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SECTION II
DISSEMINATION OF POLICY
No citation; voluntarily included in this EEO Plan
A. Internal Dissemination
Omnitrans will continue to make its equal employment opportunity policy known internally by:
1.

The Equal Employment Opportunity Program is part of our Agency policy manual.
(See Exhibit 18)

2.

The CEO/General Manager’s Policy Statement is posted on the Agency’s bulletin
boards. (See Exhibit 16)

3.

The policy is explained in new employee orientation. (See Exhibit 28)

4.

Conducting periodic meetings with senior management, managers, and supervisory
personnel to explain the intent of the policy, the CEO/General Manager’s
commitment, and individual responsibilities for effective implementation. (See
Exhibit 28)

5.

Picturing both minority and non-minority men and women in publications in which
employees are featured. (See Exhibits 23, 24 and 25)

6.

Informing those individuals involved in a job interview panel of our policy. (See
Exhibit 26)

B. External Dissemination
Omnitrans will make its policy known externally by:
1.

Incorporating the equal employment opportunity clause in all purchase orders,
leases, and contracts covered by Executive Order 11246, as amended. (See Exhibit
17)

2.

The Policy Statement is posted on the Employment Opportunities Board in the
Human Resources Department Lobby. (See Exhibit 16)

3.

The Policy Statement is posted on the Agency’s website career page.

4.

In all advertising for job openings in newspaper, online or other advertising media,
the statement, “Equal Opportunity Employer” (or EEO/AA), is inserted. (See
Exhibit 21)
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5.

Informing recruiting sources in writing of Omnitrans’ policy, stipulating that the
sources actively recruit and refer women and minorities for all positions for which
they refer applicants.

6.

We have sought out and notified minority and women’s organizations, community
agencies, junior colleges and universities of our Equal Opportunity Program.

7.

Showing both minority and non-minority men and women when employees are
pictured in help-wanted or other advertising. (See Exhibit 25)

8.

Sending written notification of Omnitrans’ policy to subcontractors, vendors, and
suppliers.

9.

Omnitrans official Employment Opportunity flyers which are posted on agency
bulletin boards, as well as mailed to the distribution list (see Exhibit 22), include
the statement “An Equal Opportunity/Affirmative Action Employer” (See Exhibit
20)
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SECTION III
DESIGNATION OF RESPONSIBILITY
41 CFR §60-2.17(a)
A.

Program Responsibility
The Director of Human Resources, Suzanne Pfeiffer, will assume overall responsibility for
the implementation and evaluation of the Agency Equal Employment Opportunity (EEO)
Program. The Director of Human Resources reports directly to the CEO/General Manager
and has the authority and the resources to ensure effective implementation. The Director
of Human Resources is also accountable for compliance with all equal employment
opportunity laws and policies, and all company policies and practices with respect to
affirmative recruitment, non-discriminatory selection, record keeping, and reporting on
compliance activities.

B.

Agency Equal Employment Opportunity Officer
The Director of Human Resources will serve as the Agency’s Equal Employment
Opportunity (EEO) Officer. The Director of Human Resources shall have the responsibility
for the achievement of the goals approved by the Board of Directors, and provide for
effective communication and enforcement of the spirit and requirements of this plan, and
shall ensure that each Department Head/Supervisor takes such Affirmative Action as is
necessary to achieve the Plan’s goal.
The Director of Human Resources shall be responsible for:
1.
2.
3.
4.

5.
6.
7.
8.

9.

Keeping the EEO Program updated annually.
Compliance with the equal opportunity clause, which is incorporated in the
Purchase Order and all covered contracts entered into by the Agency.
Posting of employment opportunities in accordance with the Agency’s policy.
Recruitment, including affirmative outreach as appropriate, of potential applicants
without regard to race, color, ancestry, religion, national origin, sex, age, mental or
physical disability, sexual orientation, gender identity, or marital status.
Ensuring the Agency uses only job-related criteria for selection for hire, promotion,
transfer, training, compensation and all other employment opportunities.
The establishment and/or review of organizational goals and objectives.
Technical compliance; for example, the proper display of EEO posters and
company EEO policy statements.
Ensuring that all employees, including minority and female employees, are
encouraged to participate in all company-sponsored educational, training,
recreational, and social activities.
Prohibiting and preventing harassment of employees on account of race, color,
ancestry, religion, national origin, sex, age, mental or physical disability, sexual
orientation, or marital status.
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10.

11.

12.
13.

14.
15.

C.

Working with the Department Heads and Supervisors in the preparation and
implementation of the EEO Program at the operating departmental level on an asneeded basis.
Directing internal audits and reporting to measure status, visibility, and
effectiveness of the EEO Program to include the following:
a. Prepare monthly reports that show workforce utilization
b. Distribute reports and analyze progress towards goals; look for deficiencies
which need reporting
c. Perform recruitment audits and analyze applicant flow data.
Maintaining community contacts and public relations.
Investigating complaints of discrimination and maintaining a record-keeping
system, forms and procedures for handling complaints from citizens and
employees.
Drafting policies and rules. (Exhibits 3 – 8, 18)
Providing training for department managers/supervisors on the laws and
requirements of EEO. (Exhibit 28)

Responsibilities of the Company’s Management to Ensure Implementation of the
EEO Program (41 CFR 60-2.17(a))
In implementing the written EEO Plan, the responsibilities of the company’s supervisors
and managers working with the EEO Officer include, but are not limited to, the
following:
1. Assisting in the identification of problem areas, formulating solutions, identifying
and removing barriers, and establishing departmental goals and objectives when
appropriate;
2. Reviewing the qualifications of applicants and employees to ensure qualified
individuals are treated in a nondiscriminatory manner when hiring, promotion,
transfer, and termination actions occur;
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;
4. Cooperating with the EEO Officer in review of information and investigation of
complaints; and
5. Encouraging employee participation to support the advancement of the EEO
Program (e.g. professional development and career growth opportunities,
shadowing, mentoring).
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SECTION IV
IDENTIFICATION OF PROBLEM AREAS
BY JOB GROUP AND ORGANIZATIONAL UNIT
41 CFR §60-2.17(b) (1)

Omnitrans has conducted an in-depth analysis of its total employment process to determine
whether and where any barriers to equal employment opportunity exist by organizational unit or
job group.

Problems of minority or female utilization by Job Group:
Omnitrans has compared the incumbency of minorities and women in each Job Group pursuant to
41 CFR §60-2.15 to determine if the availability for a Job Group is greater than incumbency in an
effort to determine if there are any Job Groups in which the percentage of minorities or women
employed in the Job Group is less than would reasonably be expected given their availability
percentage for that particular Job Group. If such a situation exists, Omnitrans has established a
placement goal in accordance with 41 CFR §60-2.16. The methodology employed in this
analysis is discussed in detail in Section XI of this EEO Plan. In Section XI there are identified
Job Groups in which responsive goals are established.

Problems of minority or female distribution/placement by Job Group:
We have identified no barriers to equal employment opportunity in the placement of women or
minorities in the different jobs in any Job Group. To the extent a goal has been established for
minorities or women in any Job Group, any problem areas will be addressed by our good faith
efforts to meet such goal. See also the discussion of action-oriented programs in Section IX of the
EEO Plan and internal monitoring in Section X of the EEO Plan.

Problems of minority or female distribution/placement by Organizational Unit:
We have identified no barriers to equal employment opportunity in the placement of women or
minorities in the different jobs in the organizational unit. Our internal monitoring and reporting
activities permit the analysis of placements by organizational unit and we have identified no
problem areas.
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SECTION V
IDENTIFICATION OF PROBLEM AREAS
PERSONNEL ACTIVITY
41 CFR §60-2.17(b)(2)

Omnitrans has conducted an in-depth analysis of its total employment process to determine
whether and where any barriers to equal employment opportunity exist based on its evaluation of
personnel activity.
These analyses are done periodically, and statistical compilations are performed at least annually
for selection decisions made in the prior EEO Plan Year.

Applicant Flow:
We do not accept unsolicited applications or résumés. Such job seekers are not applicants. We
maintain data on all applicants. Applicants of identifiable race, ethnicity, and sex are those that
either 1) voluntarily completes a self-identification form; or 2) are current employees. Records
are kept for each selection decision, if any, for which the applicant was considered. This allows
us to complete required analysis, by job title, of the selection rates of persons of identifiable race,
sex, and ethnic group. These data and these analyses are not a part of the written EEO Program,
but they are collected and performed at least annually and will be submitted to the OFCCP in
response to a request during the course of a compliance review.
Further, we regularly compare the percentage of minorities and women who apply, by Job Group,
with our estimate of availability for each Job Group. We hope that such a comparison will give
us additional information about both the accuracy of our availability estimate and the results of
our good faith efforts to invite minorities and women to apply for equal opportunities at Omnitrans.

