UNITED STATES DEPARTMENT OF EDUCATION

THE DEPUTY SECRETARY

19 PS4

FROM  : Madeleine Xunio-.'\}
3

SURJECT: Impact of Reinvention Initiatives on
Grade Levels and Jobs

Over the past several months, the Secretary and I have initiasted
a number of reinvention efforts to make the Department of
Education an effective organization that is resgponsive te its
cugtomers. As we move forward, we are aware that many of you may
be concerned about the impact these changes may have on your
arade levels and careers. The Department's position on grade
levels and employment:is.a. follows:

In accordance wlthbtheeNééiaﬁal Performance Review requirements
to reiuca layerﬁ Qf supervigion/- the ‘current 1:6 ratio of
supervxsars Lo noasup&rv:sarg will be lowered to a ratio of 1:12
by 1993, To accompilsh thzs, the exi sLing 6932 supervisory
positions’ i“\th&‘Depavnma t “will be reduced largely through

att rltibﬁ and :estrustuﬁlng,

The Secretary and I believe that- reductions-in-force (RIF) and
downgrades are extremely disruptive and sericusly damage morale.
In addition, recovery for affected employees and the organization
can take vears. Therefore, we have decided that as the nunber of
supervisors is reduced, managameatmwxll aseign work that supports
the existing grade levels of employees Cur goal is to avoid
RiFg or dawngraaas a8 a result of yelpvention initiatives. We
have asked the Office of Management to advise managers DN wWays to
preserve the grade levels of employees whose joba are being
changed by assigning them to positions that reguire program,
technical, or other professional expertise.

Thank you for your patience and support during this important
transition period. We have already made gigrificant progress and
~an take pride in our accomplishments thus far.

400 WAKYLAND AVE,, B.W. WASHINGTON, D, 20302-0800

Dt minclon (n to srsure 2ounl access 1o sducalion and lo promote slucational arcelionce aroughout the Nation,
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approaches in'each-Division,
;ﬁaeh Division will-have an Enforcemem Coordmator This mcimciual ‘will work as

To: Al QCR Staft

From: Norma V. Canttd
Assistant Secretary

Marvin C. Farmer
President
AFGE Councii 252

Subject: Memorandum of Agreement to Implement Sentor Management Structure

We are pleased to announce the completion of 8 Memorandum of Agreement that
will enable us to begin implementation of OCR's new Senior Management
Structure, The new structure creates four Enforcement Divisions, with three
ragional sites in each division, inc adzng the new D.C. Enforcement Office and the
Cleveland Office as mdependem sites. The Enforcerment Divisions will work with
the new Enforcement Bzf&ctors The structure is designed to reinforce the
team-bassd ap;zraach thaz we have encouraged in each individual office. Itis alse
intended: to facilitate the developmem bi effect:ue labor/managerment parmerah&p
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Jteam leader,” with, the mdmdua! sste managers, to help coordinate OCR's
mmpiaame and enforcement efforté, As discussed during the negotiations over
the Senior Management Structure, in Division B, the Assistant Secretary may fill
the Enforcement Coordinator position separateiy,‘{ather than combining this
function with those of a site manager. In each of the other Divisions, the position
will be filled as described in the Cctober 17, 139% "Moving Forward”
memorandum. .
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Management pc}mmns in the new structure will be filled by the lateral

reassignment of OCR senior staff. The negotiated agreement specifically describes
the consultation process with the union that will be followed before any
assignments are made. We are aware that there was a perception that positions
were being filled absent consuliation and that the processes identified during the
negotiation were not being followed. This was never management's intention and
no Enforcement Coordinator selections have been made. As described in the
attached Implementation Schedule, certain portions of this process will be redone
to ensure full’Compliance with the negotiated agreement, We are firmly committed
to honoring every commitment contained in the negotiated agreement and in the



"parinership” attachment,

Although the Memorandum of Agreement is a negotiated document, the
negotiations were conducted in a spirtt of labor/management partnership, as
reflected in the language of the agreement and its “"partnership” attachment. The
Management and Union negotiation teams are to be commended for their excellent
sffarts and for the manner in which every gne of their many discussions were
undertaken. We would aiso like to thank Bonnie Cagroll, the Department’s Lebor
Relations representative, for her assistance and her good counsel,

Attachment
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- MEMORANDUM OF AGREEMENT

The purpose of this Memorandum of Agreement is to decument the

agreement reached by and between the American Federation of Government
Employees, National Council of Education Locals, Council #252 {Union}, and the
Department of Education {Emplover), hereafter referred to as "the parties”. This
agreement is entered into as a result of the parties having completed parnership
discussions and negotiations in accordance with Article 8 of the Collective
Bargaining Agreement regarding the reorganization of the Office for Civil Rights
{OCR}, senior management structre and its impact to bargaining unit positions.
Wher this Agreement refers to duties (o be performed by named officials of the
Ernployer or the Union, it is understood that the Parties reserve their respective
rights to assign these duties, and have them performed, by other officials.

A, Creation of Additional Senior invéstiga’zive Positions {GS-13}

As part of the implementation process for the senior management restructuring,
the Asgsistant Secretary will seek assistance rom OM to approve the establishment
of 25 additional G513 positions within the bargaining unit for xhe Enforcement
Divisions. The final number of positions within the bargaining’ umz will be 5ub]ect
to applicable classification standards and authority. Once. approved these
positions will be allocated proportionally to ¢ach Division based upon ‘the number
of investigators in each Division as of November, 1, 1835 {which. was prior to the
most recent buyout]l., The Enforcement Coordinator and s:te manager will meet
with their respective local pres:dems o determine, zi‘ze dzsmbuzzﬁm {;? positions

St
- ’*’?‘

wz{hm gach Division, LT
Funding for 10 of these positions will be aliscated by April 1, 1996, Funding for
the other 15 positions will be allocated as foliows: 5 will be funded by Januane. 1,
1997: 5 will be funded by April 1, 1997 and 5 will be funded by July 1, 1997, ™
These positions can be competed and filled as soon as funding has been allocated.
These commitments are subject to the avaitability of sufficient funding to avoid
furlough days for all stalf. Should sufficient funds not be available to avoid -,

furlough days by April 1, 1996 or January 1, 1987, OCR will resume funding the ~

same numbers of positions anticipated for gach year a8 soon as funding permits.
The remaining schedule for 1987 will remain unchanged o the extent that
available funding permits.

For each quarter in FY'86, the Assistant Secretary will provide to the LMPC
updates on actual expenditures under the FY'86 budget. As soon as the Assistant
Secretary receives a “plan against™ budget number from the Department for FY'S7
{anticipated to be during the summaear of 18801, she will meet with the LMPC 1o
discuss the overall distribution of grades within OCR, determine whether funds are

1
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availahle to allocate for additional upgrades and if so what those allocations would
be. After the FY'S7 budget is approved, she will revisit this discussion with the
LMPC if the budget received for FY'87 differs from the "plan against” figure. ltis
understood by the partigs that the fingl mzthm;z*; to allocate funds rests solely with
the Assistant Secretary.

As & result of restructuring efiorts, some regional offices already have
nonsupervisory grade 13 £EOS positions. When any nonsupervisory £08 grade 13
position is vacated, it is anticipated, absent compelling arguments to the contrary,
that the vacancy will remain at the site where it otourred.

By entering into this agfﬁemﬁnz, the Union is not waiving any rights 1§ might

- ptherwise have 1o iniliate bargaining over career ladder positions in the bargining

uniz, Nor does this agreement affect any continued discussions between the
Linion and the Assistant Secretary to develop 8 workable strategy for ralsmg the
career ladder structure for EQSs and attorneys.

B. Union Consultation Prior to Manager Selection Process
1. In considering individuals for assignment into the position of Enforcement

Coordinator {EC}, the following criteria will be taken into account: teadership -
ability, especially with respect to teams, support of umon!management p,ar.mership :

activities, regional experierice, and coaching and mentormg skills, .~ s cnr e’
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2. The selecting offictal will cansult with the local pres&demis} i each D;vzs;cn
before making a decision about the assignement;of any individual to,anyy i
*( T i ¥

Enforcement Coordinator position. :

3. Prior to doing so, the selecting official will confirm the interests of grade 15
emplovees in any of the four EC positions. The local presidents in each Division
will be able to talk with any individual who has expressed an interest in the

-coordinator position. Following these conversations, the Union will have the

opportunity to consult with the selecting official,
" 4, With respect to the SES Enforcement Director position, the Assistant
Secretary will consult with the President of Council 282, before making a
recommendation 1o the Secretery.

C. Training

To facilitate the implementation of the new structure, traiming is being planned
within each Division, in the new D.C. Enforcement Office and in the Cleveland
Office. A specific training strategy has been developed through

e -r\-.- [
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union/management partnership and is attached for easy reference.

D. Assessment of Division Structure and Enforcement Coordinators

It is expected that the site managers, local union officials, and Enforcement
Coordinators of each Division will assess the effectiveness of their coordination of
Division operations on an on-going basis. The SES Enforcement Director will
participate in these assessment activities as appropriate and assist the Division in -
resolving identified issues.

A more formal assessment of the Division structure and the functioning of each
Division will be initiated by the LMPC by October 1, 18936. The purpose of this
assessment is to determine whether the structure and the operations of each
Division are resulting in the expected efficiencies and improvements in OCR's
compliance program.

The process for this assessment will be as follows:

- The OCR LMPC, in conjunction with the AS, DAS, SESs, Enforcement
Coordinators, site managers, local union officials and other atfected OCR
staff, will develop the evaluation criteria based on the design goals
expressed in the reorganization proposal submitted to OM, position.

descriptions, this agreement, and expectations identified_as a result of the. ., -

senior management training. .

The LMPC will develop the evaluation criteria and sh'a're them with the ’
Divisions.

- As part of the evaluation process, each Division [site managers, local union
officials, Enforcement Coordinators; and employees) will complete a
self-assessment based on these criteria and present their findings to the
LMPC. '

- *The LMPC will review the informaiian'provided and forward the
assessments to the appropriate SES, along with follow-up
recommendations. These recommendations may include such things as
structural adjustments, revisions to position descriptions, training, and
geographical workload adjustments.

- Once the first evaluations have been completed, the LMPC, along with the
AS, DAS, SESs, Enforcement Coordinators, site managers, local union
officials and other affected staff, will review the evaluation process, criteria

., and outcomes and determine whether the process should be repeated, with
the same or revised criteria, and in what period of time.
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E. Establishment of Cleveland Office

This restructuring establishes Cleveland as a separate site. The Cleveland Office
will be part of Division C. A specific process for filling the site manager position
was developed, through partnership, by the QCR LMPC, and is atteched 1o this
negotiated agreement. : ,

F. New Allocation of States

Té‘z& [.C. Enforcement Office initially will include the District of Columbia and the
states of Nerth Carolina and Virginia. To accommodate this transfer of work and
1o ensure an equitable distribution of work among the enforcement divisions, the
Philadelphia office in Division A will now include Kentucky, Delaware, Maryland,
Pennsylvania and West Virginia. The Atlanta office in Division B will now include
Alabama, Florida, Georgia, South Caroling and Tennessee. The Cleveland office in
Division C will include Michigan and Ohio. {Inttially this othice may handle only
ESE cases.) The Kansas City office in Division C will now include lowa, Kansas,
Missouri, Nebraska, and North and South Dakota. The Denver office in Division D
will now include Arizona, Colorade, Montana, New Mexico, Utah, and Wyt}mmg
'Z‘he é stribution of states to aii oz%e{ &ffzz:es s unchanged.

‘ *Wsz?zm 30 days after this agreement is signed, the Enforcement Coordinators and

"ithe loeal presidemts from the cffices directly affected by the new distribution, will
davelop a specific implementation plan and schedule designed te minimize negative
impact on case processing and staff. The draft plan and schedule will be
circulated to all affected staff for comment before it is implemented. The schedule
for the tansfer of states to the 0.C. Enforcement Office will be consistent with
any agreements reached by union and management it the implementation plan for
that office. -

This Agraemem resolves all ;ssues arising from the ?mpicyer 8 fmptementatmn of
the reorgamzatwn of its semor management structure.

For the Emplovyer: For the Union:
Is! isf

Cathy H. Lewis Arthur ©. Tedeschi il
/s Is!

Gary . Jacksoen , Mary Lou Btarling
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Bonnie J. Carroll Woodrow Mayes, Jr.

~



UNION/MANAGEMENT PARTNERSHIP AGREEMENTS

The pravisions contained in the following three sections were developed through
partnership rather than through negotistions and are not part of the Memorandum
of Agreement betwesn the parties,

AL Training Strategy

1. Divisional Team Training

There will be training in team leadership skills for team leaders and
managers who will be working together within the newly-constituted
enforcement divisions, Local union presidents {or their designees) will be
included in this training, There will alse be a 1 day session in each division
that will include the site managers, Enforcement Coordinator, local
presidents and the SES. This session is intended to facilitate teamwork and

- gooperation within the division,

.2+ Training for Staff in the D.C. Enforcement Office

Training to increase investigative skills ang program knowledge will be
gssential for the successful development and operation of the D.C,
Enforcement Office. !t is anticipated that basic training provided 1o the
group might include: team building, CRISS, and issue specifis training in™
Section 504 and Title I of the ADA, Lau and Minorities in Special Education.
All of this training will be offered 10 steff within six weeks after the unit s
established. This "class room] 2{3 mng f*“pertenw will be followed by “on

the job training”™ that will includé direct paritmpatton in case related activities

vonducted by experienced staff from the Philadelphia and Atlanta offices.
Additional issue specific training and skills building (e.g., mediation} also will
he provided to staff on an "as needed” basis during the first six months of
operation of the unit.

. Training for Recent Hires in Begions

Certain regions have only been able to provide program training for new or -
reassignad staff on a "catch as catch can” basis. Any investigative/ettorney
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staff member brought on-board within, perhaps, the last 18 months 1o two
- years, should be provided access to the same training that Metro will get.
This will be accomplished by providing the training plans/packages
developed for Metro to each region, whose human resources component
c8n ceordinate any training nesded locally. {Any other regional staff
member in need of training aiso will have access to this opportunity.}

4, Training for Cleveland

If the Cleveland site is 1o sventually assume responsibility for postsecondary
cases, as well as elementary and secondary tases, additional training may
be required. Cleveland's training needs will be assessed and addressed by
the SES, Entorcemem Coordinatar, Site Managers and LDcaI Union
F’mgzdems

B. Building the Labor-Management Partnership Relationship .

1. The creation of the Enforcement:Coordinator positions offers OCR & unique

opportunity within esch Enforcement Division 1o promote a unified
labor-management approach'foraddressing administrative and programmatic
tssues, Within ach Divisipnithere will be-threg 'managers {or four if the EC is not
a site manager}, and three local presidents, who will work closely togather 10
ensure effective labor-managémentipartingrships within the Division. tis the
intention of the parties 10 meet in'partnership for the purpose of discussing and
resalving administrative or programmauc issues that affect bargsaining unit
smployees.

2. This addition to cur management structure plovides & forum for discussion
of complex or sensitive laber relations matters within the Division. The ™

.Coordinator will also be accessible 1o any local president within the Division, for

discussion of any other labor relations issues arising. within the:Division. It is
envisioned that this structure will serve as & model for other mamgers within the
Division in estabhshmg and maintaining an effective partnership relationsghip with
the union, .

C. Selection of the Cleveland Site Manager
The position of site manager for the Cleveland office will be posted and compsted.

The recruitmeni-area will be determined by the appropriate Enforcement Director,
in consultation with the Enforcement Coordinator for Division C and the logal
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Union representatives in that division. The selection will be made by the

Enforcement Director, in consultation with the Enforcemaent Coordinator and the
lccal Union representatives.
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Implementation Timetablg

1

This timetable was agreed upon in partnership and is not part of the M&_m:}rgndam
of Agreement. :

i. Final draft of the agreement will be shared by the management team with the
OAS and by the union team with Council 252 no later than Fridsy. February 186,

2. The unign negotiation tearn will discuss the agreement with the local presidents
during the week of February 18,

3. Onoor about February 28, the President of Council 252 and the Assistant
Seoretary will sign a joint cover note that wnll be sent out 1o all statf with a2 copy
of the agreement.

