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The material outlined in the AAP is deemed to constitute trade secrets, operations information, confidential statistical data, and other confidential commercial and financial data, within the meaning of the Freedom of Information Act, U.S.C. 552, Title VII of the Civil Rights Act of 1964 (as amended), 42 U.S.C. 2000e et seq., the Trade Secrets Act, 18 U.S.C. 1905, and 44 U.S.C. 3508, the disclosure of which is prohibited by law and would subject the individual making the disclosure to criminal and/or civil sanctions.
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I. [bookmark: _TOC_250003][bookmark: _Toc435559895]Equal Employment Opportunity (EEO) Policy Statement (41 CFR 60-300.44(a))

The EEO Policy statement on the following page is posted on university bulletin boards along with our required employment posters and is viewable by both employees and applicants.  The “Know Your Rights” poster is also available on our Jobs website for viewing by online applicants.
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[bookmark: _Toc435555036][bookmark: _Toc435559896]EQUAL OPPORTUNITY POLICY and AFFIRMATION OF NON-DISCRIMINATION

Oregon State University, as an institution of higher education and as a community of scholars, is committed to providing equal opportunity in education and employment and affirming non-discrimination throughout the University.

Oregon State University, in compliance with state and federal laws and regulations, does not discriminate based on age, race, color, religion, sex, sexual orientation, gender identity or expression, national origin, disability status, or protected veteran status (including disabled veterans, armed Forces service medal veterans, recently separated veterans, and active duty wartime or campaign badge veterans) in any of its policies, procedures, or practices. This nondiscrimination policy applies to admission and access to, and treatment and employment in, University programs and activities, including but not limited to academic admissions, financial aid, educational services, and employment.

Oregon State University’s employment policies ensure that all applicants receive fair consideration for employment and that employees are treated equitably. The university takes affirmative steps to 1) recruit, hire, train, and promote persons in all job titles based on merit, without regard to age, race, color, religion, sexual orientation, gender identity or expression, national origin, sex (except where sex is a bona fide occupational qualification), disability, or protected veteran status; 2) provide reasonable accommodations; 3) base employment and promotional opportunity decisions on valid requirements;  and 4) ensure that all personnel actions such as compensation, benefits, transfers, layoffs, returns from layoff, OSU sponsored training, education, tuition assistance and social and recreation programs will be administered without regard to age, race, color, religion, sex, sexual orientation, gender identity or expression, national origin, status as an individual with a disability, or status as a protected veteran.

Employees, applicants, and students shall not be subjected to harassment, intimidation, threats, coercion, or discrimination because they have engaged in or may engage in:  (1) filing a complaint;  (2) assisting or participating in an investigation, compliance evaluation, hearing, or any other activity related to a complaint of discrimination; (3) opposing any act or practice made unlawful by equal opportunity regulations or Federal, State or local equal opportunity law; or (4) exercising any other right protected by equal opportunity regulations or laws.

As President of Oregon State University, I am committed to the principles of equal opportunity and nondiscrimination.  I have designated the Office of Equal Opportunity and Access as the unit responsible for implementing our Affirmative Action Plans for Protected Veterans and Individuals with Disabilities throughout the university and establishing and maintaining an internal audit and reporting system to measure these programs.
		
Oregon State University intends that all members of the community, employees, and students share the responsibility for equal employment opportunity and affirmative action for protected veterans and individuals with disabilities.


          _________________________
Jayathi Murthy

President

II. [bookmark: _Toc435559897]Review of Personnel Processes (41 CFR 60-300.44(b)& 41 CFR 60-741.44(b))

Oregon State University periodically reviews personnel processes to determine whether its present processes provide for careful, thorough, and systematic consideration of the job qualifications of applicants and employees who are known protected veterans and/or employees with known disabilities. This review covers all procedures related to the filling of job vacancies either by hire or by promotion, as well as training opportunities offered or made available to employees by the university. 
Oregon State University ensures that applicants and employees with disabilities have equal access to its personnel processes, including those implemented through information and communication technologies. The university provides notice of access to accommodations through our job announcements and other aspects of our employment processes.  
Whenever requested, the university will provide necessary reasonable accommodation to ensure applicants and employees with disabilities receive equal employment opportunities in the operation of personnel processes.  
Oregon State University will not stereotype individuals with disabilities in a manner that limits their access to all jobs for which they are qualified.
In determining the qualifications of veterans, Oregon State University limits its consideration of a protected veteran's military record, including discharge papers, to only that portion of the record that is relevant to the specific job qualifications for which the veteran is being considered. The personnel processes do not stereotype protected veterans in a manner that would limit their access to jobs for which they are qualified.
The university periodically reviews its employment processes and will make any necessary modifications, if needed, to ensure that these obligations are carried out.  The Office of Equal Opportunity and Access requests that search committees make contact immediately to discuss any practice they believe may limit opportunities for protected veterans, individuals with disabilities, and/or other protected class members.  Currently, the protections in the personnel processes are adequate, and no modifications are needed.  

