October 6, 2000





VBA Letter 20-00-35








Director (00)


All VA Regional Offices and Centers





SUBJ:  Instructions for Completing the FY 2000 People with  Disabilities


 Program (PDP) and Disabled Veterans Affirmative Action Program


 (DVAAP) Reports





1.  Enclosed are instructions issued by the Office of Diversity Management and Equal Employment Opportunity (ODM&EEO/06) for completion and submission of the FY 2000 People with Disabilities Program (PDP) and Disabled Veterans Affirmative Action Program (DVAAP) reports.  Included in this package is a copy of Equal Employment Opportunity Commission Form 440, which should be used to complete the PDP report.





2.  All reports are to be mailed directly to ODM&EEO (06A), 810 Vermont Avenue, NW, Washington, DC, within 30 days of receipt of COIN PAI report 163 and COIN PAI report 204, as of September 30, 2000, but no later than November 13, 2000.   VA COIN PAI reports are generated by the Austin Automation Center and are issued to each facility's PAID Control Point in the Financial/Fiscal Services Division.  Unless specifically requested, please do not send local reports to the Equal Employment Opportunity Commission or to the Office of Personnel Management.  





Since the data source for the reports is the PAID System and the information is self-reported, ODM&EEO strongly encourages station officials to explain to employees the importance of completing Standard Form 256 (Self-Identification of Handicap).  Please remind your employees to update this information, if there is a change in their disability status.  Station officials may wish to re-survey all employees to update information on their disability status.  If so, please inform all employees that the information they provide in Standard Form 256 is used to advance the employment of people with disabilities, that participation is voluntary and that the information will be kept confidential.
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PDP and DVAAP Reports








4.  If you have any questions regarding the instructions for completing the PDP or DVAAP reports, please contact Mr. Keith Bailey, National Program Manager for the Employment of People with Disabilities (ODM&EEO/06), on (202) 273-8921.











							       /s/	


							Patrick Nappi





Enclosures


�
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�
INSTRUCTIONS FOR COMPLETING THE ANNUAL PDP REPORT





GENERAL





Make sure that mathematical computations are always carried to two decimal points.





Make certain that anticipated workforce data, projected for the end of the planned year, are the result of the actual data taken from the COIN PAI 163 for the end of the just completed year minus anticipated losses plus anticipated accessions for the planned year.





Make sure that the pages of EEOC Form 440 follow each other in consecutive order (i.e., 1 through 14).  Where the pages of COIN PAI 163 are substituted for the pages of EEOC Form 440, place them in the proper sequence and do not submit blank pages of EEOC Form 440.  A copy of EEOC Form 440, which is taken from EEO Management Directive 713, is attached.








SPECIFIC PAGE BY PAGE INSTRUCTIONS





Page 1 (EEOC Form 440):  The “Number of Employees Covered by This Plan” should include only permanent full-time, part-time, and intermittent employees.  This number is given on Table 1 (Permanent) of the COIN-PAI 163.  The “Responsible Official” is the Chief, Human Resources Management, and the “Agency Head” is the field facility Director.





Page 2 (EEOC Form 440):  Page 2 of EEOC Form 440 is attached with the boxes numbered to help you follow the step by step instructions.





	Step 1:   From COIN PAI 163, Table 1, enter the workforce totals, as of 


9-30-00, in boxes “13”, “15”, and “17.”  Enter the corresponding percentages from the same source in boxes “16” and “18.”





	Step 2:  Enter anticipated losses and accessions for total workforce in 


FY 2001 in boxes “1” and “7.”  A review of actual accessions and losses for 


FY 2000, adjusted for known or expected significant changes in FTE for the planned fiscal year, will help you to do this.





	Step 3:  Enter the anticipated total workforce as of 9-30-01 in box “25” (total workforce as of 9-30-00 minus anticipated losses plus anticipated accessions).








							


�



Step 4:  Follow the same procedure as described in step 3 above regarding anticipated total workforce to obtain the anticipated FY 2001 figures for “Handicap Reported” and “Targeted Disabilities” for boxes “27” and “29.”





