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I. POLICY SUMMARY 
It is ANR policy not to engage in discrimination against or harassment of any person 
employed by or seeking employment with ANR on the basis of race, color, national 
origin, religion, sex, gender identity, pregnancy (which includes pregnancy, childbirth, 
and medical conditions related to pregnancy and childbirth), physical or mental 
disability, medical condition (cancer-related or genetic characteristics), genetic 
information (including family medical history), ancestry, marital membership, application 
for membership, performance of service, application for service, or obligation for service 
in the uniformed services (as defined by the Uniformed Services Employment and 
Reemployment Rights act of 1994). This policy is intended to be consistent with the 
provisions of applicable State and Federal laws and University policies (see Appendix 
601-I). 
Consistent with delegations of authority and responsibility, all employees engaged in 
personnel decision making and activities such as recruitment, hiring, promotion, 
separation, and employee development are responsible for ensuring that such activities 
are carried out in a nondiscriminatory manner, and that all employees are informed of,  
and given equal opportunity to benefit from, personnel programs and activities. It is the 
responsibility of all employees to conduct themselves in a manner that ensures a 
workplace free of discrimination or harassment, and that is conducive to the 
implementation of affirmative action policy and objectives. See Appendix I for the UC 
Nondiscrimination and Affirmative Action Policy Regarding Academic and Staff 
Employment (January 1, 2004). 

II. DEFINITIONS 
 

III. POLICY TEXT 
A. RECRUITMENT AND SELECTION 

1. Approval of Positions 
The justification for the creation or refilling of all ANR academic, staff, and 
management positions is to include the equal opportunity/affirmative action 
implications, as appropriate, of the program to be supported by the position. 

2. Affirmative Action Personnel Plan 
a. ANR maintains an Affirmative Action Personnel Plan (AAPP) designed to 

achieve equal opportunity for all, including minorities and women. The plan 
measures the representation of minorities and women in ANR's workforce, 
compares it to their representation in the appropriate availability pools, and 
identifies the job groups in which they are underrepresented. It establishes 
guidelines according to the estimated availability of women and minorities in 
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the potential workforce. The AAPP is revised annually and measures the 
progress made in achieving equal opportunity by analyzing current workforce 
demographics and comparing them to data from previous years. This 
information is used to help ensure a more inclusive employment outreach 
effort in an effort to increase the diversity of applicant pools. Individuals with 
disabilities and covered veterans  (special disabled veterans, Vietnam era 
veterans, and any other veterans who served on active duty during war or in a 
campaign or expedition for which a campaign badge has been authorized) 
are also intended beneficiaries of these inclusive employment outreach 
efforts. 

b. Employment outreach efforts and staff development programs serve as 
complementary and supplementary adjuncts to the regular recruitment 
process to correct the under-representation of women and minorities among 
ANR employees, especially academic employees. The combined efforts of 
improved recruitment policies and procedures and of special 
outreach/diversity programs have improved ANR workforce diversity and will 
continue to do so. 

3. Hiring Process 
a. All ANR academic, staff, and management career positions newly created or 

to be refilled following a vacancy are to be openly recruited, unless the 
Associate Vice President, or a Chancellor or another designated official, 
certifies that a waiver would be consistent with UC policy. Equal employment 
opportunity and nondiscrimination must be an integral aspect of recruitment 
outreach efforts rather than a supplemental consideration. 

b. Monitoring procedures are in place to ensure that underutilization is 
accurately identified prior to the development of any recruitment strategy. The 
DAA assigns an Affirmative Action Representative (usually the head of the 
search committee) to monitor the hiring process for each position to be 
recruited. The Affirmative Action Representative's role is to consult, advise, 
and participate in developing the Position Vacancy Announcement (PVA); in 
developing a recruitment strategy; in evaluating the applicant pool; in 
reviewing application documents; in interviewing candidates; and in all  the 
deliberations of the Search Committee. He or she also provides ongoing 
guidance and counsel to the line managers who are responsible for 
recruitment for the position, to the persons assigned to screen and interview 
applicants, and to the hiring authority. Finally, the Affirmative Action 
Representative is responsible for documenting the actions taken by the 
Search Committee. 

c. At three points in the hiring process, the DAA monitors to ensure that 
principles of non-discrimination and equal opportunity for all applicants are 
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observed. These three points are (1) when the recruitment plan (including 
proposed search committee members and a copy of the PVA) has been 
completed; (2) when the Search Committee has selected the candidates to be 
interviewed; and (3) when the Search Committee has selected the candidate 
or candidates to be recommended to the hiring authority. If the Search 
Committee or the hiring authority acts against any recommendation of the 
DAA, it must justify its actions in writing, and this justification must be kept as 
part of the permanent recruitment file. 

d. Because authority and responsibilities for equal employment opportunity on 
the campuses rest with the Chancellors, Deans, and other designated 
officials, the hiring process for all ANR academic and staff positions recruited 
by or through a Dean's office must follow the established procedures on that 
campus. 

