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_ FFIRMATIVE ACTION PLAN

Transmittal Form

Global Metropolitan Council
6/30/2003

EEO Code

EEO Job Categories/Groups

Protected Class Needs

Minority Female

Disability

1A

Officials/Administrators (Executives)

X

1B

Managers/Supervisors (Administration)

iC

Managgrs/Supérvisors (Technical)

1D

Managers/Supervisors (Transportation)

2A

Professionals (Administration)

2B

Professionals (Technical)

X X X X

3A

Technician/Para-Professional (Administration)

3B

Technician (Technical) -

> Ix |x Ix |x [x [x

4

Protective Service Worker

5A

Administrative Support (Secretarial)

5B

Administrative Support (Clerks)

6E

Skilled Craft (Electricians)

6F

Skilled Craft (Electro-Mechanical/Scada Signals/Comm)_

6l

Skilled Craft (Interceptor Serviceworker I1)

6M

Skilled Craft (Machinists)

> I I I I Ix Ix Ix Ix Ix Ix Ix {x |x

60

Skilled Craft (Operators)

6P

Skilled Craft (Pipefitters)

63

Skilled Craft (Boiler Maint & Stationary Engineers)

x

6X

Skilled Craft (Brickiayers & Painters)

8A

Service Maintenance (Asst Operators & Laborers)

8B

x
X X X X [

XX X X X X X [X |X |X X

Service Maintenance (Drivers & Instructors)

X - Need Exists

Wanda Kirkpatrick, Director, Office of Diversity & Equal Opportunity

..i0mas Weaver, Regional Administrator Date
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{ Organization |

METROPOLITAN COUNCIL

Chair—Peter Bell

General Counsel

- — —— — Nils G

Public Affairs A ] Metropolitan Council e s Grossman

Steve Dornfeld r‘ —‘} r
l | l |
l | S -
| | l

Government Affairs - — < ._J L —_ Internal Audit
Judd Schetnan i Vacant
- Regional Administrator
Tom Weaver
Human Resources Finance and Administration
Dick Brainerd Beth Widstrom-Anderson
Deputy
. Regional Administrator
Diversity
Wanda Kirkpatrick & Community Development
Caren Dewar
Planning and Housing and Metropolitan
Growth Management Livable Communities Environrflental Services Transportation Services
Ann Beckman (Acting) ' Elizabeth Ryan Bill Moore Nacho Diaz

Metro Transit
Michael Setzer

January 2004
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DESIGNATION OF RESPONSIBILITIES

7
1

' COUNCIL

Responsibilities: Set policy on affirmative action and equal opportunity.

" Duties:

1. Adopt equal opportunity, affirmative action and human resources policies that are

consistent with equal opportunity and affirmative action laws and regulations.

2 Adopt Affirmative Action Plan.

o ) | 3. Hold Regional Admmlstrator accountable for orgamzanonal achlevement of equal

_ ~0pportumty and afﬁnnatlve action goals.

4 Approve discrimination complamt settlements requiring board authonzatmn

Reports to: Governor.
cHAIR

Résponsxbllltles and Duties: Provide leadership to the Council in the discussion and
adoption of Council equal opportunity, affirmative action and human resources pohcles -
and Afﬁnnatlve Actlon Plan. :

"Reports to: Governor.

REGIONAL, ADMINISTRATOR

Responsibilities: Provide executlve leadershlp of the Council's diversity, equal

' opportlmlty and affirmative action. programs

Dutles:

" 1. Recommend and submit equal opportunity, affirmative action and human

resources policies, and an Affirmative Action Plan to the Metropolitan Council

© 2. Issue admlmstratlve procedures that 1mp1ement Council afﬁnnatlve action/equal

_opportunity p011c1es

3. Ensure that the Council’s work atmosphere and delivery of pﬁblic services are
free of discriminatory harassment and inappropriate behavior.
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9.

"Establlsh management/superv1sory accountablhty, assess manager performance '
for engaging in nondiscriminatory employment practlces and achieving
affirmative action objectives in their work units.

- Authorize hiring in accordance with affirmative action goals and equal

employment opportunity principles.

- Ensure organization-wide consistency of corrective action when discrimination

complaints are substantiated. Approve corrective action requiring Regional
Administrator authorization; obtain Council approval when board authonzatlon is
needed.

| ~ Review and decide appeals of complaint investigations relatmg to d1scr1mlnatory

reprisal.

Appomt the chair and members of the Dlversﬁy Comnnttee in consultation wrch

" the Executive Management Team

, Appoint Director, Equal _Oi)portuni_ty.

Reports to: Metropolitan Council.

COUNCIIL, i)IVISION DIRECTORS, GENERAL MANAGERS

' Responsnbllltles Direct and manage the d1v1310n/0peratmg unit in accordance with

- diversity, equal opportunity, and afﬁrmatlve action principles, policies and procedures.

VDuties:
1 Direct strategies for meeting diversity, affirmative action, and equal opportunity
objec_tives within the division/operating unit.
: 2 Recommend diversity, equal opportunity and affirmative action strategies to the
' Regional Administrator.
3. Identify barriers to equal opportunity/affirmative action within the
division/operating unit, and take or recommend corrective action.
4.  Establish management/ supervisory accountability, assess manager performance
. within the division/operating unit for meeting affirmative action/equal oppoﬂumty
- objectives.
5.  Approve hiring recommendations in accordance with affirmative action geals and

equal employment opportunity principles.
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Ensure division/operating unit consistency of corrective action when
discrimination complaints are substantiated. Approve corrective action requmng

. division director/general manager authorization.

, Provide support and resources to Director, Equél Opportunity and

managemenUsuperv1sory staff to facilitate success of the equal opportunity
program.

| -Reports to: Regional Administrator.

DIRECTOR, EOUAL OPPORTUNITY (AFFIRMATIVE ACTION OFFICER)

:.'1:

2.

. Responsnblhtles Direct and manage the Council’s dlver31ty, afﬁrmatlve action and

equal opportlmlty programs. .
, DutleS°
Develop and implement the Affirmative Action/Equal Opportunity Plan.
Develop and recommend,EEO/Diversity Policies and EProcedures.
3. Ensure Council comphance with equal opportunity and affirmative actlon laws
- -regulations and agency policies.

4. Develop strategies, in collaboration with Human Resources and management-
staff, for the recruitment of women, people of color and person’s with disabilities
and disabled and Vletnam era Veterans

5. Review the selection criteria used in the staffing process including minimum
qualifications, interview questions and written tests to ensure a nondiscriminatory
hiring process. Concur on all _]Ob hiring recommendations having an afﬁrmatlve
action goal. ' _

6. Investigate and manage the mvestlgatlon of discrimination complamts and assist
management in developing corrective actions when discrimination complaints are
substantiated. '

7. Facilitate resolution of conflicts relating to diversity, including informal
discrimination complaints. Processes formal discrimination complaints.

8. Design and manage the equal opportunity and affirmative action auditing and

reporting systems to measure program effectiveness and to determine where
progress has been made and where further ac‘uon is needed.



- 10.

11.

12. -

14.

15.
16.

17,

18,

13.

Y

.- -Assist management in collecting and analyzing 'emplbymeht ddta, 'idenfifyiﬁg' _
~ problem areas and setting goals, timetables and programs to achieve these goals.

Meet periodically with the Regional Admjnistratof, Executive Management Team
members and management/supervisory staff to report on organizational and work
unit performance related to the agency’s afﬁrma’uve action/equal opportunity

_ goals

Consult with and support all levels of management regarding issues and concerns
related to d1ver51ty :

Identify, des1gn and prov1de d1vers1ty, affirmative action and equal opportumty
training.

Serve as thé agency’s ADA Coordinator and manage the reasonable

' accommodatlon/workplace adjustment process. Coordmate the ADA Title I

gnevance procedure.

Prov1de leadership to employee-based diversity committee and sub-committees
and task forces. '

~ Serve as the agency liaison to State, Federal and local governments, regulatory

agenc1es and community organizations that serve women, people of color

- person’s with disabilities and veterans.

Recommend and help implement mechanisms for communicating the Council’s
Affirmative Action/Equal Opportumty Plan, policies and procedures and progress
reports.

In concert with the Legal Department, disseminate legal updates related to equal

opportunity and affirmative action to the agency managers and supervisors.

Manage the work of the Office of Diversity staff.

Reports to: Regional Administrator

(Metropolitan Council Chief Executive Officer)



i

'F. 'HUMAN‘RE_SOU'RCES DIRECTOR/HUMAN RESOURCES MANAGERS

- Responsibilities: Develop, recommend and administer a human resources system thatis
“consistent with and promotes diversity, equal opportunity and affirmative action objectives. -

* Duties:

1.

‘Develop and recommend Council human resources policies, procedures and programs

that integrate diversity, equal opportumty and affirmative action principles and

B Obj ectives.

~ Administer human resources programs, policies and procedures in accordance with

current applicable federal, state and local statutes and regulations, and the Council's
ys u ﬁ - - . ‘ ‘ '

Advise managers and supervisors to ensure that personnel actions taken are consistent
with equal opportumty/afﬁrmatlve action principles.

Develop and implement HRIS system. Provide data for equal employment

opportunity and affirmative action reports and audits.

In concert with the Director, Equal Opportunity, advise management staff on

appropriate corrective action When discrimination complaints are substantiated
through investigations.

'Collaborate with Office of Dlver31ty to identify, develop and conduct trammg relatlng

to diversity issues.

Reports to: Human Resources Director to the Regional Administrator; Metro Transit

. Human Resources Director to Assistant General Manager, Administration

MANAGEMENT/SUPERVISORY STAFF

Responsibilities: Manage work unit in accord with diversity, equal bpportunity and
affirmative action policies and plan.

Duties:

1.

Actively support the Council in developing, implementing and achieving it’s
affirmative action/equal opportunity goals.



10.
11.

120

13

* As needed, review the quéliﬁeatiOns of all unit employees to assure that persons of

color, women, people with disabilities and disabled and Vietnam era veterans are
given full opportunities in all terms and conditions of employment e.g. transfers,
promotion and training.

Ensure all unit employees have access to career counseling and career development
opportunities.

~ In collaboration with the Office of Diversity & Equal Opportunity, represent the
-Council on outreach initiatives with community organizations serving women, people
~of color, persons with disabilities and veterans. ’ :

Take prompt and appropriate action upon learning of a possible violation of the-

agency’s Discriminatory Harassment and Inappropnate Behavior Pohcy in accordance
with agency procedures

_Cooperate in discrimination complaint investigations and take remedial actions as

needed to address problems identified in the complaint process. -

Address conflicts related to d1vers1ty issues mcludmg 1mt1atmg and participating in
. the informal complamt process.

: Partner with Ofﬁce of Dlver51ty to facilitate interactive process for workplace
_ adJustments and reasonable accommodations.

" Understand your role in and follow the Council's policy on inclusion of disadvantaged _

businesses in all purchasing and contracting efforts.

| l’articipate in agency audits including employment practices, facility ADA

compliance and display of EEO poster and agency diversity policies and procedures. .

Assist the Diversity office and senior management staff in ide;ltifying agency and
work unit problem areas and establishing agency and work unit goals and objectives.

‘Participate in regulér meetings with other managers, supervisors and employees to

assure that the agency’s dlver31ty policies and procedures are communicated and
being followed. :

Assist the Office of Diversity in developing and implementing diversity training.

Reports to: Through chain of command to Council General Managers, Division
Directors, Regional Administrator. :
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-~ H. LEGAL COUNSEL .

Responsibilities: Provide legal advice to management, Diversity and Human Resources
staff on legal compliance with equal opportumty/afﬁnnatlve action requirements;
federal and state laws and regulations.

_ Duties:.

4 1. Provide ongoing legal advice to the Regional Administrator, all management staff,
Diversity and Human Resources Offices, on equal opportumty and afﬁrmatlve action
legal requ;lrements and case law. _

2. Advise DlVCl‘Slty and management/supervisory staff during the handlmg of
= discrimination complaints on laws, regulations, Council policy, court cases and
" administrative decisions by enforcement agencies, and standards for determining
“whether a claim of discrimination is substantiated.

3. Prepare responses to discrimination chérggs filed with enforcement agencies.

Reports to: Council.

L EMPLOYEES

Respohsibilities and Duties: To support the affirmative action program and to
- apply the principles of equal opportunity and diversity in their day-to-day work.

Reports to: Management/supervisory staff,



COMMUNICA’I'ION/DISSEMINATION PLAN

The dissemination of the AAP is essential to the implementation of the program. This will be
accomplished by the Office of Diversity as follows:

A. INTERNAL

1.

The Regional Administrator will sign a pol1cy statement endorsing the AA Plan and a copy will
be posted at all facilities.

A copy of the AAP will be posted on the Council's intranet Diversity webpage.

Copies of the AAP will be available to all employees from the Office of Diversity, their
manager, the Regional Data Center and the Council Library. :

The Diversity Director will provide a copy of the full plan and will meet with the Executive
Management Team to discuss the plan at least semi-annually.

The Council Division Directors and General Managers will review the plan with their
respective senior managers.

Managers and supervisors will be responsible for providing opportunities for employees to
review the plan.

Managers and supervisors will receive training on the implementation of the AA plan which
will include training in how to handle alleged acts of discrimination in the workplace.

B. EXTERNAL

L.

2.

Information regarding the revised plan will be included in the appropriate Council publications.

All advertisement, job opening announcements, stationery, invoices, contractors, leases, and
purchase orders include the "Equal Opportunity/Affirmative Action Employer" legend.

An EO policy statement is included in all Council written contracts.

Community resources and recruitment resources are notified of the agency's EO/AA policy and
plan. They shall also receive on an ongoing basis, information regarding job opportunities.

5. A copy of the Affirmative Action Policy statement will be posted on the Council's‘ internet
webpage (www.metrocouncil.org).
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PROCEDURE - DISCRIMINATION COMPLAINT INVESTIGATION

/

Section/Number:  4-2-1a Total Pages: 3

Dept. Responsible: Office of Diversity : Effective Date: ~ 11/23/98

Special Note: This procedure supersedes previous complaint Revision No. 1 (9/15/00)
~ Investigation procedures : '

L Policy:

It is the policy of the Metropolitan Council to provide a work atmosphere and deliver
public services in a manner that is free of discriminatory harassment and inappropriate
Behavior. ' '

The Metropolitan Council’s employment practices and business operations will

Reflect a value and respect for the diversity among its employees and customers and

the citizens of the Twin Cities. The Council will provide a respectful work environment
that appreciates and promotes the contributions of all employees.

Harassment or inappropriate behavior in the employment setting based on race, color,
Creed, religion, national origin, sex, marital, or public assistance status, sexual
Orientation, disability, age, or membership or activity in a local human rights
Commission will not be tolerated. The term “employment setting” includes employer-
Sponsored events held at off-site locations : '

Retaliation against an individual for bringing an employment or public service
discrimination complaint, or for cooperating in a complaint inquiry, is prohibited.

- Retaliation against an individual because of reporting a suspected incident of
harassment or inappropriate behavior, or cooperating in an investigation, is prohibited.

(NOTE: This procedure applies to both the Diversity, Equal Opportunity and
Affirmative Action Policy and the Discrimination, Harassment and Inappropriate
Behavior Policy. The policy statement above is an excerpt of each of these
Policies. Please reference Policy 4-2 and 4-2-1 for further clarification)

II. . Procedure:
A. Scope
1. Complaints must be filed within one year of the alleged discriminatory
event and will be investigated in accordance with this procedure.
2. The steps in this procedure are not a prerequisite to filing a complaint with

an external agency. Neither does this procedure limit a person's right to

Page 1 of 3
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3.