	Step 5:  Make sure that the figure in box “31” will produce a percentage of anticipated accessions in box “32” that exceeds the percentage in box “18.”  Also, make sure that the figure in box “33” will produce a percentage in box “34” that exceeds the percentage in box “18.”





	EXAMPLE:  Assume that as of 9-30-00, the representation of persons with targeted disabilities in a facility’s workforce is 1.70 percent.  Regardless of the number of accessions for the total workforce anticipated for FY 2001, more than 1.70 percent of these must be persons with targeted disabilities for the facility’s hiring goal to be acceptable.  In most cases, the resulting whole number will be fairly small; a modest and achievable number is preferred to an overly optimistic goal that is out of proportion to realistic expectations or past accomplishments.





CAUTION:  Since persons with targeted disabilities are a subset of “Handicap Reported,” all figures for persons with targeted disabilities will be smaller than figures for “Handicap Reported.”





NOTE:  Since 1979, the Equal Employment Opportunity Commission has estimated that the availability of persons with targeted disabilities who are of workforce age and able to work is 5.95 percent of the entire workforce age population.  Subsequent studies support this estimate.  Therefore, recruitment plans and goal-setting for hiring persons with targeted disabilities is required for any facility whose percentage of persons with targeted disabilities is less than 5.95 percent, even if your percentage exceeds the VA-wide average.





Page 3 (EEOC Form 440):  Self-explanatory.  Be certain to check either or both boxes, as appropriate.  If neither box is checked, completion and submission of the information requested in the bottom portion of the form is required.





Page 4 (EEOC Form 440):  Consult with Engineering Service regarding the requested information.





Page 5 (EEOC Form 440):  Refer to the guidelines in EEO-MD 713, Appendix C.





Page 6 (EEOC Form 440):  Only paragraph B is to be completed by field facilities.  Count only personnel that are actually responsible for managing and coordinating the program.  Do not include those who are only members of a committee.








							�















Page 7 (EEOC Form 440):  Substitute COIN-PAI 163, Report 1.  Please note that field facilities must supply two items of information:





	1.  In the second line of the top section of the COIN PAI report, enter under the columns for “Persons with Targeted Disabilities” the goal (whole number and percentage) which was set for FY 2000.  This will require a review of your previous year’s (FY 2000) plan (boxes “33” and “34”) of EEOC Form 440, page 2.





	2.  In the second line of the bottom section, enter the numbers of applications received from persons with targeted disabilities.  This information is critical for evaluating the agency’s recruitment efforts.





Pages 7-A, 8, 9, 10 (EEOC Form 440):  Substitute COIN-PAI 163 Reports 1 (temporary), 2, 3, and 4.





Pages 11 and 12 (EEOC Form 440):  Self-explanatory.





Page 13 (EEOC Form 440):  Substitute COIN-PAI 163, Report 5.





Page 14 (EEOC Form 440):  Please report any special initiatives and noteworthy accomplishments during FY 2000.








�
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AFFIRMATIVE ACTION PROGRAM PLAN UPDATE AND REPORT OF


ACCOMPLISHMENTS FOR AGENCY WITH 1,001 OR MORE EMPLOYEES





AFFIRMATIVE ACTION PROGRAM FOR


INDIVIDUALS WITH HANDICAPS





Plan update for the period Oct. 1, 2000, through Sept. 30, 2001


Report for the period Oct. 1, 1999, through Sept. 30, 2000





												


AGENCY





												


AGENCY ADDRESS








NUMBER OF EMPLOYEES COVEREN BY THIS PLAN  				








												


NAME OF PERSON PREPARING THIS FORM		TELEPHONE NUMBER





											


SIGNATURE OF REPONSIBLE OFFICIAL			DATE








											


NAME AND TITLE OF RESPONSIBLE OFFICIAL








												


SIGNATURE OF AGENCY HEAD				DATE








												


