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It is campus policy to vigorously pursue a program to ensure that all recruitment, hiring, training and promotions are
conducted in a manner that promotes equal employment opportunity.

- Chancellor Robert M. Berdahl, letter to the campus, July 1, 1999

GOAL.: Seek a supportive, inclusive campus community, so that Berkeley can be a humane, caring place and a safe
and healthful environment for all who work or learn here.

- Chancellor’s Budget Report, FY 1998-99
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FOREWORD

As one of the most prestigious public universities in the world, and as an institution at the epicenter
of ongoing debate over the future of affirmative action programs, UC Berkeley is prominently and
publicly committed to principles of access, equal employment opportunity, and diversity. At the
same time, campus management faces a host of complex challenges: organizational renewal efforts,
rapidly evolving technologies, shifts in the nature of work toward more service and information-
based jobs, changing work force demographics, and fierce labor market competition for highly
skilled talent -- the sum of which has resulted in unprecedented recruitment and retention problems
with regard to both staff and faculty. How, then, are administrators and managers to achieve
Chancellor Berdahl’s goal to “seek a supportive, inclusive campus community, so that Berkeley can
be a humane, caring place and a safe and healthful environment for all who work or learn here”?

This new, consolidated Control Unit Staff Affirmative Action Plan provides recommendations and
strategies to retain our highly skilled and diverse work force by focusing on improving the workplace
climate. These recommendations and strategies are grounded in the current literature on
organizational development, and in Equal Employment Opportunity (EEO) and diversity principles
-- in addition to affirmative action.! By “diversity” | do not mean affirmative action oriented toward
ethnic minorities and women. Diversity is not a “code word.” Rather, in this report, diversity is
defined to include dimensions like age, sexual orientation, physical ability, thinking styles, job
classification, seniority, educational level, department affiliation, and occupational status, to name a
few. Whites and men are certainly included and valued in our definition of a diverse work force.

What is meant by “workplace climate”? Staff productivity and longevity are profoundly affected by
the daily treatment employees receive from their superiors, colleagues and peers. Fairness, trust,
respect, attention to diverse needs, and access to opportunity are key elements in employee
retention. And all of these are areas that managers and supervisors can greatly influence. From
preliminary findings in campus entrance and exit surveys, we know that new employees want
feedback on their performance, opportunities for growth and learning, and recognition for
achievement; and that the reasons employees leave UC Berkeley are in large part because they do
not receive the feedback and opportunities they need. Workplace climate is about the daily
experience of working at Berkeley, and it is central to the ability of our campus to succeed as an
organization.

The Task Force on Faculty/Staff Partnership, in a report completed in December 1999, “recognized
that staff and faculty equally share a responsibility to create a work environment and organizational
culture that supports and values all members of the University community.” The 1997-98 Staff
Ombuds Office Report illustrates the range of problems people bring to that office: communication,
treatment/harassment, job conditions, job status, work styles, structure/organization,
rewards/recognition, performance appraisal, discrimination and health/safety, etc. The findings and
recommendations in this report echo these and other campus organizations: in this plan you will
find issues of concern to many at UC Berkeley, and solutions for which there is broad support.

1 Affirmative action is still in effect according to the terms of both Proposition 209 and Regents' Resolution SP-2,
because UC Berkeley is a federal contractor. Adherence to affirmative action regulations is necessary if Berkeley is to
remain qualified to receive federal funding.
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As we continue into the 21st century, change seems to be the only constant. The old rules for
managing and planning no longer work for a diverse work force. Inclusiveness, mutual adaptation,
and a willingness to learn and take action are imperative to the manager’s mindset if s/he is to be
successful in addressing the challenges we face as an institution. This plan, alongside other reports in
similar veins, lays a foundation and begins to chart a course for the campus to explore new and
necessary paradigms. While this shift will require time, effort, and commitment on the part of
managers and supervisors, | am confident that creation and maintenance of an inclusive, fair, and
supportive work environment for our diverse staff will return organizational effectiveness and
efficiency many times the initial investment.

EDITH NG
DIRECTOR, STAFF AFFIRMATIVE ACTION AND DIVERSITY PROGRAMS
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EXECUTIVE SUMMARY

This year’s Control Unit Staff Affirmative Action Plan has been consolidated into a single,
streamlined document for distribution to executives, deans, chairs, managers, supervisors, and staff
in all seven of the UC Berkeley (UCB) campus’s control units; in prior years, seven separate
documents were published.

The new plan is designed to help each member of the campus community see how her/his unit or
department can help to address key areas of programmatic action aimed at meeting the university’s
Equal Employment Opportunity (EEO) and Affirmative Action (AA) obligations, and at moving
the campus toward the Chancellor’s articulated goal to “seek a supportive, inclusive campus
community, so that Berkeley can be a humane, caring place and a safe and healthful environment for
all who work or learn here.” Rather than provide extensive data on the composition of each
individual Control Unit, this plan is focused around ethnic and gender demographics, participation
in diversity-oriented educational offerings, and availability of opportunity for advancement on the
campus as a whole. Where campus-wide problems are identified, the role of Control Units in
addressing those problems is explored in presentations of data that relate each unit to the campus as
a whole.

Key Findings
Key findings of fact in this plan include:

* In the campus work force: The lowest level of the campus hierarchy, clerical and support
staff, has been shrinking over time. Professional and management sectors of the campus
work force have been expanding. The career and contract work force has been expanding
steadily over the past ten years.

* Minorities and women are more highly represented at the lower levels of the campus work
force. There is less representation of women and minorities in professional titles than in
Berkeley’s clerical and support staff; and still less in the Senior Manager (MSP) and
Executive levels.

» The share of campus positions held by Black staff is decreasing over time. Hispanic
representation is increasing very slowly, while Asian staff are increasing as a share of campus
work force.

» Approximately 6.5% of campus managers and supervisors have attended at least one
recruitment and selection oriented training in a three year period ending 12/31/1998;
approximately 18% have attended a training oriented toward managing a diverse work force
in that same period.

» Underutilization of minorities and women occurs at all levels of the campus hierarchy.
Seventy percent of campus underutilization occurs in fifteen job groups (out of 34 total) for
which action to address underutilization has been prioritized for 2000-2001.

» Sixty percent of the movement into career titles at Berkeley comes from within the campus
work force itself (including from other career titles, casual employees, etc.).
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» Staff in key classifications move “up the ladder” to perform a range of functions that is
surprisingly broad given the skill set required of incumbents on the “lower rungs.”

» Eleven percent of campus career staff positions were reclassified in a two year period (1998
and 1999).

Programmatic Action

Programmatic actions recommended in this plan address -- individually and synergistically -- ethnic
and gender imbalances (including underutilization) at all levels of the campus hierarchy; campus
climate issues affecting retention of valued staff; and the preparedness of managers and supervisors
to implement campus policies and goals related to Berkeley’s EEO/AA/Diversity commitments.

Recommended areas of programmatic action are:

* Human Resources / Diversity Training for Managers and Supervisors
» Focus on Inreach and Retention
» Accountability for EEO/AA/Diversity Efforts

» Targeted Recruitment of Underutilized Women and Minorities

The need for and nature of the four areas of programmatic action listed above are described in the
sub-sections of Taking Action on EEO/AA and Diversity, beginning on page 19.

A survey of campus demographics and trends can be found in the Campus Snapshot section of this
plan, on page 11.

Best Practices

In keeping with the emphasis on programmatic action articulated throughout this plan, information
about successful and effective human resource programs in areas of Equal Employment
Opportunity, Affirmative Action, and Diversity will be widely disseminated in an effort to
acknowledge and build upon successful campus experience. This initiative is designed to make
institutional knowledge and experience from all parts of campus accessible, establishing a new
resource for administrators, supervisors, and managers; and fueling continuous improvement efforts
in areas of key importance to UC Berkeley.

Each year, the Staff Affirmative Action Office (SAAO) will choose a theme addressing some aspect
of EEO/AA/Diversity obligations and commitments. Campus departments and units will be
invited to submit any procedure, practice, event, activity, training, or organizational change that
successfully contributed to UC Berkeley’s good faith efforts in this area. SAAO will broadly
disseminate information gathered during the current fiscal year in a variety of ways. Dissemination
methods will include publication of selected submissions in the 2001-2002 Control Unit Staff
Affirmative Action Plan; presentation of some submissions in a series of panel discussions; and
publication of useful information on the SAAO website.
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HOW THIS PLAN IS ORGANIZED

Readers of previous years’ Control Unit Staff Affirmative Action Plans will notice that this new
report is not merely a consolidation of seven individual plans. The format of the new plan is
intended to emphasize the need for campus executives, deans, chairs, managers, and supervisors to
take programmatic action to meet institutional obligations and the Chancellor’s goals, and to provide
them with tools to do so.

In broad outline, the body of the new plan includes:

¢ asnapshot of the demographic composition of the campus work force;

¢ four areas of programmatic action supervisors and managers can take to meet EEO/AA
obligations; and,

¢ introduction to an upcoming “best practices” initiative to gather and disseminate information on
UC Berkeley’s good faith efforts in meeting EEO/AA goals and/or supporting the Chancellor’s
goal “to seek a supportive, inclusive campus community.”

In keeping with the new plan’s streamlined format, data presentations are limited to those that
support specific conclusions and recommendations. Data on control-unit specific underutilization is
included in the Appendices. Repetition of summary points in several places is included to facilitate
reading of this document in detail or by skimming; where summary points are repeated, they are
generally set off from the body of the text to signify that those reading through the document can
skim over the repetitions. End notes [in square brackets] can be found following the Appendices, at
the end of this plan.

Much of the resource material that was distributed with prior plans is now available on-line, or, by
request, in printed copy. In the past, Control Unit Staff Affirmative Action Plans contained large
amounts of resource material that was consulted and utilized by departmental and unit staff for a
variety of purposes -- e.g., demographic data for grant proposal preparation or other presentations,
Affirmative Action goals for recruitment and hiring, or diversity course listings for staff
development. Most information that was available previously can still be found, either in this plan
or on-line. The resource guide on the next page indicates where resources (or references to other
sources) can be found.
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SUBJECT

REFER TO
(SEE TABLE OF CONTENTS)

Accountability

Appendix D: Checklist of Good Faith Efforts

Affirmative Action methodology

Additional Resources — Background and Definitions (“Establishing
Affirmative Action Goals™)

Definitions of terms

Appendix B: Definitions and EEO/AA/Diversity Relationship

Diversity

Additional Resources — Background and Definitions (“Why Diversity
Matters”)

Management planning

Taking Action on EEO/AA and Diversity
Additional Resources — Tools for Managers

Nondiscrimination policy

Additional Resources — Background and Definitions
Back cover of this report (publications version of policy)

Recommendations for control units and
detailed analysis

Taking Action on EEO/AA and Diversity

Recruitment

Taking Action on EEO/AA and Diversity (Targeted Recruitment of
Underutilized Women and Minorities)
Additional Resources — Recruitment Resources

Regents’ Resolution SP-2 and
Proposition 209

Additional Resources — Background and Definitions (Introduction to
Affirmative Action)

Staff development

Taking Action on EEO/AA and Diversity (Human Resources /
Diversity Training for Managers & Supervisors)
Appendix F: Human Resources Diversity-Oriented Training Courses

Summary recommendations and analysis

Executive Summary

Work force demographics for:
e grant proposals
* reports

Campus Snapshot

All information referred to in the resource guide, including the entire body and all appendices of this
report, is available on the Staff Affirmative Action website:

http://hrweb.berkeley.edu/hrsaao.htm
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CAMPUS SNAPSHOT

In order to understand the demographic composition of the UC Berkeley work force, four sets of
data representing Career and Contract staff are presented:

¢

Work Force Profile: UC Berkeley (Chart A, page 15), shows how ethnic and gender groups
are distributed throughout the UC Berkeley work force as a whole and by personnel program
level. The pie charts in the lower right corner of the page show the overall demographics of the
campus. Group-specific bar charts show the group’s share of work force in the campus as a
whole (line), compared with the group’s share of work force at each Personnel Program level
(bars). Note the different percentage of work force scales on the vertical axis of each bar chart.

Percentage of Ethnic and Gender Groups in Control Unit Work Forces (Chart B, page 16),
shows how ethnic and gender groups are distributed throughout UC Berkeley’s control units.
The pie chart in the lower right corner of the page show the relative sizes of the control units.
Group-specific bar charts show the group’s share of work force in the campus as a whole (line),
compared with the group’s share of work force in each Control Unit (bars). Similar control
units are grouped together on these charts: the academic units; the student and administrative
service units; and the smaller control units. Because of the variance in size of each Control Unit,
equal percentages between dissimilarly sized Control Units in these charts may reflect vastly
different numbers of staff. Refer to Appendix G: Control Unit Summary Descriptions for an
introduction to each control unit.

Campus Work Force Trends by Occupational Category: December 1996 - March 2000
(Chart C, page 17), shows both the relative sizes of different occupational sectors of the UC
Berkeley work force, and growth or shrinkage of those sectors over time.

Career Staff Work Force by Personnel Program Level: December 1994 - March 2000-
(Chart D, page 18), provides a view of work force trends over slightly more than a five year
period. Percentages in the shaded columns show share of work force for each group;
percentages in unshaded columns show net changes between snapshots taken in December 1994
and March 2000 within each group.

Analysis of the Campus Snapshot

Occupational Shifts

¢

Low-level jobs are dwindling; professional and managerial jobs are on the rise. Clerical
and support staff as a share of total work force continue to shrink over time. Professional --
especially Information Technology -- and management sectors of the campus work force
continue to expand. These trends can be seen by comparing work force shares both of the
different personnel program levels and of occupational groups over time.

Import and Action: Training Berkeley’s incumbent work force to excel at responsibilities that
evolve with increasing rapidity, and that are increasingly linked with information technology, is a
means of preserving essential institutional knowledge while filling campus needs with “home
grown” personnel. During a period when labor market conditions often make recruitment from
off-campus problematic, the need to train and retain valued employees with transferable skill
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sets is a key human resources priority. The section of this plan titled Focus on Inreach and Retention
explores these issues further.

Demographic Shifts

¢

Ethnic demographics are steadily changing. These trends have been identified in previous
Staff Affirmative Action Plans, and remain evident in Chart D “Career Staff Work Force by
Personnel Program Level: December 1994 - March 2000,” page 18:

» The share of campus positions held by Black staff is decreasing over time.
» Hispanic representation is increasing slowly.
» Asian share of the campus work force is increasing.

Import and Action: Changes in the labor market are beyond the control of campus managers.
However, statistically significant evidence that selection opportunities are less frequently offered
to Blacks and Hispanics could indicate subtle, perhaps unconscious bias in campus policy or
practice. The Staff Affirmative Action Office is working to ascertain the reasons why this
evidence appears; but at UC Berkeley, where personnel decision-making is broadly distributed, it
may be most effective to address these problems positively, through clearly articulated policies
and effectively targeted programs. Campus leaders, by aiming to achieve “a supportive, inclusive
campus community,” and by committing to “vigorously pursue. . . equal employment
opportunity,” have already sounded the call to action. In keeping with these goals, the Office of
Human Resources (OHR) offers an increasing variety of diversity-oriented education programs
aimed at helping managers and supervisors to recognize and reward potential and achievement
in all the diverse forms in which they are expressed; and at valuing and benefiting from a work
force that is diverse in many dimensions, including ethnicity and gender. The section of this
plan titled Human Resources/Diversity Education for Managers and Supervisors explores these issues and
offerings further.

Ethnic and Gender Distribution in the Campus Hierarchy

¢

Minority staff and women are most highly represented at the lower levels of the campus
work force. While minorities have made some gains in professional titles (PSS-1: job groups 5-
14), there remains lower representation of minorities in professional titles than in Berkeley’s
clerical and support staff (PSS-11: job groups 15-34); and still less in senior management and
executive positions (MSP: job groups 2-4, and SMG: job group 1, respectively). For women,
while representation in professional and senior management titles has improved over time, their
overall share of the total campus work force has dropped slightly, and their inclusion in top
management remains far less frequent than in professional, clerical, and support titles. These
persistent differences are evident in Chart A “Work Force Profile: UC Berkeley,” page 15, when
patterns for minority staff and women are compared to those for White staff and men.

Import and Action: Utilization analysis, discussed in the section of this plan titled Targeted
Recruitment of Underutilized WWomen and Minorities, indicates that minorities and women are not only
unevenly distributed within UC Berkeley’s work force, but that in most sectors (job groups)
qualified women and/or some minority groups are represented in lower proportions than their
availability in the labor market suggests they should be. In order to adhere to the University’s
nondiscrimination policy, and in order to both attract and retain a diverse work force:

-12-
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» Itis essential that staff with EEO/AA responsibilities monitor departmental policy and
procedure to identify and eliminate hidden and apparent bias against all individuals.
Human Resources courses such as Competency Based Interviewing and Managing
Diversity can help managers and supervisors to recognize and address impediments to
fair and equal employment opportunity for all staff. The Checklist of Good Faith Efforts
(Appendix D in this plan) suggests a variety of measures managers and supervisors can
take to realize and strengthen the University’s commitment to Equal Employment
Opportunity, Affirmative Action, and Diversity. Additional suggestions regarding
offering career development opportunities can be found in Focus on Inreach and Retention.

» Inreach and staff development, discussed in the section of this plan titled Focus on Inreach
and Retention, are powerful tools with which to offer opportunity for advancement to
sectors of the campus population rich in ethnic diversity. As the University develops
and promotes staff from the lower levels of the campus hierarchy into professional and
managerial positions, the campus preserves institutional knowledge, fosters loyalty, and
enriches gender and ethnic diversity along the entire spectrum of Cal’s work force.

o Departmental efforts to target recruitment toward underutilized groups in prioritized
titles can help enrich the pool of qualified, diverse candidates from which staff are
selected. These efforts are discussed further in the section of this plan titled Targeted
Recruitment of Underutilized WWomen and Minorities; materials necessary for departmental staff
to make such efforts can be found on-line and by contacting the Staff Affirmative
Action Office (see Additional Resources, page 40).

Ethnic and Gender Distribution across Control Units

¢ Asian representation is lower than average in Vice Chancellor for Research (VCR) and
University Relations (UR). Both these control units employ proportionately larger shares of the
job groups in which Asians are underutilized than campus as a whole. In contrast, Capital
Projects (CP) and the Chancellor’'s Unit (CHN) employ much larger than average shares of
Asian staff than the campus.

¢ Black representation is lower than average in the academic control units -- Executive Vice
Chancellor & Provost (EVC&P) and VCR -- as well as for CP, and CHN. There is an ongoing,
downward trend of representation of Black staff for the campus as a whole, and Black
underutilization occurs at all levels of the campus hierarchy. Both Undergraduate Affairs (UGA)
and Business and Administrative Services (BAS) employ a significantly greater share of Black
staff than the campus as a whole.

