
S. YOUNG-BOYCE 
LEGAL 

RESOLUTION NO. 1996-123 

A RESOLUTION ADOPTING THE TRIENNIAL UPDATE OF THE 
AFFIRMATIVE ACTION PLAN FOR 1996 FOR THE GREATER 
CLEVELAND REGIONAL TRANSIT AUTHORITY 

WHEREAS, the Civil Rights Act of 1964, as amended, provides: 
Section 601. "No person in the United States shall, on the grounds of race, 
color or national origin, be excluded from participation in, be denied the 
benefits of, or be subjected to discrimination under any program or activity 
receiving Federal Financial Assistance"; and 

WHEREAS, the Mass Transit System Transfer Agreement and the Bylaws 
of the Greater Cleveland Regional Transit Authority both provide that the 
Authority shall take affirmative action to insure that there is no 
discrimination in employment and in contractual business relationships; and 

WHEREAS, on February 22, 1977, the Board of Trustees of the 
Breater Cleveland Regional Transit Authority adopted an affirmative action 
plan for the Authority (Resolution No. 1977-67) which was amended on 
September 5, 1978 by Resolution no. 1978-252; and 

WHEREAS, on July 26, 1988, the U. S. Department of Transportaton, 
Federal Transportation Administration published Circular 4704.1, entitled 
Equal Employment Opportunity Program Guidelines For Grant Recipients, 
Circular 4702.1, dated May 26, 1988, entitled Title VI Program Guidelines 
for Federal Transportation Administration Recipients; and 

WHEREAS, it became necessary to update the Affirmative Action 
Plan, Part I, that was adopted on Setember 5, 1978 in order that the 
Authority may more fully comply with the requirements and guidelines 
published in the aforesaid circulars, by including employment statistics and 
action program information; and 

WHEREAS, each applicant, recipient, or subrecipient meeting the 
Equal Employment Opportunity Circular threshold requirements shall submit to 
the Federal Transportaiton Administration an updated Equal Employment 
Opportunity submission on a triennial basis or as major changes occur in the 
work force or employment conditions; and 

WHEREAS, pursuant to the U. S. Department of Transportation’s 
Federal Transportation Administration Circular 4704.1, the General Manager 
has met with executive staff to update the Affirmative Action Plan on a 
triennial basis; and 

NOW, THEREFORE, BE IT RESOLVED by the Board of Trustees of the 
Greater Cleveland Regional Transit Authority: 

Section i. That the Triennial Update for 1996 of the Affirmative 
action Plan for the Greater Cleveland Regional Transit Authority adopted 
September 5, 1978 (Resolution No. 1978-252) as set forth in Attachment A 
which is fully incorporated herein, be and it is hereby adopted. 
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Section 2. That this resolution is effective immediately upon its 
adoption. 

Attachment A - Triennial Update of the Affirmative Action Plan for 1996 

Adopted: 

Attest: 

Octoberil           , 1996 
.dent 

General Nan~ager/Secretary-Treasurer 



ATTACHMENT A 

TRIENNIAL UPDATE 

of the 

AFFIRMATIVE ACTION PLAN 

AFFIRMATIVE ACTION PROGRAM 
for the 

Greater Cleveland Regional Transit Authority 
1996 



INTRODUCTION 

This Affirmative Action Program (AAP) of the Greater Cleveland Regional 
Transit Authority (RTA) has been developed pursuant to the Federal 
Transportation Administration’s Circular 4704.1 (UMTA C 4704.1). 

The purpose of the AAP is to ensure that applicants are employed and that 
employees are treated during employment without regard to race, color, 
religion, sex, national origin or ancestry, age, disability, or status as a 
veteran of the Vietnam era. The provisions of this Program, therefore, impact 
upon all of RTA’s personnel policies and procedures and upon all departments 
within the Authority’s organization. 

In the context of the Affirmative Action Program, the term "minority" 
means: Black, Hispanic, Asian or Pacific Islander, and American Indian or 
Alaskan Native. The phrase "protected class" is used to mean: minorities; 
women, regardless of race or ethnicity; disabled persons; and veterans of the 
Vietnam era. 