Hires, promotions and other personnel actions:
In order to be considered for any opportunity, a job seeker (whether internal or external) must
make a timely submission expressing interest in the stated opportunity by submitting an Agency
application. Résumés are accepted only as an attachment to an application, but not in lieu of a
completed application. The application must be signed and completely filled out or it will be
automatically disqualified.
Pursuant to The Uniform Guidelines on Employee Selection Procedures and Title VII case law,
Omnitrans performs analysis of employment decisions (whether hire, promotion, lateral or even
demotion) on the basis of all persons who sought or were considered for a specific job title or who
were “tested” using the same selection device.
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These analyses are performed periodically, but at least annually, for all opportunities filled in the
EEO Plan Year.
Similarly, Omnitrans records but does not include in an analysis of selections, personnel activity
such as reinstatement to the prior job upon return from medical leave (long term or short term).
Reinstatement or placement as a result of settlement of a grievance, or those transactions that do
not involve the selection of one job seeker and the rejection of another or others are not considered
“opportunities” under this plan.

Terminations:
Voluntary Terminations:
There is no “pool” of persons who might choose to terminate employment voluntarily. By
definition, such terminations do not involve an employer decision or “selection.” These are,
therefore, not susceptible to any statistical analysis of “selection disparities.”
Involuntary Terminations:
There are a variety of reasons for which a person might leave the employment of Omnitrans other
than by choice. There is no single “pool” of all persons who are involuntarily terminated.
However, Omnitrans does record them and reports them to the OFCCP upon request.
While some involuntary terminations involve employer choice, some do not. For example, some
employees die or do not return from long term disability leave. While such terminations may not
be “voluntary,” they do not involve a decision by this employer. There is no “selection decision”
involved in such circumstances. It would be erroneous to include such terminations in any
statistical computation of “selection disparities.” However, Omnitrans does record them and
reports them to the OFCCP upon request.
Terminations for cause do involve an employer decision. However, there is no “pool” of persons
who are considered for termination for drinking on the job, for poor performance, or for any of the
other reasons a person might be discharged. The only persons who are “considered” for
termination for drinking on the job are those who drink on the job. The only persons who are
considered for termination for poor performance are those who perform poorly. (The situation is
similar for violations of attendance policy, insubordination, and the vast array of lawful reasons
for which an employee might be involuntarily terminated.) A disparate treatment analysis or
“selection rate” cannot be computed except with similarly situated people. However, Omnitrans
does record these events by type, and reports them to the OFCCP upon request.
There is only one kind of involuntary termination for which this employer can do an analysis of
“selection disparities” as required by this section of the regulations: a reduction in force. Where
an employer abolishes jobs and must make selection decisions about which incumbents will be
retained in the remaining jobs, the employer must make such selection decisions without regard to
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race, color, ancestry, religion, national origin, sex, age, mental or physical disability, sexual
orientation, gender identity or marital status. In such circumstances we can measure any
differences in selection rates to determine if there are statistical indicators of disparate treatment
and/or measure the impact of any neutral selection criteria to determine if there is any adverse
impact of those criteria.
Analyses of personnel activity are required to be accomplished as a part of the Omnitrans’ equal
employment opportunity and affirmative action program obligations. However, the regulations do
not require Omnitrans incorporate such analysis into its written Affirmative Action Programs and
we do not. These analyses are, however, submitted to the OFCCP in response to a scheduled
compliance evaluation or complaint investigation as an attachment to the transmittal letter.
Omnitrans considers the analyses to be highly confidential and not subject to disclosure under the
Freedom of Information Act.
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SECTION VI
IDENTIFICATION OF PROBLEM AREAS
COMPENSATION SYSTEMS
41 CFR §60-2.17(b)(3)

Omnitrans has performed an in-depth analysis of its total employment process to determine
whether barriers to equal employment opportunity exist. Specifically, to determine if there are
gender-, race-, or ethnicity-based disparities we have reviewed our compensation systems.
Summary analysis of the compensation portion of the total employment process:
Omnitrans has written pay policies and standardized pay practices. These policies and procedures
are outlined in the ATU Memorandum of Understanding, the Teamsters Memorandum of
Understanding, and Omnitrans’ Personnel Policy Manual of which are attached as Exhibits 1-5 of
the EEO Plan.
Omnitrans has a collective bargaining agreement with ATU, Local 1704 and with the Teamsters,
Local 166. ATU Local 1704 covers working conditions for all Coach Operators and Coach
Operator Trainees, including pay practices and rates of pay. Teamsters Local 166 covers working
conditions and pay practices for Maintenance and Administrative/Support employees. There is no
race-, gender- or ethnicity-based disparities in these practices or rates of pay. The collective
bargaining agreement pay schedules are attached as Exhibit 1 and Exhibit 2. The jobs for ATU
Local 1704 are addressed in the statistical portion of the EEO Plan as Job Groups 07B Operators.
The jobs for Teamsters Local 166 are addressed in the statistical portion of the EEO Plan as Job
Groups 05B Clerical Support (Union), 07A Skilled Maintenance, and 080 Service Workers.
For other non-bargaining unit jobs, Omnitrans has a formalized grade and salary structure, with a
salary range established for each exempt and non-exempt grade. Salary ranges are reviewed every
two years and may be adjusted on the basis of a number of market surveys. The current salary
structure has been effective since July 10, 2019 (See Exhibits 3, 4 and 5). There are seven levels
for exempt positions and three for non-exempt positions. These pay structures and salary ranges
are market driven. For jobs within each pay structure, there are no race-, gender- or ethnicity-based
disparities.
Each level has an established minimum, midpoint and maximum. There is overlap between level
ranges in the pay structure. That is, higher-level non-exempt positions have a higher available
salary maximum than lower level exempt positions and the identical annual salary is available to
persons in positions with as much as 3 grade levels of separation. It is possible for a person at the
high end of the range in Level VII, for example, to earn as much as a person in the low end of the
range in Level V. This does not mean that the jobs in Level VII are equivalent to the jobs in Grade
Level V.
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The establishment of salary levels and the establishment of salary ranges of various breadths
provide tools to Omnitrans to manage compensation in such a way as to attract and retain highly
qualified employees. While it is typically more expensive for an employer to attract a new hire
than to retain a current employee, these ranges provide sufficient flexibility to meet both these
essential needs and produce no disparities based on unlawful considerations.
The relative position of each employee within the salary range is based on considerations such as
level of performance, degree of responsibility; starting salary (which is influenced by
considerations such as relevant education and experience at time of hire); contributions made or
increased skills and proficiencies acquired since the last adjustment and the amount of previous
salary increases. Such differences do not produce race, color, ancestry, religion, national origin,
sex, age, mental or physical disability, sexual orientation, gender identity, or marital status
disparities among similarly situated employees.
Many decisions affecting compensation are made by employees (e.g., whether to compete for a
posted opportunity, relative qualifications for such opportunities, performance, and a decision to
acquire additional education or training, etc.). Some decisions affecting compensation are made
by the employer, always without regard to race, color, ancestry, religion, national origin, sex,
age, mental or physical disability, sexual orientation, gender identity or marital status.
Starting Pay:
The following variables affect the setting of starting salary for any (non-bargaining unit) position:
▪

Position into which hired

▪

Department into which hired

▪

Education at time of hire (both amount of education and discipline in which courses were
taken or degrees earned; of particular significance to starting pay if education directly
related to the job at the time of hire.)

▪

Experience at time of hire (including prior experience, if any, with Omnitrans) (both the
nature and extent of prior experience impact starting pay; of particular significance to
starting pay is experience directly related to the job at the time of hire.)

▪

Market rates of compensation for comparable positions in the area

▪

Expected salary

▪ Budgeted dollars for the position (this relates not only to the salary range available for the
job but the current financial circumstances of Omnitrans and the departmental budget.)

NOTE: This list includes variables that, acting collectively and simultaneously, typically
determine pay. Of course, this does not mean that there is any “formula” with, for example,
relevant education accounting for x% of current compensation or prior experience accounting for
2x% of current compensation. These variables do not operate independently, nor do they operate
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in the same fashion for each and every job. However, typically each will play a role in determining
the level of pay for most, if not all jobs. In addition, there may be other job-related variables
affecting compensation depending on the specific position.

At promotion:
Promotion is “competitive,” where an employee moves into a vacant job or a new position
occasioned by a vacancy. All jobs are posted in accordance with our posting policy. The new
salary of the individual is impacted by the same variables as those described above in the case of
a new hire.
Reorganizations may occur within the organizational structure; staffing changes pursuant to such
reorganization may be either competitive or non-competitive.
See also the discussion above of factors influencing relative position in salary level and
adjustments to ranges based on external factors including market.

Merit increases:
Performance reviews and salary adjustments are typically made only once each year, effective on
the employees hire date in the position. The performance of new employees is reviewed after six
months and at normal salary review time thereafter. Merit increases range from 0% to 5% and are
performance based. (See Exhibit 5)
Omnitrans has carefully reviewed all elements of its compensation system; none produce
disparities among similarly situated employees on account of race, color, ancestry, religion,
national origin, sex, age, mental or physical disability, sexual orientation, gender identity, or
marital status.

\
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SECTION VII
PROBLEM IDENTIFICATION
PERSONNEL PROCEDURES
41 CFR §60-2.17(b)(4)
As part of Omnitrans’ on-going self-audit to identify problems or potential problems, we have
conducted an in-depth analysis of the personnel procedures component of the total employment
process.

