  OFFICE OF THE STATEWIDE EQUAL EMPLOYMENT OPPORTUNITY COORDINATOR

AGENCY AUDIT QUESTIONNAIRE

Click here to enter text.
Agency Name

Click here to enter text.
Fair Practices Officer 

Click here to enter text.
Classification Title

Click here to enter text.
Equal Employment Opportunity Officer

Click here to enter text.
Classification Title

Click here to enter text.
Americans with Disabilities Act Officer

Click here to enter text.
Classification Title

Click here to enter text.
Date (Month/Year)

A.
ORGANIZATION AND RESOURCES

1. Who is the Agency’s Fair Practices Officer?  Is he/she full-time or part-time?  
Click here to enter text.      
2. Who is the Agency’s EEO Officer?  Is he/she full-time or part-time?

Click here to enter text.
3. Who is the Agency’s Americans with Disabilities Act Coordinator?  Is he/she full-time or part-time?

Click here to enter text.
4. Does the Fair Practices Officer report directly to the head of the agency and is he or she an Assistant Secretary or an employee with similar stature in accordance with SPP §5-207 (a)(i)(1)(2)?

Click here to enter text.
5. Have the Fair Practices Officer, Equal Opportunity Officer, and ADA Coordinator received any training to deal with issues and problems that may arise within the agency relative to equal employment opportunity?  If so, please list training(s) and date(s) received. 
Click here to enter text.
6. Does the Equal Opportunity Officer monitor all personnel actions adopted by the unit in accordance with SPP §5-207 (d)(1)?   If yes, please explain the process. 
Click here to enter text.
7. Does the Equal Opportunity Officer attest that procedures consistent with State Personnel and Pensions, the Governor’s Code of Fair Practices, and other State and federal equal employment opportunity laws were followed by the unit in taking a personnel action in accordance to SPP §5-207 (d)(2)?  
Click here to enter text.
8. How are internal personnel policies, procedures, and practices reviewed by the EEO Officer to ensure that practices in the department or unit are not discriminatory? (Executive Order-Code of Fair Practices)


Click here to enter text.
9. Does the Fair Practices Officer/Equal Opportunity Officer perform both EEO and personnel functions?
Click here to enter text.

B. 
GENERAL POLICIES AND PROCEDURES

1. Who is responsible for disseminating the agency’s EEO policy, the Governor’s Code of Fair Employment Practices and the State’s Sexual Harassment Policy?  How are these policies disseminated?

Click here to enter text.



2. Are the agency’s postings of the Notice to Employees (English and Spanish), Governor’s Code of Fair Employment Practices, Pregnant and Working, and Compliance procedures with timelines in locations accessible to all employees? 
Click here to enter text.



3. Does your new employee orientation include segments on equal employment opportunity, sexual harassment prevention and ADA reasonable accommodation? If so, what is covered?
Click here to enter text.
C.
COMPLAINT PROCESSING PROCEDURE

1. Is the agency’s internal complaint procedure consistent with the Employee Complaint Procedure in Title V of the Annotated Code of Maryland State Personnel and Pensions Article? (Please provide a copy)
Click here to enter text.
· Who investigates complaints of discrimination?

Click here to enter text.
2. How does the department inform employees and job applicants of their right to file EEO complaints internally?  
Click here to enter text.
3. Is the EEO staff accessible to all employees at all locations?

Click here to enter text.
· Are the name(s), telephone number(s) and address of the Fair Practices Officer and Equal Opportunity Officer(s) posted at all locations?
Click here to enter text.
4. How many internal and external discrimination complaints were filed and processed in the past fiscal year? What were the bases of these complaints?  


