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.01    Purpose.    This section describes the Bureau’s Equal Employment  

Opportunity program, and provides guidance and instructions to assure 

equality of opportunity for all employees in recruitment, selection, 

career development, promotion, counseling, participation in training 

programs, and membership on committees. 

 

.02    Objectives.    The objectives of the program are to: 

 

A. Assure that each individual’s opportunity for BLM employment, 

training, and career development is based solely on merit and fitness, 

regardless of race, color, religion, sex, age, or national origin. 

 

B. Provide positive and continuing leadership and support for the 

program at all levels of management. 

 

C. Develop plans of action designed to meet overall problems and 

needs, and to overcome any obstacles that impede equality of 

opportunity for members of minority groups, women, and members of 

disadvantaged groups. 

 

D. Resolve complaints of discrimination in an efficient and 

uniform manner, and use informal methods of resolving such complaints 

whenever possible. 

 

.03    Authority 

 

A. Executive Order 11478 of August 8, 1969. 

 

B. Public Law 92-261, The Equal Employment Opportunity Act of 1972. 

 

C. Public Law 93-112, The Rehabilitation Act of 1973. 

 

D. Public Law 93-259, Fair Labor Standards Amendments of 1974. 

 

E. CSC instructions and regulations contained in Chapter 713 of the 

Federal Personnel Manual. 

 

F. Departmental instructions and regulations contained in Part 370  

DM 713 Addition to FPM. 

 

.04    Responsibility. 

 

A. The Director and the Associate Director exercise leadership in 

establishing and maintaining a positive, continuing program to assure 

equal opportunity in every aspect of employment policy and practice in 

each Bureau office and activity.
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B. The Chief, Office of Equal Employment Opportunity, is delegated 

responsibility as Bureau EEO Officer.  In this capacity he/she acts for 

and reports to the Director and/or associate Director on policy matters 

and status of program operations.  He/she establishes, in accordance 

with Departmental guidelines and directives, policies and procedures 

for the development, implementation, administration, coordination, and 

evaluation of all EEO program operations for the Bureau and its field 

offices. 

 

C. The Bureau Federal Women’s program Coordinator assists the 

Bureau EEO Officer in implementing the Bureau EEO program with special 

responsibilities for the Federal Women’s Program.  He/she 

provides guidance, advice, and technical assistance toward the 

planning, formulation, and implementation of sound and progressive 

Federal Women’s Program policies, goals , and actions. 

 

D. The Chief, Division of Personnel, is responsible for implementing 

personnel management policies and practices which are supportive of the 

concept of equal opportunity and the intent of the Bureau EEO 

Affirmative Action Plan.  He/she cooperatives with and assists the Bureau 

EEO Officer and FWPC in carrying out the EEO program. 

 

E. The SC Supervisory EEO Specialist  serves as an 

extension of the WO EEO Office.  This official provides advice and 

technical assistance to implement EEO programs in the eleven Western 

States, monitors the effectiveness of programs, analyzes the available 

statistical data, and reports to the Washington Office on the progress  

of the EEO program. 

 

F. State Directors; Service Center Director; BLM Director-Boise 

Interagency Fire Center; Managers, OCS Offices; and the Chief, Branch 

of Personnel Services (WO),  serve as EEO Officers for their areas of 

jurisdiction and are responsible for implementing the Bureau’s 

Affirmative Action Plan in those areas.  Included in their responsi- 

bility is the development  of State/Office/Center Affirmative Action 

Plans based on a careful analysis of local situations to meet the goals 

and objectives of the Departmental Skeletal Action Plan. 

 

G. State EEO Coordinators assist State Directors in administering 

the Bureau and State Affirmative Action Plans at the State and 

District level.  He/she coordinates the activities of Federal Women’s 

Program Coordinators, Spanish-speaking Program Coordinators, EEO 

Committees, and provides guidance and assistance to EEO Counselors and 

others with EEO responsibilities.  He/she cooperates with the SC EEO 

Staff and reports progress periodically to the State EEO Officer and 

the Chief, Office of Equal Employment Opportunity.  (See Appendix 1.) 
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H. State Federal Women’s Program Coordinators (FWPC’s)   assist the 

State EEO Coordinators in administering the Bureau and State Affirmative 

Action Plans and have special responsibility for implementing plan 

elements relating to women and the workforce.  They receive guidance 

and assistance from the State EEO Coordinator.  Reports may also be 

periodically submitted to the Bureau Federal Women’s Program 

Coordinator.  (See Appendix 1.) 

 

I. Spanish-Speaking Program Coordinators (SSPC’s)   assist the State 

EEO Coordinators in administering Affirmative Action Plan elements with 

special responsibility for those portions relevant to Spanish-Speaking 

populations.  They receive guidance and assistance from the State 

EEO Coordinators.  (See Appendix 1.) 

 

J. EEO Committees   assist the State EEO Coordinators and Officers in 

developing and implementing programs and policies of the State and 

Bureau Affirmative Action Plans.  Committees meet periodically with EEO 

Coordinators to discuss progress and program strategies.  Subcommittees 

may be formed to develop interest and awareness of needs that are 

identified.  (See Appendix 1.) 

 

K. EEO Counselors, trained in counseling procedures and available 

to all Bureau employees, counsel complainants regarding alleged 

discrimination and attempt informal resolution of such matters. 

Counselors submit a monthly report to the Director (110) in writing. 

Counselors must abide by aggrieved persons’ request to maintain 

confidentiality in submissions to the State EEO Coordinator. 

 

L. EEO Investigators, formally trained in investigative  procedures, 

are assigned at the request of the Director of the Office for Equal 

Opportunity to investigate allegations of discrimination outside of 

the Bureau of Land Management.  (See Appendix 2.) 

 

M. Managers, Supervisors, and all other BLM Employees, at all WO 

and field  office levels, are responsible for recognizing the need 

for equal employment opportunity and for assisting in any way possible 

to help ensure the success of the EEO program.  Managers and 

supervisors have special responsibilities to promote and implement  

affirmative EEO actions as specified in the Affirmative Action Plan. 

 

.05    Definitions. 

 

A. EEO Affirmative Action Plans:   documents outlining the problems, 

corrective actions to be taken, and officials responsible for imple- 

mentation and management of Equal Employment Opportunity programs.  The 

Bureau EEO Affirmative Action Plan is a consolidation of WO, State, 

Service Center, BLM BIFC, and OCS Office Plans, plus Action Items of 

general application to the Bureau as a whole.  Affirmative Action Plans 

are comprised of Program Elements and Action Items.
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B. Program Elements:    major headings within the Affirmative Action 

Plan setting forth general areas of concern. 

 

C. Action Items:    components of each Program Element setting forth 

steps to be taken to remedy and alleviate the problems identified. 

 

 

.06    Policy.    The Bureau of Land Management, by desire, belief, and 

deed, is committed to a positive application of equal employment 

opportunity in every aspect of personnel management policy and practice.   

Every effort must be made to erase discrimination based on race color, 

religion, sex, age, or national origin.  Each Bureau official is 

required to develop, adopt, and implement procedures reflecting full 

participation and vigorous affirmative action in the equal employment 

opportunity program.  Supervisors at all levels must make positive 

efforts to understand and practice equal employment opportunity policy. 
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.1    Equal Employment Opportunity Affirmative Action Plan. 

 

     .11    Format of the Plan.    The FY 77 Bureau of Land Management  

Equal Employment Opportunity Affirmative Action Plan is based on the 

format and Program Elements required by the Civil Service Commission 

and the Office for Equal Opportunity.  The Action Items under each 

Program Element are those Action Items within the Departmental and 

State Plans which have Bureauwide application.  Problems are identified 

for each Program Element and are numbered.  The section on Objectives 

and Action Items lists the same Program Elements outlined in the 

Assessment section and identifies objectives and Action Items to 

alleviate each problem.  The number in this portion corresponds to the 

number given a problem in the Assessment section of the plan.  The  

section on Continuing Program Requirements follows the Departmental 

format and is an attempt to separate those Action Items which are 

ongoing and of a maintenance nature.  Grouped according to the new 

Program Element formats, their accomplishment must be reported along 

with all other Action Items in the required Equal Employment 

Opportunity Quarterly Report. 
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    .12    Accomplishments. 

 

A.    Program Element I:   Organization and Resources 

 

 

Action Items 

 

Accomplishments 

1.   Review and evaluate staff and budget 

      resources. 

 

 

 

 

 

 

 

 

2.   Review and update Bureau issuances. 

 

 

 

 

 

3.   Ensure training of EEO staff, FWPC, SSPC, 

      and others with EEO responsibility. 

 

 

 

 

4.    Identify trained counselors and schedule 

       for visits. 

 

 

5.    Form EEO Committees at major 

       installations. 

 

 

6     Compile monthly reports of EEO complaints 

 

 

 

7.     Ensure all employees’ awareness of EEO 

        complaints process 

 

 

 

8.      Conduct periodic review of counselors. 

 

 

 

9.       Include EEO planning in AWP cycle. 

Completed.  Six full-time EEO staff members 

full-time clerical assistance placed.  Both FWP 

and SSP Coordinators at Bureau level have been 

assigned.  Three hundred and thirty-four other 

BLM employees have related EEO duties.  Most of 

them have these duties listed in their 

Performance Improvement and Position Review 

(14000-90(430) Forms.  AWP Directives issued with 

EEO program requirements.  See Appendix 1.) 

 

FY 76 Affirmative Action Plan issued as BLM 

Manual Section 1400-713.  Change in minority 

identification procedures issued as BLM Manual 

change.  Other Manual changes regarding housing 

and contract compliance in draft stage. 

 

Completed.  State-level training seminars 

conducted with EEO staff and first-line managers 

in all but two States and the WO.  Completion  

scheduled. 

 

Over 60 counselors trained.  Visits to Districts 

not having counselors are reported on a regular 

basis.  Pictures, names, and notices posted. 

 

Completed and ongoing.  Excellent reports of  

meetings and work toward developing Affirmative 

Action Plans and meeting EEO program needs. 

 

 

Completed and ongoing.  A total of 75 counseling 

instances reported.  Of these, 32 were 

determined not to be EEO-related matters. 

 

Completed and ongoing.  Staff meetings with 

explanations, report, and postings in 

accordance with directives. 

 

 

Ongoing.  Specific reports not made at all 

levels, but new counselors have been assigned. 

 

 

Completed and ongoing.  AWP Directives include 

complete EEO program instructions. 
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B. Program Element II:   Recruitment Activities to Reach and Attract Candidates. 

 

 

Action Items 

 

Accomplishments 

1.   Increase the employment of minorities. 

                 Goal: 

                       Full-time Permanent               88 

                       Others                                    104 

 

 

 

 

 

 

2.    Increase the employment of minorities in 

       grades GS-9 and above. 

                    Goal: 

                        GS-9                                             24 

                        GS-11                                           17    

                        GS-12                                             8 

                        GS-13 and above                            1 

 

 

3.      Increase the employment of women in grades 

         GS-9 and above. 