It must be pointed out that the numerical goals which are set forth in 
this Program have been established as realistic targets against which the 
Authority can measure progress in implementing its EEO policy. The goals are 
not rigid and inflexible quotas and will not be used to discriminate against 
any person or group of persons. 
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The 6reater C[evetand 
Regionat Transit Authority 

615 Superior Avenue, W. 
Cleveland, Ohio 44113-1878 

Phone 216 566-5100 

Hay, 1996 

Policy Statement 

The Affirmative Action Program for equal employment opportunity is 
the Greater Cleveland Regional Transit Authority’s written 
commitment to ensure equality of opportunity in its own emp!oyment 
practices as well as those of vendors, contractors, and suppliers. 

Specifically, it is the policy of RTA that all terms and conditions 
of employment, including, but not necessarily limited to, 
recruitment, appointment, promotion, compensation, benefits, 
transfers, training, and educational opportunities will be 
administered without regard to race, color, religion, sex, national 
origin or ancestry, age, or disability~ provided said disability 
does not inhibit essential job performance. Further, it is RTA’s 
intent to comply with appropriate federal and state laws, rules, 
and regulations and to give special attention to increasing the 
participation of minorities, women, disabled persons, and 
Vietnam-era veterans in all facets of the Authority’s activities. 

The Affirmative Action Plan details action programs which will be 
undertaken to not only ensure equal employment opportunity but to 
seek out, employ, and promote members of protected classes who are 
not sufficiently represented in the RTA work force. The ultimate 
goal will, of course, be parity, i.e., repesentation of minorities 
and women at all levels in the work force commensurate with their 
availability in the appropriate external labor market. However, 
interim numerical goals will be set and periodic evaluations of 
progress will be carried out. 

In the area of contracting for goods and services, RTA requires all 
contractors, vendors, and suppliers to comply with appropriate 
federal and state laws, rules and regulations and the equal 
employment policies of the Authority. This includes the submission 
of an affidavit by the supplier that the supplier does not and will 
not discriminate in its employment practices because of race, 
color, religion, sex, national origin or ancestry, age, disability, 
or status as a Vietnam-era veteran. 
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Executive Order 11246 requires that contractors must agree not to 
discriminate against any employee or applicant for employment 
because of race, color, religion, sex, or national origin. The 
contractor will take affirmative action to ensure that applicants, 
and that employees are treated during employment, without regard to 
their race, color, religion, sex or national origin. 

41CFR Part 60-2-Affirmative Action Guidelines, requires that 
certain contractors and subcontractors develop a written afirmative 
action compliance program. Part 60-60 of this same regulation - 
Contractor Evaluation Procedures for Contactors for Suppliers and 
Services - establishes standardized contractor evaluation 
procedures in the conduct of compliance reviews which includes a 
desk audit of the contractors affirmative action program, an 
on-site review of those matters which are not fully or 
satisfacorily addressed in the affirmative action program, and an 
off-site analysis of information supplied by the contractor 
pursuant to the on-site review. 

Direct responsibility for development and implementation of the 
Authoriity’s Affirmative Action Program lies with the Director, 
Office of Equal Opportunity, who reports to the General Manager. 
However, all administrative personnel and supervisors are expected 
to cooperate in this effort, and their performance relative to 
ensuring equal employment opportunity and affirmative action will 
be evaluated. In addition, the Director of the Office of Equal 
Opportunity is directly responsible for the implementation of the 
policies of the Authority regarding affirmative action as it 
relates to third party contactors. 

The Greater Cleveland Regional Transit Authority, which serves a 
large and diverse community, expects to take a leadership role 
among urban mass transit agencies in aggressively pursuing an 
effective affirmative action program. 

Ronald J. 
General 
Secretary-Treasurer 
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RESPONSIBILITY 

GENERAL MANAGER 

The General Manager has the overall responsibility for overseeing the 
development and implementation of the Affirmative Action Program. 

DIRECTOR~ OFFICE 0F EQUAL 0PPORTUNITY 

The equal opportunity officer for the Greater Cleveland Regional Transit 
Authority is the Director, Office of Equal Opportunity who reports directly to 
the General Manager. The Director’s responsibilitis fall into two (2) general 
areas~ first, equal employment opportunity and second, contract compliance. 