¢ Hispanic representation is lower than the campus average in EVC&P, VCR, UR, CP, and CHN.
While the Hispanic share of work force has been growing slowly for the campus as a whole, it
has not been keeping pace with the availability of Hispanics in the labor market. As a result,
Hispanic underutilization occurs in more job groups than for any other single minority group,
and at all levels of the campus hierarchy except at the executive level. Both UGA and BAS
employ a significantly greater share of Hispanic staff than the campus as a whole.

¢ Representation of women is slightly lower than average in VCR and significantly lower than
average in BAS. Occupational concentrations in these control units overlap with areas of high
underutilization of women at Berkeley: physicians, architects, engineers, scientific technicians,
facilities workers, and information preparation and processing staff.
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¢

Import and Action: A variety of measures can be taken to improve Berkeley’s ability to attract
and retain qualified minority and female staff, in keeping with the University’s clearly articulated
commitment to equal employment opportunity, affirmative action, and a supportive, inclusive
work environment:

Departmental attention to targeted recruitment where underutilization occurs, especially
for prioritized titles identified in this plan, can help to diversify the pool of qualified
applicants from which staff are selected. Refer to the Targeted Recruitment of Underutilized
Women and Minorities and Additional Resources sections for a fuller discussion and pointers
to available resources.

Careful examination of departmental practice and policy for patterns that unintentionally
result in bias, and elimination of those patterns, is key to implementation of the
University’s commitment to Equal Employment Opportunity and a supportive, inclusive
campus community. See the Checklist of Good Faith Efforts (Appendix D in this plan) for
specific areas of personnel management to examine and improve.

Training in recruitment and selection, and in diversity education for managers and
supervisors, facilitates fair and equitable treatment, civility, respect, and inclusiveness in
campus departments. See Human Resources/Diversity Education for Managers and Supervisors
in this plan for additional information.

-14-
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Chart A: Work Force Profile by Ethnicity and Gender: UC Berkeley

as of March 31, 2000

Minority staff and women are most highly represented at the lower levels of the campus work force.

1.4% 25%
[} [
S 1.2% A 2 20% 1
8 1.0% b
x 0.8% - x 15% T
S 06% | S 10% 1
s 0.4% -~ S 5o 4+
N 0.2% + - S
0.0% t t t 0%
Exec SrMgr Prof Supp Exec SrMgr Prof Supp
American Indian Asian
20% 15%
[} (9]
o o
S % | =
8 15% 2 10% -
< 109 =<
5 10% 5
2 Rl
2 : ]
B B3
0% : : : 0% : : :
Exec SrMgr Prof Supp Exec SrMgr Prof Supp
Black Hispanic
100% 70%
[} o 0% +
2 % | o 60%
g 80% 5 s0%
~  60% - x 40% 1
5] S
2 0% 3 0% 7
5 ) 5 20% T
0% t t t 0% t + }
Exec SrMgr Prof Supp Exec SrMgr Prof Supp
White Female
Ethnic & Gender Distribution of the Campus Work Force
100%
3 " Hispanic A"}_'O/Ind'
S 80% 1 10% .
S 60% |
S 40%
= °7 Asian
S 20% | 17%
N
0% f f f
Exec SrMgr Prof Supp
White
57%
Male
Black

* Horizontal lines represent group's share of career work force as a whole
* Note the different percentage of work force scales on the vertical axes.
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Key to abbreviations:

Exec = Executives (SMG)

SrMgr = Senior Managers & Professionals (MSP)
Prof = Professional Staff (PSS, Job Groups 5-14)
Supp = Support Staff (PSS, Job Groups 15-34)

Staff Affirmative Action Office, University of California, Berkeley
Date Prepared: 7/17/2000  Source: BAS 452 Report
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Chart B: Percentage of Ethnic and Gender Groups in Control Unit Work Forces
as of March 31, 2000

Note: Control Units are composed of departments as assigned in the 8/15/2000 BFS Organizational Tree.
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Distribution of Work Force by Control Unit

Percentages shown in these bar charts represent each Control Unit's share of work force. For each Control Unit, the percentages of the five ethnic
groups add up to 100%; Male and Female also add up to 100%. All figures reflect headcount, not FTE.

Because of variance in size of Control Units, equal percentages between dissimilarly sized units may reflect
vastly different numbers of staff.

* Horizontal lines in bar charts represent % for UC Berkeley as a whole. Key to Control Unit Abbreviations:
EVCP=Exec Vice Chancellor & Provost
VCR=Vice Chancellor for Research
BAS=Business and Administrative Services
UGA=Undergraduate Affairs
UR=University Relations
CP=Capital Projects
CHN=Chancellor's Unit

Staff Affirmative Action Office, University of California, Berkeley
Date Prepared: 8/15/00  Source: BAS 452 Report
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Chart C: Work Force Trends by Occupational Category
December 1996- March 2000

Low-level jobs are decreasing; professional and managerial jobs are on the rise.
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The percentage of each occupational group in the work force is shown for two points in time in the upper graph; the lower graph shows the
percentage change from the first point in time to the second.

Occupational groupings are defined by Office of the President, as of February 2000, with modifications appropriate to the data periods shown.
Representative titles included in each occupational group may be found on-line at http://www.ucop.edu/humres/profile/1998/docs/pg_22.html.
Note, however, that on these graphs, Information Technology titles are reported separately from category F as described on the on-line reference.
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Chart D: Career Staff Work Force by Personnel Program Level
University of California, Berkeley
December 1994 - March 2000

Amind Asian Black Hispanic Total Minorities White Male Female Total
# % # % # % # % # % # % # % # % #

SMG (JG 1)

12/1994 0 0.0% 2 5.9% 0 0.0% 1 2.9% 3 8.8% 31 91.2% 26 76.5% 8 23.5% 34

03/1999 0 0.0% 1 2.9% 1 2.9% 3 8.6% 5 14.3% 30 85.7% 29 82.9% 6 17.1% 35

03/2000 0 0.0% 0 0.0% 1 2.7% 3 8.1% 4  10.8% 33 89.2% 31 83.8% 6 16.2% 37
Percentage Change - -100% - 200% 33% 6% 19% -25% 9%
MSP (JG 2-4)

12/1994 0 0.0% 35 12.1% 21 7.2% 15 5.2% 71 24.5% 219 75.5% 167 57.6% 123 42.4% 290

03/1999 1 0.2% 52 12.2% 22 5.2% 18 4.2% 93 21.8% 333  78.2% 249  58.5% 177  41.5% 426

03/2000 1 0.2% 61 12.7% 26 5.4% 17 3.5% 105 21.9% 375 78.1% 280 58.3% 200 41.7% 480
Percentage Change - 74% 24% 13% 48% 71% 68% 63% 66%
PSS-1 (3G 5-14)

12/1994 12 0.6% 247  13.3% 189 10.1% 115 6.2% 563 30.2% 1300 69.8% 777 41.7% 1086 58.3% 1863

03/1999 23 1.0% 331  14.0% 239  10.1% 154 6.5% 747  31.7% 1613 68.3% 890 37.7% 1470 62.3% 2360

03/2000 24 1.0% 352  14.1% 276 11.1% 179 7.2% 831 33.3% 1665 66.7% 915 36.7% 1581 63.3% 2496
Percentage Change 100% 43% 46% 56% 48% 28% 18% 46% 34%
PSS-Il (JG 15-34)

12/1994 46 1.2% 657 17.0% 792 20.4% 460 11.9% 1955 50.5% 1920 49.5% 1430 36.9% 2445 63.1% 3875

03/1999 46 1.2% 722 19.3% 719  19.2% 500 13.3% 1987 53.0% 1760 47.0% 1483 39.6% 2264 60.4% 3747

03/2000 46 1.2% 738  19.7% 702  18.7% 504 13.4% 1990 53.1% 1758  46.9% 1489 39.7% 2259 60.3% 3748
Percentage Change 0% 12% -11% 10% 2% -8% 4% -8% -3%
TOTAL

12/1994 58 1.0% 941  15.5% 1002 16.5% 591 9.7% 2592  42.8% 3470 57.2% 2400 39.6% 3662 60.4% 6062

03/1999 70 1.1% 1106 16.8% 981 14.9% 675 10.3% 2832  43.1% 3736 56.9% 2651  40.4% 3917 59.6% 6568

03/2000 71 1.1% 1151 17.0% 1005 14.9% 703  10.4% 2930 43.3% 3831 56.7% 2715  40.2% 4046 59.8% 6761
Percentage Change 22% 22% 0% 19% 13% 10% 13% 10% 12%

* Percentage change from 12/94 to 03/00.

1 1994 data is as of December 31; 1999 and 2000 data is as of March 31.

Percentages in the shaded columns show the share of work force for each group.

For 1999 and 2000 data, non-academic career staff includes career, partial year career, and contract appointments. For 1994 data, non-academic career staff includes career, per diem, and contract appointments. The numbers reflect headcount, not FTE count.

A double-hyphen (--) appears in the Percentage Change row when the baseline figure for that column (as of 12/94) is zero, whether or not there are incumbents in the comparison year (as of 03/00).
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Even after [UC Regents’ Resolution] SP-2 and Proposition 209, there are four things managers can
do to promote a diverse work force:

» Give regular, written performance appraisals to all staff, so that excellent performers can be
rewarded and every staff member knows how he or she can improve.

* Consider every single staff member when distributing development opportunities.
Consider every single staff member when selecting for reclassifications and promotions.

» Make proactive outreach efforts to yield a diverse pool of qualified candidates for each and
every position.

- Horace Mitchell, Vice Chancellor -- Business and Administrative Services [1]

TAKING ACTION ON EEO/AA AND DIVERSITY:
CONTROL UNIT RECOMMENDATIONS

For the 2000-2001 fiscal year, the Staff Affirmative Action Office has identified four key areas in
which campus departments can participate in partnership with the Office of Human Resources to
act in good faith toward meeting UC Berkeley’s Equal employment opportunity and affirmative
action obligations; and toward promoting the diversity and inclusiveness that remain a central
campus goal, as articulated by Chancellor Berdahl.

These areas of cooperative activity are aimed at meeting the university’s legal, social, and ethical
obligations as a public institution; and at more efficiently utilizing the limited budget on which UC
Berkeley operates. A public institution staffed and managed by a diverse work force that reflects the
population it serves is most welcoming to the broadest sector of our community. An institution that
strives to become a “humane, caring place and a safe and healthful environment for all who work or
learn here” will continue to reap the benefits of loyalty and commitment from all sectors of its staff.

Areas of Recommended Programmatic Action

Summary

The need for and nature of the four areas of programmatic action listed below are described in the
sub-sections that follow this introduction. In summary, the areas of recommended action are:

Human Resources / Diversity Education for Managers and Supervisors

To better implement Berkeley’s obligations and goals in the areas of Equal Employment
Opportunity, Affirmative Action, and Diversity, supervisors and managers are encouraged to enroll
in courses covering:

» Recruitment and selection practices; and,

» Management of a diverse work force.

2000-2001 Control Unit Staff Affirmative Action Plan ¢ University of California, Berkeley -19-



Focus on Inreach and Retention

In order to retain diverse and competent staff at UC Berkeley, managers and supervisors are
encouraged to take action to address both real and perceived work-environment and opportunity-
related issues that impact employees’ decisions to remain at or leave Cal. Data gathered from
entrance and exit surveys administered by the Office of Human Resources indicate that new
employees have a range of expectations related to job mobility and career opportunities on campus.
Exiting staff attribute their departure to a wide variety of issues, including those related to workplace
climate, mobility opportunities, performance feedback and recognition for good work.

Recommended actions include:

» Focus on inreach (recruitment of campus incumbents to fill campus job openings) as a way
to offer growth and advancement opportunity to diverse, competent staff.

» Focus on fairness and equal opportunity in provision of constructive feedback, distribution
of special projects and training, and participation in planning and decision-making.

Accountability for Good Faith Efforts in EEO/AA/Diversity

Campus administrators, managers and supervisors with responsibility for meeting University equal
employment opportunity and affirmative action obligations and for supporting the Chancellor’s
commitment to increasing campus diversity should be assessed on their efforts in this area. They
should also hold subordinate managers and supervisors accountable for making good faith efforts,
as appropriate. To maintain and measure accountability in these areas, managers at all levels should
ensure that:

» Responsibilities for making good faith efforts in EEO/AA and diversity are communicated
clearly in the written job descriptions of all staff positions to which these responsibilities

apply.

» Develop a written performance standard from which to measure the good faith efforts of
managers and supervisors at all levels.

Targeted Recruitment of Underutilized Women and Minorities
To achieve Equal Employment Opportunity and comply with Affirmative Action regulations:

» Supervisors and managers are encouraged to foster a fair, inclusive and supportive work
environment aimed at attracting diverse staff. SAAQO offers educational resources (courses,
books, videos) and consultation with individual departments as aids in this endeavor.

» Departments are encouraged to take advantage of on-line recruitment resources provided by
the Employment Services unit of OHR.

* Hiring managers should conduct departmental-level targeted recruitment tailored to
underutilized groups when openings occur in prioritized titles or job groups.

Recommendations for All Control Units

1. Raise the share of campus managers and supervisors who participate in diversity-oriented
Human Resources education programs and training in recruitment and selection is a priority for
every control unit, as those percentages are low across the campus.
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2. Encourage hiring managers to focus on inreach as a tool to offer growth and promotional
opportunities to diverse, competent staff.

3. Focus on fairness and equal opportunity for staff at all levels in the provision of constructive
feedback, distribution of special projects, training opportunities and participation in planning
and decision-making.

4. Document and communicate the EEO/AA/Diversity responsibilities and commitments of
campus administrators, managers and supervisors in written job descriptions and performance
standards.

5. Each control unit should focus on priorities for targeted recruitment of underutilized women
and minorities to address campuswide underutilization. However, there are differences between
the ethnic and gender demographics in, occupational balance of, and EEO/AA/Diversity work
already done by each of the campus control units. Each control unit will therefore need to focus
on different prioritized areas of campuswide underutilization in the current year. SAAO offers
the following recommendations to each control unit for targeting recruitment of underutilized
groups:

Exec. Vice Chancellor & Provost  EVC&P is the largest of Berkeley’s control units, and
employs the majority of staff in 87% of job groups and titles
prioritized for targeted recruitment of women and
minorities. Departments in EVC&P are encouraged to
conduct department-level targeted recruitment, both off
campus and through inreach, for any openings that occur in
titles prioritized for targeted recruitment. Although there
are no prioritized titles listed from Job Groups 15 (Skilled
Craft Workers & Operatives) and 20 (Scientific
Technicians), openings for any title in these job groups
should be targeted.

Vice Chancellor for Research Emphasis on department-level targeted recruitment is
recommended for prioritized titles in which VCR employs a
proportion of incumbents larger than its overall share of the
campus work force. These titles are shaded in the VCR
column on Chart | “Titles Prioritized for Targeted
Recruitment.” Particular emphasis can be applied to titles
on this list for which VCR employs the majority of
incumbents on campus: Programmer/Analyst I and I11;
Program Representative Il; and Museum Scientist. All titles
in Job Group 20 (Scientific Technicians), should also be
targeted.

2000-2001 Control Unit Staff Affirmative Action Plan ¢ University of California, Berkeley -21-



Undergraduate Affairs

Bus. & Administrative Services

As UGA has the least underutilization of the large control
units, emphasis should be focused on recommendations 1-4.
However, attention can be given to the prioritized titles
where UGA employs a disproportionately large share of the
campus work force are shaded in the UGA column in Chart
| “Titles Prioritized for Targeted Recruitment” (page 38).

As BAS is as well represented as the campus or better in
each of the ethnic minority groups, emphasis on remedying
underutilization should be focused on women, and on
underutilization in prioritized job groups where BAS
employs a disproportionately large share of the total work
force — Job Groups 15 (Skilled Craft Workers & Operatives)
and 33 (Stores, Reprographics, & Mail).

In the smaller control units, due to the relative infrequency of vacancies, any openings in titles
prioritized for targeted recruitment should be seen as opportunities to conduct departmental-level
targeted recruitment. Particular emphasis can be placed in prioritized titles where the unit employs a
proportion of incumbents larger than its overall share of the campus work force, as listed below
(these titles are also designated by shading in each unit’s column on Chart | “Titles Prioritized for
Targeted Recruitment of Underutilized Women and Minorities” (page 38):

The Chancellor’s Unit

University Relations

Capital Projects

__Assistant 111-Supervisor

e Administrative Analyst

» Computer Resource Specialist 11

» Director (Functional Area)

* Principal Administrative Analyst |

* Programmer/Analyst 111

* Programmer Analyst IV-Supervisor-UCB
* Senior Administrative Analyst

e Assistant I11-Supervisor

* Administrative Analyst

» Director (Functional Area)

e Management Services Officer |
* Principal Administrative Analyst
e Programmer Analyst I

* Program Representative 111

* Senior Administrative Analyst

e Administrative Analyst

» Director (Functional Area)

e Management Services Officer |

* Principal Administrative Analyst |

-22-
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Human Resources / Diversity Education for Managers and
Supervisors

Summary Recommendations:

To better implement Berkeley’s obligations and goals in the areas of EEO/AA/Diversity,
Supervisors and Managers in all control units are encouraged to enroll in courses covering:

» Recruitment and selection practices; and,

* Management of a diverse work force

Overview

Managers and supervisors need to have appropriate information, resources, and training if they are
to take effective, front-line responsibility for maintaining a fair, respectful, and humane work
environment. The Employee Development and Training unit (EDT) of the Office of Human
Resources offers a variety of courses for managers and supervisors (see the “Management and
Supervisory Development” section of the EDT Catalog, available on-line at
http://hrweb.berkeley.edu/EDTCATLG/t0c2000.htm).

Campus departments are encouraged to reward supervisors and
managers who enroll in diversity-oriented educational programs.

Two areas of managerial and supervisorial training and education have a direct impact on EEO/AA
and diversity:

¢ Supervisors and managers are responsible for conducting recruitments and selections
with attention to UC Berkeley’s Equal Employment Opportunity and Affirmative Action
obligations, as set out in Executive Order 11246.2 As a federal contractor, the University of
California is required to take steps to ensure both that past discrimination is remedied and that
discrimination does not occur in the future. EEO law and university policy require that equal
employment opportunities be extended to all, and that UC Berkeley remain free from
discrimination and harassment. The campus’ commitment to equal employment opportunity and
affirmative action is realized in large part by campus managers and supervisors as they recruit
and select staff. Examples of recruitment and selection activity that affect EEO/AA obligations
include: design of job descriptions and selection processes that are bias-free and are based on
job competencies; the formation of diverse selection committees; and departmental efforts to
target recruitment efforts to minorities and women in strategic areas where labor market
underutilization has been identified.