                    Goal: 

                        GS-9                                             27 

                        GS-11                                           20 

                        GS-12                                             9 

                        GS-13                                             5 

 

4        Increase the employment of Indians as a  

           part of the overall Bureau employment. 

                     Goal: 

                         Full-time Permanent                    11 

                         Others                                          55 

 

5       Concerted EEO emphasis series 

                       Goal: 

                           Total                                           70 

                           Minorities                                   37 

                          Women                                        39 

           

 

 

6      Route requests for Personnel Action (SF 52) 

        to EEO officials. 

 

 

 

 

7.     Assure that minorities and women are 

       informed of and considered for vacancies. 

 

 

 

 

 

 

 

Accomplishment:      FY 75      FY 76          Change 

   Full-time Permanent      380         416                + 36 

    Others                           266         590                +324 

 

Minority accessions: 

 

     Full-time Permanent                       39 

     Others                                            541 

 

Increases of minorities GS-9 and above as of the 

first for quarter s (accessions and promotions): 

     Accomplishment: 

             GS-9                                                17 

             GS-11                                              11 

             G-12                                                   2 

             GS-13 and above                                1 

 

 

Increases of women in GS-9 and above as of 

First four quarters (accessions and promotions): 

        Accomplishment: 

              GS-9                                                 25 

              GS-11                                               10 

              GS-12                                                 1 

              GS-13 and above                                1 

 

Increases of Indians as of the first four 

quarters: 

          Accomplishment: 

          Full-time Permanent                                4 

          Others                                                     66 

 

Series                Minorities        Women        Total 

    300                        10                  10              20 

    400                          6                    2                8               

    800                          4                    1                5 

  1100                          4                    2                6 

   Others                    13                  14              27 

      Total                    37                  29             66 

 
Completed and ongoing.  Most field EEO 
Coordinators are in an Administration or 

Personnel so checking of SF 52’s is not 

difficult.  Cooperation from Personnel Officers 

has been good. 

 

Completed and ongoing.  Reports in Quarterly  

Narrative, often supported by directives 
issued by State Directors, indicate EEO 

officials are directly involved in assuring that 

minorities and women are given full/equal 
consideration.  Several affirmative efforts to 

expand recruitment areas to further assure that 

potential minorities and women are solicited 
have been documented.. 
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B.     Program Element II:    Recruitment Activities to Reach and Attract Candidates (Con.). 

 

Action Items Accomplishments 

 

8.   Contact colleges and universities. 

 

 

 

 

 

 

9    Develop cooperative, work-study, and  

      other agreements. 

               Goal: 

                   Total Agreements                       48 

                   Total Participants                      120 

                   Minorities                                    42 

                   Women                                        61 

     

10.  Assure that summer employment opportunities 

       include women and minorities. 

                Goal: 

                    Minorities                                  122 

                    Women                                      125 

                    Faculty                                         53 

 

11.    Identify and maintain active contacts with 

         minority and women’s organizations. 

            

 

 

 

 

12     Develop and maintain a list including 

         minority and women candidates. 

              

 

 

.13   Identify and recruit for positions 

        utilizing skills in another language. 

 

 

 

 

 

 

 

 

 

Completed and ongoing.  A total of over 80 

schools have been listed for ongoing contacts. 

Each State has involved specialists from the 

natural resource and administration fields and 

EEO in school activities, field days, job fairs, 

career days, and presentations to classes. 

 

Completion as of the first four quarters by 

Alaska, ESO, Idaho, Montana, Oregon, SC, Utah, 

and  Wyoming: 

             Total Agreements                       26 

             Total Participants                        50 

             Minorities                                    15 

             Women                                        30 

 

Summer employment opportunities as of the 

first four quarters: 

      Accomplishment 

             Minorities                                     90 

             Women                                        141 

              Faculty                                          29 

 

Ongoing.  A total of 45 local and all national 

organizations have been identified for ongoing 

contacts.  Mailings of vacancy announcements, 

Participation in both local and national 

conferences/meetings have been reported by 

State Offices, the SC, and the WO. 

 

Completed and ongoing.  A list of some 260 names 

of applicants has been distributed to all BLM 

EEO officials and selecting officials.  This 

list has been reviewed and will be re-issued. 

 

 Positions in Alaska, Arizona, New Mexico, and 

Oregon have utilized language skills in 

selection for permanent and temporary positions. 
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C.    Program Element III:   Full Utilization of Present Skills of Employees. 

 

 

Action Items 

 

Accomplishments 

 

1. Identify underutilized and dead-ended  

               employees. 

 

 

 

 

 

 

 

 

2.  Provide career counseling. 

 

 

 

 

 

 

 

 

 

3.  Review all vacated jobs for restructuring. 

   

   

 

 

 

 

 

 

 

4.   Use job engineering techniques. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

All employees have been scheduled to be reviewed 

in accordance with BLM Manual Section 1400-430. 

In addition, special programs, such as those in 

Alaska, Wyoming, and the Washington Office, to 

review all lower-graded positions for identifi- 

cation of those seeking career growth opportuni- 

ties have been reported.  At least three 

promotions have been the direct result of this  

effort. 

 

All supervisors have been assigned counseling 

responsibilities through the Performance 

Improvement and Position Review process.  In 

addition, Women’s Seminars (two Bureauwide, 

three State level), Career Motivation/Training 

sessions (over 300), and special meetings have 

encouraged career considerations.  FWPC’s at the 

Reno EEO Conference identified career counsel- 

ing as an emphasis topic. 

 

Ongoing.  Reports indicate that formal review 

for restructuring of all vacancies is not 

really possible but that personnel officials, 

supervisors, and Personnel Management Committees 

have made efforts in every State.  Twenty-six 

positions have been reported as advertised at 

lower entry levels by Alaska, Arizona, BIFC, 

Montana, Nevada, Oregon, Utah, Wyoming and the 

WO. 

 

Same as above. 
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D. Program Element IV:   Opportunities for Employees to Enhance Their Skills. 

 

 

Action Items 

 

Accomplishments 

 

1. Implement Departmental and Bureau Upward 

Mobility plans. 

                      Goal: 

                           Upward Mobility positions      28 

                           Training Agreements               17 

 

 

2. Assist managers in developing Upward 

Mobility positions. 

 

 

 

 

3. Utilize the Departmental Skills Training 

Center. 

    Goal: 

         Total                                            47 

 

 

4. Utilize BLM Lands and Minerals training 

Program. 

 

 

 

 

 

 

5. Develop Career Development Agreements for 

GS-7 employees. 

 

 

 

 

 

6. Utilize the Departmental Manager 

Development Program. 

    Goal: 

         Minorities                                        1 

          Women                                           1 

 

 

7. Ensure that Departmental and Bureau 

executive training programs include 

minorities and women. 

 

 

 

 

 

 

Accomplishment: 

      Upward Mobility positions               24 

       Training Agreements                       15 

 

 

Ongoing.  All States have developed Upward  

Mobility positions and training agreements. 

Seminars for managers have been held at State 

levels to explain and provide assistance in 

Upward Mobility. 

 

Skills Training completed include 

Departmental, CSC, and other sources. 

    Accomplishment: 

            Total                                          146 

 

 

 EEO representation on selection panel for Lands 

and Minerals School candidates.  Special 

recruiting effort of Minerals School reports 

three women selected—a first for the Minerals 

School.  Lands School reports women included on 

instructional staff and application of 

minorities and women continue to increase.  

 

Ongoing.  All upper-level managers required to 

complete training and career plan programs as 

part of performance review.  GS-7 employees 

included in annual Performance Improvement 

interviews which include career planning and  

career development. 

 

Not accomplished.  Applicants for three 

available positions included both minorities 

and women but Personnel Management Committee 

recommended most highly qualified candidates 

after full and affirmative consideration of all. 

 

 

Ongoing.  Women and minority employees have 

been scheduled and completed training. 
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E. Program Element V:   Training, Advice, Incentives, and Performance Evaluation 

 

 

Action Items 

 

Accomplishments 

 

1. Support of EEO objectives by top management. 

 

 

 

 

 

 

 

 

 

 

2. Evaluate supervisors. 

 

 

 

 

 

 

 

 

 

3. Evaluate EEO officials 

 

 

4. Revise and strengthen EEO covered in 

formal supervisory and managerial training 

courses. 

 

 

5. Recognize and publicize notable progress 

and/or contributions in EEO. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Completed activities of BLM Directorate, State 

Directors, District Managers, SCD, and 

BLM D-BIFC, and Office Managers include 

directives stating specific and general EEO 

responsibilities of each subordinate; inclusion 

of EEO in staff and employee meetings; atten- 

dance and participation in EEO Committee 

meetings and in conferences held by minority 

and/or women’s groups; participating of top 

managers in EEO training. 

 

Completed.  Evidence of top management support 

started at Director’s level with EEO performance 

being included as a critical job element of each 

State Director during annual evaluations. 

Performance Improvements Form includes EEO as a  

required element in all supervisory evaluations. 

Directives issued to assist managers in more 

clearly identifying EEO responsibilities. 

 

 

Completed as part of performance evaluation. 

 

 

 Completed and ongoing.  EEO workshops scheduled 

for all States.  Supervisory I and II training 

courses include EEO. 

 

 

Ongoing.  Reports indicate an increase in formal 

awarded; publications and information about EEO 

breakthroughs included in BLM publications as 

well as local papers.  Elba Burke, Las Cruces, 

New Mexico, DO, active EEO FWPC was honored as 

Interior’s Woman of the Month.  Oregon, Alaska, 

Colorado, and Nevada have awarded employees for  

EEO contributions. 
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F. Program Element VI:   Participation in Community Efforts. 

 

 

Action Items 

 

Accomplishments 

 

1. Initiate and maintain contacts with schools 

and groups. 

 

2. Participate in programs of local 

Involvement. 

 

 

 

 

 

 

3. Officer assistance to local colleges and 

schools. 

 

 

 

 

 

 

 

 

 

 

 

 

4. Participate with local organizations and 

officials in areas of housing, transporta- 

tion, and child care. 

 

Completed and ongoing 

 

 

Completed, ongoing, and growing.  State 

reports regularly list a significant variety 

of local community and professional activities 

in which BLM employees take part.  BLM employees 

are sometimes prominent in their communities. 

 

 

 

Ongoing.  BLM Inter-Governmental Personnel Act 

program with Mid-Missouri Consortium is in its 

second year with active program of recruitment, 

curriculum development, and work placement for 

students under Cooperative Education programs. 

BLM employee at Lincoln University teaching and 

assisting students prepare for careers related 

to natural resources management.  Other Coopera- 

tive Education arrangements with schools in 

each BLM State involve work opportunities and 

assistance to schools through field trips, 

visits, and sharing of available resources. 

 

 

Ongoing.  Two Bureau employees 

identified as housing officers.  Active parti- 

cipation through Federal Executive Associations 

or women’s groups to develop child care 

transportation programs. 
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G.  Program Element VII:   System for Internal Evaluation and Periodic Reports. 

