

December 8, 2000



VBA Letter 20-00-49



Director (00)

All VA Regional Offices and Centers



SUBJ:  Instructions for Completing the FY 2000 Affirmative Employment Program

 for Minorities and Women Accomplishment Report and FY 2001 Plan

 Update



1.  This letter transmits instructions for the development and submission of the FY 2000 Affirmative Employment Program (AEP) for Minorities and Women Accomplishment Report and FY 2001 Plan Update.  These instructions have been developed in accordance with Equal Employment Opportunity Commission (EEOC) Management Directive 714, dated October 6, 1987, and EEOC’s memorandum dated August 23, 1991, (Subject: EEO-MD 714, Accomplishment Reports).



2.  VBA field stations with 100 or more full/part-time permanent employees are required to submit a full FY 2000 AEP Accomplishment Report and FY 2001 Plan Update.  VBA field stations with fewer than 100 full/part-time permanent employees are exempt from this requirement.  However, the latter VBA facilities may submit the following sections of the FY 2000 accomplishment report:



	a.  Title page (Page B-1);



	b.  Noteworthy activities/initiatives in the area of recruitment

	     and employment of minorities and women (Page B-6); and



	c.  Narrative report of accomplishments in the prevention of sexual 

     harassment in the work place.  



3.  These instructions do not pertain to VA Medical and Regional Office Centers or other non-VBA facilities where VBA employees are stationed.  The Veterans Health Administration and other appropriate parent organizations will issue instructions to their field facilities.



4.  In addition to the guidance provided on pages A-1 through A-5, the supplemental instructions below should be followed by VBA field facilities when preparing the full accomplishment report and program update.



�

a.  VBA field facilities should not submit copies of COIN PAI reports as

substitutions for the required EEOC data forms.



b.  Actual numbers, not percentages, are required for EEOC forms 568 (pages B-4, B-5, B-9 and B-10).  The numbers entered in the columns under the various racial groups on pages B-4, B-5, B-9 and B-10 should be added both vertically and horizontally with the sums placed in the "Total" columns and rows on each of the four pages. 



c.  The numbers entered on Forms 568 (Pages B-4 and B-5) should reflect the accessions in each PATCOB group and major occupation, not the number of individuals employed in the PATCOB group or major occupation;



d.  Numbers entered on Forms 568 (Pages B-9 and B-10) for the FY 2001 update should be the numbers of individuals the station hopes to recruit/hire, not the total number of individuals already employed in the PATCOB group or major occupation.  



e.  The major occupations for regional offices, which may be entered on Forms 568 (Pages B-5 and B-10) and Form 570 (Page B-8) include:  Counseling Psychologist (series 180), Vocational Rehabilitation Specialist (series 1715), Vocational Rehabilitation Counselor (series 101), Veterans Service Representative (series 996) and Loan Specialist (series 1165).  For the Hines Benefits Delivery Center, the Computer Specialist occupation (series 334) should be listed among the major (i.e., the most populous) occupations at the facility.



5.  Field station personnel who are preparing the FY 2000 accomplishment report and FY 2001 plan update for the first time should consult with the individuals at their stations who had this responsibility in the past.  They may also obtain assistance from Marsha A. Smith, Equal Opportunity Program Manager for VBA at Central Office, on (202) 273-6772 or Lenore Jacobs, Office of Diversity Management and Equal Employment Opportunity (06A), on (202) 273-5866.



6.  All VBA field stations responding to this request should submit their FY 2000 AEP Accomplishment Report and FY 2001 Plan Update to Ms. Smith no later than  FRIDAY, JANUARY  12, 2001.  A courtesy copy should be sent to Lenore Jacobs, ODM&EEO/06.





						         /s/

						Patrick Nappi

						Deputy Under Secretary for Operations



Enclosures
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INSTRUCTIONS FOR THE DEVELOPMENT OF ANNUAL ACCOMPLISHMENT REPORTS AND PLAN UPDATES FOR MINORITIES AND WOMEN





1.  BACKGROUND



a.  These instructions have been developed in accordance with the EEOC's Management Directive 714 (EEO-MD-714) dated October 6, 1989, EEOC memorandum dated August 23, 1991 (Subject:  EEO-MD 714 Accomplishment Reports) and guidance issued by VA's Office of Equal Opportunity (06).



	b.  VA facilities with 100 or more full/part-time permanent employees are required to submit annual accomplishment reports and plan updates.