2 Neither UC Regents Resolution SP-2 nor California Proposition 209 eliminated affirmative action at UC Berkeley in the
realm of employment of faculty and staff. In order to continue to receive grants and contracts from the federal government,
affirmative action programs must remain in effect at Berkeley. From the time they were implemented, both SP-2 and
Prop. 209 included clauses that require these programs to remain in effect in order to maintain funding eligibility.
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+ Effective management of a diverse work force plays an increasingly important role in
enhancing overall organizational performance. There is a growing body of research
asserting that managing diversity well is an important factor in successful leadership and is
crucial to organizational effectiveness [2]. In organizations where work force diversity is
managed as a valued resource, evidence points to enhanced creativity, innovation, and problem-
solving; more effective communications; and improved service. In view of the increasing
cultural diversity of the work force (both on campus and in the available labor market), UC
Berkeley managers and supervisors will best serve both campus and community by valuing
diversity as an integral part of managing human resources.

Training Trends among Incumbent Supervisors and Managers

Chart E “Diversity-Oriented Human Resources Education” (page 25) shows the percentage of
supervisors and managers3 who have enrolled in at least one course* that addresses recruitment and
selection and managing diversity during a three year period (1996-1998).5

*  6.49% of campus managers and supervisors have enrolled in at least one UCB course in
recruitment and selection oriented training between January 1996 and December 1998.

» 17.7% of campus managers and supervisors have enrolled in at least one UCB
educational program oriented toward managing a diverse work force in the same period.

Recommended Action

The figures above indicate that only a small percentage of campus managers and supervisors have
participated in education programs in the above areas -- less than 25% in three years. Campus
administrators are urged to encourage all managers and supervisors to develop skills in these areas
by enrolling in diversity-oriented education appropriate to their duties and responsibilities.

SAAQ hopes to see significant increases in the numbers of
managers and supervisors who participate in diversity-oriented
education.

Through a cooperative effort between campus departments and the Office of Human Resources,
the Staff Affirmative Action Office hopes to see, over time, significant increases in the figures cited
above.

* OHR is committed to expanding the diversity-oriented content of existing course offerings,
to maintaining existing course offerings, and to offering new courses and programs as
resources permit.

e Campus departments are encouraged to acknowledge and reward supervisors and managers
who enroll in diversity-oriented education programs, as part of UC Berkeley’s commitment
to EEO/AA obligations and diversity goals.

3 An employee is counted as a supervisor or manager based on the Employee Relations code entered on her/his
Personnel Action Form.

4 See Appendix F for a list of the courses used to generate these statistics.

5 Data prior to January 1996 is not available for analysis.
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Chart E: Human Resources / Diversity-Oriented Training 1996-99
for Managers and Supervisors in the Work Force on March 31, 2000
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Recruitment and Selection 73 37 13 11 12 0 0 0
6.49% 7.36%| 10.66% 4.80% 6.90% 0.00% 0.00% 0.00%)
IManaging in a Diverse Environment 199 73 21 74 16 5 2 8
17.70%| 14.51%]| 17.21%| 32.31% 9.20%]| 13.16%| 10.53%| 20.51%
All Categories 272 110 34 85 28 5 2 B |
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Supervisors in Work Force 1124 503 122 229 174 38 19 39
Key to Control Unit Abbreviations: Data reflect courses offered 1/1/1996 through 12/31/1999, in which managers &
EVCP=Exec Vice Chancellor & Provost supervisors in the work force of 3/31/2000 enrolled. Courses counted in each
VCR=Vice Chancellor for Research category are listed in Appendix F.
BAS=Business and Administrative Services
UGA=Undergraduate Affairs Chart shows number and percentage of supervisor/manager enrollees in at
UR=University Relations least one course, for each Control Unit and the campus.
CP=Capital Projects
CHN=Chancellor's Unit Control Units are composed of departments as in the 7/1/2000 BFS
Organizational Tree, with minor reassignments as known on 8/15/2000.
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Focus on Inreach and Retention

Summary Recommendations:

In order to retain diverse and competent staff at UC Berkeley, managers and supervisors should take
action to address both real and perceived work-environment and opportunity-related issues that
significantly impact employee’s decisions to stay at or leave Cal. These actions include:

» Focus on inreach (recruitment of campus incumbents to fill campus job openings) as a
way to offer growth and advancement opportunity to diverse, competent staff.

» Focus on fairness and equal opportunity in provision of constructive feedback,
distribution of special projects and training, and participation in planning and decision-
making.

Overview

Retention of diverse and competent staff is a critical responsibility of campus managers and
supervisors. According to John Sullivan of San Francisco State University, “managers control over
75% of the reasons why people leave their jobs.” [3]

“You can’t really have productivity if people aren’t satisfied with
their work environment.” - Chancellor Robert Berdahl [4]

In the current labor market -- with unemployment at a 30-year low [5] and turnover rates higher
than they’ve been since 1981 [6] -- failure to retain well-performing staff can result in drastic
performance and efficiency consequences for the UC Berkeley campus. When the campus fails to
keep staff who belong to groups already underutilized or underrepresented on the campus, we
exacerbate perceptions that Berkeley is an elite, exclusive institution, and harm campuswide efforts
to meet Chancellor Berdahl’s goal to seek an “inclusive campus community.”

The costs of turnover are incurred in many areas, including loss of institutional knowledge; loss of
morale among remaining staff, whose workload increases to cover open positions; staff hours and
dollars spent by both departments and centralized Office of Human Resources units in recruiting,
orienting, training, and integrating new staff into the Berkeley campus; and overall loss of
productivity that results from all of these.

Employees are leaving UC Berkeley for reasons that managers and
supervisors can influence.
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Conventional wisdom dictates that the key to retaining staff is simple: compensation,
compensation, compensation. However, anecdotal evidence, campus climate reports, and
preliminary responses to the newly-instituted Exit Surveys administered by the Office of Human
Resources all indicate that considerations other than pay contribute substantially to employee
dissatisfaction. These reasons include:

 failure to receive honest, constructive feedback (e.g., performance appraisals);
» lack of opportunity for career growth and advancement;
» lack of respect and civility in the workplace; and

 insufficient resources (materials, equipment or other support) to do the job well.

In a public institution that has a difficult time matching levels of compensation offered by the
private sector, it is critical to understand that employees are leaving UC Berkeley for reasons that
managers and supervisors can influence.

Recommended Action: Inreach as a critical tool in retention and diversity

The Berkeley campus already fills a high percentage of openings with incumbent staff, indicating
that career mobility on the campus provides a significant opportunity for staff development:
analysis has shown that 60% of the entrants into career job classifications on campus come from
within the UCB work force itself.6 The same analysis showed that staff in key classifications move
“up the ladder” to perform a range of functions that is surprisingly broad given the skill set required
of incumbents on the “lower rungs.” Movement in and out of the ___ Assistant 11 classification --
the most populous title in the campus work force -- is illustrative of this point; see Chart F on page
30.

In the Campus Snapshot section of this plan, the concentration of minority and female staff at lower
levels of the campus hierarchy has already been noted. These demographics render inreach for
professional and management positions an intrinsically rich source of underutilized and
underrepresented candidates.

The UC Berkeley Inreach/Qutreach Coordinator can help hiring
managers to develop an inreach plan to recruit current UC Berkeley
employees.

Focusing attention on fairness in inreach efforts is an vital element of overall campus strategies both
to retain diverse and well-performing staff, and to diversify the ethnic and gender balance in
professional and management positions. The Inreach/Outreach Coordinator in the Employment
Services unit in OHR can help hiring managers to develop an inreach plan to recruit current UC
Berkeley employees, in addition to targeting recruitment toward underutilized groups off-campus.
Margie Beltran, at 642-9080, is the campus Inreach/Outreach Coordinator.

6 Title Mobility Project, Staff Affirmative Action Office; based on work force mobility from 1995-1998. The Title
Mobility Project is an analysis of changes in employees’ job titles (classifications) over time, whether due to selection
(hire, promotion, transfer, etc.) or reclassification. It is estimated that roughly 60% of these changes are due to
competitive selections rather than reclassifications.
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Recommended Action: Setting the stage for Equal Advancement Opportunity

Recognizing and rewarding the talents of diverse staff is a skill managers and supervisors can
develop and improve through diversity-oriented education, thereby helping to realize the campus
commitment to maintain an inclusive, supportive community. The section of this plan titled Human
Resources / Diversity Education for Managers and Supervisors discusses the importance of diversity
education in more detail; a listing of courses in this area offered on campus can be found in
Appendix F.

Fair distribution of opportunities for staff development, promations,
and reclassifications is a key means for staff “on the ground” to
measure whether the UC Berkeley campus is a place where they
have a future.

Rewarding excellent performance -- in all its diverse forms -- with fair distribution of opportunities
for staff development, promotions, reclassifications, and internships allows staff “on the ground” to
measure whether the UC Berkeley campus is a place where they have a future. Chancellor Berdahl
has already articulated the campus commitment to “vigorously. . . ensure that all recruitment, hiring,
training and promotions are conducted in a manner that promotes equal employment opportunity”;
but the consistently fair and clearly explained opportunities offered to staff by individual mangers
and supervisors are what matters most to employees who are deciding whether or not to remain at
Cal.

Anecdotal information suggests that some groups feel that opportunities for development are not
distributed fairly; and that these perceptions contribute significantly to decisions employees make to
leave UC Berkeley. Whether or not unequal employment opportunity exists as an empirically
measurable campus trend, it is essential for individual managers and supervisors to act fairly and to
promote a clear perception of fairness in order to maintain Cal’s commitments to both excellence
and diversity.

In a good faith effort to distribute training, reclassification, career development, and other
opportunities fairly, supervisors and managers at all levels should ask:

» Do I provide constructive feedback (including, but not limited to, written performance
appraisals) to help each employee develop along lines that will lead to maximum
engagement of the employee’s potential to contribute to the mission of UC Berkeley?

» Does everyone in my unit have a chance to obtain experience and training most
appropriate to their fairly-assessed skills and abilities?

» When special projects are assigned, especially those that may lead to promotional,
reclassification, or internship opportunities, are all qualified employees considered
equally for project assignment?

» Is each employee given opportunities to help shape their work and work-environment in
ways aimed at enhancing productivity, job satisfaction, and career development?

» Are there items on the Checklist of Good Faith Efforts (Appendix D) that could be
profitably applied to my department or unit?
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Tracking opportunities extended to staff

In an attempt to monitor progress on the recommendations offered above, SAAO has some
baseline data on reclassifications and training for the campus. While current data collection
mechanisms for these particular areas are less than perfect, we expect them to improve in coming
years. The figures in Chart G “Share of Work Force Reclassified from 1/1/98 to 12/31/99” (page
31), suggests that a significant fraction (11%) of UC Berkeley’s work force was promoted through
reclassification during a two year period. The graph in Chart H “Share of Work Force Enrolled in
One or More EDT Course in 1999” (page 31), while it does not represent the entire range of
educational and development opportunities taken by career staff, indicates that about a third of the
work force participated in training offered by EDT in that year. In view of the campus policy and
procedure addressing professional development for staff7, this baseline figure suggests that managers
and supervisors could pay more attention to these guidelines allowing for release time for job-related
and non job-related professional development.

7 The campus policy/procedure supplements the university policy (Policy 50 of PPSM) that gives department heads
discretion to support professional development for all staff by stipulating that there is no limit on the amount of time
during a calendar year that staff can spend on job-required training. The campus policy/procedure also provides for up
to 40 hours of release time per calendar year for professional development, which may or may not be job related.
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Chart F: Title Mobility: Movement in and out of __ Assistant Il

Career Assistant IlI's: Feeder Titles
Where did they come from?

Assistant Il

Most entrants (72%) to
career __ Assistant |1
positions come from other
positions on campus.

Internal Entrants Therefore, departments
72% should consider targeting
their recruitment resources

New Entrants on campus.
28%
Clerical Series
(includes ___ Asst I, Sr Clerk/Secretary, Misc Titles
casual __ Asst I, and others) 7%
93%
Career Assistant II's: Resultant Titles
Where did they go?
___Asstlll
Admin Analyst series 53%
9%
Program Rep I
0,
Student AT Off | 3% Employees are able to move
4% from __ Assistant Il to a
Progr/Analyst | wide variety of titles. In fact,
Misc Titles & Computer Res Spec |I ___Assistant I1s represent
0, .
20% 5% the highest source of
Admin Specialist internal entrants to
0,
6% Programmer/Analyst |
positions.

Movement to Other
UC Berkeley Titles
53%

Left UC Berkeley
47%

Assistant Il

Title Mobility Project, Staff Affirmative Action Office; based on work force mobility from 1995-1998. The Title
Mobility Project is an analysis of changes in employees’ job titles (classifications) over time, whether due to selection
(hire, promotion, transfer, etc.) or reclassification.
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Chart G: Share of Work Force Reclassified from
1/1/1998 to 12/31/1999
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89%
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Staff Affirmative Action Office
University of California, Berkeley
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Accountability for Good Faith Efforts in EEO/AA/Diversity

Summary Recommendations:

To maintain and measure accountability for making good faith efforts in EEO/AA/Diversity,
control units should ensure that:

» Responsibilities for making good faith efforts in EEO/AA and diversity are communicated
clearly in the written job descriptions of all staff positions to which these responsibilities

apply.

» Written performance standards are developed from which to measure the good faith efforts
of managers and supervisors at all levels with EEO/AA/Diversity responsibilities.

Overview

Programmatic responsibilities for meeting EEO/AA obligations and for supporting the Chancellor’s
diversity goals are delegated according to the line organization of the campus. The mutual efforts of
the entire campus leadership, from top administrators down to managers and supervisors is required
to help the campus fulfill its legal obligations as well its institutional commitments. Appendix C
outlines these responsibilities by management level. As an institution with an articulated value of
excellence and a spirit of continuous improvement, it follows that progress in fulfilling obligations
and commitments in this area should be measured and evaluated. Therefore, campus
administrators, deans, chairs, managers and supervisors with responsibility for meeting University
EEO/AA obligations and for supporting the Chancellor’s commitment to increasing campus
diversity should be assessed on their good faith efforts. They in turn should also hold subordinate
managers and supervisors accountable for making good faith efforts, as appropriate.

Recommended Action: Include EEO/AA/Diversity responsibilities in the written job
descriptions of all relevant staff.

To maintain accountability and measure progress, managers at all levels should ensure that
responsibilities for making good faith efforts in EEO/AA/Diversity are communicated clearly in
the written job descriptions of all staff positions to which these responsibilities apply. In many cases
these responsibilities may be assumed, but not clearly documented. However, accountability cannot
be ensured unless staff understand what their responsibilities are, and can access the necessary
resources to take action.

It is essential that staff with these responsibilities understand how thoroughly and profoundly they
affect their daily work as managers. For example:

¢ Every personnel action is affected by EEO law. To prevent violations of law, it is not enough
to simply know that discrimination is illegal. Staff with EEO responsibilities should know the
specific kinds of discrimination to avoid in day to day personnel activities with staff and
applicants.
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¢ Affirmative Action still represents both a legal obligation and a University and campus
commitment. At Berkeley there is a set of result-oriented programs that require managers and
supervisors to take specific actions during recruitment and hiring activities.

¢ Managing a diverse work force is an integral part of overall management, not a separate specialty
area. Diversity needs to be threaded through every aspect of management, and managers and
supervisors at all levels need the support and resources to do this effectively.

Recommended Action: Develop a written performance standard from which to
measure the good faith efforts of managers and supervisors at all levels.

Once responsibilities are clearly articulated in job descriptions, performance standards should be
developed or revised to include specific performance expectations in making good faith efforts in
EEO/AA/Diversity. Existing campus personnel policy supports this recommendation. PPSM
Policy 23: Performance Appraisal states: “The performance appraisal shall be written and shall
include: . . . For each employee having responsibility for meeting established objectives in equal
employment opportunity and affirmative action, the appraisal shall include an evaluation of the
employee’s good faith efforts in these areas.”

The following is proposed as a guide for developing a performance expectation in this area. An
example of a performance standard for a unit manager which can be easily adapted articulates three
points along a performance continuum (meets expectations, does not meet, and exceeds) and is
provided below:

Meets Expectations

» Maintains a workplace that is free from discrimination and harassment, i.e., zero
tolerance.

» Understands legal liability and ensures that employment and personnel policies and
practices, e.g., nondiscrimination policy, staff development, etc., are communicated
regularly and applied fairly to staff.

» Implements departmental directives to fulfill EEO/AA responsibilities.
* Provides effective leadership in managing a diverse work force: e.g.,

 listens to staff concerns and complaints regarding EEO/AA/diversity issues in the
workplace and addresses them in a timely and responsive manner;

» develops targeted recruitment plans;

» conducts annual performance appraisals and provides constructive and positive
feedback to staff,

* makes sure all staff have opportunities for staff development,

» applies diversity principles to meet diverse needs of staff fairly,

» resolves multicultural conflicts effectively,

» seeks consultation and assistance from appropriate campus resources, and

* regularly attends training and education in EEO/AA/Diversity, etc.
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Does Not Meet Expectations

Makes little or no effort in creating a nondiscriminatory or harassment free workplace.

Does not implement directives to fulfill EEO/AA responsibilities, e.g., communication
of nondiscrimination policy, development of targeted recruitment plans when there are
AA goals, consistent and fair application of personnel policies to all staff.

Ignores or does not take seriously issues raised by staff with regard to EEO/AA matters.

Does not attempt conflict resolution techniques.

Exceeds Expectations
In addition to fulfilling the Meeting Expectations category:

Is a recognized leader in promoting EEO/AA/Diversity issues outside of her/his unit.

Continuously reviews current departmental procedures and practices for differential
impact on groups and makes changes as appropriate, including documentation.

Develops new programs and initiatives which further EEO/AA/Diversity principles and
shares them with others.

Sets up evaluation mechanisms to measure new and revised initiatives.
Keeps abreast of EEO/AA regulations and managing diversity principles.

Is a role model to others in managing diversity effectively.

Recognizing that revising job descriptions and developing performance standards is a
comprehensive task, SAAO encourages departments to seek assistance as they take action in the
coming year. Resources, in the form of training, education programs, consultation and printed
information are available from various units in OHR.
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Targeted Recruitment of Underutilized Women and
Minorities

Summary Recommendations:

To achieve Equal Employment Opportunity and comply with Affirmative Action regulations:

» Supervisors and managers are encouraged to foster a fair, inclusive and supportive work
environment aimed at attracting and retaining diverse staff. SAAO offers resources for
education (courses, books, videos) and consultation with individual departments - as aids
in this endeavor.

» Departments are encouraged to take advantage of on-line recruitment resources.

» Hiring managers should to conduct departmental-level targeted recruitment tailored to
underutilized groups when openings occur in prioritized titles or job groups.