NAME AND TITLE OF AGENCY HEAD (CERTIFIES THAT THIS REPORT IS IN COMPLIANCE WITH EEO-MD-713, “AFFIRMATIVE ACTION FOR HIRING, PLACEMENT, AND ADVANCEMENT OF INDIVIDUALS WITH HANDICAPS”)
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PART 1:  PROGRAM PLAN UPDATE


FOR THE PERIOD OCTOBER 1, 2000 THROUGH SEPTEMBER 30, 2001





NUMERICAL OBJECTIVES (GOALS) FOR EMPLOYMENT OF PERSONS


WITH TARGETED DISABILITIES (TD)





Agencies are to use this format to establish numerical objectives for the period October 1 through September 30.  Anticipated changes in the work force are taken into account as objectives are calculated on the basis of losses from the work force as well as accessions.  The planned rate of accessions (if any are anticipated) must be adequate to achieve the desired work force profile as of September 30.  Guidance is provided in Appendix B of this directive.							


Anticipated Changes in Work Force From


October 1, 2000 to September 30, 2001�
�
       


             Number  +  Or  -	            Percent Change  +  Or  -


Loses


(Total Work Force)�






�
�
�
Losses


(With Handicap Reported)�






�
�
�
Losses


(Targeted Disabilities[TD])�
�
�
�
Accessions


(Total Work Force)�
�
�
�
Accessions


(With Hanidcap Reported)�
�
�
�
Accessions


(Targeted Disabilities [TD])�
�
�
�



Work Force Actual


Data As of 9/30/00�
Anticipated Changes in Work


Force From 10/1/00 – 9/30/01�
Anticipated Data 


As of  9/30/01�
�
							NUMBER 	% CHANGE


			Number		     %		+  OR  -	         +  OR  -	     Number     	       


Total Work Force�
�
�
�
�
�
�
�
Handicap Reported�
�
�
�
�
�
�
�
Targeted Disabilities�
�
�
�
�
�
�
�



*CALCULATE THIS PERCENTAGE BY DIVIDING THE NUMBER + OR – BY THE CORRESPONDING NUMBER IN THE WORK FORCE AS OF THE BEGINNING OF THE REPORTING PERIOD.





NUMERICAL OBJECTIVES FOR THE PERIOD 10/1/00 TO 9/30/01


A.  Total Number of Accessions of Persons with TDs                                   _______________________


B.  Percent Accessions of Persons with TDs                                                _______________________


C.  Total Number of Persons with TDs on Board As of 9/30/2001                _______________________


D.  Percent of Work Force with TDs As of 9/30/2001                                    _______________________


 �
�
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PART 1:   PROGRAM PLAN UPDATE


FOR THE PERIOD OCTOBER 1, 2000 THROUGH SEPTEMBER 30, 2001





NUMERICAL OBJECTIVES (GOALS) FOR EMPLOYMENT OF PERSONS


WITH  TARGETED  DISABILITIES  (TD)





Agencies are to use this format to establish numerical objectives for the period October 1 through September 30.  Anticipated changes in the work force are taken into account, as objectives are calculated on the basis of losses from the work force as well as accessions.  The planned rate of accessions (if any are anticipated) must be adequate to achieve the desired work force profile as of September 30.  Guidance is provided in Appendix B of this directive.