Among the duties of the Director, Office of Equal Opportunity are: 

to develop, monitor implementation of, and provide continuing 
evaluation of the RTA Equal Opportunity Program. This will include 
maintaining relevant statistics on minorities and women in the 
external labor force and within RTA. In developing the AAP, the 
Director, Office of Equal Opportunity will coordinate with other 
staff members as necessary; 

to provide assistance to department and divisions in resolving 
specific problems related to implementation of the AAP and 
achievement of stated goals and timetables~ 

to advise the General Manager, Assistant General Manager-Legal, 
Assistant General Manager-Human Resources and other appropriate 
personnel of the most recent laws, regulations, and guidelines from 
federal and state agencies as they affect equal employment 
opportunity and affirmative action within RTA~ 

to maintain liaison with the appropriate enforcement agencies at the 
federal and state levels and to ensure timely submission of civil 
rights and equal employment opportunity reports required by the U.S. 
Department of Transportation, Equal Employment Opportunity 
Commission, 0ffice of Federal Contract Compliance programs, and 
others~ 

to maintain liaison with minority and women’s organizations, 
agencies concerned with employment of the disabled, and other 
community groups; 

to consult with and provide assistance to Personnel Services 
regarding all aspects of personnel procedures and employee relations 
practices, including those which appear neutral but, in fact, may 
have a disparate impact on minorities, women, and disabled employees 
and applicants for employment; 
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to participate in orientation of new employees and other employee 
relations workshops for the purpose of explaining RTA’s equal 
employment opportunity policy and affirmative action efforts and to 
counsel all employees on matters related to equal employment 
opportunity; 

to review appointment, promotions, terminations and other data 
pertinent to effective implementation of RTA’s Affirmative Action 
Plan; 

o to advise prospective contractors and others on necessary steps to 
bring them into compliance with RTA’s requirements regarding equal 
employment opportunity; 

i0. to provide for and conduct compliance reviews deemed necessary to 
ensure effective program implementation; and 

ii. to report periodically to the General Manager on progress helng made 
in the implementation of the Affirmative Action Plan and to 
recommend program modifications. 

SUPERVISORS 

All administrative and supervisory personnel share the responsibility for 
ensuring the effectiveness of the Authority’s Affirmative Action Plan and are 
evaluated on their performance in this area. They are expected to give their 
full cooperation and active support of the Affirmative Action Program to the 
General Manager and the Director, Office of Equal Opportunity. Among the 
specific requirements of administrative and supervisory personnel are: 

to assist in identifying qualified minority, female, disabled, and 
Vietnam-era veteran candidates for vacancies or new positions in the 
RTA work force; 

to ensure equal opportunity for all employees and applicants for 
employment under his/her direct or indirect supervision with regard 
to training, work assignments, promotions, transfers, 
classification, compensation, assignment of overtime and additional 
duties, and all other terms and conditions of employment; 

to establish employment goals and timetables in the form prescribed 
by the Director, Office of Equal Opportunity and to prepare 
quarterly reviews of his/her unit’s performance against established 
goals and make recommendation for revisions of the Affirmative 
Action Plan; and 
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to ensure that grievance procedures are strictly adhered to without 
retaliation against any person filing a grievance or a formal 
discrimination complaint or against any person giving testimony or 
aiding in the resolution of such a complaint. 



AFFIRMATIVE ACTION COMMITTEE 

The Affirmative Action Committee, appointed by the General Manager, 
consists of the General Manager, the Deputy General Manager, the Assistant 
General Managers, the Office of Equal Opportunity Director, representatives of 
labor unions, and others deemed appropriate by the General Manager. 

The Committee’s activities will include: 

reviewing all employee relations policies and procedures, prior to 
their approval, adoption, or publication of same, to ensure that 
they provide for equal treatment of all employees and comply with 
the equal employment opportunity policy and affirmative action 
programs of the Authority~ 

monitoring formal and informal personnel practices to ensure that 
equal treatment is, in fact, afforded to all employees of the 
Authority without regard to race, color, religion, sex, national 
origin or ancestry, age, disability, or status as a Vietnam-era 
veteran~ 

making recommendations to the General Manager for modifications of 
RTA’s policies and practices in order to enhance affirmative action 
and equal opportunity efforts~ and 

reviewing quarterly department/division reports on goals and 
timetables and recommending approval and/or revisions to the General 
Manager. 