Overview

Underutilization is defined as “having fewer minorities or women in a particular job group than
would reasonably be expected by their availability.”s It is determined by comparing availability
percentages (the proportion of minorities and women qualified and available to work by occupation)
to their actual representation on the campus in each relevant sector of the work force, i.e., job
group. A full discussion of how underutilization is calculated can be found on-line (cf. “Establishing
Affirmative Action Goals” referenced in the Additional Resources section of this plan). In order to
meet affirmative action (AA) obligations under federal law -- and to demonstrate campus
commitment to Equal Employment Opportunity (EEO) for all -- UC Berkeley must make good
faith efforts to reduce underutilization and achieve occupational parity.

Reduction of underutilization can result from a synergy of the programmatic actions recommended
in this plan, including training in and utilization of fair, nondiscriminatory recruitment and selection
procedures; and creation of an inclusive environment that will encourage capable staff of all ethnic
groups and both sexes to commit to UC Berkeley for the long haul.

The additional participation of campus departments in targeting
recruitment for specific positions to underutilized groups is essential
to success in meeting campus goals and legal obligations.

A key aspect of the broad strategy to ensure AA compliance and EEO is the targeted effort made to
recruit underutilized groups into applicant pools for open positions at Berkeley. The Employment
Services unit of the Office of Human Resources ensures that the weekly Job Listings for the campus
are distributed to job seekers of diverse communities, and special attention is paid to including
underutilized minorities and women in those efforts. The additional participation of campus

8 Title 41 Code of Federal Regulations Part 60.2.11(b)
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departments in targeting recruitment for specific positions to underutilized groups is essential to
success in meeting campus goals and legal obligations in this area.

Recommended Action

¢ Take advantage of educational resources in bias-free recruitment and selection practices.
EDT courses in recruitment and selection issues that are part of the “Do the Right Thing”
series, and “Competency Based Interviewing” are excellent, no- or low-cost resources offered to
campus managers and supervisors.

¢ Foster an inclusive, supportive work environment to both attract and retain a diverse staff.
A variety of resources, from books, videos, and educational sessions, to consultations with
individual departments, are available to facilitate the realization of this goal. See items under
“Tools for Managers” in Additional Resources for more information.

¢ Take advantage of recruitment resources available on-line (see Additional Resources for more
detail); most on-line resources are also available in printed form for those without internet access
(contact SAAOQ for printed resources). Recruitment resources include targeted mailing lists,
sample outreach flyers, and inreach materials; employment analyst review of job descriptions to
emphasize transferable skills; and resources and suggestions on building a diverse selection
committee.

¢ Conduct departmental-level targeted recruitment where underutilization exists, especially
when openings occur in prioritized titles or job groups. A discussion on focusing departmental
resources in these areas follows, below.

Focusing Targeted Recruitment Efforts

Where resources permit, departments should conduct targeted recruitment wherever
underutilization exists and affirmative action placement goals are identified.

To help focus departmental resources in addressing underutilization at the campus level, fifteen job
groups® have been selected for prioritized attention. These job groups include the highest areas of
campus underutilization for each of the five groups protected under EEO/AA regulations, and in
the aggregate represent nearly 70% of campus underutilization. Twenty-one titles -- representing
over 80 % of 1999 selection opportunities that occurred in the prioritized job groups -- have been
selected for special emphasis.

To effectively address campus placement goals, departments are
urged to conduct targeted recruitment to underutilized minorities
and women for all openings in prioritized titles.

Each control unit can make focused efforts to emphasize those prioritized titles for which it
employs a large share of the campus work force. On Chart | “Titles Prioritized for Targeted
Recruitment,” titles appropriate for unit emphasis are shaded in each control unit’s column: these
are titles for which the share employed in that unit is greater than the unit’s share of the campus
work force as a whole.

9 Campus titles are currently organized into a total of 34 job groups. The fifteen prioritized job groups comprise over
50% of the campus work force; just over 80% of campus selections in 1999 occurred in these prioritized groups.
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Inreach is an important component of targeted recruitment, given the high percentage of entrances
to campus positions from within the UCB work force (“internal” entrance). A focus on inreach is
especially appropriate in cases where two-thirds or more of the occurrences of entrance to a title are
internal, as highlighted in the “Focus on Inreach” column of the Chart I, Appendix J shows the
“feeder titles” (source titles held by internal candidates selected for the prioritized title) for certain of
these highlighted titles. Further discussion of this issue can be found in the section of this plan titled
Focus on Inreach and Retention.

Description of Charts and Related Material

The charts that follow this page are presented to help the reader understand underutilization on the
Berkeley campus. Additional materials designed for conducting targeted recruitments, including
campus and control unit specific charts, instructions and other tools are included in the
“Recruitment Packet” available on-line at http://hrweb.berkeley.edu/hrsaao.htm, or by contacting the
Staff Affirmative Action Office.

¢ Titles Prioritized for Targeted Recruitment of Underutilized Women and Minorities,
including the share of each title employed in each control unit, placement goals to be addressed
by each control unit, and the percentage of entrances to the title that have come from within the
UC Berkeley work force, can be found on Chart I.

These additional materials related to targeted recruitment can be found in the Appendices, as noted:
¢ Prioritized Job Groups, along with the share of each job group employed in each of UC

Berkeley’s control units, the affirmative action placement goals to be addressed by each control
unit, and titles included in the job group, are listed in Appendix K.

¢ Key “feeder titles” on the Berkeley campus from which current incumbents in certain prioritized
titles have been recruited in the past can be found in Appendix J.

¢ A chart showing campus underutilization alongside underutilization calculated for the four
largest control unitst® can be found in Appendix I.

10 Control Units with fewer than 500 employees rely on campus affirmative action goals rather than goals developed
from utilization analysis of the control unit’s work force, following the recommendation of the Office of Federal
Contracts Compliance Programs (OFCCP) that utilization analysis be conducted on job groups of no fewer than 50-100
incumbents.
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Chart I: Titles Prioritized for Targeted Recruitment of Underutilized Women and Minorities
Effective July 1, 2000 to June 30, 2001

Campus|

Job Work Focus on

Group |Title Force Control Unit Work Force Share and Placement Goals Inreach

CHN EVCP UR VCR UGA CP BAS| % of entrants

All Titles 6761  wktshare 1.7% 45.9% 2.6% 11.5% 13.3% 1.3% 23.7% [from UCB wkf

31 4724 ASSISTANT | 302wkt share: 0.7% 54.0% 2.3% 12.9% 15.6% 1.3% 13.2% 55%
plemt goals: FML FML FML FML ASN, FML FML FML

24 4727 ASSISTANT II-SUPVR 21wkt share: 0.0% 38.1% 0.0% 4.8% 23.8% 0.0% 33.3% 90%
plemt goals: ASN, BLK ASN, BLK ASN, BLK BLK, HSP ASN ASN, BLK ASN

24 4726 ASSISTANT IlI-SUPVR 107|  wtshare: 4.7% 51.4% 3.7% 15.9% 6.5% 0.0% 17.8% 88%)
plemt goals: ASN, BLK ASN, BLK ASN, BLK BLK, HSP ASN ASN, BLK ASN

09 7646 |ADMIN. SPECIALIST 165| it share: 1.2% 54.5% 2.4% 16.4% 10.3% 0.0% 15.2% 92%
plemt goals: ASN BLK ASN ASN ASN * ASN ASN

09 7243 |ANALYST, ADMINISTRATIVE 255| it share: 3.9% 38.4% 7.1% 12.2% 11.4% 5.1% 22.0% 84%
plemt goals: ASN BLK ASN ASN ASN * ASN ASN

09 7242 |ANALYST, ADMINISTRATIVE, SR 187| it share: 2.1% 40.6% 4.3% 8.0% 19.3% 0.5% 25.1% 81%
plemt goals: ASN BLK ASN ASN ASN * ASN ASN

08 7241 |ANALYST, ADMINISTRATIVE,PRIN | 108| it share: 8.3% 38.9% 7.4% 4.6% 14.8% 1.9% 24.1% 66%)
plemt goals: ASN, BLK ASN, BLK ASN, BLK ASN, BLK, HSP, FML ASN, BLK * ASN, BLK ASN

28 4805 |COMPUTER RESOURCE SPEC. | 21 i share: 0.0% 81.0% 0.0% 0.0% 14.3% 0.0% 4.8% 72%)
plemt goals: AMI, BLK, HSP, FML AMI, BLK, HSP, FML AMI, BLK, HSP, FML BLK, HSP, FML HSP, FML AMI, BLK, HSP, FML BLK, HSP, FML

28 4804 [COMPUTER RESOURCE SPEC. II B4 i share: 3.7% 59.3% 1.9% 9.3% 16.7% 0.0% 9.3%) 72%)
plemt goals: AMI, BLK, HSP, FML AMI, BLK, HSP, FML AMI, BLK, HSP, FML BLK, HSP, FML HSP, FML AMI, BLK, HSP, FML BLK, HSP, FML

02 0245 [DIRECTOR (FUNCTIONAL AREA) 117| it share: 3.4% 34.2% 22.2% 4.3% 17.9% 1.7% 16.2% 65%)
plemt goals HSP HSP HSP HSP * HSP * HSP FML

07 7512 [MANAGEMENT SERVICES OFFICER | 34| i share: 0.0% 55.9% 2.9% 14.7% 8.8% 2.9% 14.7% 90%|
plemt goals: ASN, HSP AMI, ASN, HSP ASN, HSP ASN, BLK, HSP HSP ASN, HSP HSP

07 7511 [MANAGEMENT SERVICES OFFICER Il 48| wkt share: 0.0% 64.6% 0.0% 20.8% 8.3% 0.0% 6.3% 100%
plemt goals: ASN, HSP AMI, ASN, HSP ASN, HSP ASN, BLK, HSP HSP ASN, HSP HSP

17 7604 |PROG/ANALYST | - UCB 66 i share: 1.5% 72.7% 10.6% 10.6% 3.0% 0.0% 1.5% 90%|
plemt goals: BLK, HSP, FML BLK, FML BLK, HSP, FML ASN, BLK, HSP, FML BLK BLK, HSP, FML BLK, HSP

09 7603 |PROG/ANALYST Il - UCB 153| ikt share: 0.7% 67.3% 1.3% 16.3% 7.2% 0.0% 7.2% 86%)
plemt goals: ASN BLK ASN ASN ASN * ASN ASN

07 7602 |PROG/ANALYST II-SUPVR-UCB 15[ it share: 0.0% 80.0% 0.0% 13.3% 6.7% 0.0% 0.0% 100%,
plemt goals: ASN, HSP AMI, ASN, HSP ASN, HSP ASN, BLK, HSP HSP ASN, HSP HSP

08 7601 |PROG/ANALYST IIl - UCB 203| it share: 2.5% 65.5% 1.0% 18.2% 6.4% 0.5% 5.9% 81%
plemt goals: ASN, BLK ASN, BLK ASN, BLK ASN, BLK, HSP, FML ASN, BLK * ASN, BLK ASN

03 0742 [PROG/ANALYST IV - UCB 50| i share: 0.0% 76.0% 0.0% 16.0% 6.0% 0.0% 2.0% 100%
plemt goals: BLK, FML BLK BLK, FML BLK, HSP, FML BLK, FML * BLK, FML BLK

03 0739 [PROG/ANALYST IV-SUPVR-UCB 22| it share: 4.5% 77.3% 0.0% 18.2% 0.0% 0.0% 0.0% 91%|
plemt goals: BLK, FML BLK BLK, FML BLK, HSP, FML BLK, FML * BLK, FML BLK

17 6453 |PROGRAM REPRESENTATIVE Il 46| i share: 0.0% 39.1% 2.2% 13.0% 43.5% 0.0% 2.2% 75%)
plemt goals: BLK, HSP, FML BLK, FML BLK, HSP, FML ASN, BLK, HSP, FML BLK BLK, HSP, FML BLK, HSP

12 6452 |PROGRAM REPRESENTATIVE I 31w share: 0.0% 38.7% 9.7% 12.9% 32.3% 0.0% 6.5% 83%
plemt goals: ASN, HSP ASN, BLK, HSP ASN, HSP ASN BLK, HSP ASN, HSP HSP, FML

13 9612 |STAFF RESEARCH ASSOC I 73 0.0% 83.6% 0.0% 15.1% 1.4% 0.0% 0.0% 71%)
ASN, HSP ASN, BLK, HSP ASN, HSP ASN, HSP ASN, HSP * ASN, HSP ASN, HSP *

* Goals marked with an asterisk are instances in which a large control unit has no CU goals, and therefore uses campus goals.

Goals only apply when a vacancy is listed. Thus, control units with no incumbent work force in a job group should disregard goals unless a position is created in that job group.

Shaded cells in the columns for control units indicate appropriate titles for unit emphasis (i.e., where the unit employs a greater share of that title's work force than it does of the campus work force as a whole).

Shaded cells in the "Focus on Inreach” column indicate titles for which entrants from other titles on the UCB campus (via recruitment, reclassification, or waiver) comprised two-thirds or more of all entrants, over a three-year period.

Key to Abbreviations: CHN=Chancellor's Unit; EVCP=Executive Vice Chancellor and Provost; UR=University Relations; VCR=Vice Chancellor for Research; UGA=Undergraduate Affairs; CP=Capital Projects; BAS=Business and Administrative Services
FML=Female; ASN=Asian; BLK=Black; HSP=Hispanic; AMI=American Indian

Staff Affirmative Action Office, University of California, Berkeley
Date Prepared: 8/15/2000
Source: BAS 452 Report s:\aap0001\cu_plan\data\CU Plan Data Presentation.xls:Priority Titles



BEST PRACTICES

The sharing of diverse ideas, experiences and insights is a natural part of life at UC Berkeley. In that
spirit, and in an effort to acknowledge and build upon successful supervisorial and managerial
experience in areas of EEO/AA/Diversity, the Staff Affirmative Action Office will begin to solicit
information on the most innovative and effective practices related to equal employment
opportunity, affirmative action, and diversity from campus departments; and to make that
information available to the campus as a whole.

Best Practices in areas of equal employment opportunity, affirmative
action, and diversity will be widely disseminated in an effort to
acknowledge and build upon successful campus experience.

This year and in subsequent years, SAAO will be looking for procedures, practices, events, activities,
training, or organizational changes that successfully contributed to UC Berkeley’s good faith efforts
to meet EEO/AA obligations and/or to the campus goal to “seek a supportive, inclusive campus
community.” Best practices in this vein might include (but are certainly not limited to):

» Development and implementation of performance standards that acknowledge
managers’ and supervisors’ EEO/AA/Diversity efforts (e.g., training, employee
development across a diverse spectrum of staff, unit participation in campus-wide
diversity programs and initiatives).

» Development of innovative recruitment strategies that attracted qualified applicants of
diverse backgrounds, including a strong showing of applicants in underutilized groups
and use of a diverse selection committee to evaluate applicants and interviewees based
on behavioral competencies.

» Conflict resolution, team building, cross-functional development of mission/goals, or
other improvements to departmental effectiveness, where the process used to achieve
change was based on diversity concepts, tools, and models.

This initiative is designed to make institutional knowledge and experience from all parts of campus
accessible to everyone, thereby establishing a new resource for administrators, supervisors and
managers, and fueling continuous improvement efforts. Staff can learn from others with whom they
might not normally collaborate. Practices from one department can be adapted for use in another,
or simply reading about one unit’s experience may spark the creative ideas in another. While there is
a wealth of information on what other organizations are doing outside of Berkeley, we believe that
we can and should learn from practices that have a proven record on our own campus.

SAAO will disseminate the information in a variety of ways, in order to reach the widest possible
audience. Some of the examples of submissions will be highlighted in the 2001-2002 Control Unit
Staff Affirmative Action Plan. Others will be presented and examined in a series of panel
discussions next year. A selection of the submissions will also be featured on the SAAO website.

SAAQ is in the process of choosing a theme and designing a submission and dissemination program
for EEO/AA and Diversity best practices. The call for submissions will go out in early Spring.
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ADDITIONAL RESOURCES

SAAO offers many resources beyond and related to this plan. Most items are available both on the
OHR website (either in MS-Word; or in printable, Adobe Acrobat format), and in printed copy.

To obtain these items, visit our website (http://hrweb.berkeley.edu/hrsaao.htm) and click on Additional
Resources. You will see a copy of the list that appears below and will be able to click on the names of
the on-line items to download and print them.

To obtain these items in printed copy, please contact us via e-mail, FAX, campus mail, or phone:

University of California, Berkeley « Staff Affirmative Action Office
641 University Hall #1130 « Berkeley, CA 94720-1130
(510) 642-5002 (voice) » (510) 642-0523 (fax) « saao@uclink4.berkeley.edu

BACKGROUND AND DEFINITIONS

= Introduction to Affirmative Action - includes discussion of the impact of Regents’ Resolution
SP-2 and California State Proposition 209 on equal employment opportunity, affirmative action,
and diversity at UC Berkeley.

= Establishing Affirmative Action Goals - an explanation of “availability” and
“underutilization.”

= “Why Diversity Matters” — defines and compares the concepts of equal employment
opportunity, affirmative action, and diversity. Describes the importance of managing a diverse
work force.

= Nondiscrimination and Affirmative Action Policy Regarding Academic and Staff
Employment — full text of the current University of California policy, issued by the UC
President, and the version for use in campus publications (a printed copy appears on the back
cover of this plan).

RECRUITMENT RESOURCES

= Recruitment Resources Packet - includes underutilization chart, table of associations between
departments and control units, job title listings with associated job groups, description of inreach
and outreach services, supplemental mailing lists for targeted inreach and outreach, sample
outreach flyer, sample invitation-to-apply letter.

TooLS FOR MANAGERS

= Do the Right Thing: A Checklist for Managers and Supervisors - a list of actions that
managers and supervisors can take in the areas of recruitment, selection, sexual harassment, and
inclusive work environments to ensure a productive and nondiscriminatory work environment.

= Developing Inclusive Work Environments - a table of tools for managers.

= Selected Educational Titles - a bibliography of videos, books, manuals, guides and other
publications.

= List of educational programs, workshops and training courses - listings and contacts for
selected programs and workshops offered by SAAO, EDT, CARE Services, and other units.

= Useful Links - other web-based sources of information on equal employment opportunity,
affirmative action, and diversity issues as well as links to other EEO/AA offices.

=  SAAO consulting services - description of SAAO services.
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APPENDIX B: DEFINITIONS AND EEO/AA/DIVERSITY
RELATIONSHIP

Affirmative Action - Affirmative action is one aspect of the Eight-Factor Analysis - Current government regulations

federal government’s efforts to ensure equal employment
opportunity. Executive Order 11246 prohibits federal
contractors from discriminating against employees on the
basis of race, sex, religion, color, or national origin, and
requires contractors to implement affirmative action plans
to increase the participation of minorities and women in
the workplace. Pursuant to federal regulations, affirmative
action plans must consist of an equal employment
opportunity policy statement, an analysis of the current
work force, identification of problem areas, the
establishment of goals and timetables for increasing
employment  opportunities,  specific  action-oriented
programs to address problem areas, support for community
action programs, and the establishment of an internal audit
and reporting system.