�











				                       NUMBER + OR -               PERCENT CHANGE + OR –	


LOSSES


(TOTAL WORK FORCE)�
BOX 1�
BOX 2�
�
LOSSES


WITH HANDICAP REPORTED�
BOX 3�
BOX 4�
�
LOSSES


TARGETED DISABILITIES (TD)�
BOX 5�
BOX 6�
�
ACCESSIONS


(TOTAL WORK FORCE)�
BOX 7�
BOX 8�
�
ACCESSIONS


WITH HANDICAP REPORTED�
BOX 9�
BOX 10�
�
ACCESSIONS


TARGETED DISABILITIES (TD)�
BOX 11�
BOX 12�
�



WORK FORCE


ACTUAL


DATA AS OF


9/30/00�
ANTICIPATED


CHANGES IN


WORK FORCE FROM


10/1/00 TO 9/30/01�
ANTICIPATED


DATA


AS OF


9/30/01�
�
 						                     NUMBER      % CHANGE


				          NUMBER                %                + OR -	 	+ OR -           NUMBER             %


TOTAL WORK FORCE�
BOX 13�
14�
19�
20�
25�
26�
�
HANDICAP REPORTED�
BOX 15�
16�
21�
22�
27�
28�
�
TARGETED DISABILITIES�
BOX 17�
18�
23�
24�
29�
30�
�
*CALCULATE THIS PERCENTAGE BY DIVIDING THE NUMBER + OR - BY THE CORRESPONDING NUMBER IN THE WORK FORCE AS OF THE BEGINNING OF THE REPORTING PERIOD.





NUMERICAL OBJECTIVES FOR THE PERIOD 10/1/00 TO 9/30/01


A.  TOTAL NUMBER OF ACESSIONS OF PERSONS WITH TD                        BOX 31


B.  PERCENT ACCESSIONS OF PERSONS WITH TD                                        BOX 32


C.  TOTAL NUMBER OF PERSONS WITH TD ON BOARD


      AS OF SEPTEMBER 30, 2001                                                                            BOX 33


D.  PERCENT OF WORK FORCE WITH TD AS OF 9/30/2001                             BOX 34


�
�
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PLAN FOR SPECIAL RECRUITMENT PROGRAM





Agencies are to establish and maintain special recruitment programs for individuals wit handicaps with the specified severe disabilities.  The purpose is to obtain applications from qualified individuals with handicaps.  A revised and improved plan for a special recruitment program is required unless:





the agency met its previous year’s employment objectives





(if so, check here:	[  ])


or





the number of applications received from persons with targeted disabilities was at least two times the number of accessions that would have been necessary to achieve the objectives.





(if so, check here:	[  ])





IF NEITHER OR THESE CONDITIONS HAS BEEN MET, list new recruiting strategies that will be instituted so that the agency can meet its current employment objectives.





NEW RECRUITING STRATEGIES�
TARGET DATES�
�










































�
�
�
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FACILITY ACCESSIBILITY





LIST ANY UNMET OBJECTIVES FOR BARRIER REMOVBAL THAT WERE ESTABLISHED IN PREVIOUS SUBMISSIONS BUT HABE NOT BEEN ACCOMPLISHED.  REMOVAL STRATEGIES ARE TO BE REVISED SO THAT THESE OBJECTIVES CAN BE ACCOMPLISHED PRIOR TO THE END OF THE FISCAL YEAR COVERED BY THIS PLAN.


OBJECTIVES�
ORIGINAL TARGET DATES�
REVISED TARGET DATES�
REVISED REMOVAL STRATEGIES�
�





















�
�
�
�
�



LIST ADDITIONAL OBJECTIVES FOR BARRIER REMOVAL DURING THE PERIOD COVERED BY THIS PLAN.


OBJECTIVES�
TARGET DATES�
�


















�
�
�
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ALTERNATIVES TO PERSONNEL OR MANAGEMENT POLICIES, PRACTICES, OR PROCEDURES WHICH RESTRIC HIRING, PLACEMENT, AND ADVANCEMENT OF INDIVIDUALS WITH HANDICAPS





LIST BARRIERS WHICH WERE IDENTIFIED IN PREVIOUS SUBMISSIONS BUT FOR WHICH ALTERNATIVES HAVE NOT YET BEEN INSTITUTED:





BARRIERS�
ALTERNATIVES�
PLANNED ACTIONS�
CURRENT TARGET DATES�
DATES INDICATED PREVIOUSLY�
�












�
�
�
�
�
�



LIST BARRIERS NOT PREVIOUSLY IDENTIFIED FOR WHICH ALTERNATIVES SHOULD BE INSTITUTED:





