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Subject: Equal Employment Opportunity and Affirmative Action
Applicability: Applicants and State Employees

Effective Date: 1 July 2008 (Revised)

References: Command Policy Memoranda #104 and #113

I. PURPOSE: The Oregon Military Department (OMD) will continue its efforts

to reflect the diversity of Oregon and to provide fair and equal employment
opportunity and practices.

IT. SCOPE: Employment-related decisions shall be made in a non-
discriminatory manner in order to provide equal employment opportunities to
all applicants and employees. These decisions include the following: hiring,
promotion, demotion, transfer, termination, layoff, training, compensation,
benefits and performance evaluations.

ITII. DEFINITIONS:

A. Affirmative Action Plan (“AA Plan”): The Plan for each biennium,
which contains agency goals and programs for the continuation of OMD’s
efforts to diversify its workforce.

B. Equal Employment Opportunity (“EEO”): Employment opportunities to
include hiring, promotion, transfer, training, and compensation are
based on relative knowledge, experience, and skills determined by
competition without regard to race, color, sex, religion, national
origin, age (for persons age 40 and older) or disability or other non-
job-related factors.

C. Good Faith Efforts: Significant measurable attempts to reach
affirmative action goals and to carry out the intent of the AA Plan.

IV. STANDARDS: The Agency’s Affirmative Action Plan shall be incorporated
in the Agency’s day-to-day operations in order to practice the principles of
cultural tolerance and to be proactive in increasing the diversity of the
workforce.

V. COMPLAINT PROCESS: This policy shall not cause the preclusion of
any person’s right to file a formal grievance/complaint.

A. Complaints may be filed with the Agency’s Affirmative Action
Officer in the State Personnel Office (AGP) within 30 calendar days of
the alleged act or upon knowledge of occurrence.

B. Grievances may be filed in accordance with a collective
bargaining agreement.

C. Complalints may also be filed with the Bureau of Labor (BOLI) and
Industries or the Equal Employment Opportunity Commission (EEOC).

D. The Agency’'s Affirmative Action Officer shall immediately
investigate complaints concerning discrimination or EEO issues.
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E.

Those complaints filed with BOLI or EEOC will be processed 1n

accordance with the respective agency’s procedures.

VI. RESPONSIBILITIES:

A.

The Adjutant General:

1. Sets Agency’s policies concerning equal employment
opportunity processes and affirmative action.

2. Initliates action, directly or through an authorized
designee, on reported activities contrary to the Agency’s policy.

The Deputy Director of State Affairs:

1. Ensures Directorates under his direction are aware of the
AA Plan’s goals and objectives and that they create a positive
atmosphere for achieving success in meeting those goals.

2. Periodically reviews personnel practices to identify
barriers to equal employment and upward mobility opportunities
and directs appropriate remedial action if necessary.

3. Be available to meet with organizations which foster
advancement of the interests of women, people of color and those
with disabilities.

4, Ensures that affirmative action efforts and results are
part of the performance evaluation process for subordinate

managers.

State Personnel Director:

1. Provides oversight of the Affirmative Action Officer in
representing The Adjutant General in all matters concerning
Affirmative Action and EEO activity.

2. Continues advocacy for the AA Plan during executive
sessions.

3. Monitors recruitment processes.

4., Ensures that managers’ evaluations contain criteria to meet

affirmative action goals and that training on performance
apprailsal processes is provided.

5. Ensures employees are scheduled for EEO training in
accordance with the Agency’s Training Plan.

Affirmative Action Officer:

1. Develops the biennial Affirmative Action Plan.
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2. Collects/analyzes/monitors hiring data and works with
management staff to reach goals.

3. Engages in outreach to appropriate institutions and
organizations to promote OMD’s commitment to affirmative action.

4. Communicates the internal complaint procedures regarding
discrimination are made known to all employees and proceeds
promptly with fair and unbiased investigations.

S. Trains Agency staff by reviewing policies, procedures, and
Agency goals as it relates to Affirmation Action.

6. Conducts investigations on discrimination complaints
received within 15 calendar days or notifies the complainant when

additional time is needed.

E. Supervisors and Managers:

1. Knows the Agency’s EEO policies and procedures, the Command
Policy Memorandums, and the AA Plan goals. |

2. Maintains a harassment-free work environment.

3. Makes a good faith effort to achieve established RAA goals
for their respective work unit.

4. Initiates contact with AGP prior to any action taken to
investigate discrimination or sexual harassment complaints.

5. Ensures employees are practicing principles of respect and
cultural tolerance.

F. All Emplovyees:

1. If a person believes they have been subjected to
discrimination, file complaint in a timely manner.

2. Be familiar with the Command Policy Memorandums (referenced
above), Agency’s EEO policies and AA goals.

3. Practices the principles of respect and cultural tolerance.
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RAYMOND F. REES
Major General
The Adjutant General
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