Department of Veterans Affairs

Network Memorandum 10N2-64-03 

VA Healthcare Network                                                              July 21, 2003

Upstate New York

                           


NETWORK 2 EQUAL EMPLOYMENT OPPORTUNITY PROGRAM

1.  PURPOSE:  This Veterans Healthcare Network Memorandum established Network policy pertaining to the operational policies and procedures for the Equal Employment Opportunity Program.

2. POLICY:  It is the policy of the VA Healthcare Network Upstate New York to

provide equal opportunity in its employment for all qualified persons; to prohibit discrimination in our activities on the basis of race, color, national origin, sex, religion, disability, age, sexual orientation or reprisal for prior EEO activity; to promptly resolve complaints of discrimination in a fair and impartial manner; and that persons who participate in the EEO complaints process will be free, in all respects, from interference, coercion or reprisal.

It is the policy of the VA Healthcare Network Upstate New York to maintain a work environment free from sexual harassment and intimidation.  Sexual harassment is unacceptable conduct in the workplace and will not be tolerated. 

Managers and supervisors have a responsibility and are expected to support and promote the EEO policy and strive to achieve full realization of equal employment opportunity.  Managers and supervisors will assure that selections for appointment, assignments, and training are based on merit and fitness of the individual regardless of race, color, national origin, sex, religion, disability, age, sexual orientation or prior EEO activity.  Managers and supervisors will assure that the lines of communication are open to all employees on an equal basis.

Equal Opportunity within this Network will be a positive goal-setting approach which will include systems of measurement and evaluation to ensure affirmative employment at all levels of the organization.  All supervisors and managers will be evaluated annually on the EEO responsibilities as part of the annual performance rating process.

All new employees will be provided with the New Employee Orientation upon their entering VA service.  Included in this program will be an overview of the EEO Program, identifying the Office of Resolution Management (ORM) Discrimination Complaint Process, Affirmative Employment Program, Identification and Prevention of Sexual Harassment, Alternative Dispute Resolution Program and Cultural Diversity Awareness training.

3.  RESPONSIBILITY:  

a.   Network Director:  Is responsible for maintaining and enforcing the total Equal Employment Opportunity Program throughout the Network.

b. Network Service and Care Line Managers:  Are responsible for developing

maintaining, carrying out and enforcing the total Equal Employment Opportunity Program within their respective area of leadership.

     c.  Network EEO Council:  Will develop a strong, coordinated and comprehensive Network-wide Equal Employment Opportunity Program.  Promote and enhance the principles and components of Equal Employment Opportunity and Affirmative Employment Programs through Network-wide collaboration, support of EEO programs, identification of funding, infrastructure support and other identified mechanisms.  Provides advice and guidance to the Network Director, Facility Director and Care Line Managers regarding the practices, principles and values of a strong EEO Program to the primary medical care mission.

     d.  Medical Center Director:  Designated Facility EEO Officer is responsible for maintaining, carrying out and enforcing the total Equal Employment Opportunity Program throughout the local facility; establishing an Annual Affirmative Employment Plan and Update Report of Accomplishments to enhance the system’s goal of equal employment opportunity; ensuring sufficient resources are allocated to achieve results and established goals of the affirmative employment plan and the Federal Equal Opportunity Program; approving the selections and appointments of members of the EEO Advisory Committee, Special Emphasis Program Manager; and use his/her authority to resolve complaints of discrimination in an equitable and just manner.

    e.  All Network Employees:  

1.  Employees at all levels are responsible for providing support to the overall Equal Employment Opportunity Program, in the performance of their official duties.  They shall assure equal treatment, regardless of race, color, religion, sex, national origin, age, sexual orientation or disability.  Employees will cooperate with EEO Counselors, Investigators and complaint examiners by providing, upon request, information to the extent of their knowledge in connection with counseling, investigation and hearing of discrimination complaints.

2.  Any employee organization, group or association which in any way restricts membership on the basis of race, color, religion, sex, national origin, sexual orientation, age, disability, lawful political affiliation will not be permitted to function within the Network.

3.  Employees at all levels are responsible to attend all mandatory training

including the Prevention of Sexual Harassment, Cultural Diversity Awareness and National Supervisory Training.  All employees are required to attend Prevention of Sexual Harassment and Cultural Diversity training within 60 calendar days of their entrance on duty.  All employees are required to attend a 2-hour refresher training on the Prevention of Sexual Harassment every 2 years.  All managers are required to attend “EEO Is Effective Management” supervisory training every 2 years.

e. EEO Program Managers:  Will serve as a bridge between employees and

management and seek informal resolution of matters arising from the allegations of discrimination.  Will manage and coordinate all aspects of the EEO Program for their local facilities.  He/she is responsible for planning, developing and overseeing an affirmative employment program to promote equal employment opportunities for all employees and applicants; coordinating the Upward Mobility Program; communicating the established EEO complaint and appeal procedures; continually assessing the progress toward established goals and plans; ensuring the timely completion, accuracy and submission of EEO reports; and carrying out the goals and objectives of the Network EEO Council.  A current listing of EEO Managers within Network 2 is included in Attachment A.

    g.  Human Resource Management:  Will provide staff support and resources to the facility EEO Officer and the EEO Program Manager sufficient to carry our an effective affirmative employment recruitment and placement program; providing data and information to the EEO Program Manager, ORM EEO Counselors and Investigators, and the EEO Advisory Committee in all matters relating to the EEO Program.

    h.  Local Service and Care Line Managers:

1.  Analyze employment patterns and conditions in their organizational units and determine any problem areas, either real or potential, which act as barriers to equal employment opportunity for all and take appropriate measures for their elimination.