 

 

Action Items 

 

Accomplishments 

 

1. Continue to include EEO representation on 

formal evaluation teams. 

 

 

 

 

2. Conduct information on-site visits. 

 

 

 

 

3. Submit statistical and narrative reports. 

 

 

 

 

 

4. Utilize all reports. 

 

 

 

 

 

 

5. Report minority accessions. 

 

 

 

 

 

 

 

 

 

 

 

 

 

State evaluations scheduled (General Management, 

or Functional-Administration) report inclusion 

of EEO on evaluation teams.  WO GME’s of 

Oregon, Colorado, California, and SC have 

included either EEO officials or coverage. 

 

EEO officials from WO or SO have not only 

visited each BLM  State, but have participated 

in meetings or evaluations at both SO and 

District levels. 

 

Completed and ongoing.  State Quarterly  

Narrative Reports are distributed in each 

State along with the more general Bureau  

Quarterly Narrative Report.  Formats have been 

developed for uniformity. 

 

Completed and ongoing.  EEO Committee meetings 

and both State and Bureau EEO workshops have 

utilized a wide variety of statistical and 

other data to plan succeeding years of action 

program and to assess progress and 

responsibilities. 

 

BLM Manual Section 1400-713 revised.  Form 

DI-1453, Statistical Record of Minority Group, 

now the only form used for minority accession 

reporting. 
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H.  Program Element VIII:   Program and Activities for the Disadvantage. 

 

 

Action Items 

 

Accomplishments 

 

1. Support Local economic opportunity 

Programs. 

  Goal: 

     NYC (National Youth Corps)              33 

     YCC (Youth Conservation Corps)     290 

     Other local programs                           26 

     Worker-trainees (work-study)               5 

     Part-time                                              22 

 

2. Support programs to employ handicapped 

Persons. 

    Goal:                                                       9 

 

3. Make full use of VRA. 

    Goal                                                         9 

 

4. Give supervisors of disadvantaged 

employees opportunities for special 

training. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Accomplishment: 

       NYC                                                          44 

       YCC                                                         300 

       Other local programs                                 50 

       Worker-trainees                                         10 

        Part-time                                                   12 

 

 

 

Accomplishment:                                              21 

 

Accomplishment:                                              18 

 

Ongoing. 
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.13    Assessment. 

 

A. Program Element I:   Organization and Resources. 

 

1. Areas of Consideration. 

 

a. Management and fiscal controls established to track all 

resources devoted to the EEO Program are identified in the Bureau 

Annual Work Plan process, travel and training requests, and the proper 

coding of time spent on EEO activities.  The Annual Work Plan process 

calls for a mid-year review of all program expenditures and progress 

toward accomplishments projected in the Annual Work Plan.  The findings 

of the mid-year review are presented to all State Directors.  Both the 

Chief, Office of EEO, and the Associate Director of the Bureau cover 

EEO progress at the State Directors’ Meeting.  The establishment of 

State-and Bureau-level EEO goals, coupled with the fiscal output toward 

their achievement, is the primary measure of the cost effectiveness of 

the EEO Program. 

 

b. The Bureau-level EEO Office is part of the Directorate 

and an EEO Office staff member attends weekly meetings with the 

Assistant Director for Administration under whose direction responsi- 

bility for personnel management, finance, contract operations, manage- 

ment research, and budget fall.  All directives and policy statements 

from members of the Directorate are distributed to the EEO Office. 

 

c. As identified in the Annual Work Plan process, members 

of the Bureau EEO staff at the Service Center are scheduled to visit 

all BLM States on an annual basis.  These visits are for the primary 

purpose of providing training and guidance for EEO Committees, field 

officials, and supervisors and are coordinated through each State 

Director (who is the State EEO Officer).  EEO program officials at the 

field level also receive also receive training in personnel management, as needed, 

from the Civil Service Commission. 

 

d. State EEO Coordinators are members of office manpower 

and training committees.  The SSPC and FWPC may also be members of  

these committees; however, there should be more involvement from these 

special emphasis program coordinators in the areas of personnel 

management and manpower planning. 
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e. At the Bureau of Land Management State Office-level, 

the top EEO official is the State Director.  The State Director in turn 

designates the EEO Coordinator and special emphasis program coordina- 

tors.  EEO Counselors may be selected by the State Director or voted 

on by employees with the State Director confirming the appointment. 

This delegation from top-line management at field installations 

provides Coordinators and Counselors with adequate authority to work 

with line managers in resolving complaints of discrimination. 

 

f. Dispositions are written at the Bureau level by either 

the Chief, Office for Equal Employment Opportunity or the Bureau 

Federal Women’s Program Coordinator, who is also the Deputy EEO Officer 

for the Bureau.  Both of the Bureau-level positions are part of the 

Directorate and derive their authority from the Bureau Director. 

 

g. The Bureau Upward Mobility Program Coordinator is the 

Washington Office Chief, Branch of Personnel Services.  Working with the 

Bureau EEO Office, momentum for the Upward Mobility Program at the field 

level is implemented through field-level EEO officials and committees 

servicing personnel offices.  The percentage of time spent by EEO 

Coordinators and the Upward Mobility Program Coordinator to implement 

programs varies.  EEO duties are collateral assignments with exceptions 

being a full-time professional staff of three at the Service Center 

and three at the Bureau  level.  This has created problems in spite of 

the fact that a majority of the State EEO officials have this duty 

outlined as an attachment to their official position descriptions. 

Although man-months for EEO are identified in State Affirmative Action 

Plans and Annual Work Plans, because it is a collateral assignment, 

the full-time job often takes priority. 

 

h. Along with EEO Coordinators, line managers and 

supervisors also have EEO responsibilities which are outlined in Bureau, 

State, and Office Affirmative Action Plans.  Managers and supervisors 

need to become more aware of their role in terms of EEO and the vital 

part that they play in success of the EEO Program. 

 

i. A sound data base is one the building blocks 

necessary for the development of an EEO Program.  The accurate and 

timely submission of minority data needs to be improved upon. 

 

j. In order to comply with FPM Letter 713-35, the format 

and procedures for a multi-year Affirmative Action Plan needs to be 

developed. 
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2. Problem Identification. 

 

a. (CSC Problem Identification No. 1-1.)  The proper 

coding of time spent on EEO activities is not consistently done by 

line management, Coordinators, and EEO Committee members.  This has 

affected the tracking of input toward the accomplishment of EEO goals. 

 

b. (CSC Problem Identification No. 1-2.)  The Annual Work 

Plan process is the system through which man-months and funds are 

allocated for all activities.  Requests for adequate EEO resources must 

be a part of each State and Office Annual Work Plan submission with 

appropriate justification in order to ensure that Bureau and State 

EEO Programs can be implemented. 

 

c. (CSC Problem Identification No. 2-1.)  Increased 

participation is needed by EEO and special emphasis program coordina- 

tors on State level manpower and training committees.  Their input is 

needed in order to ensure that those State AAP Action Items that deal 

with recruitment efforts, training, and Upward Mobility programming are 

taken into consideration. 

 

d. (CSC Problem Identification No. 3-1.)  Due to the 

collateral nature of EEO duties at field installations, there is little 

consistency among States in the amount of time EEO and special emphasis 

coordinators spend on the EEO program.  This has an effect on the  

accomplishment of both Bureau-level Action Items and individual State 

and Office EEO programs. 

 

e. (CSC Problem Identification No. 3-2.)  Managers are not 

aware of their specific responsibilities as outlined in the Bureau, 

State, and Office Affirmative Action Plans. 

 

f. (CSC Problem Identification No 4-1.)  The system for 

the timely and accurate submission of minority data needs to be  

developed. 

 

g. (CSC Problem Identification No. 5-1.)  In order to  

comply with FPM Letter 713-35, a format for a multi-year Affirmative 

Action Plan needs to be developed. 
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B. Program Element II:   Discrimination Complaints. 

 

1. Areas of Consideration. 

 

a. Counselors have been named for all State Offices, the 

Denver Service Center, and the Washington Office.  (See Appendix 2.) 

Many of the States have also appointed Counselors at the District 

level.  For those Districts where one has not been appointed, periodic 

visits from State Office Counselors are scheduled.  All new appointees 

were scheduled to take the basic CSC counseling course.  The Bureau  

currently has over 60 Counselors who have been trained.  The delegation 

of responsibility for resolving EEO matters brought to the attention 

of the Counselors is set forth in BLM Manual Section 1400-713.04K. 

 

b. All States and Office shave received samples of 

performance evaluation criteria applicable to EEO and Special Emphasis 

Program Coordinators, EEO Counselors, and others with EEO responsi- 

bilities.  The samples were to be adapted to fit those duties outlined 

in individual State AAP’s.  The performance evaluation, as part of the 

Bureauwide evaluation process, should take place annually. 

 

c. All new Investigators are required to attend the Civil 

Service Commission course for Investigators.  There is a need however, 

to upgrade the quality of investigative reports.  Some Investigators 

and EEO officials have requested that the Bureau or Department offer 

an additional training opportunity so that standardization can be 

achieved.  This concern has been channeled to the Department for 

comment. 

 

d. EEO officials have received the delegation of 

authority to prepare proposed dispositions through 5 CFR 713.204. 

The Bureau official having this authority is the Chief, Office of 

Equal Employment Opportunity.  There are no procedures established in 

the event that a complaint is filed against the Bureau EEO Officer 

or other EEO staff members. 

 

e. The complaint process is evaluated through the cyclic 

General Management and Functional Evaluation process.  EEO is 

covered as part of all General Management Evaluations.  Not only 

is the adequacy of the counseling process reviewed, but access of 

employees to discrimination complaint procedures is also 

evaluated. 

 

2. Problem Identification. 

 

a. (CSC Problem Identification No. 1-1.)  Although 

Counselors have been appointed at all State Offices, employees at the  

District level may not have ready access to counseling service.
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b. (CSC Problem Identification No. 2-1)  At all field 

installations, EEO is a collateral responsibility.  Periodic evalua- 

tions must be made of effectiveness and interest if the Bureau 

EEO program is to move forward. 

 

c. (CSC Problem Identification No. 3-1.)  A program at 

the Department level should be developed to address the need for better 

quality EEO investigative reports upon which the disposition of 

discrimination complaints are based. 

 

d. (CSC Problem Identification No. 4-1)  No formal 

procedures have been developed to accommodate the filing of complaints 

against EEO officials. 

 

e. (CSC Problem Identification No. 5-1.)  There is a need 

 to periodically review the complaint process and the knowledge 

employees have of complaint process procedures.  Top management also 

needs to be kept apprised  of the number and types of discrimination 

complaints which arise. 
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(1)  The Bureau’s natural resource professions (400 occupational groupings) are 

found in the Other Professional and Technical grouping.  This general category is the Bureau’s 

largest, comprising 44.56 percent of the total workforce.  Males are concentrated in the GS-9 

through GS-12 range with 67.63 percent of the workforce at that range being male.  The largest 

concentration of women in this category is found at the GS-5 through GS-8 level (7 percent), 

while minorities are evenly distributed at their highest percentage (2.32 percent) in grades 

GS-5 through GS-12. 