This Committee will meet no less than semi-annually, and the Director, 
Office of Equal Opportunity will record and maintain a file of all 
proceedings. 

DISSEMINATION 

Internal dissemination of information regarding the equal employment 
opportunity policy and affirmative action efforts is necessary so that 
employees, applicants, and others understand RTA’s activities in these areas. 
Similarly, dissemination of information concerning equal employment 
opportunity and affirmative action to the general public is important in 
eliciting the support and cooperation of appropriate external audiences. 

Among the methods which will be used to communicate RTA’s stance on these 
matters to various audiences are the following: 

INTERNAL 

The General Manager’s policy statement on equal employment 
opportunity and other pertinent information about the Affirmative 
Action Plan will be included periodically in employee newsletters. 
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o 

° 

EXTERNAL 

i. 

2. 

The policy statement, EEO grievance procedure, and other information 
about affirmative action activities will be included in the employee 
handbook. 

All administrative personnel and supervisors will be kept up-to-date 
on the Authority’s efforts to ensure equal employment opportunity by 
written communications from from the General Manager and/or the 
Director, Office of Equal Opportunity. In addition, as the need 
arises, meetings will be held with groups of these personnel to 
discuss implementation of the equal opportunity and affirmative 
action programs. 

The Affirmative Action Plan will be available for review in the RTA 
employment office and the Office of Equal Opportunity. 

Equal employment opportunity posters supplied by the Equal 
Employment Opportunity Commission and other federal and state 
agencies will be displayed in all facilities operated by RTA. 

Information on the Affirmative Action Plan will be incorporated into 
all employee orientation sessions. 

All recruitment sources will be informed, in writing, of RTA’s equal 
employment opportunity policy. 

All advertisements of job openings and all announcements of upcoming 
examinations will include the phrase, "An Equal Opportunity 
Employer". 

Pertinent information regarding the Affirmative Action Plan, 
programs instituted as a result of it, and progress made in 
implementation will be made available to print and electronic media, 
especially those most likely to reach minorities and women. 
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ASSESSMENT OF PRESENT EMPLOYMENT PRACTICES 

All personnel activities are carried out in accordance with the Personnel 
Policies and Procedures Manual adopted by the Board of Trustees of the Greater 
Cleveland Regional Transit Authority. A copy of this Manual is included in 
Appendix A. The provisions of the Personnel Policies and Procedures Manual 
are applied equally throughout the system, thus eliminating opportunities for 
disparate treatment. 

Under the Personnel Policies and Procedures Manual, all positions, except 
those requiring a high degree of expertise in a particular field and those 
which are filled directly by the Board of Trustees, are filled through 
competitive examinations. These examinations are of two (2) types: 
appointment and promotional. 

Job announcements are distributed widely in the community, including 
being sent to numerous organizations which might be expected to refer 
minorities, women, the disabled, and Vietnam-era Veterans. In addition, 
announcements of these examinations are placed in the Plain Dealer~ the daily 
newspaper in the Cleveland area, as well as the Call & Post, a weekly 
newspaper directed to the minority community. 

Job announcements are also distributed throughout the Authority so that 
current employees have the opportunity to apply for any job for which they may 
qualify. 

Written tests which are administered by RTA include standardized 
psychological, aptitude, and skills tests purchased from external sources, 
when applicable, and specified job-related examinations developed by staff of 
RTA’s Personnel Services Department. 

All applicants who are being considered for positions with RTA are 
interviewed by staff of the Personnel Services Department. Those who have 
applied for highly skilled jobs or administrative positions are also 
interviewed by the appropriate supervisory or management personnel. 

