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RESPONSIBILITY FOR AFFIRMATIVE ACTION PLAN 
AND EQUAL EMPLOYMENT OPPORTUNITY 

Appointing Authority: 

Terri White, MSW, is the Commissioner of the Oklahoma Department of Mental 
Health and Substance Abuse Services (ODMHSAS).  The Commissioner exercises 
overall responsibility for equal employment opportunity and affirmative action within 
ODMHSAS.  The Commissioner has overall responsibility for the Affirmative Action 
Plan's development, implementation and dissemination.  In addition, the 
Commissioner is responsible for fostering the agency’s commitment to equal 
employment opportunity and its affirmative action program. 

Affirmative Action Officer: 

Thomas Ferguson is the Affirmative Action Officer for ODMHSAS.  The duties and 
implementation responsibilities of the Affirmative Action Officer with regard to the 
affirmative action program are as follows: 

1. Organizes and conducts programs involving the recruitment of underutilized 
group members; initiates communications with underutilized group 
representatives; reviews recruitment literature to ensure that equal 
opportunity principles are maintained; and speaks to all interested minority 
and women’s groups or other groups as well as applicants regarding 
employment opportunities; 

2. Reviews and evaluates job specifications to assure requirements are job-
related and career advancement is possible; 

3. Determines if a position should be targeted for minority recruitment; 

4. Reviews selection procedures to ensure compliance with equal employment 
opportunity practices; reviews Fair Employment Practices Act certificates to 
determine if appointments were made on the basis of equal employment 
opportunity;  

5. Conducts new employee orientation to ensure employees are made aware of 
the agency's anti-discrimination policies, the agency's Discrimination 
Complaint and Investigation Procedure (ODMHSAS Policy 7.1), and their 
right to equal terms and conditions of employment; conducts training at 
ODMHSAS facilities and the Central Office to educate employees on their 
civil rights and to ensure that all employees are knowledgeable on the types 
of behaviors that can be considered discrimination;  

6. Provides assistance to agency management personnel to assure compliance 
with equal employment practices within their facility or individual work units 
and assists in developing and reviewing in-service training programs related 
to cultural competency; 
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7. Performs evaluation studies of the affirmative action program, such as the 
achievement of goals, turnover rates or other available data; and 

8. Maintains records and writes reports as required. 

Executive Directors: 

Each state-operated facility has an executive director and/or director assigned to it.  
Each has the overall responsibility, for his/her respective facility, to ensure the goals 
of the ODMHSAS affirmative action plan are achieved. 

Human Resources Managers/Directors: 

Each human resources manager/director within each facility has the following 
responsibilities: 

1. Leadership in the Equal Employment Opportunity/Affirmative Action 
(EEO/AA) program in their respective facility, including serving as a liaison 
with supervisors regarding EEO/AA; 

2. Provide necessary data for the EEO/AA program through completion of all 
applicable EEO/AA reporting forms; 

3. Assist in development and presentation of EEO/AA awareness programs for 
supervisors and department heads; 

4. Assist in providing training in recruitment, interview and selection techniques 
for supervisors and other facility staff; 

5. Assist in developing recruitment programs to attract qualified minorities and 
females to fill positions that have been identified as being underutilized; 

6. Systematically refer qualified applicants for vacant positions to hiring 
supervisors; and 

7. Ensure that facility staff (managers, supervisors, and employees) are 
knowledgeable of changes in human resources' policies and procedures. 

Managers and Supervisors: 

Division/department directors or managers have the following responsibilities under 
the plan, which include: 

1. Ensure full compliance within their respective divisions/departments with the 
spirit and policies of the ODMHSAS equal employment program; 

2. Make provision for supervisors' performance to be evaluated on the basis of 
their equal employment opportunity effort and results, as well as other criteria; 

3. Take action to prevent harassment of and discrimination against employees; 
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4. Discuss the results and goals of the affirmative action plan, as provided by 
the Affirmative Action Officer, with their employees; 

5. Bring current developments in the area of affirmative action, as provided by 
the Affirmative Action Officer, to the attention of their employees; and 

6. Each division and/or department head or director and supervisor will be 
responsible for becoming familiar with the agency’s affirmative action plan to 
promote fulfillment of the plan’s objectives. 

