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MEMORANDUM

To:
North Carolina Central University Employees

From:
Andria Knight, Associate EEO/AA Officer

Re:
Invitation to Self-Identify for Individuals with Disabilities, Special Disabled Veterans, Veterans of the Vietnam Era, Other Protected Veterans, and Newly Separated Veterans

1. North Carolina Central University is a government contractor subject to Section 503 of the Rehabilitation Act of 1973, as amended, the Vietnam Era Veterans Readjustment Assistance Act of 1974, as amended, and the Veterans Employment Opportunities Act of 1998, which require government contractors to take affirmative action to employ and advance in employment qualified individuals with disabilities, special disabled veterans, veterans of the Vietnam era, other covered veterans and newly separated veterans.

The law defines terms used in this Invitation as follows: “Qualified individual with a disability”/“qualified veteran” 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 a reasonable accommodation, can perform the essential functions of such position.

The term “veteran of the Vietnam era” refers to a person who served on active duty for a period of more than 180 days, and was discharged or released with other than a dishonorable discharge, if any part of such active duty occurred in the Republic of Vietnam between February 28, 1961 and May 7, 1975 or between August 5, 1964 and May 7, 1975, in all other cases. The term also refers to a person discharged or released from active duty for a service-connected disability if any part of such active duty was performed in the Republic of Vietnam between February 28, 1961 and May 7, 1975, or between August 5, 1964 and May 7, 1975, in all other cases.

The term “special disabled veteran” refers to a veteran 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 Department of Veterans Affairs for a disability rated at 30 percent or more, or rated at 10 or 20 percent in the case of a veteran who has been determined by the Department of Veterans Affairs to have a serious employment handicap. The term also refers to a person who was discharged or released from active duty because of a service-connected disability.

The term “other protected veteran” means veterans of wars, campaigns, and expeditions for which a campaign badge is authorized.

The term “newly separated veteran” means any veteran who served on active duty in the US Military, ground, naval or air service during the one-year period beginning on the date of such veteran’s discharge or release from active duty.

2. North Carolina Central University posts its policies concerning non-discrimination and affirmative action for qualified individuals with disabilities on employee bulletin boards and communicates this policy to applicants and employees.  We have a written Affirmative Action Plan for Disabled Workers and for Special Disabled Veterans, Veterans of the Vietnam Era, Other Covered Veterans, and Newly Separated Veterans and it is available for inspection upon request during normal business hours in the EEO/AA Office.

In addition, the AA Plan promises we have reviewed our personnel processes to ensure careful consideration is given to the qualifications of individuals with known disabilities for all job vacancies for which they apply as well as for training.  The AA Plan provides for regular review of the physical and mental requirements of our jobs to ensure that they are job related and consistent with business necessity.  In addition, we will make reasonable accommodations to the known physical and mental limitations of an otherwise qualified individual with a disability unless the accommodation imposes an undue hardship on the conduct of our business.

3. Submission of information on a disability is voluntary and refusal to provide it will not subject you to any adverse treatment.  Such information is kept confidential, except as specifically provided for by law, and the information will be used only in ways that are not inconsistent with Section 503 of the Rehabilitation Act.

4. If you are a qualified individual with a disability, a special disabled veteran, a veteran of the Vietnam Era, an other protected veteran, or a newly separated veteran and would like to be considered under the Affirmative Action Program, please complete the enclosed document and return it as soon as possible to the EEO/AA Office, Room 111, William Jones Building.  You may inform us of your desire to benefit under the program at this time and/or any time in the future.  It would assist us if you would share: (i) any special methods, skills, and procedures that qualify you for positions you might not otherwise be able to perform due to your disability so that you may be properly assessed for any similar positions for which you apply; and (ii) any accommodations we could implement to enable you to perform the job properly and safely.  This includes special equipment, changes in the physical layout of the job, elimination of nonessential job functions, or other accommodations.

cc:
Charlie Nelms, Chancellor


Enclosure
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North Carolina Central University

INVITATION TO SELF-IDENTIFY
The following information is requested solely for the purpose of complying with the provisions of federal law and its implementing regulations.  Disclosure of the information is voluntary and will be kept confidential.  Neither disclosure nor refusal to provide the information will subject you to any adverse treatment.

