DEPARTMENT OF THE NAVY
BUREAU OF NAVAL PERSONNEL
5720 INTEGRITY DRIVE
MILLINGTON TN 38055-0000

IN REPLY REFER TO
BUPERSI NST 12720. 3

PERS- 08
7 Jan 2003

BUPERS | NSTRUCTI ON 12720. 3

Subj: BUREAU CF NAVAL PERSONNEL (BUPERS) CI VI LI AN H SPANI C
EMPLOYMENT PROGRAM

Ref : (a) SECNAVI NST 12720.8
(b) Executive Order 13171 of 12 Cct 2000
(c) SECNAVI NST 12273.1
(d) SECNAVI NST 12720. 5A

Encl: (1) Activity/ Conmand Civilian H spani c Enpl oynment Program
Pl an Summary
(2) Acconplishnment Report of Objectives and Action Itens
(3) Workforce Statistical Data Report Format

1. Purpose. To establish Bureau of Naval Personnel (BUPERS)
policy for the Civilian H spanic Enpl oynment Program per
references (a) through (d).

2. Background. Hispanic Anericans have been and continue to be
underrepresented in Departnment of the Navy (DON) civilian work
force. Reference (a) affirnms ongoing efforts and reconmends
additional actions to elimnate the underrepresentation of

Hi spanics in the Federal work force.

3. Policy. It is BUPERS policy to intensify the strategies to
i ncrease Hi spanic representation across all career fields and at
all grade levels until full representation is achieved.

4. Responsibilities

a. Chief of Naval Personnel (CHNAVPERS) is responsible for
overall programdirection.

b. BUPERS Command Deputy Equal Enpl oynent COpportunity
O ficer (PERS-08E) is assigned the responsibility for

(1) providing program adm ni stration, guidance and
mai nt ai ni ng oversi ght;

(2) nmonitoring, analyzing and assessing the success of
t he program
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(3) overseeing devel opnment, inplenmentation, managenent,
and evaluation of field activities' Hi spanic Enpl oynent
Pr ogr ans;

(4) devel oping and inplenenting plans and progranms in
support of the policy established by this instruction;

(5) providing direct support to respective commands and
activities, and advi sing conmands on the success of their
activities in neeting objectives;

(6) submitting required reports; and
(7) working with commands and activities to ensure

(a) managers and supervisors receive periodic
training in diversity managenent in order to carry out their
responsibilities to seek and maintain a diverse work force.

(b) reporting efforts reflect a continuing priority
for elimnating H spanic underrepresentation and achi eving work
force diversity goals, through the reporting requirenents in
reference (c).

(c) innovative and aggressive H spanic recruitnent
prograns are conducted.

(d) contacts are expanded with Hi spanic
organi zations to enlist community support.

c. Commanders/commandi ng officers (CGs)/officers in charge
(A Cs) or designee shall ensure this policy is inplenented
within their respective organizations by

(1) devel oping and inplenmenting plans and prograns in
support of the policy established by this instruction.

(2) denonstrating personal conmtnment to increasing the
Hi spanic representation rate to nore closely reflect the
nation's Hi spanic work force.

(3) ensuring sufficient programresources are avail able
to staff and inplenment a viable programthat addresses activity
and command obj ectives to elimnate Hi spanic
underrepresent ati on.
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(4) ensuring performance plans for senior executives,
managers, and supervisors include |anguage related to
significant acconplishnments in diversity recruitnment and career
devel opnent .

(5) enphasi zing the objective of the Cvilian Hi spanic
Enpl oyment Program t hrough the annual Equal Enpl oynent
Qpportunity (EEO training of supervisors and managers.

(6) recognizing efforts and progress in recruiting,
retai ning, and providing gromh and opportunities of Hi spanics
t hrough publicity and awards.

(7) meking avail able statistical data displaying changes
over the fiscal year (FY), i.e., accessions, separations, and
pronotions of Hi spanics, with conparison to other EEO groups
within the work force upon request from BUPERS ( PERS- 08E)

(8) ensuring selection factors are appropriate and
achi eve the broadest consideration of applicants and do not
i npose barriers to selections based on non-nerit factors.

(9) reporting significant acconplishnments, best
practices and areas of inprovenent in Hi spanic enploynent as a
part of their report on EEO per reference (d).

5. Action. Commanders/ COs/ O Cs shall
a. ensure conpliance with the policy of this instruction.

b. submt within 90 days of the issuance of this
instruction to BUPERS Command Deputy Equal Enpl oynent
Qpportunity O ficer (PERS-08E) a Civilian H spanic Enpl oynent
Program Pl an Sunmary (enclosure (1)), Acconplishnent Report of
bj ectives and Actions Itens (enclosure (2)), and Wrkforce
Statistical Data reports (enclosure (3)). After initial
subm ssion, reports will be submtted annually on 1 Novenber.