1. Requisitions, Position Descriptions and Job Specifications
a. A requisition must be completed and approved prior to the commencement of recruitment
for any new position or for any replacement. A Human Resources Analyst is assigned and
is responsible for contacting the selecting department to carefully review the job
specifications before posting, to ensure that they are congruent with the written position
description on file and are otherwise job-related.

b. All position descriptions have been reviewed, with changes made where necessary, to
accurately reflect current job duties. Position descriptions establish job-related and nondiscriminatory requirements.

c. There are no job titles that could be perceived as evidencing a preference for one gender or
another.

2. Selection Procedures (Exhibits 6, 7, 8)
a.

Applicants for posted opportunities may be either internal employees or job seekers not
currently employed by the Agency. Both are treated the same in the selection process.
Both internal and external applicants are asked to submit a completed application form.

b.

The Human Resources Analyst assigned to fill the job reviews and screens all
applications. All must be received by the deadline in order to be evaluated. In
determining which applications to refer to the selecting official, the Human Resources
Analyst refers all applicants possessing the minimum qualifications.

c.

From the recruitment process an employment decision is made and an eligibility list may
be established for a particular position. The eligibility list remains in effect for one year.
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If a vacancy should occur within the year then a job offer would be made to the person
on the eligibility list.
d.

Neither the Human Resources Analyst nor the selecting official has access to
information on the race, sex or ethnicity of the applicant.

3. Promotion procedures
a.

Positions open for recruitment are posted in accordance with Omnitrans’ posting policy.
(See Exhibit 6). These positions may involve lateral transfer, promotion with a change in
work location, promotion without a change in work location, or even demotion. All
employees, including women and minorities, are encouraged to take advantage of the
opportunity to apply. Selections are made on the basis of knowledge, skills, and abilities
without regard to race, color, ancestry, religion, national origin, sex, age, mental or
physical disability, sexual orientation, gender identity, or marital status. We have
determined that there are no barriers to equal opportunity in these practices.
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SECTION VIII
ACCOMPLISHMENT OF PRIOR YEAR PLACEMENT GOALS
41 CFR §60-1.12(b), -2.1(c), and -2.16
Where goals were established for the prior year, the company developed action-oriented programs
designed to accomplish the established goals and objectives, thereby enhancing employment and
advancement opportunities in the company for females and minorities. The results of the prior
year’s EEO Program are identified on the Goal Attainment report.

Job Group

01C
01C
01C
05A
05A
07B
07B
07B
07B
20

Supervisors
Supervisors
Supervisors
Clerical
Support
Clerical
Support
Operators
Operators
Operators
Operators
Professionals

GOAL ATTAINMENT REPORT
Class
Employees
Goal
Placements
Actual
Goal
at
Placement
#
Placement Attained?
plan date#
Rate%
Rate%
Female
4
32.09
9
39.13
Yes
Minority
13
70.80
18
78.26
Yes
Black
4
28.49
4
17.39
No
Minority
6
61.58
14
93.33
Yes
Black
Female
Asian
AmIndian
NHOPI
Hispanic

0

7.58

0

0.00

No

174
5
1
0
4

54.75
3.56
2.19
1.10
29.38

168
9
1
3
12

49.12
2.63
0.29
0.88
35.29

No
No
No
No
Yes

We met the goals for Female and Minority in Supervisors, Minority in Clerical Support, and
Hispanic in Professionals. We did not meet the goals for Black in Supervisors, Females, Asians,
Native Hawaiians and Other Pacific Islanders, and American Indians in Operators. We have
reviewed movement into each job group and are confident that the most qualified candidates were
hired into each position, and no hiring decisions were made to exclude qualified female or minority
applicants. The Agency made efforts to achieve the previous years’ goals. All positions were
posted on EDD and Minorities & Success websites. Coach Operator job openings were also posted
on Women’s Job List, and the Native American Job Board. In the new plan year, we will seek new
outreach opportunities in order to meet goals that were not met in the previous plan years. Most
supervisory positions are filled by promotions. An intensive Leadership Development Program
was implemented in 2018 and continues to offer supervisory training to employees – we will
continue to ensure all employees have access to training regardless of protected class.
Goals Not Met
We have reviewed the recruitment process for job groups in which goals were not met both shortterm (past year) and long-term (past four years); we looked at each requisition and the steps taken
to fill open positions. We looked at the number of applicants for minorities and women and the
rate of selection. The following job groups and goals were analyzed:
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Short-Term (July 2018 – June 2019):
Supervisors (Black) – there were four requisitions for four open positions in this job group with a
total of 53 candidates and 5 hires. Of these, 9 candidates were black (17%), and none of these were
selected for hire. Of the 9 candidates: 3 applied late in the process and the position was filled before
they were considered; 3 did not provide the required DMV printout with their application; one did
not show up for the test; and two interviewed but were not selected. For the two who were
interviewed, interview notes were reviewed, and the panels selected two internal candidates who
had more current, relevant experience than the two who were not selected.
Clerical Support (Black) – this is considered a small job group with only 13 incumbents. On
average there is only one to two job openings per year in this job group, in which case, it can be
challenging to meet the short-term goal (1 year) in this job group. The long-term goal (4 or more
years) is achievable, and we are focused on meeting this goal. There was one job opening in fiscal
year 18/19; there were 26 candidates and one hire. There were 5 candidates who are black (19%),
however, the one candidate who was selected was Hispanic and had more experience in the job
duties, and there were a total of 6 Hispanic candidates (23%). In review of the recruitment, we feel
the appropriate candidate was selected for the position.
Operators (Female, Asian, American Indian, Native Hawaiian or Other Pacific Islander) – this is
the largest job group with over 480 incumbents. We selected 72 females at a rate of 46%, though
female applicants make up 49% of the candidates. In looking at our hiring process, the physical
agility test resulted in a higher number of female candidates failing. This test is done pre-hire to
ensure candidates can perform the required physical functions of the job using one of our buses.
We had the physical therapist come and re-assess our buses and the physical requirements of the
job to ensure his testing is up to date with our current fleet of buses. The change in the test has
resulted in a higher number of candidates (both male and female) passing the test. This was done
in the second part of the fiscal year. In January 2020, we suspended the use of the physical
agility test for candidates. We will continue to evaluate the other steps in the process to ensure
any selection discrepancies are addressed. For American Indians, no candidates were selected in
this job group, however, there were only 3 American Indian applicants out of 896. We had only
two Native Hawaiian and Other Pacific Islander (NHOPI) candidates, and both were selected.
For American Indians and NHOPIs, we need to increase the number of applicants. We will post
Coach Operator jobs on the Native American Job Board nativeamericanjobs.com. We will
continue to network and search for an effective job board for NHOPI candidates. We selected 4
Asian candidates and were close to meeting the placement goal. Several candidates did not pass
one of the written tests in the process. We eliminated the test in January 2019 and will monitor
for improvement in selection of Asian candidates.
Long-Term Goals (July 2015 – June 2019)
Supervisors (Black) – there were seven requisitions in this job group with a total of 210 candidates
and 12 hires. Of these, 63 (30%) were black and two black candidates were hired. We evaluated
the steps in the hiring process. 11% of black candidates were screened out as not meeting minimum
qualifications; we are looking at all supervisor job descriptions to see if the minimum
qualifications are appropriate and necessary for the position. We are also re-training HR staff in
screening applications for minimum qualifications. Positions in this job group are commonly filled
by promotions of internal staff. Five of the seven open positions were for supervisory positions in
the Operations department in which the Operator job group is a feeder. Black Operators make up
48% of the total number of Operators, however, only 30% of those who applied for supervisor
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positions were black. This indicates we should increase outreach to black candidates to increase
the number of applicants. In fiscal year 19/20, we have added courses for employees to build
supervisory skills which may give them skills to be promoted as supervisors. We will ensure
selection for participation in training is fair and equitable.
Clerical Support (Black) – there were eight requisitions in this job group with a total of 225
candidates and 8 hires. Of these, 30 (13%) were black and none of these were hired. We evaluated
the steps in the hiring process and found that 20% of black candidates were rejected for not
providing the required typing certificate along with their application. This was higher than for any
of the other ethnic groups. The number of black applicants also appears to be low for this group.
We are looking at job requirements including typing speed and the typing certificate requirement
to ensure it is still relevant for the jobs. One of the eight jobs requires candidates to be bilingual in
English and Spanish and two others list it as desirable – it is possible that these requirements may
deter some who are not bilingual from applying. A large percentage of our customers are Spanishspeaking only and some customer service jobs require employees to be bilingual for this reason.
Operators (Female, Asian, American Indian, Native Hawaiian or Other Pacific Islander) – In this
job group, there were 2881 applicants; of those, 1474 (51%) were female. 147 (48%) females were
hired falling short of the goal of 54.75%. The numbers show that we need to increase the number
of female applicants and look at our hiring practices to determine why females are hired at a lower
rate. As with the short-term goals, the physical agility test resulted in a higher number of female
candidates failing. In Spring of 2019,we had the physical therapist who performs the test come onsite and re-evaluate the physical requirements of the job on our newer fleet of buses; he is now
using the revised requirements to test applicants and the pass rate has improved for both females
and males. In the next quarter, we will have a contractor come on-site and conduct a deeper job
analysis of the essential functions of the job. We also, in the past year, eliminated one of the two
written tests which had a slightly higher number of females who failed the test. This has improved
the number of applicants who pass the testing phase.
For Asians, American Indians, and Native Hawaiians or Other Pacific Islanders (NHOPI), a high
percentage of those who apply are hired, however, there is a need to increase the number of
applicants in order to meet EEO goals. We will continue to partner with minority job boards for
outreach to these groups and look for more effective sources for applicants. Another observation
is that the number of candidates who failed the written test were higher for Asians, American
Indians and NHOPIs than for other ethnic groups. In 2019, we eliminated one of the written tests
that had a high fail rate and will continue to monitor the pass/fail rate for the written test.