4. On or about February 28, the agreement and cover note will be forwarded 10
all staff by the negotiation team.

5. On or about February 28, management will reconfirm the’interest of grade 15
employees in any of the Enfmcemem Coordinator pesitionsi.. Jul.l i

s Ty L ws e i e
6. C}zz or about March 1, the Assistant Secretary will provide-tortheilocal - .
presidenis the names of any- mdmdaais interesied in-the Enfo*cement Coordmamr

position in their division, - ¢ -« R e D AR o B LT T ote SO

£

- T P N T

7. On or about March 8, the Deputy Assistant Secretary‘and the appropriste
Enforcement Director will consult with the local presidents in each of the four
divisions about the individuals who have expressed interest in being reaﬁszgmfi 10
these posntlons

8. On or about March 11, the Deputy Assistant Secretary will announce the
names of the individuals who will be reassigned to these posttions. et



Appendix A: Executive Order 12871 of October 1, 1993, Labor
Management Partnerships

The involvement of Fodera] Government smployses and their union representatives is ssaential to achieving

_ths National Performance Review's governmant reform objectives. Only by changing the patwrs of Pederal

Iabor-mansgemant relations o that managers, smploynes, and employess’ electad nnion representatives serre
as purtnare will it be possdble to dasign snd implemsnt comprebansive changss necessary to reform
govemnment. Labor-managemant perinerships will champlon change in Foders! Goverament agencies to
transform tham ints arganizations capable of delivering the highest quality services to the American peopla,

By the suthority vested i me as President by the Constitution and the laws of the United States, incloding
section 301 of titls 3, United States Code, and in ordar o sstablish & naw form of labor-management relations
throughout the executive branch o promota th principles and recommendations a&ap&a& a0 a result of the
National Performancs Review, it is hereby ordernd: _

Section 1. ’I’he Nationa! Partnenship Counsl
(s} Establishment anid Memberzhip., There is established the Natonsi Partnership {Eoundl CCoundln.
The {‘:ouncx’l ahall comprise the fellowing wembers appointed by tha Prendmt:
{1) Dirsctor of the (ffice of Personne! Management (COFPX);
(2) Deputy Secretary of Labor,
(3} Daputy Director for Management, Offics of Managsment and Budget;
{4) Chair, Federsl Labor Relstions Authority;
(5 Fedarai Madiation and Conclliation Directors
(6) President, American ?aéembon of Govarnment Bmplayses, MQ
(7} Prosident, Nationa! Federation of Fedaral Employees; ,
{8) President, National Treasury Employses Union; ;
{9) Secretary-Treasurer of the Public Employees Department, A?LCIO‘ m& "
{10) A deputy Smetury or othar officer with departrient- arageney-wide aut}:mty fmm tiro'axecutive
departments or sgendes thereafler collectively Tagoney”), not otherwise reprassnted on.the Coundl

‘Membeors shall have 2-year tarms on the:Cound], which may be extended by the. Pnnéant, st

(b) Responsibilities and Functions. The Countil shall advise the President ¢ en matters involving iatm

‘management relations in the exscutive branch. Its activities shall include:

(1) Supporting the creation of labor management partnerships and pmmatzzzg partneuth affom in the
executive branch, (o the sxtent permitted by law;
. {2} proposing to the President by January 1984 statutory ::hangm neceasary to achieve Lhe objactivan.
of this arder, including legislation consistant with the National Performance Raview's recommendations for ™
the crention of a flexible and responsive hiring system and the reform of the General Schadu}a claasification
system.;

(3} eollecting and disseminating information about, and providing guidance on, partnership sorts § in

the executive branch, induding rex:its schiaved, to the extent permitiad by lnw; )

{4) utilizing the expertiss of mdmdu&ls both within ‘and outsids the Federal Government to foster
partnership arrsngements; snd

(5) working with the President's Management Council toward reform mnanmm with the National
Performance Review's recommendations throughout the executive branch.

{c} Administration,

(1) The President shall designats a member of the Council who is & full-tims Pederal emp'iayeg ta serve

as Chairperson. The responsibilities of the Chairperson shall include scheduling meetings of the Coundl
' {2} Counci] shall saek input from nonmember Federal agencies, particularly smaller agencies. Tialse

may, from time to time, invits experts from the private and public seciors to submit information, The Council
shall also seek input from companies, nonprefit organizations, 32&& and loesl povernments, Federal
Government employees, and customars of Federal Government services, as needed,

{33 To the extent permitted by law and subject to the avsilability of appropriations, OFM shall provide

-

28 Partnership Handbock {July 1094)
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" States, its egencies or instrumentalities, its officers or employess, er any ot)mr perssa,

sach facilities, support, and administrative services to the Councll as the Dirsctor of OPM deems ta.

' {4}8&%&&:&&:&:&Mmcmmwmﬁmfwmmmkw&-&mm%

o allowed travel szpenses, inchuding per diem in leu of subsistence, a3 authorized by law, for persons serving

o hdﬁﬁmﬁmtmmdbyh provide to the Councll such arsistance,
to w, ]

information, and a¢ |

advices as the Councl) mynquut.
{d) General
csimm.dmmmmmuammammmw&.mwmm
Act, as smendad (§ U.B.C App. 3.

(2) Notwithstanding any othar axscotive order, ths functions of the President under the Poaderal
Advisory Committes Act, as amendad, excopt thuufmparﬁnxwtha that gre spplicabls o the
mamummuwmmdemmmmﬁﬁ umipmémixmo&by
the Administrator of Genera! Servisea

{3) The Council shall exist for a pariod of 3 years from the dats of this ordsr, anless extendad.

(4) Mombers of the Cound] who are not skberwise officers or employees of the Podera] Governmant shall
sarve in & representative capasity and shall not bs considered special government amp§wouformypm-pm¢,

Section 2. Implementation of Labor-Managsment Partnsrships Throughout the Exscutive Branch. The head
of ench agency subject to the providons of chaptar 71 of titls &, United States Cods shall:

(%) crests labor-menagement partnerships by forming Isbor-management committees or councils at
appropriate [avels, or adapting existing coundls or commitiees if suth groups sxist, o halp reform governmant;

(b} involve emplovaes and thair enion repressntatives as full partners with manapsment representatives
to idautify preblems and craft schations to bettar sarvs the sgency’s customers and mission;

(¢} pm&a Twmd training of appropriats sgency smployees (Including line managers, firt lina

union representatives who are Paderal employees) in consensur] methods of dispute

uwiaz:m, mch a3 sitarnative disputs resolution tachniguas and interest.-based barpeining approaches;

sam; AR
{8} svaluaie progress and improvements in srganirational parfcrmame retu]tmg from the . hhor-

angpement partnsrshipa, R

.nk !ea'.:-u ;.
Section 3. No Administrative or Judicial Review. This order is intended only, to improve the interm
management of the executive branck and is not intanded to, and daes net, s:reata my right to aém:mzt:a:zn
or judidal rmaw, or any other right, substantive or procsdural, enfomabla by a party a.ga:mt Lha {Imtad

" William J. Clmtm

T SHE WHITE HOUSE,

October 1, 1993.

g

Partnership Handbook (July 1984} 29
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TO : All OCR Headquanters Staff
FROM  :  Cathy H. Lewis €25 o ’
' * Director ~aas M
Executive Operations Staff
SUBIECT OCR Headquarters and Metro Reorganization Proposals

Attached for your information are the reorganization proposals for the OCR
Headqoarters Office and the Washington D.C. Enforcement Office (Mctra} We
have made clarifications to the staffing paiterns and functional statements in ms;}ansc
1o comments and questions raised by OCR staff. The following notes are 1o clarify
some of the imformation in the proposed staffing patterns:

» During the zmpfemcnta{;{m of the new Headquarters and Metro structures, after
' each employee is reassigned 1o one of the teams of his/her preference, an
em;}}cycc may be detailed 10 unclassified duties if the new position dascnpnon
Ca . for hzsz’her position has not been classified,

.‘ - N f,-.EmpI&y&:s on carser ladders will retain their career ladders.

Lt ke e S In the staffing pauerns. slashes (/) indicate career fadders, however, zhc L
» posttions may be filled at any. of the indicated grade levels. . =

R ;',._‘5,“
mo- liz the staffing patierns, grades in parentheses represent additional grade levels
at which ;:c:sitifms can be hiled.
* - - m The career ladaer for EQAs, Managtmem!l’rogz‘am?&tdvet Assistants, and
. Office Automation Assistants is GS-5/6/7. If any of the GS-8s in headquarters
are interested in moving into one of these positions, OCR will work with OM
?f:rsmmcl o deve%og an. at:pwpriatc position description,

o Employees wha are GS-7s will be laerally mass:gncd to Agsistant positions on
one of their teams of choice. Emnployees who are GS-55 or GS-6s will be
detailed 1o unclassified duties on one of the wzams of their choice at their
current grade Jevel. Shortly thereafier, the remaining career ladder Assistant
positions will be advertised and filled through the competitive process.

n The career ladder for EOSs and Management/Program Analysts is

GS-7/8/1112. Grades in parentheses represent additional grade levels at
. ~ which positions can be filled.
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OFFICE FOR CIVIL RIGHRTS

SECTIONS

< B g

g 0w e

MISSION AND RESPONSIBILITIES

ORGANIZATION

ORDER OF SUCCESSION

FUNCTIONS AND RESPONSIBILITIES OF OCR COMPONENTS
IMMEDIATE OFFICE OF THE ASSISTANT SECRETARY,
POLICY, ENFORCEMENT, AND PROGRAM SERVICE

PLANNING, ANALYSIS, AND SYSTEMS SERVICE

REGIONAL OFFICES (REGIONS I - X)

-V, PWY DELEGATIONS OF AUTHORITY

L MISSIGN m REISPONS?BII.II’I&SS

The ms::ant Secr:m'y for Civil Rxghts serves as the principal advisor  the

o

e

- O

nog Sl
N l\-f = - .'
LR S IR A 5

’ hézmmswr the provisions of Icgzmuon and I)cpamnmral policy pmb.szzmgl

=“Smmy on civil fights matters. The Office directs, coordinates, and recommends
-'f‘\ pohcy far az:m*mcs that are designed to;

[

discrimination on the basis of race, color, national origin, sex, handicap, or
age.

Develop and recommend the adoption of regulations and policies of general
applicability regdrding aivil righis.

Conduct investizaions and fegotiations to securs volunry compliance and

.conduct administrative enforcement procezdings to secure compliance with

legisiative and regulatory civil nighis requirements.

Congliirt ressarch and surveys on civil rights issues and on the participation
of minorites, women, the aged, and hant%zzzpped persons in Federally
assisted education programs.

Assist other Departmental offices in developing and implementing plans to
mest civil rights objectives.
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© ‘mmacfwmmmwmmﬁiﬁm
consistens m&:hmnnmymdmgulzmmqmmm_
o mxt beneficiariss of programs and activites that receive Dcpanmmm}

ﬁmﬁmg to undersiand therr rights consistent wzzh statutory and regulatory
provisions,

ORGANIZATION

The Office for Civil Rights is under the supervision of the Assismant Secretary for
Civil Rights, who reporss directly 10 the Deputy Secreiary and the Secremry of
Education. The Assistant Serretary for Civil Rights provides overall direction,
coordination, and leadership to the following major elements:

o Policy, Eanforcement, and Program Service .
.0 Planning, Analysis, and Systzms Service
o Regional Offices (Regions [ - X) .

In addition, an Executive Opcmnorzs Staff rcpcms to the Assistant Secyeitary and the
Deputy Assistant Smwy

F AR

ORDER OF SUCCESSIQN ¢

+
1;» wu,r-:vgaset- i;)-; .e~J‘<
%

The foﬁowmg off’zuais‘ m "ﬁm‘“éz*:iu ‘shoivn, wzzl act as Assistant Smw}' for Civil
Rights dung thc absmcc z;r ci;sabzizty crf the Assistant Secretary:

Deputy Assmam Smmy, and’

Dirzctor, Policy, Enforcement, and Program Service.

OCR/INT - Page 2 ‘ CURRENT: 01/62/92
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FUNCTIONS AND RESPONSIBILITIES OF OCR COMPONENTS
IMMEDIATE OFFICE OF THE ASSISTANT SECRETARY (EC)

The Immediate Office of the Assistant Secretary includes a Deputy Assisant
Secrewry, who assists the Assismant Secretary in the oversight responsibilities for rwo
Headguarters Services and ten Regional Offices. This Office serves as the principal
advisor to the Secreiary of Educarion on civil rights maners, sets OCR’s long ranpge
prioritdes and Nadona! Enforcement Strategy, and manages OCR’s Congressional
liaison and public information actuvites. The Office also sets quality review and case
processing integrity standards and manages the activices that implement those-
standards.

Also inciuded in the Immediate Office of the Assistant Secretary is an Executive
Opemmcns Saff.

ve Operations Sl (EC-1)

The Staff plans, develops, implements, and coordinates OCR’s financial
management program, including allocadon, realiocation, and expenditure of
resourses. It cénducts program analyses of ongoing expenditures to facilime
forecasting for out-years and w recommend areas for cost savings, It provides
adviee o the Assistant Secreary and:Depury Assistant Secrerary on the financial
resonres rﬁqmmm for .mpz:mmzancm of the Natonal Enforcement Smgy

I pQ 'a";ﬁ":ir“-' "'f .M»‘»' -
n g s v.nnt...- e ¥

The Staff services all OCR: wmpﬁmmzs At hmdqmn and the mgzzms and
pr:mdzs authoritative advice and support 16 OCR managess on a wide range of
management and administative issuss,, including procurement, ADP systems
security, contracts, avel, reorganizations, delegations of authonty, timekesping;
and serves as OCR’s Liaison with the Department on thess. marters. It also serves
as OCR's audit Laison with OIG, GAQ, and other Dc;nnm::m and Government
offices, in m-mmng, or coofdinating the review of, audits and similar reports.
The Staff also has primary OCR-wide responsibility for human mm
management, including all personned sysiems, EEO, labor-niladons, and -
employee development/nonprogram training activides, The Staff serves as
principal liaison with the Department’s Labor Relations Branch, advises the
Ajgsistant Secretary on labor-management issues, and coordinates OCR
negotations on staff-related matters. The S@ff reviews for the Assistant
Secretary and Deputy Assistant Secratary employee grievances and EEOQ
complaints; analyzes examiners’ findings; and develops proposals 10 accept,
moxdify, or reject examiners’ recommendations,

The Staff, tuough-iis"Executive Secretarial, is responsible for the congol and
executive review of correspondence and documents flowing into and out of the

OCR/IO - Page 1 CURRENT: §1/02/92



Office, mdfmemﬁmaﬁmmOﬁRmmgm
and sff oo the prepacazion of executive correspondence and documents.

The Swff preparss or coordinates responses 10 incoming correspondence,
including requests for information under the Freedom of Information and Privacy

Acts; mainming all official OCR fles; and manages the OCR Library of letzrs of
findings.

The Staff is headed by 2 Director, who serves as OCR's Executive Officer and
reports W the Assisant Secretary through the Deputy Assistant Secretary.
The Saff s divided into three Units:

Budget Planning and Mazagement Uniz;

Management Analysis and Support Unit; and
Exgcutive Secreriat,

1n performing its responsibilities, the Unit:

o Plans, coordinates, formulates, and executas OCR's budges.

¢ Provides in-depth program analyscs't,o support:budget. reguests, facilitate
- budget fammng, wvaizzat: ongeing expenditures, ’:md mimzzfy am for
COSt SAVINES..'- wme vt f %;: pkamnpa e i T
v e TR
o Prepares supporting datz (5., bmﬁng mzt.mals ‘test maﬁy, and
justficagons) for use at Congressional-tearings‘and f{;{ ‘tesponding to
Congressional inquiries on bndgc:~tziztzd tiSSuss. TS

- 0 Designs and exexutes annual and quax‘;mly firancial epc:rmng plans for
all headquarters and regional components:

o Develops budgetary policies and procedures.

o Cenifies fund availability; izzpﬁts ébiigatia%s into the Department T
azeounting system; mainting appropriate fiscal records; and reports on
gxpenditures and obligations.

o Establishes, maintains, and oversess si*‘s::ms of financial control, and
provides guidance to regions and headquariers components regarding
sound fiscal management techniques and systems,

o Reviews and amalyzes all-fiscally oriented plans mquired of OCR (.8,
conact and ADP plans) to ensure consistency with budgetary objectives,

OCR/I0O -~ Page 2 _ CURRENT: 01/01/92



o Immmstnmngspmpo&hmhmdqummd the regions based on -
monitoring and analyses of components’ cxpmdzm

"0 - Determines financial resources nesded to accomplish the objectives of
OCR’s long-range Naﬁﬁzz_%a.l Enforcement Strategy.

In performing its responsibilites, the Unit;

0 Manages OCR's personnel processes, including GPAS, PMRS, awards,
standards of conduct, sutside activities, imekeeping, EEO, and labor -
relatdons, and mvmmmmmmmmmﬂoﬁmmé
Deparmmental specialisis on these marers.

o Develops and i3 responsible for persoanel policies, programs, and
procegdures to effectvely mest cwrrent and long-range OCR staffing
needs consistent with Department and OPM guidance; manages OCR's
ceiling control and FTE accounting system for each headquarters
component and reglonal office,

o Serves as Laison with the Department’s iabor miaumzs a{ui 8‘5{) szszs
reviews employes gricvances and EEO complaints, am.iyﬁzx?' STningrs"

findings and deveiops proposals on aceepting, mo-dlfymg, or. r:;mg
Xaminers’ recommendatons.

s ‘m."‘ 3 ‘»{%h "":

;-«-.q Sy N o‘

0 Provides a.u;ht}marzvc aﬂ%\nm o (}CR mznagm m h&d xmn?ix?“ t?i {hc i
regions on general pcmrmd and othér human 3 msaurm zssur:s “and on
the full gamut of administrative issues; prepates rEpOTLS wqmmd by the
Deparument or internally and comments on proposed admimstranye
directives, procedures, and regulations relarsd 19 these maners (2.g.,
EXQ, swffing, travel).

o Conducts analyses and develops, implements, and coordinates procedures
_ for the efficient management of space, telephones, furnitus, equipment,
- ADP sysiems security, supplies, facilides, safery, office moves, and
travel, as well as handling procurement astivines in these areas 23
appropriate for headquarters and the regions.

o Identifies problems and issues affecting existing or proposed
administrative policies or practices; prepares analyses and issue papers
offering recommendations; may esmblish study wams for addressing
cross-Cutting issues,

PRFTIC
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o mmmmmfmmmmmmmfmngmw
organizational sucture; coordinates OCR's delegations of authority with
the Departsent’s Office of Human Resources and Administazion

(OHRA); develops or reviews OCR position descriptions and funcrional

0 Serves a8 OCR's audit Liaison with OIG, GAQ, and other Deparument or

Government offices in roviewing, or coordinaning the review of, audits
" and similar reports. .

o Fadiliaees OCR's employes devalopment and nonprogrammatic raining
activities, incliding thoswe involving laisom and coordination with HMLC
or those procured through conwast,

o Coordinates il OCR contraets, scrves as liaison with the Deparmment’s

OHRA and provides advice 10 OCR managers on policies and procedures
governing procurtment and monitoring.

