
This is a How To Guide for Completing the Affirmative Action Plan (AAP).  

This Guide is not a required format for producing your AAP.  It is just a tool to help you process your AAP. 

This Guide has both NGB-Air and SEEM required areas of reporting combined into one product.

The goal of this How to Guide is threefold.  One is to bring some standardization to the AAP’s of various units.  Secondly it is to be used as an aid for offices that are not familiar to the processing of the AAP. And finally it is a tool to make your job easier.

Many units already provide excellent AAP’s that are in many ways are superior to this product.  As long as your happy with what you are using and NGB doesn’t change requirements, feel free to continue what you are doing. 

Items in red are for explanation purposes only and should be erased on final copies.

I would like to thank Capt Greg Roberts of of the 139th AW, St Jo MO. for providing so much information vital to my understanding of the AAP.  

I would also like to thank Major Monte Weathers, KS SEEM. For providing me assistance in what SEEM’s need for their reports.

Some Helpful hints in processing your guide.

1. Start Early.  Let the MSF Leadership know before the end of the Fiscal Year that you will be collecting this information.

2. Personally contact each person responsible for providing you information.  Most will not be very enthusiastic.  They have tons of stuff to do and us asking them for more, can be “stressful”.  Be diplomatic.

3. Know your recruiting area.  Some States the 50 mile radius works fine.  In most Rural States, recruitment is more of a regional thing.  I use all of NE Kansas, as approximately half my traditional force lives or works beyond 50 miles from our unit.   If you use just the city next to your unit but ignore the rest of your recruiting grounds.  You will end up with skewed data.

4. It is not uncommon for Sr. Leadership of a Unit to be out of alignment with the Units demographics.   Don’t panic.  Most Sr. Leadership personnel are State Technicians.  They retire at 60 yrs old.  Thus they tend to mirror the Unit of yesterday, not today.   Whereas Traditional and AGR forces tend to rotate faster as they retire at 20 years of service.  

5. Another common problem with the data is the factor that many of our new entrants are of mixed race and as such do not fit the antiquated data fields of the Census bureau.   Try to do your best you can, as the data we get is about the best we can hope for.
Major Brian Riniker 

MEO Region 2 Representative 

DEPARTMENT OF THE AIR FORCE

Your Units Letterhead.

Date

MEMORANDUM FOR:  190th ARW/CV


190th ARW/CC



                  JFHQKS/SEEM




      NGB-EO (Attn: ANG MEO Program Manager)




      IN TURN Use Your Units Symbols. 

FROM: 190th ARW/ME  Use Your Office Symbols.


 5920 SE Coyote Dr.


 Forbes Field (ANG), Topeka KS 66619-5370 

SUBJECT: Affirmative Action Plan and Military Equal Opportunity Annual Report    (FY 2005) this is the When of the Report.

1. In accordance with ANGI 36-7, attached is the Affirmative Action Plan Your unit.  

2. In accordance with ANGI 36-7 attached is the Annual Military Equal Opportunity Report for the Your Unit.  Since the AAP and The Annual Report covers information from the Fiscal Year.  Why not do them at the same time and send them both to NGB and your SEEM at the same time.  By end of November after the end of the FY.  
                                                                         
Your Signature 

Chief of Military Equal Opportunity Office

Attachments:

1.  190th ARW and JFHQ ANG Affirmative Action Plan Report

2.  190th ARW Military Equal Opportunity Annual Report

Your Unit Symbol, such as 190th ARW and JFHQKS-Air

AFFIRMATIVE ACTION PLAN

Objective: State Mandate 

Subject:  MEO Staff Qualifications 

Note: Some Objectives are not required under the old AAP. But your SEEM needs this data for their report.  Might as well add them to the AAP.  I  titled them State Mandate.

Also many objectives have older number/letter identifiers such as P-001.  These are leftovers from earlier regulations and accounting. I do not know if they are still required but they are not hurting anything, so I left them in where appropriate.   

Office of Primary Responsibility: Office contacted for data, the Who.

Point of Contact: Person who gave the data. Also The Who, handy for knowing who to contact in the office for information clarification and next years report.

Status Indicator: Stock Paragraphs given to aid the reader in understanding what the reason for analyzing this objective (the Why).
Assessment Summary: This tells the reader How you did it.