During 1995, 102 appointment bulletins were posted. Also in 1995, 115 
promotional bulletins were posted. The following results were achieved: 

New Hires - Total 333 
78 White Males 
14 White Females 

106 Black Males 
129 Black Females 

6 Hispanic Males 
0 Hispanic Females 
0 Asian/Pacific Islanders Males 
0 Asian/Pacific Islanders Females 

Promotions - Total 62 
18 White Males 
0 White Females 

24 Black Males 
19 Black Females 
I Hispanic Male 
0 Hispanics Females 
0 
0 
Asian/Pacific Islanders Males 
Asian/Pacific Islanders females 
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Transfers - Total 107 
33 White Bales 
4 White Females 

39 Black Bales 
26 Black Females 
5 Hispanic Bales 
0 Hispanic Females 
0 Asian/Pacific Islanders Males 
0 Asian/Pacific Islanders Females 

Temporaries - Total 247 
29 White Males 
ii White Females 
85 Black Males 

120 Black Females 
2 Hispanic Bale 
0 Hispanics Females 
0 Asian/Pacific Islanders Bales 
0 Asian/Pacific Islanders females 

Demotions - Total 16 
3 White Males 
I White Females 
2 Black Bales 
9 Black Females 
0 Hispanic Bales 
1 Hispanic Females 
0 Asian/Pacific Islanders Males 
0 Asian/Pacific Islanders Females 

Discharges - Total 97 
ii White Bales 
3 White Females 

46 Black Males 
33 Black Females 
4 Hispanic Hale 
0 Hispanics Females 
0 Asian/Pacific Islanders Bales 
0 Asian/Pacific Islanders females 

Resignations - Total 77 
27 White Bales 
6 White Females 

20 Black Bales 
21 Black Females 
3 Hispanic Bales 
0 Hispanic Females 
0 Asian/Pacific Islanders Males 
0 Asian/Pacific Islanders Females 

Records supporting the foregoing analyses are available in the Office of 
Equal Opportunity. 

In accordance with the Personnel Services’ Pay Plan, RTA has a Pay Plan 
for hourly and salaried employees in Grades i through 6, which is modified 
periodically per labor contract requirements. RTA also has a separate Pay 
Plan for Transit Police. Copies of these current Pay Plans which were in 
effect for 1995 are included in Appendix B. Individuals in Grade 7 and above 
are subject to a performance and salary review program which was instituted by 
the Board of Trustees in 1989. 

It is the opinion of RTA management that the foregoing information 
indicates that the Authority’s Equal Employment Opportunity Policy has been 
effective and that personnel practices are free of discriminatory impact. 
Nevertheless, additional efforts must be made to include more minorities and 
women in the work force, especially in those areas where underutilization has 
been identified. The action programs described in another section of this 
document are designed for that purpose. 
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THE ISSUE 
RECRUITMENT 

Recruitment is the primary way in which affirmative action goals can be 
met because effective recruitment will increase the number of protected 
class persons available to fill vacancies. 

THE GOAL 

RTA plans to expand its recruitment efforts so as to maximize the 
opportunities for receiving applications from qualified minorities, 
women, and disabled individuals for positions throughout the system. 

THE PROGRAM 

Recruitment efforts will include but not be limited to: 

Notices of job opportunities with the Authority sent to the agencies 
and individuals listd in Appendix D. This mailing list has been 
developed specifically to inform more protected class persons of job 
opportunities with RTA, and it is revised and updatd on an ongoing 
basis. 

Vacancies are advertised in media which are most likely to reach 
minority and female audiences. 

To assure that the standards required in all job announcements are 
not exclusionary for minorities and women and members of the 
protected class, the Authority is has rewritten job descriptions to 
assure that the standards are job related. 

Personnel are encouraged to participate in career day programs at 
secondary schools, junior colleges, and universities. 

Outreach or specialized recruitment is used for positions where an 
under utilized goal is established. For example, contact with Hard 
Hatted Women for laborer positions traditionally held by white 
males. 

Any other recruitment efforts planned by the Personnel Services will be 
subject to review by the Director, Office of Equal Opportunity who may make 
recommendations designed to enhance the likelihood of achieving affirmative 
action goals. 

RESPONSIBILITY 

Personnel Services is responsible for carrying out recruitment programs, 
with the assistance of the Office of Equal Opportunity. 

TARGET DATE 

Upon the approval of the Affirmative Action Plan by the Board of 
Trustees. 
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THE ISSUE 
PERSONNEL POLICIES AND PROCEDURES 

There was a comprehensive review of RTA personnel policies and procedures 
manual in 1989. The Personnel Policies and Procedures Manual went into effect 
in 1990. This Manual was revised in 1992. In addition, the Employee 
Performance Code and Work Rules and the Absence Control Policy are being 
reviewed and revised. 