(v ‘u - 1

pe

In performing its responsibilines, the &xwgﬁvc Seoretarial:

o Sexves as point of contact with Secretary’s Executive Swrctaria'z,' i

T Ay Ry 'Jw *i» h =

o Reviews all incoming mmspcndmc& 10 OCR headquanters; -determines;) =
‘pecessary action, and assigns responsbility and dus date'to appmgmze oo

component, mainiaing 2 mmpmmcd z:mhng systm, momwrs azzd o ;;«Mf’;

¢ Prepares mesponses to 3 vanety of incoming mspozzdmm _

coordinating, as appropriate, with regional offices.and with hwﬁqam
COMPONENts.

o Formulates and implements a system of OCR responses to FOILA and
ana::y Act requesys, including direedly responding 1o most requasts or, -
in the case of complex requests involving legal judgments or highly
technical maters, coordinating responses with appropriate components,

o Mazintains OCR's Lbrary of leners of findings (LOFs); manages rtrieval
systems for access to documents; reviews LOFs for interface with the
Policy Codification System.

o Conducts studies to determine the quality and effectveness of
correspondence procedures by assessing the accuracy, -quality, and clanty
of random samples of replizs prepared OCR-wide,

OCR/O - Page & CURRENT: 0110292
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Cmmmﬁmmﬁwdmmmﬁagmmmmm
sigoature of the Assicant Secretary or Depraty Assistant Secrstary;
mmm@mﬁmmdmmddmmsszgmﬁkym

Assistant Secrezry-and Deputy Assistant Secretary.

“&mmmmWnWMmmmdmmmwmt

with Deparmmental guidefines; revises as appropriate and disseminates
updates; provides puidance m specific components as needed.

is{znaga the headquarters comtral mail facility, including facsimie and
electonic mall transmissions,

Maintaing official OCR files, historical records, and archives; uses
microfilm, microfiche, or other sysweme to retire and retieve documents.

As requested, prepares or assists other components in thz:: pregaragon or
coordination of briefing parkages,

£¥
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P B. POLICY, ENFORCEMENT, AND PROGRAM SERVICE (ECA)

The Policy, Enforcement, and Program Service is responsibie for overseeing all aspecss
- of OCR's program policy development and disseminarion and for providing poiicy,
. programmasc, and legal guidance and support W the Regional Offices and other OCR
components. The Service serves as OCR's principe] Haison with the Office of the
Ceneral Counsel and the Department of Justice on all case-related and legal marers,

The Service recommends cases for enforcement, conducts adminisTative proceedings,
and provides support for Federal count lidgagion. 1t is also responsible for
programmane training for OCR sraff engaged in compliance and enforcement astivities
and for direcing OCR's tachmcal assistance program to facilisate volun@ry
comphance, The Service is responsible for oversesing OCR's law library.

The Serviece is under the direction of 2 Director and a Deputy Director,  The Director

reports to the Assistant Secremry through the Deputy Assistant Secretary. The office
provides overall directon and coordination to one Staff and three Divisions;

Litigation Staff;

Elementary and Secondary Education Policy Division;
Postsecondary Education Policy Division; and
Program Operations Division.

w i 1«..:: ;_ “":‘:“"'_' B ~ .
* P - . e 2 ‘ul‘??&'
‘. et grr ¢ ""“The Litigation Staff has primary responsibilizy for conducting administratve -
i o TRUTT lirigation against recipients in which OCR is a party and for representing OCR in -

o 2 D yajudicial livigation in Federal and State couns. The Staff provides authoriiative .
. \‘t,,, :-« ﬁf;’*-m 15 :‘:.* :.‘

“advice w all of OCR concerning case-related enforcement maners and przmdas
" gwdance and training to other OCR staff who panticipate in Hogation actviges.

vg -
-

*

in performing its responsibilites, the Staff:

o Conducts admindstrative proceedings against recipients to correc! viclanons
of the civil zight.s laws,
o , M @
e o ' Reviews enforcement cases for legal sufficiency and conformance with
established enforcement procadures.

o Prepares and roviews motons, briefs, pleadings, and other legal
documents on case-related matters,

o Serves as linison to the Office of the General Counsel and the Department
of Justice on case-related matters,

-1

. ' o Provides support for Federal court liggation.

......
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o Manages OCK's lidgation. support contract.

o Develops guidance marwerials and provides taining in Hrigaton wchniqus::s.

"0 Prepares headquaniers responsss and roviews regional respansas 1o non-

routine rexquests and appeals under the Freedom of Informadon and
Privacy Acts.

The Division develops regulations, puidelines, lepal smndards, and policies
perzining w civil rights comphianes, the conduct of complaimt investigatons and
compliance reviews, and the provision of wchnical assismnce. The Division

and disserninares matenials and information in 2 varisty of formats o
audiences both within and outside OCR for the purpose of explaining OCR policy,
regulations, and related legal concepis and case law, The Division manages a

program of inter- and inza-deparimenial coordination in the areas of pohcy aad
technical assistance,

The Division it divided into three Branches:

ESE Policy Development Branch A (carmies out its responsibilities as related to
Smn 504 of the Rehabilitation Act of 1973);

w‘ B
e {,332 Policy-Development Branch B (carries out its responsibilities as related 1o
‘ . Tite VI of the Civil Rights Act of 1964, Tizle IX of the Education
‘ :m‘ ety Ammdmmu of 1972, and the Age Discrimination Act); and

w\\

BSE Tachmcai Assistznee and Program Support Branch,

In pedforming its r:sg*anszb;hnts for the insdrutional area of elementary and
secondary education in its as.szgnmd statutory area, zach Branch:

o Develops poiicics, tegal standards, guidelines, and regulanons
* pertaining 1o civil rights compliance, the conduct of complaint
investigations and comphiance reviews, and the provision of technmical
assistance,

o ldentifies areas in which the development of legal smndax*zis and
policies is nesded.

OCR/PEPS ~ Page 2 CURRENT: 01/02/92



Conducts research o suppont legal standards and policy development, ~

Reviews cases involving findings of noncompliance for legal
sufficiency and conformance with OCR policies and procedures,

Assins regiopal sm# in interpreting legal smndards and regulations -
and in applying OCR policy to ensure consisteney of applicaton.
Reviews the Deparznent’s and other agencies' regulations and

pmposcx! legislation 1 cnsure conformance with civil fghts
fequirsments,

Develops marerials and conducts training for regional offices on new
and emerging policy and legal issues,

Presents OCR's poh::xt:s to inta- :md imer-deparonental zatdss and o
naponal organizatons,

Reviews mhmcal aszistance and training maierials for coaf:;mzncc
with legal requirements.

In performing its r:s;x::rszbmms for- the institutional arsa- of elementary and
:ﬂ:condary eciz;zmmn, giz. Branch:  °

*

', :@,

[": H 1 fé-lwai%sh -oc‘!» -' a
Mcloys wivestiganve gméazzm m.anuais mhmcal assistance, and

tmmmg materials- for OCR staff engaged in compliance and technical
assistance activities.

Provides training on established policy and procedures.

I)Izvcie;xs memoranda of uﬁdméirzg with other governmental
agencies and Departmental components covering intra- and inter-

- departmental paizcg and technical assiltance mn{mon

Develops and xmplcmcm& systems for the mmnbn of policy
guidance and training and technical assistance materials to the regional
offices and other OCR componenis.

Designs and manages an OCR-wide facuity development program
covering 2 wade range of civil rights lssues.

Develops and monitors technical assistance contracts.

OCR/PEPS - Page 3
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¢ Mammmm—gamghmmnmmmmwmmmmmnymg out
their technical assistance programs most effectively.

0 Provides technical assisuner 1o individuals and groups rtpmsmtmg
recipients and beneficianes, both in response o requests and as a
result of putreach inigatves, including preparation of t:x:‘:mzal
assistance presentation rmatedial for thase zudicnces.

o Develops propesals for enhancing OCR’s technical assistancs |
program.

o Coordinates, 2s appropriate, and reports on the Memoranda of
ﬁ&d:rs:zmémg perween OCR regional offices and oivil nights
organizanons. -

The Postsecondary Education Policy Division has the same basic responsibilities
and carmies out the same activides as the Flementary and Secondary Educaton

Policy Division, except thar its functions are relatad to instrutions of higher
education and vmﬁonal rcha.briztamm

%-WAI Loy s

EY
«} 'e\ ::!‘s-‘w“’*’iw.

The Dmswu is divided into twa Bm:zeh:s a5 '

. PSE Policy DevelopmentBranch;: and WA e s e
- PSE Technical Assistance.and’ ngra::z Sz.;xpon Branch.

~ The responsibilities and activides of this Branch aus.the same as those of the
Polkicy Development Branches in the Elemenmry and Secondary Policy
. Division, except that its functons are related to institutions of higher education
and vocational rehabiliration and deal umh all statutory areas that OC“.’R i
msponszbi; fot mforcmg, : ‘ s

The responsibilities and activides of this Branch are the same as those of the
Technical Assistance and Program Support Branch in the Elementary and
Secondary Policy Division, except that its functions are related to institutions
of higher aducadon and vocational rehabilitaton,

GCR/PEPS - Page 4 \ CURRENT: 01/02/92



The Division determines the compliance starus of mcipients with respact 1o 2
number of civil rights program areas: Magne: Schools Assismnce Program,
Vocational Education Methods of Administzaion Program, and staiewide higher
educanon desegregation plans. The Division plans and conducts compliance

reviews, particularly on novel issues, and, as needed, may conduct complaint
investigations o assx regional officss.

The Division is divided into two Branches:
Program Operations Braneh A (carries out its mesponsibilities with respest w

programs, activines, and instrutons that fali within the geographical area of
Regions | through V); and

Program Opcz'aziens Branch B {carries out its responsibilives with respect
programs, activites, and insticutons that fall within the gwg—aphzml area of
Regions V1 mtnugh X).

" In performing its responsibitines fczz* its a:mgned gwgmpiucal ares, each
Branch: o ey e e

o Evaluatex annual oivilirights mmpb.ancc reports submitied by the -
_ sttes pursuant © impiérenting theit Methods of Admiristration
-agresments under the Vocatonal. E.duc.anon Gmdaﬁncs 10 detmrminge
the compliance stats of each Statc” i

’ ’(” *“y‘: ?" ‘: “' * '3% ’:,;-“;:":‘f» .-‘
o Detwermines the compliance stats of applicants for assistance under

the Magnet Schools Assistance Program.

Ty

o Oversees the statewids systems of higher education desegregation
plans, providing guidance to regional offices and evaluating
recommendations rz:garding zh:: campﬁanct status of. mcﬁ m

o Conduces comphm revigw Investgations on high ;:rwmy or
precedent-sotiing 1ssues,

¢ Recommends, implements, and monitors QCR's delegations of civil
rights authority with other Government agencies.

o Reviews requests for religious exemptions from institutions and
prepares recorymendations for approval or disapproval.

OCR/PEPS - Page § CURRENT: 01/02/92
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e May conduct complaint ipvestigations w assist mgxoz:al aﬁim that
have a mpmmy complaint gverload.
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PLARNING, ANALYSIS, AND SYSTEMNS SERVICE (ECB)

The Planning, Analysis, and Systems Service is responsible for OCR's gperational
planning efforts, ensuring that the Assistant Secretary’s long-range priorities are
transiated into fiscal year goals and objectives; and for evaluating GCR s efficiency
and effectivensss in mesting those goals,

The Sexvics is responsible for developing, mainining, and monitoring OCR
information systems and for providing authorittive avice and assistancs w all of
OCR on zchnological manzes. It 2lso is responsible for analyning and reporting on

OCR worklcad activities o audiences mthm and outgide OCR.

The Service designs in-depth cwil nghts surveys, analyzes the resultant dam, ang
develops and implements & system for the dissemination of the dara, both witin OCR
and to other interested pardes. It provides swristical support for OCR comphiance
activities, such as extremaly complex compliance revisws or complaint investigations
involving the collection and znalysis of voluminous data.  Staristical and
methodological guidance is also provided to all of OCR for a varizty of other
purposes, such as techniques for the analysis and interpremdon of quantitative daa
collectad in conjunction with management studres.

The Service is under the dirsction of a Dirsctor and a Deputy Director.  The Director i‘
reports 1o the Asgstant Secretry through the Deputy Assistant Secretary, ’i‘hc uﬁce .

provides overall direction and coordinaton to two Divisions: o
Planning and Analysis Division; and ,

Informarion Systems and Surveys Division, - v cc 0 - 0 0 cn aENIRASY '«*-“s'»*-j

. : TN Mf‘s;z\{

i . AT a2

Py sfw,m
vy e

The Planning and Analysis Division serves as the lizison between the ?la.nmng,
Analysis and Systems Service and the other components of OCR on operational
planning and evaluation issues, ensuring that the Assismnt Secrstary’s long-range
goals and priorines for the agency are translated into opeating plans and
evaluating OCR’s efficiency and cﬁmvcnm in mesting the objectves of those
plans. .

The Division develops, cogrdinates, implements, and monitors OCR's operational
planning efforts; evaluaies the progress of regionsl and headquartars components
m accomplishing OCK goals and objectives; and recommends reallocation of
workload or other actions 10 address identified problems. Evaluagon and
management studies and analyses arr conducted 1o assess accomplishments, note
areas needing impmvemwzs and identify activities for future benefit o the
agency. The Division is the focal poimt for workload and productivity analyses
and reporting for the Assistant Secretary, other OCR coniponents, and exiermal
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audiences, including preparanion of major reourning repors, such as the
comprehensive Year-Ead Report and the Annual Report w Congress,

The Division is dividsd inio two Branches:

Operations Planning and Evaluaton Beanch; and
Reponts and Armalysis Branch.

In pc:f:zmng ha mpombxlm:s the Branch:

0 zﬁcvcic:ps and coordinazes QCR's crp:::aumai planning systems,

v Recommends procedures for carrying out OCR-wide goals and

objectives, and rt'par:smGCngmm in mn:zmg w&bhshaé
goals and objectives.

o Revises planning documents, as needed, to reflect changing priorities
or crcumnstances and findings of evaluadon smdies.

0 Serves as regional lizison on operational planning maners.

o Recommends realignment of workicad and resources to mest OCR's
goals and objectives. ,
. I ‘g 3"“"2 "t ,?ﬁ“
o Prcpa:m base-year Department of Eusncc implc-mmamn ?lm axz:%
annual updates of the Plan. ‘ S

& ‘v
vk e B . * B sk Ty
: Wk . \ ;oL eET

o Sz:rves as OCR’s focal point in support of the Department's
-operadonal planning inidatives and for evaluaning proposed
management/productvity improvement programs and cwrrent or
proposed legislation, regulations, or directives relaied to
masagemest improvement programs or operations; makes
recommendations regarding economy and efficency in the
. administration of these programs and operations; and represents
L . OCR with the Depanment, OMB, and GAQO on such maners.

o Designs and iz:;picmcnts an intemal control process, including
management of OCR's ongoing efforts 1o prevent fraud, waste, and
abuse.

v Conducts evaluaton studies, designs modzal projects, and makes

recommendations for improving efficiency and effectveness in OCR
acdvities. : R
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Reports and Analysis Branch (ECBAZ)
In performing its responsibilities, the Branch:

o Produces monthly and other periodic reports analyzing OCR's
workload and productvity,

¢  Prepares the Annual Report o Congress,

o Produces the comprehensive year-end repont containing component-
specific and national profiles and analyses of OCR's workicad.

¢ Preparss the requirsd annual reports on Age Discrimination Act
activities for Congress and the Department of Health and Human
Serviees.

o Responds o ad hoc requests from a variety of sourses both within
and exwrnal 0 OCR for quantitative analyses of workload and
productivity dam. '

o ‘R.ctric:ifcs, analyzes, and compiles 2 wide range of management
informaton data, appropriaely formatted, for a varicty of recurrent
purposes.

o Prepares midpoint, final, and ad hoc analyses of quantative daa for
PMRS purposes.

ision (ECBRY

The Informaton Systems and Surveys Division designs, implements, maintains,
and monitors informaton systems that collect data on all program operations;
dovelops and implements a system 1o ensure that dam are collectad on a Gmely™ -
and accurate basis; and rewieves and formats daia in response o recurrent and od
hoc managerent information nesds, On 2 regular basis, the Division provides
automated data processing services, guidance, and support to all of OCR. The
Divizon makes smcommendations to the Assistant Secretary conceming OCR's -

long-range zzzhnciagwa% needs and develops and implements a plan o address
those needs.

