Chapter 2

ODEO:  Outreach, Diversity, and Equal Opportunity
The Northern Plains Area (NPA) is an equal opportunity employer and is dedicated to providing a safe environment that is free from discrimination and harassment for all current and potential employees, customers, and visitors, and where people are treated with dignity and respect.  The NPA adheres to all EEO and civil rights rules and regulations, including prohibitions against discrimination, harassment and retaliation.  Discrimination and/or harassment based on an individual’s race, color, religion, national origin, gender, age, disability, political beliefs, sexual orientation, or marital or family status is prohibited, as is retaliation.  

Acronyms:

See Chapter 22 for a comprehensive list of commonly used acronyms

References:

NPA EEO, Civil Rights, Diversity Resources:




Overview of NPA Outreach, Diversity, and Equal Opportunity 




EEO, Civil Rights, Diversity




On-site Training




Recruitment-Permanent




Recruitment-Students




NPA Summer Intern Program




NPA ODEO Program Manager Functions

NPA Policy Memos, especially: 

NPA PM-04-002 – Recruitment Procedures for Cat 1, Cat 4 Scientists, Research Leaders and Center Directors

PM-03-002 – Equal Employment/Civil Rights Performance Element

PM-05-004 – Employment of Personnel Related by Blood or Marriage at the Location

PM-08-002 – NPA Award Policy

NPA Diversity Bulletin Board – diversity-related resources

Quarterly Reports: Civil Rights Self-Assessment and White House Initiatives

Outreach - Recruitment

NPA MD 715: Area workforce demographics

Special Emphasis Observances




VOICES (NPA employee newsletter)





Reasonable Accommodations
ARS Office of Outreach, Diversity and Equal Opportunity (ODEO) Resources: ODEO



EEO Complaint Process



Cooperative Resolution Program



Reasonable Accommodation Resources



Management Directive (MD) 715 (Workforce demographics)




Outreach and Recruitment 



ARS Administrative and Financial Management (AFM) Resources:



REE Work-Life Programs


REE Policies and Procedures, especially:
P&P 122.1 – Preventing Workplace Violence

P&P 461.5 – Misconduct, Discipline, and Adverse Action



P&P 463.2 – Administrative Grievance System
ARS Job Openings – Permanent and term vacancies in ARS

USDA Resources:

DR 4120-1 – Mandatory Annual EEO Training 


DR 4300-6 – Civil Rights Policy 



DR 4300-7 – Processing EEO Complaints



USDA Target Center
Point of Contact:
	Barbara King

Area ODEO Program Manager
USDA-ARS-NPA

2150 Centre Avenue, Building D, Suite 300

Fort Collins, CO  80526-8119

Telephone: (970) 492-7053 

Fax: (970) 492-7065

E-Mail:  barbara.king@ars.usda.gov

	


Discussion of References:
NPA EEO, Civil Rights, Diversity Resources:
Overview of NPA Outreach, Diversity, and Equal Opportunity (ODEO)
EEO, Civil Rights, Diversity: The NPA Program Manager for Outreach, Diversity, and Equal Opportunity (ODEO) serves as the NPA designated contact for questions concerning civil rights, EEO, and diversity-related outreach.  When issues do arise, it is important to address the issue quickly. The first course of action if at all feasible is to try to resolve the issue at the lowest possible level.  The NPA ODEO Program Manager serves as a resource for employees and supervisors to discuss issues before they reach a critical level. Employees can follow the chain of command at their location, contact the Area ODEO Program Manager, or the Area or Associate Area Director, or contact the ARS ODEO office directly. 

On-site Training:  Barbara King is available to present workshops on topics relating to EEO, diversity, conflict resolution, workplace issues, generational issues, recruitment, as well as design presentations on topics tailored to a location’s specific interests. Contact Barbara King for details.

Recruitment – Permanent: Locations are encouraged to aggressively advertise and recruit for all positions and work with Barbara King on diversity and EEO issues relating to recruitment.  The NPA permanent workforce is under-represented for most minority racial/ethnic populations, and recruitment efforts should strive to increase the diversity of the workforce (see the NPA MD 715 on the NPA ODEO web site). The NPA Policy on Recruitment Procedures for Cat 1 and Cat 4 Positions (NPA PM-04-002) explains the procedures to be followed when recruiting scientists and location leadership, and that policy also serves as a model for recruitments in general.  
Recruitment – Students:  The Office of Personnel Management (OPM) in July 2012 unveiled a revised student employment program called Pathways that replaced the previous STEP and SCEP student employment programs.  Briefly, Pathways has been designed to make it easier for students to learn about jobs and make it easier for students to be competitive for entry-level federal positions.  As of this writing details on how ARS will implement Pathways were not available.  
NPA Summer Intern Program:  This program offers paid 8-week summer internships for post-secondary students seeking an associate, baccalaureate, or graduate degree or certificate.  Interns are hired at the GS-3 level, and the Area Director and research units equally share in funding the salary for each intern.  A call for proposals is released in January of each year, and selected proposals are announced in February.  Successful proposals are those that include a structured research project, mentoring by a scientist, and have a well-articulated plan to actively recruit women and minorities. The NPA ODEO Program Manager coordinates this program. 
NPA ODEO Program Manager functions:  NPA Diversity Task Force, summer internship programs, quarterly civil rights reports, the annual EEO MD-715 report, various outreach activities, and the mentoring component of the Newly Appointed Scientist Professional Development Program (NASPDP), among other general functions relating to outreach, diversity, and equal opportunity.  
NPA Policy Memos:  All Area policy memos are posted on the NPA home page. Of particular interest for EEO and diversity are the following policy memos: 

PM-03-002 – Equal Employment/Civil Rights Performance Element; 

PM-05-004 – Employment of Personnel Related by Blood or Marriage at the Location; and 

PM-08-002 – NPA Award Policy. 