 

(2)   The general category of Administration, which includes the clerical workforce, 

shows an almost even distribution between males and females, 49.83 percent and 50.17 percent, 

respectively.  Males once again are concentrated at the GS-9 through GS-12 level and also have 

a significant showing, 15.22 percent, t the GS-13 through GS-15 grade level.  The minority 

concentration is found at the GS-5 through GS-8 level at 6.35 percent as opposed to 32.02 

percent for women and 5 percent for all males.  It can be assumed that women at the GS-5 

 through GS-8 level in the Administrative occupational grouping reflect, to a large degree, the 

Bureau clerical workforce.  The administration category represents 37.54 percent of the Bureau  

Workforce. 

 

(3) The Service and Aides category is the smallest at .84 percent.  Women are 

absent above the GS-5 through GS-8 level although they represent 10 percent of the population 

at that grade level.  Males are concentrated at the GS-9 through GS-12 level with 42.50 percent 

while minorities appear at 2.5 percent only in grades GS-5 through GS-12. 

 

(4) In terms of EEO emphasis, there is a need to increase the number of minorities 

in the Physical Science and Engineering, Other Professional and Technical, and Administration 

occupational groupings.  For women, who are heavily concentrated in the Administration field, 

emphasis needs to be placed on Other Professional and Technical fields and the Physical Science 

and Engineering categories.  Minorities and women, concentrated in grades GS-5 through GS-8, 

with the largest percentage in Administration, should be provided with developmental 

experiences and Upward Mobility opportunities as one tool for increasing their presentation 

in other occupations. 
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(1) Comparing women in BLM with those in the Federal workforce, the 

Occupational series 023 has a Federal workforce percentage of 5.1 with BLM at little more than 

one half (2.8 percent).  Although the total number of this profession within BLM is one quarter 

of that found in Federal Services, increased efforts must be made to place more women in the 023 

occupational series. 

 

(a)   In the 300 series general occupational grouping, women occur in 

significant numbers, both in the Federal and BLM employment sector.  This, the General Clerical/ 

Administrative series, has traditionally been the major occupational grouping which has employed 

the largest number of women.  It should be noted, however, that for those series which are in 

the more administrative area, 340 and 341, the percentage of women drops drastically.  BLM, at 

the time that this data was obtained, showed an absence of women in the GS 340 series, as 

compared with 3.9 percent in the total Federal Government.  Within the GS 341 series, the 

Federal sector total shows 41.4 percent female, while BLM has a percentage of 25.2 percent, 

slightly more than half of the total Federal percentage.  A concerted effort needs to be made 

to move more women from the clerical series, GS-318, 312, and 301, into the administrative 

occupational groupings within 300 so that the Bureau is more in line with the overall Federal 

employment picture. 

 

(b) A large segment of the BLM professional and technical population falls 

within the Biological Science (400) series.  In the 401 and 462 series, the BLM percentage of 

women is lower than that of the Federal workforce.  In the other 400 series groupings, BLM has 

a higher incidence in the employment of women than the Federal sector at large.  The 401 series, 

General Biological Science, and the 462 series, Forestry Technician, will require a more 

concerned recruitment and training effort in order to increase the female population within 

BLM.  Within the 800 series, Physical Science and Engineering, the percentage of women in the 

Federal sector is quite small; however, in BLM women within this grouping is even smaller or 

nonexistent.   Continuing efforts must be made to attract women in the engineering field, 

especially those who would qualify for the 802 and 810 engineering series positions.  The 900 

series, Legal and Kindred, shows for both the Federal Sector and BLM a high percentage of women, 

in both cases over 50 percent.  Within BLM the 900 series, specifically 965 and 986, has been 

used a great deal in the Upward Mobility Program to move women from clerical to paraprofessional 

and professional level status. 

 

(c) The 1170 series, Realty Specialist, has a percentage of 14.5 percent in  

the Federal sector, BLM, at 6.7 percent, is in a unique position to increase this number having 

an in-house school which trains people in this field.  During FY 76, the number of female 

applicants increased due to a concerted effort on the part of school officials and Bureau EEO 

officials  at all levels to make more women aware of this opportunity.  This momentum should be 

kept up so that our percentage of female realty graduates increases. 

 

(d)  The field of Geology, 1350, has an almost equal percentage of women with 

the Federal sector at 5.8 percent and BLM at 5 percent.  However, in anticipation of the growth 

of our Bureau minerals program, opportunities may become available during FY 77 to bring on 

additional female professionals.  The Cartographic Technician series, 1371, shows BLM with a 

higher percentage of women (35 percent) than the Federal sector (20.0 percent). 

 

(e) In the 1373 series, Land Survey, it should be noted that BLM employs a 

majority of the Federal sector.  The statistics reflect this in the percentage with BLM at 

.6 percent and the Federal sector at .5 percent.  Because we appear to be the major Federal 

employer utilizing this occupation, we are in a position to provide the greater opportunity 

For women wishing to enter into this field. 

 



.13C1d(2) 

 

1400-713  -  EQUAL EMPLOYMENT OPPORTUNITY 

BLM MANUAL  Rel.  1-1116 

Supersedes Rel.  1-1024  5/20/77 

 
                             

(2) Comparing minorities in BLM with those in the Federal sector, the Outdoor 

Recreation series, 023, shows a low percentage of minorities in the Federal sector, 2.7 percent 

BLM figures are even lower, however, at 1.8 percent.  Special recruitment efforts to identify  

qualified minority candidates need to be undertaken to increase minority representation in this 

field. 

 

(a) With the Administrative grouping, 300 series, minority participation 

For BLM should be increased in the 301 and 304 series.  At 15.2 percent and 1.7 percent, 

respectively, each is well below minority occurrence in the Federal sector. 

 

(b) The Biological Science group, 400 series, is the major occupational 

category in which a large number of BLM professional and technical employees are located.  In 

comparison with the Federal sector, key occupational series which need more emphasis in BLM 

are 401 at 1.7 percent compared to 6.8 percent, and Forestry Technician, 462, 4.6 percent 

against 7.8 percent for the Federal sector.  The Forestry series, 460, has a low minority 

percentage governmentwide; however, increased recruitment efforts and minority education toward 

this field as an occupational consideration needs to be expanded. 

 

(c) The Engineer series, 800 shows BLM with a higher minority percentage 

than the Federal service in the 802 series.  BLM stands at 10.8 percent as opposed to 7.5 

percent.  However, increased recruitment needs are identified to BLM in the 810, Civil 

Engineer, series. 

 

(d) Both of the Legal occupations, 900 series, show comparable BLM to 

Federal sector minority participation.  The Bureau has utilized this series often in its 

Upward Mobility Program.  It is felt that this is reflected in the minority participation rate. 

 

(e) In the Realty field, 1170 series, efforts should be made to increase 

minority applications to our Lands and Minerals School, which is the primary training ground for 

Realty Specialists within the Bureau.  Increased efforts must be made to make qualified minority 

group members aware of the opportunities available at this school for entrance into a 

professional occupation. 

 

(f) The Geology series, 1350, shows a higher rate of minority 

participation than found within the Federal section.  However, numbers should be increased with 

the expansion of the Bureau minerals program. 

 

(g) The 1371 series, Cartographic Technician, also shows a higher rate of 

minority participation than found in the Federal sector.  The Land Survey field (1373), however, 

shows a lower percentage of minorities, .6 percent as compared to 1.5 percent.  
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2 Problem Identification. 

 

a. (CSC Problem Identification No 1-1.)  The statistics 

on minorities with full-time permanent status reflects a minority 

percentage at 8.8 percent.  A Bureau goal of 9.6 percent is needed in 

order to meet the Departmental goal of 12 percent for FY 77.  Increased 

efforts must be made to insure that the number of minorities increases 

in order for both the Bureau and department to reach their goal. 

 

b. (CSC Problem Identification No. 2-1.)  The comparison 

of BLM occupational data with the Federal workforce shows minorities 

and women to be under-represented in comparison with their frequency in 

the total Federal workforce.  Under-representation in major BLM 

occupational groupings include the 300, 400, 800, 1170, and 1373 

occupational series.  The placement of qualified minorities and women 

must increase to a higher level than we have experienced the past year 

in order to come in line with employment in the Federal sector as a 

whole. 

 

c. (CSC Problem Identification No. 3-1.)  Statistics 

on race and origin of the experienced workforce shows a lack of  

availability of women and minorities in the available workforce in the 

Engineering and Life and Physical Science fields, major Bureau 

occupational groupings.  Competition with industry in the Engineering 

field and availability in the Life and Physical Science fields are 

major obstacles.  Increased efforts to reach high school and freshman 

college students need to be undertaken to encourage entry into those 

fields and the long-term advantages of working for the Federal 

Government. 

 

d. (CSC Problem Identification No. 4-1)  The comparison 

of internal to external career appointments shows a definite trend of 

hiring from the outside at the lower grade levels with increased 

internal placement as the grade level increases.  This has the effect 

of increasing promotional opportunities for women and minorities 

already on board at the GS-9 and above level., but not allowing for an 

increase in total number.  As the grade level increases, the chances 

for women and minorities from the outside to obtain positions 

diminishes.  However, at the entry level for professionals, GS-5 

through GS-8, the external to internal percentages are 48.8 percent and 

51.1 percent, respectively.  Increased efforts need to be concentrated 

at the GS-5 through GS-8 level where there is a greater chance for 

outside selection.  Increased emphasis should be placed on summer 

employment opportunities and Cooperative Education agreements to 

provide additional opportunities for women and minorities to gain work 

experience in the Natural Resource fields.  Positions need, also, to 

be reviewed to see if bilingual abilities would enhance the job 

effectiveness. 
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D. Program Element IV:   Full Utilization of Skills 

 

1. Areas of Consideration. 

 

a. A survey of current skills of employees GS-5 and below 

has been completed by several State Offices and the Washington Office, 

but a Bureauwide survey has not been undertaken.  Information from the 

surveys has not been utilized fully. 

 

b. Each employee is responsible for updating his or her 

own SF 171 as they acquire new skills.  A record is kept of all 

instances of approved training; however, there is a lag period between 

the time training was received and a notice to that affect being placed 

in individual personnel files.  A complete, up-to-date SF 171, Personal 

Qualifications Statement, is the responsibility of the employee. 

 

c. During FY 76, a career counseling program was approved 

to be implemented in FY 77 for two personnel management specialists to 

provide career counseling for all employees in the 10 State Offices 

serviced by the Service Center.  Two additional States whose California 

and Oregon, whose personnel functions are not under the Service Center, 

are in the process of developing a proposal career counseling for their 

employees.  Until all employees have access to career counseling 

services this movement should be given high priority. 