- file a complaint with an external agency such as the Minnesota |
Department of Human Rights, the U.S. Equal Employment Opportunity

Commission, the U.S. Department of Transportation or the Federal Transit
Administration. Such complaints include but are not limited to:
a. Complaints of employment discrimination, including
discriminatory harassment, hiring, discipline, training, etc.
b. Complaints of discrimination in the delivery of Council public
_ services.
c. Americans with Disabilities Act “grievances” alleging
noncompliance with or discrimination prohibited by Title I and
II of the Act.
d. Discrimination in the award of Council procurements and
~ contracts. ‘
e.. Customer complaints against Council employees where there is
an allegation of discrimination or discriminatory harassment
based on an EEO protected characteristic.

Exceptions
The following complaints will not be investigated under this procedure:

a. Service restrictions placed on Metro Mobility riders or denials
of Metro Mobility rider eligibility certification. These are
appealed through the Metro Mobility Appeals Panel
Procedures. )

b. Customer complaints against Metro Transit employees. These
complaints are handled under Metro Transit’s Commendation
and Complaint Process. '

c. Complaints by Section I rent assistance recipients alleging
discrimination by a property owner or manager. These:
complaints are made with Metro HRA.

d. Disputes as a result of an employment action in which an
arbitrator has ruled pursuant to a grievance procedure of a
collective bargaining or the Non-Represented Plan.

B.  Guidelines

1.

Employees (including interns) and job applicants are encouraged t0 use

informal mechanisms that can be accessed through the Human Resources

or Diversity offices or management/supervisory staff, to attempt to resolve

discrimination issues before filing a complaint under this procedure.

Management/supervisory staff must take prompt and appropriate action, as

described below, when they learn of possible discriminatory actions,

discriminatory harassment, or inappropriate behavior. :

a. Immediately report allegations of conduct that is severe, repeated or.
broad in scope to the Office of Diversity.

b. Inquire into and address less serious behavior, such as an isolated
offensive joke or comment, posted or circulated material, or unwanted

Page 2 of 3
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nonsexual touch. Managers and supervisors must complete the
Inappropriate Behavior Report form and submit it to the Diversity
Office within seven (7) days of receiving the report of behavior.
Management staff may request the assistance of the Diversity Office in
dispatching these responsibilities.

Investigations will be conducted in a discreet and impartial manner, and .

" the results will be communicated in accordance with the Minnesota

Government Data Practices Act. A Data Practices Notice will be glven to
each person interviewed during a complaint investigation.
Management/supervisory personnel are required to cooperate in
investigations as part of their job duties.

The regional administrator, a Council division director or general manager,
or the director of Public Safety may designate a complaint investigation
for compulsory cooperation by nonsupervisory personnel. In the absence
of such a designation, nonsupervisory employee participation will be
voluntary.

Complainants, witnesses or respondents fepresented by a bargaining unit
may bring a union representative with them to an investigative interview.
Whenever possible, investigations will be completed within 90 calendar
days of days of receipt of the signed Discrimination Complaint Form by
the Diversity Office. An investigation is completed when the investigative
report is sent to the appropriate management staff for review and
disposition. Should an investigation exceed 90 days, the investigator will
notify the complainant and respondent(s) of the delay and an estimated
completion date.

Any employee found to have acted in a discriminatory manner may be
disciplined up to and including discharge. A manager or supervisor who
fails to take prompt and appropriate action upon learning of discriminatory
harassment or inappropriate behavior may be disciplined, up to and
including discharge.

The person bringing the complaint may file an appeal with the General
Manager, Division Director, or Regional Administrator when the
investigation conclusion does not support the allegation. Such an appeal
must be submitted in writing to the Regional Administrator within 15
calendar days of the complainant’s notification of the investigation results.

Page 3 of 3
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Metropolitan Council
Discrimination Complaint Form

Name: Job Title:
Department: Work phone:
Supervisor: | " Location: ’ Work Hours:

COMPLAINANT (You) INFORMATION: | .

Work Days:

Please indicate where we may contact you on weekdays by phone regarding this complaint:
O Work 0 Home a Eithér Home or Work
Please indicate where you would like confidential correspondence regarding your complaint sent:

O Work 0 Home Q Either Homé or Work

If you would like to be contacted at home, please provide the following information:

Home Address: Home Phone:
City: _ State: Zip Code:
COMPLAINT

Describe how you have been discriminated against. (Please attach additional sheets if necessary).

Discriminatory Action (describe):

Date it occurred: Place it occurred:

Basis on which you believe you were discriminated against (race, sex, disability, age, etc.)

Last updated: 7/25/00 1
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‘Names of persons who you believe discriminated against you:

Name ' Job Title/Work Unit ' Phone #

Witnesses:
Name _ Job Title/W. Qrk Unit Phone #

If you want to report more than one discriminatory action, attach additional sheets

describing each action using the above format.

I have completed this form and it is true to the best of my knowledge, information, and belief.

Signature Date
Received by Office of Diversity Date
RETURN TO:
Metropolitan Council , Metropolitan Council
(MCES & Regional Administration) - (Metro Transit)
Office of Diversity Office of Diversity

" Mears Park Centre Heywood Office Bldg.
230 East Fifth St. 560-6th Ave. N.
St. Paul, MN 55101-1634 - Mpls., MN 55411-4398
(651) 602-1769 (612) 349-7683

Last updated: 7/25/00 2



2004-2006 UTILIZATION, - 'ALYSIS - NUMERICAL GOALS N

CODE |Ctee TITLE totAL — |FEmaLes |MaLE  |DisasLep [ToTaLminormy(s < A ||
1A Officials & Administrators (Executives) - | 11 3 8 2 1 1

Percent of total 100.00%|  27.27%| 72.73%|  0.00% 18.18%

Availability 17.64% 13.74% .6.10%

|Underutilization -1.0596 -8|  1.5114 -1.329

N 2 N
Anticipated Openings 2004 1
Numerical Goals 2004 ) -1

1B Directors, Managers, Supervisors (Middle Man Administration) 45 13 32 3 5 2 11 1] 1
Percent of total 100.00% 28.89%| 71.11% 6.67% 11.11%
Availability 40.46% 13.74% 6.82%
Underutilization 5.207 -32 3.183 -1.931
5 3 N

Anticipated Openings 2004

Numerical Goals 2004

Directors, Managers, Supervisors (Middle Man Technical) 59 3 56 5

Percent of total | 100.00% 5.08%| 94.92% 8.47% 3.39%

Availability 10.49% 13.74% 3.60%

Underutilization 3.19 -56.00 3.11 0.12
3 3 1

Anticipated Openings 2004 2

Numerical Goals 2004 1 1

1/20/2004



2004-2006 UTILIZATION __IALYSIS - NUMERICAL GOALS
TOTAL {\%w/) FEMALES DISABLED TOTAL MINORITY
1D Directors, Managers, Supervisors (First Line Middle Man) 193 53 140 17 16 12| 2| 1] 1
Percent of total 100.00% 27.46%| 72.54% 8.81% 8.29%
Availability 36.95% 13.74% 8.04%
Underutilization 18.31f -140.00 9.52 -0.48
18 10 1
Anticipated Openings 2004 10
Numerical Goals 2004

Nuerical Goals 2004

2A Professionals (Administration) 196 94 102 12 14 9y 3 2
Percent of total '~ 100.00% 47.96%| 52.04% 6.12% 7.14%
Availability 58.75% 8.61% 9.39%
Underutilization 21.15] -102.00 4.88 4.40
21 5 4
Anticipated Openings 2004 13
5 1 1

2B Professionals (Technical) 207 54 153 12 24 7] 2|15
Percent of total 100.00% 26.09%{ 73.91% 5.80% 11.59%
Availability 32.00% " 8.61% 12.04%
Underutilization 12.24{ -153.00 5.82 0.92
12 6 1
Anticipated Openings 2004 13
Numerical Goals 2004 4 2 1

1/29/2004



2004-2006 UTILIZATION

{ALYSIS - NUMERICAL GOALS

TOTAL -’

CODE [c\. _TITLE FEMALES _|MALE DISABLED |TOTAL MINORITY{B “~{H |A
3A  |Technical/Para-Professional (Administration) - 82 60 22 9 8l 5| 1
Percent of total 100.00%|  73.17%| 26.83%| 10.98% 9.76%
Availability 76.74% 8.30% 9.52%
Underutilization 2.93 -22.00 -2.19 -0.19
3 N 1
Anticipated Openings 2004 12

Numerical Goals 2004

3B Technican/Para-Professional (Technical) 110 36 74 13 12 41 2
Percent of total 100.00% 32.73%| 67.27%] 11.82% 10.91%
Availability 31.68% 8.30% 11.07%
Underutilization -1.15 -74.00 -3.87 0.18
1 N 1
Anticipated Openings 2004 10

Numerical Goals 2004

4 Protective Service Workers 145 6 139 1 21 6] 4
Percent of total 100.00% 4.14%] 95.86% 0.69% 14.48%
Availability 12.96% 12.80% 9.79%
Underutilization 12.79] -139.00 17.56 -6.80
13 18 N
Anticipated Openings 2004 9

Numerical Goals 2004

@

1/29/2004




2004-2006 UTILIZATION .

106 54

12

ALYSIS - NUMERICAL GOALS ™
copE |ce_ imie TOTAL — |FEMALES |MALE DISABLED |TOTAL MINORITY|B “[H A
5A Administrative Support 87| 63 24 12| | 13 8] 2
Percent of total 100.00%|  72.41%| 27.59%| 13.79% 14.94%
Availability 72.61% 8.19% 10.98%
Underutilization 0.17 -24.00 -4.87 -3.45
| 1 N N
Anticipated Openings 2004 60
Numerical Goals 2004 30

5B Administrative Support (Clerks) 52 10 6] 1
Percent of total 100.00% 50.94%| 49.06% 9.43% 11.32%
Availability 63.87% 8.66% 13.36%
Underutilization 13.70 -52.00 -0.82 2.16
14 1 2
Anticipated Openings 2004 20
Numerical Goals 2004 7 1 2

6E Skilled Crafts (Electricians) 40 0 40 0 5 3 1
Percent of total 100.00% 0.00%} 100.00% 0.00% 12.50%
Availability 1.35% 8.90% 7.63%
Underutilization 0.54 -40.00 3.56 -1.95
1 4 N
Anticipated Openings 2004 9

Numerical Goals 2004

1/29/2004




2004-2006 UTILIZATION

ALYSIS - NUMERICAL GOALS

19

CODE 6. e Time ToTAL = |FEMALES |MALE  |pisaBLED [ToTAL MinoriTYlE TH A
6F - |Skilled Crafts (Electro-Mechanical/Scada Signals/Comm) 16 0 16 o 1 1
Percent of total 100.00% 0.00%] 100.00% 0.00% 6.25%
Availability 3.90% 8.90% 7.26%
Underutilization 0.62 -16.00 1.42 . 0.16
1 1 1
Anticipated Openings 2004 5
Numerical Goals 2004 1 1 1

6l Skilled Crafts (Interceptor Service Worker) 22 3 1 1 1
Percent of total 100.00% 13.64%| 86.36% 0.00% 4.55%
Availability 13.13% 8.90% 20.77%
Underutilization -0.11 -19.00 0.96 3.57
1 1 4

Anticipated Openings 2004

Numerical Goals 2004

B6M Skilled Crafts (Machinist/Mechanics) 406 6 400 16 511 27111 5
Percent of total 100.00% 1.48%| 98.52% 3.94% 12.56%
Availability 2.33% 8.90% 11.38%
Underutilization 3.46] -400.00 20.13 -4.80
3 20 N
Anticipated Openings 2004 45

Numerical Goals 20_04

1/29/2004




. 2004-2006 UTILIZATION, -*ALYSIS - NUMERICAL GOALS
CODE |cte TITLE TOTAL = |FEMALES |MALE DISABLED |TOTAL MINORITY A
60  |Skilled Crafts (Operators) 226 23 203 18 25| 14| 9
Percent of total 100.00%|  10.18%| 89.82%|  7.96% 11.06%
Availability 7.91% 8.90% 8.96%
Underutilization -5.12] -203.00 2.1 -4.75
' N 2 N
Anticipated Openings 2004 0

Numerical Goals 2004

Numerical Goals 2004

6P Skilled Crafts (Pipefitters) 29 1 28 0 1 1
Percent of total 100.00% 3.45%| 96.55% 0.00% 3.45%
Availability 2.59% 8.90% 6.34%
Underutilization -0.25 -28.00 2.58 0.84
1 3 1
Anticipated Openings 2004 0
0

6S Skilled Crafts (Stationary Engineers) 10 0 10 1 2 2
Percent of total 100.00% 0.00%]| 100.00%| 10.00% 20.00%
Availability 8.92% 8.90% 13.12%
Underutilization 0.89 -10.00 -0.11 -0.69
1 1 1
Anticipated Openings 2004 0

Numerical Goals 2004

T
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2004-2006 UTILIZATIOK .

MALYSIS - NUMERICAL GOALS

"y

CODE |G TITLE

TOTAL =’

N

TOTAL MINORITY |B H

FEMALES |MALE DISABLED A
6X  |Skilled Crafts (Bricklayers/Painters) 3 ol 3 0 0
Percent of total ' 100.00% 0.00%| 100.00% 0.00% 0.00%
Availability 3.45% 8.90% 6.90%|
Underutilization 0.10 _ -3.00 0.27 0.21
1 ' 1 1
Anticipated Openings 2004 0
Numerical Goals 2004 )

8A Service Maintenance (Interceptor Serviceworker/Laborer) 91 16 75 5 29| 201 2{ 6] 1
Percent of total 100.00% 17.58%| 82.42% 5.49% 31.87%
Availability 28.32%| 12.80% 8.18% 20.07%
Underutilization 9.77 -72.95 2.45 -10.74
10 2 N
Anticipated Openings 2004 35
Numerical Goals 2004 10 2

8B Service Maintenance (Transportation) 1570 296 1274 45 527) 410] 36| 55| 26
Percent of total 100.00% 18.85%| 81.15% 2.87% 33.57%
Availability 24.14%| 12.80% 8.19% 29.48%
Underutilization 83.00{ -1236.11 83.58 -64.16
83 84 N
Anticipated Openings 2004 200
Numerical Goals 2004 80 20

1/29/2004
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GOALS AND TIMETABLES TO CORRECT UNDER—UTILIZATION

Goal:

. Activities:

Target Date:

Partner:

Goal:

Activities:

Target Date:
- Partners:

Goal:
Activities:

Target Date:

Partner:

Goal:
Activities:

Target Date:

Partners:

Goal:.
Activities:

Target Date:

Goal:
Activities:

Target Date:

Partners:

Distribution of 2004-2006 AA Plan ,
Update website to include new plan. Publish articles in employee newsletters
directing them to the site. Provide training to manager.

As soon as possible after plan is approved.

1S

Provide EEO/Affirmative Action Training -

Develop and implement second in the series of "Travel Toward Management
Success" manager supervisor training. This tra;lmng is mandatory.

Fall 2004 and Fall 2005

IS, HR

Conduct Biannual review of the Council's equal opportunity programs.

Audit compliance with requirements from DOER and FTA. Conduct an
assessment of the hiring process. Identify problem areas and create action plans to
solve them.

Winter 2005

HR

Conduct employee attitude survey.

Develop survey using benchmarks from survey given in 2000. Implement the
survey and analyze data. Make adjustments.

Fall 2005

IS, Communications, HR/LOD

Prov1de efficient, standardized complaint investigations and responses.
Internal investigation complete within 45 days:

External responses to legal three days prior to enforcement agency.
On-going

‘Provide materials for recruitment.

Create recruitment brochure that includes women, minorities and disabled
employees to attract a diverse pool of candidates. '

Fall 2004

Communications, HR, ODEO
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Goai:
Activities:

‘Target Date:
Partners:

Goal:

Activities:

Re-organize employee base diversity committee.

Secure buy-in from Executive Management, recruitment members, develop a
workplan and implement the plan.

