BONNEVILLE POWER ADMINISTRATION

HUMAN RESOURCES

Portland, Oregon

PERSONNEL LETTER 713-1 (Rev.)
DATE: June 1, 1999

SUBJECT

Disability, Race/National Origin, and Sex Identification

I. PURPOSE

A. The purpose of this revision is to establish policies and procedures for obtaining applicant and new employee disability, race and national origin, and sex identification information. The data collected is for the purpose of planning and evaluating BPA’s recruitment efforts of persons with disabilities, minorities and women, and to help ensure that BPA’s personnel practices meet the requirement of Federal law and regulation.  This issuance replaces Personnel Letter 713-1, Minority Group Designation, dated 07/17/89. 



The DOE form 1600.7 replaces Standard Forms (SF) 256 and SF 181, which is accessible in electronic form.

II. PROCEDURE
A. Personnel Services (PS) will attach form 1600.7, Disability, Race and National Origin and Sex Identification (DRNOS), to all application package for vacancy announcements and recruitment bulletins that allows for consideration of candidates external to BPA.
B.  Submission of this information is voluntary, however, applicants and new employees will be encouraged to complete the form.  This information is used to plan and evaluate BPA’s recruitment of persons with disability, minorities, and women.  Failure to provide this information will not have a negative effect on the processing of the application.

C. When the list of candidates is referred to the selecting official, a copy of the certificate and the original DRNOS forms are sent to the EEO/Diversity Management Office (DMO) for statistical analysis on the applicant pool, for safekeeping and for destruction, once data is collected. 

D. The DMO will maintain completed copies of SF 1600.7 with other documents pertaining to the particular selection file until a selection is made.  When selections are made, the DMO will provide PS with the selectee’s DRNOS form to be entered into the HRMIS.  After the data has been included in the HRMIS, the PS staff member entering the data will shred the form.

E.    If an employee, at some future date, wishes to change his/her designation, PS will contact the DMO.  The DMO will counsel the employee about the purpose for collecting the data, the need for accuracy, and BPA’s recognition of the sensitivity of the data.  If after counseling the employee, the employee wants to change his/her designation, the changed designation is accepted.

Godfrey C. Beckett

Manager. Human Resources, Diversity and EEO
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