 

d. Some EEO Coordinators at field installations and the 

Washington Office sit as full members on State and WO training 

committees to ensure that minorities and women are given equal consid- 

eration in training selections.  A training catalogue is issued prior 

to Annual Work Plan submissions which lists all courses which will be 

offered by the Bureau.  Clerical and lower-level employees must be  

afforded the same opportunities as professional and mid-level manage- 

ment personnel to review the training catalogue so that they can have 

an opportunity to select courses in time for Annual Work Plan 

submissions. 

 

2. Problem Identification. 

 

a. (CSC Problem Identification No. 1-1)  There is a need 

for a coordinated Bureauwide skills survey to identify employees in at 

least grades GS-5 and below who may be underutilized in their present 

position. 

 

b. (CSC Problem Identification No. 1-2.)  There is no 

coordinated approach for the utilization of survey data once it has 

been obtained.  A system for the use of survey data and an evaluation 

mechanism should be developed prior to surveys being undertaken. 
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c. (CSC Problem Identification No. 2-1.)  The system for  

updating SF 171s and training records relies to a great degree on the 

initiative of the employees.  Employees must be made aware that they 

have a responsibility to see that skills and training records are up- 

to-date. 

 

d. (CSC Problem Identification No. 3-1.)  Efforts are 

being made to provide career counseling to employees serviced by the 

Service Center, Oregon, and California.  This program has to be 

expanded, however, to include employees in other BLM offices. 

 

e. (CSC problem Identification No. 4-1.)  The training 

catalogue listing Bureau courses and CSC courses is not available 

to all employees.  All employees must be afforded an opportunity to 

discuss with their supervisor courses they feel might be beneficial to 

them. 

 

E.    Program Element V:   Upward Mobility. 

 

1. Areas f Consideration. 

 

a. Approximately 40 percent of the State Offices have 

independently developed procedures to identify and advance under- 

utilized employees.  Bureauwide procedures have not as yet been 

established, however, the Bureau’s performance improvement system 

is used to evaluate each employee’s ability level in his/her present 

job and identifies training needs and other types of experiences needed 

to bring him/her  up to full performance level.  This system which is 

administered on an annual basis to all full-time permanent employees 

in the Bureau, also identifies employees’ potential against the job 

elements of their positions.  The performance improvement system and 

the merit promotion plan are utilized jointly as the merit selection 

process to measure an employee’s potential. 

 

b. The F 76 Affirmative Action Plan designated a  

Bureauwide goal of 28 Upward Mobility positions.  That figure was based 

on the total number of Upward Mobility positions identified in State 

Affirmative Action Plans.  As positions become open at the office 

level, selected ones are reviewed by the EEO Coordinator and manpower 

committees at the State level to determine whether or not they are 

amenable to restructuring, can be advertised at the entry grade with 

promotion potential, or restructured into an Upward Mobility position. 

There is,  however, no Bureau system for developing Upward Mobility 

positions based on current and projected staffing needs. 
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c. Through stepped-up recruitment efforts on the part of 

Personnel and EEO officials, the number of females and minorities 

appling to the Bureau’s Lands and Minerals School doubled during 

FY 76.  Additional efforts are needed, however, to increase the number 

of minority and female applicants for executive and mid-level manage- 

ment training programs. 

 

d. Although the progress of a State’s Upward Mobility 

program is covered during management evaluations, there is currently 

no uniform set of guidelines to systematically evaluate or monitor 

Upward Mobility program progress or problem identification. 

 

2. Problem Identification. 

 

a. (CSC Problem Identification No. 1-1.)  The absence of 

Bureau-level guidelines for the establishment and monitoring of State- 

level Upward Mobility programs may tend to hinder State Offices from 

actively pursuing Upward Mobility concepts as a means for providing 

advancement opportunities for underutilized employees at lower grade 

levels. 

 

b. (CSC Problem Identification No. 1-2.)  In theory, the 

performance improvement system is to be utilized by all employees and 

supervisors on an annual basis to assist employees in reaching their 

full performance level in their current positions.  Since this system 

is also a method for identifying employee potential and needed training, 

efforts need to be made to ensure that the performance improvement 

system is applied to every full-time permanent Bureau employee on an 

annual basis. 

 

c. (CSC Problem Identification No. 2-1.)  Current and 

projected staffing needs are not being utilized in developing a Bureau- 

level Upward Mobility program.  Positions in most cases are identified 

based on current needs. 

 

d. (CSC Problem Identification No. 2-2.)  There is a need 

to increase the number of Upward Mobility positions advertised in BLM. 

 

e. (CSC Problem Identification No. 3-1.)  Progress has 

been made in referring female and minority applicants to the Bureau   

Lands and Minerals School; however, the number of minority and female  

applicants to the Departmental Managerial Training program and the 

executive skills center has been quite low. 
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F. Program Element VI:   Supervisory and Managerial Commitment. 

 

1. Areas of Consideration. 

 

a. Although BLM employees having supervisory responsi- 

bilities regularly attend courses on supervision as required by the 

Civil Service Commission, EEO coverage in Bureau supervisory courses 

needs to be strengthened.  In addition, Bureau-level and Service Center 

EEO staffs have held training programs on the complaint systems, the 

development of Affirmative Action Plans, Upward Mobility programs, and 

the Federal Women’s and Spanish-speaking programs in all of the BLM 

State Offices.  Attendees include State and Associate State Directors, 

District Managers, State Office Division Chiefs, and personnel having 

direct EEO responsibilities. 

 

b. Bureauwide, only three awards were issued by the Bureau 

during FY 76 in which the outstanding EEO contributions of the employees 

were a major portion  of the award justification.  One award to a 

Division Chief was for making significant contribution to his State’s 

Upward Mobility program.  Another, also to a supervisor, was for work 

done on the honor of International Women’s Year, and was in part awarded 

because of outstanding efforts to increase the number of Hispanic 

Americans on the BLM workforce.  Letters acknowledging positive EEO 

efforts have gone out to individual State Directors under the signature 

of the Bureau Associate Director. 

 

c. EEO responsibilities are included as part of the 

position description and performance improvement sheets for all 

employees having supervisory responsibilities.  EEO responsibilities 

are also outlined under the specific job elements section on vacancy 

announcements for all positions having supervisory responsibility.  All 

Bureau employees are evaluated when applying for a position or promo- 

tion.  All others are evaluated on an annual basis. 

 

2. Problem Identification. 

 

a. (CSC Problem Identification No. 1-1.)  The EEO portion 

of required BLM courses for supervisors and managers needs to be re- 

viewed and strengthened. 

 

b. (CSC Problem Identification No. 2-1.)  The number of 

recipients of awards given due to EEO efforts needs to be significantly 

increased.  Although positive EEO attitudes should be a part of each 

employee’s behavior, recognition for efforts made would serve as added 

incentive in the implementation of Affirmative Action Plans. 
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c. (CSC Problem Identification No. 3-1.)  Although 

supervisors and managers are aware that EEO is a part of their 

evaluation form, EEO responsibilities must be stated in measurable 

terms and consistently reviewed by the evaluator. 

 

G.  Program Element VIII:   Community Outreach. 

 

1. Areas of Consideration. 

 

a. Contacts with local high schools, colleges, and 

universities are ongoing as a part of each State’s Affirmative Action 

Plan.  Activities have included job fairs, field days, class presenta- 

tions, and curriculum review.  Visits have been made by full-time EEO 

staffs to universities having large minority populations and natural 

resources curriculums which are out of the geographical jurisdiction of 

BLM State Offices. 

 

b. National and regional meetings of minority and women’s  

organizations have been attended by EEO personnel and line management 

to discuss problems I the recruitment area and to develop lines of 

communication for job referral systems.  Exposure for Bureau represen- 

tatives at the meetings of minority organizations and women’s groups is 

crucial because of the low percentage of women and minorities who enter 

the natural resource field.    Minority and women’s organizations need to 

know more about the Bureau, not only for recruitment purposes, but to 

assist us in counseling high school and college freshmen about oppor- 

tunities available within  the natural resource area. 

 

c. The Cooperative Education program initiated in FY 75 

with the Lincoln University Consortium in Missouri is providing summer 

and temporary employment for minority and female students.  A total of 

26 Cooperative Education, Work-study, and other agreements were ongoing 

at the end of the fourth EEO reporting quarter.  Employment of the 

disadvantaged, VRA, and handicapped also needs more emphasis. 

 

2. Problem Identification. 

 

a. (CSC Problem Identification No. 1-1.)  Although 

contacts with local schools is quite high Bureauwide, more personnel 

having background in personnel management need to participate in the 

community outreach program.  Their knowledge of Civil Service Registers, 

the BLM employment picture, and various hiring authorities, would be 

invaluable in discussions with persons interested in employment in the 

Federal Service. 
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b. (CSC Problem Identification No. 2-1.)  National 

meetings of female and minority organizations have been attended by 

EEO staffs in the Washington Office, the Service Center, and a few 

State Offices.  However, additional EEO resources must be allocated by 

each State so that line management in the seven Bureau resource 

divisions can also attend.  Line management and personnel officials 

need to be more involved in developing relationships with female and 

minority group organizations. 

 

c. (CSC Problem Identification No. 3-1.)  A long-range 

plan is needed to ensure that when students graduate from school  

through a Cooperative Education program, positions will be available 

for them in the Bureau.  States must also consider in their budgeting 

process the need for man-months to support Cooperative Education 

students.  There has been difficulty in placing Lincoln Consortium 

Cooperative Education students because of insufficient man-month 

allocations for temporary employment. 

 

d. (CSC Problem Identification No. 3-2.)  Accelerated 

recruitment efforts are needed to increase the percentage of persons 

hired who qualify under VRA, or are handicapped or disadvantaged. 

 

H. Program Element VIII:   Program Evaluation. 

 

1. Areas of Consideration. 

 

a. The EEO Program has received coverage on all General 

Management Evaluation and Management Services Functional Evaluations 

conducted by the Washington Office.  The responsibility for EEO is 

designated either to the Chief, Office of Equal Employment Opportunity, 

the Federal Women’s Program Coordinator, or a Personnel Management 

Specialist.  As a functional subject, EEO is assigned to the Management 

Services Multi-Functional Evaluation category.  State-level General 

Management Evaluations received EEO coverage by either the full-time 

Personnel Management Specialist.  BLM Manual procedures on evalu- 

ations require EEO coverage in the appropriate functional categories. 

The Federal Women’s Program Coordinator and the Spanish-speaking 

Program Coordinator at the State level are interviewed by all 

Washington Office General Management Evaluation teams.  However, for 

State Functional and General Management teams, there has been incon- 

sistency in the input afforded special emphasis program coordinators. 
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b. The basic statistical data used for EEO evaluations 

comes from State or Bureau Affirmative Action Plans and State or Bureau  

quarterly progress reports.  The quarterly report should accurately 

reflect progress toward the accomplishment of goals as outlined in the 

Affirmative Action Plan.  States have been consistent in the prepara- 

tions of quarterly reports but timely submission to the Washington 

Office is an area of concern.  Minority accession reports have been 

submitted on a regular basis by States; however, the timeliness and 

completeness has posed a problem when attempting to achieve accurate  

figures. 