T owckaxeske

S. J. TOVASZESK
Rear Admral, U S. Navy
Deputy Chi ef of Naval Personnel



BUPERSI NST 12720. 3
7 Jan 2003

Di stribution:

SNDL C55A ( NAVPERSCOM DETACHVENTS)
C55F ( NAMALA WASHI NGTON DC)
FJA2 ( NAVY BAND WASHI NGTON DC)
FJA3 ( COVNAVPERSCOM M LLI NGTON TN)
FJA4 ( COWNAVCRUI TCOM WASHI NGTON DC)
FJAS8 ( NAVRESPERSCEN NEW ORLEANS LA)
FJA9 (EPMAC NEW ORLEANS LA)
FJAL10 (NAVMAC M LLI NGTON TN)
FJA11 (NAVINTSERVACT NS TOKYO JA)
FJA12 ( NAVCONBRI G CHARLESTON SC/ M RAMAR CA)

BUPERSI NST 5218. 1A
Lists 1A, 1B, and 2A
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ACTI VI TY/ COMWAND CI VI LI AN HI SPANI C
EMPLOYMENT PROGRAM PLAN
SUMVARY

Goal. To recruit qualified individuals from appropriate sources
in an effort to achieve a work force drawn fromall segnents of
society. Hi spanic representation in the DON workforce is 4. 36
percent, while BUPERS H spani c representation is 2 percent.

RECRUI Tl NG

Goal. Recruit a workforce that reflects the diversity of the
civilian | abor workforce.

Obj ective. Intensify the strategies to increase Hispanic
representation of Hispanic across all career fields and at al
grade levels until full representation is achieved. Expand
contacts with Hispanic organizations to enlist conmunity
support.

PROMOT | ON

Goal . Ensure EEO for pronotion and advancenent for al
per sonnel .

Obj ective. Ensure selection factors are appropriate and achi eve
t he broadest consideration of applicants and do not inpose
barriers to selection based on non-nerit factors.

TRAI NI NG, EDUCATI ON AND PERFORMANCE

Goal . Ensure nanagers and supervi sors denonstrate persona
commtment to increase the Hi spanic representation rate.

Qbj ective. Enphasize the objective of the Gvilian Hi spanic
Enpl oynment Program t hrough the annual EEO training of

supervi sors and managers. Ensure managers and supervisors
receive periodic training in diversity managenent in order to
carry out their responsibilities to seek and maintain a diverse
wor kf orce. Ensure performance plans for senior executives,
managers, and supervisors include |anguage related to
significant acconplishnments in diversity recruitnment and career
devel opnent .

Encl osure (1)
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EQUAL ENMPLOYMENT OPPORTUNI TY ( EEO

Goal. Ensure there is a positive EEO cli mate.

Obj ective. Ensure all personnel actions are appropriate and
achi eve the broadest consideration for all enployees and
personnel actions not based on non-nerit factors.

ACCOVPL| SHVENTS

Goal . Recognize efforts and progress in recruiting, retaining,
and providing growh and opportunities of H spanics.

Obj ective. Report significant acconplishnents, best practices

and areas of inprovenent in H spanic enploynent annually, due
1 Novenber per BUPERSI NST 12720. 3.

2 Encl osure (1)
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ACTI VI TY/ COWAND CI VI LI AN H SPANI C EMPLOYMENT PROGRAM PLAN

ACCOVPLI SHVENT REPORT OF OBJECTI VES AND ACTI ON | TEMS
[ Label “PLAN UPDATE” as appropri ate]

1. Programltem Denpnstrate personal conmmitnent to increasing
Hi spanic representation to nore closely reflect the nation's
Hi spani ¢ work force.

2. ProbleniBarrier Statenent. Underrepresentation of Hi spanics
exists within the work force.

3. njective. Focus on inproving the recruitnment of qualified
Hi spani cs.

4. Responsible Official. Activity/Command Head
Tar get Dat e:

) Responsi bl e Tar get
5. Action ltens CIchiaI Datg

a. Expand outreach recruitnment efforts
to ensure qualified H spanic candi dates are
encouraged to apply for federal governnent
enpl oynment, to include expandi ng contacts
wi th Hi spani c organi zations to enli st
comunity support.

b. Expand efforts to recruit qualified
Hi spanics by utilizing human resources

staffing flexibilities.

c. Expand efforts to identify nore
qual i fied H spanics through utilizing the
servi ci ng Human Resources O fice (HRO and
Human Resources Service Center (HRSC)

Hi spanic recruitnment sources.

d. Mdke efforts to broaden the applicant
pool for md-level and GS-13 and above

positions to include Hi spanic applicants.

e. Report on acconplishnment of Objectives and Action Itens.