Availability - Availability is an estimate of the percentage of

minorities and women in the relevant labor market who
are qualified and interested in positions on the Berkeley
campus during the term of the affirmative action program.
Using a process that considers eight factors (see below),
statistics from outside labor markets and the internal
campus work force are used to determine availability
percentages for each job group.

Compliance - The University is a federal contractor and is

obligated to comply with federal laws and regulations
regarding affirmative action. These obligations include
ensuring diverse pools of applicants for campus positions;
developing and maintaining affirmative action plans which
identify areas of underutilization of minorities and women;
and demonstrating good faith efforts to eliminate
underutilization.

Diversity - Generally, diversity refers to “human qualities that

are different from our own and those of groups to which
we belong; but that are manifested in other individuals
and groups. Dimensions of diversity include but are not
limited to: age, ethnicity, gender, physical abilities or
qualities, race, sexual orientation, educational background,
geographic location, income, marital status, military
experience, parental status, religious beliefs, work
experience, and job classification.” (Adapted from Marilyn
Loden and Judy Rosener, Workforce Americal Managing
Employee Diversity as a Vital Resource, Illinois: Business One
Irwin, 1991, p. 18.) In the context of this plan, diversity
represents a comprehensive organizational and managerial
process for developing an environment that maximizes the
potential of all employees by valuing difference.

require that, in performing availability analyses, an
organization must “consider” at least eight designated
factors. Referred to as the “8-Factor Analysis,” they
include the following for minorities:

1. the minority population of the labor area surrounding
the facility;

2. the size of the minority unemployment force in the
labor area surrounding the facility;

3. the percentage of the minority work force as compared
with the total work force in the immediate labor area;

4. the general availability of minorities having requisite
skills in the immediate labor area;

5. the availability of minorities having the requisite skills
in an area in which the contractor (e.g., UC) can
reasonably recruit;

6. the availability of promotable and transferable
minorities within the contractor’s organization;

7. the existence of training institutions capable of training
persons in the requisite skills; and,

8. the degree of training which the contractor is
reasonably able to undertake as a means of making all
job classes available to minorities.

The above factors for women are identical to those for
minorities except that the availability of “women seeking
employment in the labor or recruitment area” is substituted
for “the minority population in the labor area surrounding
the facility” in Factor 1. Availability is determined for each
job group by weighting each of the above factors in
accordance with each factor’s significance to that job
group.

Employees - Refers to non-academic career, contract, or

partial-year career employees at the University of
California, Berkeley.

Equal Employment Opportunity (EEO) - A term used by

the federal government to refer to employment practices
that ensure nondiscrimination on the basis of race, sex,
religion, color, national origin, physical or mental ability,
medical condition, ancestry, or age. The principle behind
EEO is that everyone should have the same access to
opportunities.

Ethnic References - The following terms for race and ethnic

groups are used to maintain consistency with systemwide
and federal reporting requirements even though they may
not reflect current popular usage:

American Indians - Persons having origins in any of
the original American Indian peoples of North America
(including Eskimos and Aleuts), or who maintain
cultural identification through tribal affiliations or
community recognition.

Asian - This definition encompasses:
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Chinese/Chinese-American: Persons having origins in any
of the original peoples of China; Japanese/Japanese-
American: Persons having origins in any of the original
peoples of Japan; Korean/Korean-American: Persons
having origins in any of the original peoples of Korea;
Filipino/Pilipino: Persons having origins in any of the
original peoples of the Philippine Islands; Pakistani/East
Indian: Persons having origins in any of the original
peoples of the Indian sub-continent; Pacific Islanders
(including Samoa) or other Asian persons having origins
in any of the original peoples of Southeast Asia and the
Far East not included in any of the Asian categories
listed above.

Black - (not of Hispanic origin) - Persons having origins
in any of the Black racial groups of Africa.

Hispanic - (including Black individuals whose origins
are Hispanic) - This definition encompasses:
Mexican/Mexican-American/Chicano: Persons  of
Mexican culture or origins, regardless of race; Latin-
American/Latino: Persons of Latin American culture or
origins (including persons having origins from Central
America, South America, Cuba, Puerto Rico, and the
Dominican Republic), regardless of race; Spanish/
Spanish-American: Persons of Spanish culture or origin
not included in any of the Hispanic categories listed
above.

Caucasian - Persons having origins in any of the original
peoples of Europe, North Africa, or the Middle East
(not of Hispanic origin).

Goal - According to federal affirmative action regulations, an
employer must set goals for hiring women and minorities in
job groups where the employer has identified
underutilization. The goal is a percentage that matches the
rate of availability. For example, in a job group where
women are underutilized and the availability rate for
women in that job group is 25%, the goal would be for
25% of the hires for that year in that job group to be
women. There is no requirement for the employer to meet
the goals. Rather, the goals are targets that employers may
use to measure the overall effectiveness of their affirmative
action program.

Good Faith Efforts - Specific actions taken by an employer to
meet affirmative action goals or deliver a successful
affirmative action program.

Job Group - Job groups are the basic building blocks for
developing availability proportions and conducting the
utilization analysis. Each job title is grouped with other
titles, using such criteria as similar job content, wage rates,
and opportunities for advancement. There are a total of 34
job groups at the University. For a listing of job titles
within each job group, go to
http://hrweb.berkeley.edu/ AAEEO/¢_jtgrps.htm .

Minorities - The term “minorities” as used in affirmative
action refers to four ethnic minority groups: American
Indians, Asians, Blacks, and Hispanics.

Placement Goal - See “Goal.”

Snapshot - Because the work force numbers fluctuate, a
snapshot of the work force is taken at one particular point
in time, e.g., as of a particular day, and used as the basis for
analysis. The snapshot used for utilization analysis of the
work force is December 31 of each year.

Targeted Recruitment - Efforts in recruitment specifically
targeted to attract qualified applicants from identified
underutilized groups, such as mailings to minority
organizations.

The Regents’ Resolution SP-2 - The Regents’ Resolution
SP-2, effective January 1, 1996, states that the University
of California shall not use race, religion, sex, color,
ethnicity or national origin as criteria in its employment
practices, except where “strictly necessary” to maintain
eligibility for federal funding. The University is required to
comply with federal affirmative action requirements in
order to remain eligible for funding as a federal contractor.
Under federal guidelines, the use of race or gender as a
“plus” factor in making employment decisions is permitted,
but not required. Therefore, effective January 1, 1996, the
use of race or gender as a “plus” factor is no longer a part
of the University’s affirmative action plan. However,
federal enforcement agencies have determined that race
and gender targeted recruitment efforts are “strictly
necessary” components of an effective affirmative action
plan.  Therefore, the University continues to conduct
targeted recruitment and outreach in job groups where
there is underutilization.

Underutilization - Underutilization occurs when the
percentage of employees in a protected group (women or
minorities) is less than the availability percentage for that
protected group.  Underutilization is calculated for
employees in each job group. The declaration of
underutilization does not amount to an admission of
impermissible conduct. It is neither a finding of
discrimination nor a finding of a lack of good faith
affirmative action efforts. Rather, underutilization is a
technical targeting term used exclusively by affirmative
action planners who seek to apply good faith efforts to
increase in the future the percentage of utilization of
minorities and women in a work force.

Utilization Analysis - A comparison of the percentage of
minority or women employees actually in a job group with
the percentage of qualified minorities and women in the
relevant labor market.

Work Force - The number of non-academic career, contract
and partial-year career employees at the University of
California, Berkeley. The numbers can also be
disaggregated to look at control unit or departmental work
force profiles. Work force profiles count numbers of
employees, not FTE (full-time equivalents).
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APPENDIX C: RESPONSIBILITIES FOR
EEO/AA/DIVERSITY IMPLEMENTATION

Good Faith Efforts

All administrators, managers, and supervisors are
responsible for doing their part to promote equal
employment opportunity and achieve a workplace that is
free of discrimination.1t

The Regents’ Resolution SP-2 has not changed the
responsibilities of management to ensure equal
employment opportunity. Communication, leadership,
and accountability are essential to successful affirmative
action programs. There are many actions management
can take that qualify as “good faith efforts” to achieve a
successful affirmative action program.

Chancellor

The Chancellor has the lead role and responsibility for
equal employment opportunity and affirmative action.
The Chancellor provides leadership to ensure the
commitment of campus administrators and managers.
Communicating regularly to the campus community
about the University’s commitment to and progress in
equal employment opportunity, affirmative action, and
diversity represents a good faith effort.

Vice Chancellors

Vice Chancellors provide leadership that assures
commitment to equal employment opportunity and
affirmative action at the control unit level.

Examples of good faith efforts include: encouraging
direct reports to use the control unit staff affirmative
action plan as a management planning tool,
disseminating affirmative action placement goal
information broadly, and providing incentives for
managers who make good faith efforts, including
attendance at appropriate workshops (see Additional
Resources, page 40).

11 These responsibilities are outlined in federal law 41 CFR 60-2
and University of California Personnel Policies for Staff
Members 12, 14, 20, 21, and 23.

Deans/Directors/Department Chairs
Every personnel decision has affirmative action and
diversity implications (see Checklist of Good Faith
Efforts, Appendix D). Deans, directors, and
department chairs ensure equitable application of
personnel policies. They promote a workplace that is
free from discrimination and harassment.

Examples of good faith efforts are: communicating
nondiscrimination policies and procedures to all
employees, working with managers to develop
departmental directives to fulfill EEO/AA
responsibilities, and reviewing personnel activities to
ensure fairness, such as equal access to training,
promotional opportunities, etc.

Unit Managers/MSQOs/Supervisors

Unit managers, MSOs, and supervisors sustain a
workplace that is free from employment discrimination
and harassment. They apply employment and personnel
policies and practices fairly. They implement
departmental directives to fulfill EEO/AA
responsibilities.

Good faith efforts include: identifying affirmative action
placement goals and targeting recruitment to
underutilized groups; ensuring all staff are aware of
nondiscrimination policies and procedures, which
should include, minimally, posting policies in
appropriate, visible, and accessible locations (see
Additional Resources — Background and Definitions for
the Nondiscrimination Policy); taking prompt and
appropriate action when there are complaints, incidents,
or conflicts; considering the Checklist of Good Faith
Efforts, Appendix D, when implementing personnel
activities; and encouraging staff development, including
attendance at workshops to enhance skills in supervision
and management.

In addition, all administrators and managers should
evaluate their direct reports’ good faith efforts in
fulfilling their EEO/AA responsibilities as part of
annual performance appraisals.

2000-2001 Control Unit Staff Affirmative Action Plan ¢ University of California, Berkeley -47-


http://hrweb.berkeley.edu/AAEEO/MgtProDv.htm
http://cois.chance.berkeley.edu/compliance/employ.html
http://hrweb.berkeley.edu/aaeeo/bkground.pdf

APPENDIX D: CHECKLIST OF GOOD FAITH EFFORTS

Good Faith Efforts are specific actions that employers can take to fulfill their EEO/AA
responsibilities. Examples of “good faith efforts” follow:

General: To promote equal employment opportunity and achieve a work place that is free of discrimination.
Communicate your commitment to EEO/AA to all employees.

Ensure that employees are aware of nondiscrimination policies and procedures; post policies in a visible location.
Ensure that departmental processes, procedures, and systems are nondiscriminatory and free of bias.

Process and/or maintain EEQ/AA records in accordance with established procedures.

Evaluate supervisors for making good faith efforts in EEO/AA; document in performance appraisals.

Ensure that reasonable accommaodations are made for disabled employees.

Promote staff development.

Take appropriate and timely action when there’s been an allegation of sexual harassment.

Attend workshops to enhance your knowledge in this area (see Additional Resources, page 40).

Ooo0Ooo0oo0ooooQgoQgdg

Recruitment: To ensure opportunities for all qualified applicants, including underutilized groups.
O Identify affirmative action placement goal(s) for all job openings.

O Contact the Employment Analyst, Inreach/QOutreach Coordinator, or Technical Recruiter to develop a general and
targeted recruitment strategy, including a strategy for internal campus recruitment, as soon as you know of vacancy.

O Develop a contingency plan if the initial recruitment effort does not bring in a sufficiently diverse pool.

O Allow sufficient time, including extension of recruitment, to recruit a diverse applicant pool (a two week time period
may not be enough).

O Conduct department-level targeted recruitment for all job openings in which there is underutilization.
O Design customized flyers and letters to invite applicants.

O Send out flyers and letters announcing the job before the job is posted in the Job Listings to give campus staff
organizations time to post and disseminate information to their members.

O Ensure that outreach efforts also encourage qualified applicants with disabilities, Vietnam-era veterans, and special
disabled veterans.

O Use the Supplemental Mailing List and Inreach Recruitment List of Campus Staff Organizations for targeted
recruitment efforts (see Additional Resources, page 40).

O Indicate the affirmative action placement goal(s) on the Job Vacancy Listing (JVL) Form (see Additional Resources,
page 40).

O Attend the “Successful Selection Integrated with the Laws of Hiring” workshop.

Selection: To hire the most qualified applicant using a fair and nondiscriminatory process.

O Review the selection process to ensure that it treats each applicant fairly and consistently. Consult with your
Employment Analyst.

O Review the interview format and questions for possible bias. Consult with a diverse group of individuals, your
Employment Analyst, or the Staff Affirmative Action Office.

O Ensure that reasonable accommodations are made to applicants needing them.

O If using a group interview process, create a diverse selection panel. Contact your Employment Analysts and/or
members from campus staff organizations to serve on panel.

O Assess all applicants using the same selection criteria.
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Consider all skills that qualify the applicant, including experience with actual tasks as well as transferable skills, when
reviewing job applications.

Interview as many applicants as possible to increase opportunity.
Use competency-based interviewing techniques.

Eliminate interview questions that are not job related. Keep written records of all applicants interviewed and be
certain that the information recorded relates to the individual’s ability to perform the duties.

Check references after the interview and ask job-related questions about the applicant’s skills, knowledge, and
abilities to do the job. Document questions and answers.

Be consistent with reference checks. Weigh information received consistently for all applicants.
Give all applicants an opportunity to address any negative feedback from reference checks.

Ensure that selection panel members discuss the impact of common biases such as stereotyping, unsubstantiated
first impressions that may influence a decision, and assessments based on different “comfort levels” with people of
dissimilar groups.

Document the selection process fully. Retain all records (interview questions/notes, reference check
questions/notes, and the completed Interview Data Form).

Attend the “Competency Based Interviewing” and “Successful Selection Integrated with the Laws of Hiring”
workshops.

Promotional/Development Opportunities: To make career development and promotional opportunities

available to interested and qualified employees, including minorities and women.

[ [ [ |

Consider using departmental resources to create staff internships.

Allow staff to apply for staff internships.

Encourage staff to participate on departmental and campus committees to enhance development.
Inform all staff of internal staff development and promotional opportunities.

Promote and support employee training and development for all employees.

Encourage employees to develop career plans and acquire training to enhance knowledge and skills.
Provide mentoring on the job to enhance upward mobility.

Attend the “Developing Inclusive Work Environments” workshop.

Reclassifications: To ensure fairness and nondiscrimination in the reclass process.

g
g

g
g

Ensure that all employees understand the reclassification process and the criteria for reclasses.

In assessing reclassifications, consider if others in similar job classifications who may be interested in upward
mobility have access to higher level duties and/or training to develop competencies.

Determine whether certain jobs lead to reclasses more than others, and who has access to those jobs.

Review your department’s history in terms of reclassifications and its impact on different groups. Note patterns,
trends, or areas of concern, particularly for minorities and women.

Terminations: To ensure fairness and nondiscrimination in the termination process.

g
g

O

Explore other alternatives (retraining/reassignment) before making a decision to terminate.

Document the rationale and process for each termination and ask your Employee Relations Specialist or the Staff
Affirmative Action Office to review.

Review the unit’s history in terms of terminations and its impact on different groups. Note patterns, trends or areas
of concern, particularly for minorities and women. Consult with the Staff Affirmative Action Office.
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APPENDIX E: FREQUENTLY ASKED QUESTIONS

Q_ Haven't the Regents’ Resolution SP-2 and California Proposition 209 eliminated affirmative action?

No. As a federal contractor, the University is obligated to comply with federal laws and regulations regarding

A_ affirmative action and nondiscrimination in employment. These obligations include ensuring diverse pools of applicants
for campus positions; developing and implementing affirmative action plans that identify areas of underutilization of
minorities and women; developing and disseminating annual placement goals, and demonstrating good faith efforts to
eliminate underutilization. The Regents’ Resolution SP-2 and California Proposition 209 both contain provisions that
require continued compliance with federal regulations to keep the University eligible to receive federal funds.

Q Will managers still need to be accountable for meeting equal employment opportunity and affirmative action
*  objectives?

Yes. Managers are responsible for making good faith efforts toward achieving EEO/AA objectives and should be
A evaluated on their performance in this area, per Personnel Policy 23: “for each employee having responsibility for
meeting established commitments in equal employment opportunity and affirmative action, the [written performance]
appraisal shall include an evaluation of the employee’s good faith efforts in these areas.”

Q How can a manager hold subordinates accountable for making good faith efforts in areas of equal employment
*  opportunity and affirmative action?

Writing responsibility for good faith efforts in areas of EEO/AA into job descriptions, and then assessing performance
of those responsibilities in annual performance appraisals are appropriate tools for holding subordinates accountable.
Personnel Policy 23 provides specific direction in this area (see previous FAQ). The sub-section of this plan entitled
“Accountability for Good Faith Efforts in EEO/AA/Diversity” contains a sample that departments can use in
developing their own performance standards for evaluating good faith efforts in meeting EEO/AA/ Diversity
responsibilities.

How can good faith efforts toward meeting equal employment opportunity obligations and affirmative action
goals be achieved without taking into consideration race, ethnicity, or sex in hiring or training and developing
employees?

In hiring, when there are openings for which affirmative action goals have been established, departments can make
good faith efforts by identifying those goals and supplementing general outreach efforts with targeted recruitment to
underutilized minorities and women. The purpose of these efforts is to ensure a diverse applicant pool. When there is
underutilization (a prerequisite to establishment of AA goals), race, ethnicity and gender can be considered in focusing
and supplementing the recruitment process without violating SP-2 or Proposition 209.

> O

In training and development, departments can make career advancement/promaotional opportunities available to
interested and qualified employees, including minorities and women. Appropriate opportunities can be identified in the
course of providing regular, constructive feedback to help each employee develop along lines that will lead to maximum
engagement of her/his potential to contribute to the mission of UC Berkeley.

