
RESOLUTION NO. 2014-14
A RESOLUTION OF THE UINTAH ANIMAL CONTROL AND SHELTER SPECIAL SERVICE DISTRICT TO APPROVE AND ADOPT REVISIONS TO TITLE 1: UINTAH ANIMAL CONTROL AND SHELTER SPECIAL SERVICE DISTRICT EQUAL EMPLOYMENT OPPORTUNITY, CHAPTER(S) 1.01THRU 1.14 IN THE PERSONNEL POLICY AND PROCEDURE MANUAL.
WHEREAS, the Administrative Control Board of the Uintah Animal Control and Shelter Special Service District desires to Approve and Adopt Revisions to Title 1: Uintah Animal Control and Shelter Special Service District Equal Employment Opportunity, Chapter(s) 1.01 thru 1.14 in the Personnel Policy and Procedure Manual.
SECTION 1.  This section being revised.
TITLE 1

UINTAH ANIMAL CONTROL AND SHELTER SPECIAL SERVICE DISTRICT EQUAL EMPLOYMENT OPPORTUNITY

Chapters:

1.01
EQUAL EMPLOYMENT OPPORTUNITY POLICY
1.02
EQUAL EMPLOYMENT OPPORTUNITY COMPLIANCE PLAN

1.03
JOB STRUCTURE AND UPWARD MOBILITY

1.04
RECRUITMENT

1.05
SELECTION PROCEDURES

1.06
SELECTION PROCESS

1.07
APPOINTMENT AND PLACEMENT

1.08
TRAINING AND EDUCATION FOR AN EFFECTIVE EQUAL EMPLOYMENT OPPORTUNITY PROGRAM
1.09
WORK ENVIRONMENT

1.10
TRAINING AND EDUCATION OPPORTUNITIES

1.12
TOTAL PROGRAM EVALUATION

1.14
REVIEW AND EVALUATION

CHAPTER 1.01

EQUAL EMPLOYMENT OPPORTUNITY POLICY

Sections:
1.01.010
General Policy Statement.

1.01.010
General policy statement.

It is the policy of the Uintah Animal Control and Shelter Special Service 
District to be fair and impartial in all its relations with its employees and applicants for employment, without regard to race, color, religion, sex, age, national or origin, ancestry or physical or mental disability. To carry out this policy, the District shall adopt policies and procedures that are designed to ensure equal employment opportunity in all aspects of employment throughout District service. The District pledges its unequivocal support to the purposes and goals of these policies and procedures and shall provide the necessary financial and staff support for their complete and effective implementation. The District further pledges to work actively to communicate the purposes and goals of these policies and procedures and to create a climate of acceptance and understanding in all segments of the Uintah Animal Control and Shelter Special Service District. The District’s contracted Personnel Human Resource office in coordination with the Executive Director shall establish, develop and promulgate personnel rules, procedures and policies which shall effectuate the provisions and intent of this equal employment opportunity policy (EEO) and plan. 
(Adopted 03/15/07, Amended 05/03/07)
Chapter 1.02

EQUAL EMPLOYMENT OPPORTUNITY COMPLIANCE PLAN

Sections:

1.02.010
Introduction of equal employment compliance plan.

1.02.020
Designation of responsibility.

1.02.030
Reserved.

1.02.040
Implementation.

Section 1.02.010
Introduction of equal employment compliance plan.


A. 
The purpose of this introduction is to state the Uintah Animal

Control and Shelter Special Service District’s Equal Employment Opportunity 

Policies and to describe the District’s efforts in promoting equality in employment 

and career development of its employees. 