Encl osure (2)
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ACTI VI TY/ COWAND CI VI LI AN HI SPANI C EMPLOYMENT PROGRAM PLAN

ACCOVPLI SHVENT REPORT OF OBJECTI VES AND ACTI ON | TEMS
[ Label “PLAN UPDATE” as appropri ate]

1. Programltem Maintain and retain H spanic work force.

2. ProbleniBarrier Statenent. Underrepresentation of Hi spanics
exists wwthin the work force.

3. njective. Focus on inproving the devel opnment of qualified
Hi spani c personnel.

4. Responsible Oficial. Activity/Command Head
Tar get Date:

Responsi bl e Tar get

5. Action Itens Por
Oficial Dat e

a. Encourage GS-13 and above Hispanics to
seek participation in sem nars/workshops that
provi de career path guidance in order to
i ncrease the applicant pool of qualified

Hi spanics in senior |evel positions.

b. D ssem nate DLAMP/ ELDP i nformation and
encourage participation to Hi spanic enpl oyees.

c. Review all enpl oyee devel opnent
trai ni ng prograns and encourage the
partici pation of Hi spanic personnel.

d. Report on Acconplishnment of Objectives and Action |tens.

2 Encl osure (2)
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ACTI VI TY/ COWAND CI VI LI AN H SPANI C EMPLOYMENT PROGRAM PLAN

ACCOVPLI SHVENT REPORT OF OBJECTI VES AND ACTI ON | TEMS
[ Label "PLAN UPDATE" as appropri ate]

1. Programltem Enphasize the objectives of the Gvilian
Hi spani ¢ Enpl oynent Program t hrough the annual EEO training of
managers and supervi sors.

2. ProbleniBarrier Statenent. Underrepresentation of Hi spanics
exists within the work force.

3. njective. Educate nmanagers and supervisors regarding
Hi spani c enpl oynent .

4. Responsible Oficial. Activity/Command Head
Tar get Date:

Responsi bl e Tar get

5. Action ltens O ficial Dat e

a. Provide training for managers and
supervi sors regarding the value of a diverse
wor k force.

b. Provide training for nmanagers and
supervisors in the skills needed to manage a
di verse work force

c. Report on Acconplishnment of Objectives and Action Itens.

3 Encl osure (2)
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ACTI VI TY/ COWAND CI VI LI AN HI SPANI C EMPLOYMENT PROGRAM PLAN

ACCOVPLI SHVENT REPORT OF OBJECTI VES AND ACTI ON | TEMS
[ Label "PLAN UPDATE" as appropri ate]

1. Programltem Ensure accountability at the activity/conmmand
| evel for inproving diversity and Hi spanic enpl oynent.

2. ProblemBarrier Statenent. Underrepresentation of Hi spanics
exists within the work force.

3. ojective. Ensure performance plans for senior executives,
managers, and supervisors include |anguage related to
significant acconplishnments in diversity recruitnment and career
devel opnent .

4. Responsible Oficial. Activity/ Command Head
Tar get Date:

Responsi bl e Tar get

5. Action ltens L
Oficial Dat e

a. Insure an EEO standard is included in
performance plans for managers and supervisors
that incorporates work force diversity.

b. Establish contributions to work force
diversity as a factor in selection for
bonuses, awards and pronotions for managers
and supervi sors.

c. Recognize efforts and progress in
recruiting, retaining, and providing growth
and opportunities of Hi spanics through
publicity and awards.

d. Report on acconplishnment of Objective and Action Itens.

4 Encl osure (2)
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WORKFORCE STATI STI CAL DATA REPORT FORVAT

1. Basic racial and ethnic categories for reporting are defined
as follows:

a. Anerican Indian or Al askan Native. A person having
origins in the original peoples of North and South Anerica
(including Central Anerica), and who maintains tribal affiliation
and or community attachnent.

b. Asian. A person having origins in any of the original
peopl es of the Far East, Southeast Asia, |ndian subcontinent.
This area includes Canbodia, China, India, Japan, Korea,

Mal aysi a, Paki stan, Philippine Islands, Thailand and Vi et nam

c. Black or African American. A person having origins in
any of the original peoples of Africa.

d. Hispanic or Latino. A person having origins in any of
the original peoples of Mexico, Puerto Rico, Cuba, Central or
Sout h America, or of other Spanish cultures regardless of race.

e. Native Hawaiian or other Pacific |Islander. A person
having origins in any of the original peoples of Hawaii, Guam
Sanpba, or other Pacific I|slands.

f. Wiite. A person having origins in any of the original
peopl es of Europe, North Africa, or the Mddle East.