The following is a set of procedures that is used to meet the requirements of §60-300.44(b) & §60-741.44(b):
1. The application or personnel form of each known applicant who is a protected veteran and/or known applicant with a disability is annotated to identify each vacancy for which the applicant was considered and is retrievable for use in investigations and internal compliance activities as needed.
2. The personnel or application records of each known protected veteran and/or known individual with a disability identify each competitive promotion for which the veteran employee with a disability was considered.  
3. If an employee or applicant is rejected for employment or competitive promotion, the university documents the reason. If the hiring unit believes that an accommodation requested by a disabled veteran or an individual with a disability would present an undue hardship or that the applicant would not be able to perform one or more essential functions of the job with or without an accommodation, the hiring unit must consult with the Office of Equal Opportunity and Access before rejecting the applicant.  The information collected by the Office of Equal Opportunity and Access in the ensuing review is treated as a confidential medical record per §60-300.23(d).
4. When a disabled veteran or an applicant or employee with a disability is selected for hire or promotion, he or she may request an accommodation for a disability either from the employing unit or from the Office of Equal Opportunity and Access.  If the employer can provide the accommodation, a description of the accommodation is included in the records maintained by that unit.  If the department wishes to deny the request or needs to consult about how to proceed, the unit must contact the Equal Opportunity Unit in the Office of Equal Opportunity and Access. (The requirement to contact the Equal Opportunity Unit before denying an accommodation was clarified as part of the 2015 AAP review of personnel processes and has been documented in policy.) Any accommodations made through consultation with the Office of Equal Opportunity and Access are recorded in the records maintained by the Equal Opportunity Unit in that office.  Such records are treated as confidential medical records per §60-741.23(d).



III. [bookmark: _Toc435559898] Physical and Mental Qualifications (41 CFR 60-300.44(c) & 41 CFR 60-741.44(c))

The physical and mental job qualification standards of all jobs are reviewed periodically--when new positions are established, when existing positions are refilled, in conjunction with performance review, and as job requirements are modified--to ensure that, to the extent that such qualification requirements may tend to screen out qualified individuals with disabilities or qualified disabled veterans, job qualifications are consistent with business necessity and the safe performance of the job.
Job qualification requirements are job-related and consistent with business necessity and safety. If the university finds that any qualification standards tend to screen out qualified individuals with disabilities or qualified disabled veterans, it understands that it carries the burden to demonstrate that the qualification standards that tend to screen out qualified individuals with disabilities or qualified disabled veterans are job-related and consistent with business necessity.
Oregon State University will continue to review physical and mental job qualification requirements whenever a job is vacated, and the university intends to fill it through hiring, promotion, or transfer, and will conduct qualifications review whenever job duties change or a change in the work environment occurs.
If Oregon State University should inquire into an employee's physical or mental status or should conduct a medical examination before a change in employment status, Oregon State University affirms that information obtained as a result of the inquiry will be kept confidential, except as otherwise provided for in Section 503 of the Rehabilitation Act of 1973 regulations. The results of the examination or inquiry will be used in accordance with the regulations:
1. Supervisors, managers, and company officials may be informed regarding restrictions and accommodations for the work or duties of individuals with a disability.
2. Employees familiar with first aid may be informed where and to the extent appropriate, if an individual with a disability might require emergency response.
3. OFCCP officials investigating compliance with either the 1973 Rehabilitation Act or VEVRAA, as amended, may be informed to discharge their investigatory responsibilities.