THE GOAL 

RTA staff will review all personnel policies and procedures for the 
purpose of insuring compliance with equal employment opportunity laws and 
regulations and identifying any changes which may be necessary to enhance the 
Authority’s Equal Opportunity Programs. 

THE PROGRAM 

The items subject to review and change that may affect the terms and 
conditions of employment are: 

i. Merit Systems Rules. 

2. Personnel Policies and Procedures Manual. 

o Application forms as well as forms used by interviewers and doctors 
who perform required physical examinations. 

Testing materials, especially documentation of valifdity of tests 
purchased from external sources. 

Employee Performance Code and Work Rules and the Absence Control 
Policy. 

° Terms and Conditions of Employment between GCRTA and the Amalgamated 
Transit Union. 

The Collective Bargaining Agreement between GCRTA and the Fraternal 
Order of Police. 

The salary plan and the Performance Management Plan have been 
updated and aligned with the Authority’s total quality philosophy. 

RESPONSIBILITY 

The Human Resources Committee of the Board of Trustees will review 
changes to the personnel policies and procedures manual with assistance from 
the 
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Ass±stant General Manager of Human Resources and Director, Office of Bqual 
Opportunity. Where requ±red, the Board of Trustees will act on recommended 
changes. 

TARGET DATE 

Review completed and necessary changes made by December, 1996. 
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SKILLS INVENTORY 

THE ISSUE 

Employees should be encouraged to compete for promotions, and/or training 
opportunities. This is of particular concern for minorities and women because 
they are more likely to be concentrated in entry level positions and/or 
traditional positions with lower pay rates. 

THE GOAL 

RTA will establish and maintain a computerized skills inventory which 
will serve as a means of internal recruitment. This will be a component of 
the recently purchased Human Resources Management System (HRMS). 

THE PROGRAM 

Authority employees will be requested to participate in a survey to 
determine what special skills each has, what formal education and training 
each has pursued, and what career interests each has. Skills may or may not 
be utilized in the person’s current job and may have been acquired through 
civic and volunteer activities as well as through previous job experience or 
training. 

This data will be computerized and will be used by Personnel Services to 
identify persons who could benefit from particular training programs or who 
should be encouraged to take promotional examinations. Personnel Services 
will participate in career counseling for such individuals. 

Information on new employees will be added to the skills inventory at the 
time of hire, and data on all personnel will be updated annually. 

THE RESPONSIBILITY 

Personnel Services will develop and maintain the skills inventory within 
the HRMS. 

TARGET DATE 

A complete, computerized skills inventory will be operable within the 
next four (4) years. 
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EEO TRAINING 

THE ISSUE 

Although 308 management personnel, supervisors and nonsupervisors 
received EEO training in 1992, the continual changes in federal and state laws 
and regulations and case law necessitate additional training on an annual 
basis. A new fair employment practices training program is being developed 
wherein personnel will receive training on EEO laws in the workplace. 

THE GOAL 

Training in equal employment opportunity will be provided for at least 
two hundred (200) employees annually. 

THE PROGRAM 

Management personnel and supervisors will receive an annual refresher 
course in equal employment opportunity which will include a review of the 
revised Affirmative Action Plan, an update on pertinent federal and state laws 
and regulations, and a discussion of the effects of major case law in the 
field. 

All staff of Personnel Services will receive introductory EEO training 
and annual refresher courses. 

Other EEO training will be instituted as the need arises. 

RESPONSIBILITY 

The Director, Office of Equal Opportunity, in cooperation with the 
Employee Development and Training Department, will plan and carry out the EEO 
training. 

TARGET DATE 

The refresher course for the management and supervisory personnel and the 
introductory training sessions will begin with staff of Personnel Services 
before December 31, 1996. 
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COUNSELLING AND COMPLAINT PROCEDURES 

THE ISSUE 

Every employee retains the right to file an external complaint alleging 
discrimination. However, an effective internal complaint procedure can lead 
to prompt, fair, and impartial resolution of problem situations and can 
provide a means of identifying areas where corrective action is needed. 

THE GOAL 

RTA will continue to expand its existing internal complaint procedure 
through the designation of Affirmative Action Counsellors in each department. 