. “The Division designs, conducts, and analyzes in-depth civil rights surveys; and

develops and implements 2 system for the disseminaton of civil rights survey
data within OCR and to other interested parties. It provides siatistical supportt
and statistical and methodological guidance o all of OCR for myriad purposes,
including support for OCR’ compliance activities. The Division conducts research
and disseminates research findings to suppert the Assismnt chtary $ long-rangse
planning effors and policy development.
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The Division is dividad into rwo Branches:

Information Systzms Branch: and

Surveys and Swutistical Suppont Rranch,

In performing its responsibilities, the Branch:

Q

Conduces analyses of QCR 5 management wnformation needs and

designs or modifies, tests, and mainmins systems and pmwdw s}
address those nesds,

Conducts stdies on OCR procedires for collecting, storing,
retnieving, and apalyzing isformanon, recommending ways o reduce
costs and i.mpmw: quality.

Provides full range of support services w assist other OCR offices in

the design, development, and operation of dat and
telecommunicadons systems.

Develops and manages DC’R’s Automated Data Processing and

~ Office Automanon Plans,

Develops and monitors contracts relating 1o technology.

Stays abreast of latest jechnological developments for potental
applicanon in OCR. '

Provides maining and assistance to other OCR offices on the
effective use of management mfamon syste:ms and relawd

' moiagy and squipment.

Performs system audits, making recommendations for enhancements.

Codidinues wity appropriate staff to develop and reviss tmhmcaj
guidance manuals for automated systems.

In performing its recponsibilities, the Branch:

Q

Designs in-depth civil rights surveys refiecting broad-based civil
rights issues, as well as conforming to s@ie-of-the-an survey design
techniques.

OCR/PASS - Page 4
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o Coordinaies with other Deparment officss and extemal agencies on
mansTs involving surveys and dama collecdion activires.

- o Develops, implements, and maintains sophisticated programs 15
 analyzs civil rights survey results.

6 Disserminaias survey dat to 2 variery of audiences, anmmg and
presesung the darz o address diverse purposes.

¢ Develops and manages contracts related o civil mights surveys.

o Mainging, updates, and disseminares Federal financial assistance

o Develops mrgenng sysiems, using survey and other data, for a
variety of compliance-related activites, such as the identfication of
civil rights issues and peographical locations for possible complianes
reviews o be conducizd by OCR regional swaff.

0 Provides complex stafistical analyses in sypport of OCR's
compliance and enforcement activities, such as the analysis of
voluminous dara collected in connaction with compliance reviews or
complaint investigations. ]

6 Provides smrisdcal and methodological direction and support to othes

OCR componerus, for example, in the design of evaluation studies
' or techniques for analyzing quantiative data collected as 2 result of

such studies. -
R W 3

6 Conducts research (o assess the long-range impact of external factors
{c.g., dembgraphics) on OCR’s civil rights compliance
responsibilines,

0 As requested, mnézzczs nmrzicgal research o support the development
of policy.
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. KEARUNAL OFF1CES (ECDL-ECDX)

The Office for Civil Rights hay ten Regional Offiess, cach under the supervision of 3
Regional Director.  Each Regional Offics has the same general orpanizations)
structure and performs the same functions, Minor adjustments 10 a partcular
Region’s structars will be accommodated, provided the Departmenml office
responsible for organizational structures and codes is notified and subsequantly
approves the change,

The Office of the Regional Director is responsibie for directing the opcmians of the
Regional Office o mest QCR program objectives, including management of itz staff
and financial resources, The Office implements the civil rights sannes and
regulations for which OCR is responsibie by conducting complaint investgadons and
compliancs reviews; provides legal support to Regional staff; negotiates and resolves
sensitive civii rights issues with high level officials; recommends cases for
enforcement; provides assisance to help recipients comeet noncompliance; cogages in
Tarly Complaint Resolutions; and implements a techpical assistancs program at the
State and Jocal levels 10 promote undersanding of civil rights legal mspoasabzlz&m

’i"hr: Office also preparss and impiements the Remional budget and the Regional -
pordon of the Annual Operating Plan and provides input on civil rights issues and
supporting services to other Regional componznts.

fr‘hc Qffice im;ﬁemmts an effecdve communications program with key Federal, State,
local, and private civil rights officials, organizarions, and the general public; and

recruits, sslects and trains cmpiaym “i'hz Office magaxzs in Headquarters policy,
procedurs, and p*ugmm dcvc,azmcna

? g«w?‘ﬁ ] a4 ""--
KRR

’zs»{ o

The Regional Offices are zrdmémlly Gtpanized based upon assigned staffing and

workioad. The functional siatzments presentad below represent vanants ypon the

possible organization. ": ‘ *_*

The Regional Director reports directly 10 the Deputy Assistant Secretary. Overall
- dirsetion and coordination may be provided to two divisions and two swaffs:

Elemsnwary and Secondary Education Divizion;
Postsecondary Education Division;

- Program.Review and Management Suppon Suff Gag - &
Civil Rights Attomeys Staff.
(Overall direcgon and coordination m;a.y atso be provided 10 one division and rwa
staffs:
Compliance Division;

Program Review and Management Support Staff; and
Civil Rights Attorneys Staff.,
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In performing its responsipilizies, the Elementary and Secondary Education Division:

o Conducts complaint investigations and compliance reviews of praschool,
- slemenmary and secondary instimtions, and vocadonal technical schools.

o Determines compliance sams-of recipiens and negodates voluntary
compliance or recormmends ¢ases for enforcement acdon,  Provides assisance
10 recipients as part of the complaint investigadon and compliance review
process.

o Monitors implementation or remedial action plans.

o Represents the Regional Office in premoting understanding of OCR
responstbiliies and compliance programs.,

o - Responds to requests for techmical assistance on cvil rights requirements w
beneficiaries and mcipients of Deparnment of Educaton funds, This is dona
through on-site visits, public speaking engagements, training workshops,
conferences and meetings, responding 0 requests for materials and
puhﬁcaﬁons and responding to iaqszirim

- T T—

o Participates annually in the mm:ﬁcanan and sctm:g of technical assistrnes
priorities 1 be addressed by QCR in zhc next ﬁ.*mj year,

el 4“1 "f/"ai

.0 With other Regional Office wmpcnams acivzsz::s and ASSISE mpzmzs 1o
resolve 3 issues’ zdmaﬁcd dung ccmplzzm mvcszzgzmms and compliance

PO Rl RE

eviews, .. e

AR

The number of Elementary and Secondary Education branches {also applicabie to
Postsecondary branches) under 2 division in cach Region is determined by 2
combination of factors such as, but not limited to, the swaff alivontion, the &
intensity of the workioad, and the feasibility/manageabifity of handiing
mvestigations, reviews, and geographic distribution. In performing its
responsibilities, sach branch under the Division:

o Conducis complaint investigatons and compliance reviews of preschool,
clementary and secondary institutions, and vocationa] technical schools.

o Recommends findings regarding the compliance status of recipients.

noar b

o Negonaws for voluntary compliance.
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¢ Recommends cases for enforcement action when appropriate.

¢ Debvers technical assistance in coardination wnh the 'I’cchmmi
; Ardsmance Smaff,

o Provides asdsanes to recipients.

o Monitors implementation of remedial action plans,

Each Division has a Staff or a Coordinator responsible for the delivery and
coordination of chnical asdstanes. Variaton will ocour from Region w Region,
depending on the workload and the requirements of the Adams v, Bell decision,
In Regions where there is mors than one division, the technical assistance
function may reside in one or more divisions.

The Postseconcary Education Division conducts the same general functions as the
Elementary and Secondary Division except that functions are related to
msamnans of pomdary education and vocational rehabilitation agencies and

) . T

" e ] i" L . -
x.,w é PR “ S T,
FERRR Y Gt
PO vt

The Postsecondary Education Branches cm:duc:z the sarme . general functons as
the Elemenary and Secondary Education Branches except.that functions are -

related 1o instiutions of postsecondary. tducman and’ vo@z‘zom} rehabﬁnanmz
I ,.“, Rad ,..;: f AR TR Tl G S .n -
agencies and providers. - - e PR e

: ] n.v. . -

.y

2

The Cﬁmphancc bmszon ‘combines the functions of the Postsecondary Education
Division and the Eicmmm'y and Secondary Education Division. The Division

has a Coordinator mmtmbiz for th: échvz:y and coordination of technical
assismanee, DR

i RN
y

Compliznse Branches

The Compliance Branches conduct the same general functions as the
Elementary and Secondary Education Branches and the Poestsecondary

Education Branches. The numbcr of branches depends on staffing and
workload. R

" OCR/RO
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Under the supervision of 2 Dirsstor, the Program Review and Management
‘Support Suff:

o Analyzes, prepares, and provides the Regional Direcwor with information -
and advice concmrning the mesting of OCR program and operations
objectves, the number of compliance actvides compieisd, and adhersnee
o OCR compliance decidons and policies,

o Coordinaies the development and implemenmasion of the Annual
Operating Plan of the chmnzi Director, -

o Conducts Regional dara wii&ncas and ana.lym and monitors the
complesion of compliance actions within established time frames.

¢ Provides essendal management and administrative sevvices relazed 10 the
anziysis of budget planming, personnel, reproduction, space and supply
acquisition and utilization, maintenance, mrmsponémrx coagul, safery,
and wavel, :

0 Ammdmmmmg&mzmgnm

o Performs complaint intake, including determination of 3unsd: and "
compieteness, Detzrminaton of gunsézmon and mplm::ss -
involve field activives. Partcipates in the nomination pmgqsus “f\ or s %"ét
compliance reviews, Af the’ éjsz:mmn ‘of the Regional Director;: initates -
the Early Wamning Complaint Resolution process and performs
investigative and compliance review fisld activides,

o Provides Regioral input to the OCR management information system,

o Provides liaison with Headquarters quality assurance functions including
follow-up and monitoring.

o Assists the Regional Director in the implementation of collective
bargaining agrecment dnd labor relations.

Civil Rights 2 Seaff

Under the direction of the Regional Director, the Chief Regional Atorney and
subordinate legal siaff serve as logal counsel on legal and policy issues of high
visibility and delicacy and provide legal guidance, advice, and support to the
Regional Office. The Civil Rights Attomeys Staff provides final legal case
review and reviews for legal sufficiency cuses and other matters resclved
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-advice and support to siff on a wide mage of management:and administrative issues; and 8. o

USITED SYATES BEPARTMENT OF ERCCATION

MEMORANDUM e escron ot

TO . Rodney McCowan SEP 22 1895
Assistant Secretary .
for Managsment

FROM/: RNorma V. Cannd _ _
Assistant Secretary A - 3
B S for Civil Righis

SUBIECT: Office for Civil Rights Headquaners Reorganization Package

Attached is the proposed reorganization package for the Office for Civil Rights (OCR),
headquariers. Headquariers components have been reorganized in 2 structure that meets the
prionities of the Secretary and the National Performance Review. The proposal eliminates
unnecessarv/duplicative administrative and programmatic {unctions, while enabling a reduced
nuraber of headquarters staff o give direct support w the Enforcement Divisions That
perform the core business of the agency. Fifty-five positions, formerly in headquarters will
be used 10 form the Washington, D.C. regional office {Metro).

The old structure consisted of 1wo muli-layered Services and one Swaff. The proposed 'ﬁ
structure consists of a Resource Management Component (four teams) and a Program Legal
Component {three teams). The Human Resources Component contains a Customer Service

Team that provides a wide range of authoritative informational services, including

pmbudsman service 1o the pubiic; an Information Technology Team that designs, im;;tcm::ms
maintins and monitors information sysiems; a3 Human Resource Team thal has pnmary S
responsibility for OCR’s human resource management as well as providing authoritative -~ "
Budgci and Planning Support Team that ;;ans develops, implements, and merdmates - ﬂ"
OCR's financial management program, ing zzd;ng ensuring zhat current: arzé future. . o 8 LnEL

DA

expenditures support the objectives of OCR’s Strategic Plan AT o :"** adhi
The Program Lepal Teams, in the Program Legal {Zompc:neni, support OCR's strategic

priotities Dy providing support e the Enforcement Divisions through the developmen: of
regulations, guidelines, legal standards, and policy perining 1o;¢ivil rights compliance; the
conduct of complaint investigations and compliance reviews; and thy provision of program

training and techmical assistance,

I believe thar this proposal, coupled with the redesigns of the regional offices and senior
-management sz:uczurc wilt enable this agency 1o more cffectively enforce civi] rights
Tiiationwide.” Please call me or Brian Ganson on 205-S413 if you have’ any questions, My
saff will forward all of the proposed position ﬁcscnpums for the headquarters
reorganization 1o the Human Resource Group for elassification next week.

Attachmenis )
Organizational Charts, Functional Sutements, Suaffing Lists {Existing)
Organizauonal Charts, Funcional Statements, Staffing Patterns (Froposed)

ee OCR Senior Staff

All AFGE Local Presidents
Joseph V. Colantuoni, Director Human Resource Group, Office of ‘vianag:mant

OCT 11 8%



Page 7 - All OCR Headquarters Staff

. n The career ladder for Attorneys is GS-11712/1%. Grades in parentheses
= represent additional grade levels at which positions can be filled.

" There are currently 154 people in OCR Headquarters. There are 108 pogitions
fisted in the Headquarters staffing pattern and 54 positions listed in the Metro
staffing pattern. There are more proposed positions that people currently on
board 1o ensure that cmployccs have a range of choices in Hcadquamrs and
Metre,

Both reorganization proposals have been submitted to OM for administrative
approval. In the near future, OM will present the proposals to the Union. If you
have qu&&:zoas please contact me or Nick Dorka.

Attachments ‘ -
As stated .

co: Sandra W, Sieed

-y

{
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U.S. DEPARTMENT OF EDUCATION
OFFICE FOR CIVIL RIGHTS

HEADQUARTERS -
PROPOSED FUNCTIONAL STATEMENT

Immediate Office of the Assistant Secretary

The Immediate Office of the Assistamt Secretary includes a Deputy Assistant
Secrewary (DAS) who assists the Assistant 3ecretary (AS) in the oversight
responsibilities for the QOffice for Civi! Righis {OTR). The Gffice also includes two -
Senior Executive Service (SES) Enforcement Directors who directly manage four
Enforcement Divisions. The Enforcemem Directors report direct y to the AS and
DAS. The Office of the Assistant Secretary serves as the principal advisor to the
Secretary of Education on civil rights matters, sets the priorities in OCR’s Strategic
Plan, provides program objectives for OCR's national enforcement docket. and
manages OCR’s congressional liaison and public information activities,

Resource Management Component
The lmmediate Office of the Assistant Secrelary is directly supported by a Resource

Management Component (RMC): ';"%m RMC supports the core business (civil rights
enforcement) of the agency zhro'lgl’n the effective management of OCR’s resources.

* including budget. human refoiirces’ 18¢khology. and customer service. The

componant head conﬁdmales with thegEnforcement Directors. the Associate
- Eaforcement Directors,and lhc: Di rz:cmr ofvthe ?mg*‘im Legal Component, and
reports ézreaziy t0-the AS andiDAS! § L.y - :

‘* '“‘"A’;.u. R ‘ﬁ“?’gr ;
The Compmzcm is headed by a. il}zrccmr who alsp serves as OCR's Exccutive Officer
“and reports directly 1o the AS through ‘the DAS. The function of Principal Operating
Component Negotiator for EEO/Labor Relations is in the Office of the Director.
The Director's special assistant serves as principal saison with the Deparument’s labor
relations experts, advises the AS on labor-inanagement issues, and coordinates OCR
negotiations on staff-related maiters in coll aboration ‘with the Human Resources Team
(HRT). The Director’s Office in the RMC aiso has a Special Assistant and a Support
Asststant, The four Component teams are: —
Budget and Planning Support Team:
Human Resource Team;
Information Technology Tean: and
Customer Service Team,

Budget and Planning Support Team

The Budget and Planning Support Team (BPST) plans, de vc%&;}s implements, and
coordinates OCR’s financial management program including allocation, reatlocation,
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and expenditure of resources 10 support OCR's core business of civil righis
enforcement. BPST conducts program znalvses of ongoing *x;zaa:izzamg w factlitate
forecasting for out-years and 1o recommend areas for cost savings. -It provides advice
to the AS and DAS on the %" nancial rzsource z‘cqmmmcms for implementing OCR’s
Strategic Plan.

-

Using a team approach, 8PST:
. Plans. coordinates, formudates and executes OCR'g &zié%%

» Provides in-depth pragram analyses to support budget requests. fac Hitate
© budget forecasting. evaluate ongoing &xpwdzmms “and wenufy areas for
cost savings.

x Prepares supporiing data {¢.g.. briefing malterials, testtmony, and
justificattons) for use.at Congressional hearings and for responding 10°
Congressional inquifies on budget-relmzd issues.