IV. [bookmark: _Toc435559899]Reasonable Accommodation to Physical and Mental Limitations (41 CFR 60-300.44(d) & 41 CFR 60-741.44(d))
As a matter of nondiscrimination, it is the university's policy to make a reasonable accommodation to the known physical or mental limitations of an otherwise qualified disabled veteran, any employee with a disability, and any qualified applicant with a disability, unless it can demonstrate that the accommodation would impose an undue hardship on the operation of the university's business. As a matter of affirmative action, if an employee who is known to be a qualified disabled veteran or an employee with a known disability is having significant difficulty performing his or her job and it is reasonable to conclude that the performance problem may be related to the known disability, the manager or appropriate Human Resources or Office of Equal Opportunity and Access personnel will confidentially notify the employee of the performance problem and inquire whether the problem is related to the employee's disability. If the employee responds affirmatively, he/she will be asked whether a reasonable accommodation is needed.

In determining the extent of the university's accommodation obligations, the following factors, among others, are considered:
1. Business necessity; and
2. Whether the accommodation would pose an undue hardship; that is, whether it would be unduly costly, extensive, substantial, or disruptive, or would fundamentally alter the nature or operation of the university.
Each applicant or employee is interacted with on an individual basis.  Accommodations are made whenever reasonable, and ongoing efforts include revision of facilities to make them accessible.  The university makes every effort to provide suitable employment for those employees who become disabled while employed by the university.


V. [bookmark: _Toc435559900]Harassment Prevention Procedures and Prohibition Against Retaliation (41 CFR 60-300.44(e) & 41 CFR 60-741.44(e))
Oregon State University prohibits discrimination and discriminatory harassment based on protected veteran status and based on physical or mental impairment that substantially limits one or more major life activities, a record of such impairment, or being regarded as having such an impairment.  Any employees or applicants who feel that they have been subject to harassment, intimidation, threats, coercion, or discrimination because of their protected veteran status and/or disability should contact a manager in their chain of command or the Equal Opportunity Unit of the Office of Equal Opportunity and Access for assistance.  Oregon State University also prohibits retaliation; employees and applicants of Oregon State University shall not be subject to harassment, intimidation, threats, coercion, or discrimination because they have engaged or may engage in filing a complaint, assisting in a review, investigation, or hearing or have otherwise sought to obtain their legal rights related to any Federal, State, or local law regarding EEO for individuals with disabilities. 
Additionally, members of the public who raise concerns related to disability, whether they have a disability or are raising concerns on behalf of someone else, are protected from retaliation.


VI. [bookmark: _Toc435559901]External Dissemination of Policy, Outreach, and Positive Recruitment (41 CFR 60-300.44(f) & 41 CFR 60-741.44(f))

Oregon State University undertakes appropriate outreach and recruitment activities that are designed to recruit qualified protected veterans and individuals with disabilities. The university also notifies vendors, suppliers, and recruiting sources of their potential obligations due to conducting business with a federal contractor. This notification is done by purchase orders, contracts, Certificate of Compliance, and/or other means of notification.
Examples of outreach and positive recruitment that the university utilizes throughout the year may include: 
1. Contact recruiting sources, including the state’s Employment Services Delivery System, to inform them of the university’s policy concerning the employment of protected veterans and to request that they actively recruit and refer qualified persons for job opportunities.
2. Listing job openings with the state Employment Services Delivery System
3. Listing job openings with the university job resource vendor, Direct Employers
4. Networking with OSU Military and Veteran Resources Advisor, as necessary
5. Informing Search Firms of OSU’s veterans' preference policy
The university will also consider the following as part of outreach and recruitment efforts for protected veterans and individuals with disabilities:
1. Local job fairs sponsored by support groups for protected veterans.
2. Posting job openings with the Department of Veterans Affairs Regional Office nearest the establishment.
3. Exploring other potential recruitment sources for protected veterans and adding them to our recruitment efforts.
4. Selectively participate in local career fairs or other events inside or outside the university to promote Oregon State University employment opportunities for individuals with disabilities.
5. Participate in work-study programs for students, trainees, or interns with disabilities.
6. Other efforts are made to attract individuals with disabilities who are not currently in the workforce and have the requisite skills. Local and regional chapters of groups or organizations that provide services for individuals with disabilities may be contacted.
7. All acceptable OSU EEO taglines identify our desire to recruit individuals with disabilities, and a tagline is included in all employment advertisements; for example: OSU commits to inclusive excellence by advancing equity and diversity in all that we do. We are an Equal Opportunity employer and particularly encourage applications from members of historically underrepresented racial/ethnic groups, women, individuals with disabilities, veterans, and others who demonstrate the ability to help us achieve our vision of a diverse and inclusive community. 
[bookmark: _Toc432101477][bookmark: _Toc435553329]Every year, the university reviews the outreach and recruitment efforts over the affirmative action plan period to evaluate the effectiveness in identifying and recruiting qualified veterans and qualified individuals with disabilities.
8. 

