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USDA, Rural Development

East Lansing, MI

Equal Employment Opportunity Advisory Committee Charter

I. Role of the Equal Employment Opportunity Advisory Committee(EEOAC)
A. The EEOAC will advise and assist the State Director who is the Equal Employment Opportunity Officer (EEOO) for Michigan on all matters relating to carrying out the objectives of the EEO Program.

In carrying out this role, the EEOAC will:

1. Review recruitment practices and make recommendations for improving resources used to reach minorities, women, and persons with disabilities for career positions, temporary summer employment, or special appointments.

2. Suggest strategies to management to assist underutilized groups in attaining education and training that will enhance their advancement.

3. Review criteria for awards and make recommendations to assure fairness in the incentive awards program.

4. Review general causes for complaints of discrimination and assist in identifying problem areas.

5. Monitor the affirmative employment aspects of the EEO program.

6. Review and recommend improvements in employment programs including Career Enhancement, Student Employment Programs, and the Worker Trainee Program.

II. Responsibilities of the EEOAC
The Committee advises and assist in carrying out the objectives of Rural Development’s Equal Employment Opportunity (EEO) program.  The EEOAC does not receive, investigate, or in any way adjudicate individual or class complaints of discrimination.  The Committee does not become involved in effective changes in matters which affect working conditions when a labor organization has been recognized or certified under the Federal Service Labor-Relations Statute.  

III. Duties of the EEOAC
A. Training.  The EEOAC will review training programs and make recommendations to ensure that equal opportunity is provided for all employees to receive training which will increase their potential for advancement.  When requested, members of the EEOAC will participate with management in providing EEO training. 

B. Program Awards.  The EEOAC will provide input into the Special Achievement and Honorary Awards Program including the EEO Achievement Awards to assure fair and equitable recognition for outstanding service and accomplishments. 

C. Promotions.  The EEOAC will review current personnel practices to determine whether the procedures set forth in the Merit Promotion Plan and other personnel regulations are being applied without discrimination for reasons of race, color, religion, sex, national origin, age, or disabling condition.

D. Disciplinary Action.  The EEOAC will not take an active role in reviewing disciplinary cases but will be available to advise all employees of their EEO rights.

E. Separations.  The EEOAC will arrange to work with the Human Resources Division to periodically review reasons for separations to determine whether the reasons for separations are being applied in the same manner for all employees.


F. Recruitment.  The EEOAC will review current recruiting methods and make recommendations for improving the use of Agency resources in reaching members of all ethnic and racial groups.  The EEOAC will work with the EEOO in outreach programs such as college and high school career fairs.

G. Community Participation.  The EEOAC will encourage appropriate contacts with community and civic organizations, schools, and churches in order to establish a community relationship, which will asist the Agency in accomplishing EEO objectives.

IV. Authority of the EEOAC
A. The EEOAC will not attempt to resolve individual discrimination complaints or grievances; they will direct such matters to the proper channels for disposition.

B. The EEOAC will not attempt to formulate policy in the EEO area.

C. The EEOAC will consider only those problems affecting EEO.

D. The EEOAC will, as it deems necessary, submit recommendations for action to the EEOO.

E. As the need arises, the EEOAC may recommend to the EEOO changes to be made in this Charter.

V. EEOAC Membership
A. Composition:  Insofar as possible, EEOAC members will be representative of all races, insofar as possible, both sexes, at various grade levels and encompassing all geographical areas, based on nominations and election procedures as follows:

1. A memorandum prepared by the Election Committee signed by the State Director will announce the date, location, and deadline for making nominations.  This memorandum will include the criteria for eligibility and length of service.  Nominations will be open for a maximum of 14 days.  


2. Individuals may voluntarily submit their own names to be placed on the ballot or may be nominated by fellow employees.


3. Since the EEOAC represents the entire staff, each employee will have the right to vote.  A ballot will be prepared and a copy sent to all employees, including temporaries and part-time.

4. The Election sub-committee will tabulate the votes.  The elected and appointed members will be announced on a Michigan AN.  In case of a tie, the State Director will have the responsibility for determining the tie-breaking procedures.