B.
It is the intent and purpose of the District to assure equality in all phases of the employment process. The District is fully supportive of:


1. 
Title VI of the Civil Rights Act of 1964.



2.
Title VII of the Civil Rights Act of 1968.



3.
The Age Discrimination Act of 1975, as amended.

4.
The Architectural Barrier’s Bonuses Act of 1968, as amended.

5.
Section 504 of the Rehabilitation Act of 1973, as amended. 
6.
Americans with Disabilities Act of 1991.

7.
Equal Employment Opportunity Act of 1965.

8.
All Utah State Anti-Discrimination Rules and Regulations.

C.
The District is an “Equal Opportunity Employer”. As such, it is the policy of the District to follow a concept of non-discrimination in the hiring, and promotion recruiting, placement, promotion, termination, layoff, recall, transfer, leaves of absence, compensation and training of employees without regard to their race, religion, age, sex, color, national origin, disabilities or any non-meritorious factors. Evaluation of employment candidates will be made on the basis of education, skills, experience and potential for job performance and learning.

D.
The District will not fail or refuse to hire or to discharge any individual employee with respect to his compensation, terms, conditions, or  privileges of employment because of such individual’s race, religion, color, sex, national origin, disability or age. Also The District will not limit, segregate or classify its employees or applicants for employment in any way which would deprive, or tend to deprive, any individual of employment opportunities or otherwise adversely affect his status as an employee because of such individual’s race, color, religion, sex, national origin, age or disability. 
Section 1.02.020
Designation of responsibility.


A.
Ultimate responsibility for the development and administration of the Equal Opportunity Policy, as herein described, lies with the contracted Human Resource Office, the Uintah Animal Control and Shelter Special Service District Board of Directors and the Executive Director. The Board and the Executive Director fully support the administration of the policy of the District.


B.
The Executive Director contracted Human Resource Office shall serve as the Equal Employment Opportunity Officer and Americans with Disabilities Act Coordinator for the District. and shall be the District’s Chief Personnel Officer. It is the Chief Personnel Officer’s Executive Director’s responsibility to report to the District Board and coordinate with the Human Resource Office and the applicable policies with the District Department Heads and employees.

C.
The equal employment officer Human Resource office shall perform the duties and ensure compliance with the guidelines as described in the remaining sections of this policy and perform such other functions as may be assigned from time to time by the District Board.

D.
Dissemination of Policy and Program. On behalf of the District, the Equal Employment Officer Human Resource Office, in coordination with the Executive Director, shall ensure that the following actions are taken to adequately disseminate and communicate the Districts Equal Employment Opportunity Policy:  


1.
Distribute to all Department Heads copies of its Equal Employment Opportunity Plan to reaffirm the support. Such copies shall be made available within each department for any employee’s review.



2.
See that Equal Opportunity posters, signed by the Chief Personnel Officer are posted at each of the departments of work the District’s Shelter Facility. and in the Personnel Office. 


3.
The District will include the words “An Equal Opportunity Employer” on the District’s employment application and recruitment advertising and conduct a thorough discussion of the District’s EEO policy in both employee orientations and employee training programs.



4.
The Uintah Animal Control and Shelter Special Service District does may distribute the District’s Equal Opportunity Policy Statement to all contractors and subcontractors, and reviews the preparation of all releases, publications, etc., relating to Equal Employment Opportunity which may be issued by any department or area within the District. 
Section 1.02.030
Reserved.

Section 1.02.040
Implementation.


On behalf of the Uintah Animal Control and Shelter Special Service District, the Equal Employment Officer contracted Human Resource office, in coordination with the Executive Director shall ensure that the following actions are taken to effectively implement the District’s Equal Employment Opportunity Policy:


A.
Serve as a focal point for the overall direction of the Equal Employment Opportunity Policy by advising and assisting the various District officers, supervisors, department heads and employees in the development and implementation of specific EEO goals and objectives for their areas departments, which are consistent with the District’s Equal Employment Opportunity Policy.

B. 
Be conversant with all laws, EEO rules and regulations and advise and assist all contractors to the District in fulfilling their equal employment opportunity obligations stipulated in agreements with the District.


C.
Supervise the design, development, implementation and maintenance of an information system which will collect, analyze, evaluate, report and audit data on employment and educational practices within the District. 

D C.
Maintain a file on all District equal employment activities and accomplishments.


