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during the inquiry, specific informa-
tion concerning timeliness of the ini-
tial counseling contact, and a state-
ment as to whether a resolution at-
tempt was undertaken, and if so, the
disposition.

(h) EEO Counselors shall not attempt
in any way to dissuade the aggrieved
person from filing an EEO complaint.
The EEO Counselor shall not reveal to
the responsible management officials
the identity of an aggrieved person who
consulted the EEO Counselor, except
when authorized to do so by the ag-
grieved person, or until the Depart-
ment has received a formal discrimina-
tion complaint from that person in-
volving that same matter.

§7.13 Responsibilities of the Assistant
Secretary for Administration.

The Assistant Secretary for Adminis-
tration shall:

(a) Provide leadership in developing
and maintaining personnel manage-
ment policies, programs, automated
systems and procedures which will pro-
mote continuing affirmative employ-
ment to ensure equal opportunity in
the recruitment, selection, placement,
training, awards, recognition and pro-
motion of employees, including an ap-
plicant flow tracking system;

(b) Provide positive assistance and
guidance to organizational units and
personnel offices to ensure the effec-
tive implementation of the personnel
management policies, programs, auto-
mated systems, and EEO procedures;

(c) Participate at the national level
with other government departments
and agencies, other employers, and
other public and private groups, in co-
operative action to improve employ-
ment opportunities and community
conditions which affect employability;

(d) Prepare and implement plans for
recruitment and reports in accordance
with the Federal Equal Opportunity
Recruitment Program (FEORP) and
the Disabled Veterans Affirmative Ac-
tion Program (DVAAP);

(e) Provide reasonable accommoda-
tions to the known physical or mental
limitations of qualified employees with
disabilities unless the accommodations
would impose an undue hardship on the
operation of the Department’s pro-
grams;

§7.14

(f) Adhere to and implement the De-
partment’s policy on religious accom-
modation;

(g) Designate a senior level Dis-
ability Program Manager to promote
EEO/ADR/AE for persons with disabil-
ities; to assure the accessibility of all
HUD facilities and programs; and to
manage the resources for providing
reasonable accommodation;

(h) In conjunction with the Director
of EEO, provide and coordinate manda-
tory EEO Counselor training;

(i) Provide and coordinate mandatory
supervisors’ and managers’ EEO/AE/
ADR training;

(j) Provide applicant data to ODEEO
for analysis; and

(k) Designate a DCM to represent the
organizational unit in EEO matters.
The DCM shall be the AO for the orga-
nizational unit or another designee of
the EEO Officer.

§7.14 Responsibilities of the Office of
Human Resources.

In accordance with guidelines issued
by the Assistant Secretary for Admin-
istration, Human Resources Officers
shall:

(a) Appraise job structure and em-
ployment practices to ensure equality
of opportunity for all employees to par-
ticipate fully on the basis of merit in
all occupations and levels of responsi-
bility;

(b) Communicate the Department’s
EEO policy and program and its em-
ployment needs to all sources of job
candidates without regard to race,
color, religion, sex, national origin,
disability, or age and solicit their re-
cruitment assistance on a continuing
basis;

(c) Upon request, provide personnel
information to EEO Counselors and
other authorized officials or agents of
the agency who are involved in the
processing of a discrimination com-
plaint;

(d) Evaluate hiring methods and
practices to ensure impartial consider-
ation for all job applicants;

(e) Ensure that new employee ori-
entation programs contain appropriate
references to the Department’s EEO/
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ADR/AE policies, procedures and pro-
grams and accomplishment of EEO ob-
jectives under the Department’s Per-
formance, Accountability, Communica-
tions System (PACS) or other Depart-
mental performance appraisal system;

(f) Participate in the preparation and
distribution of such educational mate-
rials as may be necessary to ade-
quately inform all employees of their
rights and responsibilities as described
in this part, including the Depart-
ment’s EEO program directives;

(g2) In coordination with the Director
of the HUD Training Academy, develop
an on-going training program for su-
pervisors and managers to ensure un-
derstanding of the Departmental EEO/
ADR/AE programs, policy and other re-
quirements which foster effective
teamwork and high morale;

(h) In coordination with the Director
of the HUD Training Academy, the Of-
fice of General Counsel, the Office of
Administration and the Director of
EEO, develop an on-going training pro-
gram for managers and supervisors to
ensure understanding of the Depart-
ment’s EEO and ADR programs. At a
minimum, the training should include:

(1) The Civil Rights Act of 1964 (42
U.S.C. 20004);

(2) Sections 501 and 504 of the Reha-
bilitation Act of 1973 (29 U.S.C. 791,
794);

(3) The Administrative Dispute Reso-
lution Act of 1996 (5 U.S.C. 556, 571) and
its amendments emphasizing the fed-
eral government’s interest in encour-
aging mutual resolution of disputes
and the benefits associated with using
ADR;

(4) EEOC’s regulations and policy
guidance concerning EEO, AE and
ADR;

(5) The ADR methods employed by
the Department;

(6) An explanation of how to draft a
settlement agreement that complies
with the standards required by ODEEO
and 29 CFR part 1614;

(7) An explanation of the recourse
available where noncompliance by the
Department is alleged; and

(8) Training on EEO policy, programs
and procedures;

(i) In coordination with the Director
of the HUD Training Academy, the Of-
fice of General Counsel, the Office of
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Administration, and the Director of
EEO, the Department may enter into
agreements to have EEO/AE/ADR man-
datory annual supervisory and manage-
ment training provided by other fed-
eral agencies or other resources;

(j) Decide all personnel actions on
merit principles and in a manner which
will demonstrate affirmative EEO for
the organization;

(k) Ensure to the greatest possible
utilization and development of the
skills and potential abilities of all em-
ployees;

(1) Track applicant flow and prompt-
ly take or recommend appropriate ac-
tion to overcome any impediment to
achieving the objectives of the EEO/
ADR/AE programs and accomplishing
the EEO objectives under the Perform-
ance, Accountability, Communications
System (PACS) or other Departmental
performance appraisal system;

(m) Provide applicant data to ODEEO
for analysis; and

(n) Provide recognition to employees,
supervisors, managers and units dem-
onstrating superior accomplishments
in EEO.

§7.15 Responsibilities
and supervisors.

All managers and supervisors of the
Department are responsible for:

(a) Removing barriers to EEO and en-
suring that affirmative employment
objectives are accomplished in their
areas of responsibility;

(b) Evaluating and documenting sub-
ordinate managers and supervisors on
their performance of EEO/ADR/AE re-
sponsibilities;

(c) Encouraging and taking positive
steps to ensure respect for and accept-
ance of minorities, women and persons
with disabilities, veterans and others
of diverse characteristics in the work-
force;

(d) Ensuring the non-discriminatory
treatment of all employees and for pro-
viding full and fair opportunity for all
employees in obtaining employment
and career advancement, including sup-
port for ADR, the Upward Mobility
Program, the Mentoring Program and
the implementation of Individual De-
velopment Plans;

(e) Encouraging and authorizing staff
participation in the various Diversity

of managers
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