Q_ How will a department know that they’ve been successful with department-level targeted recruitment?

applicant pool. If the applicant pool data closely matches or exceeds the placement goal percentage, then the targeting
was successful. For information on the composition of the applicant pool during the recruitment period, contact your
Employment Analyst. Note: Only those applicants who self-identify are counted in the ethnic/gender composition of
the applicant pool.

A Departments can compare the affirmative action placement goal to the relevant ethnic and gender percentage in the

Q_ If department-level targeted recruitment hasn’t been successful, what else can a department do?
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Consult your Employment Analyst, the Technical Recruiter, or Inreach/Outreach Coordinator for alternative strategies.
If you feel you have already done your best even though it did not yield the expected results, you can proceed in the
hiring process; but please document your good faith efforts on the Interview Data Form.

Avre there funds available to assist departments who do not have money to conduct targeted recruitment?

No central funds are available. However, in many cases, targeted recruitment requires only a little creativity, not more
money. For example, departments with similar occupational job openings can share advertising costs in order to
broaden the recruitment effort. Contact your Employment Analyst, the Technical Recruiter (642-0627), or the
Inreach/Outreach Coordinator (642-9080) for ideas.

>0 >

What resources are there for targeted inreach recruitment?

Margie Beltran, at 642-9080, is the campus Inreach/Outreach Coordinator. She can help departments develop and
coordinate targeted inreach recruitment.

> O

Can recruitment advertisements for campus positions encourage minorities and women to apply?

Yes. Advertisements must continue to state that the University is an “Equal Opportunity/Affirmative Action Employer.” It is
also recommended for advertisements to state that “all qualified applicants are encouraged to apply, including minorities and
women.”

> O

What if there’s an affirmative action goal for a position in a department where there is good representation
department-wide in that group? Should the department still target recruitment?

Yes. Because there is underutilization for the campus (or control unit) as a whole, every good faith effort must be made
to ensure that a diverse pool will be available each time there is an opening in a job group for which an AA goal has
been set, no matter where in the organization that opening occurs.

> O

Doesn’t underutilization show that the campus is discriminating against certain groups?

No. It is neither a finding of discrimination nor a finding of a lack of good faith affirmative action efforts. Rather,
underutilization is a technical targeting term used exclusively by affirmative action professionals to measure affirmative
action programs.

> O

Why aren’t affirmative action goals set for American Indians in the Senior Management Group (Job Group 1)?
They certainly seem to be underrepresented.

Affirmative action goals are set where meaningful underutilization exists. Utilization analysis (in the affirmative action
sense) compares the percentages of minorities or women qualified and available for a given job group against their
actual representation in the job group; when the representation is less than the availability, underutilization exists. The
numbers of minorities or women employed in the job group is not compared against the numbers of women or
minorities in the general population. Occupational parity is the criteria used for determining underutilization, not
population parity. The availability for American Indians in the Senior Management Group is 0.4 percent. In the small
Senior Management Group, users of AA methodology would “expect” to find 0.15 American Indians in Job Group 1
(0.4% of 37 persons). Because there are, in fact, no American Indian executives on campus, there is underutilization for
that group. However, UC Berkeley sets affirmative action goals only where the underutilization is considered to be
“meaningful.” The threshold used to distinguish meaningful from marginal underutilization is 0.5 persons. Given the
availability figures in job group 1, the Senior Management Group would have to grow to 125 persons before an
affirmative action goal would be set for American Indians.

> O

Q_ Why isn’t underutilization determined at the departmental level?

>

In many cases, the work force numbers would be too small to be interpretable.
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Should veterans and persons with disabilities be included in recruitment efforts even though there are no goals
for them?

Yes. Federal regulations require contractors to take affirmative action to employ and promote qualified covered veterans
and persons with disabilities. However, since determination of underutilization is not a requirement for these groups,
availability is not calculated for them and no goals are set.

Can the University ask applicants to self-identify their status as veterans and individuals with disabilities?

No. The University may no longer ask applicants to self-identify, even voluntarily, their status in the above categories
until after an offer of employment has been made and before the person’s employment commences.

What are “good faith efforts”?

Good faith efforts are specific actions taken by an employer to meet affirmative action goals or equal employment
opportunity obligations. Appendix D is a checklist of good faith efforts managers and supervisors can make to fulfill
their responsibilities in these areas.

Doesn’t being fair mean treating everyone the same?

Many people think that fairness means treating everyone the same. But sometimes treating everyone the same doesn’t
work for a diverse staff. An example might help to clarify this idea. Consider a situation in which employees have
limited English language skills or reading proficiency, such that this limitation doesn’t affect their ability to do their jobs.
For such employees, transmitting important information through complicated memos might not be an effective way of
communicating with them. While distributing such memos to all staff is “treating everyone the same,” this approach
may not communicate essential information to everyone. A staff member who missed out on essential information that
was distributed in a way that isn’t accessible to him or to her might feel -- with some justification -- that the
communication process was unfair. A process that takes account of the diverse levels of English language and reading
proficiency among the staff might include taking extra time to be sure that information in an important memorandum is
understood. Such efforts on the part of supervisors and managers should be supported and rewarded as good
management practices for working with a diverse staff.
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APPENDIX F: HUMAN RESOURCES DIVERSITY-
ORIENTED TRAINING COURSES

The following list of courses, in the categories shown, was used to generate training statistics for

managers and supervisors in the period January 1, 1996 to December 31, 1998. Some courses were

offered multiple times during that period.

Category

Course

Managing in a Diverse Environment

Dealing with Difficult Behavior

Do The Right Thing

Flexible Work Arrangements

Giving & Receiving Feedback
Making a Fresh Start

Managing Conflict

Managing Conflict - Advanced
Managing & Mediating Conflict
Maximizing Staff Potential

Positive Ways to Resolve Differences
Providing Feedback

Providing Feedback: Your Role As Coach
Resolving Conflict - Team

Resolving Conflict - Staff

Resolving Conflicts

Taking Advantage of Change
Understanding Our Differences

Work Environment Free from Sex Discrm.

Recruitment and Selection

A To Z Of Successful Selection
Competency Based Interviewing
Get to the Bottom Line
Interview and Selection

Information about courses that will be offered in 2000-2001 can be found in the EDT catalog, and
on-line as referred in the Additional Resources section of this plan.
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APPENDIX G: CONTROL UNIT SUMMARY DESCRIPTIONS

Business and Administrative Services:

The Business and Administrative Services (BAS) control unit serves and supports the campus
community in the areas of human resources, physical environment, auxiliary & business services,
health & safety, community relations, and sports & recreation. With its diverse array of departments
and units, BAS provides day-to-day support to the teaching, research, and public service activities of
the campus. This support includes routine building maintenance; management of the campus’
business services and real estate; acquisition of supplies, equipment and business contracts; medical
treatment & education; human resource services; printing, reprographic, & mail services;
environmental health & safety services; public safety; transportation; sports & recreational activities;
and maintenance of community relations with a wide range of Berkeley constituent groups. Vice
Chancellor Horace Mitchell leads a work force made up of managers, health care professionals,
coaches, environmental health specialists, police officers, analysts, skilled craft workers, custodians,
and administrative & support personnel.

Undergraduate Affairs

The Undergraduate Affairs (UGA) control unit provides student and faculty support service
programs. These services contribute to the academic success and the development of leadership
and personal skills of a highly diverse student body in a complex and ever changing environment.
UGA coordinates these efforts with other departments, divisions, schools, and colleges across the
campus in the areas of academic development, retention, admissions and financial aid, multicultural
diversity, campus outreach, student conduct, and other student-related matters. Vice Chancellor
Genaro Padilla leads a work force largely comprised of managers, analysts, educational outreach
staff, student affairs officers, food service staff, facilities maintenance personnel, and administrative
support staff.

Capital Projects

Capital Projects (CP) provides the physical and technical infrastructure that supports the teaching,
research, and public service of the university. Major areas are Physical and Environmental
Planning, Project Management, and Inspection Services; notable initiatives include the NCP (New
Century Plan) and the SAFER (Seismic Action Plan for Facilities Enhancement and Renewal)
program. Led by Vice Chancellor Edward J. Denton, a staff of architects, planners, engineers,
inspectors, construction specialists, contract administrators, accountants, and administrative support
manages and delivers the Berkeley campus’ $550M average annual capital improvement program.

Vice Chancellor for Research

The Vice Chancellor for Research (VCR) control unit helps the university sustain an effective
environment for faculty research; facilitates the receipt and administration of research funding;
oversees the compliance of research with federal, state and university regulations; and helps
disseminate results of faculty efforts to the public and to private industry. The units reporting to the
Vice Chancellor include organized research units, museums and science centers, standing
committees and administrative units involved in maintaining compliance with University and Federal
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policies. Vice Chancellor Joe Cerny leads a work force made up of managers, information
technology professionals, staff research associates, analysts, animal health technicians, scientific
laboratory technicians, and administrative support personnel.

The Chancellor’s Unit

The Chancellor’s control unit (CHN) encompasses the Office of the Vice Chancellor — Budget
and Finance and the Chancellor’ s Immediate Office. The Office of the Vice Chancellor — Budget
and Finance represents amajor portion of the control unit work force and handles a wide range of
financial management, strategic and resource planning activities including responsibility for all
phases of Berkeley's academic, financial, and capital planning as well as for the administration
and management of campus resources. The control unit work force consists of executives,
managers, analysts, coordinators, programmers, and administrative support personnel.

The Executive Vice Chancellor and Provost

The Executive Vice Chancellor and Provost (EVC&P) control unit is responsible for the planning,
development, implementation, and assessment of all academic programs and policies on the campus.
Units reporting to Executive Vice Chancellor and Provost Paul Gray include all the schools and
colleges (including the professional schools), the Library, Information Systems and Technology, the
Graduate Division, Cal Performances, the Berkeley Art Museum and Pacific Film Archive and
University Extension. The EVC&P control unit career work force is the largest of all the control
units, representing roughly 46% of the campus total, with staff in nearly every occupational category
with the exception of health care and police.

University Relations

The mission of University Relations (UR) is to increase support for and enhance knowledge of the
University of California, Berkeley through public outreach and relations with government, and
through fundraising. Private support from individuals, corporations, and foundations is raised in the
context of building long-term relationships with the university, through UR’s Development Office,
and in conjunction with The University of California, Berkeley Foundation (UCBF), Cal’s primary
vehicle for enlisting fundraising volunteers from the private sector. Public support is raised by The
Office of Public Affairs, which enhances the positive image and institutional presence of the
university through various media, through the building of relationships, and by communicating
messages of the campus leadership. Vice Chancellor Donald McQuade heads a small, tightly
focused staff of fundraisers, writers and editors, artists, analysts, and administrative support
personnel.
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Appendix H: Work Force Trends, 12/31/1997 - 03/31/2000

by Personnel Program Level in each Control Unit

Total Male Female Amind Asian Black Hispanic White Ttl Min
0% 0% - -- - - -- 0% --
21% 86% -17% -- -20% - -- 29% 0%
-5% -25% 9% -- 0% 200% -50% -9% 0%
3% 0% 3% -- -38% 200% 50% 8% 0%
2% 0% 3% -- -18% 200% 13% 3% 0%
29% 46% -25% -- -- - 0% 31% 0%
33% 24% 45% -- 56% 0% 25% 31% 38%
16% 8% 21% -9% 18% 40% 27% 13% 24%
-1% 4% -3% 5% -3% 7% 9% -1% -1%
7% 7% 6% 0% 5% 3% 13% 7% 6%
-33% 0% -100% -- - - -- -33% --
21% 20% 22% -- 50% 0% -50% 25% 13%
11% 40% 2% -- 33% 25% 150% 2% 50%
-12% 7% -13% -100% 0% -14% 20% -15% -8%
2% 16% -2% -100% 21% 7% 33% -1% 7%
0% 0% 0% -- -- - -- 0% --
83% 103% 11% -- 133% - 0% 75% 150%
19% 6% 33% 400% 11% 83% 125% 13% 50%
-4% 1% 7% 20% 13% -5% 0% -10% 4%
9% 14% 5% 83% 16% 12% 10% 6% 15%
-33% -50% 0% -- -100% - 0% 0% -50%
24% 21% 25% 0% 100% 50% 0% 19% 38%
10% 3% 14% 0% 5% 8% 23% 10% 10%
8% 6% 8% 100% 15% 1% -1% 13% 5%
9% 5% 11% 17% 12% 4% 7% 12% 7%
0% 0% 0% -- -- 0% 0% 0% 0%
12% 19% 2% -- -20% 29% 50% 15% 4%
13% 14% 11% 25% 11% 32% 11% 9% 20%
0% 1% 2% 8% 14% -5% -4% -2% 1%
4% 6% 2% 12% 11% 3% 0% 4% 5%
0% 0% - -- - - -- 0% --
500% 433% 700% -- 200% 300% -- 750% 250%
-9% -50% 26% -- 43% 0% 100% -29% 42%
-7% -25% 0% 0% 18% 0% -25% -30% 5%
18% 3% 29% 0% 37% 43% 17% 7% 33%
9% 19% -25% -- -100% 0% 0% 14% -20%
35% 43% 25% 0% 33% 44% 21% 35% 33%
14% 7% 18% 20% 14% 30% 25% 10% 21%
0% 2% 2% 7% 5% -4% 2% -2% 1%
6% 7% 6% 11% 8% 4% 7% 6% 7%

Figures show change in number of staff between 12/31/1997 and 3/31/2000, for each Personnel Program
Level and demographic group. Comparison is adjusted for changes in control unit affiliation

of departments, so that population shifts shown are not due to departmental transfers between control units.

Key to Control Unit Abbreviations:

EVCP=Exec Vice Chancellor & Provost

VCR=Vice Chancellor for Research

BAS=Business and Administrative Services

UGA=Undergraduate Affairs
UR=University Relations

CP=Capital Projects

CHN=Chancellor's Unit

Staff Affirmative Action Office
University of California, Berkeley
Date Prepared: 8/15/2000

Source: BAS 452 Report

s:\aap0001\cu_plan\data\CU Plan Data Presentation.xIs:CU Trends Charts
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Appendix I: Campus and Large Control Unit Underutilization
Effective July 1, 2000 - June 30, 2001

Campus EVCP VCR UGA BAS
[AmInd ] Asian | Black | Hisp [Female] [Amind[ Asan [ Black | Hisp [Female] [AmInd[ Asan [ Black [ Hisp [Female] [Amind] Asan [ Black [ Hisp [Female| [AmInd] Asan [ Black [ Hisp [Female]

[ Serior Management Group | el Tall[flaleal Te][r [+l +] J[Crltl+1 T JCrl+l T 1 |

2 - Senior Managers 1 T 2 T T T T 3

3- Managers & Staff Speciaists T 4 9 T 1 T 14 T T T T 1

4 - Physicians & Allied Practitioners T 1 1 T 1 1

5 - Architects & Engineers 3 4 4 T 4 1 2 5) T T T T T T 1 1 2 3

6 - Managers & SupervisorsLevel 2 T 5) T 2 1 T 1 T T 1 T T 4 3

7 - Managers & SupervisorsLevel 1 3 15 1 5) T 1 1 2 T 4 1

8- Analysts & Staff Spec Level 2 2 8 T 4 3 3 3 1 9 T 4

9- Anaysts & Staff Spec Level 1 8 4 10 T 8

10 - Maint, Fab & Ops Supvrs T 1 T 2 T T T T T T T T 1

11 - Health & Allied Professionas 1 1 1 1 T T T T T 1 1 1

12 - Comm, Arts & Graph Tech Supp 6 3 5) 1 2 T 1 2 1 T 1 3

13 - Laboratory & Allied Sciences 7 8 3 2 5) 4 3 T T T T

14 - Student Services T 1 1 T 1

15 - Skilled Crft Wrkrs & Oprtvs 1 6 8 T 1 1 2 1 7 6
° 116 - Nurses T 1 1 1 1 T 1 1 1 1

17 - Entry Level Professionals 5) 3 1 3 10 1 1 1 4 T 1 1 1

18 - Police Officers 2 1 2 1
° |19 - Health Care Technicians T 2 T 1 1 1 T 2

20 - Scientific Technicians 1 2 4 4 23 1 6 1 4 18 T 2 2 3 T T 1 T 1 2

21 - Research Support 2 T 4 T T T

22 - Communications, Arts & Graphics 7 T T 1 1 1 T 1 1 14

23 - Facilities Maint Supvrs T T T 1 1 T 1 3 T

24 - Clerical Supervisors 6 5) 5) 8 1 1 T 1 1

25 - Facilities Operations & Maint 3 2 1 1 1 1

26 - Security and Parking Services 16 8 1 8

27 - Library Assistants T 1 19 T 2 17 T 1 1 2

28 - Information Prep & Processing 1 6 6 38 1 6 4 29 T 1 1 1 1 2 T 1 1 3
° |29 - Admin/Clerical Support Level 4 1 5) 4 1 1 4 1 3 T 2 2
° |30 - Admin/Clerical Support Level 3 2 1

31 - Admin/Clerical Support Level 2 33 11 5) T 4 7 6

32 - Admin/Clerical Support Level 1 T 2 9 T 2 2 T 1 3 T 1 2 T 1

33 - Stores, Reprog, Mail T 2 1 6 T 2 T T 1 T 1 T 1 1 6

34 - Food Services 1 2 1

TOTAL 4 46 | 40 | 65 | 184 4 36 | 42 | 38 | 107 1 25 | 15 | 18 | 57 2 8 3 14 | 12 2 22 8 21 | 63

Note: § Figuresin these cells indicate the number of additional minorities'women needed to reach full utilization in
each job group, provided that the overall job group total remains constant.

1 Inunshaded cells, a cross indicates that there is no representation of the protected group referenced by that cell (i.e., zero incumbantsin that group). No cross is shown where there are no incumbants in the job group.
1 Smaller Control Unit (Chancellor's, University Relations, and Capital Projects) use under utilization calculated for the campus as a whole.
1 Analysis based on March 31, 2000 work force data.

1 Underutilization is shown only where placement goals are set. Placement goals are set where underutilization is 0.5 or greater. Where a cross
is shown, underutilization of less than 0.5 exists.

° Female-dominated job group. The Staff Affirmative Action Office has defined female-dominated job
groups as those with campus female representation of 80% or more .

Staff Affirmative Action Office, University of California, Berkeley
Date Prepared: 8/15/2000
Source: BAS 452 Report s:\aap0001\cu_plan\data\CU Plan Data Presentation.xls:Undr Util, >=0.5 Rounding



APPENDIX J: “FEEDER TITLES” TO TITLES
PRIORITIZED FOR TARGETED RECRUITMENT

Some of the titles prioritized for Targeted Recruitment of underutilized women and minorities were
overwhelmingly selected (either competitively or through reclassification or waiver of recruitment)
from within the UC Berkeley work force.12 In some of these cases, the titles from which staff were
selected are predominantly of certain “feeder titles.” To assist managers and supervisors in targeting
recruitment to groups of campus staff from which incumbents in the prioritized titles have been
selected in the past, a list of certain prioritized titles and their “feeder titles” is provided in the table

below.