E D.
Maintain this EEO policy to comply with all State and federal laws.
Chapter 1.03

JOB STRUCTURE AND UPWARD MOBILITY

Sections:

1.03.010
Objectives.

1.03.020
Action plan.

Section 1.03.010
Objectives


The following objectives and action plans concerning job structures and upward mobility shall be included as part of the Uintah Animal Control and Shelter Special Service District’s General EEO Policy:


A.
Objective: The Chief Personnel Officer contracted Human Resource office in coordination with the Executive Director and the District Board shall ensure that the District’s job classification system and position review structure do not include factors which discriminate against anyone, based on race, color, religion, sex, national origin, age, or disability. 
Section 1.03.020
Action plan.

Action Plan Items:


A.
Job descriptions shall be periodically reviewed, evaluated and revised, as necessary, to assure that entrance requirements are job-related, the minimum needed for qualification and without unnecessary restrictions of age, sex, physical characteristics, experience or education.


B.
The Uintah Animal Control and Shelter Special Service District’s career ladder system shall be periodically evaluated to ensure that adequate levels of job responsibility and promotional opportunities exist. Skill in the available labor force shall be assessed relative to duties in order to maximize utilization of all personnel. 

C.
Both formal and on-the-job training shall be made available to improve the employee’s skills, which will make promotional opportunities available to more people. Training will be offered to Department Heads and Supervisors annually or as needed.


D.
The District’s wage and classification system shall be kept competitive with other local government agency systems, and the private employment market, and consistent efforts made to provide opportunities for career education, recognition for quality performance and promotional advancement based on competitive merit.
Chapter 1.04

RECRUITMENT

Sections:

1.04.010
Objectives

1.04.020
Action Plan

Section 1.04.010
Objectives.


The following are the objective and action plans for recruitment, which shall be included as part of the Uintah Animal Control and Shelter Special Service District’s Equal Employment Opportunity Policy:


A.
Objective:  All recruitment procedures used by the District shall be designed to prevent discrimination against anyone based on race, religion, color, sex, national origin, ancestry, age or physical or mental disability.
.
Section 1.04.020
Action Plan.


Action Plan Items: Recruitment programs and projects shall be guided by hiring policies and procedures. Maximum effort shall be made to recruit applicants from all categories who are fully capable of performing required employment tasks. The Personnel Department contracted Human Resource office in coordination with the Executive Director shall expand recruitment programs to include, but not be limited to, the following:


A.
Expansion and maintenance of mailing lists, specifically including minority and women’s groups, governmental agencies and organizations, social groups, clubs, churches, trade and technical associations, schools, colleges, neighborhood councils, training facilities, the State Office of Employment Security, vocation rehabilitation agencies, youth boards, etc. Advertise all job openings in the local print media (e.g. newspapers), on Social Media (e.g. Facebook) the State Workforce Services Website, and any other applicable media outlets.

B.
Update and review announcement content and format to include information about the District’s Equal Employment Opportunity Policy.


C.
Encourage all employees, including minorities and women, to refer qualified applicants and to disseminate information about this policy to the community.



D.
Develop and maintain an extensive list of prominent locations in the community for the posting of job announcements. 

E.
Strive to utilize trainee, summer, part-time and intern positions, to encourage all employees, including minorities and women, to remain in school with the long-range goal of preparing them for career positions with the District.

F C.
Seek the assistance of local experts and outside sources of funds to aid in the development of an effective recruitment program for all departments in the District structure.
G.D.
Post all job openings strategically throughout at the District Animal Shelter. 
Chapter 1.05

SELECTION PROCEDURES

Sections:

1.05.010
Objectives.

1.05.020
Action plan.

Section 1.05.010
Objectives.


The following are the objectives and action plans for selection procedures which shall be included as part of the Uintah Animal Control and Shelter Special Service District’s Equal Employment Opportunity Policy:


A.
Objective:  All selection procedures used by the District shall be designated to prevent discrimination against any individual based on race, color, religion, sex, age, national origin, ancestry, or physical or mental disability. 

Section 1.05.020
Action plan.


Action Plan Items: Selection procedures, including all written performance or oral tests, education and experience, structured and practical interviews, references vouchers and application forms shall be:


A.
Designed and developed in a professional manner so as to measure only relevant job qualification requirements.


B.
Based upon careful job analysis which determines the minimum requirements actually needed to do the job at entry level.