Click here to enter text.
5. How are Complainant’s advised of their right to file with other appropriate enforcement agencies such as the Maryland Commission of Civil Rights, Equal Employment Opportunity Commission (EEOC), and Department of Justice in accordance with SPP §5-205 (c)(1)(2)?  
Click here to enter text.
6. How is staff notified of the statewide policy that no employee shall be harassed or otherwise retaliated against for filing a complaint of discrimination in accordance with Executive Order Code of Fair Practices, Article II (D).
Click here to enter text.
7. Has the Fair Practices Officer functioned in compliance with COMAR 17.04.08.03A (4) by doing the following:  Please explain.
a) Advise the head of the unit regarding the preparation of equal employment opportunity plans, procedures, reports, and other matters related to the unit program;

Click here to enter text.
b) Periodically evaluated the sufficiency of the unit program for equal employment opportunity and recommended to the head of the unit any changes needed, including remedial or disciplinary action with respect to unit employees who have failed in their responsibilities.  Please explain. 
Click here to enter text.
c) With the authorization of the head of the unit, made changes in programs and procedures designed to eliminate discriminatory practices and to improve the unit’s program for equal employment opportunity.  If yes, please explain.
Click here to enter text.
d) Assured that discrimination complaints are fairly and thoroughly investigated and resolved in a timely manner; and 
Click here to enter text.
e) Reviewed the complaints and corresponding investigation reports which have been completed by unit equal employment opportunity officers, certified that the reports have been reviewed and the proposed decision forwarded to the head of the principal unit consistent with Regulation .04D of this chapter.  
Click here to enter text.
D.
ANNUAL EEO REPORT

1. Who is responsible for preparing and submitting the EEO Annual Report?

Click here to enter text.
2. Is the annual report distributed and reviewed by agency personnel? If so, how is the Annual Report used within the agency?
Click here to enter text.
3. Has the agency identified specific problem areas related to a protected class, such as the lack of minorities and females?  If so, what corrective action has the agency taken?
Click here to enter text.
4. How is the underutilization analysis used in your agency?
Click here to enter text.
5. Was there any underutilization relating to minorities and females? If so, what steps are being taken to address these issues?
Click here to enter text.
6. Did the agency do a summary of its last EEO Goals?

Click here to enter text.
· Were the goals/accomplishments achieved during the last fiscal year?

Click here to enter text.
· What good faith efforts were made to meet the goals?

Click here to enter text.
7. Does the agency have a current EEO Plan in accordance with SPP §5-205 (a)(3)? 


If yes, please provide a copy.
Click here to enter text.
E.
EMPLOYMENT PRACTICES

1. What recruitment efforts have been made with respect to promoting diversity in hiring minorities, females and individuals with disabilities? 
Click here to enter text.
2. Does your agency have internal interview guidelines? If so, how are you insuring compliance (i.e., are agency interview panels appropriately diverse, in that they are representative of protected groups)?   


Click here to enter text.
3. Does the agency have a procedure to save documentation of all interviews including reasons for selecting candidates and statistical data by race, sex, and disability?  
Click here to enter text.
F.
TRAINING

1. What types of training opportunities are provided to agency employees related to EEO, sexual harassment prevention, and reasonable accommodation/ADA?

Click here to enter text.
2. Have managers and supervisors been trained in identifying and resolving complaints of discrimination and unfair employment practices?
Click here to enter text.
3. Have all employees received EEO training?  How often is training provided?
Click here to enter text.
G.
PROGRAM FOR INDIVIDUALS WITH DISABILITIES

1. Are employees provided information regarding the enactment and requirements of the Americans with Disabilities Act of 1990?  If so, how is this information disseminated?

Click here to enter text.
2. What efforts has your agency initiated to recruit individuals with disabilities?

Click here to enter text.
3. Has the agency trained its Managers and Supervisors on the Statewide Reasonable Accommodations Policy and Procedure?
Click here to enter text.
4. Has the agency received requests for reasonable accommodations?  How were these requests processed?

Click here to enter text.
5. Is the agency knowledgeable about various resources available for persons with disabilities, such as interpreters, the Maryland Relay Service, and alternative placements?   
Click here to enter text.
Comments/Questions:
Click here to enter text.
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