

4.3.  Ensure participation of appropriate management officials in the development and implementation of the AEP, and the Affirmative Action Plan for Hiring, Placement, and Advancement of People With Disabilities.

4.4.  Ensure resources are available to support the AEP.

4.5.  Support EEO principles and ensure these principles are a consideration in management decisions.

4.6.  Ensure an ad hoc committee consisting of both military members and civilian employees is established to plan and conduct ceremonies, to observe nationally proclaimed or other specifically designated community activities that particularly affect minorities, women, and people with disabilities.

5.  CHIEF, AFFIRMATIVE EMPLOYMENT PROGRAM WILL:

5.1.  Develop and administer an AEP, including program evaluation.  Ensure staffing efforts are supportive of AEP goals.

5.2.  Serve as responsible official for preparation of and reporting on the installation AEPP in conjunction with SEPMs, members of the Civilian Personnel Office, and functional managers.  Coordinate with and advise management officials on evaluation of workforce composition, determinations of under-representation, development of program objectives to eliminate under-representation.

5.3.  In conjunction with Human Resources Development Office provide appropriate training of Civilian Personnel staff members, managers, supervisors, and SEP managers.

5.4.  Ensure installation media include articles on the AEP, including SEPs.

5.5  Maintain contact with appropriate community groups to ensure awareness of issues and establishment of constructive relationships.

5.6  Participate in budget planning to ensure adequate program resources.

5.7.  Supervise and provide technical guidance to SEPMs.

5.8.  Develop annual SEP objectives and a plan to accomplish those objectives, including specific activities and target dates, resources required, and criteria for evaluating program achievements.

6.  MEMBERSHIP OF THE EEO COMMITTEE:

6.1.  Individuals assigned to the following positions are appointed as permanent members of the EEO Committee.  Alternate co-chairs may be redesignated at the discretion of the AFFTC/CC.

6.1.1.  AFFTC Vice Commander (co-chair)

6.1.2.  Civilian Personnel Officer (co-chair)

6.1.3.  ABW Commander or Vice Commander

6.1.4.  Chief, Equal Employment Opportunity Program Office

6.1.5.  Chief, Affirmative Employment

6.1.6.  Asian American/Pacific Islander Program Manager

6.1.7.  Black Employment Program Manager

6.1.8.  Federal Women’s Program Manager

6.1.9.  Hispanic Employment Program Manager

6.1.10.  Program For People With Disabilities Manager

6.1.11. AFFTC Labor Law Attorney

6.1.12.   Military Equal Opportunity Chief

6.2.  The Civilian Personnel Officer is the EEO Program Manager and will appoint special committee members to the Edwards EEO Committee.  These appointments will be reviewed annually.  The committee will consist of supervisors, key management officials, and workforce representatives who are appointed by name.

6.3.  Special committee members may include: 

6.3.1.  Key Manager Advocates assigned to the following programs:

6.3.1.1.  Federal Women’s Program

6.3.1.2.  Asian American/Pacific Islander Program

6.3.1.3.  Hispanic Employment Program

6.3.1.4.  Black Employment Program

6.3.1.5.  Program For People With Disabilities

6.3.2.  Mission Support Group Commander

6.3.3.  Mission Support Squadron Commander

6.3.4.  Civil Engineering and Transportation Division Director

6.3.5.  Comptroller

6.3.6.  Union Representatives

6.3.7.  Medical Group Commander

6.3.8.  Chief of Safety or designee

6.3.9.  Test Wing designee

6.3.10.  Command and Staff designee

6.3.11.  Air Force Research Laboratory designee

6.3.12.  Permanent Invited Guests:  NASA Dryden Flight Research Center and Plant 42 representatives.

6.3.13.  Representatives of community groups will also be invited to attend EEO Committee and sub-committee meetings, as appropriate, especially when the agenda concerns community affairs.

6.4.  EEO COMMITTEE WILL:

6.4.1.  Review discrimination complaint activity to analyze, identify, and recommend actions to enhance employment policies and practices.

6.4.2.  Review trends in personnel actions.  Identify personnel administration and management practices that have an adverse impact on any protected group.

6.4.3.  Monitor minority, women, and disabled recruitment efforts to ensure identification of all possible recruitment sources.

6.4.4.  Recommend corrective actions to be taken by appropriate officials when adverse trends and artificial barriers are identified.

6.4.5.  Assess progress towards achieving AEPP objectives at least annually, including review of statistical data on workforce composition.

6.4.6.  Review status and progress of the SEPs.

6.4.7.  Recommend to the ad hoc committee appropriate activities to support and enhance observances such as Federal Women’s History Month, Black History Month, Asian American/Pacific Islander Heritage Month, Hispanic History Month, National Disability Awareness Month, and similar base-wide activities.

6.4.8.  Establish sub-committees as necessary, to carry out the objectives of the committee.

WILBERT D. PEARSON, JR., Major General, USAF

Commander