C.
Reviewed periodically to ensure validity and include any new procedures or updates available through a systematic appraisal process.

D.
Administered under standardized conditions with sufficient instructions and explanations to ensure comprehension of testing procedures and requirements.
Chapter 1.06

SELECTION PROCESS

1.06.010
Objectives.

1.06.020
Action plan.

Section 1.06.010
Objectives.


The following are the objectives and action plans for the selection process which shall be included as part of the Uintah Animal Control and Shelter Special Service District’s equal employment policy:


A.
Objective: The selection process shall be supervised by the Chief Personnel Officer contracted Human Resource office in coordination with the Executive Director to ensure compliance with all applicable legal regulations and requirements, including this policy.
Section 1.06.020
Action plan.

Action Plan Item:  Interviewers will be instructed prior to oral interviews to assure their understanding of the selection process, its requirements and purposes. Department Heads and supervisors making the final employee selections shall actively uphold all the aspects of this policy. 

 Chapter 1.07
APPOINTMENT AND PLACEMENT

Sections:

1.07.010
Objectives.

1.07.020
Action plan.

1.07.030
Approaches.

1.07.040
Orientation and follow-up program.

Section 1.07.010
Objectives.


Appointment and placement objective and action plans for the Uintah Animal Control and Shelter Special Service District’s equal employment opportunity policy shall be:

Objective:  Maintain a positive program of equality in the appointment and placement processes throughout the District.

Section 1.07.020
Action plan.


Action Plan Items: 


A.
Assure that supervisory personnel with hiring authority are committed to equal employment principles and are trained to properly and objectively assess the abilities of all candidates.


B.
Avoid questions during the selection process which are in any way discriminatory and not job related.


C.
Establish and monitor the application of proper suitability requirements for each position so as not to preclude the employment of acceptable applicants from minority and women’s groups. 
Section 1.07.030
Approaches.


Objective: Strive to develop and increase the use of flexible and innovative approaches to appointments and placements within the discretion permitted under the District’s personnel system.
Section 1.07.040
Orientation and follow-up program.


Action Plan Items: 


A.
Develop a workable orientation and follow-up program to assure that all personnel are properly placed and trained during their first few months of employment.


B.
Seek after other creative ways to conduct the appointment and placement procedures which will support the overall aspects of the equal employment opportunity policy in personnel administration in the District. 
Chapter 1.08

TRAINING AND EDUCATION FOR AN EFFECTIVE EQUAL EMPLOYMENT OPPORTUNITY PROGRAM

Sections:

1.08.010
Objectives.

1.08.020
Action plan.

Section 1.08.010
Objectives.


The Uintah Animal Control and Shelter Special Service District’s equal employment opportunity policy includes the following objectives and action plans for training and education:


Objective: Provide for employees and supervisors training opportunities which are essential in establishing and maintaining a climate of acceptance for an effective equal opportunity employment program.
Section 1.08.020
Action plan.


Action Plan Items: 


A. Encourage the Chief Personnel Officer to associate with individuals heading similar programs in other organizations to facilitate the sharing of ideas and knowledge of techniques and resources.

B Train all supervisory personnel in their specific equal employment opportunity program responsibilities and in problems that may arise from integrating employees into the District work force.

Chapter 1.09 08
WORK ENVIRONMENT
Sections:

1.09.010
Objectives.

1.09.020
Action plan.

Section 1.09.010
Objectives.


The work environment portion of the Uintah Animal Control and Shelter Special Service District’s equal employment opportunity policy will consist of the following objective and action plans:


Objective:  Establish a healthy work environment and atmosphere which helps improve employee productivity.

Section 1.09.020
Action plan.


Action Plan Items:


A.
Wherever possible, physical facilities job duties and work relationships shall not be assigned on a discriminatory or segregated basis. 