Good Faith Efforts
In addition to posting all of our jobs to our Agency website, we also post jobs to the EDD Cal Jobs
Website and the Minorities & Success website. We send all of our job notifications to a distribution
list of cities, counties, transit agencies, EDD offices, colleges, and hiring centers (see Exhibit 22).
This is our good faith effort to reach as many qualified candidates as possible. Some of these
locations have a high number of potential minority and/or female applicants (ex: UCR has an
85.4% minority student population; Cal State San Bernardino has a 61% female student
population.) In addition to these locations, we use targeted recruiting sources for female and
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minority candidates (See the list on Page 20). Annually, we monitor the effectiveness of these
sources; we make changes as necessary to discontinue ineffective sources and seek new sources
to attract qualified female and minority applicants. The criteria used to determine the effectiveness
of a recruitment source is the number of candidates and the number of hires from the source. (See
Exhibit 27 for data.)
Analysis of Previous Three Years Hiring Metrics Data (Exhibit 27)
The most effective sources for attracting applicants are: Omnitrans.org; employee referral;
Omnitrans job alert emails; walk-in; Omnitrans bulletin board; Indeed.com; governmentjobs.com;
EDD.
The most effective sources that have led to actual hires in the past EEO Plan year are:
Omnitrans.org; employee referral; job alert emails; Omnitrans bulletin boards; walk in.
The most effective sources for meeting specific EEO goals are: Omnitrans.org (106); employee
referrals (49); Omnitrans bulletin board (47); job alert emails (43). The Omnitrans bulletin board
is the most effective source for promotions—this is an effective source for promoting into the
Professional and Supervisor job groups. Our workforce is very diverse, which should lead to
reaching minority and female candidates for various job groups. For Coach Operator candidates,
the top sources for candidates are Omnitrans.org, job alert emails, employee referrals, and walk
ins. To apply for an open position, applicants can walk into the HR department and complete an
online application, or they can go to our website and apply electronically.
Trends over the past three years (Exhibit 27)
Omnitrans.org continues to be our primary source for applicants. Once on the site, applicants can
submit a request to receive email notifications for any new open positions (job alerts). Job alert
emails are a major source for applicants. Employee referrals continue to be another major source
for applicants. In 2019, we changed applicant tracking system; the new system automatically posts
our positions to governmentjobs.com which has become our primary external job board. Although
our list of locations we send job posting flyers to do not individually generate many applicants,
taken collectively, they have brought many applicants over the past three years; we will continue
to send flyers to these locations (Exhibit 22). Some of the sources that focus on recruitment for
females, minorities, veterans, and individuals with disabilities have not brought many applicants.
In the new plan year, we will search for more effective sources that may refer female and minority
applicants as well as veterans and individuals with disabilities.
Omnitrans documents all of its outreach and recruitment efforts and maintains these documents,
including written assessments of the effectiveness of these efforts, for three years, in accordance
with 41 CFR 60-741.44(f)(4).
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SECTION IX
ACTION-ORIENTED PROGRAMS
41 CFR §60-2.17(c)

By Job Group and Organizational Unit:
Omnitrans has identified those Job Groups in which the incumbency of minorities and/or women
is less than that which would reasonably be expected based on their availabilities. Responsive
goals, equal to availability, have been set. The methodology for this computation and the
identification of Job Groups with goals is set out in Section XI of this EEO Plan.
We have identified some differences in the participation of females in the Operators and Clerical
Support (Union) job groups. We have identified some differences in participation of minorities in
the Supervisors job group. We have identified some differences in participation of Black in the
Supervisors job group. We have identified differences in participation of Hispanics and American
Indians in the Operators job group. We will carefully monitor openings, recruitments and
selections for openings in these job groups in this EEO Plan Year. Further, we will require that
openings in these job groups be posted Agency wide as well as externally.
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Personnel Activity
Applicant Flow, Hires, Promotions, Terminations and
Other Personnel Transactions:
Omnitrans has identified the following recruiting sources that might refer qualified female and
minority applicants:
Women’s Job List (www.womensjoblist.com)
Women’s Transportation Seminar (Inland Empire Chapter)
Tribal Employment Newsletter (www.nativejobs.com)
Conference of Minority Transportation Officials (www.comto.org)
Minorities & Success (www.mspg.org)
Hispanic-jobs.com
Omnitrans will continue to mail listings of our openings to the organizations, schools, other transit
agencies, and cities listed in Exhibit 22.
These actions are not directed toward any barriers to equal employment opportunity in our existing
recruiting practices but, rather, are additional good faith efforts intended to favorably impact goal
accomplishment.
In this EEO Plan Year we will closely monitor applicant flow by Job Group and compare it with
our estimate of availability. It is our objective to determine if applicant flow is significantly less
than expectations with respect to estimates of availability and, if so, to make a good faith effort to
increase applicant flow. We will also re-evaluate our methodology for estimating availability to
ensure that it is as likely as possible to result in reasonably accurate estimates.
Omnitrans has a website in which all employment opportunities are posted. Applicants can apply
for jobs online and at our facility at a computer workstation. Although it is our policy to accept
applications only when we have vacancies, we allow visitors to our website to sign up for a job
alert which notifies them by email any time a new position opens and is posted to our website.
For the Supervisor job group, many placements come from internal candidates. We have
implemented an employee development program to help internal candidates develop skills needed
to promote into supervisory and management positions. The program has led to several promotions
for program participants since 2018.
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Personnel Procedures:
Our recruiters will continue to provide hiring managers the applications of qualified applicants.
Positions are filled by the Human Resources Department in conjunction with the hiring
department. To ensure greater consistency among departments, and to ensure that all similarly
qualified applicants receive the same treatment in the selection process, if there are both minimally
qualified applicants and those possessing the preferred qualifications, our recruiters will record
this second screening and refer to the selecting official only and all of those applicants possessing
the preferred qualifications.
We will make every effort to interview at least five applicants for each opening, provided there are
five qualified candidates. These responses are not directed toward any identified impediment to
equal employment opportunity or to any disparities based on race, sex, or ethnicity. Rather, we
hope the greater attention to qualifications which can be given by the selecting official will enhance
review of all competitively qualified women and minorities. Insisting on at least a minimum
number of interviews is also intended to permit qualified women and minorities an opportunity to
present themselves in person.
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SECTION X

INTERNAL AUDITING AND REPORTING SYSTEM
41 CFR §60-2.17(d)

Suzanne Pfeiffer, Director of Human Resources is responsible for the design and implementation
of the auditing and reporting system. She audits personnel activity on at least a quarterly basis in
order to measure the effectiveness of the Equal Employment Opportunity Program. The following
actions are key to the auditing and reporting system:
(1) Monitoring of all personnel activity, including referrals, placements, transfers,
promotions, terminations, and compensation, at all levels to ensure the
nondiscriminatory policy is carried out.
(2) Requiring internal reporting on a scheduled basis as to the degree to which equal
opportunity and organizational objectives are attained.
(3) Reviewing report results with all levels of management; and
(4) Advising top management of program effectiveness and submitting
recommendations to improve unsatisfactory performance.
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SECTION XI
METHODOLOGY FOR EEO NUMERICAL ANALYSIS AND
ESTABLISHMENT OF GOALS
41 CFR. §§60-2.11 through 2.16
Omnitrans herein describes the methodology employed with respect to all analysis and actions
required by 41 CFR §§60-2.11, -2.12, -2.13, -2.14, -2.15 and -2.16. In addition, we have annotated
the EEO Plan herein as required by 41 CFR §60-2.1(d).

Organizational Profile (See Exhibit 9)
Omnitrans has elected to prepare a Workforce Analysis in accordance with 41 CFR §60-2.11 (c).
Specifically, the Analysis lists each job title as it appears in payroll records ranked from lowest to
highest paid, by department, including departmental supervision. For each job title the total
number of incumbents by gender and minority subgroup is given. This Workforce Analysis
includes 713 incumbents employed as of March 1, 2020.
“Lines of Progression”
There are no formal "Lines of Progression” for positions in this EEO Plan. To the extent that there
is a usual "promotional sequence,” it is considered in establishing feeder Job Groups or feeder
titles in the Availability Analysis.