Statistics

This is the What your assessing. In most sections the Statistics are a comparison of the Total base population vs. Minority and Female populations.   This is often the hardest section to complete.  As for getting information from MSF, it is often difficult.  The best way I found to do this is to get an Alpha Roster, this is what I call our list of the entire population, broken down by the Following: 

Name, SSN, Rank, Grade, Unit, Age, Gender, Race, Ethnic Group, Hispanic Latino Description. This can be gathered from your unit’s PSM or Readiness Manager.  

Then get the information from the various offices.  They may or may not of broken down the data for you. As such, you might have to get the list of names or SSN’s from them and compare that list with the alpha roster from your PSM.

Remarks:  
The Remarks Section is a place to put the following…..

Proposals for changes

Explanation of issues raised in the above sections 

Reason why things happened 

Reason why there is no data is available.
Try to keep one objective per page as it produces a neater and cleaner product.

Included is my working copy for the FY 2005 Report.  Feel free to copy and paste.

190TH ARW and JFHQKS-ANG

AFFIRMATIVE ACTION PLAN

Objective: State Mandate 

Subject:  MEO Staff Qualifications 

Office of Primary Responsibility: Military Equality Office 

Point of Contact: Major Riniker Brian 
Status Indicator: The Wing MEO Office should be crewed by a team who through attendance at local and national professional and technical training, PME, and off-duty education become professionals in the area of Equal Opportunity. 
Assessment Summary: The MEO office is authorized two Officers and one Enlisted personnel.   The Officers are required to attend Basic Personnel Officers Course (BPOC), and Defense Equal Opportunity Managers course (DEOMI).  Enlisted personnel are only required to attend DEOMI.  Afterwards the EO NCO completes a correspondence course to achieve 7 level Craftsman level.  All 190th ARW MEO Office Personnel are also required to attend Drug Testing Program Managers Course due to the additional duty of the Substance Abuse Prevention Program. 

Statistics

  Position

  Name


    Courses Attended.

         Officer in Charge        Maj. Riniker   

BPOC, DEOMI

                     MEO Officer 
         1Lt. Mason

BPOC, DEOMI

  MEO NCO 

  SSgt Stewart

    Awaiting DEOMI

Remarks:  Major Riniker also has the additional duties of Drug Reduction Program Manager and Regional EO Chief.  Lt. Mason has the additional duties of alternate Drug Reduction Program Manager and State Sexual Assault Response Coordinator.  SSgt Stewart is awaiting DEOMI course attendance in the Winter 2006.  Add only the additional duties that affect your personnel’s ability to perform the EO mission.  Do not add unnecessary items.

190TH ARW and JFHQKS-ANG

AFFIRMATIVE ACTION PLAN

Objective: State Mandate

Subject:  MEO Training Given

Office of Primary Responsibility: Military Equality Office

Point of Contact: Major Riniker Brian

Status Indicator: The MEO Office is responsible for the training of the following courses.   Human Relations Training (HRE), Prevention of Sexual Harassment (POSH), New Comers Orientation and Key Personnel Briefings.  The MEO Office is also responsible for the processing of EO Complaints, conducting Unit Climate Assessments (UCA’s), unit Out and About interviews, providing Subject Matter expertise and Consultation for unit members on EO issues, preparing Annual Reports/Affirmative Action plans and monitoring the EO atmosphere of the unit.  Additionally the 190th MEO Office is the primary agency on base responsible for the Substance Abuse Prevention Program.
Assessment Summary:

Statistics

Task



People or Units Trained/Tested 
FY05

FY04



HRE Training:

POSH Training:

Newcomers Briefings:

Key Personal Briefings:

Substance Abuse Testing:

Out and About interviews:

Unit Climate Assessments:

Remarks: Earlier this year the unit received Two Inspections. The UCI inspected the Equal Opportunity Program and the HSI Preparation for the Substance Abuse Prevention Program.  This office passed both of these inspections.   Preparation for these inspections and the Inspections themselves reduced Office efficiency for the year.

190TH ARW and JFHQKS-ANG

AFFIRMATIVE ACTION PLAN

Objective #:  P-001

Subject:  Airman Recruiting

Objective: Support ANG population goals by enlisting qualified minorities, at a rate at least equal to their representation in the community population.

