Affirmative Action Planning Steps
Step 1. Determine what the agency workforce (internally) consist of.

A. Make an analysis of your total workforce and its Job Groups. 

For example, my workforce is as follows:

Total Workforce

	Total
	Women
	Total

Minority
	African American
	Hispanic
	Asian

Pacific Islander
	Native American

	#      
	#        %
	#           %
	#         %
	#         %
	#         %
	#        %

	190
	95     50.0
	23       12.1
	6        3.2
	2        1.1
	10      5.3
	5       2.6


NOTE: Worksheet “B” can be used to compute percentages from whole numbers throughout the process. Simply enter the whole number and the percentage will be computed for you.

Job Group 1 (Officials & Administrators)

	Job Group: 1
	Total
	Women
	Total

Minority
	African American
	Hispanic
	Asian Pacific Islander
	Native American

	Current Utilization #
	40
	15
	5
	1
	1
	2
	1

	Current Utilization %
	
	37.5
	12.5
	2.5
	2.5
	5.0
	2.5


Job Group 2 (Professionals & Administrative Support)

	Job Group: 2
	Total
	Women
	Total

Minority
	African American
	Hispanic
	Asian Pacific Islander
	Native American

	Current Utilization #
	120
	65
	15
	4
	1
	6
	4

	Current Utilization %
	
	54.2
	12.5
	3.3
	0.8
	5.0
	3.3


Job Group 3 (Financial Managers)

	Job Group: 3
	Total
	Women
	Total

Minority
	African American
	Hispanic
	Asian Pacific Islander
	Native American

	Current Utilization #
	30
	15
	3
	1
	
	2
	

	Current Utilization %
	
	50.0
	10.0
	3.3
	
	6.7
	


B. Determine the number of present staff who can be promoted, transferred, or trained to fill positions within each Job Group (i.e., determine the internal staff who are possible “feeders” to the job group). 

I identified 36 individuals who were possible feeders for Job Group 1; 60 for Job Group 2; and 3 for Job Group 3:  

Job Group 1 (Officials & Administrators)

	Job Group: 1
	Total
	Women
	Total

Minority
	African American
	Hispanic
	Asian Pacific Islander
	Native American

	Feeder #


	36
	 19
	4
	1
	
	2
	1

	Feeder %


	
	52.8
	11.1
	2.8
	
	5.6
	2.8


Job Group 2 (Professionals & Administrative Support)

	Job Group: 2
	Total
	Women
	Total

Minority
	African American
	Hispanic
	Asian Pacific Islander
	Native American

	Feeder #


	60
	45
	6
	2
	
	2
	2

	Feeder %


	
	75.0
	10.0
	3.3
	
	3.3
	3.3


Job Group 3 (Financial Managers)

	Job Group: 3
	Total
	Women
	Total

Minority
	African American
	Hispanic
	Asian Pacific Islander
	Native American

	Feeder #


	3
	1
	
	
	
	
	

	Feeder %


	
	33.3
	
	
	
	
	


THE ABOVE REFLECTS INTERNAL AVAILABILITIES BY JOB GROUP.

Step 2. Determine what the agency should have.
A. Consult the QUICK FIND Tables to obtain the external availabilities for your job groups. 

External availabilities reflect those individuals, within the reasonable recruiting area, who have the requisite skills for your jobs. My reasonable recruiting area is Thurston County and the QUICK FIND Tables show the relevant availabilities to be:
Job Group 1 (Officials & Administrators)

	Job Group: 1
	Weight
	Women
	Total

Minority
	African American
	Hispanic
	Asian Pacific Islander
	Native American

	External Availability
	100.0
	42.0
	12.6
	2.8
	3.1
	3.9
	2.7


Job Group 2 (Professionals & Administrative Support)

	Job Group: 2
	Weight
	Women
	Total

Minority
	African American
	Hispanic
	Asian Pacific Islander
	Native American

	External Availability:

Professionals

Administrative

Support


	80.0

20.0
	53.2 (42.6)
70.7 (14.1)
	11.6 (9.3)
14.3 (2.9)
	2.1 (1.7)
2.6 (0.5)
	2.7 (2.2)
3.8 (0.8)
	5.2 (4.2)
5.8 (1.2)
	1.6 (1.3)
2.1 (0.4)

	Consolidated*
	100.0
	        (56.7)
	      (12.2)
	      (2.2)
	      (3.0)
	      (5.4)
	      (1.7)


*HERE’S HOW TO CONSOLIDATE

Job Group 2 consists of Professionals and Administrative Support categories. Examination reveals that 80% of this Job Group are Professionals and 20% are Administrative Support staff. To consolidate the availabilities for these two groups, we simply use 80% of the Professional availability and 20% of the Administrative Support availability that is shown on the QUICK FIND tables for our reasonable recruiting area (in this instance, Thurston County):




Professionals     
   Admin. Support
         Consolidated
Women

53.2 X 80% = 42.6
   70.7 X 20% = 14.1

56.7

African American
  2.1 X 80% =   1.7
     2.6 X 20% =   0.5

  2.2

Hispanic

  2.7 X 80% =   2.2
     3.8 X 20% =   0.8

  3.0

Asian/Pac. Islander
  5.2 X 80% =   4.2
     5.8 X 20% =   1.2

  5.4

Native American
  1.6 X 80% =   1.3
     2.1 X 20% =   0.4

  1.7



  
_____________________________________

HINT! We would use a similar process to combine availabilities when more than one county is involved. For example, suppose that in Job Group X, 60% of our staff were recruited in King County and 40% in Pierce County. I would consolidate 60% of King County’s availability with 40% of Pierce County’s availability.

NOTE: Worksheet “A” is an Excel spreadsheet to assist you in the consolidation. Simply enter the availability factors and the weights that you assign for up to four (4) items (whether they are Job Groups, Job Classes, EEOC Categories, Counties, etc. doesn’t really matter) and they will be consolidated for you.
Job Group 3 (Financial Managers)

The QUICK FIND tables reflect availability data for EEOC job categories – not for individual job classes. To obtain the availability for an individual job class:

OBTAINING INDIVIDUAL AVAILABILITIES

1) Go to Employment Security’s Civilian Labor Force web site at:

http://www.workforceexplorer.com/article.asp?PAGEID=&SUBID=&ARTICLEID=849&SEGMENTID=1
2) Under “Affirmative Action Planning,” select:

                   Table D-1: Data for Traditional Groups 

                   Thurston County (or your county of choice)

3) Scroll down to the occupation you seek (I’m seeking “Financial Managers”) and extract the data. 

 My use of Employment Security Department's data revealed the following Thurston County availabilities for my Job Group 3 (Financial Managers):

	Job Group: 3
	Weight
	Women
	Total

Minority
	African American
	Hispanic
	Asian Pacific Islander
	Native American

	External Availability
	100.0
	52.4
	9.4
	1.7
	3.1
	3.1
	1.4


THE ABOVE REFLECTS EXTERNAL AVAILABILITIES BY JOB GROUP

B. Survey your Job Groups to determine the approximate percentage of incumbents who were appointed from within and those hired from outside. 
Don’t overdo it – an approximation is fine! Here are my findings:
Job Group 1 (Officials & Administrators)

Internal Appointments



External Hiring
#

%




#

%
12

30%




28

70%

Job Group 2 (Professionals & Administrative Support)

Internal Appointments



External Hiring
#

%




#

%
84

70%




36

30%

Job Group 3 (Financial Managers)

Internal Appointments



External Hiring
#

%




#

%
3

10%




27

90%

C. Consolidate the internal and external availabilities to determine “Final” availability by simply weighting these factors in accordance with the above. 
If you do the math regarding my workforce, you will arrive at the internal and external availabilities shown below. Compute final availability by adding these together as I did:

Job Group 1 (Officials & Administrators)

