Equal Rights Officer Orientation


Purpose:  The purpose of this course is to introduce employees to the roles and responsibilities of the Equal Rights Officer (ERO) and to FEMA’s commitment to appropriate behavior and professionalism in the workplace.

Course Objectives
To make participants aware of the following key points:

· The roles and responsibilities of the Equal Rights Officer.

· Who the ERO is within their Disaster Field Office (DFO).

· The Equal Employment Opportunity (EEO) complaint process.

· Civil rights compliance.

· Appropriate behavior and professionalism.

Target Audience

The target audience for this training includes FEMA Disaster Field Office (DFO) and Disaster Recovery Center (DRC)  employees.  

Approximate Time


30-60 minutes

Contents
This course includes the following sections:

· Course Overview

· Civil Rights Compliance

· Who Is the ERO?

· What is the Role of the ERO?

· EEO Pre-Complaint Process

· Use of Appropriate and Professional Behavior

· Summary

Preparing

Use the following checklist to help you prepare for the course:

Supplies and Equipment

· Overhead projector with screen

· Visuals 1 and 2

· Pens, pencils, and note paper 

Handout Materials

· Handout:  Frequently Asked Questions

Instructor Qualifications:  


Instructors should be a trained ERO or OER staff member.

Course Overview
Make the following key points on what the course will cover:

This training will focus on the role of the Equal Rights Officer in the Disaster Field Office.  By the end of the course supervisors and employees will have a better understanding of the role and responsibilities of the ERO and how the ERO can be very supportive to them in providing advice and guidance and resolving employee issues and concerns.  The last segment of the training will cover the pre-complaint process and FEMA’s commitment to appropriate behavior and professionalism in the workplace.

· It is FEMA’s policy to provide equal opportunity for all employees in every aspect of their employment and working conditions.    

EEO in the Context of the Law

· FEMA supports the concept of affirmative employment to ensure that in accordance with Title VII of the Civil Rights Act of 1964, that personnel policies and practices provide Equal Opportunity without regard to race, color, national origin, sex (sexual harassment), age (40 and up) disability, religion, and retaliation/reprisal.

Civil Rights Compliance

Title VI of the Civil Rights Act of 1964, prohibits discrimination in federally assisted programs, other federal agencies, the state, local jurisdictions, and federally funded education programs.  Also included are relief officials, federally funded private recipients and public or private aid organizations.  The Stafford Act specifically prohibits discrimination in disaster assistance (i.e., the Red Cross, Salvation Army, United Way, etc.).

Who Is The ERO?

The Equal Rights Officer serves FEMA at the DFO both internally and externally to identify and monitor issues that impact on protected groups. 

Display the following visual.
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The Equal Rights Officer serves the Disaster Field Office and usually remains in the DFO for a three-week rotation.  At the end of the three- week period the ERO is replaced with another Equal Rights Officer from the Cadre.  The telephone number of the ERO can be found on the posters located throughout the disaster field office. 

What is the Role of the ERO?

The Equal Rights Officer serves FEMA at the DFO both internally and externally to identify and monitor issues that impact on protected groups.

Internal Role 

· Provides advice and guidance to the Federal Coordinating Officer and his or her staff on EEO matters identifying problems or potential concerns on EEO and Civil Rights issues.

· As part of the Federal Coordinating Officer’s (FCOs) staff, participates in all FCO staff meetings and Federal/State meetings.  Also, attends Community Relations staff meetings and other sections as needed.

· Available to answer questions, provide counseling and facilitate issues between supervisors and employees.

· Gives proactive support to employees and supervisors regarding their concerns and assists them in resolving potential EEO matters.

· Maintains confidentiality.  Without confidentiality and respect the ERO has no credibility.

· Provides support and guidance to ensure equal opportunity for all local hire applicants for employment.

· Works in conjunction with Stress Management, Community Relations, Security, Human Services, the Congressional section, and other sections when appropriate.

· Conducts EEO training and coordinates with supervisors and the training staff at the DFO to facilitate other training efforts.

What is the Role of the ERO? 
External Role (Civil Rights)

· Focuses on the civil rights of the disaster survivors who are elderly, disabled, minority, or who are in low income areas.

· Visits state officials and participates in community meetings and meetings with local organizations.

· Visits Recovery Centers and evaluates equality of access to FEMA programs and facility accessibility for people with disabilities (i.e., ramps, bathrooms, Telecommunications for the Deaf, and general accessibility)..  

· Makes recommendations for determining the locations of disaster field offices and disaster recovery centers, when possible.

· Attempts resolution of complaints when applicants for assistance allege civil rights violations.