= Designs and executes annual and quarterly financial operating plans for
all headquarters and regional cmz‘zp{mems
L i)cvc%a;zs budgetary poiz«“zes an&‘praceéures '
RN ”.'.: ":1 vn;
. Ccr{zﬁes fund avaziabzh{x ,mpzus .obligations into the Department
.+ Accounting system;maintains ‘ip;}mprzala fiscal records: and reports on
cxpendzzzires and obiigallans Frde M ‘
: f b " ‘f ,&ti . t‘ :
. ~. ,, “, FON ;
®  Eswblishes. mamzams 'md o\':rs a syslems of financial control. and

provides guidance. training ¥ and: Icchmca! assistance 1o regions and
hcadquarz*rs r:c:mpcncnzs r-garr::lmg sound ﬁsml management techniques
and systems.

" Reviews and analyzes all fiscally onented plans required of QUR {e.g.,
contract- and ADP plans) 1o ensure consistency with budgzatary
objectives.

®-  Initinigs cost saving proposals in headquariers and*the region based on

‘monitoring and analysis of component’s expenditures.

" Continually assesses the relationship of resource usage and future
requirements as they relate to OCR's enforeement responsibilities,
QCR’s Strategic Plan and the Department’s Strategic Plan, Anticipates
the impact of emerging civil rights issues {e.g., Title IX athletics,
affirmative action) and recommends program and budget initiatives or
modifications to accomnmodate new issues.

Bttt L ek s
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" Supports the core business of the agency (civil rights enforcement) by
ensuring that budget planning and management efforts are consistent
with resource mmplications of all OCR programs and activities. current
and future, particularly regarding the objectives of OCR’s Strategic
Plan.

Human Resource Team

The Human Resource Team (HRT) services all OCR components. providing
authoritative advice and support to OCR managers and staff on a wide range of
management and administrative tssues that support the core businass of the agency.
HRT has primary responsibility for human resource management including all
personned systems) reorganizatians, delegations of authority: EEO and labor rciat:cms
(in collaboration with the Direcior’s Special Assistani). emgio}ee
development/nonprogram training activiues; and timekeeping. - HRT serves as OCR's
audit Liatsor with OIG, GAQO. and other Department and Federal Offices in
reviewing. or coordinating the review of, audits and similar reports, Other
responsibilities include procurement. ADP systems security, contracts management or
coordination, and travel. HRT serves as OCR’s liaison wzth the Dap‘xrzmem on the

above management and administrative matters, e : -
Using a team approach. HRT: e s @l
. "1'5-. ‘&xjf’ i zﬂﬂf' \“ !j \tM N
= Provides authontative advice 10 OCR managers on:generalpersonnel

and other human resource issues and ontheifull’ rapgeiof” administrative
ISsuRs: prepares reports required by the. Bf:parizm:nt or-internally and
comments on proposed administrative - d:mmizvzzsﬁprocei}nr‘cs and
regulations related 1o these matters {e.g. af?zrz‘zwz;ve empley{zmrﬁ
Section S04 compliance, ﬂexipiacc} Coeed

= Manages OCR’s personnel processes. inchuding performance appz'auais,
awards. standards of conduct, ouiside activities, timekeeping.
EEO/Aflirmative Employment/Reasonable Accommedation. and fabor
refations, and serves as halson with OCR regional offices and
Departmental specialists on these matters, —

§

" Develops and is responsible for personnel policies, programs, and
procedures 1o effectively meet current and lang-range OCR staffing
" nedds consistent with Department and OPM guidance and with OCR's
Strategic Plan, Manages OCR’s ceiling control and FTE accounting
system,

» Initiates recommendations for and analyzes all requests for changes to
organizational struciure: develops or reviews OCR position descriptions
and functional stalements; coordinales OCR's Delegations of Authority.

LR

%
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Serves as principal Iizison with the Office of Management on all
reorganization matlers,

» Facilitates OCR’s employer development and nonprogramntic training
activities, including those involving liaison and coordination with HMLC
or those procured by contract. *

" Serves as & liaison with the Department’s labor relations and EEO staff;
reviews simnplovee grnievances and EEOQ complaints, analyzes examingrs’
findings and develops proposals on accepting, modifying. or rejecting
examiners’ recommendations.

L Serves as OCR’s audit laison with Office of Inspector General, General
Accounting Office. and other Department or Federal offices in
reviewing, or coordinating the review of, audits and similar reports,

® Conducts analyses and develops, implements, and coordinates
' procedures for the efficient management of space, telecomumunications,
furniture. equipment. ADP systems security. supplies. facilites. safefy;
office moves. and travel. as well s handling procurement activities in

these arcas for ail components. .

Cog !

" Coordinates all OCR contracis: serves as fiaison with the dedrtmcm
and contractors: and provides advice to OCR managers-on:policies arzd
procedures governing procurement and-mMOBIOng. v eguaegey

_;«‘

f i1 ‘“"*‘ax r{r}f »" P

» Idenufies problems and: ssues: dafcctmg ii)ZISllﬂ“ or, g}ramscd tapi § FroFie

adnnmistrative p(}llClC‘& or practices! prepares analyses and: ISSUCIPAPRTS 75 %

offering recommendations: may eslablish study teams for* ;zddresszng e 3
Cross-cutting 15sues. Co

Information Technology Team .
The Information Technology Team (§TT) designs, implements, maintams, and

monitors information systems that collect data on QCR’s programmatic and
management activities. 171 ensures that data are collected on a thwely and accurate

~basis: snd retrieves and formats dala “n responsc to recorrent and ad _hoc management

information needs. On a continuing basis, ITT provides automated data processing
services, pundance, and support (o all OCR components. . Based on the requirements
of QCR’s Strategic Plan; ITT makes recommendations to AS concerning OCR’s long-
range technological needs and develops and implements the plan.

Using a team approach, ITT:

. Conducts anmalyses of OCR's management information needs and designs
or modifies, tests, and maintaing systems and.procedures 10 address
those needs.
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Customer Service Team _ '

The Custotmer Sgrvice Team (CST) provides a wide range-of .authoritative

Conducts sudies on OCR procedures for collecting, storing, retrieving.
ang analyzing information, recommending ways to reduce osts and
improve quality; stavs abreast of latest iechnology.

Provides full range of support services to assist other OCR components
in the design, development, and operaton of data and
elecommunications systems:

Develops and manages OCR’s Automated Data Processing 2nd Office
Autemation Plans, including developing and monitoring contracts
relating to technology.

Provides training and assistance 1o ather OUR offices on the effective
use of managemem information systems and related technology and
cqupment =

*

Perfonns system audits, making recommendations for enhancements.

Coordinates with appropriate siaff to develop and revise techmcal
guidance maouals for automated systems.

informational services on OCR’s enforcemant program and adininistrative activitiess 574
CST reviews, controls. and tracks correspondence; prepares-or coordinates rﬁspanscs o 4
;“\

to correspondence, including Freedom of Information fand: Frivacy Act requests
{coordinates with subject matter experts/teams on complax. legal and policy 1ssues)is

manages OCR's ceniral muail facility: conducts customer service surveys: responds to
GCR Hotline and TDD calls: operates and maintains OCR's Electronic Library,
conlaining information on OCR’s policy, legal standards. and findings: and prepares
INAjor recurring reports. ¢.g.. the Year-Ead Report for the Departiment and the
Annual Rc,mrt lo C(}th‘»ss

Using a team apprm . CST:

8‘;. .

[ . I

Provides ombudsman service 1o the pubizc and all QCR customers by
receiving conplaints on OCR matters; investigating the facts of each
situation, communicating with all appropriate people to gather and
exchange mformation; coordinating with OCR and Depammmat staff 1o
identify actions that would resolve problems and issues: assisting in
initianng corrective actions. reporting to customers on the status of
requests: and providing follow-up to ensure quality customer service,

Serves as a point of contact with the Secretary’s Executive Sccretariat,

PR
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. u Reviews all incoming correspondence. determines necessary action. and
assigns responsibility and due date to appropriaie component: matntaing
automated tracking system: monitors and reports on the stams of all
correspondence and assignments.

» Prepares responses to a variety of incoming correspondence.
coordinating, as appropriate with subject matier experts and/or eams.

u Responds to FOIA and Privacy Act requests, coordinaling responses
- wilh appropriate components, :

= QOperates and maintains OCR's Elecironic- Library (EL), updating
information periodically; helps users {siaff and the pubbic) ohiain
information from the EL, provides legal research services for staff
natonwide, maintains CO-ROM and hardcopy collections of information
and research mawenals for the agency.

= Manages OCR's central mail facility, including facsimile and electronic
mail fransmissions.

= Maintains official OCR files, historical records, and archives: searches
and retrieves files as requested; retires records as appropriaie.

. R L Idantifies public information needs and develops appropriate publications
o e g e {e.p.. fact sheets,-pamphlers) on general matters related 1w OCR's ~
P _‘ .‘,,iv.n ;v::" e

: M o program: updates existing publications: maimains inventories and
Ewaadale=h, - 0 L coordinates repubiishing process: and coordinates disiribution: to-regional

23

2.

. AR
wie 4§

»
VE e % v Y e :

L2 '5-»!‘&*‘ ’-‘z‘x":;i"‘.‘; R Sit:b* - . *
B T

u Develops and implements systems for the dissemination of policy
guidance and tratning and technical assistance malerials to other OCR

. COomponents,

" Answers OCR Hotline, TDD, and general incoming calls, providing full
coverage during business hours. Responds substantively 1o callers:
following-up calls with appropriate materials, “access to the EL, or

Tagranging contact with appropriate staff.  MonitCrs: and responds to
voice matl messages. Operates and maintains specialized service for
cifficult eallers. '

Ll

" Develop recurring annual reports. monthly data reports on Straegic Plan
1ssues. and ad hoc reporls requested by OCR senior managers.

= Conducrs customer service surveys to identify areas: mcluding
correspondence; telephone: and mediation and investigative services that
need improyement,


http:Monik.rs
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. Program Legal Component

The Immediate Office of the Assistant Secretary is directly supported by 4 Program
Legai Component (PLC). The PLC supports OCR's enforcement program through
the coordination. development and dissemination of program policy and in the
provision of legal gmdance. The PLC assists the Enforcement Divisions i the
conduct of administrative proceedings. PLC develops or participates m the
development and delivery of program training for OCR staff engaged in compliance
and enforcement acuvities and provides resource development, support and
coordination for OCR's technical assistance program to facilitate voluntary
comphance. -

The Program lLegal Component consists of three Frogram Legal Teams., The
Component head coordinates with the Enforcement Directors, the Associaie
Enforcement Directors and the Director of the Resource Management Component:
and reporis directly to the AS and DAS.

The Program Legal Ii}zrm.io* s immediate office is responsible for management of the
. program legal teams and coordination of program legal activities throughout OCR. It
provides research and statistical support across OCR. 1o the extent its resources
permil. Additionally, it recommends. buplements. and monitors OCRs"delegations
of civil nghts authority with other Federal agencies. To perform these functions,
. statf. of the Program Legal Management Component includes two Statisticians. one
. - Management/Program Analyst, and an Assisltant. The Componsnt teams address -
OCR.strategie priorities in support of.the office’s enforcement efforis, for example -
-ection 5{14IADA Within School Discrimination: Lau: Desegregation: Magnet
PR Sc_h{iois, Tide IX: Testing, Yocatonal Educatton: Harassment, Paremtad | L sozaas
L rsEmpowerment and other issues. r T 2T

Foooow

®

Program Legal Teams
In sopport of the OCR strategic priorities and in conjunction with the Enforéement
Divisions, the three Program Legal Teams develop repulations, guidelines, legal
stanclards and policies pertaining to civil rights compliance, the conduet of complaint
mve&ugaucna and compliance reviews, and the ;wmvrs:on of program ftraining and
technical assistance. The Teams<repare and disseminate materals and infoimation
~in.a variety 6f formats 10 audiences both within and owtside OCR for the purpose of
explaining OCR policy, regulations, and related legal concepts and case law,’

Using a 1eam approach, each of the three Program Legal Teams:

" Prepares or assists Enforcement Divisions in preparing motions, bnefs,
pleadings, and other legal documents on case-related matiers,

e " Conducts or assists Enforcement Divisions in admimistrative proceedings
. agamst recipents (o correct viplanons of the civil rights laws,

Ty

aF. T
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Provides support for Federal court imcatmn tn consultation with the
Enforcement Divisions. :

Advises and assists other De partment components on the ¢ivil rights
aspects of Department program activities.

Develops guidance maierials and provides waining in htigaton
techniques in consultation with the Enforcement Divisions,

Prepares or assists other OUR components in preparing responsss o
ron-routing requests and appeals under the Freedom of Inforiation and
Privacy Acts.

Serves as liaison 10 the Office of the General Counset and the
Department of Justice on case-related matiers.

Develops pohcies, legal szanéarc:ls guidelines, and regulations perlaining
w civil rights compliance, the conduct of complaint investigations, and
civil rights compliance reviews. and the provision of technical assistance
in consultation with the Enforcement iﬁivis%ans.

ldentifies amas 0 whzch the development of legal standards and pcixc:cs
is needed in’consuliation with the Enforcement Divisions,

e Vo
‘-a;itu {”.’

- Conducts - research to support legal standards and policy deve!c}pmcm n
! a.avsnilai:zm wzlﬁ zlz-' Enforcemml [ivisions.

v)@» }\f%} £>‘Zw s v

- Condudtévol pariicipates in high priority or ;}r:u:(iz:zzi setting comphance

review invesngalions o consultanion with the Enforcement Divisions.

Assists other OCR components in the consistent interpretation and
apphcation of tegal standards. regulations, and OCR policy.

Reviews Department and other agencies’ regulations and proposed
legistation 1o ensure conformance with civil rights requirements.

Develops investigative guicarice, maiiuals, technical assistance and
truning matenials for OCR staff engaged in compliance and technical
assistance activitics in corzsaziwi;on with the Eaforcement Divisions,

Develops and conducts training for OCR s1aff, or coordinates or
participates in training development and delivery in copsultation with the
Enforcement Divistons,

Preseats OCR’s policies to inter- and inter- -departmental enfities and to
nanona] arganizations. conis
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Enfmm@mcnl Divisions ARCINER

Develops memoranda of understanding with other governmen agencies
and Departmental components covering intra- and iater-deparimental
policy and technical assistance coordination.

Prepares technical assistance and training mawenals in consultation with
the Enforcement Divisions.

Maintains on-going liaison to assist other QCR components in carrying
our their technical assistance programs most effectively, | .

Develops proposals for enhancing OCR’s technical assistance program in
consultation with the Enforcement Davisions,

Provides technical assistance 10 individuals and groups representing
reciptents and beneficiaries, both in response o requiests and as a result.
of outreach initiatives, Including preparation of technical assistance
presemation material for these audiznces tn consultation with the
Enforcement Divisions,

- Coordinales, as appropriate, and reports on the Memoranda of

Understanding between OCR components and cwvil rights ergantzations.

o AT trr i Pavlaaiglre, heas s o e w - . . +

OCR has four Enfon.cmcnhDmsmns“‘cach conststing of three regional locations,
. Each regional locationvhas: lh::*ismm: general Qwanuaucml structure ‘and conducts ;hc

core business i.¢. *civil Hehisténforeement 'performed by Complaint Review and

Compliunce Teams., Each-Enforcement Division s managed by 4 wwam that includes
a non-supervisory Enforcemem Coordinator (EC) and three Assoiare Enforcement
Directors (AEDS). The Enforcement Division Management Teams have '
responsibility for coordinuting the program operations and resource management of
three regional site lucations. In addition. they implement program iniiatives and
manage stalf and financial resources at individual offices. The members of the
Enforcemem Division Management Teamn repost direetly to one of the Enforcement

Directors.,

>

Regional Site Locations

é’;“ Y

This section of QCR™s Fungipnal Statement will be submitted 10 the Office of
Management afier the new regional structures are finalized and OCR standardizes the
tities and terminology uses in mission staiements and position descriptions,



QFFICE FOR CIVIL RIGHTS
HEADQUARTERS, Washington, D.C.

PROPOSED STAFFING PATTERN - 10/12/95

Series-Grade and Job Title Type PD
{Name} Appt Status

ASSISTANT SECRETARY’S OFFICE (14)

I, EX-301-04 Assistant Secretary SechC C

2, ES-301-00 Deputy Assisuant Secretary SshC C

3 ES-905-00 Enforcement Director FIP U

4. ES-505-00 Enforcement Direttor FTP U

5. 0S-301-15 Executive Assisint (Policy and Enforcement) SchC U

6. GS-301-15 Special Assistant SchC U D

7. (5-905-14 or 15 Attorney Advisor (thxgazlon Ceordinater) - C}”_“Z’?J_/

8. (3S-301-14 Sg;:cza Asswmnt FIp U

l!. ?.\ GS-230-7/5 ?a;‘aie%% Specialist »opp v o FTp U
: e toa SEDM e , :
l o 10, GS$-201-1 Canf’ éeaf;a%wﬁssmzm Sch-C U
i = IR S AL LS ‘*«'f i; ey
.o GS-301-8 Conficential: Assistant v Sch C U
12, GS-318-8o0r B Secretary (Office Automai;on) FTe U
o 13, GS-318-5/617 Secreiary (Office Automation) | FTP U

14, GS-326-5/617 Office Automation Clerk Fir U.

* The Assistant career ladder is (085-5/6/7. There are a small number of GS-85 in headquarters, - If
any of these individuals is interested in moving into one of these positions, OCR will work with
OM Personnel 1o develop an appropriate posinon description.