Fall 2004 ‘

ODEO, Communications

Recruitment Initiative - Support more efficient recruitment strategy for further
diversification of Metropolitan Council staff.

Strengthen targeted recruitment, focus referral relationships, build manager
support of recruitment, possess and enhance referral relationships with community

- agencies.
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AUDITING AND REPORTING

Data and information will be collected and maintained to provide for periodic evaluation
of the results of the Affirmative Action/Equal Opportunity Plan. The data will be used to
provide both internal and external reports on the agency’s progress and will include the
following. ‘

Diversity staff will meet semi-annually with the Metropolitan Council’s Executive
Management Team to review progress made toward meeting our affirmative action goals
as well as identifying any problem areas that require additional agency attention.

Report Responsibility
1.  EEO-4 Office of Diversity

Provide comprehensive break-
down of the Council’s workforce
composition and salary. Semi-Annually

State and Metropolitan Council Executive Management

2. Minorities, Women and Persons Office of Diversity
with Disabilities Utilization Report
Provides complete breakdown of the
Council employees by federal job
category, job classification, and protected
group status. Data is tallied and

summarized. Monthly
3. Affirmative Action Score Card Office of Diversity
Provides demographics of hires
on jobs with affirmative action
needs. Provides agency-wide
percent of goals met and missed. Quarterly
4. Disciplinary Actions Office of Diversity

Provides statistical data on suspensions,
demotions, and other
hire or promotion. ' Quarterly

5. Transfer and Promotion Office of Diversity
Provides statistical data on :
transfers and promotions. Quarterly
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6. Termination Office of Diversity
Provides statistical data _
of termination. Quarterly

7. Complaint Monitoring* Office of Diversity
Written reports showing ‘
the number and nature of

complaints filed with the
Office of Diversity, as well
as charges filed with
enforcement agencies. Monthly
8. Applicant Flow Office of Diversity
Statistical count of applicants -
by race, sex and disability. Quarterly
9. Interview Report  Office of Diversity

Provides statistical data on

minorities, women and persons

with disabilities interviewed for

hire or promotion. . Quarterly

10.  Periodic surveying of Agency workforce to determine employee attitudes toward
implementation of the AA plan

*Metro Transit tracks EEO customer complaints monthly and reports the total at
the end of the year.
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 444Metropolitan Council

Building communities that work

PROCEDURE: Staffing

Section/Number:  4-1a Total Pages: 5
Dept. Responsible: Human Resources Effective Date:  9/11/98

Special Note: Supersedes all previous staffing procedures Revision No.

I

IL.

Policy:

It is the policy of the Metropolitan Council to recruit, select and retain the best qualified
candidates for open positions. The system designed to accomplish this goal will be based
on merit principles, equal opportunity, affirmative action, and internal advancement

" opportunities for current employees. It will be .administered in a way that is fair,

consistent and administratively efficient; that conforms to applicable laws, regulations,

. policies and labor agreements; and, that ensures the selection of high quality employees

who contribute to the achievement of Council goals.
Procedure: Staffing

The purpose of this procedure is to set forth a clear hiring process; to provide a
methodology that ensures consistent application of the principles and practices of hiring;
to set forth a hiring process that is understandable by all Council staff; and to develop an
effective program for achieving the Council’s affirmative action goals.

The goal of the selection process is to provide managers and directors with a diverse pool
of qualified candidates from which to select employees, using selection procedures that
are fair, consistent and meet professional, and legal standards. The entire selection
process contdins four parts: posting, screening, interviewing and selecting.

This procedure applies to all Council positions in the classified service unless specifically
addressed in a collective bargaining agreement. This procedure will be administered in

- compliance with the diversity, equal opportunity and affirmative action policies.

Definition

Affirmative Action Need - The under-representation of a protected group in a Co_uncil job
group, or an affirmative action goal, identified in the Council’s Affirmative Action
Plan(s). '

Page 1 of 5
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Responsibilities

Human Resources is respon51ble for the implementation of this procedure. Directbrs
managers and the Office of the Regional Administrator or their designee have associated
respon51b111t1es

Human Resources:

e Ensures all applicable policies and procedures are followed by Human Resources staff
-involved in the hiring process, including the affirmative action program.

e Consults with hiring managers on aspects of the selection process including
development of position descriptions, position qualifications, recruiting strategies,
interview process and administration.

- e Coordinates the hiring process to ensure compliance with policies and procedures ’

timeliness of filling positions, and resolving applicant issues.

¢ Ensures that the hiring procedure achieves Council equal opportunity and affirmative
action goals.

e Ensures that the internal procedures are followed. ‘
Ensures hiring process is completed in a cost-effective manner.

Office of Diversity:
e Communicates with hiring manager and Human Resources regarding affirmative
action needs.

o Assists Human Resources in establishing recruitment plans that attract protected
‘group members.

e Monitors aspects of the hiring and selection process to ensure that the process

complies with the diversity, affirmative action and equal opportunity policy.

. Hiring Manager:

e Works with Human Resources to fill all job vacancies, including short term and long
term temporary vacancies, as well as regular positions
Follows all policies and procedures involved in filling job vacancies.

e Participates in affirmative action recruiting efforts to develop pool of candidates and
to achieve HR/Diversity objectives.

Regional Administrator:

e Oversees Council compliance with policies, procedures, affirmative action Ob_]eCthCS
and complement control.

Posting/Strategy

Hiring Manager/Human Resources:

1. Initiates requisition for job vacancy.

2. The requisition authorization is approved within each operating division, including
assignment of affirmative action needs and determination of budgetary status.

3. Positions requisition is assigned to Human Resources Generalist.

Page 2 of 5



4.  Human Resources Generalist convenes meeting with strategy team members--hiring
department representative and Diversity representative if applicable. The Office of
Diversity has the option to participate in strategy meetings when there is an
affirmative action need. :

 Strategy Team Members:

5. Reviews and updates job description for content ‘and quahﬁcatlons, develops
strategy for recruitment; determines the need to post internally and/or externally
based on organizational and affirmative action needs, assigns interview, panel
members; and discusses general process for selection and any testing required for
the position.

Human Resources: _

6. Human Resources sends all notices of job openings to each operating division via e-
mail. Each Human Resources office is responsible for posting job notices at the
operating division’s facilities. Notice of job openings will be posted for a minimum
of 10 working days. This procedure applies to all position postings, except those
specifically provided for by a collective bargaining agreement. '

7. = Determines advertising and recruitment activities, and accepts applications.

Screening

Human Resources:
8.  Screens applications for minimum qualifications based on the knowledge, skills and
abilities required to perform the job and eliminates non-qualified applicants.

Hiring Manager/Human Resources Generalist:
9. Screens applications and establishes a ranked list of candidates. Adds Veterans’
Preference points and adjusts ranking accordingly.

Human Resources:

10. Forwards a list of interviewees to the Office of Diversity for concurrence. In order
to fulfill the objectives in the Affirmative Action Plan, it is at this point in the
process that either Human Resources or Diversity may recommend the expansion of
the interview pool to include protected group candidates from the list of persons
eligible to be interviewed.

Office of Diversity:

11. Replies to Human Resources’ request for concurrence.

. Interviewing

Human Resources:
12. Determines interview schedule and any testing requlred for the position.
e  Creates behaviorally-anchored interview questions based on the crmcal
knowledge, skills and abilities of the position.

Page 3 of 5
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Reviews interview questions with hiring managet.

L 2

) Ensures preparation of interview materials.

o Communicates interview process to panel members.
Interview Panel:

13. Conducts interviews and assesses applicants’ responses to questions. The Office of
Diversity has the option to participate in the interview process when there is an
affirmative action need.

Human Resources: :

14. Calculates each candidate’s points and averages the interviewer’s scores for a final
average. Provides the hiring manager W1th ‘the names of applicants who achieve a
passing score for consideration.

" Hiring Manager:

15. Makes hiring decision from the list of candidates who achleved passing scores in
the interview. If an affirmative action need has been identified for the position and
protected group applicants who would meet that need were interviewed but not
selected, the hiring manager must contact the Office of Diversity and discuss the
rationale for the person selected. The rationale must include the following

information: |
. A statement explaining the exceptional qualifications of the non-protected
group candidate.

e A statement about the department’s overall affirmative action hiring record.
Information concerning a qualified internal candidate and the opportunity for
advancement. ‘

e Information about any other extenuating circumstances impacting the hiring
decision.

e  Information about the recruitment efforts undertaken for the position.
The hiring manager will submit a written recommendation for hire to the
Human Resources Generalist with the documented reasons for the person
selected.

16. Human Resources and Diversity meet to discuss and dec1de if concurrence can be
reached.

Office of Dzverszly

17. Agrees or disagrees with the rationale and forwards recommendations to Human
Resources. If agreement is reached, proceed to step #18. If agreement is not
reached, proceed to step #19.

Human Resources:
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Once agreem%nt is reached, the procedure continues as follows:

£ 3 18. Human Resources Generalist
S . Completes pre-employment reference check, drug screening and scheduling of
pre-employment physicals, if applicable. A conditional offer of employment
may be extended contingent upon the. successful completion of drug screen
and/or physical.
. Determines appropriate starting salary.
Prepares personnel authorization form and routes for sign off.
e Upon receipt of the completed personnel authorization form Human Resource
Generalist or the manager contacts the selected candldate to extend job offer
-and establish the effective date of employment.
e  Notifies applicants and interviewees not selected. -
Executive Management:
19. Final authorization will be made for all positions by the Regional Adrmmstrator -
Regional Administration/Transportation Planning, Division Director - Community
Development, Division Director - Environmental Services, General Manager -
Wastewater Services, General Manager - Metro Transit, or designees in consultation
- with the Office of Diversity or Human Resources Manager.
/ )
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RECRUITMENT/RETENTION AND PROMOTION PLAN

OBJECTIVE: To plan and implement aggressive recruitment, retention and promotion
strategies.

PHILOSOPHY

This plan supports the Metropolitan Council’s policy of providing a work atmosphere and
delivering public services in a manner that is free of discriminatory harassment and

-inappropriate behavior. The Council’s ability to fulfill its missien hinges on the

competency, motivation and commitment of staff who work in the organization.
Recruitment and retention of the staff are key processes, the quality of which directly
determines the business outcome. As a service orgamzatlon our people drive all
functions of the organization.

All Council staff must share the mission of the organization. Staff must be equipped with

educational and training credentials, experience, personal skills, and values to work in

their assigned capacity so cooperation, creativity and the opportunity to contribute are
enhanced. As an organization, the Council respects each individual’s ability to
contribute. By creating a culture with respect for those with whom we work and interact,
where learning is reinforced and values shared, we believe that feelings of personal and
professional fulfillment and job security are enhanced.

RECRUITMENT

Under the recruitment plan, an important consideration is whether external recruitment
will be necessary in order to generate protected group applicants-to assist the Council in
meeting an Affirmative Action (AA) need. The Council’s staffing plan drives its
recruitment efforts. The identified hiring needs are derived from the variance between
staffing levels approved during the budgeting process, business necessity, and actual
levels of staff in the organization. The number and skill mix of personnel reflect the
Council’s management assessment of human resource needs reached after evaluation of
services to be provided based on feedback from customers, analysis of operating rea11t1es

- and fiscal goals.

The Human Resources (HR) Department coordinates all recruitment efforts. HR
generalists work with hiring managers and Office of Diversity and Equal Opportunity
(ODEO) staff throughout the recruitment process. The Council believes that competent,
qualified staff, who reflect a strong work ethic and desire to contribute to our mission, are

. critical to our success. Recruitment efforts are implemented both internally (through job

transfer and promotion), as well as, externally (through the hiring of staff new to the
organization). These efforts are carried out in accordance with Council administrative
policies and procedures.
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The hiring process begins when the hiring manager and HR representative initiate a
personnel requisition for a job opening. During the pre-advertisement period, the
Diversity staff reviews, signs, and annotates on the requisition whether there are any
under-represented groups as reflected in the current AA plan.

External

An affirmative, proactive recruitment strategy will be developed for each
externally recruited job opening. The strategy will include the following
measures:

The Diversity Staff will develop and maintain a mailing list of recruitment
sources capable of referring protected group applicants. When a job opening is
announced notice will be sent to those recruitment sources that have been
identified as providing the most qualified and diverse applicant pool by HR. The
Diversity and HR staff and the hiring manager will jointly develop an AA
recruitment strategy tailored to each specific job opening. Job openings will be
advertised in media with large audiences among protected classes. Job openings
will include the job title, brief job description, essential qualifications, starting

* salary or salary range, application deadline, and instructions on how to apply. All
job openings will include the statement, “An Equal Opportunity Employer.”

The Diversity staff and HR staff will periodically attend local job fairs that have a
protected group focus. The Diversity staff, HR staff, and Council managers and
supervisors may also engage in other affirmative recruitment strategies at the
Jlocal, regional or national level to attract candidates from under-represented,
protected groups. In such instances, the HR Department remains as the focal
point for coordinating these efforts.

The Council shall act affirmatively to recruit and hire students who are women,
minorities, and persons with disabilities into Council internships to provide
protected group students the opportunity to gain skills that will help qualify them
for possible future employment with the Council.

. Internal -

All applicants for employment must complete an application or submit a resume.
The application and/or resume provides information required to evaluate the
potential match in skills and work history. An application secures authorization
to check references, an applicant’s background, and credentials. New-hires and
current employees who meet minimum qualifications and pass prescribed tests,
where applicable and who compete for promotion and transfer opportunities are
interviewed. When an extremely high number of applicants apply for a job
opening where a single or relatively few positions are to be filled, the HR
Department will establish an interview cutoff score based on objective criteria.
The interview process results in a recommendation for hire. At this point
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reference checks, medical clearance, salary determination, orientation schedule,
and start date must be finalized. HR representatives will communicate this
information to the applicant. The HR Department will also notify those
applicants who did not receive an interview opportunity and those who were
interviewed but not hired of their status. This notification will include an
invitation to continue expressing an interest in employment opportunities with the
Council and an expression of appreciation for already having done so.

Notices of job openings will be posted prominently on all bulletin boards for 10
working days to encourage employees to apply for positions for which they meet
the essential qualifications. HR staff will also provide notices of all job openings
to the Diversity staff. The Diversity staff will make themselves available to
provide information and encouragement to employees seeking job advancement
and career opportunities. '

When recruitment needs dictate, efforts in addition to those listed above are
implemented to enhance targeted recruitment efforts. These measures occur when
the availability of qualified applicants is limited and a more focused recruitment
effort is needed. Additional actions include the use of mailing list, mass mailings,
public service radio announcements, community resources (schools, churches,

civic and professional associations, etc.) outreach opportunities, networking, and
contacts.

Recruitment Strategies

Job Fairs

When appropriate, the ODEO will attend major job fairs that targets protected group
populations. This attendance will serve to place special emphasis on those populations
where under-representation exists.

Mailing Lists

Eatly on during the hiring process when the HR Generahst the hiring manager, and the
Diversity staff develop the recruitment strategy, they will coordinate in constructing the
tailored mailing list. The purpose is to ensure that the mailing list is appropriate for that
specific position. The job opening will be distributed to the recruitment sources on the

‘respective lists with the intent of reaching the under-represented group to ensure that the

process produces the most diverse applicant pool possible.

Advertising

In addition to advertising specific job openings in the maj or twin cities and area minority
newspapers, the Council will invest additional resources to include advertisements in
regional and national newspapers and publications (as appropriate), when targeted
recruitment is needed to expand the applicant pool of qualified, under-represented,
protected groups. HR staff, Diversity staff, and the hiring manager will determine the
need for this more extensive advertisement on a case-by-case basis. All job postlngs are
also listed on the Council’s Internet page.
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We will take advantage of radio and television recruitment opportunities through reduced
cost and free opportunities such as public service announcements and special promotions
as appropriate.