2.  Evaluate all appointment, assignments, promotions and training practices within their operations to assure that selections are based upon merit and fitness of the individual regardless of race, color, religion, sex, national origin, age or disability.

3.  Aggressively seek out qualified employees who they believe have potential for development, and following through with actions to provide equal opportunity for training, reassignment or other means for improved employee utilization.

4.  Cooperate fully with the efforts of the EEO Program Manager, ORM EEO Counselors and Investigators to resolve complaints of discrimination and provide information necessary for the proper processing of a complaint.

           5.  Fully cooperate in meeting affirmative employment hiring goals established by the Network’s Affirmative Employment Program Plan.

           6.  Support and encourage the utilization of the Network 2 Alternative Dispute Resolution Program in attempting to informally resolve workplace conflict at the lowest possible level.

7.  Establish and measure EEO Performance Standards for their supervisory staff as follows:

     a.  Ensure that each employee received current information regarding the facility’s EEO Affirmative Employment Plan and the Alternative Dispute Resolution Program;

     b.  Ensure that EEO in-service training is conducted for all mandated

activities;

     c.  Provide staff support to employees who are appointed collateral duty EEO Program assignments, adjust work schedules and workloads as necessary, and make every reasonable effort and accommodation to ensure EEO Program employees are free to carry out their collateral duties and responsibilities;

     d.  Periodically review and analyze the demographics of the Service/Care Line to ensure employment is in compliance with the goals and objectives of the Network Affirmative Employment Program;

     e.  Ensure a positive working environment that provides all employees an opportunity to increase their knowledge and skills in order to pursue career opportunities within the Medical Centers;

    i.  Office of Resolution Management (ORM):  Will provide timely and quality EEO complaint processing services to all employees of the Department of Veterans Affairs as outlined in the included flow chart.

4.  PROCEDURES:  Employees of the VA Healthcare Network Upstate New

York will receive EEO complaint processing service from the ORM Field Office located in Lyons, New Jersey.    When an employee has an EEO concern, they may contact the ORM field office.  ORM will encourage informal resolution and assist the employee where possible.  The employee may also contact local union officials or the facility EEO Program Manager who will explore a range of options to assist the employee in determining where his or her concerns can be best addressed.  The Field Office may be reached at 1-888-EEO-RES1.  

5.  REFERENCES:    5 USC 29 CFR Part 1614; EEO MD 110; MP-7, Part 1, Chapters 1, 2 and 3.

6.  RESCISSIONS:   Network Memorandum 10N2-64-99 dated November 10, 1999.

7.  FOLLOW-UP RESPONSIBILITY: Kara Merendo, (518) 626-6737

8.  AUTOMATIC RESCISSION DATE: July 21, 2006.

Signed 8/18/03//

WILLIAM F. FEELEY

Network Director

ATTACHMENTS:  A, B

DISTRIBUTION:  Network 2 Medical Center Directors

                            Network 2 Care Line Managers


                 VISN 2 Network Web Site
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EQUAL EMPLOYMENT OPPORTUNITY MANAGERS

1. PURPOSE:  This Veterans Healthcare Network Memorandum Attachment establishes a listing of all current Equal Employment Opportunity Managers at all facilities within the Department of Veterans Affairs VA Healthcare Network Upstate New York.

2. POLICY:  The following Equal Employment Opportunity Managers will manage and coordinate all aspects of the EEO Program for their local facility as stated under  paragraph 3.F.

Albany – Kara Jordan – Lead EEO Manager – VISN 2

Bath – Irene Conrad

Buffalo/Batavia – Richard Cusack

Canandaigua – David Krueger

Syracuse – Deborah Mallet

3. RESPONSIBILITY:  Each individual is responsible for the planning, development and oversight of the EEO Program at their designated facility.

4. PROCEDURES:  All questions regarding the VISN 2 EEO Program may be directed to Kara Merendo, VISN 2 Lead EEO Manager at (518) 626-6737. Questions specific to VISN 2 facilities may be directed to the responsible EEO Manager for that facility.

5. REFERENCES:  5 USC 29 CFR Part 1614; EEO MD 110; MP-7, Part 1, Chapters 1, 2 and 3.

6. RESCISSIONS:  Network Memorandum 10N2-64-99 dated November 10, 1999.

7. FOLLOW-UP RESPONSIBILITY:   Kara Merendo, (518) 626-6737.

WILLIAM F. FEELEY

Network Director

DISTRIBUTION:  Network 2 Medical Center Directors


                 Network 2 Care Line Managers


                 VISN 2 Network Web Site 
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