**  The Attorney career ladder is GS-11/12/13. Grades in parémhcses represent additional grade level:
at which positions can be filled. Attorney Advisors, General kttemcys and Trial &zwmzy are
eligible,

L3 2

tq

The EOS/Analyst career ludder is GS-7/5/11/12. Grades in parentheses represent additional grade
tevels at which positions can be filled. Management/Program Analysts can apply for EOS position

and vice.versa,
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Series-Grade and Job Title Type PD
(Name) _Appt  Status
RESOURCE MANAGEMENT COMPONENT (3}
1. GS-341.15 Executive Officer FTP U
2. G§8-343443 Management/Program Analyst FTP
3. GS-XXX-5/677 Support/ Assistant FTp U
BUDGET & PLANNING SUPPORT TEAM (5)
I G85-560-14 Supervisory Budget Analyst (Team Leaden) Frp U
2. GS-S60-TO/1IZIB™ Budget Amalyst FTP U
3. GS-560-7/971 I/12013y*«  Budeget Analyst , FTP U
4. GS-560-7/5/1112 Budgel Anaivs: FIP U
5. 0S-860-7/9711412 Budger Analyst C "l"\‘:f?h;ff;: FIP U
6. GS-383.7/4/1 12013~ Manag:mcn f?morazzz Anzx ;-sf} ,:&( nzék:l& ‘ FTP U
7. G345 1112 Management/Program Az&a ;s;x EaUR FIP U
B, (G35-561.7 Budget Assistant {Office Automation) «PTP U
9. GS;S(XX‘»SI(}!?“ . Support Assistant P-I'P U
—

-

uuuuuuuuuuu - e T A T W

* . The Asustant career ladder is {}S 5/6/7. "There are a small number of G5-8s in headquarters, If
: any of these individuals is interested in moving into one of these positions, QCR will work with

OM Personnel 10 develop an_appropriate position description,

**  The Attorney carver ladder is GS-11/12/13. Grades in parentheses represent additional grade levels
at which positions can be filled. Atiorney Advisors, Gensral Aftormeys, and Trial Atorney are

eligible,

w**  The EQS/Analyst career ladder 15 GS-7/8/1102.. Grades in par:zzzheses r&prcscnz additiona! grade
levels at which positions can be filled. Management/Program Analysts can apply for EOS positions

and vice-versa,

*


http:Assist.an

i\

Page 3 - OCR Huééaancrs, Proposed Staffing Pattern - 10/12/93

Series-Grade and Iob Title Type PD
{Name) Appt  Status

R

HUMAN RESOURCE TEAM (12)

L.
2.

;J'.n.

o s 3 o W

¢¢¢¢¢¢

LE

-

B R o e e ek ]

G5-343-14 Supervisory M/P Analyst (Team Leader) ‘ FIPp U
GS-343-19/11712{133»*  Management/Program ﬂmalyﬁi . PTPE U
GS-343- 7971 1/12(13y7=  Management/Program Analyst FTP U
GS-3a3 TG/ L2153 Management/Program Analyst . FTP U
GS-343-7/9711412 . Management/Program Analyst | | FIp U
GS-343.7/9/1 1712 Management/Program Analyst A FIP U .
(GS-343-79/11/12 Management/Program Analyst FIp U
GS-343-7/971 1412 Managemsnt/Program Analyst T UFTIRE U
GS-301-8/9 Personnel Support Assistant o FTP U
GSiXXX»SFGJ’?“ ‘Supparzi.—‘\,;;sisla;! ; kgi F:i:}’ U
GS-XXX-5/6/7 Suppor/Asiisan o R e Ty
GS-XXN-3I6/7 - Supporlf Assistani ’ CT . FI‘P [§]

The Assistant career ladder 35 GS-5/6/7, There are a small sumber of GS-85 in headguarters, If
any of these individuals iy interesied in moving into ont of these positions, OCR will work with
OM Personnel 1o develop an appropriate position deseription.

The Attorney career ladder 15 GS-11/12/13. Grades in parentheses mprcsé.m additional grade levels
at which positions can be filled. Anomey Advisors, General Atorneys, and Trizl Attorney are

eligible.

The EOS/Analyst career ladder is GS-7/9/11/12. Grades in-parentheses represent additional grade
levels at which positions can be filled. Management/Program Analysts can apply for EOS positions
and vice-versa,
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Series-Girade and Job Tide Type FD
' (Mame) Appt Status
INFORMATION TECHNOLOGY TEAM (9) | .
o GS-3d3-14 or 16 Supervisory M/P Analyst (Team I..eflzier} w,w‘*
2. GS-343A7!9/11;‘12{I3f14:’lS)“'ManégcmanUP%agmm Analyst | ' FIP U
3. GS-334-79/1112(13)%**  Computer Speeialist . . FTP U
4, GE-A34-TWIIAI2(03y» Computer Specialiss . FIp U .
h e GS-334.7/071 1/12(13>**  Computer Specialist ' “FTP - U .
8, GS-334-7797 1 1H2(13)yw=™ Con‘.-‘pmr:r Spacialist FTp U
7. GS-334-7/9/1141203  Computer Spcci\élist ( FIp U ;
8. GS-334/343-7/9/1 1712013y =Compuier Special/Manage/Program Analyst E FIP- U~
I9. GS-XXX-576/7 Support/Assistant . FTP U
A , et e
CUSTOMER SERVICE TEAM (12) S L e T
L G8-343/360-14 Supervisory M/P Analyst/EOS (Team Leader) R U
I, GS-XXX-T9/ 11213 )4)y***Equal Opporlunily Specialist/ Analyst FTP U
""" 3, GS-XXX-T/9/1/ 120131~ Equal Opportabity Speriaiisi/ Analyst FIP U
4. GS-XXX-T/9/11/12 Equal Opporunity Specialisi/Analyst FIp U
-y . ,
d The Asszs;;; caregﬁia{%é;’;g G?S“%‘;E::f:}‘m’i:t;:';:“zﬁl;g«:;“;mai] ;zimb;r“nf Gg 8;1:1 headquarters,  If
any of these individuads iy imerested in moving into one of these positions, OCR will work with
OM Personnel 10 develop an appropriate position description,
**  The Attorney career ladder is GS-11/12/13. Grades in parentheses represent additional grade levels
'a:}l ;g;zh positions can be filled. Atlorney Adv:sors Genem Attorneys, and Trial Attorney are
*w»  The EOS/Analyst career 1azlzicr is GS-7/9/11412. Grades in pamzhcms represent additional grade

Jevels at which positions can be :ziied Management/Program Analysts can apply for EOS positions
and vice-versa. :
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w#*~ The career ladder for this positton will e G5-376/778.

BT B EY

A W R A 0 A A W A L L gt A e e W W W o e e e e e s e e e v o S

Series-Grade and Job Title Type PD
{Name) Appt  Smtus
5 GS-XXX-1¥ 11412 Equal Opportunity Spedialist/Analyst FTP U
6 GS-XXX-19/11712 Equal Opporiunity Specialist/Analyst FTP U
7. GE-XXX990 1712 tqual Opportunity SpccialisUAnal)'stb FTp U
8 GS-XXX-7/9/11112 Equal Opportunity Specialist/Analyst FTP U
9 (GS-1035-9 Public Affairs Specialist FIfp U
10, GS-XXN-86778m ==~ - Support/ Assistant FTP U
Zi {SS-X’Z’.{X»?&? Support/ Assistant FTp U :
12, GS-XXX-5/6/7 Support/Assistant FIP U
"PROGRAM LEGAL MANAGEMENT COMPONENT (5
1 GS-905-15 Supervisory Aliomey Advisor FTP U
R 685153013 Siatstician FIP U
30 GS-101-13 Social Science Analyst FiPp U
4, GS “44"1 7!9!1131?(!1)*** - Management/Program Analyst FIP U
5. GS§- )Lhk. 54647 SupporifAssistant - FIP U

* The Assistant career ladder is GS-53/6/7, "There are a small number of GS-8s in headguarters. If
any of these individuals is interesied in moving o one of these positions, OCR will work Wﬁh
OM Personnel to develop an appropriaie posinos description,

**  The Attorney career ladder is GS-11/12/13. Grades in parentheses represent additional grade levels

at which positions can be filled. Auorney Advisors, General Auorneys, and Trial Attorney are

eligible.

=**  The EOS/Analyst career ladder 1 G5-7/9/11/12. Grades in parentheses represent additiond grade

levels at which positions can be filled. Management/Program Analysts can apply for EQS positions

and vice-versa.
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. Series-Grade and Job Title Type FPD
(Name) Appt ~ Sutus

PROGRAM LEGAL TEAM I DESECREG&T!ON, MAGNET SCHOOLS (16)

1. GS-905-135 $hu;‘>:rvisory Atormey ’AdvEsor {Team Leader) U
2. GS-905-11/12/13(14/15)"*  Anorney Advisor U
3. GS-905-11/12/13/(14)  Attorney Advisor 7T EP U
4. GS805-11712/13 Aziomq; Advisor FTP U
5. | GS-9035- 11412113 | Antorney Advisor | FTP U
6. | GS-905-11/12/13 Aldrney Advisor . FIP U :
7. GSXXX-HS/11/12(1318y~*Equal Oppornunity Specialist/ Analyst " FTPI U
g G5 ){XX :;’;"§f 141 2.;([3)”"‘ Equal Opponunity Specialist/ Analyst - FTP U
. .'?: . CIS XXX- '??9!1 1712 E.qu:ﬂ Oppurtunity Specialist/Analyst FTP U
3 - 11(} ,WGS }\Xk ‘?f’?? Egual Opportunity Specialist/ Analyst a FTP U.
B i}f " -GS kk}\ u"?f 1712 Equnl Opportunity Specialist/ Analyst FTP ‘13
1‘.21 | (350-.)\3&"???? (12 ‘ Equal Opporiunity Specialist/ Analys! Fip U
(3. GS-XXX-5/6/7 = Equal. Opportunity Assistant 5 FTP U
18, GS-RXX-5/677 : Equal Opportunity Assistant FIp U
“e. .

W A A G L e o e A A e s s N LA W et g AR W L 0 e e e et o A W W e B e ek g e A AT AR A e M A e g L

" *  The Assistant career ladder s GS-5/6/7; There are a small number of GS-8s in he.adquarzcrs If
any of these indviduals is interesied in moving into one of these positions, QCR will wark with
OM Personnel (o develop an appropriale position deseripion, : ,

**  The Atomey career ladder 15 GS-11712713, Grades in parentheses represent additional grade levels
at which posnttions can be filled,  Auorney Advisors, General Attorneys, and Trial Attorney are

eligible,
Geme . *®% The EOS/Analyst career fadder.is GS-7/%/11/12. Grades in parentheses represent additional grade
. levels at which positions can be filled. Management/Program Analysis can apply for EOS positions
and vice-versa
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| . Series-Grade and Job Title Type PD
{Name} - Appt Status

PROGRAM LEGAL TEAM Il SECTION SOV ADA, WITHIN-SCHOOL DISCRIMINATION, LAU (14

[ {;3&;{}5;“15 ) Supervisory Attorney Advisor (Team L&’idm"‘) ~— mﬁ-«%ﬁj

2. GS-905-11/12/13(14715)""  Atiorney Advisor Q?u,
A GS905-11712/13( 14y Altorney Advisor FIP U
4, G5-905-11/12/13 Aunarney Advisor ' FTP U

5. GS$-905-11/12/13 . Auormey Advisor FIP U
6 GS-805-1 112413 ‘ Atiorney Advisor | FiP U
‘ 7. G§XX X;‘?é’?i 1 12¢13714)~~~Equal Opporwnity Specialist/ Analyst FTP U
i. g 63~X)€§€v??§f§ i?%?{éi%}““ Equal Opportunity Specialist/ Analyst FTP U
l f; 9 Q%*X;X%v?f?f% 171250 Equal Opportunity Specialist/ Analyst FTp U
e (0. G&X}(Xw?;‘i}fﬁ! 12 Lo Equal Opportunity Specialist/Analyst FTP U
Pl GS-XXX-7/71112 Egual Opporuinity Specialist/Analyst FIP U
o 12 GS-XXX-79/11412 Equal"Oppunudily Specinlist/ Analyst . FIP U
3, GS-XXX-189/11112 - Equal Op;icrmnity Specialisy/ Analyst - FTF U
14, GS-XXX-5/6/7 ' Equal ngoyllni23* ::i.;isiszm% . ' FTP i}

- - . - A e e e e e R A A O L B B3 T T T e

» The Assistant career ladder is GS-5/6/7. “There are a sowll number of GS-85 in headquarters, If
any of these individuals is interesied in moving o one of these positions, OCR will work with
OM Personnel 1o develop an appropriate positon description.

**  The Attorney career Jadder is GS-11/12/13. Grades in parentheses represent additional grade level
at which positions can be filled. Autorney Advisors, General Attarneys, and Trial Attorney are
eligible,

%% . The BOS/Analyst carcer ladder is GS-7/9/1 142, Grades in parentheses represent additional grade
levels at which positions can be filled. Manapement/Program Analysts can apply fer EOS position
. znd vice-versa, :
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Series-Grade and Job Tilic Type PD
(Name) Appt  Stang
15, GS-XXX-576/7 Egual Oppornunity Assistant FTP U
16, GS-XXX-5/6/7 FTP U

Equal Opportunity Assismant

PROGRAM LEGAL TEAM HI: T IX, TESTING, VOUC ED, HARASS, PARENTAL EMPOWER (14}

I3

Ll S

LW

GS-905-15

(GS-908-11712/13(14/18)=~

G5-905-11/12/13¢14)~~
(38-905-11/12/13

GS-905- 11712713

GS-905-11/12/13
GS-XN X1

GS-XNX-11/12¢i 3 "

wege w v{.p

GS-XXX-7/9/11/12
GS-XXX-2/9/11/12
GS-XXX-7/9/11/13
GS-XXX-5/6/77

12120 1;135**4\

Supervisory Attorney Advisor {Team Leader)

Attorney Advisor
Atlorney Advisor
Attorney Advisor

Attorney Advisor
* * t, . Lo -

. Yo Bt }" = 7 .
Atpmey Advisor

E{;an 0;2‘.}{}2“2{:{}2{} Spcmils; Ana%ysz

"‘?i zx«‘l

Eq;;‘zi ('I}p,)ormnzzg, S;};cmlzstimzai}sz
E,qu: g;};}{}mzmty Specialist/ Analyst
Egqual Op;){}riiiniiy Spcc«iaiisb’ﬁsms}rsz
Egual Opportunity 5;3:5&;;1.552!,%&%):52

Equal Opporuinity Assistan

o A g e e

-

W

mga:
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The Assistant career laddcr 15 GS-5/6/7. “There are z small number of GS-8s in headguaners.
any of these individuals 15 Interested in moving into one of these positions,” OCR will work with
OM Personne) to develop an appropriaie ;}Qsition description.

" FTP U
FIP U
FT?'{.I‘i
FTP U
FTP U
FIPp U
FIP U
FIP U
FTP U
FIP U ~
FIP U

If

The Attomey career ladder is GS-11/12/18. Grades in parentheses represent additional grade levels
at which positions can be filled. Anorney Advisors, Oeneral Attorneys, and Trial Atlorney are

eligible,

The E{I}S:‘Azzalvsf career ladder 15 G8-7/9/11/12. Grades in parentheses represent additional grade
tevels at which positions can be filled, Management/Program Analysts ¢an apply for EQS positions

_and vice-versa.
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Series-COrade and Job Tite _ Type PD
{Name) Appt Status
13, GS-XXX-5/6/7 Egual Opponenity Assistant Fip U
4. OS-XXX-53i6/7 Equal Opportunity Assistant Fip U

aaaaaaaa —— [

. - P el A T e S e e L s PR

The slashes {/) indicate career ladder positions; however, the positions may be filied at any of the
indicated grade levels, Employees who are currently on career ladders will retain their career ladders.
Secretaries, Clericals and Assistants (support staff) will be assigned to unclassified duties {or one of their
three teams of choice} al the start ofthe reorganization, After all position descriptions are ¢lassified,
support staff will be able 10 compete for career ladder Assistant positions on the rams of their choice.

Y 3

.............................................................................................................

- The Assistant career ladder is GS-5/6/2 There are 2 small number of G5-8 in headquarters. If
any ol these individuals 13 interesied 1 moving inlo one of these positions, OCR will work with
OM Personnel to develop an appropriate position description.

**  The Atiomey career ladder is GS-11/12/13. Grades in parentheses represent additional prade levels
at which positions can be filled. Anorney Advisors, General Attorneys, and Trial Aromey are
eligibie,

##x  The BOS/Analyst career Inddenis GS-7/8711/12. Grades in parentheses_represent additional grade
Jevels at which positions can.be Blled. Management/Prograns Analysts can apply for EOS position:
and vice-versa.
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TO : Rodney McCowan _ SEP 22 BH
Assistant Secretary
for Management

FR : Norma V. Canni
Assistant Secretary
for Civil Rights

SUBJECT: Office for Civil Rights Washington, D.C. Regional Office (Metro) "
Reorganization Package

Attached is the proposed reorganization package for the Office for Civil Rights’ (OCR's)

Washington, D.C. Regional Office (Metro). Metro's conception (created from 55 positions

formerly in OCR headquarters} and structure (one management component and four

compliance and enforcement teams) is consistent with the Secretary’s pniorities and the

National Performance Review as it enables more staff o directly perform the core business
of the agency.