2.  ANNUAL ACCOMPLISHMENT REPORT. 



Annual accomplishments should be reported on EEOC Forms 568 (Attachment B).  The following information should be reported:



	a.  EEOC FORM 568:  TITLE PAGE (page B-1).  This form should be completed and signed by the head of the organization or a designated official. 



[NOTE:  the signature of the head of the organization or designated official should be on the last line of the form].  Also, please ensure that the number entered on the "Total" line, for employees covered by the plan, is the sum of the numbers entered on each of the lines for the PATCOB categories (i.e., Professional, Administrative, Technical, Clerical, other and Blue Collar)].



	b.  EEOC FORM 568, SUMMARY ANALYSIS OF WORKFORCE (page

B-2).  Annually, in October, the Austin Automation Center distributes to each organization its workforce data in COIN PAI reports 172, 173 and 174.  Using these COIN PAI reports, as of September 30, 2000, each organization should compare FY 2000 with FY 1999 data, and provide a narrative analysis of its workforce.  This narrative should include an analysis of:



		(1)  PATCOB categories and grade groupings

		(2)  Major occupations 

		(3)  Current workforce with the previous year's workforce

		(4)  Significant employment trends and changes in the workforce



(See Attachment D, COIN PAI Data, for the appropriate reports to use for making workforce analyses).



�Page  A-2



	c.  EEOC FORM 568, ACCOMPLISHMENT REPORT OF OBJECTIVES AND ACTION ITEMS (page B-3).  To complete page B-3:



	(1)  Review the Report of Objectives and Action Items in previous plan updates for objectives and action items targeted for FY 2000.  Transfer the information (program element, problem/barrier statement, objective, responsible official, target items and target date) pertaining to these objectives and action items to EEOC Form 568, page B-3 in the FY 2000 report.



	(2)  Provide a narrative on the accomplishment of objectives and action items at the bottom of page B-3.  Also, provide an explanation of unachieved targeted objectives and action items.  If no objectives and action items were targeted for the reporting year, indicate this on the form.



NOTE:  Complete a separate page B-3 for each program element with FY 2000

   target dates.



	d.  EEOC FORMS 568, NUMERICAL OBJECTIVE ACCOMPLISHMENTS BY PATCOB (page B-4) and NUMERICAL OBJECTIVE ACCOMPLISHMENTS BY MAJOR OCCUPATIONS (page B-5).  To complete pages B-4 and B-5, follow the guidance provided in subparagraphs (1) and (2) below:



	(1)  If pages B-4 and B-5 were used to report "Planned" numerical objectives in the plan update section of last year's (FY 1999) report, transfer this information to the "Planned" rows on the FY 2000 report form.  Follow the instructions for completing the "Actual" line in subparagraph (2) below.



	(2)  If pages B-4 and B-5 were not used, but numerical objectives were reported in last year's plan update, transfer the numerical objectives from this section onto the "Planned" line of pages B-4 and B-5.  Follow the instructions provided in subparagraph (a) and (b) below for completing the "Planned" and "Actual" lines.



	(a)  "Planned" line – Report on this line your station's FY 2000 numerical objectives (goals) from last year's plan update.



	(b)  "Actual" line – Add total accessions and conversions data from COIN PAI report 174.



NOTE:  For aggregation purposes, report all numerical objectives by whole numbers

  only.  If numerical objectives were not established in last year's plan update,

  make a note of this on pages B-4 and B-5.
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	e.  EEOC FORM 568, NOTEWORTHY ACTIVITIES/INITIATIVES (page B-6).  Organizations should report noteworthy activities or initiatives implemented during FY 2000 for inclusion in EEOC's annual report to Congress and the President.  Report only those activities that have been successful in improving the employment and promotional opportunities for minorities and women.  For example, using the upward mobility program, participating at job fairs, using special hiring authorities, using  cooperative education programs and widely posting or publicizing job announcements.



	f.  PLAN FOR THE PREVENTION OF SEXUAL HARASSMENT.  Report on the accomplishment of activities identified in the FY 2000 Plan for the Prevention of Sexual Harassment.  Use plain bond paper to document accomplishments.