The role of the ERO requires sensitivity, responsibility, and the ability to focus and put situations into the proper perspective.   The ERO maintains confidentiality and has the responsibility to provide factual and accurate information when reporting incidents and concerns.

Review the following points:

· The ERO is a confidant and advisor. 

· The ERO is an objective party and not an advocate for either the employee or management.

· The ERO maintains confidentiality.

· The ERO is proactive and focuses on resolving issues at the earliest possible stage.

EEO Pre-Complaint Process

In accordance with our mission the Office of Equal Rights has taken a proactive stance in facilitating issues and concerns between supervisors and employees.  We participate in employee intervention and provide advice and guidance at the earliest possible stage using various methods including counseling, mediation techniques and alternative dispute resolution.

The following is a discussion of the EEO Pre-Complaint Process

An aggrieved employee must contact the ERO within 45 calendar days of the alleged discriminatory incident.  The ERO will provide EEO counseling and gather the facts about the employee’s concerns from all of the parties involved.  Based on the information the ERO will attempt to resolve the matter at the earliest possible stage (within 30 days.)  The time frame for counseling may be extended up to 60 days if all of the parties agree.  

Explain that when the ERO gathers information, the process is one of “fact finding,” not  “Investigating” the issues.  If the ERO determines that the employee’s problem is not an EEO issue because the bases for the complaint does not fall within one of the 8 protected groups, an attempt will still be made by the ERO to resolve the issue.

EEO Pre-Complaint Process 

If the issue is not resolved during the pre-complaint process the employee or applicant must be advised by the counselor (in writing) of his/her right to file a formal complaint. The complaint must be filed within 15 days of the receipt of the Notice of Final Interview.

Participation in the pre-complaint counseling process is required prior to filing a formal EEO Complaint.
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Examples of issues include:

· A male employee alleges that he was not hired because he is Hispanic.

· A male employee alleges that he was not promoted because he is black.

· A woman in a wheelchair alleges that she cannot get into the DRC because it is not accessible.

· A 51-year-old woman alleges that she was transferred because of her age.

· An employee alleges that he was denied overtime after filing an EEO complaint.

· A supervisor uses demeaning terms when addressing women on his staff.

Use of Appropriate and Professional Behavior

Explain: 

· The Office of Equal Rights and FEMA expect all employees, applicants, and others associated with the organization to be treated as professionals.  

· FEMA affirms that unprofessional behavior can lead to a perception of discrimination, which can lead to complaints, which can lead to costly proceedings.

Ask the group if they can think of any unprofessional actions that could result in a discrimination issue. 

Tell the participants that FEMA expects its employees to act as professionals.  All employees must ensure that: 

· Decisions are fair and impartial

· Communication is clear and effective

· Respect is given to all employees and applicants for assistance

· Appropriate dress and behavior is demonstrated

Summary
Review the following points:

· It is FEMA’s policy to provide equal opportunity for all employees, applicants, and disaster survivors in every aspect of their employment and working conditions.

· The ERO is not an advocate for employees or management.

· The ERO is oriented toward prevention and early resolution of complaints or issues.

· Complaints of discrimination may be filed by any FEMA employee or applicant for employment with FEMA who believes he or she has been discriminated against on the basis of one or more of the eight prohibited groups

· Demonstrating appropriate and professional behavior helps to prevent complaints.

























� EMBED PowerPoint.Slide.8  ���








� EMBED PowerPoint.Slide.8  ���







































































Page 1

[image: image3.wmf]Protected Groups

¨

Race

¨

Color

¨

National Origin

¨

Sex (Sexual Harassment)

¨

Age (40 and up)

¨

Disability

¨

Religion

¨

Retaliation/Reprisal

[image: image4.wmf]Precomplaint 

Process

¨

Initial contact:

Employee/applicant must contact the ERO within 45

calendar days of the alleged discriminatory incident for

assignment of an EEO Counselor.

¨

Counseling

The ERO will try to resolve the matter informally within 30

calendar days from the date of initial contact.  Counseling

may be extended up to 60 days if both parties agree.

_949437281.ppt


Protected Groups

Race

Color

National Origin

Sex (Sexual Harassment)

Age (40 and up)

Disability 

Religion

Retaliation/Reprisal








_961684655.ppt


Precomplaint Process

Initial contact:

Employee/applicant must contact the ERO within 45 calendar days of the alleged discriminatory incident for assignment of an EEO Counselor.



Counseling

The ERO will try to resolve the matter informally within 30 calendar days from the date of initial contact.  Counseling may be extended up to 60 days if both parties agree.