BARRIERS�
ALTERNATIVES�
PLANNED ACTIONS�
TARGET DATES�
�












�
�
�
�
�



ENOUGH OF THE TARGET DATE INDICATED SHOULD BE PRIOR TO THE END OF THE FICSAL YEAR COVERED BY THIS PLAN SO THAT SYBASTANTIAL PROGRESS TOWARD ELIMINATION OF BARRIERS WILL HAVE BEEN MADE BY THAT TIME.  ALL BARRIERS THAT ARE LISTED IN ITEM “A” ABOVE SHOULD BE REMOVED PRIOR TO THE END OF THE FISCAL YEAR COVERED BY THIS PLAN.
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PART 2:   REPORT OF ACCOMPLISHMENTS


FOR THE PERIOD OCTOBER 1, 1999, THROUGH SEPTEMBER 30, 2000





AFFIRMATIVE ACTION PROGRAM FOR INDIVIDUALS WITH HANDICAPS





STAFFING COMMITMENTS





Provide data indicating staffing commitments as of September 30, 2000.  Include selective placement coordinators, handicapped program managers, and other key staff assigned to the affirmative action program for individuals with handicaps.  Do not include equal employment opportunity counselors and other personnel processing complaints of discrimination on the basis of handicap.





HEADQUARTERS PERSONNEL WITH NATIONWIDE RESPONSIBILITY:





AGENCYWIDE RESPONSIBILITY (DEPARTMENTWIDE, IF APPLICABLE)





NUMBER OF PERSONS			


TOTAL STAFF YEARS (FULL-TIME EQUIVALENTS ALLOCATED TO THE PROGRAM)					





RESPONSIBILITY FOR MAJOR OPERATING COMPONENTS (IF NONE, INDICATE NOT APPLICABLE)





NUMBER OF PERSONS			


TOTAL STAFF YEARS (FULL-TIME EQUIVALENTS ALLOCATED TO THE PROGRAM)					





ALL OTHER PERSONNEL (NOT ACCOUNTED FOR ABOVE) AT HEADQUARTERS, IN COMPONENT AGENCIES, OR IN FIELD INSTALLATIONS RESPONSIBLE FOR MANAGEMENT AND COORDINATION OF THE PROGRAM:





PERCENTAGE OF TIME ALLOCATED TO THE PROGRAM�
INDICATE NUMBER


IN EACH GROUP�
�
1 – 5 %�
�
�
6 –10 %�
�
�
11 – 25 %�
�
�
26 – 75 %�
�
�
76 – 100 %�
�
�
TOTAL�
�
�



NUMBER OF AGENCY PERSONNEL OFFICES WITH APPOINTING


AUTHORITY 		





EEOC FORM 440 (pg. 6)    (10/87)
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REPORT  ON  FACILITY  ACCESSIBILITY


DESCRIBE  YOUR  AGENCY’S  BARRIER  REMOBAL  ACTIVITY  DURING  THE REPORTING  YEAR





SUMMARIZE  YOUR  AGENCY’S  BARRIER  REMOVAL  ACTIVITY.














�
�
IS GSA PROVIDING ASSISTANCE WITH BARRIER REMOVAL?


[   ]  NOT APPLICABLE        [   ]  YES        [   ]  NO; DESCRIBE








�
�
DESCRIBE ANY DIFFICULTIES THAT HAVE BEEN ENCOUNTERED IN ATTEMPTING TO REMOVE BARRIERS THAT REMAIN IN AGENCY FACILITIES.














�
�
DESCRIBE ACTIONS BEING TAKEN TO OVERCOME DIFFICULITES DESCRIBED IN ITEM “C” ABOVE.














�
�
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ALTERNATIVES TO PERSONNEL OR MANAGEMENT POLICIES, PRACTIVES, OR PROCEDURES WITHIC RESTRICT HIRING, PLACEMENT, AND ADVANCEMENT OF INDIVIDUALS WITH HANDICAPS





LIST BARRIERS WHICH WERE IDENTIFIED IN PREVIOUS YEARS FOR WHICH ACTIONS WERE TAKEN DURING THE REPORTING YEAR.