NPA Diversity Bulletin Board: This SharePoint site offers an array of links and resources relating to diversity.

Quarterly Reports:  Every quarter, locations are to complete two reports documenting outreach activities:  The Civil Rights Self-Assessment (CRSA) and White House Initiatives (WHI).  Formats for these reports are saved on the NPA EEOCR Sharepoint site and are due to the NPA ODEO Program Manager the first week in January, April, July, and October (reminders are emailed to all AOs). These reports provide locations the opportunity to list outreach activities and collaborations with under-represented groups (racial/ethnic minorities, women, individuals with disabilities, and veterans) and especially activities with Historically Black Colleges and Universities (HBCU), Tribal Colleges and Universities (TCU), and Hispanic Serving Institutions (HSI).  The location questionnaires are then compiled into an Area-wide report for review by the Area Director, and then submitted to the ARS Office of Outreach, Diversity and Equal Opportunity for further review and distribution to the Agency Administrator.  

NPA MD 715:  This annual report details the NPA workforce demographics (race, ethnicity, gender, disabilities) by occupation, grade, disabilities, awards, etc. across the agency, and is prepared by the Area ODEO Program Manager. This report is mandated by the US Equal Employment Opportunity Commission (EEOC), and is available on the NPA Outreach, Diversity, and Equal Opportunity web page. 
Special Emphasis Observances:  Locations are encouraged to either sponsor workshops or other events associated with all of the designated Special Emphasis Observances, and/or sponsor an annual diversity day celebration.  
VOICES:  This NPA employee newsletter is produced by the NPA Diversity Task Force and published electronically every six months (April and November).  Past issues are saved to the NPA home page. 
Reasonable Accommodation Resources:  Most requests for reasonable accommodation can be handled by employees and supervisors at the location level.  The process is designed to be interactive, where employees and supervisors work together to identify accommodations.  In those cases when a resolution is not readily achieved, employees and/or supervisors should contact the ARS ODEO office and ask to speak with the Disability Program Manager.

ARS ODEO Resources:
EEO Complaint Process: The Office of Outreach, Diversity, and Equal Opportunity (ODEO) handles the informal and formal complaint process.  When issues do arise, it is important to address the issue quickly.  The first course of action if at all feasible is to try to resolve the issue at the lowest possible level.  Employees can follow the chain of command at their location, contact the Area ODEO Program Manager (phone 970-492-7053), or the Area or Associate Area Director (970-492-7048), or contact the ARS ODEO office directly at 202-720-6161 (or 800-340-4289) and ask to speak with one of the EEO Counselors. 

Cooperative Resolution Program: Provides mediation, conflict resolution, and training to individual employees, work groups, entire locations. 

Reasonable Accommodation Resources:  Most requests for reasonable accommodation can be handled by employees and supervisors.  In those cases when a resolution is not readily achieved, employees and/or supervisors should contact the ARS ODEO office and ask to speak with the Disability Program Manager.

Management Directive (MD) 715:  This annual report details ARS workforce demographics (race, ethnicity, gender, disabilities) by occupation, grade, disabilities, awards, etc. across the agency.  Additionally, each Area ODEO Program Manager prepares an Area-specific report.  This report is mandated by the US Equal Employment Opportunity Commission (EEOC).  

Outreach and Recruitment:  Staff participate in national recruitment/awareness events and programs with student groups from under-represented populations; serve as the agency contact for USDA Student Scholarships (primarily Wallace-Carver Internships, 1890 Scholars, 1994 Tribal College Scholars), and serve as general resources for recruitment efforts with under-represented populations.

AFM Policies and Procedures:  All Policies and Procedures (P&P) are posted on the AFM website: www.afm.ars.usda.gov/ppweb/pplist.htm.  The P&Ps listed (122.1, 461.5, and 463.2 are noted. 

REE Work-Life Programs:  A listing of all REE programs that are designed to assist employees balance work and personal life responsibilities.  Examples include EAP (Employee Assistance Program), Telework, Child-care subsidies.  

USDA Resources:

DR 4120-1: Mandatory Annual Training:  Departmental Regulation 4120-001 requires annual training on a selected topic dealing with EEO, CR, and/or Diversity.  The Department is responsible for identifying the topic and delivery of this training and also determines any timelines.  The ARS Office of ODEO coordinates the training with each Area ODEO Program Manager.  All new employees must complete The No Fear Act on-line training as soon as access to Ag-Learn is available and complete all other EEO mandated training as assigned.

DR 4300-6:  Civil Rights Policy: The Department, Agency, and Area all have stand-alone policies on Civil Rights that are issued annually.  These policies (and all related policies) can be found on the Outreach, Diversity and Equal Opportunity web page from the NPA home page.
DR 4300-7: Processing EEO Complaints:  ARS adheres to the Departmental Directive on processing civil rights complaints, as described in DR 4300-7 “Processing EEO Complaints.” 

USDA Target Center (Adaptive Technologies and Equipment)
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