Vls1b1hty

The ODEO, the HR Department, and other council pro gram staff wﬂl continue to partner
in representing the Council at community events such as: Cinco de Mayo, Juneteenth,
the Hmong Soccer Tournament, and other activities as identified by ODEO. Managers
will encourage staff who have not had exposure to these communities to accompany them
to these events.

Contacts .

The Diversity staff will make personal visits to organizations in the local area to
strengthen the Council’s current relationships with community partners and to develop
additional opportunities. The goal of this strategy is to increase the regular referral of job
applicants by community agencies.

Computer Posting

The ODEO will work with the HR Department. and Information Services to expand our
web page in listing our career opportunities and promoting the Council as an employer of
choice.

0 Recruitment Source Effectiveness

s The ODEO will meet with the HR staff on a quarterly basis to review and analyze the
effectiveness of the recruitment source list. We will pay particular attention to the
number of applicants referred, the number of applicants hired.

'RETENTION

Retaining the talents and energy of our staff is critical to the success of the Council. Our
ability to attract and retain our valued workforce and customer base affects our bottom

- line and is ultimately a measure of our success. Tenure-is valued as long as it does not
signify complacency or a level of comfort without commitment to openness for change.
Change is reflected in two key activities — educational pursuit and career mobility. The

~ Council facilitates the transfer and promotion of its staff throughout the organization,

recognizing that the temporary inefficiencies of the internal turnover are offset by the
growth of staff who are already knowledgeable about Council operations and committed
to organizational values and mission. The Council through its tuition reimbursement
policies supports seminar participation and other training opportunities that result in the
attainment of new knowledge and skills. '

The compensations program is reviewed periodically to ensure that staff members do not
voluntarily end employment due to shortfalls in this area. Benefits and salary scales are
structured to reward Council employees who contribute to the accomplishment of the
Council’s mission. The Council does recognize that turnover is natural and healthy for



an organization. This allows for the recruitment of new staff, people whose talents may -
be new to the organization and from whom we can learn and improve. The departure of
staff who do not function consistent with organizational norms is not cause for alarm.

Retention Strategies

e Identify and eliminate barriers that inhibit career advancement for protected class .
groups.

e Design and implement a Preparatory Program tafgeted to improve workforce skills

and diversity representation by selecting and grooming qualified employees wishing
to advance to management level.

¢ Implement exit interviews to review patterns of turnover to determine if contributing
factors are unique or reflect organizational problems that need to be addressed.

¢ . Partner with managers throughout the Council to give them a tool kit that will provide
them with proven strategies to help employees manage their careers.

Note: See appendix 6 for recruitment sources.

PROMOTIONS

~ The primary purpose of the strategies and initiatives in the prombtion plan is to provide

all employees within the Council the opportunity to acquire the requisite knowledge,
skills, and abilities in order to position themselves for future promotions, career
enhancing opportunities and positions of increased responsibility. Among these
initiatives, the Council will make available opportunities such as internship programs,

developmental assignments and training programs, and upward mobility programs.

The Council believes that learning and development are essential components of work
performance and are directly linked to the achievement of agency mission, goals,
strategic planning, workforce planning and providing service to the public. Managers
and employees share a mutual responsibility in determining their learning and
development needs. Identifying the work goals, knowledge and skills necessary to
achieve these goals is directly linked to promotion planning.

In addition to establishing systems and constantly monitoring turnover rates to measure
whether there is a higher turnover among protected class employees, the Council will
develop and refine strategies to correct all identified problems in this area.

The performance appraisal discussion and the numerous opportunities to provide ongoing
feedback on performance throughout the rating period are directly linked to the primary
purpose of providing all employees the opportunity to acquire the requisite knowledge,
skills, and abilities to position themselves for promotional opportunities.
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The Learning and Organization Development (LOD) unit works with divisions and
business units to identify broad agency learning needs, provides learning opportunities
for employees, measures performance improvement results, and tracks participation in
the various learning and development opportunities.

In addition to offering internal and external learning opportunities (such as seminars,
workshops and conferences), the Council provides tuition reimbursement and continuing
education through accredited colleges and universities. There are two options.
Required/Level 1 training allows employees to participate in continuing education on
paid time. Generally, Essential/Level 2 training must be done on the employee’s on time.
All full and part-time regular employees who have successfully completed their-

v probatlonary period are eligible to participate.

The LOD unit has put together a number of programs which provide employees the

‘opportunity to develop professionally and personally. The unit provides employees and
‘managers with tools to assist them in entering into meaningful development discussions.
- The LOD unit also has developed specific training curricula in a number of areas, and has

established an Individual Learning Center where employees can take advantage of a
number of learning aids and work at their own pace.

e Training for managers will include training on thevimplementation of the AA plan and
on dealing with alleged acts of discrimination inthe workforce.
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As of January ZU04 e
: Organization POC Street : City Zip Phone Fax Email Audienc
Abigail Quigley McCarthy . College of St. Catherine 2004 ' - -
Center for Women Shana Doherty |Randolph Ave St Paul | 55105 |(651) 690-6783 (651) 690-8729 w
African American Family  |Tasslean ' ‘
Services Parker 2616 Nicollet Avenue S. Mpls 55408 |(612) 871-7878 (612) 871-2567 |tasslean@aalfs.net W/M
African Community : : _—
Services Khalif Chama [1305 E. 24th Street Mpis 55404 |(612) 721-9984 indhotagg.yahoo.com WM
Asian-Pacific Minnesotans, : v -
Council on Jovita Bjoraker ]200 Aurora Ave., Ste. 100 St Paul | 55103 (651) 296-0538 (651) 297-8735__}jovita.bjoraker@state.mn.us M
Association for the ' :
Advancement of Hmong
Women in Minnesota
(AAHWM) Bau Yang 1518 E. Lake Street Mpls 55407 | (612) 724-3066 (612) 724-3098 |bauyang@aahwm.org WM
Black Minnesotans, Council|Elina Woods . - :
on . Lester Collins ]2233 University Ave., Ste. 426 St Paul | 55114 |(651) 642-0811 (651) 643-3590 |lester.collins@state.mn.us M
- Fort '
Bureau of Indian Affairs Claricy Smith |1 Federal Drive, Room 550 Snelling | 55111 |(612) 713-4400 X1021 |(612) 713-4401 W/M
Capitol Community
Services Karla Gregg 1021 Marion Street St Paul | 55117 |(612) 488-0507 (612) 488-7826 : M
Catholic Charities Liz Fossum 1276 University Ave W, St Paul | 55104 |(651) 641-1180 (651) 641-1005 lizFossum/CCSPM.org W
Center for Asians & Pacific : ' , v »
Islanders - |Kia Xiong 3720 East Lake St., Ste. 200 Mpls 55406 |(612) 721-0122 (612) 721-7054 ikia_xiong@capiusa.org WM
Center for Employment and | Tatyana - ' _ ' ‘
Training Rabinovich 494 Sibley Street St Paul | 55116 |(651) 228-3278 1(651) 228-3103 |tanya.rabinovich@spps.org W/M
Centro Culturo Chicano Warren Herrera| 1915 Chicago Avenue South Mpls 55404 {(612) 870-4301 centroamn.uswest.net M
Chart/Wedco (Women's : ‘ ' .
Venture) Joan Sorensén |2324 University Ave, Ste.200 St Paul | 55114 [(651) 251-0701 (651) 641-7223 - |j.sorenson@womenventure.org 4
Chicano Latino Affairs ' ’ :
Council - Council of ‘
Spanish Speaking Affairs |Ytmar Santiago|555 Park St. Ste.408 StPaul | 55103 {(651) 296-9587 ytmar.santiago@state.mn.us M
Chicano/Latinos Unidos En . , : ,
Servicio (CLUES) G Mendez 220 So. Robert St., Ste. 103 St Paul | 55107 |(651) 292-0117 (651) 292-0347 |gmendez@clues.org M
Chicano/Latinos Unidos En ' . ' '
Servicio (CLUES) Sarita Lopez {2110 Nicollet Ave South ‘Mpls - | 55404 |(612) 746-3522 (612) 871-1058 |slopez@clues.org M
Chrysalis, A Center for : :
Women -|Debbie Ekeren |4432 Chicago Ave. Mpls 55407 {(612) 871-0118 (612) 810-2403 |hitp://www.chrysaliswomen.org wW
Chrysalis - A Center for Tonya - :
Women Gajewski 2650 Nicollet Ave South Mpls 55408 |(612) 870-2404 tgajewski@chrysaliswomen.org W
George B. ,
Diversity Council Thompson 220 S. Broadway, #104 Rochester (507) 282-9951 (607) 282-8960 |info@diversitycouncil.org M
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" Fax -

Audience]

Orgal on POC Street City | lp Phone Email
T e 340 Coffman Memorial Union 300 ' : ,
Diversity Institute Linda Wolford {Washington Ave. SE Mpls | 55455 (612) 626-2324 (612) 626-0909 M
Trisha
East Metro Women's - {Cummins East Metro Place, White Bear : . .
Council Kauffman 3521 Century Ave N. Lake 55110 |(651) 773-8401 (651) 773-1492 |trishak@emwec.org w
St. Louis .
Employment Action Center |{Betty Young 6715 Minnetonka Blvd. Park 55426 }(612) 752-8400 (612) 752-8401 |byoung@westmetro.org W/M/D
Family Resource Mary . ‘
Center/Mpls Schatzlein 519 Oak Grove St Mpls 55403 {{612) 813-5600 (612) 870-7218 |mschatzle@ecsmn.org W/M/D
Gay Lesbian Bisexual ’ . i
Transexual Gender 138 Kieeber Court .
Program Beth Zensky 320 16th Ave S Mpls 55455 |(612) 625-05637 (612) 624-9028 |glbt@umn.edu W/M/D
HIRED Gary Zaimont |1200 Plymouth Ave. N. Mpls 55411 |(612) 302-8504 job@hired.org W/M/D
HIRED Alex Jasicki 310 E. 38th St., Room 101 Mpls 55409 |(612) 822-9071 (612) 822-9235 |ajasicki@hired.org W/M/D
HIRED Carol Aharoni  |1200 Plymouth Ave. N. Mpls 55411 }(612) 529-3342 (612) 529-7131 |devans@hired.org M
Griggs Midway Building, 170N
HIRED 1821 University Ave St Paul | 55104 {(612) 647-5620 M
1821 University Avenue _
HIRED John Klem Suite N261 St Paul | 55104 |(651) 999-5670 (651) 999-5641 |jklem@hired.org W/M/D
Intercultural Mutual ’ ' .
Assistance Association Ron Buzard 16 SW Seventh Avenue Rochester | 55902 {(507) 289-5960 1(507) 289-6199 M
International institute of o
Minnesota Robert Hoyle {1694 Como Avenue St Paul | 55108 |(651) 647-0191 (651) 642-9268 M
Lambert Vocational ' : .
Services Carrie Owens |375 E. Kellogg Bivd. St Paul | 55101 |(651) 225-9425 (651) 225-4400 |carrie@lambertvocational.com W/M/ID
Metropolitan Airports Debra J. :
Commission’ Johnson 6040 28th Ave. S. Mpls 55450 |(612) 726-8193 (612) 794-4406 djohnsoh@mspmac.org W/M/D
Mille Lacs Band of Ojibwe |Benjamin .
Indians Robertson 1433 E. Franklin Ave Mpls 55404 }(612) 872-1424 (612) 872-1257 " |miburb@millelacsojibwe.nsn.us M
Minneapolis American » ' ‘
Indian Center AIOIC/JPTA {Gordy Billet 1845 East Franklin Ave Mpls 55404 |(612) 341-3358 x115 |(612) 341-3766 jobs@aioic.org M
Minneapolis American : ‘ .
Indian Center/WIA Kelly 1530 East Franklin Ave Mpls 55404 |(612) 879-1710 (612) 879-1795 |[kfiresteel@maicnet.org M
Minnesota Department of - .
Economic Security Job Bank 390 N. Robert Street St Paul | 55101 }(651) 296-8400 (651) 296-3488 W/M/D
Minnesota Department of |Customer
Economic Security Service ,
(Rehabilitation Services) |Specialist 1111 3rd Ave. S., Suite 20 Mpls 55404 {(612) 341-7100 (612) 341-7119 |Pameila.Koliha@state.mn.us D
~ |Mary Jean » : ' o
Minnesota Department of |Turinia mary.jean.turinia-
Human Services Anderson . (651) 296-3510 (651) 297-7981 |anderson@state.mn.us W/M/D
Minnesota Department of [Bartolo 395 John Ireland Boulevard : . -
Transportation Martinez, Jr.  {Mail Stop 170 1st Floor St Paul | 55155 }(651) 297-5593 (651) 297-2158 |bartolo.martinez@dot.state.mn.us} W/M/D
Minnesota State Council on|Don . T
Disability Westergard 121 E. 7th Place, Suite 107 St Paul | 55101 [(651) 296-1742 don.westergard@state.mn.us D