[bookmark: _Toc435555042]Oregon State University’s Future Outreach and Positive Recruitment Activities

a. [bookmark: _Toc435555043]Future Assessment of External Outreach and Recruitment Efforts [41 CFR 60-741.44 (f) (3)]
[bookmark: _Toc435555044]
Oregon State University will continue to review applicant responses indicating the advertising source from which they located the job.
b. Future Outreach and Positive Recruitment Activities
[bookmark: _Toc435559902]Oregon State University will work to capitalize on the sources that veterans and individuals with disabilities are currently using to find OSU jobs and create messages in those locations affirming OSU’s commitment to both populations.  Areas of focus may include Indeed, HigherEdJobs.com, the Oregon Employment Department, and the OSU jobs website.
VII. Internal Dissemination of Policy (41 CFR 60-300.44(g) & 41 CFR 60-741.44(g))
To promote positive Affirmative Action for protected veterans and individuals with disabilities, the university works to foster understanding, acceptance, and support among the university's executive, management, and supervisory personnel.  Additionally, university employees have been notified and encouraged to take the necessary action to aid the university in meeting its Affirmative Action obligations for protected veterans and/or individuals with disabilities. 
The university realizes that a strong outreach program is ineffective without adequate internal support from management personnel and other employees. To ensure greater employee cooperation and participation in the university's Affirmative Action for protected veterans and individuals with disabilities efforts, Oregon State University has adopted and disseminated an internal policy, which may be found at http://oregonstate.edu/accessibility/policies. This policy's dissemination may include, but is not limited to, the following:
1. Include it in the university's policy manual or make the policy available to employees.
2. Inform employees and applicants of its commitment to engage in affirmative action to increase employment opportunities for protected veterans and individuals with disabilities. 
3. Publicize the policy in the university newsletter, website, and/or other media.
4. Meet with executive, management, and supervisory personnel to explain the intent of the policy and individual responsibility for effective implementation.
5. Discuss the policy in both employee orientation and management training programs.
6. When employees are featured in publications for employees, include individuals with apparent disabilities.
7. Make copies of our AAP for Protected Veterans and Individuals with Disabilities available for inspection to any employee or applicant upon request.
8. Post Oregon State University’s Equal Employment Opportunity policy and the EEO poster on bulletin boards located throughout our facilities and work areas.
9. All employees who believe they are protected veterans or individuals with disabilities, as defined in Section 503 of the Rehabilitation Act of 1973, as amended, have been invited to identify themselves if they wish to benefit under this affirmative action program. Such an invitation will be issued to all continuing employees every five years and to all new employees at the time of hire.
[bookmark: _Toc435559903]

VIII.	 Audit and Reporting Systems (41 CFR 60-300.44(h) & 41 CFR 60-741.44(h))

The university has designed and implemented audit and reporting systems that:
0. Measure the effectiveness of the university's affirmative action program for protected veterans and individuals with disabilities,
0. Identify any problem areas where remedial action is needed,
0. Ensure that if any problem areas are identified, the university will take necessary action to bring the program into compliance.
0. Determine the degree to which Oregon State University’s AAP goals for protected veterans and individuals with disabilities and objectives have been attained,
0. Measure the university's compliance with the affirmative action program's specific obligations for protected veterans,
0. Document the actions taken to comply with obligations mentioned above and retain these documents as employment records subject to recordkeeping requirements; and
0. Review the online and electronic application systems to determine if they are accessible to individuals with disabilities. The UHR website includes a prominent statement informing applicants with disabilities how to request accommodations when applying if they require assistance.
The university is working to implement the use of a Learning Management System, which will assist in better:
1. Determining whether protected veterans and/or individuals with disabilities have had the opportunity to participate in OSU-sponsored educational, training, recreational, and social activities, and OSU-sponsored opportunities to attend professional meetings and conferences.
The following activities are reviewed to ensure freedom from stereotyping protected veterans and individuals with disabilities in any manner, including that which may limit their access to any job for which they are qualified:
1. Recruitment, advertising, and job application procedures,
1. Hiring, promotion, upgrading, layoff, recall from layoff,
1. Rates of pay and any other forms of compensation, including fringe benefits.  In offering employment or opportunities to individuals with disabilities, the university is aware that the amount of compensation offered cannot be reduced because of any income based upon a disability-related pension or other disability-related benefit the applicant or employee receives from another source.
1. Job assignments, job classifications, job descriptions, and seniority lists,
1. Sick leaves, leaves of absence, or any other leave, and
1. Any other term, condition, or privilege of employment.
Oregon State University's audit system includes periodic reports that document the university's efforts to fulfill its EEO/AAP responsibilities. Managers and supervisors are asked to report any current or foreseeable EEO problem areas and are asked to outline their suggestions/recommendations for solutions. During the reporting, the following occurs:
1. The Affirmative Action Manager for protected veterans and/or individuals with disabilities will discuss any problems relating to significant rejection ratios, EEO charges, etc., with management; and
2. The Affirmative Action Manager for protected veterans and/or individuals with disabilities will report the university’s status compared to objective benchmarks to management and recommend implementation of remedial actions.