3.  ANNUAL AFFIRMATIVE EMPLOYMENT PLAN UPDATE  (FY 2001)



	a.  FY 2001 UPDATE.  Organizations should review their initial multi-year plan to ensure that all parts of the plan are updated.  EEOC Form 566, in your initial AEP Plan, along with previous annual updates, should be used for the FY 2001 update.  To help in identifying the FY 2001 update pages, type the word "Update" in the upper right corner of each page in this section.  The following are some examples of items, which may need to be updated:



	(1)  The EEO policy statement, when a change in the organizational head

       occurs;



	(2)  The organizational chart, when changes in the organizational structure

       occur;



	(3)  Addition/modification of program analysis, problem/barrier identification,

      report of objectives and action items, and/or plan for the prevention of

      sexual harassment.



	b.  EEOC FORM 569, DISTRIBUTION OF EEO GROUPS AND COMPARISON BY PATCOB (page B-7)  AND EEOC FORM 570, DISTRIBUTION OF EEO GROUPS AND COMPARISON FOR MAJOR OCCUPATIONS (page B-8).  Annually, organizations should compare their workforce with the appropriate Civilian Labor Force (CLF) by completing EEOC Forms 569 and 570.  To complete pages 

B-7 and B-8, follow the guidance provided in subparagraphs (1) and (2) below:
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	(1)  "Agency" line – copy on this line the percentage and number for each PATCOB category and EEO group.  Use COIN PAI report 173, Change in White Collar Profile FT/PT (appropriate table), as of September 30, 2000.



	(2)  "Civilian Labor Force" line – copy on this line the corresponding CLF percentage for each PATCOB category and EEO group from the relevant geographic data listed in EEOC's 1990 Census Availability Data by PATCOB.



  NOTE:  All organizations should use Attachment C in completing EEOC Form

    570.  Use COIN PAI report 173, Change In workforce Profile by

    Occupational Level (appropriate table).



Also, provide an explanation of the geographic area and CLF percentages used in comparing the organization's workforce.  Organizations should use the geographic area from which they recruit applicants for specific occupations or occupational categories.  For example, if organizations recruit locally for an occupation, they should use local CLF data.  If the organizations recruit nationally for an occupation, they should use national CLF data.



See Attachment E for guidance on preparing an analysis of workforce data on EEOC Forms 569 and 570.



NOTE:  You may use the disk distributed to all VBA EEO Program Managers at the September 2000 EEO Program Managers' training conference in Orlando, FL, which contains the spreadsheet for calculating data for EEOC Forms 569 and 570 at this VHA web site:



	c.  EEOC FORMS 568, NUMERICAL OBJECTIVES ACCOMPLISHMENTS BY PATCOB (page B-9) AND NUMERICAL OBJECTIVES ACCOMPLISHMENTS BY MAJOR OCCUPATIONS (page B-10).  To complete pages B-9 and B-10, follow the guidance provided in subparagraphs (1) and (2) below:



	(1)  "Planned" line – If numerical objectives by PATCOB and major occupations were established for FY 2000, they should be recorded on these pages.



	(2)  "Actual" line – leave this line blank.



NOTE:  Pages B-9 and B-10 will be used again for reporting the "Actual" numerical

  objective accomplishments in the FY 2000 Annual Accomplishment Report.
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4.  AGGREGATION  (MOC AND REGIONAL LEVELS)



	a.  Aggregation is completed by incorporating common concerns from field facility reports and updates into the reports and updates submitted by Major Operating Components (MOC's), and finally into a Department-wide report and update.



	b.  MOCs and the Department may exercise discretion in how much of the information from subordinate unit reports and updates should be included in the aggregation.  Care should be taken to ensure that aggregation includes the most common concerns within the MOCs and the Department.  Please note that in the workforce analysis, all grade/pay levels should be included in the aggregation.  This ensures that all employees and program priorities within an organization are covered by and affirmative employment plan and report.