Job Group Analysis (See Exhibit 11)
In accordance with 41 CFR §60-2.12 (b), Omnitrans has combined all job titles into Job Groups
(see Exhibit 10), grouping them by similarity of wages, content and opportunity. There are 713
employees in this analysis and there are nine Job Groups.
We are aware that contractors have both the right and the obligation to design Job Groups in
accordance with these flexible regulatory criteria. We are also aware that size of incumbency is
an appropriate factor to consider in design of Job Groups, since Job Groups should be sufficient in
size to permit meaningful analysis of utilization.
We carefully considered several different means of grouping job titles. We took into account usual
career paths so as to set up meaningful feeder Job Groups. We strove for the greatest practicable
similarity in content and wages, tempered by resulting size of incumbency. In some cases the Job
Group is smaller than would be preferred but to combine those jobs with any others would depart
from “similarity” more than we considered reasonable; as a consequence of this careful analysis,
the Job Groups in this EEO Plan are faithful to both the regulatory design criteria and to common
sense.
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As required, the Job Group Analysis includes a list of the job titles that comprise each Job Group.
In addition, the Job Group Analysis voluntarily displays the pay grade and the number of total,
female, and minority employees in each job title in the Job Group.
Following is a list of the Job Groups for this EEO Plan:
Job Group 01A – Sr. Management
Job Group 01B – Management
Job Group 01C – Supervisors
Job Group 020 – Professionals
Job Group 05A – Clerical Support
Job Group 05B – Clerical Support (Union)
Job Group 07A – Skilled Maintenance
Job Group 07B – Operators
Job Group 080 – Service Workers
Availability Analysis (See Exhibit 12)
Consistent with regulatory requirements, Omnitrans has separately determined the availability of
minorities and women for each Job Group. [41 CFR §60-2.14(b)]
Omnitrans has considered two factors for minorities and two factors for women: the percentage of
minorities or women with requisite skills in the reasonable recruitment areas and the percentage
of minorities or women among those promotable, transferable and trainable at this location in this
EEO Plan Year. [41 CFR §60-2.14(c)]
Omnitrans has used the most current and discrete statistical information available to derive external
availability data. In an effort to estimate availability as accurately as possible, Omnitrans has
purchased 2010 census data (the most current available) for occupational classifications for its
reasonable recruiting areas. In determining “requisite skills,” Omnitrans identified those
Standard Occupational Classifications (SOCs) reported in the Census that were most
representative of the skills required for the positions being analyzed. [41 CFR §60-2.14(d)]
The following are reasonable recruiting areas for all Job Groups included in this EEO Plan Year
[41 CFR §60-2.14(e)]:
Riverside-San Bernardino-Ontario, CA Metro
This reasonable recruitment area has not been drawn in such a way to effectively exclude
minorities or women. For example, standardized census areas such as a Metropolitan Statistical
Area are quite broadly drawn and are inclusive of minorities in what might be an unlikely
commuting distance, particularly for lower paying jobs. Nevertheless, we have used such census
areas so as not to exclude potentially recruitable minorities and women from our availability
estimate. In each case the reasonable recruiting area was drawn based on the actual experience of
Omnitrans in attracting applicants. [41 CFR §60-2.14(e)]
Omnitrans is committed to a policy of upward mobility for all employees in accordance with
company need and employee interest. Internal availability is a significant source of workers for
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various Job Groups. (NOTE: While, of course, promotions can and do occur within any Job Group,
the estimated frequency of movement into the Job Group determined the value weight for Internal
Availability in our computations.) Naturally, at any given time the population of a “feeder” job
group might include those individuals newly hired/promoted or otherwise not necessarily
“promotable” for every vacancy. However, for purposes of EEO Plan availability estimates only,
all individuals in the feeder job groups were counted as “promotable, transferable and trainable”
as discussed above. [41 CFR §60-2.14(f)]
For each Job Group, we considered which factor or factors represented a genuine source of
available workers for the Job Group during the EEO Plan year, and with what frequency the
factor(s) could be expected to represent availability, that is, how often we expect to fill vacancies
externally or from within. The feeder Job Group titles that were used are identified in Exhibit 12.
We then weighted each factor in accordance with these judgments and computed our final estimate
of availability using any factor(s) having a weight other than “zero” (i.e., considered, but
determined to be not relevant so not computed).
Census data, which serve as a proxy for “requisite skills,” were “weighted” in accordance with the
significance of each to the Job Group based on the number of positions in the Job Group requiring
such skills. [41 CFR §60-2.14(g)]

Comparing Incumbency to Availability (See Exhibit 14)
Comparing incumbency to availability, pursuant to 41 CFR §60-2.15(b), Omnitrans is required to
establish a Goal in any Job Group having fewer women or minorities than might reasonably be
expected given their availability. An appropriate measure of “reasonably expected” is statistical
probability: that is, if the difference between availability and actual participation is statistically
significant, the current incumbency is not “reasonably expected.”
We have determined statistical probability using standard deviation analysis and have set a goal
wherever the difference between availability and incumbency was 2.0 standard deviations or more.
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Placement Goals by Job Group and Timetables (See Exhibit 15)
In the March 1, 2020 EEO Plan for Omnitrans, there is one Job Group in which a placement goal
for women exists. There are three Job Groups where there is a placement goal for minorities.
These placement goals are established and good faith efforts will be made to accomplish them, all
in accordance with 41 CFR §60-2.16.
Long Term Placement Goals:
Omnitrans’ long-term placement goals are to correct the areas of underutilization indicated below
within the four-year plan period:
Job Group 1C – Supervisors:
Job Group 1C – Supervisors:
Job Group 5B – Clerical Support (Union):
Job Group 7B – Operators:
Job Group 7B – Operators:
Job Group 7B – Operators:

75.08%;
30.72%;
72.94%;
54.75%;
37.02%;
2.19%;

6 Minorities
5 Black
7 Females
38 Females
26 Hispanics
10 American Indians

Short-Term Placement Goals:
Omnitrans’ short-term placement goals are to take immediate actions in order to achieve long-term
goals and are set for a period of one year.
Omnitrans sets short-term goals by communicating with each department regarding anticipated
staffing changes, pending retirements or other turnover, and anticipated new positions or positions
being eliminated. In 2020, the agency will reduce service by about 11 percent, resulting in the
elimination of several vacant positions. Coach Operators will be reduced by about 45 FTE. We
will still hire for this position, but only to keep up with attrition for at least the next year. In the
prior plan year, we hired many Coach Operators to keep up with service needs. With the anticipated
reduction in the number of hires in each job group, it may take longer to meet long-term goals due
to a lack of recruitment opportunities.
Progress toward goals is tracked monthly and is communicated with recruiters and the Sr.
Leadership Team. This monthly report shows current vacancies for job groups with hiring goals
(See Exhibit 29).
Our goal for every Job Group, whether there is a placement goal or not, is to continue to make
good-faith efforts to ensure that our employment policies and practices are, in fact, nondiscriminatory.
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Section XII
Exhibits List
1. ATU Local 1704 Pay Schedule
2. Teamsters Local 166 Pay Schedule
3. Personnel Policy 402 – Salary Ranges MC Classifications
4. Personnel Policy 403 – Salary Administration
5. Personnel Policy 404 – Advancement, Promotion, Salary Adjustment
6. Personnel Policy 201 – Personnel Requisition and Recruitment
7. Personnel Policy 202 – Employment/Eligibility List
8. Personnel Policy 210 – Appointment to Open Positions
9. Work Force Analysis (Organizational Profile)
10. Job Groups, EEO Codes, Census Titles
11. Job Group Analysis
12. Availability Analysis
13. Factor Components/ Factor Availabilities
14. Incumbency vs. Availability
15. Annual Placement Goals
16. Equal Employment Opportunity Policy Statements
17. Purchase Order Information
18. Personnel Policy 221 – Equal Employment Opportunity
19. Board Resolution—Affirmative Action and EOE
20. Agency Job Flyer
21. Minority Publication Advertising
22. Mailing List for Job Postings
23. Omnitrans Blog Articles
24. Omniviews Articles
25. Video for Coach Operator Career Opportunities
26. Interview Panel Brochure
27. Recruitment/ Application Source Analysis
28. Training Slides
29. Monthly EEO Goals Update
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Exhibit 1

MEMORANDUM OF UNDERSTANDING
for the

COACH OPERATORS UNIT
between

OMNITRANS

and the

AMALGAMATED TRANSIT UNION
LOCAL 1704

003600_mou book.indd 1

Effective April 1, 2016 through March 31, 2019
Page 29
3/17/17 11:15 AM

Exhibit 1
Article 59
PROBATIONARY PERIOD
Upon their commencement as a trainee, Coach Operators will serve a
probationary period of 940 hours actually worked as an at will employee.
Article 60
WAGES
For Employees Hired Before 12/07/2016:
Progression Rates:
Step A: rate will be paid upon certification as a Coach Operator classification by
the Training Department.
Step B: rate will be paid upon completion of 1,040 hours actively worked as
defined in Article 27 in Step A
Step C: rate will be paid upon completion of 1,040 hours actively worked as
defined in Article 27 in Step B.
Steps D,E,F: will be paid upon completion of 2,080 hours actively worked as
defined in Article 27 in each respective movement from one step to the other.
STUDENT COACH OPERATOR RATE OF PAY
All student Coach Operators will be paid at the training rate of 75% of current Step
A rounded to the nearest quarter dollar per hour for all hours worked.