 

2. Problem Identification. 

 

a. (CSC Problem Identification No. 1-1.)  The coverage of 

EEO has not been constant on both Washington Office- and State Office- 

level Functional Evaluations.  The Federal Women’s Program Coordinator 

and Spanish-speaking Program Coordinator often do not have adequate 

input into State Office Management Service Evaluation (GME and  

Functional). 

 

b. (CSC Problem Identification No. 2-1.)  Minority 

accession data which provides a portion of the statistical data 

utilized on quarterly EEO reports and evaluations is often not  

submitted in a timely manner.
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 .15    Continuing Program Requirements.    These continuing actions must 

be included in State and Office Affirmative Action Plans, as 

appropriate, with specific responsibilities designated, and target 

dates for accomplishment and evaluation.  These ongoing actions are to 

be reported under the appropriate Program Element in quarterly and 

other reports. 

 

A. Program Element I:   Organization and Resources. 

 

1. EEO Officers and Coordinators must review and evaluate 

staff and budget resources to determine necessary changes and/or 

additions to accomplish the EEO program, including funding for 

attendance at Bureau and Departmental conferences, workshops, and 

meetings. 

 

2. Each supervisor must review additions to job descriptions 

and/or Performance Improvement and Position Review Forms (1400-90(430) 

in accordance with directives. 

 

3. The Bureau EEO Officer is to review and update, if 

necessary, Bureau issuances implementing Departmental Manual 713. 

 

4. State Directors and all responsible  managers are to ensure 

that EEO staff, FWPC’s, SSPC’s, EEO Committee members, and others with 

EEO responsibilities are trained and are afforded opportunities to 

participate on standing committees related to personnel management and 

training. 

 

5. EEO Committees formed at each major BLM installation 

should continue to meet at least quarterly to advise and assist 

managers and other EEO officials to develop and implement the Affirma- 

tive Action Plan, evaluate program effectiveness, and seek ways to 

extend equality of opportunity to all present and future employees. 

 

6. EEO Officers and Coordinators are to review and report to 

the Director and respective State Directors monthly the status of EEO 

program activities, commitments, and needs. 

 

B. Program Element II:   Discrimination Complaints. 

 

1. Each EEO Counselor is to report monthly to his/her 

respective EEO Coordinator, who in turn reports to the Director (110), 

the kinds and status of complaints. 

 

2. Managers of each office must provide for periodic review 

of Counselors, their adequacy, interest, and accessibility. 

 

3. Managers of every BLM office must assure that the 

discrimination complaint procedure is posted and discussed. 
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C. Program Element III:   Recruitment. 

 

1. EEO Coordinators must assure that all SF 52’s are 

monitored to assure that vacancies are identified for submission of 

applications from minorities and women candidates. 

 

2. Personnel Officers are to develop a system to ensure that 

form DI-1453, Statistical Record of Minority Group, for each employee 

is submitted in accordance with BLM Manual Section 1400-713.51 to 

assure that proper and accurate identification of minorities is made. 

 

3. Personnel Officers and EEO Officers must assure that 

representatives from the EEO staff or others with EEO responsibilities 

are considered in all recruitment efforts to assure that affirmative 

actions to recruit minorities and women are made. 

 

4. EEO Officials, through D-110, must maintain names and 

qualifications of women and minority applicants who are assisted 

through the SC EEO Office community relations outreach effort for 

referral when vacancies are announced.  Merit system principles must 

apply. 

 

5. Responsible EEO officials must maintain ongoing contacts 

with local colleges, universities, and community organizations to 

inform minorities and women as well as staff of opportunities in the 

Department. 

 

D. Program Element IV:   Full Utilization of Skills.   EEO 

officials and Coordinators are to assist managers, personnel officers, 

and personnel committees maintain a system to identify employees who 

are underutilized or in dead-end positions.  They are to assure that 

merit system principles apply in developing individual career plans, 

restructuring jobs to create more job opportunities for lower-level 

employees, and that job engineering techniques are used for career 

growth opportunities. 

 

 

E. Program Element V:   Upward Mobility. 

 

1. The Bureau Upward Mobility Program Coordinator and EEO 

Coordinators are to assist managers in developing Upward Mobility 

positions. 

 

2. All managers and EEO officials are to encourage and  

assist minorities and women to apply for Bureau and Departmental 

executive training programs as well as skills training centers and 

other local training programs. 
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F. Program Element VI:   Supervisory and Management Commitment. 

 

All managers and supervisors at Bureau, State, District, and Area 

levels must continue to demonstrate and implement EEO program goals and 

objectives by such means as: 

 

1. Communicating periodically with subordinates regarding 

their specific EEO responsibilities and achievements. 

 

2. Providing time and resources for employees to carry out 

EEO responsibilities, discuss EEO programs, and learn about opportuni- 

ties and rights. 

 

3. Requiring EEO performance to be a factor in appraising 

employees for supervisory positions. 

 

4. Issuing written guidance to support and implement EEO 

programs. 

 

5. Recognizing exemplary achievements in furthering equal 

opportunity. 

 

G. Program Element VII:   Community Outreach. 

 

1. EEO Coordinators at local levels and EEO Officers at 

Bureau levels should offer assistance to local colleges, technical 

schools, and high schools to improve the quality of education and to 

assist in developing the kind of curriculum that will meet standards 

for BLM and Federal employment. 

 

2. EEO Coordinators and/or Committees should participate 

with local organizations and officials to further the aims and 

objectives of fair housing, improved transportation, child care, 

assisting the disadvantaged, supporting programs for employment of 

the handicapped (BLM Manual Section 1400-306), and seeking 

opportunities to utilize special authorities such as VRA for placement 

of those who qualify through such programs. 

 

H. Progam Element VIII:   Program Evaluation. 

 

1. EEO Officials should conduct EEO on-site reviews and  

participate as full team members in Bureau, State, SC, and other on- 

site evaluations of headquarters, State Offices, and major field 

installations. 
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2. EEO officials should utilize all reports (statistical, 

narrative, and self-evaluation) and discussions to: 

 

a. Measure progress in the employment and utilization of 

women and minorities. 

 

b. Determine patterns of non-selection of women and 

minorities, determine the causes, and take positive steps toward 

effecting changes. 

 

c. Identify and analyze problem areas as they arise and 

initiate projects or program changes with realistic goals. 

 

d. Revise EEO commitments. 
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     .17    Certification of Qualifications.    The qualifications of  

full-time and part-time EEO officials must be certified annually 

(see Illustration 9). 



.52 

 

1400-713  -  EQUAL EMPLOYMENT OPPORTUNITY 

 

 

BLM Manual  Rel.  1-1024 

Supersedes Re.  1-1-759  12/19/75 

     .52    Reports  -  Minority Groups and Women. 

 

A. Quarterly Report of Accessions by Women and Minority 

Groups.    (See Illustration 3.)  Due Director (110) 10
th
 of month 

following end of quarter.  This report is generated automatically by 

the Service Center Division of Data Processing.  A separate printout 

is produced quarterly for each office having accessions for full-time 

and other employees.  Accessions are then consolidated for each of 

these categories by State.  Each State Office receives and retains an 

ADP printout for its area of operation.  Personnel management 

evaluations should include a review of this information. 

 

B. Quarterly Report of Promotions by Women and Minority 

Groups.    (See Illustration 4.)  Due Director (110) 10
th
  of month 

following end of quarter.  These statistics are automated and are 

produced by the Service Center Division of Data Processing.  Report 

shows promotions by grade/salary level, sex, and type of position 

(managerial, supervisory, or non-supervisory), as well as State and 

Office.  Each State Office receives and retains an ADP printout for 

its area of operations.   

 

C. Annual Report of Training Instances by Women and Minority 

Groups.    (See Illustration 5.)  Due Director (110) by July 31 each 

year and covers period from July 1 through June 30.  This report is 

compiled as follows: 

 

Responsible 

    Office Official  Step    Action 

 

Each Office   1. Completes Request, Authorization and Record 

     of Employee Training, Form DI-510, for all 

     training, as completed, and forwards forms 

     to Service Center Director (D-640). 

 

Service Center   2. Makes visual check to ensure completeness 

     Division of Manpower  and correctness of data on Forms DI-510; 

     and Organization   forwards documents to Division of Data 

     Processing. 

 

Service Center   3. Key punches input data from Form DI-510; 

      Division of Data   accumulates data for production of periodic 

      Processing    training reports and annual report of 

     Training Instances by Women and Minority 

     Groups.  Upon production of the annual report, 

     sends report to Director (110) with copy to 

     Service Center Director (D-110). 
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Responsible 

    Office Official  Step    Action 

 

Chief, Office of EEO  4. Checks report for correctness; forwards 

     appropriate portion to Office for Equal 

     Opportunity with copy to Office of 

     Organization and Personnel Management. 

 

D. Quarterly Narrative Report of Women and Minority Groups. 

Due Director (110) 10
th
 of month following the end of each quarter. 

State/Office EEO Coordinators prepare as follows: 

 

1. Identify items in the State EEO Affirmative Action Plan 

and show what positive steps or achievements were made to advance the 

success of these actions. 

 

2. Identify items in the Bureau EEO Affirmative Action Plan 

and show what positive steps or achievements were made to advance the 

success of these actions. 

 

3. Describe any other EEO related activities engaged in 

that are not specifically covered by the State or Bureau Affirmative 

Action Plans, that are not routine, or are a breakthrough of 

traditional patterns in any way. 

 

4. Organize format of report in accordance with Program 

Elements in State and Bureau Affirmative Action Plans.  A response 

(including a negative response) is required for each action Item listed 

in each State Affirmative Action Plan under each Program Element for 

each Quarterly Narrative Report.  A response to a Bureau Action Item 

not included in a State Plan is to be made at the end of each 

appropriate Program Element; however, negative responses for those 

actions are not required.  Required Program Elements are contained in 

1400-713-1. 

 

E. Annual Report of Awards by Women and Minority Groups.  

(See Illustrations 6 and 7.)  Due Director (110) by July 31 annually. 

It is compiled in the following sequence:  

 

Responsible 

    Office Official  Step    Action 

 

Service Area Awards  1. Compiles quarterly report of awards by type 

  Committee    of award and name of recipient.  Sends to 

     Director (410) for consolidated Bureauwide 

     report (see BLM Manual 1400-451), with copy 

     of report to Service Center Director 

     (D-110). 
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Responsible 

    Office Official  Step    Action 

 

WO Division of   2. Prepares consolidated quarterly Bureauwide 

   Records Systems   reports and forwards with Annual CSC 

     Incentive Awards Program report to Service 

     Center Director (D-110). 

 

SC Supervisory EEO  3. Manually correlates data on Awards Report 

   Specialist    and Monthly Actions Listing of Quality Step 

     Increases with minority file to produce 

     Report of Awards by Women and Minority 

     Groups (Illustration 6) and Reports of Awards 

     by Alaska Native Minority Groups 

     (Illustration 7). 