B. Election and Appointment Process.  The EEOO will make an appointment to the EEOAC each year.  The EEOO may use the names of individuals who were on the election ballot but not elected, or, may appoint any other individual.  The term of appointment will be the same as for elected members, which is two years.  The EEOO will also appoint an alternate to serve if an elected or appointed member can not attend a meeting.

The EEOAC membership will change during the transition to the revised national procedure as follows:  The election held for FY 03 will have four members elected and one appointed by the EEOO (State Director).

C. Authorization.  Notification to employees of their election or appointment will be by Michigan AN.

D. Attendance.  All EEOAC members will attend meetings and conduct EEOAC business on official time and at Government expense.


E. Technical Advisor.  The Human Resources Manager and/or Administrative Officer, will serve as technical advisors to the EEOAC.  They do not vote or hold office.

F. Ex Officio Members.  The EEOO appoints Special Emphasis Program Managers (SEPM) and other Ex officio members.  The Federal Women’s Program Manager (FWPM), Hispanic Employment Program Manager (HEPM), and Disability Employment Program Manager (DEPM) serve as Special Emphasis Managers and serve a term of three (3) years.  Civil Rights Manager, Native American Coordinator(s), EAP Coordinator, and Wellness & HIV/AIDS Coordinator serve terms without limitations.   Ex officio members do not vote or hold office.

G. EEOAC Member Qualification:  The EEOAC members who are elected or appointed should have demonstrated:

1. Ability to accept responsibility.

2. Concern for and dedication to the general welfare of all employees. 

3. Sensitivity to the interest and feelings of all people.

4. Trust and confidence of coworkers and management; and

5. Ability to recognize potential EEO problems and to recommend specific solutions.

H. Service on the EEOAC is voluntary.  If at any time a member feels he/she cannot continue to serve a letter should be written to the EEOO indicating the desire to be relieved of the EEOAC responsibility.  At that time the State Director may appoint someone to complete the rest of the term.

VI. Officers of the EEOAC.

A. The members of the EEOAC will elect a Chairperson, Vice-Chairperson, and Secretary annually.

B. The Chairperson presides over EEOAC meetings and is responsible for the orderly conduct of such meetings, appointing sub-committees, and for maintaining liaison with the EEOO.

C. In the absence of the Chairperson, the Vice-Chairperson will perform all of the Chairperson’s duties.  If a vacancy occurs in the office of Chairperson, the Vice-Chairperson will assume that office.  The members will then elect a new Vice-Chairperson.

D. If a vacancy occurs in the office of Vice-Chairperson, the members will elect a new Vice-Chairperson.

E. The Secretary will:

1. Record the minutes of each meeting and distribute copies to all employees within the State, the EEO and the National Office within one month following the meeting.

2. Send announcements/notices of meetings to EEOAC members at least two weeks before the meeting with a copy of the agenda.

3. Handle correspondence and other duties in connection with office.

VII. Meetings of the EEOAC
A. The EEOAC will hold regular quarterly meetings, generally in the State Office.  Exact time and place will be sent in advance so EEOAC members can plan their calendars.  The Chairperson will make arrangements for the meeting room.

B. The Chairperson may call special meetings.  He/She will notify the members by mail, email, or by telephone.

C. A simple majority vote will determine the course of action of the EEOAC.

D. The EEOAC will prepare its own agenda for all meetings and establish its own rules for the conduct of meetings and other EEOAC activities.

E. The EEOAC will meet on official time and will receive reimbursement for travel expenses in compliance with the regular Government travel regulations.

F. Other employees (not EEOAC members) who are requested to appear at EEOAC meetings will be granted official time and reimbursement for travel expenses in compliance with the regular Government travel regulations.  The EEOAC will make any request for appearance at the EEOAC meetings through supervisory channels so as the request don’t interfere with employee’s regular duties and responsibilities.

G. The EEOAC should make recommendations to EEOO via a memorandum.  When the committee makes recommendations, then a majority of the committee members should be in agreement.

H.  The EEOAC will develop a budget for EEO purposes at the July meeting and submit it to the EEOO.

VIII. Communications with the EEOAC
A.  The EEOAC will welcome any suggestions and/or ideas which will help strengthen EEO activities.  Suggestions and/or ideas should be presented in written form to the Chairperson or any EEOAC member.
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