Year 1 *
(+9.5%)
Year 2
(+2.75%)
Year 3
(+2.75%)

C
A
B
D
E
F
$17.88 $18.97 $20.10 $21.32 $22.58 $23.96
$18.37 $19.49 $20.65 $21.91 $23.20 $24.62
$18.88 $20.02 $21.22 $22.51 $23.84 $25.30

* Year 1 reflects wage of 2.5% plus PERS Sharing of 7% for a total of 9.5%

003600_mou book.indd 73

67
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Exhibit 21

Drive into your future!
Omnitrans is the public transit
agency serving the San Bernardino
Valley. Our buses transport over
11 million passengers each year
throughout our 480 square-mile
service area.
Learn about Coach Operator and
other career opportunities at:
WWW.OMNITRANS.ORG

1700 W. 5th Street, San Bernardino, CA 92411
Omnitrans is committed to providing equal employment opportunities for all based on individual
qualications and without regard to race, color, religion, gender, age, national origin, citizenship, mental
or physical disabilities, sexual orientation, veteran status or any other similarly protected status.
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OMNITRANS

THE SELECTION INTERVIEW PANEL
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OMNITRANS SELECTION INTERVIEW PANEL GUIDELINES
Welcome and thank you for participating in the interview portion of our selection process. Selecting the wrong
candidate presents significant and unwelcome costs to employers so a well organized interview process is of
vital importance to our selection procedures. These notes provide some tips on getting the most out of your
interviews and helping us to select the best of our candidates.
Objectives of the Selection Interview
As well as the need for the candidate to find out about the job and the organization, it is important for the
employer to find out about the candidate. It is also a public relations exercise. Interviewers are representing
Omnitrans, and the candidate will see the way they act as indicative of the way the organization operates.
Bearing this in mind, it is important that every candidate should feel that they have had a fair hearing during
their interview.
Introducing the Interview
A short clear introduction helps put candidates at ease by letting them know what to expect. Provide a short
rough agenda for the interview. State how long the interview is going to last. Explain that you will be taking
notes.
Taking Notes
Do not take notes secretively. Be open about it. Tell the candidate you will be taking notes, but do not do it in
such a way that the candidate can see what is being written. Take the minimum amount of notes and confine
them to memory triggers and facts. Do not let it interfere with or interrupt the flow of conversation. Be careful
about timing. Highly personal or adverse information should be noted when the conversation has moved to
another point.
Preparation

Ensure that you know what information you want from the candidate and give a good impression by being
familiar with the applicant’s details.
Rapport
Candidates will give much more information about them, be less defensive, and generally more open the more
relaxed and comfortable they feel. Interviewers, therefore, should try and provide a supportive and friendly
environment, which also gives them the information that they want. There are a number of ways in which an
interviewer can strike up a rapport and these include listening, providing verbal cues, and providing non-verbal
cues.
Listening
Interviewers should always concentrate on what the candidate is saying. There is a lot of information which will
be provided by the candidate. The interviewer has to be able to recall it, use it, relate it to the person’s
qualifications, check it for inconsistencies, etc. In order to issue follow-up questions, the interviewer must
obviously have paid attention not just to what is being said, but also the way in which it is being said.
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Questioning
One of the objectives of the interview is to obtain information about the candidate. Therefore, you should aim to
have the candidate talking approximately 70% to 80% of the time. It is important that the interviews stay
consistent and structured. A list of questions has been provided to the oral board and must be asked
of all candidates. However, we realize that not all candidates have similar backgrounds and experiences,
follow-up questions specific to their answers may arise during the interview. The law requires that job interview
questions be limited to those that are specifically job-related. Absolutely no questions can be asked regarding
a person’s ethnicity, religion or political affiliations, marital status, sex, sexual orientation, age, veteran status,
or disability. You should avoid any impromptu questions which may be construed by the candidate as being
unrelated to the job. These include such topics as success or failure in previous examinations, court
convictions or arrest records, medical judgments, spouse’s occupation, transportation, child care
arrangements, hobbies, or special interests. In summary, it is recommended that you avoid any potential
liability by asking the pre-determined questions.
Ending the interview
Once the panel has completed their questions, an opportunity must be given to the candidate to ask questions
about the job and the organization. When this is over, the interview should be formally ended. There are a
number of points that should be borne in mind when ending the interview.
1. Ask if there is anything else that they would like to talk about which they may not have had the opportunity
to mention earlier on.
2. Thank them for their time, showing interest in the position and Omnitrans.
3. Show them out of the room.
Making Decisions/Scoring
The interview is an information gathering exercise and the decision should only be taken once all the
information has been collected together and evaluated. Between interviews, allow time to write up brief notes
including evidence of the varying criteria as shown on the person’s application. Final notes are best completed
soon after the interview, while the information is still fresh in your mind. If a candidate receives a very high
score or a very low failing score a specific comment on why from the evaluator is required.

OMNITRANS IS AN
EQUAL OPPORTUNITY EMPLOYER
We encourage all persons to file applications with us as we do not discriminate on the basis of race,
color, religion, age, sex, national origin, veteran status, or disability.
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SECTION I
INSPECTION OF THIS EEOP
41 §CFR 60-741.41
41 §CFR 60-300.41
The full Equal Employment Opportunity Program for disabled workers and protected
veterans shall be available for inspection by any applicant or employee upon request. The
location and hours during which the EEOP can be obtained are posted where such
information is available to both applicants and employees. (See Exhibit 1).
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SECTION II
PERSONS COVERED BY THIS EQUAL EMPLOYMENT OPPORTUNITY
PROGRAM
41 CFR §60-741.2
41 CFR §60-300.2
An individual is considered a “protected veteran” if they belong to one of the
following classifications:
A “disabled veteran” is one of the following: a veteran of the U.S. Military, ground,
naval or air service who is entitled to compensation (or who but for the receipt of
military retired pay would be entitled to compensation) under laws administered by the
Secretary of Veterans Affairs; or show citation box or a person who was discharged or
released from active duty because of a service-connected disability.
A “recently separated veteran”: means any veteran during the three-year period
beginning on the date of such veteran’s discharge or release from active duty in the
U.S. military, ground, naval, or air service.
An “active duty wartime or campaign badge veteran”: means a veteran who
served on active duty in the U.S. military, ground, naval or air service during a war,
or in a campaign or expedition for which a campaign badge has been authorized
under the laws administered by the Department of Defense.
An “Armed forces or service medal veteran”: means a veteran who, while serving
on active duty in the U.S. military, ground, naval or air service, participated in a
United States military operation for which an Armed Forces service medal was
awarded pursuant to Executive Order 12985.
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Individual with a disability means any person who:
▪

Has a physical or mental impairment which substantially limits one or more of such
person’s major life activities;

▪

Has a record of such impairment; or

▪

Is regarded as having such an impairment.

Qualified individual with a disability means:
▪

An individual with a disability who satisfies the requisite skill, experience,
education, and other job-related requirements of the employment position such
individual holds or desires, and who, with or without reasonable accommodation,
can perform the essential functions of such position, EXCEPT,

▪

The terms individual with a disability and qualified individual with a disability
do not include individuals currently engaging in the illegal use of drugs, when the
employer acts on the basis of such use. These terms also do not include an
individual who is an alcoholic whose current use of alcohol prevents such
individual from performing the essential functions of the employment position such
individual holds or desires or whose employment, by reason of such current alcohol
abuse, would constitute a direct threat to property or to the health or safety of the
individual or others.

Substantially limits means:
▪

Unable to perform a major life activity that the average person in the general
population can perform; or

▪

Significantly restricted as to the condition, manner, or duration under which an
individual can perform a particular major life activity as compared to the condition,
manner, or duration under which the average person in the general population can
perform that same major life activity.

▪

With respect to the major life activity of working, “substantially limits” means
significantly restricted in the ability to perform either a class of jobs or a broad
range of jobs in various classes as compared to the average person having
comparable training, skills, and abilities. The inability to perform a single,
particular job does not constitute a substantial limitation in the major life activity
of working.
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Major life activities include, but are not limited to:
Functions such as caring for oneself, performing manual tasks, walking, seeing,
hearing, speaking, eating, sleeping, standing, sitting, reaching, lifting, bending,
breathing, learning, reading, concentrating, thinking, communicating, interacting with
others and working.
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SECTION III
POLICY STATEMENT
41 CFR §60-741.44(a)
41 CFR §60-300.44(a)