BARRIERS�
ALTERNATIVES�
ACTIONS TAKEN�
COMPLETION DATES�
�
















































�
�
�
�
�
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PROMOTIONS AND CAREER DEVELOPMENT PROGRAMS


OCTOBER 1, 1999, TO SEPTEMBER 30, 2000








CATEGORY�
ON-BOARD


AS OF 


9/30/00�



PROMOTIONS�



CAREER DEVELOPMENT


(GRADES 5 – 12)�
SENIOR LEVEL CAREER DEVELOPMENT PROGRAMS


(GRADES 13 – 15)�



SES DEVELOPMENT PROGRAMS�
�
NUMBER�
PERCENT�
SLOTS FILLED�
PERCENT�
SLOTS FILLED�
PERCENT�
SLOTS FILLED�
PERCENT�
�
TOTAL WORK FORCE


�
�
�
�
�
�
�
�
�
�
�
NOT IDENTIFIED (01)


�
�
�
�
�
�
�
�
�
�
�
NOT AVAILABLE OR UNSPECIFIED�
�
�
�
�
�
�
�
�
�
�
NO HANDICAP REPORTED (04 05)�
�
�
�
�
�
�
�
�
�
�
HANDICAP REPORTED (06, 13-94)�
�
�
�
�
�
�
�
�
�
�
TOTAL TARGETED DISABILITIES�
�
�
�
�
�
�
�
�
�
�



COMPUTATIONS:	COMPUTATIONS ARE TO BE BASED ON ACTIONS DURING THE REPORTING PERIOD.  FOR PROMOTIONS, USE STANDARD FORM 50, NATURE OF ACTION CODES 702 AND 542.  FOR CAREER DEVELOPMENT (GRADES


PERCENT			=	NUMBER				 5 – 12), COUNT SLOTS FILLED UNDER FORMAL


PROMOTIONS				ON-BOARD IN CATEGORY		UPWARD MOBILITY PROGRAMS, APPRENTICESHIP


									PROGRAMS, AND OTHER TRAINING AND 


									DEVELOPMENT, AS WELL AS APPOINTMENTS THAT


PERCENT								MOVE PEOPLE NONCOMPETIVELY THROUGH A


DEVELOPMENT PROGRAMS	=	SLOTS IN CATEGORY		SERIES OF PROMOTIONS WITH SOME TYPE OF


ON-BOARD IN CATEGORY	TRAINING IN THE PROCESS.  INCLUDE BOTH BLUE COLAR AND WHITE COLLAR POSITIONS.  FOR SENIOR LEVEL CAREER DEVELOPMENT (GRADES 13 THROUGH 15) PROGRAMS, COMPUTATIONS ARE TO BE BASED ON THE NUMBER OF INDIVIDUALS ENROLLED IN FORMAL EXECUTIVE AND MANAGEMENT DEVELOPMENT PROGRAMS DURING THE REPORTING PERIOD.





*NUMBERS IN PARENTHESES REFER TO CODES ON STANDARD FORM 256.					EEOC FORM 440 (Pg. 13)  (10/87





�



							





INSTRUCTIONS FOR COMPLETING THE ANNUAL DVAAP REPORT





Field facilities are required to submit only a report of their annual accomplishments in implementing VA's National DVAAP Plan, which is in VA Policy Manual, MP-7, Part I, Appendix D.  A narrative format, which describes the following four elements, should be used:





Methods used to recruit and employ disabled veterans, including particular measures for those veterans with 30 percent or more service-connected disabilities.





Methods used to provide or improve internal advancement opportunities for disabled veterans.





A description of how activities for the program were monitored, reviewed, and evaluated.





An explanation of progress in implementing the plan during the past fiscal year, stating reasons for success or lack thereof.  This should include a description of any increase or decrease in the representation of disabled veterans in the workforce, as provided in the COIN PAI 204.  It is suggested that you attach a copy of the COIN PAI 204 with your report. 








	                               








ANTICIPATED CHANGES IN WORK FORCE FROM


OCT. 1, 2000 TO SEPT. 30, 2001











