
               U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT 
  
CIRCULAR                                                         713.1A 
  
                                                                 9/4/70 
  
                                                            Cancelation 
                                                            Date: 
  
SUBJECT:  Summary of Attached Equal Employment Opportunity 
          Policy and Procedures 
___________________________________________________________________________ 
  
1.   PURPOSE.  This circular summarizes the attached revised Equal 
     Employment Opportunity Policy and Procedures of the Department 
     of Housing and Urban Development.  The Policy and Procedures 
     cover responsibilities of officials, pre-complaint counseling, 
     complaint processing, appeals to the Civil Service Commission 
     and affirmative action. 
  
2.   AUTHORITY.  Executive Order 11478, regulations of the Civil Service 
     Commission (5 CFR Part 713) and regulations of the Department of 
     Housing and Urban Development (24 CFR Part 7). 
  
3.   POLICY.  It is the policy and intent of the Department of Housing 
     and Urban Development to provide equality of opportunity in employment 
     in the Department for all persons; to prohibit discrimination 
     because of race, color, religion, sex, or national origin in all 
     aspects of its personnel policies, programs, practices and operations 
     and in all its working conditions and relationships with employees 
     and applicants for employment; and to promote the full realization 
     of equal opportunity in employment through continuing programs of 
     affirmative action at every management level within the Department. 
  
4.   CANCELLATION.  This circular supersedes HUD Handbook 713.1, Personnel 
     Policy Equal Employment Opportunity.  Superseded also are the 
     provisions of any other issuance of the Department or its predecessor 
     agencies, if such provisions are not in conformity with these 
     attached regulations. 
  
5.   RESPONSIBIIITIES. 
  
     a.   Director of Equal Employment Opportunity - Deputy Director of 
          Equal Employment Opportunity.  The Assistant Secretary for Equal 
          Opportunity is designated as the Director of Equal Employment 
          Opportunity.  The Deputy Assistant Secretary is designated as 
          the Deputy Director of Equal Employment Opportunity.  These two 
          officials advise the Secretary on all matters pertain to 
          Equal Employment Opportunity with specific responsibility for: 
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          approving plans for affirmative action; program evaluation; the 
          provision of EEO Counselors; the receipt and investigation of 
          discrimination complaints; rendering the final agency decision 
          on discrimination complaints; and recommending remedial action 
          when necessary. 
  
     b.   Equal Employment Opportunity Officer.  Each Assistant Secretary, 
          the General Counsel, the Federal Insurance Administrator, the 
          Executive Assistant to the Secretary and each Regional 
          Administrator is designated as the EEO Officer for his 
          organizational unit.  The jurisdictional area of each Regional 
          Administrator includes all HUD Area Offices and HUD-FHA Insuring 
          Offices within the Region.  Each EEO Officer is responsible for 
          the development of an affirmative program for equal employment 
          opportunity and the processing of discrimination complaints in 
          his organizational unit.  This includes the transmittal of 
          information to all employees in his organizational unit 
          concerning equal employment opportunity. 
  
     c.   Equal Employment Opportunity Counselor.  The EEO Counselor is 
          a HUD employee appointed by the EEO Officer, with the approval 
          of the Director of Equal Opportunity, and trained to assist any 
          employee or applicant for employment who feels he has been 
          discriminated against on grounds of race, color, religion, sex, 
          or national origin.  It is the counselor's job to look into the 
          matter and attempt to resolve it on an informal basis.  If the 
          matter is not informally resolved, the counselor will advise the 
          aggrieved how to file a formal complaint of discrimination. 
  
     d.   Assistant Secretary for Administration.  The Assistant Secretary 
          for Administration is responsible for providing leadership in 
          developing and maintaining personnel management policies to 
          promote continuing affirmative action to insure equal opportunity 
          in the recruitment, selection, placement, training, and promotion 
          of employees. 
  
     e.   Personnel Officers.  Under the guidance of the Director of 
          Personnel, Personnel Officers will insure that all employees 
          are treated only on the basis of merit in employment practices, 
          communicate the EEO program, develop EEO training for 
          supervisors, and guide employees in their career development. 
  
     f.   Assistant Regional Administrator for Equal Opportunity.  The 
          Assistant Regional Administrator for Equal Opportunity is to 
          act as advisor and provide assistance to the Regional 
          Administrator in the development and implementation of all equal 
          employment opportunity matters in his Region. 
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     g.   Supervisory.  Each supervisor is responsible for insuring that 
          equal employment opportunity principles guide his relationship 
          with his employees in all matters of promotion, career 
          development, and training opportunities within his jurisdiction. 
          He is to take or recommend appropriate action when equal 
          employment opportunity has been violated.  It is also his 
          responsibility to provide leadership in establishing an 
          atmosphere which will provide for full equal employment 
          opportunity, including the communication of relevant information. 
  
     h.   Employees.  It is the responsibility of employees to be 
          informed of the Equal Employment Opportunity Program and to 
          treat their co-workers with respect and acceptance without 
          regard to race, color, religion, sex, or national origin. 
  