It is the policy of Omnitrans to seek and employ qualified personnel at all locations and
facilities, and to provide equal employment opportunities for all applicants and employees
in recruiting, hiring, placement, training, compensation and benefits, promotion, transfer,
and termination. To achieve this, Omnitrans will take affirmative action to employ and
advance in employment qualified individuals with disabilities and protected veterans and
will administer all personnel actions without regard to disability and base all such decisions
on valid job requirements.
Omnitrans will ensure that applicants and employees with disabilities are informed of the
contents of its policy statement. Employees and applicants shall not be subject to unlawful
harassment.
Attached as Exhibit 2, is Omnitrans’ policy statement signed by the CEO/General
Manager.
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SECTION IV
INTERNAL DISSEMINATION OF POLICY
41 CFR §60-741.44(g)
41 CFR §60-300.44(g)
Omnitrans will disseminate this Equal Employment Opportunity Policy internally in the
following ways:
1. Omnitrans’ policy manual contains its EEO Policy, which covers individuals with
disabilities and protected veterans. (See Exhibit 6).
2. Omnitrans’ EEO Policy Statement is posted in all offices and on all employee bulletin
boards. (See Exhibit 1).
3. Omnitrans periodically informs all employees of its commitment to engage in
affirmative action to increase employment opportunities for qualified individuals with
disabilities and protected veterans. This may include scheduling meetings with
management employees or all employees to discuss the policy and to explain individual
responsibilities.
4. Omnitrans’ Policy and the existence of the Equal Employment Opportunity Program
are discussed in new employee orientation meetings.
5. The Equal Employment Opportunity Program for Disabled Workers and Protected
Veterans is available for inspection upon request by any employee or applicant during
normal business hours in the Human Resources Department.
6. Management and other employees engaged in employment, placement, and transfer or
promotion processes receive additional training on applicable opportunity laws for
individuals with disabilities and protected veterans. Our EEOP is covered in depth with
employees who work in Human Resources.
7. When employees are featured in the employee newsletter Omniviews and the company
blog, veterans and individuals with disabilities are included (see Exhibit 11).
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SECTION V
EXTERNAL DISSEMINATION OF POLICY,
OUTREACH AND POSITIVE RECRUITMENT
41 CFR §60-741.44(f)
41 CFR §60-300.44(f)

1. Omnitrans enlists the assistance and support of recruiting sources that are capable of
referring qualified individuals with disabilities and protected veterans for employment
opportunities with Omnitrans.
Specifically, Omnitrans has sent a copy of its policy to local EDD offices.
2. As required by these regulations, Omnitrans lists all employment opportunities and
those opportunities that we expect to fill from within our own organization, with the
state employment office where the position is located.
3. When we have vacancies for which we expect to recruit externally, we notify the
sources listed in item 1. We request that they refer applicants in accordance with our
standard procedures.
4. Job advertisements and other recruiting communications carry the tag line, Equal
Opportunity Employer including Protected Veterans and Individuals with Disabilities
(See Exhibit 4)
5. Omnitrans participates in veterans job fairs each year (see Exhibit 9).
6. Advertisements in The Veteran Journal publication. (See Exhibit 10).
7. Posting open positions to disabledperson.com. (See Exhibit 12).
8. Omnitrans reviews our outreach and recruitment efforts on an annual basis to evaluate
the effectiveness in identifying and recruiting protected veterans and individuals with
disabilities.
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SECTION VI
RESPONSIBILITY FOR IMPLEMENTATION
41 CFR §60-741.44 (i)
41 CFR §60- 300.44(i)

A. Responsibility of EEO Officer and Designee:
Suzanne Pfeiffer, Director of Human Resources, has overall responsibility for the
implementation and evaluation of the Agency Equal Employment Opportunity
(EEO) Program. The Director of Human Resources reports directly to the
CEO/General Manager and has the authority and resources to ensure effective
implementation. The Director of Human Resources is also accountable for
compliance with all equal employment opportunity laws and policies, and all
company policies and practices with respect to recruitment, non-discriminatory
selection, record-keeping, and reporting on compliance activities.
The Director of Human Resources serves as the Agency’s Equal Employment Opportunity
(EEO) Officer, and shall:
1. Develop policy statements, EEO programs, and internal and external
communication techniques, including discussions with managers, supervisors, and
employees to ensure that Omnitrans’ policy is being followed.
2. Identify problem areas in the implementation of the EEO Program in conjunction
with line management and develop solutions.
3. Design and implement audit and reporting systems.
4. Serve as liaison between the Omnitrans and enforcement agencies.
5. Serve as liaison between Omnitrans and organizations by and for disabled workers,
and all veterans covered by this EEO Plan.
6. Keep management informed of the latest developments in the equal employment
opportunity area.
7. Arrange for career counseling as requested by known disabled workers and veterans
covered by this EEO Plan.
8. Advise supervisors that their work performance, including the prevention of
harassment of employees placed through EEO efforts, is being evaluated on the
basis of their EEO efforts, as well as on the basis of other criteria.
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SECTION VII
TRAINING OF PERSONNEL INVOLVED IN SELECTION
41 CFR §60-741.44(j)
41 CFR §60-300.44(j)

All personnel involved in the recruitment, screening, selection, promotion, disciplinary,
and related processes shall be trained to ensure that the commitments in Omnitrans’ EEO
Plan are carried out.
Training has been conducted at Management and Senior Leadership Meetings to inform
Management and Confidential employees of our EEO Plan objectives and goals,
commitment to be an Equal Opportunity Employer (EOE), why the plan is critical to our
organization, underutilization and placement goals, management roles and responsibilities,
and where and when to view the EEO Plan document.
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SECTION VIII
REVIEW OF PERSONNEL PROCESSES
PROPER CONSIDERATION OF QUALIFICATIONS
41 CFR §60-741.44 (b)
41 CFR §60-300.44 (b)

1. Omnitrans reviews its employment procedures at least annually to ensure careful,
thorough, and systematic consideration of the job qualifications of applicants and
employees for job vacancies filled either by hiring or promotion and for all training
opportunities, including applicants and employees known to have a disability and
protected veterans.
2. In order to ensure that there has been proper consideration of the qualifications of
covered applicants and employees, Omnitrans will file such application in a file for
each specific vacancy (whether new hire, promotion, transfer, etc.) for which the person
applied. These files shall be easily retrievable for review by the Department of Labor
and for the contractor’s own review in carrying out compliance activities.
3. Omnitrans will, in each case where a protected veteran or disabled person is rejected
for employment, promotion, or training, make and retain a record sufficient to describe
the reasons for the non-selection and the name of the person who was selected. If an
accommodation was considered, the record will also reflect this information.
4. Omnitrans will make and retain a record of all accommodations undertaken which
make it possible to place a protected veteran or disabled individual in a job.
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SECTION IX
REVIEW OF PHYSICAL AND MENTAL QUALIFICATIONS
41 CFR §60-741.44(c)
41 CFR §60-300.44(c)

1. Omnitrans has reviewed all of its jobs for physical and mental qualifications. None
have requirements that tend to screen out qualified disabled individuals unless they are
job-related and consistent with business necessity and safety.

2. In the same way, Omnitrans will review physical and mental qualifications of any job
whenever the position description for that job is revised.

3. Omnitrans administers physical examinations only post-offer/pre-employment.
4. Information obtained about any applicant’s or employee’s medical condition or history
shall be collected and maintained on separate forms and in separate medical files.
These files will be treated as confidential except:
(i)

Supervisors and managers may be informed regarding necessary restrictions on
the work or duties of the applicant or employee and necessary accommodations;

(ii)

First aid and safety personnel may be informed, when appropriate, if the
disability might require emergency treatment; and

(iii)

Government officials engaged in enforcing the laws administered by OFCCP
or enforcing the Americans with Disabilities Act shall be provided relevant
information on request.

Information obtained regarding the medical history or condition of any applicant or
employee shall not be used for any purpose inconsistent with the law.
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SECTION X
REASONABLE ACCOMMODATIONS
41 CFR §60-741.44(d)
41 CFR §60-300.44(d)

1. Omnitrans will make reasonable accommodations to the known physical and mental
limitations of an otherwise qualified individual unless it can demonstrate that the
accommodation would impose an undue hardship on the operation of its business.
2. If an employee with a known disability is having significant difficulty performing his
or her job, and it is reasonable to conclude that the performance problem may be related
to the known disability, such employee’s supervisor will confidentially notify the
employee of the performance problem and inquire whether the problem is related to the
employee’s disability. If the employee responds affirmatively, the contractor shall
confidentially inquire whether the employee is in need of a reasonable accommodation.
This does not mean that poor performance will be tolerated; a reasonable
accommodation is that which will permit the employee to perform the job in accordance
with those standards established by the supervisor for all employees in the same or
similar position.
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SECTION XI
HARASSMENT PREVENTION
41 CFR §60-741.44(e)
41 CFR §60-300.44(e)

1. Omnitrans prohibits harassment of its employees on account of their status as disabled
or protected veteran within the meaning of these regulations. Any employee who
believes himself or herself to have been harassed in violation of this policy is urged to
bring this to the attention of the supervisor or the Director of Human Resources or the
CEO/General Manager immediately. (See Exhibit 7)
2. Any supervisor who witnesses such harassment or is otherwise informed of a violation
of this policy is directed to bring this to the immediate attention of the Director of
Human Resources. Failure of a supervisor with such knowledge to promptly advise
responsible Omnitrans officials is grounds for discipline up to and including discharge.
3. The investigation of any such complaint shall be carried out promptly and shall involve
only those persons with a need to know.
4. Any employee guilty of harassment of another employee in violation of this policy is
subject to discipline up to and including discharge, depending on the severity of the
offense.
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SECTION XII
MANDATORY JOB LISTING
41 CFR §60-300.84

1. Listing of employment openings with the employment service system shall be made
concurrently with the use of any other external recruitment source or effort.
2. Jobs will be listed with the local state employment office in the area where the job is
located.
3. Omnitrans will treat referrals from the state employment service in the same way that
it treats referrals from other sources. That is, such referrals may or may not be
interviewed in the same way that Omnitrans determines to interview applicants who
are referred by other means.
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SECTION XIII
AUDIT AND REPORTING SYSTEM
41 CFR §§60-741.44(h) and -741.80
41 CFR §§60-300.44(h) and -300.80

1. Omnitrans has designed and implemented an audit and reporting system that:
(i)

measures the effectiveness of our program;

(ii)

indicates any need for remedial action;

(iii)

assists us in determining the degree to which our objectives have been obtained;

(iv)

assists us in determining whether individuals covered by this EEO Program
have had the opportunity to participate in all Omnitrans-sponsored educational,
training, recreational, and social activities; and

(v)

measures our compliance with specific obligations.

