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Federal EEOC Report Overview

What is EEOC?

e EEOC is an acronym for Equal Employment Opportunity Commission.

e The government requires LEAs to report employee demographic information and activity
assignment classification in accordance with the U.S. Department of Education requirements.

e EEOC reporting is done biennially (every other year) and is usually due in November of the
applicable year.

e The EEOC reporting requirement applies to LEAs with 100 or more employees. The employee
count does not include temporary or substitute employees.

For further information about EEOC requirements, reference the EEO-5 Data Collection Instruction
Booklet.

Filing EEOC Reports

EEOC Reporting requires that LEAs file electronically using the EEO-5 Online Filing System (OFS).

In Payroll, generate the Personnel > Reports > Personnel Reports > HRS1200 - Federal EEOC Report
to create the EEOC File or file to be submitted electronically via the EEO-5 Online Filing System (OFS).

¢ |In the Office of School Number report parameter, type the 7-digit district ID number issued
by the EEOC when you registered for an account. This information is required.
e Complete the report parameters below the Office of School Number as applicable.
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https://eeocdata.org/pdfs/EEO-5%20Instruction%20Booklet.pdf
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[ Preview ] [ PDF l | CS | [ Clear Options l
Include R ts
Personnel Reports HRS1200 - Federal EEOC Report st !
HES1000 - Roster of Personnel -

HRS1050 - Employee Birthday List
HES1100 - Employee Verification Report

D Federal EEOC Report

E] Employee Detail Report
HRS1200 - Federal EEOC Report = 5 ; i S
HES1250 - Employee Data Listing Sort by Alpha (A), Pay Campus (C), Primary Campus (P) D Emplayee Exclusion Report
HRS1400 - Teacher Service Record Include Reports (Select From List) % . D EECQC Form 168A Report
HRS1450 - E — i

miployee Mailing Labels Create EEOC File
HRS1500

Employse Education Repart Pay Status Active (A), Inactive (I}, or blank for ALL :]

L 50 - New Hire Report
HRS1600 - Certificat

Report Pay Type 1-4, Exclude Subs (E), or blank for ALL :]
HRS1650 - Employee Salary Information T ; = 5 [ oK H Cancel
HRS1700 - Social Security Number Verification Select Frequencylies), or blank for ALL :] H

HRS1750 - Teacher Incentive Allotment Designation Report Sl nek oy Cirpiis{act o HIaRE Tod AL :]
Select Primary Campus(es), or blank for ALL :] H
Select Employeels), or blank for ALL :] H
Office of School Number ]
County Mame :]
Total Schools (###R8EH) :]
Mumber of Annexes (FH8#8%5H] :]
Enrollment (B###88EE) ]
Authority Withheld :]
Phone Mumber :]
Fax Mumber :]
Responsible Person Title :]
Respaonsible Person Name [ﬁ

Parameter Description Value

Prior to filing, it is highly recommended to generate the EEOC Reports and REVIEW the details to
prevent errors from being reported.

ASCENDER Fields

The following fields in ASCENDER impact EEOC Reporting:

ASCENDER Breadcrumb Notes

Field

Percent Day Employees with the percent day employed less than
Employed 100% will be included in the part-time count on the

Personnel > Maintenance EEOC report and electronic file.

> Employment Info It is recommended to generate a user-created report

to determine those employees with less than 100%
and verify the accuracy.

EEOC , The EEOC code represents the EEOC worker’s
Payroll > Maintenance > lassificati d will b q | ¢
Staff/job Pay Data > Job classi cathn and will be use to group employees. I
Info the EEOC field is left blank, the employee is not be
included in the EEOC report and electronic file.