Employees: 

Employees have the following responsibilities under this plan, which include: 

1. Apply applicable laws, policies, regulations, rules, and procedures without 
regard to race, religion, sex, color, age, national origin, creed, political 
affiliation, disability, or protected activities; 

2. Exhibit and maintain an atmosphere free from all forms of unlawful 
discrimination.  Exhibit an attitude of respect, courtesy, and cooperation 
toward fellow employees and the public; 

3. Assist supervisors and managers in carrying out their responsibilities with 
regard to the EEO/AA program; and 

4. Be familiar with the Affirmative Action Plan and make a good faith effort to 
comply with their assigned responsibilities under this plan. 
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DISSEMINATION OF POLICY 
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DISSEMINATION OF POLICY 
The following methods will be used to publicize the Department’s commitment to 
equal employment opportunity and its affirmative action plan: 

Internal Dissemination 

The Oklahoma Department of Mental Health and Substance Abuse Services, 
through its Affirmative Action Officer, will notify supervisory and management staff 
and other employees of its affirmative action plan by a variety of methods, including 
the following: 

1. New employees will be given a packet including a statement of non-
discrimination and a brief synopsis of the affirmation action plan.   

2. The ODMHSAS FY 2011 Affirmative Action Plan will be posted on the agency 
website where it will be available to employees, job applicants, and other 
interested members of the public. 

3. The ODMHSAS FY 2011 Affirmative Action plan will be disseminated to each 
agency facility.  A copy of the plan shall be made available for review to any 
employee upon request to the appropriate facility Human Resources office. 

4. A hard copy of the ODMHSAS FY 2011 Affirmative Action Plan will be made 
available upon request to the Affirmative Action Officer. 

5. ODMHSAS Policy 7.1, Discrimination Complaint and Investigation Procedure, 
is provided and explained to all new employees, and it is available on an 
email public folder, which is accessible by all employees who have email.   
ODMHSAS employees will be encouraged to use the procedure to address 
allegations of discriminatory conduct arising in the course of public 
employment with this agency. 

6. Meetings will be held with management as well as supervisory and Human 
Resources Department staff to explain all pertinent information regarding the 
Affirmative Action Plan. 

7. Nondiscrimination posters, such as Equal Employment Opportunity is the Law 
and Oklahoma Law Prohibits Discrimination are to remain posted in areas 
such as reception areas, lounges, human resources offices, etc., where they 
may be viewed by applicants and employees.  These posters may be 
replaced as more current informational notices are publicized and made 
available to the agency. 

8. Significant events, involving the positive achievements of all employees, will 
be published in system-wide and local employee publications. 
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External Dissemination 

The Oklahoma Department of Mental Health and Substance Abuse Services will use 
the following methods to externally publicize its commitment to equal employment 
opportunity and affirmative action: 

1. Copies of the plan will be forwarded to the Oklahoma State Department of 
Libraries and other informational depositories by the Affirmative Action 
Officer. 

2. Copies of the approved ODMHSAS Affirmative Action Plan will be forwarded 
to the following offices: Office of Personnel Management, Oklahoma Indian 
Affairs Commission, Tulsa Urban League, Oklahoma City Urban League, 
Vietnamese American Community Organization, Oklahoma Latino 
Community Development for Hispanic American Services, and YWCA 
branches in Oklahoma City and Tulsa. 

3. The ODMHSAS FY 2011 Affirmative Action Plan will be posted on the agency 
website under Career Opportunities, where it will be available to job 
applicants and other interested members of the public. 