I believe that this proposal, coupled with the redesigns of OCR's other rcg:ona] offices,
headquarters components, and senior management structure will enable this agency to more
effectively enforce civil nights nationwide. Please call me or Bnian Ganson on 205-5413 if
you have any questions. My staff will forward all of the proposed Metro posmon
descriptions to the Human Resource Group for classification next week.

Attachments ' S
Organizational Charts. Functional Statc:mcnls Stafﬁng Paucms (Proposed)
cc: OCR Senior Staff B

All AFGE Local Presidents . -, >+ ¢ ot
Joseph V. Colantuoni, Director Human Resource Group.‘Ofﬁce of Management

0cT 11 1995
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U.S. DEPARTMENT OF EDUCATION
OFFICE FOR CIVIL RIGHTS

 WASHINGTON REGIONAL OFFICE

(METRO)
Management
Component . : _ ‘
| Compliance | Compliance Compliance Compliance
and ‘and and . and
Enforcement Enforcement Enforcement | Enforcement -
Team Team Team Team
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U.5. DEPARTMENT QF EDUCATION
OFFICE FOR CIVIL RIGHTS

WASHINGTON, D.C. REGIONAL OFFICE (METRO)
PROPOSED FUNCTIONAL STATEMENT

Office of the Associale Enforcement Director

The Office of the Associate Enforcement Director (AED) is responsible for directing
the operations of the Regional Office 1o meet OCR program objectives. including
management of its staff and financial resources, The Office implements the civil
rights statutes and regulations for which OCR is responsible by using a varisty of
approaches 10 resolve complaint investigations and compliance reviews to ensure
equal access 1o education and to promote educational excelience through vigorous
enforcement of cvil rights: provides legal support to Metro siaff: negotiates and
resoives sensiuve civil rights issues with high level officials; recommends cases for
eaforcement: -pravides assistance to help recipients correct nanmmg;%iance engages in
Early Complaint Resolution: and unplentents a technical assistance program at the

state and local levels to promote understanding of civil rights legal responsibilities.

The Office also prepares and implements Metro’s budget and its portion of the
Annual Operating Plan and provides input on civil rights issues and supporting
services to other offices in its own Enforcemem Divisions and other Enforcement
Divisions. The Office coordinates with the Resource Management Component on
management and ddlmmstr.mvc nuilers as appropriate. TR

. - B oL HS

© The C}fi‘c* mplements an ff-:uivc camimunications proﬂmm with key Federal, State,

local, and private civil rights officials, 0r<?a nizations. -and the general public: and -
recruits, selects and trains employees. The Office participates with. z%xa Program <. 20350
Legal Companent in policy, procedure, and program development, In the iznmﬁdzaze
Office of the AED, there 35 a Chief Anorney, Program Manager, Adminmstrative

Qfficer. Computer Specialist position, and an Assistant Support position.

The AED coordinatds with the Enforcement Division Management Team
{Enforcement Coordinator and other AEDs) and reports-directly to an Enforcement
Director. The AED serves as rating official for the Program Manager and Chief
Atorney and as approving official for the Comphange and Enforcement Team
Leaders. The AED works with the Tears Leaders to identify stratégies for improving
the functiomirig of the teams. The AED meets periodically with each of the teams in
carrying owt this responsibility. The AED serves as raling official for immediate
office staff.

The Program Manager, in colluboration with other Metro managers develops and.
updates region-wide plans and projects. such as the Proactive Enforcement Docket,
the Annual Regional Operating Plan, or the Profile, Assessment and Resolution
review compliance program: analyzes, prepares, and provides the AED with
information and advice concerning meeting OCR's program and oprrations objectives,
the number of compliance activities completed, and adherence to OCR compliance
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. : dcz’:zszans and pelicies. The Program Manager assisls in planning Metro's enforcement
strategy. setting Metro’s program priorities. managing resources and participating in
management and admimisirative decisions concerning personnel, staff development,
budget. ethics, conduci and other related nuatters. The Program Manager is
responsible for planning and developing high quality traming. Qua!m }zzzgmvcmcnl
and customer service programs . .

The Chief Attorney makes final decisions on legal matters that cannot be resolved

within the eam, and meets peripdicatly with the attorneys 1o promote discussions on
. significant legal and policy issues. The Chiefl Attorney ensures timely dissemination

and explanaton of poltcy and legal matters, including decisions or issues brought to

his attention by the Atorneys, The Chief Atorney has primary responsibility for
~training fegal staff. ' '

The Admimsirative Officer monttors the budget and prepares necessary budget
reports: provides essential management and admunistrative services related 1o the
analysis of budget planning, personnel, rcprodtzz:iiw space and supply acquisition
and utilizaiton, maintenance, correspondence control, safety, and travel,

The Computer Specialist/Management/Program Analyst position is. primartly .

' responsible for managing the Case Information System (CIS) database. computer
7 hardware and sofiware: preparing and dissemmnating (0 staff internal analyses and
oo . reports fram CI8: preparing and disseminating to staff analyses and reports of
: . I . external data (0 support the proactive enforcement plan: providing specific data

analysis assistance o teams conducting reviews and other proactive e;‘zf’arccmcm
SR Sate, 1 acuivities: and assisting in wsmmcr Service aclivities, .

r;] F y&“’h{ o
:n

SR

.. 7 TFhe Assistant to the AED prowdcs d*r::u support to the AED and other Matm

-1
f.@f’}\, u'-pn ™ ~§s romocwt o,

b taty Managers. The AED provides overall direction and coordination (10 four case

H ~

L resQIIlion eans:

Compliance and Enforcement Teams

~Each Compliance and Enforcemem Team is comprised of the Team Leader, two
Attorneys. six Equal Opportunity Specialists and three, Support Assistant positions.
‘Receiving leadership and support from the AED and immediate office s1aff, each
Compliance and” Enforcement Team resobves-sensitive und complex civil rights
complaiats and compliance reviews. thcuanmg as a team with full delegated’
authority and ws;}m;&;bb!ny fmm the AED. each Team:

s Conzﬁmzs cemplami tvestigations amﬁ comphiance reviews ‘of preschool,
elementary and secondary instilutions. vocational technical schools,
institutions of postsecondary education, vocatonal rehabilitation agencies
and providers under Title VI of the Civil Rights Act of 1964, Title IX
of the Education Amendments of 1972, Section 564 of the Rehabilitation
Act of 1973 and the Age Discrimination Act of 1975, and conducts
. complaint investigations and compliance reviews of public entities for
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Page 3 . Proposed Wa&hingzon Regional Office Functional Statement

which the U.S. Department of Education serves as the designated
agency under the regulations zmplemcmmg Title !l of the Americans
with Disabilities Act of 1990,

B . Uses a variety of approaches (o resolve complaints and compliance
reviews 1o ensure equal access o education and 10 promote edugational
excellence through vigorous enforcement of civil rights.

H Provides assistance 10 recipients as part of the complaint investigation
and compliance review process.

x Monitors impleimentation of remedial action plans.

" Recommwends cases for enforcement when voluntary compliance cannot
be achieved or when otherwise appropriate.

.. Ct}zzductg proactive enforcement activities that bring resources 1o bear on
: behalf of a well-defined student population facing discrimination:
evelop strong, educationally sound civil rights remedies that increase
educattonal opportunity for those students: and ensure that OCR will be
prepared 1o move lowards enforcement if results are not achieved as
articipated.

® . Exercises primary State responsibility in one State to identify and foster
o State-wide contacts with education and civil nights organizations, - The .

e + purpose of these contacts is to oblain relevant information about civil

w0, . rights issues within the State, and 1© educaty organizations about the <. -

o "o el rights laws. - S e

. Responds when assigned 1o reguests for wchnical assistance on civil
rights requirgmients to beneficiaries and recipients of Department of
Education funds. This is done through on-site visits, ;}i;‘ahc spealing
eugagemeats, traming workshops. conferences and meetings., rcspondmg
to requests for materials and publications, "and responding to inquiries.

= Participates amally in the identification and setting of proactive
enforcemd at’ prornitics 1o be addressed by OCR in the pext fiscal vear.

®  Provides team input 10 all regional and OCR databases and reporting
sysiems.

= With other regional site locations. advises and assists recipients to
resolve ssues identified during complamt investigations and compliance
revicws.

. » Ensures all actions are legally sufficient,


http:p:iorit;!.is

OFFICE FOR CIVIL RIGHTS
REGIONAL OFFICE, Washington, D.C.

PROPOSED STAFFING PATTERN - 10/12/95

Senes-GOrade and Job Title ’ _ . , Type PD
(Name} : . Appt Sms

MANAGEMENT COMPONENT (6)

1, QS-360f9§5«2§ Associate Enforcement Director (EQS/Anorney) FTP U

2. GEB0314 o7 15 jﬁszzamrzy Advisor - }:‘?fiw_g____,
3. GS-360/905-14 o‘r i5 Program anager | MM
A, GS-33 /34379711 " Adminisirative Officer . FTfp U

5. GS-3AA33:-78HN2(0 3 <~ Analyst/Computer Specialist ' ETP U

6.  GE-XXX-5/6/7 Support/ Assistant FTP U}

. INVESTIGATIVE TEAM 1 (12)

1. G5-360/905-14 Svp*msun E{}S;’Auorn“; ‘ Fip u
2o GEB05- LA 34y Az;om:x Adusor ‘ FTP U
CA GS-905-11 iz f!‘:l" o ‘ - Attorawy. Advisor o ) FIP U
2 G5 ”1;,(}*";'95 i' 20l 1![4 y>Equal Opporumizy Specialist CFTP U
5. G§-36U-7I8I D Equd Qpporixifniz}f Specialisi . Fig U
6. GS-360-7/9111712 Equal O;};}{}rzli;lii}* $;§ccialis: | FTP U
7. GS-360-7/941 1412 Equal Opporiunity Specialiss | FIp U

o . P
g b e . T - Lo €

----------------------------------------------------------------------------------------------- -

- The Assistant career Judder s GS-5/6/7. There are a small number of G5-8s in headquanters. If
any of these individualy 18 interested in moving inio one of these positions, OCR will work with
OM Personnel o develop an appropriate position description,

**  The Atomey career ladder is GS-11/§2713, Grades in parentheses represent additional grade levels
at which positions can be filled. Atlorney Advisors, Trial Atiorneys and General Attorneys are
eligible.

**x  The BEOS carcer ladder is GS-7/9711/12, Grades in parentheses represent additional grade levels at
which positions can be filled. Analysis can apply for EOS positions and vice-versa,
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Series-Grade and Job Title o Type PD
{(Name) ] , Appt Smtus
8 G3-360-7/6/11/12 Equal Opporiunity Specialist FIP U
8. GS-360-7/9714712 Equal Qpporwnity Specialist ~ FTP U~
10, GS-361-5/6/7" Equal Opportunity Assisizn: FTP U
11.  GS-361-5/6/7 7 Egqua! Opportunity Assistant ‘ FIP U
12.  GS-361-5/6/7 . Equal Opporunity Ass%‘s:zzzz - FTP U

INVESTIGATIVE TEAM 11.(12)

L. GS-3607905-14 Supervisory EQS/Atorney FTP U

2. GS-QQS-Z 1203014y Attorney Advisor ) ‘ FTPp U %

3 GS-905-11/12/13 Atofney Advisor , FIPp U

a.  GS-360-7/8/11/12(1314)~*Equal Oppurtumity Specialisi S FTP U

5. GS-360-7/%/11/12 . . ;::Equal Opporiunity Spegialist FTP U
‘g {35-36{3-?39323!%2 s “? qu:gai_rﬁp;}o'rmn%iy Specialist - FTP U

7. GS-360-79/11/12 1 Equal Opporumity Specialist , FTP U

B.  G5-360-7/9/11/12 Equal Opporunity SE)CCiK]u}S{ » FIp U

9. (GS-360-7/9/11112 Equal Opporiunity S;:;z;ci“{ilist : ' %’2"? U

10.  (3S-36i-5/6/7* Equal Opportunity As&isi:am . FTP U ’

W T AR i o, Wt s RO B A Wt R T T T L I 0 A A B e i A e e . R A R i e e

* The Assistant career ladder is GS-S/6/7. There are a small nunber of GS-8s in hcadquarters If
any of these individuals is interested in moving into one of these positions, OCR will work with
OM Porsunnel 10 develop an appropriaie postlion description.

**  The Attomey career tadder 15 GS-11/12/13. Grades in parentheses represent additional grade Jevels
at which positions can be filled.  Atorney Advisors, Trial Attorneys and General Attomneys are
eligible.

»*»  The BOS career ladder is GS-7/9/11/12. Grades in parenthesas represent additonal grade Jevels at
which positions can be filled. Analysis can apply for EOS positions and vice-versa,
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,‘%"

Senes-Grade and Job Tille . Type PD
{(Name) : Appt  Suatus
1. GS-361-5/6/7 Equal Opportunity Assisiant FTP U
12, GS-361-5/6/7 Equal Qpportunity Assisiant FTP

INVESTIGATIVE TEAM LIf (12)

L GS-360/905-14 Supervisory EOS/Auomey FTP U
2. GS-90S-11712/13(14)%  Auorney Advisor FTP U
1 GS-905-11/12413 Alttoraey Advisor ' FTP U
4 GS-360- 18/ /1201 3 14y ~Equal Oppornunity Specialist - FTP U.

5. GS-360-7/941112 Equal Opportunity Specialisi S FTP U
6. GS-360-7/11712 Equal Opportunity Specialist ' ‘ ) . FTP U
7. GS-30-79/11112 Equal Opportunity Specialist - FTP U
8. GS-360-7/9/11/12 Equal Opportunity Specialisi " r{r? U
G GS-380-759/1 1712 ngz;ti Opportunity Specialist "; ) - FTP U
100 O8-361-36/7 Equ:ﬂ Opportunity &S.‘ii&lé’!f;l‘l‘ o \ : FTPp U
.o GS-361-5/67 Equal Opporunity Assistant | ’ Fi? U
U

12, GS-361-5/6/7 - Egual Opportunity Assistant Fip

Investigative Team 1V (12}

LR

L A LA, S AT TR S AR S T U L L L e I e e e A o KR R K L W A

ary of these individuals is interested in moving o one of these positions, OCR will work with
OM Personnel 16 develop an appropriate positon deseription,

**  The Aflomey career Jadder is GS-117/12/13. Grades in parentheses represent additional grade level
at which positions can be filled. Attomey Advisors, Trial Attorneys and General Attorneys are
eligible,

**=  The EOS career ladder is GS-7/9711712. QGrades in-parentheses represent additional grade levels a
which positions can be Olled. Analysts can apply for E0S positions and vice-versa.
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Series-Grade and Job Tille  Type PD
{Name)} : Appt  Status
I, GS-360/905-14 Supervisory EOS/Aliormey . FTP U
Z. GS-905-1 1212413014y Atlorney Advisor . FTP U
3 GS-905-11/12/13 Attorney Advisor ‘ FTP U
4 65:36{}»?;‘93’2 H12(13/14y~~*Equal Opportunity Sp;:ciazisz v F‘I’P u
5. GS-R60-7/9/11717 Equal Opporiunity Specialis: FTP U
& GS-360-19111112 Equal Ogpormnity Specialist - FTP U
7.0 GS-360-7/9/11412 Equal Opporunity Spetialist Fip U
8 GS-360-7/9/1 112 . Equal Opportunity Specialist _ FTP U
9 GS-360-79411/12 Equal T{?p;}wzunily Specialist CFTP U
10, GS-361-3/6/7 - Equal Opportunity Assistant” . FTP U
. H. 65:36‘1»5;’6;“? e Equal Opportumty Assistant - FTP U
% : 2 “Eifé} %f{i?”;i : ' Equal Qp;)t;mmii\, Assi%mn} ﬁﬁﬁﬁﬁﬁﬁﬁﬁ ’ FIP U

The slashes (/) indicae career “Fadder pasinons; however, the posmz;}zs may be filled al any of {ha
indicated grade levels: . Employees who are currently on career tadders will retain their career ladders,
Secretaries, Clericals and Assistants tsupport siaft) will be assigned 10 unclassified cuties (on one of their
three teams of choice) al the start of the reurganization.  After all position descriptions are classified
suppoit staff will be able W compete 1or cureer ladder Assistant positions on the eams of their {:émzcc

ot

---------------------------------------------------------------------------------------------

. The Assistant career ladder is GS-5/6/7; There are 2 small number of GS-8s 1w haadquan:m if
any of thesz individuals is interested w moving 1ntu one of these positions, OCR will work with
OM Personnel 1o deveiop an appropriaie position descriplion,

“*  The Attommey carver tadder is GS3-11/12/13. Grades in parentheses represent additional grade levels
at which positions can be filled. Atorney Advisors, Trial Arorneys and General Attorneys are
eligibie.

“»* 7 The BOS career fadder is GS-7/9/11712. Grades in parentheses represent additional grade levels at
.  which positions ean be filled. Analysts can apply for EOS positions and vice-versa,



U.5. DEPARTMENT OF EDUCATION

OFFICE FOR CIVIL RIGHTS. HEADQUARTERS

Washingion, D.C.