 

  4. Verifies correctness of report totals 

   reported in Annual Departmental Quality 

   Increases Granted and Annual CSC Incentive 

   Awards Program Report.   

 

  5. Sends report to Director (110). 

 

Chief, Office of   6. Assures correctness and completeness of 

   EEO     report. 

 

    7. Forwards report to Office of Equal Oppor- 

     tunity with copy to Office of Organization 

     and Personnel Management. 

 

F. Monthly Report of Pre-Complaint Counseling.    Due Director 

(110) 5
th
 of each month.  EEO Counselors prepare and send to 

Director (110)  in Special Attention Mail (blue) envelope.  Negative 

reports are required.  (See Illustration 8.) 

 

G. Report of Accomplishments.    Prepared by Bureau EEO 

Officer by compiling State/Office accomplishments as reported in 

Quarterly Narrative and other reports.  (See Appendix 8.) 

 

H. Semi-Annual Minority Census Report.    Due twice each year, 

at the end of May and November.  This report is produced from the ADP 

files and sent by the SC Supervisory EEO Specialist directly to the 

Director (110). 
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     .5    Records and Reports. 

 

          .51    Minority Group Identification File.    To provide an improved 

data base for positive program management and evaluation, the U.S. 

Civil Service Commission (FPM Letter No. 290-2) authorized minority 

group identification in employment statistics to be maintained under 

conditions described below.  These conditions are designed to safeguard 

individual privacy and assure separation of minority employment data 

from personnel records. 

 

A. Initial Identification and Classification.    The minority 

status of employees is determined through visual observation, using the 

following minority group designations of race and national origin. 

These designations are necessarily broad and therefore not anthropo- 

logically precise; however, they are adequate to meet program needs. 

 

1. Negro  -  persons having visual characteristics of this 

group and who are so regarded in the establishment where they work or 

in the community where they live. 

 

2. Spanish American  -  this group includes persons of Mexican, 

Puerto Rican, or other Spanish-speaking origins including those 

whose surnames are no longer Spanish. 

 

3. American Indian  -  persons who are regarded in the estab- 

lishment or community as members of this group. 

 

4. Oriental  -  persons of Japanese, Chinese, Filipino, Korean, 

Polynesian, Indonesian, etc., origin. 

 

5. Aleut in Alaska  -  persons who are regarded as members of  

this group in the establishment or community. 

 

6. Eskimo in Alaska  -  persons who are regarded as members of 

this group in the establishment or community. 

 

7. None of these  -  persons not otherwise included in the 

above designations. 
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B. Establishment of File.    Identification codes with social 

security numbers only are maintained on magnetic tapes and kept under 

control at all times in the Division of Data Processing, Service Center. 

The input source documents are maintained under secure conditions in 

the Division of Manpower and Organization (D-640) for no longer than 

30 days following close of pay period after input has been accepted by 

automated system, at which time input forms are destroyed.  The Chief, 

Division of Manpower and Organization, is responsible for assuring this 

control. 

 

C. Update of File Data.    Updating the minority identification 

file requires only the addition of new employees and deletion of 

separated employees. 

 

1. Adding New Employees.    Form DI-1453, Statistical 

Record of Minority Group, is the only form used to report the minority 

identification of new employees.  Form DI-1453 is completed by the 

supervisor and furnished to the appointing officer completing the 

employment papers.  The appointing officer confirms Minority Group 

identification during entry on duty processing.  Only an original copy 

of each form is prepared.  No duplicate records may be created.  (See 

.51C1d or e for disposition of forms by appointing officer.)  The 

following explains the procedure for adding employees to the organiza- 

tion new hires, transfers, reinstatements, and reassignments): 

 

a. Immediately upon selection and no later than date of 

entrance on duty, immediate supervisor completes Form DI-1453, 

Statistical Record of Minority Group, and submits to person processing 

papers (Administrative Officer or Personnel Officer, as appropriate). 

Entering five-digit organization code in “Bureau Code” block, i.e., 

CA 942 which is the organization code for California State Office, 

Division of Technical Services, Branch of Cadastral Survey, Cadastral 

Survey, Cadastral Field Section) and submits forms. 

 

b. Appointing official assures that supervisor completes 

Form DI-1453 no later than date employee enters on duty, and that 

correct Social Security Number is recorded on form.  Visually confirms 

Minority Group identification during entry on duty processing and 

discusses any differences with the supervisor.  (The supervisor’s 

identification is paramount should any differences occur.)  Assures 

that five-digit organization code is entered on form.  
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c. Appointing official (serviced by Service Center, 

Division of Manpower and Organization) places Form DI-1453 in a 

blue envelope marked Service Center Director (D-640) and attaches it to 

other employment papers that are sent to D-640 for processing.  (No 

minority group identification forms are sent to offices other than 

D-640 and none are to be submitted separated from other employment 

papers.) 

d. Appointing official (serviced by Personnel Officer, 

Alaska, California, Oregon, or Washington, D. C.) places 

Form DI-1453 in a blue envelope marked for the attention of the 

Servicing Personnel Officer and makes certain it is attached to other 

employment papers sent to the Servicing Personnel Officer for pro- 

cessing.  (No minority group identification forms are sent to other 

than Servicing Personnel Officer and none are to be submitted from 

other employment papers.) 

 

e. Servicing Personnel Offices (Alaska, California, Oregon, 

or Washington, D. C.) separate Form DI-1453 from employment papers, 

verifies completeness of the form, including accuracy of social secu- 

rity number and sends the form without delay to Service Center 

Director (D-640). 

 

f. Action by the Division of Manpower and Organization, 

SC, is as follows depending upon submitting office: 

 

(1) For appointing offices serviced by Service Center, 

separates Form DI-1453 from employment papers, verifies complete- 

ness of form, including accuracy of social security number. 

 

(2) Receives Form DI-1453 from servicing Personnel 

Offices (Alaska, California, Oregon, or Washington, D. C.) for control 

purposes. 

 

(3) Submits Form DI-1453 to Data Processing to 

implement key entry, verification, and entry of minority code into 

automated personnel system. 

 

g. Division of Data Processing updates Minority Identifi- 

cation File, and returns input documents to D-640 for safekeeping. 

 

h. Division of Manpower and Organization, SC, checks 

printout for errors.  Corrects code for next input submission.  Within 

30 days following close of pay period after input has been accepted by 

the automated system, destroys Form DI-1453. 
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   Note: In making identification, asking any 

    individual his race or ethnic origin is 

    absolutely prohibited.  Any individual 

    is prohibited from making copies of any 

    listing of the minority identification 

    of individuals, or recording the iden- 

    tifications in any other format or 

    records. 

 

2. Removing Separated Employees.    The active file is purged 

of separated employees by periodic matching of the automated personnel 

records for active employees against the Minority Group Identification 

File.  The Division of Data Processing must assure that purged records 

are retrievable for statistical research if necessary. 

 

D. File Output.    The Minority Group Identification File is used 

to produce reports only when specifically authorized by the Bureau EEO 

Officer to satisfy the Bureau’s EEO program needs or to submit data 

required by the Civil Service Commission and the Department.  The Man- 

power Data Assistant in the Service Center (D-640) receives outputs 

from the Division of Data Processing, and makes certain that all 

documents which identify an employee with a Minority Group Designator 

(MGD) is controlled at all times and protected from unauthorized or 

accidental disclosure, and insures the controlled destruction of all 

documents containing a MGD. 

 

1. Employee’s Name Restrictions  No report with MGD data is 

produced when the employee’s name and minority code are shown, except 

for EEO program usage authorized by the Bureau EEO Officer or his 

delegated representative, or for compliance with Privacy Act access 

and disclosure requirements, or under special circumstances approved 

by the Civil Service Commission and when specifically authorized in 

writing by the Department’s Director of EEO (e.g., when such data is 

needed in connection with the investigation of a complaint of discri- 

mination). 

 

2. Merged Files.    If any merged files result from the produc- 

tion of reports, they must be destroyed (degaussing of magnetic tapes 

is acceptable), if subsequent outputs are anticipated, stored under 

strict control of the Supervisory EEO Specialist and the Chief, 

Division of Data Processing, SC. 
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3. Additional Privacy and Safeguard Procedures.    ADP print- 

outs containing personal data or Social Security Account Numbers and 

MGD must have the following printed at the bottom of the page: 

 

  PERSONNEL DATA ON THIS REPORT MUST BE TREATED IN 

  A CONFIDENTIAL MANNER.  STORE IN LOCKED CABINET 

  OR SECURE AREA.  DISPOSE OF PROPERLY.  EMPLOYEES 

  WHO VIOLATE PRIVACY SAFEGUARDS MAY BE SUBJECT TO 

  DISCIPLINARY ACTION, A FINE OF UP TO $5,000, OR 

  BOTH. 
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.6    Special Emphasis Program. 

 

    .61 Federal Women’s Program and Hispanic Employment Program.   The  

Bureau of Land Management’s Federal Women’s Program (FWP) and Hispanic 

Employment Program (HEP) are designed to assure that Bureau employment 

policies and practices are equitable to women and Hispanics, that 

under-representation and underutilization of women and Hispanics are 

identified and corrected, the employment concerns of women and 

Hispanics are considered in developing and monitoring the Affirmative 

Action Plan and in managing EEO complaints, and that the concerns of 

women’s and Hispanic community organizations are communicated to the 

agency’s management. 

 

A. Required Actions.    Each State Director, the Service Center 

Director, the BLM Director-BIFC, and each Manager, OCS Office, must: 

 

1. Provide sufficient resources to administer the special 

emphasis programs.  The Equal Employment Opportunity Act, Public Law 

92-261, requires Federal agencies to allocate sufficient resources for 

a results-oriented equal opportunity program.  Each State Director, 

the Service Center Director, the BLM Director-BIFC, and each OCS Office 

Manager is required to assure the designation and appointment of either 

full-time, part-time, or collateral-duty Federal Women’s Program and 

Hispanic Employment Program Managers for their respective areas.  Full- 

time Special Emphasis Program (SEP) Managers are to be appointed in 

the Washington Office and, as approved, in the State Offices.  Part-time 

SEP Managers are EEO Specialists who have been assigned responsibility 

for one of the Special Emphasis Programs.  Collateral-duty SEP Managers 

do not have to be EEO Specialists; they are responsible to and evaluat- 

ed by the EEO Office Staff on their performance of the SEP functions. 