In addition to the dissemination of the ODMHSAS FY 2011 Affirmative Action Plan, 
all contractors, subcontractors and vendors with which this agency contracts, 
purchases or does business are routinely notified of the ODMHSAS equal 
employment opportunity and affirmative action policies. 
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TRAINING AND RECRUITMENT 
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TRAINING 
 

ODMHSAS is committed to provide equal opportunities for access to training for its 
employees on a non-discriminatory basis.  Training opportunities are provided 
through in-service training at the ODMHSAS Human Resources Development 
Training Institute, which is located at 2401 N.W. 23rd St., Suite 1F, in Oklahoma City, 
Oklahoma.  In addition, the ODMHSAS Human Resources Development Department 
facilitates the delivery of training to agency employees.  The Office of Personnel 
Management’s Human Resources Development Services, as well as outside 
resources, provides training opportunities for agency employees.  All employees are 
encouraged to take advantage of the training resources made available to them 
through the ODMHSAS.  New employees are made aware of various training 
resources and opportunities during the new employee orientation sessions. 
 
“Cultural Competency” is a training program routinely offered through the ODMHSAS 
Staff Development Department.  The focal point of the program is positive patient 
interaction through better understanding of cultural differences.  The objective of the 
course is to provide employees, who deal with direct patient care, with an elevated 
level of awareness in this subject area.  The increased awareness is aimed at 
empowerment for patients. 
 
The ODMHSAS strategic plan includes a cultural competence initiative. The 
Affirmative Action Officer will work closely with the agency’s Human Resources 
Development Services staff to implement appropriate training to further this effort.  
All hiring decisions will eventually be impacted by this initiative.  The focal point for 
filling vacant positions during FY 2011 shall be concentrated upon direct care units.  
Under the provision of cultural competency it is imperative that staff of direct care 
units reflect the cultural make-up of the clients served in those units. 
 

RECRUITMENT 
 

ODMHSAS uses several local and state government organizations, trade schools, 
colleges and universities, civic and minority organizations to recruit qualified 
applicants for employment. Recruitment efforts have been relatively light because of 
the State of Oklahoma’s hiring freeze and Agency’s Reduction In Force (RIF) plan 
implementation, which has been extended over the course of several reporting 
periods. 
 
Notwithstanding the status of the hiring freeze and RIF restarts, the Department 
does anticipate position vacancies in the FY 2011 reporting period.  The Affirmative 
Action Officer will continue to track all advertised vacancies where underutilization 
exists.  Additionally, hiring supervisors will continue to be required to complete 
detailed justification statements when an applicant is selected to fill a vacant position 
as the result of competitive interviews.  A close examination of each applicant pool 
will be conducted in all instances where competitive interviews occur.  The purpose 
underlying this examination is to assure the pool contains representatives of 
underutilized groups.  This practice will continue as long as underutilization for 
minorities and females exists within any of the job groups. 
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EVALUATION OF PREVIOUS 
 AA/EEO EFFORTS 
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EVALUATION OF ACHIEVEMENT OF 
PREVIOUS YEAR’S GOALS 
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EVALUATION OF ACHIEVEMENT OF PREVIOUS YEAR’S GOALS 

Job Group:  Technicians 

Goal Description: The goal was to hire one (1) Hispanic employee. 

Good Faith Efforts Made: This goal was not met.  FEPA registers were requested 
from the Office of Personnel Management and utilized.  All hiring transactions in 
classified positions were reviewed by the ODMHSAS Affirmative Action Officer.  
Local Human Resource Offices were instructed to attempt to have a Hispanic 
employee on the interview panels in this category. 

 

Job Group:  Paraprofessional 

Goal Description: The goal was to hire thirty one (31) female employees into this 
job group.   

Good Faith Efforts Made: This goal was met.  Fifty four (54) females were hired 
into the Paraprofessional category.  FEPA registers were requested from the Office 
of Personnel Management.  All hiring transactions in classified positions were 
reviewed by the ODMHSAS Affirmative Action Officer.   

 

Job Group: Skilled Craft Workers 

Goal Description: The goal was to hire one (1) Black employee, two (2) Hispanic 
employees, and four (4) employees in the Total Minorities category.   

Good Faith Efforts Made: This goal was not met.  FEPA registers were requested 
from the Office of Personnel Management and utilized.  All hiring transactions were 
reviewed by the ODMHSAS Affirmative Action Officer.  Only one employee was 
hired in this category during this reporting period. 