THE PROGRAM 

Affirmative Action Counsellors (at least one in each department) are 
selected and receive special training which prepares them for handling routine 
questions regarding equal employment opportunity and minor problem situations. 

Complaints which cannot be resolved by the Affirmative Action Counsellors 
are referred to the Director, Office of Equal Opportunity. 

Employees who believe they have been discriminated against on the basis 
of race, color, religion, sex, national origin or ancestry, age, disability or 
status as a Vietnam-era veteran are encouraged to consult with the Director, 
Office of Equal Opportunity in an effort to resolve the matter informally. 
Such consultation should take place within thirty (30) calendar days of the 
date of the alleged discriminatory act, unless the discrimination is 
continuing in which case the complainant should consult the Director~ Office 
of Equal Opportunity as soon as possible. 

In processing an informal complaint, the Director, Office of Equal 
Opportunity will: 

Not reveal the identity of the complainant without the authorization 
of said individual. 

Assure that the complainant is aware of his/her right to 
representation of his/her choice at all stages of the complaint 
process. 

3. Make necessary inquiries to seek a resolution of the matter. 

4. Have access to officials at all levels. 

Discuss with the appropriate official(s) the findings and hls/her 
recommendations for resolution of the problem. 
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6. Process the complaint within ten (10) working days after the matter 
is brought to his/her attention. 

When the informal complaint procedure is unsuccessful or inappropriate, 
employees shall be referred to the appropriate grievance procedures provided 
in the Conditions of Employment (a negotiated agreement between Local 268 of 
the Amalgamated Transit Union and RTA) and the complaint procedure in the 
Personnel Policies and Procedures Manual prior to filing a formal complaint 
with the Equal Employment Opportunity Commission, the Ohio Civil Rights 
Commission and/or RTA’s Office of Equal Opportunity. 

Management and supervisory personnel will provide the Director, Office of 
Equal Opportunity with complete cooperation in investigating and resolving 
informal and formal EEO complaints. 

With regard to all discrimination complaints, the Director, Office of 
Equal Opportunity will: 

Assure that appropriate follow-up is carried out after complaints 
are settled so as to forestall or correct any harassment or 
retaliatory actions against the complainant or any employee who 
assisted in the resolution of the problem. 

Hake periodic checks to assure that agreed upon corrective action 
has been taken and/or is continuing. 

Analyze all allegations of discrimination in order to identify 
conditions and circumstances that may exist beyond the individual 
case which require further investigation. 

Recommend corrective actions (including disciplinary action when 
appropriate) where an investigation reveals discriminatory action(s) 
by a supervisor. 

RESPONSIBILITY 

The Director, Office of Equal Opportunity is responsible for implementing 
the complaint procedure. He/she, with input from appropriate supervisory 
personnel, selects the departmental Affirmative Action Counsellors and trains 
them. 

TARGET DATE 

The complaint procedure is in place and is used as needed. The 
Affirmative Action Counsellors have been selected and trained. 
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INTERNAL AUDIT AND REPORTING 

The Director, Office of Equal Opportunity has developed a new record- 
keeping system which will document various personnel activities and their 
impact on affirmative action. This system, which will be implemented upon the 
approval of the Affirmative Action Plan by the Board of Trustees, will include 
collection of data on recruitment efforts, applicant flow, transfers, 
promotions, disciplinary actions, terminations, and participation in training 
programs. In cooperation with Haman Resources, the Director, Office of Equal 
Opportunity has developed the necessary forms for data collection, and most 
information will ultimately be computerized for retrieval purposes. 

Supervisory personnel are required to submit to the Director, Office of 
Equal Opportunity a quarterly review of each department’s performance, 
measured against established goals. In addition, supervisors may recommend 
modifications in the Affirmative Action Plan. This information, together with 
other data collected, is used by the Director, Office of Equal Opportunity to 
prepare a quarterly report for the General Manager. The report includes 
detailed information on progress made toward attainment of goals, problems 
identified, and recommendations for modifications in RTA personnel practices 
and/or the Affirmative Action Plan. 

The entire Affirmative Action Plan is reviewed annually with necessary 
revisions made at that time. 

The Director, Office of Equal Opportunity also insures that 
record-keeping systems provide the information required by government 
regulatory agencies. Re/she is responsible for the compilation and timely 
submission of reports required by such agencies. 
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