Office of Primary Responsibility: Recruiting

Point of Contact: MSG Johansen Jeff 

Status Indicator: The percentage of newly enlisted personnel should reflect the representation of the total population for the Standard Metropolitan Statistical Area (SMSA) or county boundaries coinciding within an approximate 50-mile radius.  Our unit uses the entire Northeast Kansas area (which is greater than 50 miles), to ensure the greatest Diversity from the region is represented. Two of our major metropolitan areas lie just outside of the 50 mile radius.  Lack of sufficient enlistments may indicate insufficient efforts to procure such candidates.  When an imbalance exists, positive recruiting actions need to take place.
Assessment Summary: During FY2004, 122 individuals were recruited into the 190th ARW.  Of those 122 recruits, 24.5% were females and 17% were minorities.  At the close of FY2004, females represented 19% of the total unit population and minorities represented 12%.   This year female and minority recruiting rates were higher than their representation level.  This data is reviewed with recruiting and they insure we have positive recruiting actions to procure qualified female and minority applicants for enlistment.
Statistics

190ARW & JFHQKS ANG:   122 Individuals recruited
30 Female
21Minority

Remarks:  According to the 2000 Census Report, 14% of residents in North East Kansas were of minority status.  Current minority representation in the 190th ARW and JFHQKS ANG is 12%, which is slightly below the minority representation in this area.  However, the 17% recruitment rate for minorities during FY2004 is a positive indication the190th ARW and JFHQKS ANG is moving in the right direction.
190TH ARW and JFHQKS-ANG

AFFIRMATIVE ACTION PLAN

Objective #:  P-002

Subject:  Commissioning of Airmen

Objective: Support ANG population goals by encouraging minority/women personnel to seek commission by applying for AMS when unit officer vacancies occur (at a rate at least equal to their representation in the organization population).

Office of Primary Responsibility: Recruiting

Point of Contact: MSgt Janet Smith

Status Indicator: The percentage of minority/women applications for commissioning programs should be reflective of their representation in the total organization.  Lack of applicants may indicate insufficient motivation or lack of awareness of the opportunity to apply.
Assessment Summary: During FY2004, An Unknown number of  individuals applied for officer vacancies.  An unknown percentage of the applicants were female and an unknown percentage of the applicants were minorities.  

Statistics

190ARW & JFHQKS ANG: 122 Individuals Commissioned   30 Female
21Minority

Remarks:  Due to the reassignment of several Navigator Officer Positions within the 190th ARW, Several Officer vacancies were filled with existing Officers instead of new applicants.  As this is completed, FY 2005 will provide a statistical accurate picture of the unit’s performance in filling Officer vacancies.
190TH ARW and JFHQKS-ANG

AFFIRMATIVE ACTION PLAN

Objective #: E-101

Subject: On-The-Job Training

Objective: To insure that the quality of the on-the job training is sufficient for enlisted minority/female personnel to achieve 3, 5, and 7 levels in accordance with established phase periods

Office of Primary Responsibility: Military Personnel Flight, Training Manager
Point of Contact: MSgt Weddle Joanne

Status Indicator: The CDC failure rate for minority/women personnel should not exceed their rate of participation in OJT programs.  Continuing disparities may indicate a need for more intensive counseling, training and/or long-range efforts to enhance the effectiveness of the program.
Assessment Summary: During FY2004, 281 individuals took their CDC exams. Females represented 20% of those tested and 35% of the failures.  Minorities represented 13% of those tested and 23% of the failures.  Females and Minorities are failing CDC exams at a rate above their representation.  
Statistics

              PME  Testing :        
tested

female

minority               





failures  
 female

minority


 AFSC  Testing :        
tested

female

minority               





failures  
 female

minority

Remarks:  At this point, the MEO office is very concerned with the testing results of female and minority members.  Recommend increased Mentoring for Female and Minority members to increase their passing rate.  The Low passing rate could be an indicator of a lack of proper supervision and OJT.

On my FY 2005 AAP I desire to breakdown the pass/fails into two categories, CDC Awarding and PME testing.  The SEEM’s need to know the PME passing rates and this is a good objective to throw that data into.  PME testing can also be divided by rank.

190TH ARW and JFHQKS-ANG

AFFIRMATIVE ACTION PLAN

Objective: State Mandate

Subject:  Utilization of Command/Sr. Enlisted Personnel

Objective: To ensure the Command and Sr. Enlisted placement of minority/women personnel is commensurate with their percentage within the Unit. 

Office of Primary Responsibility: Military Personnel Flight

Point of Contact: SSgt Weddle Joanne

Status Indicator: The proportion of minority/women personnel assigned duties throughout the Command and Sr. Enlisted spectrum should not differ significantly from their representation in the total unit population.  A significant disparity may indicate a need for more effective management of leadership appointments, or for increased emphasis on leadership career guidance to produce the next generation of leaders, more representative of the Units population.
Assessment Summary: The 190th ARW, JFHQKS ANG is. …..