 

2. Allocation of time:  Because it is essential that less 

than full-time FWP and HEP Managers be provided at least 20 percent of 

their official duty time to fulfill their responsibilities, the 

amount of time to be allocated should be determined and agreed upon by 

the State Directors, Managers, OCS Offices, State EEO Specialists, and 

the immediate supervisors of the FWP and HEP Managers.  The size of the 

organization and the program within the organization are only two of 

the factors affecting this determination.  When initially making this 

assignment, a “best guess” estimate should be made and then reviewed 

periodically to determine any need for adjustment.  If necessary, a 

corresponding reduction in the FWP and HEP Manager’s regular duties 

should be made to ensure that EEO program responsibilities can be 

carried out.  Where it is impossible to redistribute some of the FWP 

and HEP Manager’s regular duties among other employees to provide 

adequate time for FWP or HEP EEO responsibilities, another person 

should be appointed as the FWP or HEP Manager. 
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b.  Memorandum of understanding:  In assigning collateral 

duties a memorandum of understanding must be prepared by the supervisor, 

the State Director, Manager, OCS Office.  State EEO Specialist, 

and the FWP or HEP Manager, detailing how and when the Manager will be 

assigned related duties.  (See Illustration 10.)  This memorandum must 

include the agreed-upon minimum percentage of time to be allocated to 

the program, designated length of time for this assignment, and a 

statement that acceptance of such responsibilities will in no way 

hinder the Manager’s promotional or career opportunities.  A copy of 

the memorandum must be given to the Manager and one copy forwarded to 

the appropriate Personnel Office for filing in the Manager’s Official 

Personnel Folder. 

 

c. Selection and appointment:  In order that all interested 

employees may be made aware of the position and given the opportunity 

to compete for it, the selection and appointment of FWP and  HEP managers 

must be made in accordance with merit promotion procedures, i.e., adver- 

tisement of the position by means of a vacancy announcement (see Illus- 

tration 11).  Thus, all FWP and HEP managers must be selected through 

merit promotion procedures.  The selecting official should be the EEO 

Officer, with concurrence of the State Director, BLM Director-BIFC, or 

Manager, OCS Office.  In order to be selected, employees should be able 

to meet these standards within the first 6 months: 

 

(1) Recognize or understand the social and economic 

problems that are created by discrimination against minorities and women. 

 

(2) Demonstrate a personal commitment to promote equality 

of opportunity for all persons, regardless of race, color, religion, sex, 

age, national origin, or handicap. 

 

(3) Understand the basic goals of civil rights and the 

equal opportunity movement. 

 

(4) Understand the particular employment problems of 

minority groups and women, including bicultural and bilingual understand- 

ing as needed 

 

(5) Demonstrate the ability to meet and deal effectively 

with persons of either sex and of differing racial, ethnic, cultural, 

and economic backgrounds 

 

(6) Be able to establish effective working relationships 

with management officials, personnel staffs, employees, and appropriate 

community groups.. 
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(7) Be sufficiently knowledgeable in the following to 

acquire the kind of knowledge necessary for performing collateral equal 

employment opportunity work: 

(a) The general structure of the Federal Personnel 

system, including classification, staffing, merit promotion, perform- 

ance evaluation, career development, and employee rights and respon- 

sibilities; 

 

(b) Agency procedures and regulations pertaining to 

personnel; 

 

(c) The mission of the agency and the general occupa- 

tional knowledge and skills required to perform the work associated 

with the mission; and 

 

(d) The current local labor market, i.e., types of 

jobs available, recruiting methods used, sources of recruitment, and 

projected employment needs of the agency. 

 

d. Position description amendment:  In addition to the 

Memorandum of Understanding, upon selection and appointment of FWP and 

HEP Managers, an amendment must be made to the appointee’s official 

Position Description to document the following: 

 

(1) Identify to whom the Managers is responsible for  

performance of duties in connection with the equal employment oppor- 

tunity program.  In collateral duty assignments, the Manager is 

responsible to one supervisor for primary occupational assignment and 

to the EEO Specialist for performance of duties as the FWP or HEP 

Manager.  By spelling out the supervisory relationships of the Manager, 

the immediate supervisor, and the EEO Officer, all parties concerned 

are then aware that for the portion of work relating to the FWP or HEP, 

the Manager is responsible to the EEO Officer. 

 

(2) Show the percentage of time to be spent on SEP  

Manager duties.  This provides the FWP and HEP Manager, the immediate 

supervisor, and the EEO Officer with clear parameters on the number of 

hours which can be devoted to the program.  “As needed” or “as necessary” 

time allocation definitions are not acceptable. 

 

(3) Describe the scope of responsibility, including the 

size of the organization, its geographic coverage, and the number of  

employees.  This gives an indication of the program and responsibility 

required for program development. 
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(4) List special knowledge or skills required by Civil  

Service Qualifications Standards (CSC Handbook X-118), and other charac- 

teristics of collateral assignments as outlined in FPM Letter 713-37, 

“Documenting EEO Collateral Duties in Official Position Descriptions.” 

 

e. Performance Improvement and Position Review:  Form 

1400-90(439) should also reflect EEO duties.  These duties should be 

specific and well-delineated. 

 

f. Training:  To be effective, the FWP and HEP Managers 

must be knowledgeable about the total EEO Program, including discrim- 

ination complaint processing procedures; familiar with Federal 

Personnel Manual Chapter on employment, merit promotion, training, and 

EEO  statistics; and have access to Office of Personnel Management and 

Equal Employment Opportunity Commission issuances on EEO.  The amount 

and type of training given to a particular Manager to accomplish the  

above will, of course, vary, depending upon the individual’s background 

and qualifications.  (See Appendix 5 for a list of various training 

courses which may be appropriate for a Manager to attend.) 

 

               2.     Conduct a continuing campaign to eradicate every form of 

discrimination from personnel policies and practices and working 

conditions. 

 

3 .Utilize, to the fullest extent possible, the present skills 

of women and Hispanics in the workforce. 

 

4. Provide an equal opportunity for women and Hispanics to 

enhance their skills through career counseling, on-the-job training, 

work-study programs, and other training measures so they may perform 

at their highest potential and advance in accordance with their 

abilities. 

 

5. Communicate the Bureau’s Federal Women’s and Hispanic 

Employment Program policy and its employment needs to sources which 

will maximize the number of applications from women and Hispanics and 

solicit their recruitment assistance on a continuing basis. 

 

6. .Provide orientation, training, and advice to managers and 

supervisors to assure their understanding and implementation of the 

Federal Women’s and Hispanic Programs. 

 

7. Communicate and enhance understanding of the discrimination 

complaint process available to all persons who believe they have been 

discriminated against because of race, color, religion, sex, national 

origin, age, or handicapped. 
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8. articipate in periodic evaluations of the Federal Women’s 

Hispanic Employment Programs by making site visits, preparing 

special studies and reports of program results, and serving as a 

member or leader of evaluation teams. 

 

B. Duties of SEP Managers and Coordinators. 

 

1. The Special Emphasis Program Managers advise the State 

Director, through the EEO Officer, on matters affecting the employ- 

ment situation of Hispanics and women and ensure that candidates for 

emlployment receive fair and impartial consideration in recruitment, 

promotion, and training, and that established policies do not adversely 

affect the employment or advancement of Hispanics and women.  The HEP 

and FWP Managers must: 

 

a. Advise on program direction to State, District, and 

Resource Area Officials and evaluate programs at those levels to ensure 

accomplishment of the overall program goals. 

 

b. Service as the Bureau’s representative at special 

meetings pertaining to equal opportunity for Hispanics and women. 

 

c. Serve as official liaison between management and Hispanic 

and women employees, bringing to the attention of management items of 

particular concern to Hispanics and women. 

 

d. Consult with members of the Personnel staff on matters 

affecting Hispanic and women employees.  This includes training, 

career development and upward mobility, and recruitment of qualified 

Hispanics and women into the workforce, especially in occupations 

identified for EEO emphasis. 

 

e. Provide facts concerning working Hispanics and women 

to dispel myths or unfair stereotypes, by holding meeting which may 

include guest speakers from professional disciplines in Government, 

business, and industry to discuss the history of Hispanics and women 

in society and contributions they have made to the Nation. 

 

f. Assure that EEO Affirmative Action Plans are responsive 

to the employment needs of Hispanics and women by participating in 

the development of the plans and assuming responsibility for specific 

action items. 

 

g. Develop statistics, assess progress, and identify 

problem areas by conducting an in-depth analysis of the workforce 

showing ethnic, non-ethnic background, sex, and looking closely at 

such factors as: 

 

(1) Population by grade and pay level. 
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(2) Training statistics. 

 

(3) Promotions by occupation and grade level. 

 

(4) Turnover rate—professional, technical, and clerical. 

 

(5) Average grade. 

 

(6) Occupational population. 

 

(7) Award nomination and selections. 

 

                h.      Identify the paramount problem areas (based on the  above 

analyses) and develop corrective action items accordingly. 

 

2. HEP and FWP liaisons provide assistance to the SEP Managers. 

Their duties vary but generally should include assisting the HEP and FWP 

Managers gaining support of the HEP and FWP from management, supervisors, 

and employees by: 

 

a. Distributing program directives and information about 

the HEP and FWP to all employees, and 

 

b. Assuring that sufficient time and attention are devoted 

to the HEP and FWP in all employee meetings, etc. 

 

3. SEP committee, such as working task forces, management 

advisory groups, and employee representative groups, are types of  

committees which can be used successfully to develop stronger and more 

effective Hispanic and Federal Women’s Programs.  If committees are 

used, the method of selecting leaders of either formal or voluntary 

special emphasis committees and their relationship to the Office of 

Equal Employment Opportunity must be explicitly defined.  The tenure of 

office, purpose, role, responsibility, limitations, requirements, 

reporting, and all other needed definitions must be clearly spelled out 

in the bylaws of the committees.  The title of the committees should 

clearly state their relationship to the sponsoring organization. 

Periodically, all employees should be notified of the existence of 

such committees and the bylaws should be available to all interested 

persons.  All employees should have equal opportunity to benefit from 

the work of such committees.  Appointment to any of the following 

committees should be subject to the approval of the State Director 

and the State EEP Specialist. 
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a. Working task forces, ad hoc committees of interested 

volunteers appointed by the HEP and FWP Managers, help carry out 

day-to-day specific tasks such as conducting studies, writing news- 

letters, planning meetings, etc.  Employees should be allowed official 

time to perform task force duties and arrange for such with their 

supervisors. 

 

b. Management advisory groups, made up of representatives 

from each organizational unit, act as liaisons between their offices 

and the EEO Staff. 
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Special Emphasis Program Manager Training Courses 

 

 

Introduction to the Federal EEO Program 

 

Managing EEO Programs 

 

Assessing EEO Workforce Data 

 

The Federal Women’s Program Seminar 

 

The Hispanic Employment Program Seminar 

 

Personnel Management for EEO Specialists 

 

EEO Affirmative Action Planning Workshop 

 

Upward Mobility:   Planning and Implementation 

 

Upward Mobility:   Analyzing Career Alternatives and Job 

   Restructuring 

 

Upward Mobility:   Career Counseling Workshop 

 

Position Management and Position Classification 

 

Basic Personnel Management 

 

Seminar:   Career Women and Upward Mobility 

 

The Hispanic Employment Program for Managers 

 

Manager’s Role in EEO 

 

The Supervisor’s Role in EEO 

 