	Name:
	
	Dept/Office:
	

	
	
	
	
	
	
	

	Title:
	
	Social Security Number (LAST 4 Digits Only):
	
	
	
	


	Date of Birth:
	
	Sex:
	    (  Female    (  Male


	Race:  
	( Black
	( White
	( Hispanic
	( American Indian
	( Asian
	(  Unknown


Disability Information: A “disabling condition” is any impairment that substantially limits one or more major life activities.  A “disabled person” is one who has such impairment.  The intent of obtaining this information is to benefit all individuals with disabilities. Please use the boxes below to indicate any disability that you wish to report.
	(
None/Prefer not to report
	(
Respiratory Impairment

	(
Blind or severely visually impaired
	(
Nervous system/Neurological disorder

	(
Deaf or severely hearing impaired
	(
Mentally disturbed

	(
Loss or limited use of arms and/or hands
	(
Mental retardation

	(
Non-ambulatory (must use wheelchair)
	(
Learning disability

	(
Other orthopedic impairment  (including amputation, arthritis, back
injury, cerebral palsy, spina bifida, etc.)
	(
Other (specify) ___________________________


Accommodation(s) Requested for Persons with Disabilities and Special Disabled Veterans

The following accommodations should be made by the University to enable me to perform my job correctly and safely.  I understand that disclosure of this information is voluntary and will be kept confidential.  Neither disclosure nor refusal to provide the information will subject me to adverse treatment.

	

	

	


Veteran Status: 

	(  Yes 

(  No
	Are you a veteran?

Veteran means an individual who served in the Armed Forces of the United States on active duty for reasons other than training and who was discharged under honorable conditions.

	(  Yes

(  No
	Did you serve during a period of war?

A period of war includes World War I (April 16, 1917-November 11, 1918), World War II (December 7, 1941-April 28, 1952), the Korean Conflict (June 27, 1950-January 31, 1955) or the period of time between January 31, 1955 and the end of hostilities in Vietnam (May 7, 1975).

	(  Yes

(  No
	Are you a Vietnam Era Veteran?

Veteran of the Vietnam Era means an individual who served more than 180 days of active military service, any part of which was during February 28, 1961-May 7, 1975.

	(  Yes

(  No
	Are you a Special Disabled veteran? 

Special disabled veteran means a) a veteran who is entitled to compensation under law administered by the Veterans’ Administration for a disability (i) rated at 30% or more, or (ii) rated at 10%-20% in the case of a veteran determined to have a serious employment handicap; or b) an individual discharged from active duty due to a service-connected disability.

	(  Yes

(  No
	Are you an Other Protected Veteran?

Other Protected Veteran refers to veterans who served on active duty during a war, campaign, or expedition for which a campaign badge was authorized and a badge or medal was received.  A list of eligible campaigns and/or expeditions is provided on the attached page.  If you check yes, please indicate the campaign you participated in and the medal awarded you on the following page.

	(  Yes

(  No
	Are you a newly separated Veteran?

Newly separated Veteran means any veteran who served on active duty in the US Military, ground, naval or air service during the one-year period beginning on the date of such veteran’s discharge or release from active duty.


Signature

Date

CAMPAIGNS AND/OR EXPEDITIONS                         DATES
             PARTICIPATING ORGANIZATIONS
	Campaign/Service Medals
	Start
	End
	Army
	Navy
	Air Force
	Marine
	Coast
Guard

	(  American Defense Service
	09-08-39
	12-07-41
	●
	●
	
	●
	●

	(  Army Occupation of Austria
	05-09-45
	07-27-55
	●
	
	●
	
	

	(  Army Occupation of Berlin
	05-09-45
	10-02-90
	●
	●
	●
	●
	●

	(  Army Occupation of Germany
	05-09-45
	05-05-55
	●
	●
	●
	
	●

	(  Army Occupation of Japan
	09-03-45
	04-27-52
	●
	●
	●
	●
	●

	(  China Service
	07-07-37
	09-07-39
	
	●
	
	●
	

	(  China Service (Extended)
	09-02-45
	04-01-57
	
	●
	
	
	

	(  Korean Service
	06-27-50
	07-27-54
	●
	●
	●
	●
	●

	(  Navy Occupation of Trieste
	05-09-45
	10-25-54
	
	●
	
	●
	●

	(  Navy Occupation of Austria
	05-08-45
	10-25-55
	
	●
	
	
	

	(  Navy Occupation of Berlin
	05-08-45
	10-02-90
	
	●
	
	
	

	(  Navy Units of the Sixth Fleet
	05-09-45
	10-25-55
	
	●
	
	
	

	(  SW Asia Service Medal (Desert Shield-Storm)
	08-02-90
	11-02-95
	●
	●
	●
	●
	●

	(  Vietnam Service Medal (VSM)
	07-04-65
	03-28-73
	●
	●
	●
	●
	●

	Armed Forces Expeditionary Medals (AFEM)
	