Statistics




Total

Female

Minority

Commanders:

Chief Master Sgts:

1st Sgts:

Percentage: 

100%

Remarks: This is new statistic required for the SEEM’s.

190TH ARW and JFHQKS-ANG

AFFIRMATIVE ACTION PLAN

Objective #: U-201

Subject:  Utilization of Assigned Personnel

Objective: To ensure the job placement of minority/women personnel is commensurate with their skill level and grade, and supports upward mobility.  Concentration of minority/female personnel will be precluded by ensuring effective career counseling on retaining opportunities for minority/female personnel.

Office of Primary Responsibility: Military Personnel Flight

Point of Contact: SSgt Weddle Joanne

Status Indicator: The proportion of minority/women personnel assigned duties throughout the AFSC spectrum should not differ significantly from their representation in the total unit population.  A significant disparity may indicate a need for more effective management of career counseling, or for increased emphasis on motivational factors, which stimulate productive utilization.
Assessment Summary: The 190th ARW, JFHQKS ANG is well represented by females and minorities throughout the various AFSC’s.  No specific AFSC seems to have a disproportionate number of females or minorities assigned.  

Statistics

Remarks: In my FY 2005 Report I plan to break down Each Squadron/Flight in your Unit by Minority and Gender distribution.   

190TH ARW and JFHQKS-ANG

AFFIRMATIVE ACTION PLAN

Objective #:  S-301

Subject:  Awards and Decorations

Objective:  To insure minority/female personnel receive equitable consideration for awards and decorations commensurate with their performance.

Office of Primary Responsibility: Military Personnel Flight
Point of Contact: TSgt Wells Tammy

Status Indicator:  Minority and female personnel should receive an equitable share of State and Federal awards and decorations.
Assessment Summary: Females are receiving Awards and Decorations at a rate slightly below their representation in the unit (19%).   Minorities are receiving Awards and Decorations at rate almost half their representation in the unit (12%).  
Statistics

190 ARW and JFHQKS-ANG    Total Awards Given 179

     Female 30 (16.7%) Unit Representation 19%

   
     Minority 11 (6%)
 Unit Representation 12%

Remarks: At this point, the MEO office is very concerned with the Awards and Decorations rate of female and minority members.  We also noticed that overall, the unit is low on Awards and Decorations, for its entire population, in comparison to other units of similar size and mission.. Recommend increased training to supervisors and commanders on the benefits of Awards and Decorations to unit morale.  Also recommend online aids on Unit website to facilitate Awards and Decorations processing.
190TH ARW and JFHQKS-ANG

AFFIRMATIVE ACTION PLAN

Objective #:  S-302

Subject:  Airman and Officer Promotions

Objective: To insure that the promotion process is free of any discriminatory factors/acts and is applied without regards to race, sex, or ethnic group.

Office of Primary Responsibility: Military Personnel Flight 

Point of Contact: SRA Saucedo Orlando

Status Indicator: The unit rank distribution should be such that women and minorities are equitably represented through all grades.  The selection rate of minority/women personnel should mirror their representation in the total unit population.  A disproportionate representation may indicate a need to evaluate the status of influencing factors (OJT, awards, attendance, etc.), which contribute to Equal Opportunity efforts.
Assessment Summary:  A total of 232 promotions took place during FY2004. The promotion rate for females was 21%, which is slightly above their unit representation.  The promotion rate for minorities is 9% and is below their representation in 190th ARW and JFHQKS ANG.  However, both of these are within the normal range of fluctuation.  (Females 19% and Minorities 12%).

Statistics

ENLISTED: 
206 promotions    
44 female 
21 minority

OFFICERS: 
26 promotions
       
5  female
2 minority

TOTAL
232 promotions
49 female
23 minority

Remarks:   

190TH ARW and JFHQKS-ANG

AFFIRMATIVE ACTION PLAN

Objective #:  R-401

Subject:  Involuntary Separation Actions

Objective: Insure involuntary separation procedures are applied fairly without regard to race, sex, or ethnic affiliation.