CURRENT STAFFING LIST

Sepiember 22, 1983

------------------------------

Series-Grade and Job Titie

{Namz}

AAAAAA

ASSISTANT SECRETARY'S OFFICE

i

.2

{3

EXQ301-04

GS-0301-15

GS-0301-15

GM-0301-13

GM-(3G1-14

GS-0303-1)

G8-0301-09

GS-0301-07

Assistan! Secrewary
Cantg, Norma V.

Executive Assistant (Policy and Enforcement}

Ganson, Brian

Special Assislant
Coleman, Arthur L.

Special Assistant
Sobol, Francis T.

Special Assisiant
Besner, Arthur

-Confidential Assisiant
Sgirano, Nhora L.

. LIS U rmetant e g by :“v"\
Confidentjal ‘Assisiant

Brookier, Marie L. *

Secretary {Office Automation)
Walker, Wayman B,

DEPUTY ASSISTANT SECRETARY'S OFFICE

L.

-
E T

- £5-0301-00

GM-805-14

Depaity Asststant Segretary
Pierce, Raymond C. )

Attorney Advisor
Dorka, Lilian L.

Tepe  PD

et Stalus
T c
Fip £
PP C
FTP  C
e C
FTP €
TP G

- :FTP‘ C

A “F1P C
CFTP C
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Jp——

N

Series-Grade and Job Title Type PD
{Name} Appt  Status
3. GM-030)-14 Special Assistant
Cramolini, Stephen T. Fe ¢
4, (S-0905-13 Atlorney Advisor
Rhen, Michelle D. Fir C
5. (OS5-3i8-08 Secrezary (Office Avtomation)
Kelly, Deborah A. . FTP C
6. GS-0326.05 Office Auvtomation Clerk
Bryant, Ricardo FTP
EXECUTIVE OPERATIONS STAFF
. GS-0341-15 Administrative Gfficer .
Lewis, Cathy H. TP C
2. GM-0343-13 Program Analyst
Abtel, Susan o FTP €
A GS03807 Secretary {0 Tice Ap.{zmazton)
: Stover, San{irzs F - FTp C
4, CiW—GBQ&i)B Office. Auu:::manor {Zzara (SIS} ‘
Pitts. Kz&zai;a C‘” SRR FTT C
BUDGET & PLANNING ’S’EAAAGEMEW {.sN}T
1. GM-0560-14 Supervisary Budget Afzzlys;
Stayton, Lester C. - Fip C
2. GS-0343-13 Program Anatyst
Scheer, Patricia M. FTp C
: PR . M&‘e [ L
3. G5-0560-13 Budpet Analyst
Coleman, George Fp C
4, GS-0560-12 Budge: Analyst
Campbell, Carolyn T. Fip C
5. GS-0560-12 Budget Analyst -
. Jackson, Nancy M. Frp C
6 GS-0560-12 Budsel Anatyst
Jordan, Lavern L. FIP C
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- e

Series-Grade and Job Title Type PD
{Name) Appt  Status
7. GS~0§61—C? Budget Assistant (Office Automation)
Robinson, Karen D, . . FTP
8. GS5-0344-06 Management Assistant

Clayton, Lenora M. Fip
MANAGEMENT ANALYSIS & SUPPORT UNIT "

b, GM-0343-14 Maragement Analyst
Diorka, Nicholas F, ’ FTP
2. (G§-0343-13 Management Analyst
Biumenthal, Diane H. ‘ : S
3. (5-034313 Management Analyst
Harris, Janice M. . FTP
4. 05-0343-12 Management Analyst
' Ray, Dollie M. _ FTP
5. GS-0343-12 © Management Analyst _ - .
RKarris, Cecelia M. .+ .. . . .ETP
. ) Lo 7 g ’
6.  GS-0343-12 Management Analyst o .
‘ Jordan; Diane cror e ot Ty (OFTP
’ S vy e et
7. GS-0303-48 Personnel Liaison Assistant SRS
Johns, Robin B. ’ .t o Fip
8. G5-0344-07 Management Assistant _ :
. Goodwin, Melvin L, FTP
9. G8-03a4.07 Management Assisian{
Thomas, Jeralding FTP .
16, GS-0318-08 : Sﬁ:rtté%y {bfﬁce Automation)

Procior, Esiglua Y, FTP
EXECUTIVE SECRETARIAT

1. G5-033.13 Supervisory Management Analyst
. Drake, Edmund D. FTpP
2. 05-0%43-12 ‘Managezzmm Analyst

Yowder, Frances H. FTP
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nnnnn

Series~Grade and Job Title Type PD
{Name) . Appt States
3. GS-1035-08 Public Affairs Spesialist
Vaughn, Anne S. Fip C
-4, (G5-0344-07 Management Assisiant )
Rich, Ellen T. Frp €
5. GS-0303-07 Correspondence Assisiant .
Spencer-Nelson, Donna FTP C
6. GS-0344-05 Management Assistant
<. Simms, Sheiltey J. FTP €
7. (S-0363-08 © Management Support Assistant

Diowns, Charjes ¥, FIp C
POLICY ENFORCEMENT & PROCGRAM SERVICE

i, ES-0305-00 Director, Policy, Enforeement, & Program
.o Lim, Jeanene J. FTP C
2. GM-0505-15 Supervisory Atigrmey U e
. Bowers. Susan G. e Fip C
A G8-0343-13 Managenent Analyst . M iy A
Lyles, Ria R SR FTp C
4, (GS-0318-08 Secreary (Qffice Amomation)
. Briggs. ludy A, FTP C
b GS-D318-08 Secrefary (Oifice mzicmalian}?
Webb, Savannab A, FT¢ ©
8. GS-0303-A Clerk (Stay-In-Schoot)
Booker, Robin A, . FIT - C
LITIGATION STAFF
1. GM-0%05-15 Trial Attorney ‘
Leeman, David M, FTep C
<. OM-0505-15 Tral Attornzy :
Delacy, Dan R. FIP C
3. GS-0905-14 Trial Atorney P |

lacobson, Alan B, : FIe ¢
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| Series-Grade and Job Title Type PD
{Namwe) Appt  Suauws
4. G5-0505-14 Trial Auorney ‘
Tohiver, Jacques A. Frg C
3. (GS5-0905-13 Trial Anomey ‘
Gray, Jan D, . FIp €
6. GS-R05-13 Trial Altorney .
- Willlams, Linda P. TP C
7. GS-0805-13 Trial Auomney
Shaul, Robent F. - FIP €
8. GS-0363-07 - Program Assisant (Office Automation) -
Monroe, Janice A, FTp ¢
9. G8-0226-05 Office Auvtomation Clerk \
\ Wiltiams, Cassandra FTP C

ELEMENTARY & SECONDARY EDUCATION DIVISION

. I GM-0905-15 Supervisory ‘Attorney ' :
' . Peelen, Jean P . w. - FTP C
. ,‘; . N
! “ : 2, GM-0360-14 . Equal Opportunity Special ‘ o
: Hoover, Rebecod E. - o JFTR G
i, CS0318-07 Secretary (Ofhce Automation} G
Finch, Jean M, Fre C

ELEMENTARY & SECONDARY ENFOQRCEMENT DEVELOPMENT BRANCH A
: 1. GM-0908:15 . Supervisory Altorney

Kalleny, Howard 1. Frp C
et . 2. GS-0905-14 Anorney Advisor .
N Dennis, Doreen E. PTP C
3. GS-0905-14 Attorney Advisor
’ Hakel, Karen E. FTp C
4,  (GS-0905-14 Altorney Advisor
Hoogstraten, Anng E, TP C
5. GS-0905-13 Attorney Advisor
- Roseberry, Stacey A, ~ FTP C

{
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(Name) Appt  Status
6. G5.0318.06 Secretary (Office Automalion) .
Dyson, Lisa A, FTp C

ELEMENTARY & SECONDARY ENFORCEMENT DEVELOPMENT BRANCH B

. GM-0305-15 Supervisory Attorney ‘
Hillary, Roseus : Fip C
2. GS-0505-14 Atorney Advisor ‘
o Fiich, Rebecea AL FTp C
3 GS-0805-13 . Attoreey Advisor
’ ‘ Goldbecker, Sheralyn ‘ FTr ¢

ELEMENTARY & SECONDARY ENFORCEMENT TECHNICAL ASSISTANCE &
PROGRAM SUPPORT BRANCH

I - OM-Q34-14 Supervisory Program Analyst
Wender, Alice B. - Fip C
2. GS5-0343-13 Program Analyst ;
Tomic, Lijlama L, . FTE O
KR N ek X R Program Analyst L : ‘ )
Cabzy. Ursula M. ., 7> FTP Cora s
& G8-0343-13 Program Analyst ‘ S
Fenmell, Rosemary V., ‘ Fip C
5. GS-0343.13 Program Analyst : L '
’ Berkowitz, David W, FTP €
6 GS-0343-12 Program Analyst c
: Bardari, Joseph A. Fip C
7. GS-034312 Program Analyst
Kaba, Claudette V ) FTP €
8. GS§-0343-12 Program Analyst
Ward-Wooten, Sandra FIP C
.9 GS-0303-05 Prograwy Assistant
Barnes, Connie D. ' CFTPC
10, GS-0326-04 Otfice Auviomanon Clark

Byrd, Apnl R. . FTP C
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‘ {Name) . Appt  Staws
11, GS-0303-04 Reader ‘
Whitaker, Aironnz §. : PP C

POSTSECONDARY EDUCATION POLICY DIVISION

i, GM-0905-18 Supervisory Attorney Advisor '
Batde, Sandra G. : FTe C
2. OGM-0360-14 Equal Oppornunity Specialist o =
o Appell, Stephen M FTp C
3. GS-0318-G7 Secreiary (Office Auze’maiion)
Rambert, Erie D, . FIp €

POSTSECONDARY EDUCATION POLICY DEVELOPMERNT BRANCH

I, GM-0905-15 Supervisory Altorney Adwisor

Hanrahan, Eileen M. FTP C
2 GS-0905414 Attorney Advisor

Alger, Jonathan R, FTp €
3. G5-0905-14 Attorney Advisor '

Trice, Elisabeth U, . Ffp C
4. 05-0905-13 Atorey Advisor

Gehissen, Poter T FTp  C
5. (8-0905-13 Aliorney Advisor

- Chatmasn, Lomaine D, FTPp C

6. GS-09Us- 13 Attomey Advisor

Forman, Samatha H. FTp C
7. G 5«»(31{8 [ 5 Secvetary (Office Automation)

Jackson, chamh E. FTP C

POSTSECONDARY EDUCATION POLIC‘;’ TECHNICAL ASSISTMENT & PROGRAM

SUPPORT BRANCH

. G8-0343-13 Program Analyst

Hill, Albert FIP C
2. GS-034343 Program Analyst {Training)

Starling, Mary Lou TP C -
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Type PD
{Name) Appt St
3, (G5-0343-13 Program Analyst L
Robinson, Alice B. FTp
4, GS.0343-12 Program Analyst
: Lee, Ki C. FTP
5. GS-0343-12 Program Analyst
Alexander, Janice M. Fre
&, GS-Q343-12 Program Analyst S
Rodaers, Jewsl k. FTP
7. GS-0318-0H Secretary (Office Automanon)
Rush, Zelma M, FTP
PROGRAM OPERATIONS DIVISION
I GM-0905-15 Supervisory Atltorney
Foster, Richard L. FTP
2. GS-0805-13 Altoraey Advisor
Moy, Robert §. FTP
1L GS-0905-12 Atiorney Advisor |
Allen, Beverly Rice FTP
4,  GS-038-07 Secretary (Office Automation}
Thampkins, Versnia FTP
PROGRAM OPERATIONS BRANCH A
1. GS-0380-13 Equal Opportunity Specialist
McCoy. Sharon H. FTP
2. SRAQ360-13 ¢ Equal Opportunity Specialist
- Baker, Melvin B, Fie
3. GS-0360-13 Egual Upporiunity Specialist
‘ Baker, Eleanor D. FTP
4. G3-0360-12 Equal Oppornunity Specialist
Hatcher, Raymond L. FTP
5. GS-0318-06 Secreiary (Office Automation)
Randolph, Tracey M. FTP
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(Name) Appt

PROGRAM OPERATIONS BRANCH B

£, GM-0360-14 Supervisory Equal Opportunity Specialist
Wall, Nathamel C,
2. (3S-0360-13 Egqual Opportunity Specialist
. Mullen, Thomas G.
3. G5-0360-12 Equa! Opporunity Specialist
Paterson Jr, Walter
4. 050360412 Equal Opportunity Specialist
Dupree-Ramey, Evelyn
5. GS-0360-12 Equal Opponunity Specialist
Elliont, Mabei R,
6.  GS-0318-05 Secretary (Office Automation)
Gibson, Sandra M.
7. G5-0326-04 Qffice Automation Clerk
- Sitva, Nyvia L
{ PLANNING ANALYSIS & SYSTEMS SERVICE
o T GM-D343-15 Supervisory Program Analyst
York, Anng C.
2. GM-D343.14 Pragram Asnalyst
” R Wendell, Donald M,
3. GS-0318-08 - Serretary (Office Automation)
Shaw, Paricia AL
4. 450326067 € Ofice Altomation Assinant
' Canmbseli, I}ayid A,
5. (G5-0303-02 Clerk (Stay-In-School)

[zzard, Maureen

PLANNING & ANALYSIS DIVISION

1. GM-Q343-15 Supervisory Management & Program Aralyst
Fairley, Paul L.

2. GS-0318-07 Secretary (Office Automation)
Patterson, Barbara M,

..............

PD
Status
FTPC
TP C
FTP ¢
FTP €
F‘Tphn{:
FTP C
Fre
F”TP, ::I
CFTP
FTP C
FTP C
PTT C
FTP C
FTe C
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{Name)

OPERATIONS PLANKING & EVALUATION BRANCH

I

T

?‘x

GM-0343-14
GS-0343-13
GS-0343-13
'(35-0343-13

GS-0343-12

CGS-0343-12

G5-0343- 11

GS:0344-05

.- R ey

Supervisory Program Analyst
Miller, Benjamen A,

Program Analyst
Scruggs, Max D.

Management Analys:
Liggins, Paula P,

Program Analyst
AbQaid, Ahmed T,

Program Analyst
Arza, Mara L,

Program Analyst
Crocams, Suzanne L.

Program Analyst
Sitha, Kua

Managemeat, Assistant
Les, Michag) G.

REPORTS & ANALYSIS BRANCH

i,

P

UGM-U343-14
C‘:S-mﬁ-];
G5-043-13;
GS-0343-13
38-0343-12

GS-0342%.12

Supervisory Management Analyst

Bussey, Lawrence

Management Analyst
Poltker, Janice

i Mapagement Analyst
Shepard, Benty F.

“Management Analys!
Threadgill, Gloria D,

Management Asalyst
Lucas, Theodore R.

Management Analyst
Washingion, Ellz M.

------------------------

Type PD
Appt  Status

.............................

FTP €
FTP C
FTP C
FTP ¢
FTP C
FTP €
FTP C
FTP C
FTP €
PTP C
FTP C
FTP C
FTP €
FTP C
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Series-Grade and Job Title . Type PD

(Name} Appt  Swmius

7. GS-0334-08 Management Assistant ‘ ’
Baldwin, Connie L. FTP C

INFORMATION SYSTEMS & SURVEYS DIVISION

1. GM-0343-15 Supervisory Program Analyst
: Seymour, Craig A, 1 C

2. GSA0318-07 Secretary {Office Automation)
Palmer, Millie - FIP C

INFORMATION SYSTEM BRANCH

I, GS-0334-13 Compuigr Specialist
‘ Moulirie, Olennie J. TP C
2. G8-0334-13 Computgr Speciabist ’
L. Young, Rayford Fre ¢
1. GS-0334-13 Computer Specialist
0 Hisson, David R FTP C
4, . GS-0I4-13 Computer Sﬁécia‘iiﬁi
PRI Wang, Ting-Ting . Fre C
5. GS0A34-13 . Competer Systems Specialist
R Roberis, Angela R, Fip C
6. GS-0334-12 Compuier Specialist
- Middelton, Lydia D, \ FTP (
7. (GS-0343-32 Management Analyst
Snuth Jr., Raymond W, TP C
8. GS-0318-05 - Secsdine(Office sAutonaiion) -
: Gaskins, Wiltiam P, FTP C

SURVEYS & STATISTICAL SUPPORT BRANCH

i, GS-15305-13 Statistician (Social Science)
Davis, Jo Ann FIp C
2. GS-0343-13 Program Anatyst -
Tuchman, Sharon H. FIP €
3. GS-OI0I-13 Social Science Aralyst |

Kravilz, Jerome H. FTp ¢
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Series-Grade and Job Title Type P
{Name) Appt Status
4, GS-0343-13 Program Analyst
’ McCabe, Peler A. Fir C
S, GS-0343-12 Progran Analys: .
Berry, Jeralyn ], FTP C
6. GS-0343412 Program Analygt
Powell, Lucinda H. FTp C
7. GS-0343.42 Program Analyst
' Sehafferli, Mary C. . ' Fip €.
8, GS8-0343-12 Program Analyst
Edens, Wesiey | Fie C

-------------------------------------------------------------------------------------------------------------------

There are 154 on-board staff in OCR Headquariers as of Sepiember 12, 1995,