	Availabilities
	Weight
	Women
	Total

Minority
	African American
	Hispanic
	Asian Pacific Islander
	Native American

	Internal


	30.0
	52.8 (15.8)
	11.1 (3.3)
	2.8 (0.8)
	
	5.6 (1.7)
	2.8 (0.8)

	External


	70.0
	42.0 (29.4)
	12.6 (8.8)
	2.8 (2.0)
	3.1 (2.2)
	3.9 (2.7)
	2.7 (1.9)

	     Final
	100.0
	        (45.2)
	      (12.6*)
	      (2.8)
	      (3.1*)
	      (4.4)
	      (2.7)


Job Group 2 (Professionals & Administrative Support)

	Availabilities
	Weight
	Women
	Total

Minority
	African American
	Hispanic
	Asian Pacific Islander
	Native American

	Internal


	70.0
	75.0 (52.5)
	10.0 (7.0)
	3.3 (2.3)
	
	3.3 (2.3)
	3.3 (2.3)

	External


	30.0
	56.7 (17.0)
	12.2 (3.7)
	2.2 (0.7)
	3.0 (0.9)
	5.4 (1.6)
	1.7 (0.5)

	     Final
	100.0
	        (69.5)
	      (12.2*)
	      (3.0)
	      (3.0*)
	      (5.4*)
	      (2.8)


Job Group 3 (Financial Managers)

	Availabilities
	Weight
	Women
	Total

Minority
	African American
	Hispanic
	Asian Pacific Islander
	Native American

	Internal


	10.0
	33.3 (3.3)
	
	
	
	
	

	External


	90.0
	52.4 (47.2)
	9.4 (8.5)
	1.7 (1.5)
	3.1 (2.8)
	3.1 (2.8)
	1.4 (1.3)

	     Final
	100.0
	      (52.4*)
	    (9.4*)
	     (1.7*)
	      (3.1*)
	      (3.1*)
	      (1.4*)


*Adjusted to reflect the prevailing external availability, as calculated in 2A above. (Per GAAPCom, the “final availability” that you use cannot be less than 100% of the prevailing, external availability; otherwise, your program would not be an affirmative one!)

Step 3.  Determine what the agency workforce should consist of.
A. Compute the utilization percentage by dividing your current workforce percent (WHAT IS!) by your availability percent (WHAT SHOULD BE!). If the utilization percentage is less than 100, a goal must be set. This goal will always be the final availability percent, as shown below:

(FORMULA:  Current % / Availability % = Utilization)

Job Group 1 (Officials & Administrators)

	Utilization
	Women
	Total

Minority
	African American
	Hispanic
	Asian Pacific Islander
	Native American

	Availability %


	45.2
	12.6
	2.8
	3.1
	4.4
	2.7

	Current %


	37.5
	12.5
	2.5
	2.5
	5.0
	2.5

	% Utilized
	83.0
	99.2
	89.3
	80.6
	113.6
	92.6

	     Goal
	45.2
	12.6
	2.8
	3.1
	
	2.7


Job Group 2 (Professionals & Administrative Support)

	Utilization
	Women
	Total

Minority
	African American
	Hispanic
	Asian Pacific Islander
	Native American

	Availability %


	69.5
	12.2
	3.0
	3.0
	5.4
	2.8

	Current %


	54.2
	12.5
	3.3
	0.8
	5.0
	3.3

	% Utilized
	78.0
	102.5
	110.0
	26.7
	92.6
	117.9

	     Goal
	69.5
	
	
	3.0
	5.4
	


Job Group 3 (Financial Managers)

	Utilization
	Women
	Total

Minority
	African American
	Hispanic
	Asian Pacific Islander
	Native American

	Availability %


	52.4
	9.4
	1.7
	3.1
	3.1
	1.4

	Current %


	50.0


	10.0
	3.3
	0
	6.7
	0

	% Utilized
	95.4
	106.4
	194.1
	0
	216.1
	0

	     Goal
	52.4
	
	
	3.1
	
	1.4
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