IV. COMPLIANCE / RESPONSIBILITIES 
A. Performance Criteria, Evaluations, And Awards 

Affirmative action/equal opportunity responsibilities are to be fully  integrated into the 
Position Descriptions and evaluation criteria for all ANR employees. All personnel 
procedures, whether in hiring, merit and  promotion, or award actions, are to be 
carried out with explicit criteria of fairness and equal opportunity. This includes both 
campus and noncampus CE employees and Office of the Vice President employees 
who have academic, staff, or management appointments. 
1. Position Descriptions/Performance Evaluations 

Affirmative action/equal opportunity responsibilities are to be included in Position 
Descriptions and standards of accountability for all campus and non-campus CE 
and Office of the Vice President academic, staff, and management appointments. 
All Position Descriptions must specifically describe individual responsibilities, 
based on the attached "Affirmative Action Responsibilities of ANR Employees" 
(Appendix II). These responsibilities are to be used as criteria in the annual 
performance evaluation. 

2. Merit/Promotion Action 
a. All ANR employees are held accountable, as applicable, for their efforts to 

attain ANR affirmative action/outreach/diversity employment and 
programmatic goals of nondiscrimination and equal opportunity.  Affirmative 
action/outreach/diversity activities must be clearly addressed under each of 
the criteria cited in the Program Review (PR) prepared by the academic 
candidate for advancement. In a separate section, the candidate must 
prepare a detailed narrative of his or her affirmative action/outreach/ diversity 
efforts and accomplishments. Accompanying documentation for all 
programmatic efforts should include relevant baseline data from the beginning 
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of the time period covered, a summary of efforts and progress during the time 
period covered, and identification and samples of all reasonable efforts and/or 
compliance data. 

b. Campuses will take appropriate action to incorporate this provision for CE 
campus-based academic appointees into prevailing campus personnel 
procedures and practices. 

V. PROCEDURES 
A. Every ANR employee has the right to nondiscrimination and equal opportunity in the 

workplace. The formal appeal process for academic appointees is described in detail 
in Section 350 of the ANR Administrative Handbook. The formal complaint resolution 
process for staff employees is detailed in Section 70 of the UCOP Personnel 
Policies for Staff Members. 

B. An informal grievance process is available to all ANR employees through the Office 
of Affirmative Action/Equal Opportunity. The availability of the Office of Affirmative 
Action/Equal Opportunity gives ANR employees an opportunity to resolve conflicts 
informally at an early stage. Campus-based, non-ANR personnel follow the 
grievance procedures on their respective campuses. No person shall be subject to 
reprisal for using or participating in the informal or formal grievance process. 

C. Complaint Resolution Officer 
1. The DAA will generally serve as the Complaint Resolution Officer (CRO), as 

defined in Appendix III. If the complainant so requests, the DAA may appoint 
another person to serve as CRO. The CRO's function is to investigate complaints 
and attempt to resolve them at the earliest stage possible. 

2. The duties of the CRO may include the following: 
a. Inform the complainant of available options, including mediation and/or 

investigation. 
b. Attempt to mediate the complaint. Upon the request of either party, attempts 

at mediation may be made without filing a written complaint, or at any point 
after a complaint is filed. 

c. Inform the complainant of the remedies that are available through the pre-
grievance complaint resolution process and the formal grievance process. 
Example includes restoration of pay, benefits, or rights lost. Inform the 
complainant of the remedies that are not available. 

3. Sexual Harassment Complaints 
a. The DAA also serves as Title IX Compliance Coordinator. Title IX complaints 

include sexual harassment, as defined in Section 602, Appendix III. 
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b. If sexual harassment is the basis of the informal complaint, the CRO will issue 

a report that may provide a basis for management action. If the complainant 
is not satisfied that management action has resolved the complaint, or if no 
action has been taken, the complainant may wish to file a formal grievance. 

c. The deadline for filing a formal grievance involving sexual harassment is 180 
days. For all other grievances, the deadline  is 30 days. The deadline for filing 
a formal grievance may be extended, upon request, if the informal, pre-
grievance process was initiated within the deadline for filing a formal 
grievance, and if the request for extension was received within the deadline 
for filing a formal grievance. See Section 350 of the ANR Administrative 
Handbook for the formal appeals process for academic staff and UCOP’s 
Personnel Policies for Staff Members for staff personnel. 

4. 4-H Volunteer Complaint Procedures 
Complaint procedures for volunteers who have problems with 4-H policy, 
program, or personnel matters are described in the 4-H Youth Development 
Handbook for Program Staff. All matters and records relative to volunteer 
complaints will be treated as confidential. 
Discrimination complaints that are programmatic in nature are handled by the 
Office of Affirmative Action/Equal Opportunity in accordance with the procedures 
outlined in Section 604. http://danr.ucop.edu/admin-handbook/600/604.final.htm 

5. USDA 
All employees may send complaints that are alleged to result from discrimination 
on the basis of race, color, religion, national origin, sex, physical or mental 
disability or, within the limits imposed by law, of age directly to the USDA, 
addressed as follows: 

Director, Office of Civil Rights 
United States Department of Agriculture  
Washington, D.C., 20250 

VI. RELATED INFORMATION 
• UC Personnel Policies for Staff Members, Section 70, Complaint Resolution 

• UC ANR Administrative Handbook Section 350, Appeals 

• California 4-H Youth Development Policy Handbook 

• APPENDIX I 

• APPENDIX II 

• APPENDIX III 



	

	

ANR Administrative Handbook 
Section 602, Employment Policies 

and Procedures 
Page 7 of 7 

 

VII. FREQUENTLY ASKED QUESTIONS 
 

VIII. REVISION HISTORY 
November 2017: 
Format updated. 