Proposed Plan of Action: ODMHSAS will continue to utilize Office of Personnel 
Management FEPA registers.  ODMHSAS will offer skill-based pay for fluent 
language/writing skills in Spanish.  Additionally, the Affirmative Action Officer will 
work with each facility’s executive director and human resources personnel to 
determine appropriate recruitment methods, relevant to that facility’s needs.  Hiring 
transactions will continue to be reviewed by the ODMHSAS Affirmative Action 
Officer.  All position vacancy notices will be posted onto the agency’s web page and 
within ODMHSAS. 

ODMHSAS utilizes a three person panel approach for selection interviews.  Each 
panel must consist of a male employee, a female, and an ethnic minority.  Local 
Human Resource Offices will be instructed to attempt to have a Hispanic employee 
on the interview panels in this category. ODMHSAS will provide a career 
opportunities brochure to minority organizations. This brochure contains 
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recruitment information and the agency’s web address for accessing vacancy 
announcements.  Also, a request will be made that this brochure be posted in a 
location that members of the organization and visitors would be able to access.  

 

 Job Group: Service Maintenance 

Goal Description: The goal was to hire three (3) Black employees, four (4) Hispanic 
employees, and two (2) in the Total Minorities category into this job group.   

Good Faith Efforts Made: This goal was partially met.  FEPA registers were 
requested from the Office of Personnel Management.  All hiring transactions were 
reviewed by the ODMHSAS Affirmative Action Officer.  During the past year, two (2) 
Black employees were hired and a total of three (3) minorities were hired into the 
Service Maintenance category.   

Proposed Plan of Action: ODMHSAS will continue to utilize Office of Personnel 
Management FEPA registers.  ODMHSAS will offer skill-based pay for fluent 
language/writing skills in Spanish.  Additionally, the Affirmative Action Officer will 
work with each facility’s executive director and human resources personnel to 
determine appropriate recruitment methods, relevant to that facility’s needs.  Hiring 
transactions will continue to be reviewed by the ODMHSAS Affirmative Action 
Officer.  All position vacancy notices will be posted onto the agency’s web page and 
within ODMHSAS. 

ODMHSAS utilizes a three person panel approach for selection interviews.  Each 
panel must consist of a male employee, a female, and an ethnic minority.  Local 
Human Resource Offices will be instructed to attempt to have a Black or Hispanic 
employee on the interview panels in this category. 

ODMHSAS will provide a career opportunities brochure to minority organizations.  
This brochure contains recruitment information and the agency’s web address for 
accessing vacancy announcements.  Also, a request will be made that this brochure 
be posted in a location that members of the organization and visitors would be able 
to access.  

 

Status of Recruitment, Hiring, and Promotion of Females, Males, and 
Minorities: 

Assessment of the employees hired during FY 2010 demonstrates that ODMHSAS 
hired females at a rate of 66% and minorities at a rate of 28% of all hires.  Overall, 
during FY 2010, ODMHSAS exceeded the hiring goals for Black, Total Minorities, 
and Females.  Of all separations from ODMHSAS during the reporting period, 66% 
were female and 31% were minorities.  These figures show a consistent practice of 
both selecting, hiring, and retaining females and minorities at rates that are 
congruent to the rates of attrition.  During FY 2011, ODMHSAS promoted 5 
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employees.  Of those, 0% were minorities and 60% were females.  This, along with a 
high rate of females and minorities in the Professional category, shows these groups 
are not simply hired in at lower-level positions, but are also promoted within the 
agency. 