NOTE:   The field station AEP report/update should be discussed with all 

    responsible management officials and labor representatives before it

    is signed by the head of the organization.
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AFFIRMATIVE EMPLOYMENT PROGRAM FOR MINORITIES AND WOMEN



ANNUAL AFFIRMATIVE EMPLOYMENT PROGRAM ACCOMPLISHMENT REPORT



FOR FISCAL YEAR  2000



**************************************************************************************************************

*   SUMMARY ANALYSIS OF WORKFORCE

*   ACCOMPLISHMENT REPORT ON OBJECTIVES AND ACTION ITEMS

*   NOTEWORTHY ACTIVITIES AND INITIATIVES

**************************************************************************************************************





     __________________________________________________________________________

     NAME OF ORGANIZATION



     __________________________________________________________________________

     ADDRESS OF ORGANIZATION



     ORGANIZATIONAL LEVEL:       AGENCY _______     MOC _______      REGION _______

             COMMAND _______      INSTALLATION _______       HEADQUARTERS _______





     NUMBER OF EMPLOYEES COVERED BY PLAN:      TOTAL  _______________

         PROFESSIONAL _______   ADMINISTRATIVE _________    TECHNICAL _________

         CLERICAL ___________     OTHER ___________     BLUE COLLAR __________



     __________________________________________________________________________

     NAME OF CONTACT PERSON/PERSON PREPARING FORMS                  TELEPHONE





     __________________________________________________________________________

     TITLE AND TITLE OF PRINCIPAL EEO OFFICIAL                                        TELEPHONE





     __________________________________________________________________________

     SIGNATURE OF PRINCIPAL EEO OFFICIAL                                                         DATE

CERTIFIES THAT THIS REPORT IS IN COMPLIANCE  WITH EEO-MD-714





     __________________________________________________________________________ 

     NAME AND TITLE OF HEAD OF ORGANIZATION OR DESIGNATED OFFICIAL





     __________________________________________________________________________

     SIGNATURE OF HEAD OF ORGANIZATION OR DESIGNATED OFFICIAL           DATE

     CERTIFIES THAT THIS REPORT IS IN COMPLIANCE WITH EEO-MD-714.
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AFFIRMATIVE EMPLOYMENT PROGRAM FOR MINORITIES AND WOMEN



ANNUAL AFFIRMATIVE EMPLOYMENT PROGRAM ACCOMPLISHMENT REPORT

FOR FISCAL YEAR  2000

*******************************************************************************************



SUMMARY ANALYSIS OF WORKFORCE



PROVIDE A NARRATIVE WORKFORCE ANALYSIS USING THE RELEVANT CIVILIAN LABOR FORCE.  ANALYZE OCCUPATIONAL CATEGORIES, GRADE GROUPINGS

AND MAJOR OCCUPATIONS. 

*********************************************************************************************
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AFFIRMATIVE EMPLOYMENT PROGRAM FOR MINORITIES AND WOMEN



ANNUAL AFFIRMATIVE EMPLOYMENT PROGRAM ACCOMPLISHMENT REPORT

FOR FISCAL YEAR  2000



*******************************************************************************************

     PROGRAM ELEMENT:

_______________________________________________________________________

     PROBLEM/BARRIER STATEMENT:



_______________________________________________________________________

     OBJECTIVE:



     RESPONSIBLE OFFICIAL:

     TARGET DATE:

_______________________________________________________________________     

     ACTION ITEMS:                                             RESPONSIBLE                  TARGET

                                                                                  OFFICIAL                        DATE



































��REPORT ON ACCOMLISHMENT OF OBJECTIVE:
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B-3

�NUMERICAL  OBJECTIVE  ACCOMPLISHMENTS  BY  PATCOB



OCCUPATIONAL 

CATEGORY



�PLANNED

ACTUAL

 �TOTAL



ALL

#� 

 WHITE�

BLACK�

HISPANIC�ASIAN AMERICAN

PACIFIC ISLANDER�AMERICAN INDIAN

ALASKAN NATIVE�����MALE

#�FEMALE

#�MALE

#�FEMALE

#�MALE

#�FEMALE

#�MALE

#�FEMALE

#�MALE

#�FEMALE

#��

PROFESSIONAL�PLANNED�������������

�ACTUAL�������������

ADMINISTRATIVE�PLANNED�������������

�ACTUAL�������������

TECHNICAL�PLANNED�������������

�ACTUAL�������������

CLERICAL�PLANNED�������������

�ACTUAL�������������

OTHER�PLANNED�������������

�ACTUAL�������������

BLUE COLLAR�PLANNED�������������

�ACTUAL�������������

�PLANNED�������������TOTAL

�ACTUAL�������������

�PERCENT�������������EEOC  FORM  568  (8/87)						B-4								PAGE   4	�NUMERICAL  OBJECTIVE  ACCOMPLISHMENTS  BY  MAJOR  OCCUPATIONS