These are the responsibility of the EEO Officer.
2. Where problems are identified, Omnitrans will undertake the necessary action to bring
the program into compliance.
3. Omnitrans retains all records relating to employment decisions, such as advertisements
and postings, applications and résumés, interview notes, tests and test results, requests
for accommodation, etc. for a period of 3 years from the date the record was made or
the date of the selection decision, whichever occurs first.
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SECTION XIV
DATA COLLECTION AND ANALYSIS
41 CFR §60-741.44(k)
41 CFR §60-300.44(k)
Omnitrans collects the following data to analyze applicants and hires:
1. The number of applicants who self-identified as protected veterans pursuant to §60300.42(a), or who are otherwise known as protected veterans and The number of
applicants who self-identified as individuals with disabilities pursuant to §60741.42(a), or who are otherwise known to be individuals with disabilities;
2. The total number of job openings and total number of jobs filled;
3. The total number of applicants for all jobs;
4. The number of applicants with disabilities and protected veteran applicants hired;
and
5. The total number of applicants hired.
Omnitrans collects employee data pertaining to veterans and individuals with disabilities
in order to assess the effectiveness of the company’s outreach and recruitment efforts.
Omnitrans invites applicants and employees to voluntarily inform the company whether
they believe they are protected veterans and/or individuals with disabilities in compliance
with VEVRAA and Section 503 requirements.
Individuals with Disabilities
Number of applicants who self-identify as
individuals with disabilities before an offer
of employment is made
Total number of job openings
Total number of jobs filled
Total number of applicants for all jobs
Number of applicants with disabilities hired
Total number of applicants hired

7/1/15 – 3/1/20
219

492
492
5,178
12
492
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Protected Veterans
Number of applicants who self-identify as
protected veterans before an offer of
employment is made
Total number of job openings
Total number of jobs filled
Total number of applicants for all jobs
Number of protected veterans hired
Total number of applicants hired

7/1/15 – 3/1/20
216

492
492
5,178
16
492

Page 173

SECTION XV
UTILIZATION GOALS AND BENCHMARKS FOR HIRING
41 CFR §60-741.45
41 CFR §60-300.45
Individuals with Disabilities: The OFCCP has established a utilization goal of 7 percent
for employment of qualified individuals with disabilities for each job group in the
contractor's workforce. The job groups used for utilization analysis are the same as those
used for analysis under Executive Order 11246 and are:
Job Group 01A – Sr. Management
Job Group 01B – Management
Job Group 01C – Supervisors
Job Group 020 – Professionals
Job Group 05A – Clerical Support
Job Group 05B – Clerical Support (Union)
Job Group 07A – Skilled Maintenance
Job Group 07B – Operators
Job Group 080 – Service Workers
Prior to establishment of the 2020 - 2024 EEO Plan for persons with disabilities and
protected veterans, Omnitrans re-issued to all employees the Voluntary Self-Identification
of Disability Form CC-305 to all employees. Not all employees chose to complete and
submit the survey. All applicants are given the chance to self-identify as protected veterans
and/or individuals with disabilities when they apply.
Utilization Analysis – from the voluntary self-id surveys, we identified the representation
of individuals with disabilities in each job group:
Job
Group

Total # of
Employees per
Job Group

01A
01B
01C
020
05A
05B
07A
07B
080
Facility
Total

9
16
32
42
16
28
70
479
21
713

# Employees who
are individuals with
disabilities per Job
Group
0
0
3
4
1
2
3
9
0
22

Utilization rate of
individuals with
disabilities per
Job Group
0%
0%
9.38%
9.52%
6.25%
7.14%
4.29%
1.88%
0%
3.09%

Underutilized?
(Y/N)

N
N
N
N
N
N
N
Y
N
Y
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Our goal for every job group is to continue to take affirmative action to ensure that our
employment policies and practices are, in fact, non-discriminatory. Omnitrans will increase
outreach to individuals with disabilities to attain the established goal of 7 percent for each
job group.
Protected Veterans: Omnitrans has established a hiring benchmark equaling the national
percentage of veterans in the civilian labor force, which is published and updated annually
on the OFCCP Web site. For Omnitrans current EEO Plan year, March 1, 2020 – February
29, 2024, the hiring benchmark is 5.9 percent.
As of March 1, 2020, 6.59 percent of Omnitrans workforce consists of protected veterans.
From July 1, 2015 through February 29, 2020, Omnitrans hiring rate for protected veterans
was 3.25 percent. Omnitrans will continue outreach to protected veterans and will continue
to monitor the effectiveness of our EEO Plan on an ongoing basis.
Utilization Analysis – from the voluntary self-id surveys, we identified the representation
of protected veterans in each job group:
Job
Group

Total # of
Employees per
Job Group

01A
01B
01C
020
05A
05B
07A
07B
080
Facility
Total

9
16
32
42
16
28
70
479
21
713

# Employees who
are protected
veterans per Job
Group
1
3
5
6
0
0
8
24
0
47

Utilization rate of
protected
veterans per Job
Group
11.11%
18.75%
15.63%
14.29%
0%
0%
11.43%
5.01%
0%
6.59%

Underutilized?
(Y/N)

N
N
N
N
N
N
N
N
N
N
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SECTION XVI
OTHER MATTERS
As required by applicable regulations, Omnitrans:
1. Will include the equal opportunity clause in each of our covered contracts and purchase
orders, either in totality or by incorporation by reference. 41 CFR §60-741.5, 41 CFR
§60-300.5
2. Will post in conspicuous places, available to applicants and employees, notices in the
form prescribed by the Department of Labor which state Omnitrans’ obligation under
the law to refrain from discrimination and to engage in affirmative action with respect
to individuals with disabilities and protected veterans. 41 CFR §60-741.5, 41 CFR
§60-300.5.
3. Will not, when employing or promoting protected veterans, reduce the amount of
compensation offered because of any disability income, pension or other benefit the
applicant or employee receives from another source. 41 CFR §60-741.21(i), 41 CFR
§60-300.21 (i)
4. Will not deny a qualified individual with a disability equal access to insurance or
subject such individual to different terms or conditions of insurance based on disability
alone, if the disability does not pose increased risks. 41 CFR §60-741.25, 41 CFR §60300.25
5. Will notify each applicant and employee of the availability of this Affirmation Action
Program for inspection and the hours and location where it can be examined.
6. Will notify each labor union or representative of workers with which it has a collective
bargaining agreement or other contractual understanding that Omnitrans is bound by
the terms of the Rehabilitation Act and the Vietnam Era Veterans Readjustment
Assistance Act. 41 CFR §60-741.5, 41 CFR §60-300.5

Page 176

SECTION XVII EXHIBITS
1. EEO Policy Statement/Notice of Right of Inspection
2. EEO Policy Statement Concerning Non-Harassment
3. Purchase Order Terms and Conditions
4. Sample Job Announcement
5. Notice of Non-Discrimination on the Basis of Disability
6. Policy 221 – Equal Employment Opportunity
7. Policy 704 – Harassment Prevention
8. Policy 225 – Americans With Disabilities Act (ADA) of 1990
9. Veteran Job Fair Information
10. The Veteran Journal and National Veterans Review Publications
11. Omnitrans blog articles
12. Disabled Person job posting
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Exhibit 11

THANK YOU

FOR YOUR SERVICE
VETERANS DAY 2019
Omnitrans salutes all veterans who have served in the United States Armed Forces, including
53 members of the Omnitrans family. Your experience brings invaluable leadership skills and
knowledge, which are a contributing asset to the success of our agency!
Rick Alvarez
Khemara Ang
Jose Arias-Menjivar
Joe Armenta
Keith Armstrong
Effie Bolden Lee
Mike Bonacio
Robin Bose
Allan Bowman
Anthony Brown
Byron Brown
Jon Bryant
Jami Cisneros
William Collins

Edward Cooney
Thomas Dahlin
Nicole Declouette
Leonard Diaz
Steven Durant
Dennis Elton
Javier Galvez
Terrence Gipson
P. Scott Graham
Lance Groenert
Jacob Harms
Jerry Henry
Daniel Hernandez

Manuel Herrera
Roy Hoskinson
Amauri Isby
Joseph Krolik
Keith Lembach
Ralph Ligon
Elliot Lipsey
George Lizama
Daniel Luna
John Martinez
Carlos Medrano
Joseph Mercurio
Terry Morocco

Oscar Nunez
John Parham
Michael Plunkett Jr.
Derman Redman
Joseph Sozankski
Hosia Stokes
Wallace Tatum
Forrest Tucker
Art Villagran
Donald Walker
Paul Wichmann
Arthur Yanez
Martin Yedwalsky
Matthew Young
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