Title Prioritized Titles Feeder Titles
Code
4724 | __ ASSISTANT I 4724 _ ASSISTANT I (casual, casual restricted)
4672 CLERK, SR/SECRETARY
4726 ____ASSISTANT HI-SUPVR 4723 ASSISTANT II
4722 ASSISTANT 11
7646 ADMIN. SPECIALIST 4726 ASSISTANT II-SUPVR
4722 ASSISTANT 11
7243 ANALYST, ADMINISTRATIVE 4722 ASSISTANT 1
4723 ASSISTANT II
4726 ASSISTANT 111-SUPVR
7242 ANALYST, ADMINISTRATIVE, SR 7243 ANALYST, ADMINISTRATIVE
7241 ANALYST, ADMINISTRATIVE,PRIN | 7242 ANALYST, ADMINISTRATIVE, SR
4805 COMPUTER RESOURCE SPEC. | 4724 ASSISTANT I
4723 ASSISTANT 11
4804 COMPUTER RESOURCE SPEC. Il 4805 COMPUTER RESOURCE SPEC. |
4723 ASSISTANT 11
0245 | DIRECTOR (FUNCTIONAL AREA) 7241 ANALYST, ADMINISTRATIVE, PRIN |
4351 STUDENT AFF. OFFICER V
7604 PROG/ANALYST | - UCB 4723 ASSISTANT Il
4804 COMPUTER RESOURCE SPEC. Il
4805 COMPUTER RESOURCE SPEC. |
7603 PROG/ANALYST Il - UCB 7604 PROG/ANALYST I - UCB
4804 COMPUTER RESOURCE SPEC. 11
7602 PROG/ANALYST II-SUPVR-UCB 7603 PROG/ANALYST Il - UCB
6453 PROGRAM REPRESENTATIVE 11 4723 ASSISTANT Il
4724 ASSISTANT |
6452 PROGRAM REPRESENTATIVE 11 6453 PROGRAM REPRESENTATIVE Il
6452 COMPUTER RESOURCE SPEC. I (casual)
4723 ASSISTANT 11
9612 STAFF RESEARCH ASSOC II 9613 STAFF RESEARCH ASSOC |
e 9612 STAFF RESEARCH ASSOC Il (casual, casual restricted)

12 Findings during a three year period, Oct 95 - Oct 98, studied in the Staff Affirmative Action Office’s “Title Mobility”
project.
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Appendix K: Prioritized Job Groups
Effective July 1, 2000 to June 30, 2001

Campus|

Work

Job Group Force|
All Titles 6761

01 Executive Program 37|
02 Senior Managers 250

wkf share:

wkf share:
plemt goals:

wkf share:
plemt goals:

Control Unit Work Force Share and Placement Goals

CHN EVCP UR VCR UGA CP BAS
1.7% 45.9% 2.6% 11.5% 13.3% 1.3% 23.7%
10.8% 59.5% 5.4% 5.4% 5.4% 2.7% 10.8%
ASN, BLK, FML ASN, BLK, FML ASN, BLK, FML ASN, BLK, FML ASN, BLK, FML ASN, BLK, FML ASN, BLK, FML *
[ADMINISTRATOR (FUNCTL AREA) - SMG (0104, 0105) FINANCIAL OFFICER (0071)
ASSISTANT TO THE CHANCELLOR, EXEC (0145) MANAGEMENT PROGRAM (UNTITLED) (0100)
ASSISTANT, EXEC (FUNCTL AREA) (0113, 0114) MANAGER (FUNCTL AREA) - SMG (0099, 0101)
ASST TO THE CHANC (FUNCTL AREA) (0150) OFFICER (FUNCTL AREA) - SMG (0102)
[ASST TO THE CHANC, SPEC (FUNCTL AREA) (0155) POLICE CHIEF - SMG (0121)
CAMPUS COUNSEL - SMG (0115) PROVOST (FUNCTL AREA) (0042)
CHANCELLOR (0030) PROVOST (SCHOOL/COLLEGE) - SMG (0167)
CHANCELLOR, ASSOC (FUNCTL AREA) (0139) PROVOST, ACT (SCHOOL/COLLEGE) - SMG (0168)
CHANCELLOR, ASST (FUNCTL AREA) (0140) SPEC LV SALARY WITH SMG & SEARLES (0199)
COORD (FUNCTL AREA) - SMG (0106, 0107) SPEC LV SALARY WITH SMG CONT (0197)
DEAN (FUNCTL AREA) - SMG (0108) UNIVERSITY LIBRARIAN - SMG (0118)
DEAN (FUNCTL AREA) - SMG, (FUNCTL AREA) (0109) VICE CHAN, ASSOC (FUNCTL AREA) - SMG (0090)
DEAN (SCHOOL/COLLEGE) - SMG (0160) VICE CHAN, ASST (FUNCTL AREA) - SMG (0091)
DEAN, ACTING (SCHOOL/ COLLEGE) - SMG (0163) VICE CHANCELLOR (FUNCTL AREA) (0033)
DEAN, ASSOC (FUNCTL AREA) - SMG (0111) VICE CHANCELLOR (RESTRICTED USE) (0032)
DEAN, ASST (FUNCTL AREA) - SMG (0110) VICE CHANCELLOR, ASST (SAFETY) - SMG (0092)
DIR (FUNCTL AREA) - SMG (0093, 0097, 0098) VICE CHANCELLOR, SR (FUNCTL AREA) (0035)
DIR, ASSOC (FUNCTL AREA) - SMG (0095) VICE CHANCELLOR, SR (RESTRICTED USE) (0034)
DIR, ASST (FUNCTL AREA) - SMG (0096) VICE PROVOST (FUNCTL AREA) - SMG (0122)
DIR, DEPUTY (FUNCTL AREA) - SMG (0094) (FUNCTL AREA) OF (FUNCTL AREA) - SMG (0103)
EXECUTIVE DIRECTOR - SMG (0088)
6.4% 29.2% 12.8% 4.4% 14.0% 9.2% 24.0%
HSP HSP HSP Hsp * HSP * HSP FML

ADMIN/COORD/OFC (FUNCTL AREA) (0355)
ASSISTANT, PHYSICAL PLANT ADMIN (0755)
BUYER V (0753)

CAPTAIN, SR (0754)

CHANCELLOR, ASST (FUNCTL AREA) - MSP (0701)
COACH, INTERCOL ATHLETIC, HEAD - MSP (0786)
COMPUTING RESOURCE MANAGER III-UCB (0744)
DEAN (FUNCTL AREA) (0380)

DEAN, ASSOC (FUNCTL AREA) (0385)

DIR (FUNCTL AREA) (0245)

DIR, ASSOC (FUNCTL AREA) (0256)

DIR, ASST (FUNCTL AREA) (0259)

DIR, DEPUTY (FUNCTL AREA) (0250)

ENGINEER, SR CHIEF (0758)

FIRE CHIEF (0797)

MANAGEMENT AND PROF PROG (UNTITLED) (0700)
MANAGEMENT SERVICES OFFICER IV (0743)
MANAGER (FUNCTL AREA) (0280)

MANAGER, ASSOC (FUNCTL AREA) (0283)
MARINE SUPERINTENDENT (0752)
OMBUDSPERSON, CAMPUS (0506)

POLICE CHIEF (0478)

POLICE CHIEF, ASST (0479)
PROGRAMMER/ANALYST V - SUPVR - UCB (0732)
PROVOST, ASST (0388)

REGISTRAR (0490)

SPECIALIST (FUNCTL AREA) (0461)

VICE CHAN, ASSOC (FUNCTL AREA) (0209)

VICE CHANCELLOR, ASST (FUNCTL AREA) (0210)
VICE PROVOST (FUNCTL AREA) (0386)

* Goals marked with an asterisk are instances in which a large control unit has no CU goals, and therefore uses campus goals. Small control units (Chancellor's, Capital Projects, University Relations) always use campus goals.

For Job Group 1, all control units use campus goals.

Goals only apply when a vacancy is listed. Thus, control units with no incumbent work force in a job group should disregard goals unless a position is created in that job group.
Titles represented in BOLD appear on the Priority Titles list.
Key to Abbr.: CHN=Chancellor's Unit; EVCP=Exec. Vice Chancellor and Provost; UR=University Relations; VCR=Vice Chancellor for Research; UGA=Undergraduate Affairs; CP=Capital Projects; BAS=Business and Admin. Services.

Staff Affirmative Action Office, University of California, Berkeley

Date Prepared: 8/15/2000
Source: BAS 452 Report

(continued on next page)
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Appendix K: Prioritized Job Groups
Effective July 1, 2000 to June 30, 2001

Campus|

Work

Job Group Force|
All Titles 6761

03 Managers & Staff Specialists 182]
04 Physicians & Allied Practitioners 48
07 Managers & Supervisors Level 1 185

wkf share:

wkf share:
plemt goals:

wkf share:
plcmt goals:

wkf share:
plcmt goals:

Control Unit Work Force Share and Placement Goals
CHN EVCP UR VCR UGA CP BAS
1.7% 46.1% 2.6% 11.3% 13.3% 1.3% 23.7%
3.8% 49.5% 1.1% 34.1% 3.8% 0.5% 7.1%
BLK, FML BLK BLK, FML BLK, HSP, FML BLK, FML * BLK, FML BLK
[ACCOUNTANT II, PRIN (0747) DEAN, ASST (FUNCTL AREA) (0384)
ADMIN STIPEND WITH MSP TITLE (0496) EDITOR, SPON - MSP (0504)
|ADMIN/COORD/OFC, ASSOC (FUNCTL AREA) (0363) ENGINEER, CHIEF (0760)
ADMIN/COORD/OFC, ASST (FUNCTL AREA) (0366) ENGINEER, DEVELOPMENT, PRIN (0729)
[ADVISOR IIl, PATENT (0745) ENGINEER, DEVELOPMENT, SR - MSP (0728)
ANALYST, ADMINISTRATIVE, PRIN 11 (0731) ENGINEER, PRIN (0727)
[ANALYST, BUDGET, PRIN Il (0733) INSPECTOR, CONSTRUCTION, PRIN (0723)
ANALYST, GEOPHYSICAL (0507) LABOR RELATIONS ADVOCATE (0509)
[ANALYST, MEDICAL APPLICATIONS (0505) MANAGER, ASST (FUNCTL AREA) (0285)
ANALYST, PERSONNEL, PRIN | - MSP (0751) MARINE SUPERINTENDENT, ASST (0757)
[ARCHITECT, PRINCIPAL (0717) OFFICER/ADM, EH&S (0492)
ASSISTANT/EX ASST/SP ASST (FUNCTL AREA) (0425) PLANNER, EDUCATIONAL FACILITY, PRIN (0719)
[ASSOC OF THE PRES/CHAN (0798) PLANNER, PRINCIPAL (0721)
AUDITOR I, PRINCIPAL (0749) PROGRAMMER/ANALYST IV - SUPVR - UCB (0739)
CAMPUS COUNSEL - MSP (0426) PROGRAMMER/ANALYST IV - UCB (0742)
CAPTAIN (0756) PROGRAMMER/ANALYST V - UCB (0734)
CATERER, EXECUTIVE (0502) SPECIALIST, EH&S, PRIN (0725)
(COACH, INTERCOL ATHLETIC, ASST - MSP (0788) STATISTICIAN, ADMINISTRATIVE (0501)
COACH/SPECIALIST - MSP (0787) TEMP SALARY SUPPL WITH MSP TITLE (0498)
COMPUTING RESOURCE MANAGER I1-UCB (0746)
0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 100.0%
BLK, HSP BLK, HSP * BLK, HSP BLK, HSP * BLK, HSP * BLK, HSP BLK, HSP
COMMUNITY HEALTH PROGRAM CHIEF (0790) PHYSICIAN, ASSOC (0771)
COUNSELING PSYCHOLOGIST Il (0712) PHYSICIAN, ASST (0772)
DIETITIAN, CHIEF (0715) PHYSICIAN, CONSULTING (UHS) (0778)
DIR, MEDICAL SERVICE (0767) PHYSICIAN, DIPLOMATE, ASSOC (0770)
ENTEROSTOMAL THERAPIST (0511) PHYSICIAN, DIPLOMATE, SR (0768)
MANAGER, CLINICAL LABORATORY (0759) PHYSICIAN, SR (0769)
MANAGER, COUNSELING CENTER | (0711) PHYSICIST, HOSPITAL RAD, SUPVG (0780)
MANAGER, COUNSELING CENTER I (0710) PSYCHOLOGIST I1I (0793)
NURSE, ADMINISTRATIVE IV (0764) PSYCHOLOGIST, CHIEF (0792)
NURSE, ADMINISTRATIVE V (0763) REHABILITATION SERVICE, CHIEF OF (0794)
NURSE, CLINICAL V (0766) SOCIAL WORKER, CLINICAL, CHIEF (0789)
PHARMACEUTICAL SERVICES, CHIEF (0781) SUPERVISOR OF SPEECH PATHOLOGY (0791)
PHARMACEUTICAL SERVICES, CHIEF, ASSOC (0782) THERAPIST, OCCUPATIONAL V (0796)
PHARMACEUTICAL SERVICES, CHIEF, ASST (0783) THERAPIST, PHYSICAL V (0795)
PHARMACIST SPECIALIST (0784)
0.0% 61.1% 0.5% 9.2% 18.4% 0.5% 10.3%
ASN, HSP AMI, ASN, HSP ASN, HSP ASN, BLK, HSP HSP ASN, HSP HSP
COACH/SPECIALIST (4006) COMPUTER OPERATIONS - SUPVR series (4810, 4811)
CHILD DEV CENTER MANAGER (4102) STORES SUPERVISOR, SR (5070)
CHILD DEV CENTER COORD (4103) FOOD SERVICE MANAGER series (5442, 5443, 5444)
MANAGER, CASHIER'S OFFICE (4610) ASSISTANT, LIBRARY V (6758)
COLLECTIONS MANAGER (4620) RESIDENCE HALLS MANAGER (7424)
COLLECTIONS REPRESENTATIVE, SR (4621) MGMT SERVICES OFFICER | & Il (7511, 7512)
COLLECTIONS REP, SR - SUPVR (4624) PROGRAMMER/ANALYST Il - SUPVR - UCB (7602)
ENGINEER, STATIONARY, CHIEF (8251)

* Goals marked with an asterisk are instances in which a large control unit has no CU goals, and therefore uses campus goals. Small control units (Chancellor's, Capital Projects, University Relations) always use campus goals.
Goals only apply when a vacancy is listed. Thus, control units with no incumbent work force in a job group should disregard goals unless a position is created in that job group.

Titles represented in BOLD appear on the Priority Titles list.

Key to Abbr.: CHN=Chancellor's Unit; EVCP=Exec. Vice Chancellor and Provost; UR=University Relations; VCR=Vice Chancellor for Research; UGA=Undergraduate Affairs; CP=Capital Projects; BAS=Business and Admin. Services.

Staff Affirmative Action Office, University of California, Berkeley
Date Prepared: 8/15/2000
Source: BAS 452 Report
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Appendix K: Prioritized Job Groups
Effective July 1, 2000 to June 30, 2001

Campus

Work

Job Group Force|
All Titles 6761

08 Analysts & Staff Spec Level 2 341
09 Analysts & Staff Spec Level 1 893
12 Comm, Arts & Graph Tech Supp 157
13 Laboratory & Allied Sciences 186
15 Skilled Crft Wrkrs & Oprtvs 111

wkf share:

wkf share:
plcmt goals:

wkf share:
plemt goals:

wkf share:
plemt goals:

wkf share:
plemt goals:

wkf share:
plemt goals:

Control Unit Work Force Share and Placement Goals

CHN EVCP UR VCR UGA CP BAS
1.7% 46.1% 2.6% 11.3% 13.3% 1.3% 23.7%
5.6% 53.4% 2.9% 12.9% 9.1% 1.2% 15.0%
ASN, BLK ASN, BLK ASN, BLK ASN, BLK, HSP, FML ASN, BLK * ASN, BLK ASN
PLANNER, EDUCATIONAL FACILITY, SR (6962) ASSISTANT TO THE ___ 11 (7540)
DATA PROCESSING PROD COORD, PRIN - SUPVR (7195) ADVISOR | and II, PATENT (7573, 7572)
STATISTICIAN, SR and PRIN (7212, 7211) PROGRAMMER/ANALYST Iif - UCB (7601)
ANALYST, ADMINISTRATIVE, PRIN | (7241) AUDITOR IV (7629)
ANALYST, BUDGET, PRIN I (7251) ACCOUNTANT IV (7635)
ANALYST, PUBLIC ADMIN, PRIN (7261) ANALYST, PERSONNEL, PRIN | (7661)
BUYER V (7772)
3.7% 43.8% 3.7% 11.5% 10.6% 1.8% 24.9%
ASN BLK ASN ASN ASN * ASN ASN
ACCOUNTANT (7618) ANALYST, PUBLIC ADMIN (7263)
[ACCOUNTANT Il (7620) ANALYST, PUBLIC ADMIN, SR (7262)
ACCOUNTANT Ill (7617) ASSISTANT TO THE ____1(7541)
ADMINISTRATIVE SPECIALIST (7646) AUDITOR | (7626)
ANALYST, ADMINISTRATIVE (7243) AUDITOR Il (7627)
ANALYST, ADMINISTRATIVE, SR (7242) AUDITOR Ill (7628)
ANALYST, BUDGET (7253) BUYER Il (7774)
ANALYST, BUDGET, SR (7252) BUYER Ill (7776)
ANALYST, FACILITY REQUIREMENTS (6965) BUYER IV (7773)
ANALYST, FACILITY REQUIREMENTS, SR (6964) COACH, INTERCOL ATHLETIC, ASST (4007)
ANALYST, PERSONNEL (7663) PROGRAMMER/ANALYST Ii - UCB (7603)
ANALYST, PERSONNEL, SR (7662) STATISTICIAN (7213)
0.0% 49.7% 15.3% 8.3% 19.1% 0.0% 7.6%)]
ASN, HSP ASN, BLK, HSP ASN, HSP ASN BLK, HSP ASN, HSP HSP, FML
ARTIST, SR and PRIN (6102, 6101) PROGRAM PROMOTION MANAGER | and Il (7676, 7675)
AUDIONVISUAL & PHOTO SERVICES SUPERVISOR (6119) PUBLICATIONS MANAGER and SR (7679, 7678)
ILLUSTRATOR, MEDICAL, PRIN (6121) EDITOR, SR and PRIN (7683, 7682)
MUSICIAN, PRIN (6191) PUBLICATIONS COORD, SR and PRIN (7694, 7693)
PRODUCER-DIR SR and PRIN and MANAGING (6213, 6212, 6211) WRITER, SR (7703)
PUBLIC EVENTS MANAGER, SR and PRIN (6312 and 6311) BOOKBINDER, EDITION, O&P - SUPVR (8804)
PROGRAM REPRESENTATIVE IIl (6452) TECHNICIAN, PREPRESS O&P SUPERVISOR (8812)
MANAGER, ARTS AND LECTURES (6466) BOOKBINDER, LIBRARY - SUPVR (8841)
PUBLIC INFORMATION REP and SR (7672, 7671) PRESS OPERATIONS & PROD SUPERVISOR (8870)
0.0% 67.7% 0.0% 31.7% 0.5% 0.0% 0.0%
ASN, HSP ASN, BLK, HSP ASN, HSP ASN, HSP ASN, HSP * ASN, HSP ASN, HSP *
SUPERINTENDENT, AGRICULTURE, SR and PRIN (8119, 8118) BOTANICAL GAR/ARBORETUM MGR and SR (9552, 9551)
STAFF RESEARCH ASSOC Il (9612) ANIMAL RESOURCES MANAGER and SUPVR (9522, 9521)
STAFF RESEARCH ASSOC Ill, IV, and V (9611, 9610, 9609) SPECTROSCOPIST (9520)
STAFF RESEARCH ASSOC L, Ill, IV, and IV - SUPVR (9616, 9615, 9614) DIVING OFFICER (9717)
VETERINARIAN (LAM), ASST and ASSOC and SR (9533, 9532, 9531) SCIENTIST, MUSEUM and SR and PRIN (9723, 9722, 9721)
TECHNICIAN, ANIMAL HEALTH Iil and IV (9535, 9534)
0.0% 17.1% 0.0% 0.0% 0.0% 0.9% 82.0%
AMI, HSP, FML ASN, BLK, FML AMI, HSP, FML AMI, HSP, FML * AMI, HSP, FML * AMI, HSP, FML AMI, HSP, FML