2. Provide nunerical/statistical data of the workforce by
race/ethnicity, and gender groups covering awards, grade and
manager s/ supervi sors, to include, displaying changes over the FY,
i.e. accessions, separations, and pronotions of Hi spanics, with
conparison to the other EEO groups within the workforce in the
foll ow ng formats.

Encl osure (3)
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ACTIVITY FY__ TOTAL WORKFORCE

Nati ve
Aneri can Hawai i an or
I ndi an or Bl ack or O her
TOTAL Al askan African Hi spanic or Pacific
Nati ve Asi an Anmeri can Lati no I sl ander Wi te
WORKFORCE
# MALE | FEMALE MALE | FEMALE | MALE | FEMALE | MALE | FEMALE MALE | FEMALE | MALE | FEMALE
#1 % #1 % #1 % #1 % #1 % #1 % #1 % #1 % #1 % #1 % #1 % #1 %
ACTIVITY FY__ TOTAL WORKFORCE BY GRADE
Nati ve
Aneri can Hawai i an or
I ndi an or Bl ack or O her
Al askan African H spani c or Paci fic
GRADE | Tot al Native Asi an Ameri can Latino I sl ander Wi te
LEVELS Al l
MALE | FEMALE MALE | FEMALE | MALE | FEMALE | MALE | FEMALE MALE | FEMALE | MALE | FEMALE
# % | # % # % | # % # % | # % # % | # % # % | # % # % | # %
Gs-1
GS-2
GSs-3
GS-4
GS-5
GS- 6
GS-7
GS-8
GS-9
Gs- 10
GS-11
Gs-12
GS-13
GSs- 14
GS- 15
SES
Tot al
2 Encl osure (3)
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ACTIVITY FY__ TOTAL WORKFCORCE BY PATCOB

Nati ve
Anerican Hawai i an or
I ndi an or Bl ack or O her
Cat egory Tot al Al as_kan _ Afr i'can Hi spani c or Pacific _
All Native Asi an Anmeri can Lati no I sl ander Wi te
Pr of essi onal
Admi ni strative
Techni cal
Clerical
O her
Bl ue Coll ar
Tot al
ACTIVITY FY__ MANAGERS AND SUPERVI SCRS
Nati ve
Anerican Hawai i an or
I ndi an or Bl ack or O her
Cat egory Tot al Al askan ' African Hi spani ¢ or Paci fic '
Al l Nati ve Asi an Areri can Lati no I sl ander Wiite
Manager s
Supervi sors
Tot al
ACTIVITY FY__ AWARDS
Nati ve
Aneri can Hawai i an or
I ndi an or Bl ack or O her
Cat egory Tot al Al askan ' African Hi spani ¢ or Pacific '
Al l Nati ve Asi an Areri can Lati no I sl ander Wiite
Monet ary
Non- Monet ary
Tot al
3 Encl osure (3)
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ACTIVITY FY__ ACCESSI ONS BY PATCOB

Nati ve
Aneri can Hawai i an or
I ndi an or Bl ack or O her
Cat egory Tot al Al askan African H spani c or Paci fic
All Native Asi an Anmeri can Lati no I sl ander Wi te
Pr of essi onal
Admi ni strative
Techni cal
Clerical
O her
Bl ue Coll ar
Tot al
ACTIVITY FY__ SEPARATI ONS BY PATCOB
Nati ve
. Aneri can Hawai i an or
Cccupat i onal I ndi an or Bl ack or Ot her
Cat egory Tot al Al askan African Hi spani c or Paci fic
Al l Nati ve Asi an Anmeri can Lati no I sl ander Wiite
Pr of essi onal
Admi ni strative
Techni cal
Clerical
O her
Bl ue Coll ar
Tot al

4 Encl osure (3)
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ACTIVITY FY__ PROMOTI ONS BY PATCOB

Nati ve
) Anerican Hawai i an or
Cccupat i onal | ndi an or Bl ack or Q her
Cat egory Tot al Al askan African Hi spani c or Pacific
All Native Asi an Anmeri can Lati no I sl ander Wi te
Pr of essi onal
Admi ni strative
Techni cal
Clerical
O her
Bl ue Coll ar
Tot al

5 Encl osure (3)
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