Employment Info:
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https://help.ascendertx.com/test/business/lib/exe/detail.php/general/hrs1200.jpg?id=general%3Afederal_eeocreport
https://help.ascendertx.com/test/business/doku.php/personnel/maintenance/employmentinfo
https://help.ascendertx.com/test/business/doku.php/personnel/maintenance/employmentinfo
https://help.ascendertx.com/test/business/doku.php/payroll/maintenance/staffjobpaydata/jobinfo
https://help.ascendertx.com/test/business/doku.php/payroll/maintenance/staffjobpaydata/jobinfo
https://help.ascendertx.com/test/business/doku.php/payroll/maintenance/staffjobpaydata/jobinfo
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Employes: |

EMPLOYMENT INFO

Employee Status: [1 MAuctive professional V]

Employment Dates

Original Emp Date:

08-24-2000
* [os-01-2023

00-00-0000

Latest Re-Employ Date

Termination Date:

Employed

Employment Types

Employment Type:

[
[

Sub Type:

Highly Qualified:

O

Termination Reason:

Eligible for Re-hire:

Percent Day Employed:

o ] Year Round: E]
Extract I0: [SEF 10 MONTH EMPLOYEES W |
Highest Degree:

Job Info:

Save
Employes: [ ] [
PAY INFO 108 INFO DISTRIBUTIONS DEDUCTIONS LEAVE BALANCE
Delete  Selected Job Code Primary % Assigned Pay Type
=
i £ 1406 - sEC TEACHER - SPED IE EontECes B r e
() o] [X_R-l'\ _EXTRA DUTY ] H D Contracted employes
Rows: 1 of 2 dd
Contract Info
Pay Type: 1 Contracted employes W Pay Grade:  [Try Pay Step: Sched Max Days:

[

Daily Rate:

303.342
Pay Rate: T 35003 =
Reg Hr= Worked: O Elig: D

# of Days Empld: # Days Off:
Payoff Date:

Exempt Status:

# Annual Pymts:

Hrly Rate:

0.00)

Primary Campus: [go1 001 Schaol W

Dept:

Hrs Per Day: Incr Pay Step: D
0,000 ;

Total: ce.422.00 Balance: ti07108 # of Annual Pymis: Remaining Pymts: Concept:  Use midpoint table

# of Months in Contract State Min Days: [18? \alid basic days in contract v] Baze Annual:

Contract Total:
ontract Tota 56.422.00
Contract Total: T542200

OWVTM Rate:

Vacant Job:

O
B

[DE Scnd classrm teach V]

Ak cC -
OE-30-2024 Wikly Hrs Sched:

EEOC:

Helpful Information

If the EEOC Code field is selected for a job code on the Personnel > Tables > Job/Contract tab, then
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https://help.ascendertx.com/test/business/lib/exe/detail.php/general/employment_info_eeoc.jpg?id=general%3Afederal_eeocreport
https://help.ascendertx.com/test/business/lib/exe/detail.php/general/job_info_eeoc.jpg?id=general%3Afederal_eeocreport
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the EEOC field will be automatically populated when creating job records for new employees on the
Payroll > Maintenance > Staff/Job Pay Data > Job Info tab.

Keep in mind, the EEOC Code field should not be selected for temporary employment and substitute

job codes as those employees should not be included in EEOC Reporting.

JOBCODES  CONTRACTCLASS  CONTRACTTERM  CONTRACTYEAR  EXTRACT
P ] [ Print
Delste  Job Code Job Deseription EEOC Code

& [ oooo | [sUBSTITUTE TEACHER | 1 v
[ooo1 | [AT-wiLL sEconpary ELECTIV] | (08 Send classrm teach W]

& [ o020 | [HouRLy HoOLIDAY PAY | | [16 Service workers v
[ 0100 | [SUPERINTENDENT | | [010fficial admin. mgr ]

& [ 0101 | [INTERIM SUPERINTENDENT | | [01 Official, admin, mgr %]
[ 0113 | [AssisTANT SUPERINTEMDENT] | [01 Official admin. mgr ]

i [ o115 | [BusinEss MaNAGER ] | [o1Official, admin, mgr ]

[ 0116 | [cURRICULUM DIRECTCR

|

i
r—

=
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