(651) 296-5935
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Minnesota Woinen's _ ' ' '
Consortium Lorraine Hunt |550 Rice Street St Paul | 55103 |(651) 228-0338 (651) 292-9411 |info@mnwomen.org W
Beverly : [
NAACP - Mpls Thompson 310 East 38th St, Ste 136 Mpls | 55409 |(612) 822-8205 (612) 822-2524 M
NAACP St Paul Anisah Dawan |1060 Central Ave W. St Paul | 55102 |(651) 649-0520 (651) 227-6962 M
New Beginning Center Devon Miller  |644 Selby Avenue St Paul | 55104 |(651) 224-3835 (651) 224-9917 mrevdev@aol.com M
New Unity Center Dawn Williams [2507 Fremont Ave S Mpls 55411 |(612) 529-9267 williamsd@puc-mn.org M
Out Front Minnesota - Gay
and Lesbian Community  {Doug A
Action Council Saderhart 310 E. 38th Street, #204 Mpls 55409 |(612) 822-0127 - (612) 822-8786 |outfront@outfront.org W/M/D
Michelle _ (612) 362-0118
People Place, The Gibson P. O. Box 582402 Mpls 55458 |888/7EM-PLOY (612) 362-9523 M
Pillsbury Neighborhood 1Monique . (612) 588-5611
Serv.-New Unit Center Johnson 2507 Fremont Ave. N. Mpls 55411 |(612) 529-9267 (612) 529-4743 |johnsonm@puc-mn.org W/M/D
Pillsbury United Francisco . :
Neighborhood Segovia 420 15th Avenue South Mpls 55454 |(612) 338-5282 (612) 338-8421 WM
PPL Industries inc. (Project .
for Pride in Living) Sue Gunden }509 Washington Avenue S. Mpls 55415 |(612) 332-0664 (612) 332-4291 {sue.gunder@ppl-inc.org M
Project for Pride in Living  {Paula Petersen}2516 Chicago Avenhue S. Mpls 55404 (612) 874-8511 ‘ (612) 874-6444 |paula.petersen@ppl-inc.org M
Mary Lou 450 N. Syndicate Street, ] mclowes@ramseyactionprograms
.|Ramsey Action Programs {Clowes Bigelow Bldg St Paul | 55104 |(651) 645-6631 (651) 645-2253 |.org D/M
Ramsey County Workforce :
Department |Azit Abraham {2098 11th Avenue E. N. 8t Paul | 55109 [(651) 779-5316 (651) 779-5438 |azit.abraham@co.ramsey.mn.us | W/M/D
Ramsey County Workforce : : ' ‘ ] '
Development Mary Haigh 1910 W. County Road B Roseville | 55113 |(651) 604-3579 {651) 604-3582 |mary.haigh@co.ramsey.mn.us W/M/D
Ramsey County Workforce , . . 4
Development Jean Sass 160 E. Kellogg, Suite 1040 St. Paul | 55101 |(651) 266-3858 (651) 266-3713 _|jean.sassor@co.ramsey.mn.us WIM/D
Recovery Resource Center |Al Hawkins 1900 Chicégo Avenue Mpls 55404 |(612) 752-8064 (612) 752-8001 W/M/D
' : , . : rgubash@ngwmail.des.state.mn.u
Rehabilitation Services Rick Gubash (14551 County Road 11 Burnsville | 55337 |(952) 431-9415 (952) 431-9403 |s D
St Paul New Americans : 740 W. Rose Avenue 1030 | . St. Paul | 55117 {(612) 293-5989 (612) .
Program (SNAP) Tom Lyons, Jr. jUniversity Avenue W. St. Paul | 55104 }290-4803 - 1(612) 293-8806 __ . , M
Luis Brown- ' Ibrownpe@ngwmail.des.state.mn.
St Paul Workforce Center |Pena 2455 W University Ave StPaul | 55114 |(651) 642-0364 us . W/M/D
State Services for the Blind {Pam Gowan  }2200 University Ave. W., #240 St Paul | 55114 {(651) 642-0778 . 651) 649-5927 pgowan@ssb.state.mn.us D
Summit Academy OIC Louis King 935 Olson Memorial Highway Mpls 55405 {(612) 377-0150 ~ |(612) 377-0156 M
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Upper Midwest American  |Gertrude , .
Indian Center Buckanaga 1036 West Broadway - Mpls 55411 |(612) 522-4436 (612) 522-8855 |dbuckanaga@yahoo.com M
Urban Coalition Yusek Mgeni  [2610 University Ave W, #201 St Paul | 55114 |(612) 348-8550 (612) 348-2533 |gen@urbancoalition.org M
{Urban League, Mpls Shirley Neals {2000 Plymouth Avenue North . Mpls 55411 {(612) 302-3111 - (612) 521-8513 |rpargo@mul.org M
Urban League, St Paul Richard Rolle }401 Selby Avenue St Paul | 55102 }(651) 224-5771 (651) 224-8009 M
Urban League, St. Paul Russel Allenger}913 Selby Avenue St. Paul | 55104 (651) 293-9431 M
Vet Center Mark Manolis [2480 University Ave St. Paul | 55114 {(651) 644-4022 (612) 725-2234 Vets
Women In Transition Lenox Community Ctr, 6715 St Louis :
Employment Action Center |Dina Stender |Minnetonka Blvd., Ste 212 Park .| 55426 |[(612) 752-8444 (612) 752-8401 |dstender@resource-mn.org WM
Sandra _ ~ .
Women Venture Hollingsworth  |2324 Unviersity Ave, Ste 200 St Paul | 55114 )(651) 646-3808 {(651) 641-7223 |abarthei@womenventure.org WM
Women's International Self-|Cynthia ’ ‘ -
reliance Enterprise Yongvang - 4100 3rd Avenue S. Mpls 55409 |(651) 646-3268 cynthiayongvang@aol.com M
Michael ‘ » , michael.anderson@co.ramsey.mn
Workforce Solutions Anderson 2098 E. 11th Avenue N. St Paul | 55109 {(651) 779-5278 (651) 779-5240 |.us ' W/M/D
Working Opportunities for .
Women (WOW) Yvett Olendorf |2700 University Ave. W, Ste. 12 StPaul | 55144 {(651) 647-9961 (651) 647-1424 linfo@careersolutionsinc.org W/M
YWCA of Minneapolis Jessie Hili 1130 Nicollet Mall Mpls 55403 |(612) 332-0501 (612) 332-0500 T WM
Mercy Olson ' ' ’ molsonward@ywca- '
YWCA of Minneapolis Ward 1130 Nicollet Mali Mpls 55403 {(612) 215-4123 (612) 332-0500 {minneapolis.org M/W




Alexandra Technical

http://134.29.163,

College

132/CollegeServic
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Recru
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it Sources:

A

Colleges andTechnical Schools

Placement Services: emil osting to Stephanie
Anderson: stepho@alx.tec.mn.us, phone: 320-762-
4418

Accounting, Admin assitant, Computer,
Diesel mechanics, Mechanical Drafting,
Design and Engineering Technology,
Truck Driving

echanis
Mechanic

Gt

nglnering
Technology

Anoka Technical http//www ank teclemail Job Placement: Kathy Vockrodt MN WorkForce AAS and Certificate Programs: Mechanist no
College .mn.usfiobser.htm |posting  |Center-Anoka County providing services to the Accounting, Administrative, Machine |Mechanic
Placement Office at Anoka Technical College. 763- |Trades, IT
576-4783; 763-576-4784 (fax)
kvockrodt@ank.tec.mn.us, )
Anoka Ramsey http://www.anokar | Positions |Career Services has link to MN Workforce Center |Degree Programs AA, AAS, AS and GIS no
Community College amsey.edu/Stude |posted  jand Star Tribune Working. Not necessary to send |Certificates. Biology, Business, GIS, IT
ntServices/college|via MN  |separate postings as available via link.
_services A.cfm |Workforc
e
Center/St
Tribune
Work
Avenue
Augsburg College http:/Awww.augsbulErecruitin | The Center for Service, Work and Living. Sandy [BA, BS and Certificate Programs: Engineers Yes
rg.edu/cswi/postin (g 612-330-1472, tilton@augsburg.edu to set up Business, Engineering, Graphic Design,
apositions.htmi  |software |acounting for erecruitment software IT, Political Science,
Speech/Communications
Bay de Noc Community {hitp:/www.bayden|email Brainard, Ted, 906-786-5802, Accounting, Automotive, Mechanist Plant no
Coliege oc.cc.mi.us/iwww/ tposting  |brainart@baydenoc.cc.mi.us Administrative, Water Resource Mechanic Operators
carser03 him! Management
Carlton College’ http://www.carleto Jemail Career Center, please send it via e-mail to BA, BS degrees. Biology, Chemistry, Yes
n.edu/campus/car [posting  jcareercenter@acs.carleton.edu. You may also fax |Environmental Studies, Policitical
eer/ the posting to 507-646-4275 Science
Carver County Training '
Center?
Central Lakes College |http://www.cle.mn |Data Career Center. College has own software for Dipolma, AA, AAS degress. Admin Mechanist Engineers No
scu.edu/iobs/ entry into jposting jobs Assistant, Automotive Technology, |Mechanic i
colleges Computer, Diesel and Heavy
posting Equipment Technician, Mechanical
system Drafting, Engineering, Environmental
Studies
Century College http/fwww.century|lemai Employer Services. Jan Japs 651-779-3218, 651- |Degree Programs AA, AAS, AS and Mechanist Engineers, No
.mnscu.edu/stude [posting  [779-3475 (fax) job@century.mnscu.edu; Certificates. Accounting, Autobody, Mechanic GIS
niservices/jobsear Automotive Service Technology,
ch/employer.htm! Engineering, Engineering CAD-GIS,
: HVAC, IT, Marketing
College of St. Catherine|http.//minerva.stkautilize career development center, post to the following  |AA, BA, BS degrees: Biology, Yes Recruitment
te.edu/careers.nsf [JobPost, {link: Business, Communications, Political at Graduate
/pages/employers {InternPos jhitp://minerva.stkate.edufinternships.nsf/Add?Open {Science, IT School for
t, EdPost |Form non-entry
level:
Communicati
ons, Political
Science, IT
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‘Colleges andréchnical Schools

M’

facmnt/ -
skip navigation

Star Tribune, Minnesota Job Bank, Post to
B.jacobson@isc.mnscu.edu

Computer, Clvil Engineering, GIS,
Auto Body, Auto Services, Brake and
Suspensions, Truck Driving

Dakota County hitp:/Avww.dete.m |email Student Services. Jennifer West 651.423.8450,  |AAS and diploma programs. Mechanist No
Technical College nscu.edu/placeme|posting  {651.423.8416 FAX, jennifer.west@dctc.mnscu.edu jAccounting, Admin/Exec Asst, Mechanic
nt_center.htm Automotive/Auto body/Body Service,
Computer/IT/Programming, Electrical
Construction and Maintenance
Technology, Graphic Design, Truck
’ Driver Training
Dunwoody http://www.dunwo |email Student Services, Job Placement and Student IAAS and Diploma Programs: Mechanist Engineer Automot
ody.edu/aboutdun (posting - |Employment. (612) 374-4128, (612) 374-5800 fax, |Architectural Drafting, Automotive; Mechanic Drafting ive
woody/studentser placement@dunwoody.edu Computer/IT, Engineering Drafting, apprenti
vices/default.asp Graphics, HVAC ship
coopera
tive
Hamline University http://iwww.hamfin |email Career Employment. Amina Dioury, 651-523-2302, |College of Liberal Arts: Education, Fine Graduate Yes Recruitment
e.edu/cdc/employ iposting  |651-523-3085 fax, workshop@hamline.edu Arts, Humanities, Natural Science. School at Graduate
ers.htmi. Graduate School of Public School for
Administration and Management: GIS, non entry
Outcomes and Performance level
Measument, Contemporary Planning, positions:
Public Affairs Management. GIS, Public
Certification Programs: Public Affairs, Affairs,
HRM, Economics Planning
Hennepin Technical http://www.henne Jemail Job Connection. Kathie Monteg 952-995-1300, Offers AAS and Diploma programs: Mechanist Engineering Yes
College pintech.edu/stude |posting  |Kathie Montegnes@hennepintech.edu. Provides  [Business and Computer, Construction, {Mechanic Technology
ntsfiob- links to job placement websites Engineering Technology, Media
con/index.htm Communications,
Transporation/Automotive
Humphrey Instituate http:/Awww.hhh.u |Erecruitin |Career Services post positions Electronic Career  {The Humphrey Institute offers four No Recruitment
mn.edu/careet/em|g Management System; graduate degree programs, dual degree for non-entry
plovers.htm software |hitp:/hhh.erecruiting.com/er/security/login.jsp; opportunities, and certificate programs. level
Phone: 612-626-8015 Graduate certificate in Transportation positions:
Studies; Dual Degree MS in Civil Planners,
Engineering, MS in Policy and Civil
Administration, Graduate Programs in Engineer,
Public Policy, Urban and Regional Public
Planning, Science, Public Affairs. Affairs? More
Teaching Program, Labor Policy and for RA and
Public Policies on Work and Pay Transit
positions
Inver Hills Community  {hitp://www.inverhillemail  |Student Employment Office. Contact Tom AA, AS, AAS, Vocational Certificate No
College Is.edu/Jobs/defaul |posting  {Andrews at: (651) 450-8383, Fax: (651) 552-3303; |and Professional Development
thtm Email: tandrew@inverhills.mnscu.edu Certificate. Programs Accounting,
Building Inspection, Technologies,
Business, Computer/IT, Construction
Management, Criminal Justice,
ltasca Community ? Job Listing not posted on Website refer candidates |AS and Certificate Programs. Engineers, No
College to other websites. Contact school for additional Business, Engineering, GIS GIS
information.
Lake Superior College ihttp://www.Isc.mp jemail Job Placement Services. Lists intern positions and {AA, AS programs Accounting, Admin  {Mechanist Engineers, Yes
scu.edu/StuServ/p|posting  |regular positions on website. Also offers linksto  |Support, Business Admin, HRD, HRM, (Mechanic GIS
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Macalester Coliege

|http://www,. macale

email

Career Development Center. Linda Schindler,

Recrui  t Sources:
Colleges anu--dchnical Schools

Liberal Arts Degree programs Biology,

Engineers

munity/employme
nt_training.htmi

Technology, Computer
Science/Computer
Programing/Networking, Mechanical

Engineering Technology

Recruitment Sources_Master.xis

1/26/2004
Page 3 of 6

ster.edu/ede/ posting |Coliege Recruitment Coordinator @ 651-696-6384, |Engineering, Environmental Studies
651-696-6131 fax, cdc@macalester.edu program, Economics, Computer
Science, Political Science
Metro State University [http://www.metros |email Career Services; email preferred or fax to 651-793- |BA, BS degrees. Biology, Computer Job
tate.edu/career/e |posting |1530 and 612-659-7225 of emaii Science, Communications, HRM, Shadow
mployer.htmi careerservices@metrostate.edu Accounting, Business Admin, ing
Economics, Finance, MIS, Marketing, Progra
Public and Nonprofit Adminstration. m
Graudate Program: Master of Science,
MBA, MMIS, Gradudate Certificate in
MMIS, Master NonProfit & Public
Admin, Master in Project Management
Minneapolis Community| hitp:/www.mctc.m|email Lucy Kennedy email; Certificates, Diplomas and AA degrees. | No
and Technical College |nscu.edu/careerPiiposting |Lucy.Kennedy@minneapolis.edu; 612-659-6722, |Accounting, Admin Assistance, Biology,
acement/index.cf 612-659-6721 fax. Business Management, Computer/IT
m
Mankato State http:/iwww.manka |Mavjobs. |Placement Center. 507-389-6061, post jobs at Bachelor's, master's, associate, and Civil Yes
University to.msus.edu/cdc/e|com mavjobs@mnsu.edu specialist degrees; graduate Engineers
mployers.shtml  |software certificates. Accounting, Biology,
Chemistry, Computer and IS,
Marketing/Mass Communications,
Mechanical and Civil Engineering,
Political Science, Stats
Minnesota State http:/fwww.minnesiemait Placement Center. Website does not list job 4 campuses, accounting, admin, Mechanist No
Community and ota.edu/placemen {posting |openings. rhonda.bahls@minnesota.edu computer, civil engineering, auto Mechanic
Technical College Y
Northland Community  |bttp://www.ncte.m fim on Placement center provides links to other websites. |AA degree. Accounting, Admin Mechanist No
and Technical College inscu.edufiob_placipreferred {Minnnesota Job Bank. Does not offer a place for  |Support, Arich design, Autobody Mechanic
ement.htm method  |employers to post on-line. Contact Thief River collision, Autoservice, Business,
Falls campus- Susy Dowers, 218-681-0780 or East|Computer, Marketing
Grand Forks campus- Susan Snedker, 218-773-
4620.
Normandale hitp:/mww.norma |emait or {Student/Alumni Job Placement Center. Carolyn  |Offers AA, AAS and Vocational Engineering No
Community College ndale.edu/depart |flyer Jobin and Rose Cronin 952.487.7050; 952-487-  |Certificates. Accounting, Biology, Technologies
ments/?choice=ot 8230 (fax) or email to: ncejoblist@normandale.edu. | Chemistry, Business, Computer
her&dept=3 Recommend recruitment via a colored flier o be  [Technology, Environmental Science,
posted on campus. See website for details. Engineering Technology, Political
Science
[North Hennepin hitp:/mww.nhcc.e [email Career Services webpage offers direct link to Start |Offers AA, AS, AAS, BA and Certificate No
Community College du/nhcc deptsi/co |posting | Tribune Working. Email to Programs. Accounting, Computer/IT
unseling_advising karen.philbin@nhcc.mnscu.edu. Not necessary to- |Management, Business Adminstration,
career/career_re post if utilizing Star Tribune Working. Building Inspection Techﬁ)logy.
source center/ Housing Inspection, Public Works
Pine Technical Coliege [hitp;//www.ptcfacujemail Empioyment and Training Center. Mary Bucher  |Offers AS and AAS degrees, Business [Mechanist Mechanical No
lty.org/~nweb/com|posting  |(320) 629-674, etc@ptc.tec.mn.us Administration, Automotive . IMechanic Engineering




Rochster Community

Recru,

it Sources:

Colleges andTechnical Schools

st

http://mww.rcte.ed {email Contact Career Counseling 800-247-1296. Website|Offers Certificates, Diplomas, AAS, AS |Mechanist
and Technical College |u/counseling_care|posting  [had no section for employers on how to post and AA degrees. Accounting Clerk, Mechanic
er_center/html/car employment opporunities. Post to job board Accounting, Admin Assistant, Auto
eer_center.htmi rose.conway@roch.edu ' Mechanics, Building Utilities
Mechanic, Business Mgmt, CAD,
Computer
|South Central Technical|http://southcentral {email Placement Center. Diane A. Hendrickson, Offers Diploma, AA, AS and AA Mechanist Drafting No
College .edu/placement/ |posting |Placement Coordinator, 507/389/7225, degrees. Accounting, Computer, Mechanic ’
507/388/9951 FAX, Marketing, Architectual Drafting, ‘
diane.hendrickson@southcentral.edu or post jobs |Autobody and Coliision Technology,
electriconically via website Automotive Service, Diesel Truck and
Bus Technology, HVAC
South East Technical  |hitp://www.southe |email Employer and Career Services. - 507-453-2736, Acounting, Admin Support, Autobody  |Mechanist Drafting No
College astmn.edu/studen |posting  |aweltzien@southeastmn.edu or post positions Collision Technology, Automotive Mechanic
tServices/jobs.sht electrically to website erecruitingnetwork.com Technology, Computer, Drafting and
mi Design, HVAC
St.Cloud State http://condor.stclo [JobPost, |{Career Services. Posting positions electrically via  |Offers BA, BS and Graduate programs. Electrical and Yes
University udstate.edu/~care | EdPost or|JobPost, EdPost or internPost Accounting, Biology, Computer Mechanical
ersv/employer- InternPos Science, Electrical Engineering, Engineering
services.htm t Mechanical Engineering,
Marketing/Mass Communications,
Political Science, Public Administration.
Graduate Program Enviromental and
Technologies Stutides, GIS, Mass
Commnuications, Public and Non Profit
Institutions
St. Cloud Technical http://www.scte.ed | post via |Contact the Career Center at 320-308-5926 or 1-  |Offers diploma, certificate and AAS Mechanist Plant No
College u/placement/ college |800-222-1009, ext. 5926 for a username and degrees. Accounting, Admin Support, |Mechanic Operators
website |password to post information via website. Automotive/Transportation
Technology, Credit and Finance,
Computer, HVAC, Landsurveying,
Water Technologies
ISt Olaf College http://www.stolaf.ejemail Office for Career Connections. (507)646-3268, Offers BA, BS. Accounting, Biology, Yes
du/services/career|posting  |507)646-3626 fax, job-internship@stolaf.edu Chemistry, Computer Science,
/html/emplovers.ht Environmental Studies
mi
St. Paul Technical hitp//students.sai jemail Curt Groth 651-846-1384, (651) 221-1416 (fax) Offers diplomas, certificates and AA,  |Mechanist NA
Coliege ntpaul.edu/genera |posting  (Curt.Groth@saintpaul.edu. Website provides a link|AS and AAS degrees Accounting, Mechanic
/employment/ to other internet resources inciuding MN Workforce |Admin Assistant, Computer/IT, Graphic
Center, Design, Human Resources, Land
surveying, Autobody, Automotive
Service and Truck Technician
U of WI - River Falls hitp/iwww. uwif.ed| email Job Placement. (715) 425-3572, 715.425.3573 fax |Offers BA, BS and Graduate programs. Yes
u/ccs/employers/e|posting  Jemail. career.services@uwrf.edu Accounting, Biology, Computer
mployer- Science, Environmental Science, Land
interns.htm Use Planning, Marketing/Mass
Communications, Political Science
University of Minnesota [http://www.catalog Go to website to a list of all colleges and emall
s.umn.edu/majors addresses.
_htm!
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Colleges and Technical Schools

hitp://www.cbs.um
n.edu/main/career
[

emait
posting

College of Biological Sciences: Maggie Kubak:
Coordinator Internships and Careers Services:
send to careercenter@cbs.umn.edu.

htp://www.csom.u
mn.edu/Page1204

CAR.S.
carlson

.aspx automate
d
recruiting
system

Carlson School of Management.

Marketing, Business

http://www.cnr.um
n.edu/careers/car,

eerservices.php

email
posting

College of Natural Resources. Contact our Career
Services Office at 612-624-6768 or email
bganzlin@umn.edu or cnrjobs@umn.edu.

Environmental Studies

bttp//www.it.umn. Institute of Technology. Email to itcs@umn.edu Science, Engineering and Math X Yes
edu/career/femplo
yers/index.htmt
hitp:/fww.ce.umn College of Civil Engineering. Email to Position postings for Transportation X X
.edu/empopp/coo cive@umn.edu Engineering, Environmental
pf Engineering, Water Resource
Engineering, Geomechanic Engineering
http://iwww.cclc.u  |email Coliege of Libergal Arts: Career & Community Urban Planning. Communications, etc/ Yes
mn.edu/ posting _|Learning Center. ccle@class.cla.umn.edu
University of St. http://www.stthom |emait (651) 962-6761, career@stthomas.edu. St. BA, BS and Graduate Programs. Yes and|Recruitment
Thomas as.edu/career/jobli Thomas has own websoftware for posting Accounting, Biology, Chemistry, alumni {for non entry
stings/emplovers/ internfjobs Communications, Computer Science, mentors fievel
Engineering, Environmental Studies, hip_ positions
Political Science program
Winona State University| htto://www.winonaneed to  |University has own classified section - need to BA and BS degrees. Accounting, Engineering Work  |Recruitment
-edu/classifieds/X |get email [register Biology, Business Admin, Chemistry, Study |for non entry
cClassPro.asp address? |hitp://www.winona.edu/membership/XUDRegister.a |Computer Science, Engineering, program |level
sp Finance, Marketing/Mass positions
Communications, Political Science.
Vermillion College http://kardassia.y¢|emait Steve Kliest 1-800-657-3608. Send Postings to:  [One and Two year programs: Plant No
c.mnscu.edu/stud |posting  }s.crittenden@mail.vec.mnscu.edu Business, Computer, Water Science Operators
entinfo/career/ind
ex.htm -
Employment

INTERNpost

http://tigger. stclou
dstate.edu/%7Eint

ern_web/

MN Colleges' Internship postings

JOBpost

http:/ftigger.stcloy

dstate.edu/~jobpo
st web/

MN Colleges' Job AND intemnship postings

Edpost

http://tigger.stelou
dstate.edu/~edpo
st web/

MN Colleges’ education posting

Coliege Grad Job
Hunter

1/26/2004
Page50f6

http://jobs.coliege
rad.com/emp/for

misignupform.asp
2bhed2=1073317

L reerm st B aster

Jobs specifically for entry level college grads. Free
to create an account to receive resumes. Cost for
Job Postings (single $125 or 5 jobs $500, 10 jobs
$1000)
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Colleges and"Technical Schools
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Y
At Sources:

Wet Feet hitp://intemships. Two websites (Webfeet.com and
wetfeet.com/ InternshipPrograms.com). Webfeet partners with
Career Builder. IntnershipProgram can post
osition and review resumes at no charge.
SmarterSource hitp://www.smarte MN Private College Job Fair in February. Access

tsource.org/’

candidate information from students and alumni of
Minnesota's Private Colleges

Liberal Arts Career http://www.lacn- Entry Level positions/management traineers:
Network (LACN) group.org/ Liberal Arts Career Network - 25 select liberal art

colleges (Colleges in MN: Carleton & Macalester)

http://abacus.bate
s.edu/career/LAC

Nfintern.html

Internships: Liberal Arts Career Network - 25 select
liberal art colleges. (Colieges in MN: Carleton &
Macalester)

Achieve Minneapolis

hittp://hennepinpat

Work Learning Opportunities, Job Shadows,

Hennepin Path Finder [hfinder.com/ Speakers, internships from over 700 employers.
Site may be used to list the Council careers for
students as a career exploration opportunity. Also
can have career speaker and career fair presenter.
Cost of $25007 To be researched further.

Minnesota Jobs hitp://www.mn- MN Jobs.Com has an intern section.

jobs.com/summer

/

College Recruiter.com

hittp://www.adquid
e.com/college

CollegeRecruiter.com provides organizations with a
powerful recruiting tool to reach college students
and recent graduates with zero to three years of
experience who are seeking part-time jobs,
internships, and career positions. The
CollegeRecruiter.com Network of 5,000 career
sites is used by 3,000,000 visitors per month, about
half of which are unigue.

Recruitment Sources_Master.xls

1/26/2004
Page b of 6
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PROPOSED MANAGEMENT TRAINING

Travel Toward Management Success

This is a mandatory full day of training designed to help our managers and supervisors
build their management skills and work more effectively in partnership with our diverse
employee population and stakeholders and to collaborate with the ODEO. It will
challenge our managers and supervisors and cause them to rethink their old approaches
and develop proactive methods to deal with issues of diversity, equal opportunity and
affirmative action.

Objective:
1. Transition managers and supervisors from being reactive to proactive.
2. Refresh policies and procedures with managers and supervisors
3. Open discussion on topics such as racism and ethics.

4. To ensure the Council is hiring, retaining and promoting employees as |
prescribed in our state and federal AA Plans.

P This training will be presented annually. LOD and Diversity will develop the curriculum
;; and together with outside presenters will provide mandatory tralmng

e
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Affirmative Action Plan requirements for Metropolitan Government Agencies suggest
periodic review of the Council workforce to determine employee attitudes toward
implementation for the plan.

In order to carry out the Metropolitan Council's mission, we must have a workforce that
is competent, dedicated and a reflection of the community we serve. Our community
over the past 30 years has grown to include cultural diversity, with immigrants from Asia,
Africa, Russia and South and Central America. As an organization that provides services
that include the operation of the regional transit system, the wastewater treatment system
and provides affordable housing opportunities, we come in contact every day with an
increasingly diverse clientele. Reflecting our clientele, our workforce is changing also.
This diverse workforce brings an opportunity to benefit from new and different ideas,
values and cultures. Our ability to provide the best services possible to our region is
dependent on our employees, and therefore a greater understanding of our strengths and
opportunities for improvement in our diversity efforts is of paramount importance.

The last council wide diversity survey was completed in 2000. The survey was
developed to meet four criteria. They are:

1) Gauge effectiveness of current diversity programs;

2) Identify areas for improvement;

3) Set benchmarks for future surveys;

4) To meet the statutory requirements to survey our workforce.
The survey results were very encouraging. It indicated the Council was moving in the
right direction with our Diversity efforts. Since the survey, the ODEO has spent the last

three years improving the few areas that our employees felt that we could do better. We
continue to turn-around employee complaints in less than 45 days, ODEO and HR

-attended a five session training program on employee selection t6 enhance our

recruitment and hiring process and we have worked with communications on how we
inform our employees about what ODEO i is doing.

We intend on using the 2000 survey as a benchmark and survey our employees in 2005.
By that time our new administration and Council will have had time to assess
current applications of the current AA Plan and develop goals for the future.

Results of the Council's 1999-2000 survey are attached.
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Diversity at the Council
Report on Diversity Survey Results

Message from the Regional Administrator

Diversity is important to the Council

We live and carry out our organizational responsibilities in an ever-changing community.
Over the next twenty years our seven county regional area will see an increase in population
0f 650,000. Over the past 30 years, many of our new residents have come from a myriad of
cultural background. Immigrants from Asia, Africa, Russia and Central and South America
continue to look at Minnesota as a community of great opportumty

Our commitment to Diversity is two fold. As an orgamzatlon that provides transit service,
wastewater treatment services and low-income housing we provide direct client services to
this increasingly diverse community. Additionally, our workforce continues to reflect this
changing population. This change has provided us with an opportunity to benefit from the
different perspectives and contributions that diversity bring. In addition to this benefits, an
increasing diverse workforce also brings with it new challenges. We are conscience of the

- strength and opportunities that this diversity offers us and are committed to effectively

addressing the challenges. Our ability to provide the best services possible to our region is
dependent on our employees and therefore a greater understanding of our strengths and
opportunities for improvement in our diversity efforts is of paramount importance.

This survey is one tool that the Metropolitan Council will use to work on improving its
diversity efforts. I am grateful to all those who took the time to prov1de us with this
important feedback.

Why did we do this survey?

The Council has long supported a philosophy of equality and fairness. Management, the
Office of Diversity and all employees play a role in making this philosophy a reality.
However, the Office of Diversity and the management function have added organizational
responsibilities. We carry out these responsibilities by providing services and programs
aimed at improving our workplace and ensuring a fair and just work environment.

We believe that what is not measured is not valued. If we are to take an honest review of our
diversity efforts we need to know how our employees view our performance. We developed

 this survey to meet the following four criteria.

Gauge effectiveness of current diversity programs

The Office of Diversity develops and administers a myriad of programs and initiatives aimed
at improving the quality of work life for all our employees. It is important for us to know
how well we are doing in meeting this objective. It is equally important for the Council’s
managers to know how well they are doing in carrying out their diversity responsibilities.



=

/:‘:?x‘“'

> Develop programs to close gaps

The second purpose of this survey is to identify areas where we can improve our
performance and programs. This information we will use to develop performance .
improvement initiatives, with the goal of eliminating those identified deficiencies.

Set benchmark for future surveys -

Thirdly, we are going to use the survey results to set the performance benchmark against

" which we will measure future performance. By using this data we will be able to see whether

or not our initiatives are resulting in the desired improved performance.

Meet statutory requirements

- Lastly, we are meeting our statutory requirement to periodically survey our workforce.

Seven areas measures by the survey:

The following is a brief description of the seven areas that were covered in the survey.

> General Diversity Policies

This section was intended to measure our employee’s general understanding of the Council’s
Diversity Policies and Procedures. It is important for all our employees to have a good
understanding of their rights and obligations covered under these policies.

Diversity Committee

The Diversity Committee represents our workforce and provides assistance to the Office of
Diversity in the implementation of our programs and initiatives. It is important that this
committee be effective in carrying out these duties. To this end, the survey questions were
designed to give us a picture of the committee’s success in meeting its objectives.

Affirmative Action

The section sought to measure our employee’s perception of how well we are doing in
recruiting and retaining a diverse workforce as well as their belief of the fairness and equity
of our selection procedure. '

Complaints -

This section sought to answer the questions; how well does the organization and in the Office
of Diversity perform in dealing with employee complaints? What are the expectations of
employees once a complaint has been filed and what is their perception of the fairness and
impartiality of the complaint investigation process?

Organizational Performance

This section had a number of focuses. The first segment sought to get information on how
well the organization was doing in the delivery of various services. Secondly, we asked



questions around resolving employee conflicts. Lastly we wanted to know employees
perception of the administration of the agency’s diversity policies and procedures

» Communications

Communications is a very important objective and tool for the Office of Diversity. Here we
were interested in know how effective our communication efforts have been and what
' vehicle of communications would best meet the needs of our employees.

> Tr g

This section sought to gain some insight into the effectiveness of the agency’s diversity
training. Additionally, we were interested in knowing the type of training most desired by
employees, and their preference for training method and frequency.

Survey Results

The following section of this report is presented by survey category. For each category we will
first provide a brief evaluation of the data, this will be followed by actual survey results for each
question by Council Division and overall scores:

RA = Regional Administration ~ CD = Community Development  ES = Environmental Services MT = Metro Transit

~ General Diversity Policies

‘ \ } » Overall, the responses for this section were very favorable. Most of our employees
L “understand to some degree the organization’s approach to diversity and the agency’s
diversity policies.

1. How well do you understand the Metropolitan Council’s overall apprdach to diversity?

b

RA 92.9
CD _ 86.1
ES 92.6
MT 84.8
Council-wide 88.5

2. To what extent do you understand the Metropolitaﬁ Council’s Discrimination, Harassment
and Inappropriate Behavior policy?

RA 98.1
CD 94.4
ES 94.4
MT ’ 90.4
Council-wide : 93.1




3. To what extent do you understand the Metropolitan Council Reasonable Accommodation and
Workplace Adjustment policy.

RA
CD
ES 79.1
MT 674
Council-wide 73.4

Diversity Committee

> There is.an opportunity to improve in this area. The role and responsibilities of the
committee is not as well known as it could be. Additionally, over a third of employee do not
know if the committee is effective in representing them. '

4. To what extent are you familiar with the role and responsibilities of the Metropolitan
Council’s Diversity Committee? :

RA 72.1

CD 55.6

ES 68.3

MT 59.0

Council-wide 63.8
i ™y : .
\/? 5. To what extent do you believe the Diversity Committee is effective in representing the

diverse concerns and opinions of the Metropolitan Council’s workforce?