Office of Primary Responsibility: Military Personnel Flight

Point of Contact: SRA Saucedo Orlando

Status Indicator: The representation of minority/women personnel among those involuntarily separated. May be a significant disparity in areas such as OJT, retention, effective counseling, or effective recruiting.
Assessment Summary: During FY2004, 20 unit members were involuntarily separated.  20% were females and 20% were minorities.   The involuntary separation rates for females mirror their percentage in the unit.  While involuntary separation rates for minorities is above their percentage in the unit.
Statistics

190ARW and JFHQKS ANG:   20 involuntary separations  4 female   4 minority.
Remarks:  

190TH ARW and JFHQKS-ANG

AFFIRMATIVE ACTION PLAN

Objective #:  R-402

Subject:  Unit Retention

Objective: Support ANG population goals by monitoring the retention rate of minority male/minority female/non-minority female personnel to ensure losses in these categories do not differ significantly from the units overall retention rate.

Office of Primary Responsibility: Military Personnel Flight

Point of Contact: MSgt Hager Jean

Status Indicator: The representation of minority male/minority female/non-minority female personnel in retention losses (first-term, mid-career and career eligible) should not differ significantly from their representation within the total unit loss rate.
Assessment Summary:
During FY2004, 104 unit members separated.  There were 84

voluntary separations.  Three of the female voluntary separations were due to commissioning within the unit.  Lowering the female voluntary separations from the unit to 25.  

During this FY 2004 the Unit:

Gained 30 Females, Voluntarily Separated 28 and Involuntarily Separated 4.

Gained 21 Minorities, Voluntarily Separated 11 and Involuntary Separated 4.

Net gains of Females was 1: The unit had 32 total Female separations, with 3 being commissioning, leaving a new total of Female separations as 29.  The Unit gained 30 Female recruits during the same period.   

Net gains of Minorities was 7: The unit had 15 minority losses and 21 minority gains.

Statistics

190 ARW and JFHQKS ANG: 84 voluntary separations    28 female
11 minority  
   

     20 involuntary separations    4 female       4 minority

Remarks:

Generalized Summary of 190th Affirmative Action Plan FY04

     1.  Positive Factors

A.  The Unit has increased its recruitment and retention of Females to near Air Force levels.

B.  The Unit has increased its recruitment and retention of Minorities to near N.E. Kansas levels. 

    2.  Factors of Concern

A. The CDC failure Rate For Female and Minorities is higher than it should be for their population.

B. The Awards and Decoration received by Minorities is lower than it should be for their population.

C. This lack of positive performance in the areas of CDC passing rates, Awards and Decorations could jeopardize future retention and promotion of Females and Minorities.


3.  Possible Solutions

A. Mentoring Program with an emphasis on all populations of the Unit with particular concern 

on the needs on Females and Minorities, to allow them the opportunity to succeed and be promoted.

1. Mentoring Programs will be under the purview of the Human Resource Advisor 

B. Increase Special Emphasis programs to make Females and Minorities to feel more included in the Unit. 

1. Special Emphasis programs will be the responsibility of the Equal Opportunity Office.

C. All Wing units should provide all reasonable aid to both the HRA and EO Office to make these actions possible.







BRIAN A. RINIKER, MAJOR, KSANG







Chief Military Equal Opportunity Office

[image: image1.wmf]  DEPARTMENT OF THE AIR FORCE

190th Air Refueling Wing 

5920 SE Coyote Drive

Topeka, Kansas  66619-5370







                  Date

MEMORANDUM FOR: 190th  ARW/ME
FROM:  190 ARW/CC

SUBJECT:  Commanders Review of the 190th ARW Affirmative Action Plan.

1. I have reviewed the 190th ARW AAP.  

2. I recommend the following items be completed.

Add CC’s Recommendations if any.

Make sure you do this document, as Inspectors like to see proof that the Commander reviewed the AAP.  This page confirms review.

You may have to produce several of these letters if you have separate but dependent units under your purview.   For example my Wing Commander cannot recommend changes for the JFHQKS-Air.  So I’ll have to have another letter and possibly separate recommendations for State HQ-Air.

If you can’t get dependent unit signatures done on time, then just send it in with your Commanders signature.  You can always send the dependent unit’s signature letters later.

Get 3 Signed Copies.  One for your Files, one for NGB/EO-Air and one for your SEEM.

Each copy has; the AAP, Annual Report and Supporting letters.  Keep an electronic copy for ease of use next year.

Send AAP’s to 

NGB-EO (Attn: ANG MEO Program Manager)
1411 JEFFERSON DAVIS HIGHWAY, ROOM 2400 

ARLINGTON, VA 22202-3231

Make sure the address is typed or printed, as your units mail section will not send out a document with a handwritten address.  I prefer to Highlight the address, copy, Use “tools” “Envelops and Labels” and print on a drug testing label blank.

�
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