SERIES

NAME

CATEGORY

�PLANNED/

ACTUAL

 �TOTAL



ALL

#� 

 WHITE�

BLACK�

HISPANIC�ASIAN AMERICAN

PACIFIC ISLANDER�AMERICAN INDIAN

ALASKAN NATIVE�����MALE

#�FEMALE

#�MALE

#�FEMALE

#�MALE

#�FEMALE

#�MALE

#�FEMALE

#�MALE

#�FEMALE

#��GS--_________           

(NAME)�PLANNED�������������(PATCOB)

�ACTUAL�������������GS--_________           

(NAME)�PLANNED�������������(PATCOB)

�ACTUAL�������������GS--_________           

(NAME)�PLANNED�������������(PATCOB)

�ACTUAL�������������GS--_________           

(NAME)�PLANNED�������������(PATCOB)

�ACTUAL�������������GS--_________           

(NAME)�PLANNED�������������(PATCOB)

�ACTUAL�������������GS--_________           

(NAME)�PLANNED�������������(PATCOB)

�ACTUAL�������������GS--_________           

(NAME)�PLANNED�������������(PATCOB)
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AFFIRMATIVE EMPLOYMENT PROGRAM FOR MINORITIES AND WOMEN



ANNUAL AFFIRMATIVE EMPLOYMENT PROGRAM ACCOMPLISHMENT REPORT

FOR FISCAL YEAR  2000



NOTEWORTHY ACTIVITIES/INITIATIVES



LIST NOTEWORTHY ACTIVITIES/INITIATIVES WHICH HAVE BEEN SUCCESSFUL

IN IMPROVING EMPLOYMENT AND PROMOTIONAL OPPORTUNITIES FOR

MINORITIES AND WOMEN

****************************************************************************************************
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�DISTRIBUTION  OF  EEO  GROUPS  AND  COMPARISON  BY  PATCOB





OCCUPATIONAL

CATEGORY

�TOTAL



ALL

%� 

 WHITE�

BLACK�

HISPANIC�ASIAN AMERICAN

PACIFIC ISLANDER�AMERICAN INDIAN

ALASKAN NATIVE����MALE

%�FEMALE

%�MALE

%�FEMALE

%�MALE

%�FEMALE

%�MALE

%�FEMALE

%�MALE

%�FEMALE

%��AGENCY 

PROFESSIONAL�100������������CIVILIAN

LABOR FORCE�100������������AGENCY

ADMINISTRATIVE�100������������CIVILIAN

LABOR FORCE�100������������AGENCY

TECHNICAL�100������������CIVILIAN

LABOR FORCE�100������������AGENCY

CLERICAL�100������������CIVILIAN

LABOR FORCE�100������������AGENCY

OTHER�100������������CIVILIAN

LABOR FORCE�100������������AGENCY

BLUE COLLAR�100������������CIVILIAN

LABOR FORCE�100������������EEOC  FORM  569  (8/87)							B-7					PAGE   7

�DISTRIBUTION  OF  EEO  GROUPS  AND  COMPARISON  OF  MAJOR  OCCUPATIONS





SERIES

NAME

CATEGORY�

TOTAL



%� 

 WHITE�

BLACK�

HISPANIC�ASIAN AMERICAN

PACIFIC ISLANDER�AMERICAN INDIAN

ALASKAN NATIVE���ALL�MALE

%�FEMALE

%�MALE

%�FEMALE

%�MALE

%�FEMALE

%�MALE

%�FEMALE

%�MALE

%�FEMALE

%��GS--______

(NAME)

(CATEGORY�

AGENCY�

100�������������CIVILIAN

LABOR

FORCE�

100������������GS--______

(NAME)

(CATEGORY�

AGENCY�100�������������CIVILIAN

LABOR

FORCE�100������������GS--______

(NAME)