RA R
CD 514
ES 18.1 33.1
MT - 152 41.0.
Council-wide 14.7 39.5

6. How can the Metropolitan Council improve the Diversity Committee’s effectiveness?

RA

CD .

ES - 12.1 45.7 13.6 28.7
MT 10.9 51.0 - {1 116 26.5
Council-wide 9.7 » 49.4 ' 12.3 28.6
Affirmative Action

> The survey indicates that there is a good understanding of the Council’s Affirmative Action
goals and that we do a good job of recruiting and retention. There is a reported performance
gap identified in the fair administration of our selection and promotion process.



7. To what extent do you understand the Metropolitan Council’s Afﬁrmative Action Plan goals?

RA 74.7
CD 77.8
ES 78.4
MT 63.8
Council-wide 71.6

8. Do you believe the Metropolitan Council has been successful or unsuccessful in recruiting a
diverse workforce over the past three to six years?

RA i 72.4 8.6 19.1
CD 69.4 11.1. - 194
ES 63.6 14.3 220
MT 73.2 7.3 19.5
Council-wide 70.0 ' 9.8 20.2

9. Do you believe the Metropolitan Council has been successful or unsuccessful in retaining a
~ diverse workforee over the past three to five years?

64.7 105

RA 24,
CD 69.4 5.6 25.0
ES 63.9 14.4 21.8
s ' MT -67.5 9.0 23.5
) Council-wide 66.0 — 106 234
10. Do you agree or disagree that there is a fair process for promoting internal candidates into
'vacant jobs?
RA 60.9 39.1
CD 80.6 194
ES 42.8 . 572
MT 58.2 41.8
Council-wide 53.3 : 46.7

11. Do you agree or disagree that there is a fair and non-discriminatory selection procéss for all
job applicants? '

RA T 64.9 35.1

CD 54.3 45.7
ES 51.1 489
MT 58.0 42.0
Council-wide 56.7 43.3

Complaints

> The majority of employees indicate that they know how to report an incident of
discriminatory harassment or inappropriate behavior. For the most part employees feel
confident that their complaints would receive a fair and impartial investigation. Areas for



improvement include communicating the complaint channels, turnaround on complaints, and
the perception of fairness and impartiality. There is also some concern that some employees
might not report a complaint due to fear of retaliation, belief that nothing would be done and
pressure from co-workers. '

'12. If confronted with a work-related conflict, where do you normally seek assistance first?

RA 16.9 ‘ 66.9 ) 4.7
CD 37.1 54.3 ‘ 8.6
ES 26.4 51.6 4 . ] 14.7 6.2
MT 23.6 49.6 6 4 19.5 6.3
Council-wide 23.9 - 53.1 8 ' 5 152 6.5

13. Do you know how to report an incident of discriminatory harassment or inappropriate
behavior?

RA 704 | 29.6
CD 722 | 27.8
ES 79.0 | 21.0
MT 68.9 | 31.1
Council-wide 72.0 | 28.0

'14. Would you say the formal complaint channels are communicated effectively?

RA 49.0 | 51.0
CD 429 | 57.1
ES 613 | 38.7
MT 57.8 | 42.2
Council-wide | 56.7 | 43.3

15. When I’ve had a diversity-related conflict it has been resolved in a timely manner.

RA 13.7 12.4 73.9

CD 83 19.5 722
ES 15.8 16.8 . 67.4
MT 18.6 : 12.6 68.8
Council-wide 16.5 14.1 694

16. If you had a diversity-related conflict, why might you not report it?

RA - 12.0 5.0 17.0 ’ 5.0 61.0
CD 3.0 364 - - 3.0 57.6
ES 10.2 20 24.8 5.1 57.9
MT 12.3 4.4 22.5 9.3 ‘51.5
Council-wide 11.4 3.6 22.8 7.1 551




17. Have you ever filed a cofnplaint with the Office of Diversity?

RA 59 | 94.1
CD 83 { 917
ES 9.6 | 904
MT 85 | 915
Council-wide 84 | 916

18. If you were to file a complaint w1th the Office of Diversity, which best descnbes the outcome
you would expect?

RA 76.2 11.2

CD 66.7 8.3 25 0
ES 59.8 19.3 20.9
MT 64.0 184 17.6
Council-wide 64.8 17.0 18.2

handled by the Office of Dlversrcy‘?

19. How confident are you that you would receive an impartial investigation of a complamt if

RA 66.0 13.1 20.9
CD 55.6 222 222
ES 55.0 27.7 17.4
MT 50.9 22.3 26.8
Council-wide 54.6 22.3 23.1

handled by your supervisor or manager?

20. How confident are you that you would receive an impartial investigation of a complaint if

11.8

RA 75.7

CD 52.8 36.1 11.1
ES 65.4 24.6 10

MT 65.8 19.1 15.1
Council-wide 66.9 20.3 12.8

Organizational Performance

> - There is a strong belief that the agency does a good job in its Affirmative Action hiring, diversity
communications and training. Also rated positively were the agency’s administration of its
reasonable accommodation/workplace adjustment process. Areas needing improvement included
complaint processing, employee involvement.

> Managers were rated high in their approachability and ability to resolve diversity related issues.
Employees also indicated a high degree of comfort in going to a manager with diversity issues and
believe that managers would go to some or a great extent to resolve the issue. The Office of Diversity
was rated somewhat lower than managers in all three areas. This indicates an area where Diversity
can work on to increase the confidence level of employees.
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> Most respondents believe that management and the Office of Diversity administer the diversity
policies fairly, that they are held accountable for complying with the Discriminatory Harassment and
Inappropriate Behavior policy. They also believe that both are effective in ensuring an equal
opportunity and discrimination and harassment free environment and that they “walk the talk” as it
relates to diversity. -

21. Please tell us to what degree you think the following programs are effectively administered.

] Affirmative Action Hirin

58.4

RA

CD 55.6

ES 63.3

MT 65.0
|_Council-wide 63.0

E

RA 49.0

CD 41.7 27.8

ES 54.3 28.1

MT 48.8 27.7

Council-wide 50.1 27.8
Diversity Communications

RA .
CD 62.9
ES 62.9 214
MT . 54.2 223
Council-wide 58.2 21.0

Diversity Trainin
RA 68.9 15.5 15.6
CD 80.6 8.3 11.1
ES 71.2 18.1 10.7
MT 654 17.0 17.6
Council-wide 68.1 16.9 15.0

RA 9.9 45.7
CD 38.9 22.2 38.9
ES 46.3 19.6 34.1
MT ' 44.8 174 37.8
Council-wide 44.8 17.1 38.1

Reasonable Accom

RA 61.6 4.6 33.8
CD 44.4 11.1 445
ES 58.3 14.0 27.7
MT 55.5 13.4 31.1
‘Council-wide 56.7 12.2 31.1




22. How comfortable are you brining diversity-related issues to the Office of Diversity?

255

RA 74.5

CD 60.0 40.0
ES 62.3 37.7
MT 62.6 374
Council-wide 64.4 35.6

23. How comfortable are your bringing diversity-related issues to your manager or supervisor?

RA 83.7 16.3
CD 69.4 30.6
ES 73.6 26.4
MT 75.1 249
Council-wide 75.8 24.2

24. To what extent do you believe the Office of Diversity would go to help you resolve an
important diversity issue?

RA . 7. .

CD 75.0 5.6 19.4
ES 56.6 14.2 29.2
MT 54.9 12.9 32.2
Council-wide 58.1 12.1 29.8

25. To what extent do you believe your supervisor or manager would go to help you resolve an
important diversity issue?

RA 81.0 7.8 11.2
CD 72.2 16.7 11.1
ES 69.6 13.4 17.0
MT 71.2 12.7 16.1
Council-wide 72.5 12.2 15.3

26. How effective do you think the Office of Diversity is in resolving diversity-related conflicts?

RA .

CD 36 1 16.7 472
ES 41.4 17.3 413
MT 37.7 104 51.9
Council-wide 38.7 12.7 48.6
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15.3

27. How effective do you think supervisor or managers are in resolviﬁg diversity-related

RA

CD 50.0 194 . 30.6
ES 50.4 18.9 30.7
MT 56.0 11.2 32.8
Council-wide 52.3 144 333

Senior Management

307

560

RA 13.3

CD 19.4 19.4 61.1

ES 33.9 17.9 48.2

MT 30.9 13.1 56.0

Council-wide 314 14.7 53.9 .
ers/Sup ervisors

Middle Mana

Office of Diversi

RA 33.8 6.8 59.5 .
CD 30.6 16.7 52.8
ES 2238 173 39.9
MT 414 12.6 46.0
Council-wide | 402 | 132 46.6
£
A

28. Do you think the diversity policies are administered fairly or unfairly by:

RA .6 54
CD 38.9 5.6
ES 34.7 12.3
MT 27.6 12.5
Council-wide 32.8 10.9

'29. To what extent do you believe each are held accountable for compliance with the
- Discrimination, Harassment and Inappropriate Behavior Policy?

Senior Managers

RA 64.5 13.8 21.7

CD 66.7 222 11,1

ES 55.9 18.6 25.5

MT 624 9.6 -28.0

Council-wide 61.0 13.4 25.6
Middle Managers/Supervisors

RA 71.7 7.2 21.1
CD 75.0 13.9 11.1
ES 63.0 13.0 24.0
MT 68.9 6.8 24.3
Council-wide 67.7 9.1 23.2
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RA 2.7

CD 25.0
ES 13.4 29.7
MT 9.7 36.5
Council-wide 92 327

30. To what extent do you believe each effectively carry out their responsibilities to ensure an
equal opportunity and discrimination and harassment-free work environment?

RA 13.3 24.0
CD 69.4 13.9 16.7
ES 54.5 17.5 28.0
MT 58.6 10.9 30.5
Council-wide 58.7 13.4 27.9

RA

CD 80.6
ES 62.9
MT 69.1
Council-wide 67.2

RA 67.6 34 29.0
CD 63.9 2.8 333 .
ES 552 116 33.2
MT 54.1 8.2 37.7
Council-wide 57.0 8.2 34.8

31. To what extent do you believe that each walk the talk as it relates to diversity?

RA

CDh 50.0 27.8 22.2
1LES 47.4 22.6 30.0

MT 54.8 11.8 334

Council-wide 32.5 16.5 31.0

RA 63.6 6.6 29.8
CD 68.6 17.1 14.3
ES 56.0 17.8 26.2
MT 60.8 10.8 28.4
Council-wide 60.3 124 273




Pt RA 61.7 2.0 36.3
K CD 62.9 5.7 314
o ES 53.1 13.2 33.7
MT 492 9.0 418
Council-wide 53.0 8.9 38.1

Communications

> For the most part the agency does a good job in its diversity communications efforts.
Information is readily available and communicated effectively. Managers are accessible to
employees to discuss diversity issues. Areas for improvement include soliciting and
welcoming employee opinions, and increasing the frequency that diversity is discussed as a
part of regular staff meeting. Employees a split on their desire to get additional information
-on diversity and on their desire to continue to have celebrations around the various cultural

groups.

32. Enough information on diversity services and assistance is communicated to me?

RA 50.0 24.0
CD 36.1 27.8
ES 61.7 23.8 14.5
,,,,,,, MT 452 24.2 30.6
a Council-wide 50.5 242 25.3

629

Enough information on diversity services and assistance is readily available to me?

[RA 23.8
CD 52.8 36.1 11.1
ES 64.5 24.3 . 112
MT 48.6 25.6 25.8
Council-wide 55.8 25.2 19.0

My manager or supervisor is accessible to discuss diversity issues.

[RA 74.7 16.7 )
CD 58.3 25.0 16.7
ES 68.8 19.7 11.5
MT 64.1 23.0 12.9
Council-wide 67.0 21.0 12.0

I would like to see more activities celebrating the diverse cultures and groups we have in our

employee population.

CD

ES




to diversity?

MT 39.2 314 294
‘ Council-wide 353 334 313
s Employee suggestions and opinions are welcome?
RA 52.3 329 14.8
CD 41.7 38.9 19.4
ES 38.8 373 23.9
MT 44.9 34.1 21.0 -
Council-wide 44.2 349 20.9
Employee suggestions are solicited?
CD 194 36.1 44.5
ES 29.3 424 28.3
MT 26.3 41.4 32.3
Council-wide 279 41.0 31.1
33. How often is diversity discussed as part of your workgroup meetings?
RA 73 503 63.3
CD 16.7 83.3
P ES 7.3 36.4 56.4
{ } MT 6.2 4538 480
= Council-wide 6.4 39.0 54.5

34. Which of the following communication methods do you prefer to receive information related

RA 48.6 - 6.3 . .

CD 69.0 34 6.9 10.3 104
ES 5.2 24.6 284 12.9 10.8 18.1
MT 14.1 9.6 32.6 19.3 . 8.1 16.3
Council-wide 5.2 222 28.5 15.0 9.6 15.5

Trainin

> A majority of employees feel that diversity training has been effective in raising their
awareness and has had an impact on changing their behavior. Better that half believe that
they are better able to interact with people who are different from them. Most employees are
aware of the types of actions, words and symbols that are offensive to others. This data is
promising, it indicates that training is having a positive effect on our employees but it also
indicates that we have a ways to go to fully integrate our diversity philosophy.

35. How effective has diversity training provided by the Metropolitan Council been in raising
" your awareness of diversity issues in the workplace?



22.0

RA 78.0

CD 64.7 35.3
ES 82.1 17.9
MT 74.2 25.8
Council-wide 76.7 23.3

RA 36.2
CD 514 48.6
ES 70.8 29.2
MT 63.1 36.9
Council-wide 65.3 34.7

36. How effective has diversity training provided by the Metropolitan Council been in -chémg'mg
your behavior around diversity issues?

37. As aresult of attending diversity training do you agree or disagree that you are better able to
interact with people who are different than you.

RA 5 i
CD 429 45.7 11.4
ES 58.8 38.3 2.9
MT 56.4 29.1 14.5
Council-wide 57.0 33.3 9.7

38. To what extent do you understand the kinds of words, symbols and actions considered

offensive to members of the Metropolitan Council’s diverse employee population?

L]
92.7

73

RA

CD 94.4 5.6
ES 91.6 8.4
MT 84.2 15.8
Council-wide 88.1 11.9

- 39. How would you prefer that future diversity training be delivered?

RA 15.3 26.6 11.3 20.2 8.1
CD 12.5 25.0 18.8 3.1 344 6.2
ES 13.5 16.3 22.0 17.1 19.2 11.9
MT . 32.5 8.6 18.8 10.7 19.2 10.2
Council-wide 23.8 12.7 20.9 12.3 20.0 103

40. How often should formal classroom training be offered to employees?

CD

14.3

48.6 5.7
ES 8.8 49.3 19.0
MT 20.0 34.2 11.6




| Council-wide | 152 | 300 | 41.1 | 137

e

41. Please select any of the training seminars that you would voluntarily attend.

£
RA 48.7 -
CD 50.0
ES 40.5
MT 37.3
Council-wide 40.7
RA
CD
ES
MT
Council-wide
RA 33.1
CD 444
ES 24.9
MT . 24.7
Council-wide 272
: \\} RA ' 292
: CD 41.7
ES 22.1
MT 19.0
Council-wide 22.6

RA 24.7
CD 36.1
ES 18.7
MT 28.5
Council-wide 25.6

CD 22.2
ES 28.0
MT 23.7
Council-wide 26.5
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Conclusion

"The survey results are very encouraging. They indicate that in many respects and in many areas

the Council is moving in the right direction with its diversity efforts. We are doing well in our
recruitment and retaining efforts. We are seen as a fair organization where management and the
Office of Diversity do a good job of supporting and ensuring a discrimination and harassment
free work environment. Our communications and training efforts also received high marks from
our employees. Most employees are knowledgeable of our diversity programs, phllosophy and

policies and procedures.