VIII. [bookmark: _Toc435559904]Responsibility for Implementation (41 CFR 60-300.44(i) & 41 CFR 60-741.44(i))

[bookmark: _TOC_250002][bookmark: _Toc435559905]Responsibilities of EEO Coordinator:
The Workforce Insights Manager is responsible for the overall execution, implementation, and monitoring of the Affirmative Action Program for Protected Veterans and Individuals with Disabilities, with the full support of all management, including senior management.
Those responsibilities include, but are not limited to, the following:
1. The development of the AAP for Protected Veterans and Individuals with Disabilities, policy statements, personnel policies and procedures, internal and external communication of the policy, and monitoring the effectiveness of these actions.
2. Reviewing personnel actions, policies, and procedures to ensure compliance with Oregon State University's Affirmative Action obligations for protected veterans and individuals with disabilities,
3. Providing guidance to UHR staff in reviewing hiring, promotion, transfer, and termination actions as needed to ensure that qualified individuals are treated in a non-discriminatory manner,
4. Assisting in the identification of problem areas and the development of solutions to those problems,
5. Monitoring the effectiveness of the program on a continuing basis through the development and implementation of an internal audit and reporting system that measures the effectiveness of the program.
6. Keeping management informed of equal opportunity progress and problems within the university through, at a minimum, periodic reports,
7. Providing Deans and Administrative Unit Heads with a copy of the AAP for Protected Veterans and Individuals with Disabilities and reviewing the program with them on an annual basis to ensure knowledge of their responsibilities for implementation of the program,
8. Making the university's AAP for Protected Veterans and Individuals with Disabilities available to managers and supervisors at other levels, ensuring that the policy is understood and followed,
9. Requesting that Human Resources ensure that university bulletin boards display up-to-date compliance information,
10. Serving as a liaison between Oregon State University and enforcement agencies; and,
11. Serving as a liaison between Oregon State University and organizations for protected veterans and individuals with disabilities.
[bookmark: _TOC_250001][bookmark: _Toc435559906][bookmark: _Toc435559907]Responsibilities of Managers and Supervisors:
Managers and supervisors are advised annually of their responsibilities under the university's AAP for Protected Veterans and Individuals with Disabilities and of their obligations to:
1. Review the university's Affirmative Action policy for Protected Veterans and Individuals with Disabilities with subordinate managers and supervisors to ensure that they are aware of the policy and understand their obligation to comply with it in all personnel actions,
2. Assist the Office of Equal Opportunity and Access in the identification of problem areas, formulate solutions, and establish departmental goals and objectives, when necessary.
3. Ensure that protected veterans and/or employees with disabilities are treated in a nondiscriminatory manner when promotion, transfer, and termination actions occur.
4. Review employees' performance to ensure that non-discrimination is adhered to in all personnel activities.
5. Work with the Office of Equal Opportunity and Access to respond to requests for reasonable accommodations.
Responsibilities of Search Committees
1. Review the qualifications of all applicants to ensure that protected veterans are treated in a nondiscriminatory manner when hiring occurs.
IX. Training (41 CFR 60-300.44(j))

Personnel involved in the recruitment, screening, selection, promotion, disciplinary, and related processes shall be trained to ensure that the commitments in the university's Affirmative Action Program for protected veterans and individuals with disabilities are implemented.
 
Each time recruitment is approved, the search chair receives an email that refers to information about the university’s Affirmative Action Plan for Protected Veterans and Individuals with Disabilities program requirements.  

Additionally, search chairs receive slideshow training on sound hiring practices to be shared with all search committee members

15


image1.emf