6.   EQUAL EMPLOYMENT OPPORTUNITY COUNSELING (Pre-Complaint Processing.) 
  
     a.   This is the first stop an individual must take if he feels he 
          has been discriminated against on the basis of race, color, 
          religion, sex, or national origin. 
  
     b.   The purpose of EEO Counseling is to attempt to resolve the 
          problem without going through the process of a formal complaint. 
  
     c.   The EEO Counselor has the right to make any inquiry he feels 
          necessary in revolving the matter.  This may include contacting 
          the supervisor, the Personnel Officer, other employees, or review 
          of records of the Department.  But the Counselor acts on the 
          request of the aggrieved, not independently of him.  The 
          Counselor may not reveal the identity of the aggrieved unless he 
          is authorized to do so by the aggrieved. 
  
     d.   The EEO Counselor has 15 work days in which to resolve the 
          matter informally. 
  
7.   COMPLAINT PROCESS. 
  
     a.   General Provisions. 
  
          (1)  If the matter is not resolved by the counseling process, 
               time complainant may file a formal complaint within 15 
               calendar days after the date of his final interview with 
               the EEO Counselor.  This complaint must be submitted in 
               writing to the appropriate EEO Officer and should include: 
               the basis for the complaint; the specific act of 
               discrimination; other pertinent facts; and the relief 
               desired.  At this time the EEO Counselor will submit a 
               written report of his counseling activity to the EEO Officer 
               with a copy to the complainant. 
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          (2)  Complaints may also be filed with regard to a general 
               pattern or practice of discrimination which may be 
               unrelated to any specific complaint of an individual. 
  
          (3)  During the course of the complaint, the complainant is 
               to be free from any type of coercion or harassment.  He 
               also has the right to be represented by a person of his 
               choice at any stage in the complaint process.  He may 
               withdraw the complaint at any time. 
  
          (4)  The EEO Officer may accept the complaint or reject it 
               with the concurrence of the Director of EEO.  The 
               complainant has the right to appeal a decision of rejection 
               to the Civil Service Commission. 
  
          (5)  The EEO Officer for the organizational unit, out of which 
               the complaint arose, is the designated processing officer 
               for the case, but the Director of EEO may assume 
               jurisdiction of the case at any time. 
  
     b.   Investigation.  The Director of EEO, based on a request from 
          the EEO Officer, will request an investigation.  The 
          investigation will review all circumstances relevant to the 
          complaint and will be completed within 30 days. 
  
     c.   Adjustment.  The EEO Officer will review the investigative file 
          with the complainant and attempt to arrive at an informal 
          adjustment.  If one is reached, the EEO Officer shall put it 
          in writing and forward it to the Director of EEO.  If no 
          adjustment is reached, the EEO Officer will in writing notify 
          the complainant of his proposed disposition of the complaint 
          and inform the complainant of his right to request a hearing 
          within seven calendar days.  If no such request is made, the case 
          will be sent to the Director of EEO for a decision. 
  
     d.   Hearing.  If the complainant requests a hearing, the EEO 
          Officer will request an appeals examiner from another agency 
          through the Civil Service Commission and send the complaint 
          file to the appeals examiner.  The hearing will seek to clarify 
          the facts on the basis of the documents and testimony received. 
          The appeals examiner may request any witness he feels can help 
          clarify the facts.  Following the hearing the appeals examiner 
          shall submit his findings, analyses, and recommendations on the 
          case to the Director of EEO. 
  
    e.    Decision.  The Director of EEO shall make a decision on the 
          merits of the case after his receipt of the findings, analyses, 
          and recommendations of the appeals examiner. 
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     f.   Appeal to the Civil Service Commission.  The complainant has 
          15 days following the decision of the Director of EEO to appeal 
          the decision to the Civil Service Commission. 
  
                              *  *  * 
  
Additional assistance or information concerning the EEO policy and 
procedures and their application may be obtained from EEO Offices, 
Personnel Offices, and EEO Officers. 
  
                                   _______________________________ 
                                   Samuel J. Simmons 
                                   Assistant Secretary for 
                                     Equal Opportunity 
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