B.
Ensure that work assignments are meaningful; contribute to the attainment of overall organizational goals as well as specific objectives, and offer opportunities for career   advancement to the maximum extent possible.
Chapter 1.10 09
TRAINING AND EDUCATION OPPORTUNITIES FOR AN EFFECTIVE EQUAL EMPLOYMENT OPPORTUNITY PROGRAM
Sections:

1.10.010
Objectives.

1.10.020
Action plan.

Section 1.10.010
Objectives.


 The Uintah Animal Control and Shelter Special Service District’s equal employment opportunity policy including includes the following objectives and action plans for training and education.


Objective:  Provide for employees and supervisors training and education opportunities which are essential in establishing and maintaining a climate of acceptance for an effective equal opportunity employment program and provide a training and education program to encourage personal employee development in job related skills
Section 1.10.020
Action plan.


Action Plan Items:  


A.
Maintain a program of training and education opportunities for District employees with other public and private institutions, thereby eliminating duplication, maximizing the use of existing resources and upgrading skill and adaptability levels in District personnel. 

B.
Encourage the maximum effectiveness from training efforts and the elimination of conditions which are educationally discriminatory.

C.
Establish the basis of selection of training and educational leave in a manner as to help assure objectivity and non-discrimination, and bring all training and education opportunities to the attention of all District employees.


D.
Ensure that any-District conducted internal training is:



1.
Established at a practical and appropriate literacy level.



2.
Tailored to the individual to the extent practical and possible.
3.
Designed to consider job satisfaction, achievement, motivation and career goals.
4. 3.
Evaluated through the District’s existing Management and Planning systems, and other personnel administration techniques.
Chapter 1.12 10
TOTAL PROGRAM EVALUATION
Sections:

1.12.010
Objectives.

1.12.020
Action plan.

Section 1.12.010
Objectives.


Those objectives and action plans related to other personnel actions and total program evaluation shall be as follows:


Objective:  Maintain a comprehensive non-discriminatory personnel administration program and system based on merit and performance.

Section 1.12.020
Action plan.


Action Plan Items:


A.
Maintain Uintah Animal Control and Shelter Special Service District’s present classification plan, and provide fair compensation to employees.


B.
Evaluate the promotion process to include a broad basis for selection and elimination of discriminatory elements.


C.
Continue a formal exit interview policy which will help isolate reasons for, and solutions to, turnover problems within the workplace.


D.
Assure that no discriminatory situations relative to personnel actions exist by conducting an annual a periodic management audit to analyze reasons for transfers, separations, and disciplinary actions.

E.
Maintain an “open door” policy and system for grievances and appeals so that complaints alleging discrimination will be thoroughly explored and receive an impartial review with appropriate corrective action taken as required.


F.
Provide the opportunity for all employees to discuss performance ratings with supervisors under the District’s system and periodically review the entire performance and merit system to assess its effectiveness and objectivity, making whatever changes are necessary to exclude discriminatory procedures in the process.

Chapter 1.14

REVIEW AND EVALUATION

Sections:

1.14.010
Objective.

1.14.020
Summary.

Section 1.14.010
Objective.


Objective:  As needed, the Uintah Animal Control and Shelter Special Service District shall conduct a thorough, annual review and evaluation of the District’s equal opportunity program; conduct and prepare a revision of the program objectives, action plans and specific target dates as necessary to keep the overall program current with the District’s equal employment opportunity needs.

Section 1.14.020
Summary.


The objectives and action plans as established herein constitute the Equal Employment Opportunity Compliance Policy for the District. The goal and District program of equal employment opportunity is a major segment of the District government’s ultimate purpose of providing general equality of opportunity within the community. Every effort will be made by the District to uphold the intent of this plan and keep the plan current with actual needs for equal employment throughout government operations in the District operations.
SECTION 2. Severability. The Provisions of this resolution shall be severable and if any provision thereof or the application of such provision under any circumstances is held invalid and it shall not affect the validity of any other provision of this resolution or the application in a different circumstance.
SECTION 4.  Effective Date. This resolution shall take effect upon approval and adoption.

PASSED, ADOPTED AND ORDERED published this 18th day of July, 2014.

______________________
Chair-Person

ATTEST:

_______________________

Secretary