	
	
	
	
	
	

	(  Berlin
	08-14-61
	06-01-63
	●
	●
	●
	●
	●

	(  Bosnia and Herzegovina (Joint Endeavor)
	11-20-95
	12-20-96
	●
	●
	●
	●
	●

	(  Bosnia and Herzegovina (Joint Guard)
	12-20-96
	Present
	●
	●
	●
	●
	●


	(  Cambodia
	03-29-73
	08-15-73
	●
	●
	●
	●
	●

	(  Cambodia Evacuation (Eagle Pull)
	04-11-75
	04-13-75
	●
	●
	●
	●
	●

	(  Congo
	07-14-60
	09-01-62
	●
	●
	●
	●
	●

	(  Congo
	11-23-64
	11-27-64
	●
	●
	●
	●
	●

	(  Cuba
	10-24-62
	06-01-63
	●
	●
	●
	●
	●

	(  Dominican Republic
	04-28-65
	09-21-66
	●
	●
	●
	●
	●

	(  El Salvador
	01-01-81
	02-01-92
	●
	●
	●
	●
	●

	(  Grenada (Urgent Fury)
	10-23-83
	11-21-83
	●
	●
	●
	●
	●

	(  Haiti (Uphold Democracy)
	09-16-94
	03-31-95
	●
	●
	●
	●
	●

	(  Iraq (Northern Watch)
	01-01-97
	Present
	●
	●
	●
	●
	●

	(  Korea
	01-01-66
	06-30-74
	●
	●
	●
	●
	●

	(  Laos
	04-19-61
	10-07-62
	●
	●
	●
	●
	●

	(  Lebanon
	07-01-58
	11-01-58
	●
	●
	●
	●
	●

	(  Lebanon
	06-01-83
	12-01-87
	●
	●
	●
	●
	●

	(  Libyan Area (Eldorado Canyon)
	04-12-86
	04-17-86
	●
	●
	●
	●
	●

	(  Mayaquez Operation
	05-15-75
	05-15-75
	●
	●
	●
	●
	●

	(  Panama (Just Cause)
	12-20-89
	01-31-90
	●
	●
	●
	●
	●

	(  Persian Gulf (Earnest Will)
	07-24-87
	08-01-90
	●
	●
	●
	●
	●

	(  Persian Gulf
	08-02-90
	01-02-92
	●
	●
	●
	●
	●

	(  Persian Gulf (Southern Watch)
	12-01-95
	Present
	●
	●
	●
	●
	●

	(  Persian Gulf (Vigilant Sentinel)
	12-01-95
	02-15-97
	●
	●
	●
	●
	●

	(  Persian Gulf Interception Operation
	12-01-95
	Present
	●
	●
	●
	●
	●

	(  Quemoy and Matsu Islands
	08-23-58
	06-01-63
	●
	●
	●
	●
	●

	(  Somalia (Restore Hope)
	12-05-92
	03-31-95
	●
	●
	●
	●
	●

	(  Taiwan Straits
	08-23-58
	01-01-59
	●
	●
	●
	●
	●

	(  Thailand
	05-16-62
	08-10-62
	●
	●
	●
	●
	●

	(  Vietnam and Thailand
	07-01-58
	07-03-65
	●
	●
	●
	●
	●

	(  Vietnam Evacuation
	04-29-75
	04-30-75
	●
	●
	●
	●
	●

	Navy and Marine Corps Expeditionary Medals
	
	
	
	
	
	
	

	(  Cuba
	01-31-61
	10-23-62
	
	●
	
	●
	

	(  Indian Ocean-Iran
	11-21-79
	10-20-81
	
	●
	
	●
	

	(  Iranian-Yemen-Indian Ocean
	12-08-78
	06-06-79
	
	●
	
	●
	

	(  Lebanon
	08-20-82
	05-31-83
	
	●
	
	●
	

	(  Liberia (Sharp Edge)
	08-05-90
	02-21-91
	
	●
	
	●
	

	(  Libyan Area
	01-20-86
	06-27-86
	
	●
	
	●
	

	(  Panama
	04-01-80
	12-19-86
	
	●
	
	●
	

	(  Panama
	02-01-90
	06-13-90
	
	●
	
	●
	

	(  Persian Gulf
	02-01-87
	07-23-87
	
	●
	
	●
	

	(  Rwanda (Distant Runner)
	04-07-94
	04-18-94
	
	●
	
	●
	

	(  Thailand
	05-16-62
	08-10-62
	
	●
	
	●
	


NORTH CAROLINA CENTRAL UNIVERSITY

EEO/AA TRAINING CERTIFICATION
I certify that I received a copy of North Carolina Central University’s:

(
Equal Employment Opportunity Policy and Affirmative Action Policy

· Equal Employment Opportunity Statement of Commitment

· EEO/AA Organization and Mission

· Employee Orientation Presentation

(
Sexual Harassment Prevention Policy

· Unlawful Workplace Harassment Policy and Prevention Plan
· Grievance Procedure and Appeals Policy for Unlawful Workplace Harassment

· Improper Relationships Between Students and Employees Policy
· Anti-Nepotism Policy

· Forms: Invitation to Self-Identify; EEO/AA Training Certification; Certification of Receipt and Understanding Concerning Improper Relationships Between Students and Employees; Employment Survey:
Further, I understand that:

1. Discrimination and/or harassment on the basis of race, color, national origin, creed, religion, sex, age, disability or political affiliation is illegal and that employees engaging in such conduct will be subject to severe disciplinary actions.

2. An employee who engages in conduct that constitutes unlawful workplace harassment including sexual harassment will be subject to severe disciplinary actions.

3. Amorous or sexual relations between employees of NC Central University and the students that they supervise, or students who are minors, is illegal and employees engaging in such conduct will be subject to severe disciplinary actions.

(
I have been trained on procedures for filing complaints in each of the areas listed above.

Please Print Your Name
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Please Sign Your Name

Department

Date

(              )



Work Telephone Number
North Carolina Central University

CERTIFICATION OF RECEIPT AND UNDERSTANDING OF

“GUIDELINES FOR HANDLING MATTERS RELATED TO THE
 BOARD OF GOVERNORS’ POLICY CONCERNING
 IMPROPER RELATIONSHIPS BETWEEN
 STUDENTS AND EMPLOYEES”

I, ____________________________________________________, hereby acknowledge receipt of a copy of North Carolina Central University’s GUIDELINES FOR HANDLING MATTERS RELATED TO THE BOARD OF GOVERNORS’ POLICY CONCERNING IMPROPER RELATIONSHIPS BETWEEN STUDENTS AND EMPLOYEES.  I will read and familiarize myself with the contents of the policy and I understand my responsibility for adhering to these guidelines.   

Further, I understand that North Carolina Central University prohibits amorous relationships between students and employees in two types of situations:  (1) when the employee is responsible for evaluating or supervising the affected student; and (2) when the student is a minor, as defined by North Carolina law.  In accordance with policy restrictions, I may not supervise or evaluate students to whom I am related by blood, law or marriage.  

[image: image4.emf]   
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It is my understanding that I will be subject to disciplinary action for unacceptable personal conduct if I violate THE BOARD OF GOVERNORS’ POLICY CONCERNING IMPROPER RELATIONSHIPS BETWEEN STUDENTS AND EMPLOYEES POLICY.
[image: image5.emf]   

 

N

N

O

O

R

R

T

T

H

H

 

 

C

C

A

A

R

R

O

O

L

L

I

I

N

N

A

A

 

 

C

C

E

E

N

N

T

T

R

R

A

A

L

L

 

 

U

U

N

N

I

I

V

V

E

E

R

R

S

S

I

I

T

T

Y

Y

 

 Affirmative Action 

E

E

E

E

 

 

 

O

O

 

 


North Carolina Central University

EMPLOYMENT SURVEY

Name 


Dept./Office: 


Title: 


Pursuant to Executive Order 11246, North Carolina Central University is required to collect the following information for the purpose of designing recruitment strategies and analyzing applicant pool availability.

My residence at the time I accepted my first position at NCCU was:

Check only one box:

 FORMCHECKBOX 

1.
Durham County, North Carolina

 FORMCHECKBOX 

2.
Wake County, North Carolina

 FORMCHECKBOX 

3.
Orange County, North Carolina

 FORMCHECKBOX 

4.
A county in North Carolina not listed in Nos. 1, 2, or 3 above


Please specify County:  


 FORMCHECKBOX 

5.
A state other than North Carolina


Please specify State: 


 FORMCHECKBOX 

6.
A foreign country


Please specify Country/Nation: 


Please submit this completed form during orientation or within thirty (30) days of your receipt to:
North Carolina Central University

Equal Employment Opportunity and Affirmative Action Office

111 William Jones Building

1801 Fayetteville Street

Durham, NC 27707
�
�
(Please Print Your Name)�
�
(Signature)�
�
(Department)�
�
(Signature Date)�
�






�





�














�
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