There were also areas where employees felt that we can do a better job. The timely processing

of complaints and the fair administration of our selection process were two significant areas for
review. More can be done to instill a higher level of confidence in the Office of Diversity.

- Additionally, the Diversity Committee can be improved to be more visible to our employees and

to be seen as representatlve of the workforce interests and concerns.

. Progress since the survey

The Office of Diversity and the Human Resources Department sponsored and attended a five
session training program on employee selection. The purpose of the program was to ensure a
consistent and fair process across the four Metropolitan Council Divisions. A workgroup of
Diversity, HR and managers will be working to identify areas for 1mpr0vement and to design and
implement agreed upon changes. -

The Diversity Committee structure and charter is being reviewed to address the issues of its
effectiveness. .

Work has been ongoing to improve the turn-around time on employee complaint with the
objective of closing complaints within a 45 day period.
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Diversity Committee

Responsibilities: Provide assistance and feedback to the Office of Diversity on the
development and implementation of diversity initiative including the Affirmative Action

Plan.
Duties:

1.

Assist the manager and staff of the Office of Diversity & Equal Opportunity in the
development, review and evaluation of the Diversity Program, including the
Affirmative Action Plan.

Promote an understanding of the concepts, principles, objectives and goals of the

- Diversity program.

Encourage communication between employees and management.

Participate in community outreach, recruiting and retention and other special
events. '

Assist with identifying training and development in areas related to diversity
awareness.

Serve as a change agent in promoting the Council’s goals of achieving a work
environment free of harassment and discrimination and becoming an employer of
choice ’

Reports to: Director of Equal Opportunity
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13: Metropolitan Council

' POLICY - DISCRIMINATION, HARASSMENT AND INAPPROPRIATE

BEHAVIOR
Section/Number;  4-2-1 Total Pages:- 4
Dept. Responsible: Office of Diversity ' Effective Date:  9/11/98
Special Note: Supersedes all previous policies regarding discriminatory harassment and inappropriate
behavior Revision No.

L Policy:

It is the policy of the Metropolitan Council to provide a work atmosphere and deliver
" public services in a manner that is free of discriminatory harassment and inappropriate
behavior.

Harassment or inappropriate behavior in the employment setting based on race, color,
creed, religion, national origin, sex, marital or public assistance status, sexual orientation,
disability, age, or membership or activity in a local human rights commission will not be
tolerated. The term “employment setting” includes employer-sponsored events held at
off-site locations.

Harassment or inappropriate behavior in the provision of public services on the basis of
race, color, creed, religion, national origin, sex, disability, sexual orientation, or pubhc
assistance status will not be tolerated.

- Employees, Council members, Parks and Open Space Commission members, and
Council advisory committee and task force members are prohibited from harassing or
.exhibiting inappropriate behavior towards others in the performance of Council-related

busmess or while on Council premises.

Retaliation against an individual because of reporting a suspected incident of harassment
or inappropriate behavior, or cooperating in an investigation, is prohibited.

IL Purpose of policy:

A. To assure all Metropolitan Council employees and their customers and clients that
no form of harassment or inappropriate behavior will be tolerated.

B. To establish clear guidelines for acceptable workplace behavior and encourage an
environment of respect and dignity.

C. To encourage employees to report discriminatory harassment/mappropnate

behavior to management or Diversity staff.

- Page 1 of 4
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Background and reasons for policy:

A.

To educate Council employees about what constitutes discriminatory harassment
and inappropriate behavior, recognizing that prevention is the best tool for
safeguarding the work place from discrimination.

To identify all bases (race, sex, etc.) on which harassment in employment and
public services is prohibited by federal, state or local law.

Deﬂxﬁtions: .

A

Discriminatory harassment is verbal or physical conduct or communication that
occurs on the basis of characteristics identified in law or Council policy as
improper bases for discrimination, AND is unwelcome, AND EITHER
1. Submission to such conduct or communication is made either explicitly or
implicitly a term or condition of an individual’s employment or access to
public services; OR
2. Submission to or rejection of such conduct or communication by an
individual is used as a basis for decisions affecting that individual’s
employment or access to public services; OR
3. Such conduct or communication has the purpose or effect of:
a. Creating an intimidating, hostile, or offensive work environment or
atmosphere in which public services are provided; OR
b. Substantially interfering with an 1nd1v1dua1’s work performance or
use of public services, OR
c. Otherwise adversely affecting an individual’s employment
opportunities or receipt of public services.
Discriminatory harassment includes harassment directed at an individual or group
because of their sex, race, national origin, sexual orientation, disability, age,
religion, or any other basis prohibited by law. '

Inappropriate behavior is conduct or communication based on race, color,
creed, religion, national origin, sex, marital or public assistance status, sexual
orientation, disability or age that is hostile, derogatory, offensive or exploitive, but
may not be so severe or pervasive as to constitute harassment.

Specific Definitions

1. Sexual harassment includes sexually motivated physical contacts
sexually derogatory statements, physical and verbal sexual advances,
requests for sexual favors, and other verbal or physical conduct of a sexual
nature.

Page 2 of 4
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Gender-based harassment includes verbal or physical conduct or
communication that is hostile, derogatory, offensive or exploitive, but not
of a sexual nature, relating to the gender of another individual or group.
Harassment on the basis of sexual orientation includes hostile,
demeaning, offensive or exploitive verbal or physical conduct or
communication relating to the sexual or affectlonate orientation of an
individual or group.

Racial harassment includes hostlle offensive, degrading or exploitive
verbal or physical conduct or communication relating to the race or color
of an individual or group :

Harassment on the basis of national origin includes hostile, offensive,
degrading or exploitive verbal or physical conduct relating to the national
origin of an individual or group.

Disability harassment includes hostile, derogatory, offensive or
exploitive verbal or physical conduct or communication relating to the
disability of an individual or group. It includes behavior that maligns a
reasonable accommodation provided by the Council to enable an
individual with disabilities to compete for or perform Council jobs, or to
utilize Council services. It covers actions such as tampering or mterfenng
with assertive devices used by an individual.

Age harassment includes insulting, intimidating or demeaning verbal or
physical conduct or communication relating to the age of an individual or
group. It includes negative characterizations or stereotypes of an
individual or group based on age.

Religious harassment includes antagonistic or denigrating verbal or
physical conduct relating to the religious beliefs or affiliation of any
individual or group. It includes applying unwelcome, undue pressure on
others, while on Council premises or performing Council work, to
subscribe to particular religious beliefs or to join a partlcular rehglous

group.

Examples
The following may constitute discriminatory harassment.or inappropriate
behavior: -
Physical
a Assault
b Touching
C. Coerced physical contact or attempts to engage in such contact
d Brushing against someone’ body
e Blocking
Verbal
a. Sexual propositions
b. Offensive jokes about traits relating to gender, race, disability, age,

sexual orientation, etc.

c. Suggestive, insulting or vulgar comments

Page 3 of 4
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d. Derogatory characterizations of a person’s or group’s ability based
on national origin, age, gender, disability, etc.

e. Comments or inquiries about a person’s sexual behavior
f. Explicit or implicit promises of preferential treatment for submitting
to or tolerating harassment or offensive behavior
3. Non-verbal
a. Suggestive or insulting sounds or gestures
- b.  Leering
c. Displaying or bringing into the work place derogatory, intimidating

or sexually suggestive material or items.
These examples should not be construed as an all inclusive list of harassing or
inappropriate behavior.

Implementation/Accountability -
Related policies:

Diversity, Equal Opportunity and Affirmative Action-~
Reasonable Accommodation and Workplace Adjustments

Implementing procedures:

Discrimination Complaints Investigations

Accountability:

A.

All Metropolitan Council officials and employees will be held accountable for
treating one another, their customers and clients with courtesy, dignity and
respect, and for complying with this policy. Any individual found, through an
inquiry, to have engaged in discriminatory harassment, inappropriate behavior or
retaliation while in the performance of their job or while on Council premises,
shall be subject to disciplinary action up to and including discharge.

An employee who believes that he or she has been subjected to or witnessed
discriminatory harassment or inappropriate behavior is encouraged to report it to
their supervisor, a manager in their management chain, or the Office of Diversity.
Council members must notify the chair, or regional or associate regional
administrator immediately if they leam of possible work place harassment or
inappropriate behavior.

Managers and supervisors will be held accountable for taking prompt and
appropriate action whenever they become aware of possible discriminatory
harassment or inappropriate behavior. Failure to do so may result in disciplinary
action up to and including discharge.

Page 4 of 4
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Metropolitan Council Performance Review -

Py Management
Name of Individual: Title:
Division: ' - | Department:
Review Date: Type of Review: ‘ Period of Review:
Original Employment Date: } | Time in Position:

PART A: Performance Factors

This section provides a description of five (5) critical outcome areas important to organizational success at the Metropolitan
Council. At the beginning of the review period manager and employee agree to the expected results (goals or key
accountabilities) for the review period — as many as needed within each of the Performance Factors (add or delete cells).
Please rate each outcome area using the rating scale on the last page of this document. In addition to the ratings, please
‘indicate the relative weight of each of the five categories so that the total weight equals 100 percent. '

1. Organizational Effectiveness: Producing desired results. Promoting participative decision making, individual
accountability, appropriate recognition of accomplishment and continuous improvement.

Expected Results:
Achieved Results:

Expected Results:
Achieved Results:

Expected Results:l
1 Achieved Results:

Average Rating for Performance Factor 1

2. Customer Service and Stakeholder Relationships: Developing strong customer and stakeholder relationships in
order to fulfill public responsibility.

Expected Results:
Achieved Results:

Expected Results:
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Achieved Results:

Expected Results:
Achieved Results:

Average Rating for Performance Factor 2

3. Financial Integrity: Efficiently ‘using financial resources through planning, provision of cost competitive service,
financial compliance and controls, and effective use of staff.

Expected Results:
Achieved Results:

Expected Results:
Achieved Results:

Expected Results:
Achieved Results:

Average Rating for Performance Factor 3 .

\32 4. Productive, Equitable, Positive Work Environment: Creating a safe and healthy work environment which promotes
continuous learning, effective communication, and a partnership between labor and management.

Expected Results:
Achieved Results:

Expected Results:
Achieved Results:

Expected Results:
Achieved Results:

Average Rating for Performance Factor 4

5. Management of Workforce Diversity: Providing leadership in creating and maintaining an inclusive organization.
. Promoting the development and contributions of all employees. Visibly supporting the agency’s Equal Opportunity and
Affirmative Action policies, procedures, programs.




\ Expected Results:
Achieved Results:

Expected Results:
Achieved Results:

Expécted Results:
Achieved Results:

Average Ratihg for Performance Factor 5

Overall Performance Factor Rating

1-One 0
2 - Two 0
3 - Three 0
4 - Four 0
5 - Five 0
Overall Performance Factor Rating (Total of Column C) 0

Part B: Effective Use of Management Competencies

These eight (8) managerial competencies are considered essential skills needed by all managers and supervisors in order to
accomplish the organizational results indicated in Part A. These are the same competencies which are part of the Pro-D
management development program. This section is not rated, however, please complete Part B by describing your
observations of this individual making use of each competency.

1. THINKING (Analyze Issues; Sound Judgment): Identifying problems and récognizing symptoms, causes, and
- alternative solutions; making timely, creative, sound decisions even under conditions of risk and uncertainty.

Observations

2. ORGAN!ZATIONAL KNOWLEDGE (Technical/Functional Expertise; Knowledge of the Business): Applying the
knowledge and skills needed to do the job, including technical competence in one’s own field and familiarity with
policies and practices of the broader function, the organization, and the industry.

Observatijons




INTERPERSONAL (Build Relationships; Display Organizational Savvy; Manage Disagreements): Interacting with

- others in ways that enhance understanding and respect, perceiving the needs of others, developing smooth working .
- relationships, and dealing effectively with conflict.

Observations

LEADERSHIP (Provide Direction; Lead Courageously; Influence Others): Taking charge and making things happen

_ through the effective action of others. Assessing employee strengths and development needs; providing specific

feedback and coaching.

Obsefvations

' COMMUNICATION (Speak and Write Effectively): Sending and receiving information clearly, accurately, thoroughly,

and effectlvely, encouraging the open expression of ideas and opinions.

Observations

SELF-MANAGEMENT (Act with Integrity; Demonstrate Adaptabilify; Develop Oneself): Demonstfating sound
business ethics. Responding appropriately and confidently to the demands of work challenges when confronted with
changes, ambiguity, adversity, or other pressures. Pursuing learning and self-development; seeking and using feedback.

Observations

- MOTIVATION (Drive for Results; Show Work Commitment): Establishing high performance standards, working

hard to attain those standards, taking initiative, and demonstrating commitment to the organization.

Observations

ADMINISTRATIVE (Establish Plans; Manage Execution): Developing plans that are comprehensive, realistic, and
effective in meeting goals. Structuring one’s own activities and the activities of others; coordinating the use of -
resources in a way that maximizes productivity and efficiency.

Observations

OTHER:

Observations

Part C: Annual Individual Development Plan

Please use this section to indicate specific development plans to meet anticipated development needs for the review period —

. address performance gaps from the previous review period as well as new knowledge/skill/attitude needed for the current
; review period.



Time Period:

Date Created:

‘Dates the plan and progress were reviewed throughout the year:

Describe the development goal in
specific terms. Address a Describe in detail each step needed in order
performance gap or gain new to reach the objective.
knowledge/skill/attitude. Keep the
number of objectives doable.

Target dates can be

for either reaching

the whole objective
or for each action
step.

List resources needed
to reach each objective
and the kind of support

‘needed from whom.

1.

SIS

Part D: Employee Comments

This space is to be used by the employee to make any comments regarding this performance appraisal.

Signature of direct supervisor

I have reviewed and discussed the information contained here.

Signature of individual evaluated

Date

Date




Metropolitan Council

Performance Review (Management) Ratings

for Section A of the performance review form:

Managers and sﬁpervisors in the Confidential Manager’s Association (CMA), please use the following ratihg scale

Category Definition Rating Overall
‘ Rating
Cutoff
Exceeds A level of performance for which the employee invariably 3 2.51t03.00
expectations: | exceeds the requirements for the position.
Meets A level of performance completely fulfilling the requirements 2 2.00 to 2.50
expectations: | and expectations for the position. This level of performance is :
generally attained by the majority of employees.
Does not meet | A level of performance below the requirements and the 1 Below 1.99
expectations: | expectations for the position. This level of performance requires
a written performance improvement plan as part of the review
process. Use Section C of the performance review form to
describe a development plan intended to address necessary
improvements.
I For managers and supervisors in the Transit Manager and Supervisor Association (TMSA), Non Represented

positions and the Management Association (MANA), please use the following rating scale for Section A of the
performance review form:

Category:

many tasks not performed

requirements

TMSA Definition: MANA and Non-Rep Pefinition: Rating Overall
: - Rating
Cutoff
1 Excellent Accomplished all objectives or- | Consistently exceeds job goals and 5 4.51t0 5.00
performed all tasks and excelled | requirements : '
in a substantial number
Very Good Accomplished all objectives or Generally exceeds job goals and 4 3.51 t0 4.50
performed all tasks and excelled requirements
in. some
Good Accomplished substantially all Generally meets job goals and 3 2.51t03.50
objectives or performed requirements
substantially all tasks assigned
Fair Accomplished some objectives Falls short of some job goals and 2 1.51to0 2.50
or performed some tasks requirements
assigned
Unsatisfactorj) Many objectives unrealized or - Consistently falls short of job goals and 1 Below 1.51

y Please refer the appropriate union contract or pay plan for salary increase percentages.




