
	  
	  

AFFIRMATIVE ACTION PROGRAM (AAP) 
 

Designation of Responsibility for Implementation 
 
The Executive Director and the Associate Director (Director) have the 
responsibility for designing and ensuring the effective implementation of an 
Affirmative Action Program (AAP). These responsibilities include, but are 
not limited to: 
1. Developing Equal Employment Opportunity (EEO) policy statements, 
affirmative action programs and internal and external communication procedures; 
2. Assisting in the identification of AAP/EEO problem areas; 
3. Assisting management in arriving at effective solutions to AAP/EEO problems; 
4. Designing and implementing an internal audit and reporting system that: 

a. Measures the effectiveness of the program; 
b. Determines the degree to which AAP goals and objectives are met; and 
c. Identifies the need for remedial action; 

5. Keep the Board informed of equal opportunity progress and reporting potential 
problem areas within the organization; 
6. Reviewing the organization’s AAP for qualified minorities and women with all 
managers and supervisors at all levels to ensure that the policy is understood 
and is followed in all personnel activities; 
7. Auditing the contents of the organization’s bulletin board to ensure compliance 
information is posted and up-to-date; and 
 

Responsibilities of Managers and Supervisors: 
It is the responsibility of all managerial and supervisory staff to implement the 
organization’s AAP. These responsibilities include, but are not limited to: 
1. Assisting in the identification of problem areas, formulating solutions, and 
establishing departmental goals and objectives when necessary; 
2. Reviewing the qualifications of all applicants and employees to ensure 
qualified individuals are treated in a nondiscriminatory manner when hiring, 
promotion, transfer, and termination actions occur; and 
3. Reviewing the job performance of each employee to assess whether 
personnel actions are justified based on the employee’s performance of his or 
her duties and responsibilities. 
 
 



Action-Oriented Programs 
To eliminate identified problem areas and to help achieve specific affirmative 
action goals, actions include: 
1. Conducting annual analysis of job descriptions to ensure they accurately 
reflect job functions; 
2. Reviewing job descriptions by using job performance criteria; 
3. Making job descriptions available to employees involved in the recruiting, 
screening, selection and promotion processes; 
4. Evaluating the total selection process to ensure freedom from bias through: 

a. Reviewing job applications and other pre-employment forms to ensure 
information requested is job-related; 
b. Evaluating selection methods that may have a disparate impact to 
ensure that they are job-related and consistent with business necessity; 
c. Training personnel and management staff on proper interview 
techniques; and 
d. Training in EEO for management and supervisory staff; 

5. Using techniques to improve recruitment and increase the flow of minority and 
female applicants such as: 

a. Include the phrase "Equal Opportunity/Affirmative Action Employer" in 
all printed employment advertisements; 
b. Place help wanted advertisement, when appropriate, in local minority 
news media and women's interest media; 
c. Disseminate information on job opportunities to organizations 
representing minorities, women and employment development agencies 
when job opportunities occur; 
d. Encourage all employees to refer qualified applicants; 
e. Actively recruit at secondary schools, junior colleges, colleges and 
universities with predominantly minority or female enrollments; and 
f. Request employment agencies to refer qualified minorities and women; 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Equal Employment Opportunity for Qualified Individuals  

with Disabilities and Qualified Protected Veterans 
It is the policy of Foundation For Youth (FFY)not to discriminate against any 
employee or applicant for employment because he or she is a qualified individual 
with a disability, a disabled veteran, a newly separated veteran, a campaign 
veteran, or an armed forces service medal veteran (i.e., qualified protected 
veterans). It is also the policy of FFY to take affirmative action to employ and to 
advance in employment, all persons regardless of their status as qualified 
individuals with disabilities or qualified protected veterans., and to base all 
employment decisions only on valid job requirements. This policy shall apply to 
all employment actions, including but not limited to recruitment, hiring, upgrading, 
promotion, transfer, demotion, layoff, recall, termination, rates of pay or other 
forms of compensation and selection for training, including apprenticeship, at 
all levels of employment. 
 