INSPECTOR, CONSTRUCTION, ASST and ASSOC and SR (7004, 7003, 7002)
TECHNICIAN, DRAFTING (7103)

ESTIMATOR, PRINTING and SR (7713 and 7712)

'SHEETMETAL WORKER (8126)

ENGINEER, EQUIPMENT OPERATING (8135)

INSULATION WORKER (8141)

MACHINIST and LEAD (8143, 8142)

INSPECTOR-PLANNER-ESTIMATOR (8151)

MECHANIC, ELEVATOR and LEAD (8188 and 8159)

ROOFER (8189)

PLUMBER-PIPEFITTER and LEAD (8191, 8190)

STEAMFITTER and LEAD (8193, 8192)

ELECTRICIAN and LEAD (8195, 8194)

CARPENTER and LEAD (8197 and 8196)

PAINTER and LEAD (8199, 8198)

ENGINEER, STATIONARY & ASST CHIEF & LEAD (8255, 8253, 8252)

* Goals marked with an asterisk are instances in which a large control unit has no CU goals, and therefore uses campus goals. Small control units (Chancellor's, Capital Projects, University Relations) always use campus goals.
Goals only apply when a vacancy is listed. Thus, control units with no incumbent work force in a job group should disregard goals unless a position is created in that job group.

Titles represented in BOLD appear on the Priority Titles list.

Key to Abbr.: CHN=Chancellor's Unit; EVCP=Exec. Vice Chancellor and Provost; UR=University Relations; VCR=Vice Chancellor for Research; UGA=Undergraduate Affairs; CP=Capital Projects; BAS=Business and Admin. Services.

Staff Affirmative Action Office, University of California, Berkeley
Date Prepared: 8/15/2000
Source: BAS 452 Report
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Appendix K: Prioritized Job Groups
Effective July 1, 2000 to June 30, 2001

Campus|

Work

Job Group Force|

All Titles 6761

17 Entry Level Professionals 191

20 Scientific Technicians 159

24 Clerical Supervisors 182]

28 Information Prep & Processing ‘ 91
31

‘Admin/CIericaI Support Level 2 ‘ 316

wkf share:

Wwkf share:
plemt goals:

wkf share:
plemt goals:

wkf share:
plemt goals:

wkf share:

plemt goals:

wkf share:
plcmt goals:

Control Unit Work Force Share and Placement Goals
CHN EVCP UR VCR UGA CP BAS
1.7% 46.1% 2.6% 11.3% 13.3% 1.3% 23.7%
0.5% 36.1% 4.7% 13.6% 35.1% 2.1% 7.9%
BLK, HSP, FML BLK, FML BLK, HSP, FML ASN, BLK, HSP, FML BLK BLK, HSP, FML BLK, HSP
RECREATION SUPERVISOR and ASST (4003, 4004) PLANNER, ASST (6969)
RECREATION PROGRAM INSTRUCTOR (4011) TECHNOLOGIST, EH&S, ASST (7134)
COACH, INTERCOL ATHLETIC, ASST and HEAD (4014, 4012) ENGINEER, JR (7155)
'SPORTS ASSISTANT (4021) ENGINEER, DEVELOPMENT, JR (7184)
REFEREE/UMPIRE (4022) STATISTICIAN, ASST (7214)
LIFEGUARD (4031) ANALYST, ADMINISTRATIVE, ASST (7244)
'SPORTS EVENT ATTENDANT (4041) ANALYST, BUDGET, ASST (7254)
CHILD DEV CENTER TEACHER | and Il - SUPVR (4106, 4104) ANALYST, PUBLIC ADMIN, ASST (7264)
CHILD DEV CENTER TEACHER | and Il (4107, 4105) RESIDENCE HALLS MANAGER, ASST (7425)
ADVISOR, OCCUPATIONAL INFO (4321) PROGRAMMER/ANALYST | - UCB (7604)
COUNSELOR | (4422) ACCOUNTANT, ASST (7619)
PROGRAM REPRESENTATIVE | (6454) ANALYST, PERSONNEL, ASST (7664)
PROGRAM REPRESENTATIVE Il (6453) BUYER | (7775)
TRANSLATOR/INTERPRETER FOR THE DEAF (6680) COUNSELOR, CAMP (9901)
[ARCHITECTURAL ASSOC (6905)
0.0% 60.4% 0.0% 27.0% 4.4% 0.0% 8.2%
AMI, ASN, BLK, HSP, FML AMI, ASN, BLK, HSP, FML AMI, ASN, BLK, HSP, FML BLK, HSP, FML HSP AMI, ASN, BLK, HSP, FML BLK, FML
TECHNICIAN, DRAFTING, SR and PRIN (7102 and 7101) TECHNICIAN, TELESCOPE and SR and PRIN (8323, 8322, 8321)
TECHNICIAN, EH&S and SR and PRIN (7143, 7142, 7141) TECHNICIAN, OFFICE MACHINE, I-11l (8634, 8633, 8632)
ENGINEERING AID and SR and PRIN (7163, 7162, 7161) MECHANICIAN, LAB and HELPER and SR and PRIN (8653, 8654, 8652, 8651)
TECHNICIAN, DEVELOPMENT, I-V (7174, 7173, 7172, 7171, 7170) TECHNOLOGIST, PETROLOGICAL and SR (8663, 8662)
TECHNICIAN, ELECTRONICS and TRAINEE and SR and PRIN (8304, 8303, 8302, 8301) TECHNICIAN, OPTICAL, SR and PRIN (8762, 8761)
GLASSBLOWER, LABORATORY and TRAINER and SR and PRIN (8314, 8313, 8312, 8311)
2.7% 58.8% 2.2% 11.5% 8.2% 0.0% 16.5%
ASN, BLK ASN, BLK ASN, BLK HSP ASN ASN, BLK ASN
CHILD DEV CENTER ASSISTANT (4108) COMPUTER RESOURCE SPEC | and Il - SUPVR (4803, 4802)
COLLECTIONS REP - SUPVR (4625) MAIL SERVICE SUPERVISOR (4821)
COMPOSITOR, GRAPHIC, SR - SUPVR (4694) MAIL PROCESSOR, SR - SUPVR (4826)
_____ASSISTANT | - SUPVR (4728) STOREKEEPER - SUPVR and SR (5069, 5068)
| ASSISTANT ll and Ill - SUPVR (4727, 4726) ASSISTANT, LIBRARY II-IV - SUPVR (6767, 6766, 6765)
REPROGRAPHICS SUPERVISOR (4768) SURVEY SUPERVISOR (7231)
KEY ENTRY SUPERVISOR | and Il (4771, 4770) MANAGER, GIFT SHOP (7497)
2.2% 71.4% 1.1% 5.5% 13.2% 0.0% 6.6%
AMI, BLK, HSP, FML AMI, BLK, HSP, FML AMI, BLK, HSP, FML BLK, HSP, FML HSP, FML AMI, BLK, HSP, FML BLK, HSP, FML
KEY ENTRY OPERATOR and ASST and LEAD (4773, 4774, 4772) CODER and SR (4962, 4961)
COMPUTER RESOURCE SPEC I-1 (4805, 4804) DATA PROC. PROD COORD & SR & PRIN (7193, 7192, 7191)
COMPUTER OPERATOR and SR (4813, 4812) DATA PROCESSING PROD COORD, SR - SUPVR (7196)
0.6% 53.8% 2.2% 14.2% 14.9% 1.3% 13.0%!
FML FML FML FML ASN, FML FML FML
COUNSELOR, LEARNING SKILLS, ASST (4417) TRANSLATOR-NONTECHNICAL (6693)
| ASSISTANT | (4724) TRANSLATOR-TECHNICAL (6694)
SURVEY WORKER, SR (7232)

* Goals marked with an asterisk are instances in which a large control unit has no CU goals, and therefore uses campus goals. Small control units (Chancellor's, Capital Projects, University Relations) always use campus goals.
Goals only apply when a vacancy is listed. Thus, control units with no incumbent work force in a job group should disregard goals unless a position is created in that job group.
Titles represented in BOLD appear on the Priority Titles list.
Key to Abbr.: CHN=Chancellor's Unit; EVCP=Exec. Vice Chancellor and Provost; UR=University Relations; VCR=Vice Chancellor for Research; UGA=Undergraduate Affairs; CP=Capital Projects; BAS=Business and Admin. Services.

Staff Affirmative Action Office, University of California, Berkeley
Date Prepared: 8/15/2000
Source: BAS 452 Report
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APPENDIX L: ABBREVIATIONS USED IN THIS DOCUMENT

AA
Am Ind
AMI
ASN
BAS
BLK
CHN
CP
EDT
EEO
EVC&P
EVCP
EXEC
FML
Hisp
HSP
OHR
PROF
SAAO
SR MGR
SUPP
uc
UCB
UGA
UR
VCR

Affirmative Action

American Indian

American Indian

Asian

Business and Administrative Services (control unit)

Black

Chancellor’'s Unit (control unit)

Capital Projects (control unit)

Employee Development & Training (unit of the Office of Human Resources)
Equal Employment Opportunity

Executive Vice Chancellor and Provost (control unit)

Same as “EVC&P”

The Executive staff on the UCB campus (SMG Program, Job Group 1)
Female

Hispanic

Hispanic

Office of Human Resources

Professional Staff (part of PSS Program, Job Groups 5-14)

Staff Affirmative Action Office

Senior Managers (MSP Program, Job Groups 2-4)

Clerical and Support Staff (part of PSS Program, Job Groups 15-34)
University of California

University of California at Berkeley

Undergraduate Affairs (control unit)

University Relations (control unit)

Vice Chancellor for Research (control unit)
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NOTES

[1] Vice Chancellor Mitchell is quoted from his address at the Berkeley Staff Assembly’s Excellence
in Management awards ceremony, on May 11, 2000.

[2] See Taylor Cox,. Jr., Cultural Diversity in Organizations, San Francisco: Berrett-Koehler
Publishers, 1993; R. Roosevelt Thomas, Jr., Beyond Race and Gender: Unleashing the Power of
Your Total Work Force by Managing Diversity, New York: AMACOM, 1991; Marilyn Loden and
Judy B. Rosener; Ph.D., Workforce Americal Managing Employee Diversity as a Vital Resource;
Burr Ridge: Irwin Professional Publishing, 1991.

[3] from Getting your managers to “own” retention: how to cut your turnover rate in half, by John
Sullivan, Head and Professor of Human Resource Management College of Business, San Francisco
State University. Article available at http://ourworld.compuserve.com/homepages/gately/pp15js31.htm .

[4] Chancellor Berdahl is quoted from his keynote address at the Berkeley Staff Assembly’s
Excellence in Management awards ceremony, on May 11, 2000.

[5] Jobless Rate Drops To 3.9%, Minorities score big gains -- inflation fears fueled, John M. Berry,
Washington Post, May 6, 2000.

[6] Bureau of National Affairs, Economy Spurs Highest Turnover Rates in Nearly 20 Years, BNA
Survey Finds, March 13, 2000. Press release available at http://www.bna.com/press/turnover.htm .
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Contact Information

University of California, Berkeley
Staff Affirmative Action Office
641 University Hall #1130
Berkeley, CA 94720-1130

phone: 510-642-5002

fax: 510-642-0523

e-mail: saao@uclink4.berkeley.edu
web:  hrweb.berkeley.edu/hrsaao.htm

Nondiscrimination Policy

The University of California prohibits discrimination
against or harassment of any person employed by or
seeking employment with the University on the basis
of race, color, national origin, religion, sex, physical
or mental disability, medical condition (cancer-related
or genetic characteristics), ancestry, marital status,
or age, or within the limits imposed by law or
University policy, sexual orientation, citizenship, or
status as a covered veteran (special disabled veteran,
Vietnam era veteran, or any other veteran who served
on active duty during a war or in a campaign or
expedition for which a campaign badge has been
authorized).

The University of California is an affirmative
action/equal opportunity employer. The University
undertakes affirmative action to assure equal
employment opportunity for underutilized
minorities and women, for persons with
disabilities, and for special disabled veterans, Vietnam
era veterans, and any other veterans who served on
active duty during a war or in a campaign or expedition
for which a campaign badge has been authorized.

University policy is intended to be consistent with
the provisions of applicable State and Federal law.

Inquiries regarding the University’s equal opportunity
policies for staff and management employment may
be directed to Edith Ng, Director of Staff Affirmative
Action and Diversity Programs, 641 University Hall,
#1130, (510) 642-5002. Inquiries regarding policies
concerning disability-related equal opportunity may
be directed to Ward Newmeyer, ADA/504
Compliance Officer, (510) 643-5116 (voice or
TTY/TDD). Inquiries regarding policies concerning
sexual harassment and equal opportunity on the basis
of sex may be directed to Carmen McKines, Title 1X
Compliance Officer, 200 California Hall, #1500,
(510) 643-7985. Inquiries regarding age
discrimination may be directed to Alan T. Kolling,
Age Discrimination Act Coordinator, (510) 642-
6392. Inquiries regarding the University’s equal
opportunity policies for academic employment may
be directed to the Academic Compliance Office, 200
California Hall, #1500, (510) 642-2795.
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mailto:saao@uclink4.berkeley.edu

	Table of Contents
	FOREWORD
	EXECUTIVE SUMMARY
	Key Findings
	Programmatic Action
	Best Practices

	HOW THIS PLAN IS ORGANIZED
	CAMPUS SNAPSHOT
	Analysis of the Campus Snapshot
	Occupational Shifts
	Demographic Shifts
	Ethnic and Gender Distribution in the Campus Hierarchy
	Ethnic and Gender Distribution across Control Units
	Chart A: Work Force Profile by Ethnicity and Gender: UC Berkeley
	Chart B: Percentage of Ethnic and Gender Groups in Control Unit Work Forces
	Chart C: Campus Work Force Trends by Occupational Category:  1996-1999
	Chart D: Campus Work Force Trends by Personnel Program Level:  1994-1999


	TAKING ACTION ON EEO/AA AND DIVERSITY: CONTROL UNIT RECOMMENDATIONS
	Areas of Recommended Programmatic Action
	Summary
	Human Resources / Diversity Education for Managers and Supervisors
	Focus on Inreach and Retention
	Accountability for Good Faith Efforts in EEO/AA/Diversity
	Targeted Recruitment of Underutilized Women and Minorities

	Recommendations for  All Control Units
	Human Resources / Diversity Education for Managers and Supervisors
	Overview
	Training Trends among Incumbent Supervisors and Managers
	Recommended Action
	Chart E: Diversity-Oriented Human Resources Training

	Focus on Inreach and Retention
	Overview
	Recommended Action:  Inreach as a critical tool in retention and diversity
	Recommended Action:  Setting the stage for Equal Advancement Opportunity
	Tracking opportunities extended to staff
	Chart F: Title Mobility:  Movement in and out of __ Assistant II
	Chart G: Share of Work Force Reclassified from 1/1/1998 to 12/31/1999
	Chart H: Share of Campus Work Force Enrolled in One or More EDT Course in 1999

	Accountability for Good Faith Efforts in EEO/AA/Diversity
	Overview
	Recommended Action:  Include EEO/AA/Diversity responsibilities in the written job descriptions of all relevant staff.
	Recommended Action:  Develop a written performance standard from which to measure the good faith efforts of managers and supervisors at all levels.

	Targeted Recruitment of Underutilized Women and Minorities
	Overview
	Recommended Action
	Focusing Targeted Recruitment Efforts
	Description of Charts and Related Material
	Chart I: Titles Prioritized for Targeted Recruitment


	BEST PRACTICES
	ADDITIONAL RESOURCES
	APPENDIX A:  LETTER FROM CHANCELLOR BERDAHL
	APPENDIX B:  DEFINITIONS AND EEO/AA/DIVERSITY RELATIONSHIP
	APPENDIX C:  RESPONSIBILITIES FOR EEO/AA/DIVERSITY IMPLEMENTATION
	APPENDIX D:  CHECKLIST OF GOOD FAITH EFFORTS
	APPENDIX E:  FREQUENTLY ASKED QUESTIONS
	APPENDIX F:  HUMAN RESOURCES DIVERSITY-ORIENTED TRAINING COURSES
	APPENDIX G:  CONTROL UNIT SUMMARY DESCRIPTIONS
	APPENDIX H:  WORK FORCE TRENDS BY PERSONNEL LEVEL IN EACH CONTROL UNIT
	APPENDIX I:  CAMPUS AND LARGE CONTROL UNIT UNDERUTILIZATION
	APPENDIX J:  “FEEDER TITLES” TO TITLES PRIORITIZED FOR TARGETED RECRUITMENT
	APPENDIX K: PRIORITIZED JOB GROUPS
	APPENDIX L:  ABBREVIATIONS USED IN THIS DOCUMENT
	NOTES