(CATEGORY�

AGENCY�100�������������CIVILIAN

LABOR

FORCE�100������������GS--______

(NAME)

(CATEGORY�

AGENCY�100�������������CIVILIAN

LABOR

FORCE�100������������GS--______

(NAME)

(CATEGORY�

AGENCY�100�������������CIVILIAN

LABOR

FORCE�100������������EEOC  FORM  570  (8/87)							B-8						PAGE   8

�NUMERICAL  OBJECTIVE  ACCOMPLISHMENTS  BY  PATCOB

															FY 2001 UPDATE

OCCUPATIONAL 

CATEGORY



�PLANNED

ACTUAL

 �TOTAL



ALL

#� 

 WHITE�

BLACK�

HISPANIC�ASIAN AMERICAN

PACIFIC ISLANDER�AMERICAN INDIAN

ALASKAN NATIVE�����MALE

#�FEMALE

#�MALE

#�FEMALE

#�MALE

#�FEMALE

#�MALE

#�FEMALE

#�MALE

#�FEMALE

#��

PROFESSIONAL�PLANNED�������������

�ACTUAL�������������

ADMINISTRATIVE�PLANNED�������������

�ACTUAL�������������

TECHNICAL�PLANNED�������������

�ACTUAL�������������

CLERICAL�PLANNED�������������

�ACTUAL�������������

OTHER�PLANNED�������������

�ACTUAL�������������

BLUE COLLAR�PLANNED�������������

�ACTUAL�������������

�PLANNED�������������TOTAL

�ACTUAL�������������

�PERCENT�������������EEOC  FORM  566  (8/87)						B-9								PAGE   9

�NUMERICAL  OBJECTIVE  ACCOMPLISHMENTS  BY  MAJOR  OCCUPATIONS

															FY 2001 UPDATE

SERIES

NAME

CATEGORY

�PLANNED

ACTUAL

 �TOTAL



ALL

#� 

 WHITE�

BLACK�

HISPANIC�ASIAN AMERICAN

PACIFIC ISLANDER�AMERICAN INDIAN

ALASKAN NATIVE�����MALE

#�FEMALE

#�MALE

#�FEMALE

#�MALE

#�FEMALE

#�MALE

#�FEMALE

#�MALE

#�FEMALE

#��GS--_________           

(NAME)�PLANNED�������������(PATCOB)

�ACTUAL�������������GS--_________           

(NAME)�PLANNED�������������(PATCOB)

�ACTUAL�������������GS--_________           

(NAME)�PLANNED�������������(PATCOB)

�ACTUAL�������������GS--_________           

(NAME)�PLANNED�������������(PATCOB)

�ACTUAL�������������GS--_________           

(NAME)�PLANNED�������������(PATCOB)

�ACTUAL�������������GS--_________           

(NAME)�PLANNED�������������(PATCOB)

�ACTUAL�������������GS--_________           

(NAME)�PLANNED�������������(PATCOB)

�ACTUAL�������������EEOC  FORM  568  (8/87)							B-10							PAGE  10
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MAJOR  OCCUPATIONS  IN  THE  DEPARTMENT  OF  VETERANS  AFFAIRS

OCCUPATIONAL  SERIES





PROFESSIONAL



1.	Vocational Rehabilitation Counselor  (P- 101) *

2.	Psychologist  (P– 180) *

3.	Social Worker  (P-185)

4.	Physician  (P– 602)

5.	Dentist  (P– 680)

6.	Nurse  (P– 610)

7.	Medical Technologist  (P– 644)

8.	Pharmacist  (P– 660)



ADMINISTRATIVE



9.	Computer Specialist  (A– 334) *

10.	Veterans Service Representative  (A– 996) *

11.	Loan Specialist  (A– 1165) *

12.	Vocational Rehabilitation Specialist (A- 1715) *



TECHNICAL



13.	Accounting Technician  (T– 525)

14.	Medical Technician  (T- 645)

15.	Diagnostic Radiologic Technologist  (T-647)

16.	Medical Machine Technician  (T- 649)

17.	Pharmacy Technician  (T- 661)

18.	Purchasing  (T- 1105)

19.	Physician Assistant  (T- 603)

20.	Psychology Aid  (T- 181)



WAGE



21.	Cemetery Caretaker  (W- 4754)





* = Denotes major occupations for the Veterans Benefits Administration
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�Attachment  D



COIN  PAI  DATA





WORKFORCE  PROFILES



Annually, the Austin Automation Center in Austin, Texas, distributes COIN PAI reports 172, 173 and 174 to each VA field and Central Office organization.  This workforce data covers full-time and part-time permanent employees.