 

Note:  During FY 2011, the Affirmative Action Officer met with all Human Resources 
staff from the ODMHSAS facilities around the state.  The Human Resources staff 
were encouraged to utilize additional, alternative means of recruitment, such as 
posting recruitment notices in well-traveled areas of their towns.  The Affirmative 
Action Officer will continue to strive to utilize and assess the effectiveness of 
different recruitment methods in terms of recruitment of women and minorities. 
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INTERNAL AUDIT AND REPORTING 
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Internal Audit and Reporting 

The affirmative action program, like any other goal-oriented program, must utilize an 
audit and reporting system to measure its effectiveness.  In order to adequately 
measure the success of this program, all employment activities are monitored, 
including, but not limited to, the following: 

A. Reports 

1. Applicant flow; 

2. New hires; 

3. Discrimination claims; 

4. Transfers; 

5. Promotions; 

6. Terminations; 

7. Training/Education; and 

8. Fair Employment Practices Act registers. 

B. Records 

Each facility shall maintain the following documentation of the time periods 
specified: 

1. A copy of all grievances and/or complaints for three (3) years; 

2. Job applications of persons not hired for two (2) years; 

3. EEO-4 reports for three (3) years; 

4. Reports reflecting training and education received by employees for 
three (3) years; 

5. Records of all promotions, terminations, and employment of new 
employees for three (3) years; and 

6. Affirmative Action Plans for three (3) years. 
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C. Notices To Be Posted 

Each facility of ODMHSAS shall post and keep in conspicuous places upon 
its premises, all notices pertaining to equal employment opportunity laws.  
This includes, but is not limited to: ODMHSAS Policy Statement on EEO/AA, 
ODMHSAS Sexual Harassment Policy statement, EEOC’s Equal 
Employment Opportunity is the Law and all other pertinent anti-discrimination 
posters. 

D. Evaluation of Management Personnel 

Management personnel are accountable for meeting affirmative action 
objectives within their respective facilities and for communicating the contents 
of the Affirmative Action Plan to their employees. 

Specifically, they are responsible for the following: 

1. Consistent application of disciplinary rules and other personnel actions 
and procedures; 

2. Accurately keeping records which may be required for affirmative 
action purposes; 

3. Submission of reports to the Affirmative Action Officer on a timely 
basis; 

4. Attendance at scheduled training regarding affirmative action and 
equal employment opportunity; 

5. Sensitivity and action toward seeking solutions to problems regarding 
affirmative action and equal employment within their facilities; and 

6. As needed, seeking assistance from staff regarding personnel matters 
affecting equal employment opportunity and affirmative action. 

With respect to the above, the Department will continue to develop and 
implement training programs for management personnel to increase their 
overall effectiveness in these areas. 

E. Specific Problems 

In addition to working with data summaries, the Affirmative Action Officer, in 
conjunction with legal counsel and administration, will have occasion to 
become involved in particular employment actions when individual claims 
warrant an informal or formal investigation of alleged discriminatory matters. 

F. Reason for Non-Selection 

Where severe under-representation exists, position vacancies and selection 
for those vacancies shall be closely monitored.  In instances where a hiring 
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supervisor declines to hire an applicant1, who is a member of the 
underutilized group, sufficient written explanation is required to justify why 
such person was not selected/hired2. The written explanation shall be 
received and reviewed by the Human Resources Manager and the Affirmative 
Action Officer.  The Affirmative Action Officer will transmit any questionable 
matters to the Commissioner and/or the appropriate director for further action. 

                                                 
1 Applicant, for purposes of this section, includes persons selected as new hires, as well as those 
persons who are transferred or promoted. 
2 Hiring official(s) shall explain in writing why members of protected categories, including absolute 
veterans or the disabled, may not have been selected. 
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JOB GROUP ANALYSIS 
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OFFICIAL/ADMINISTRATOR 
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PROFESSIONALS 
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UTILIZATION ANALYSIS 
 

And 
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IDENTIFICATION OF PROBLEM AREAS 
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IDENTIFICATION AND ANALYSIS OF PROBLEM AREAS AND 
CORRECTIVE ACTIONS 

 
 
PROFESSIONALS (EEO 2): Hispanic individuals are underutilized in the 
Professionals category. 
 
Corrective Action: ODMHSAS will continue to utilize Office of Personnel 
Management Fair Employment Practices Act (FEPA) registers when hiring for 
Professionals.  Job advertisements will be posted on the agency’s website and at 
prominent locations at the agency’s facilities.  ODMHSAS continues to offer skill-
based pay for fluent language/writing skills in Spanish.  Additionally, the Affirmative 
Action Officer will work with each facility’s executive director and human resources 
personnel to determine appropriate recruitment methods, relevant to that facility’s 
needs.  The Affirmative Action Officer will review all hiring selections for classified 
positions in this job category.  These actions will continue through the next reporting 
period or until the underutilization is corrected.   
 