Workforce data is critical for the evaluation of the organization's progress and Department-wide trends for the annual report to the Equal Employment Opportunity Commission.  Use of the COIN PAI reports will ensure uniformity of data and will facilitate workforce analysis.  Each organization is responsible for ensuring that its workforce data is accurate.  Using the appropriate COIN PAI reports listed below, each organization should provide a summary analysis of the workforce by PATCOB category, grade groupings and major occupational series.  Organizations should also identify employment trends, which may require corrective action or further study.



	a.  PATCOB Categories by EEO Group



	     COIN PAI report 173:   Use appropriate tables - Change in Workforce 

     Profile by Occupation/Level or Change in White Collar, EEO Profile, FT/PT





	b.  Grade Groupings by EEO Group for White and Blue Collar Positions



	     COIN PAI report 172:  Use appropriate tables -  Workforce Profile by 

     Grade/Pay Level or Change in Workforce Profile for White/Blue Collar

     Positions FT/PT.



	c.  Major Occupations



	     COIN PAI report 173, Change in Workforce Profile by Occupational/

	     Level (appropriate table).



	d.  Current Year's Workforce with Previous Year's Workforce



	     COIN PAI report 172, Change in Workforce Profile by Grade/Pay Level

	     (appropriate table).





D –1
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	e.  Provide a summary describing significant employment changes and 

	     trends in the organization's workforce.  This element should be used to

	     select areas for affirmative employment initiatives.





NOTE:  COIN PAI reports 172 and 173 are distributed to field stations on March 31st

   and September 30th.



 Use COIN PAI report 174, Personnel Transactions, to identify trends and 

 changes in promotions, separations, accessions, transfers, and conversions. 

 Report distribution is quarterly, December 31st, March 31st, June 30th and 

 September 30th.

























































D - 2

�Attachment E



ANALYSIS OF WORKFORCE DATA



This attachment provides guidance on how to analyze workforce data on EEOC Forms 569 and 570 and how to identify employment trends for affirmative action efforts or additional study.



EXAMPLE  1



1.  EEOC Forms 569 and 570  (pages B-7 and B-8).  Compare the percentages for each EEO group by PATCOB categories and for major occupations, as follows:



	     		(a)  % of group in employment category



					(divided by)



	     		(b) % of group in relevant CLF  x  100



NOTE:  Round percentages to the nearest tenth of a decimal point.  For example,

	  33.09 rounds to 33.1%;  4.96 round to 5.0%;  55.33% rounds to 55.3%.



2.  If the percentage for an EEO group in the Agency row (top row) is greater than the corresponding percentage in the Civilian Labor Force (CLF) row (bottom row), the organization does not need to initiate affirmative action efforts for this EEO group.



3.  If the percentage for an EEO group in the Agency row is less than the corresponding percentage in the CLF, a conspicuous absence or manifest imbalance may exist.  Organizations may need to establish numerical objectives (goals) and/or initiate actions for recruitment and barrier analysis for this EEO group and PATCOB/major occupational category.



4.  A "Manifest imbalance" exists when a minority group and/or women in the organization's workforce are 26 to 75  percent of the CLF.



5.  A "Conspicuous absence" exists when a minority group and/or women in the organization's workforce are 25 percent or less than the CLF.



By focusing attention on areas where an EEO group is not fully represented, the organization might be able to identify recruitment strategies for increasing the number in the EEO group showing a manifest imbalance or conspicuous absence. 







E – 1

�







Conversely, by studying areas where an EEO group is making progress, the organization might identify successful recruitment strategies that could be adapted to other areas where little or no progress is occurring.





EXAMPLE  2



Grade Groupings



Identify grade groupings in which EEO groups are concentrated or are few in numbers.  This kind of analysis would assist the organization in identifying strategies, such as upward mobility, that would contribute to the advancement of minorities and women in the organization.





















































E - 2




















