 
TECHNICIANS (EEO 3): Black and Hispanic individuals and Total Minorities are 
underutilized in the Technicians category. 
 
Corrective Action: ODMHSAS will continue to utilize Office of Personnel 
Management Fair Employment Practices Act (FEPA) registers when hiring for 
Technicians.  Job advertisements will be posted on the agency’s website and at 
prominent locations at the agency’s facilities.  ODMHSAS continues to offer skill-
based pay for fluent language/writing skills in Spanish.  Additionally, the Affirmative 
Action Officer will work with each facility’s executive director and human resources 
personnel to determine appropriate recruitment methods, relevant to that facility’s 
needs.  The Affirmative Action Officer will review all hiring selections for classified 
positions in this job category.  These actions will continue through the next reporting 
period or until the underutilization is corrected.   
 
 
PARAPROFESSIONALS (EEO 5): Females are underutilized in the 
Paraprofessionals category. 
 
Corrective Action: ODMHSAS will continue to utilize Office of Personnel 
Management Fair Employment Practices Act (FEPA) registers when hiring for 
Paraprofessionals.  Job advertisements are posted on the agency’s website and at 
prominent locations at the agency’s facilities.  Additionally, the Affirmative Action 
Officer will work with each facility’s executive director and human resources 
personnel to determine appropriate recruitment methods, relevant to that facility’s 
needs.  The Affirmative Action Officer will review all hiring selections for classified 
positions in this job category.  These actions will continue through the next reporting 
period or until the underutilization is corrected. 
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SKILLED CRAFT WORKERS (EEO 7): Black and Hispanic individuals and Total 
Minorities are underutilized in the Skilled Craft category. 
 
Corrective Action: ODMHSAS will continue to utilize Office of Personnel 
Management Fair Employment Practices Act (FEPA) registers when hiring for Skilled 
Craft Workers.  ODMHSAS utilizes a three person panel approach for selection 
interviews.  Each panel it will be attempted to place a Black or Hispanic individual on 
the interview panel. 

Job advertisements are posted on the agency’s website and at prominent locations 
at the agency’s facilities.  ODMHSAS continues to offer skill-based pay for fluent 
language/writing skills in Spanish.  Additionally, the Affirmative Action Officer will 
work with each facility’s executive director and human resources personnel to 
determine appropriate recruitment methods, relevant to that facility’s needs.  The 
Affirmative Action Officer will review all hiring selections for classified positions in this 
job category.  These actions will continue through the next reporting period or until 
the underutilization is corrected. 
 
 
SERVICE MAINTENANCE (EEO 8):  Black and Hispanic individuals are 
underutilized in the Service Maintenance category. 
 
Corrective Action: ODMHSAS will continue to utilize Office of Personnel 
Management Fair Employment Practices Act (FEPA) registers when hiring for 
Service Maintenance.  Job advertisements are posted on the agency’s website and 
at prominent locations at the agency’s facilities.  ODMHSAS continues to offer skill-
based pay for fluent language/writing skills in Spanish.  Additionally, the Affirmative 
Action Officer will work with each facility’s executive director and human resources 
personnel to determine appropriate recruitment methods, relevant to that facility’s 
needs.  The Affirmative Action Officer will review all hiring selections for classified 
positions in this job category.  These actions will continue through the next reporting 
period or until the underutilization is corrected. 
 
 
It is the responsibility of the ODMHSAS Affirmative Action Officer, Executive 
Directors, and the human resources staff at each facility to ensure appropriate action 
has been taken to implement the corrective actions outlined above.  Each human 
resources manager is responsible for entering position vacancy information onto the 
agency’s website.   
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PRESENT STAFFING, FY 2010  
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PERSONNEL TRANSACTIONS  
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