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STATEMENT OF COMMITMENT

anesota State Colleges and Universities Office of the Chancellor is committed to conductmg all
human resource and educational activities without regard to race, sex, color, creed, religion, age,
national origin, marital status, disability, sexual orientation, status with regard to public assistance, or
membership or activity in a local commission as defined by law. Human resource activities include,

but are not limited to: recruitment, selection, placement, employee development, promotion, retention,’

compensation, leaves of absence, disciplinary action, transfer, demotion, termination, and layoffs
affecting all employees and job applicants. The Office of the Chancellor will not tolerate "

discrimination on the basis of these protected class categories in accordance with all state and federal

equal opportunity/affirmative action laws, directives, orders and regulations.

The Office of the Chancellor is committed to implementation of this affirmative action plan and fully
supports the State of Minnesota’s affirmative action efforts. We will implement and maintain an
affirmative action program that takes aggressive measures to eliminate internal bartiers fo équal
opportunity and that strives to remedy any under representation in the employment, retention and’
promotion of qualified individuals with disabilities who can perform the essential functions of the job
‘with or without a reasonable accommodation, persons of color, and women. Commitinént to equal
-opportunity through diversity is a continuing goal for Minnesota State Colleges and Universities
Office of the Chancellor. Our commitment is evidenced by the development and implementation of
the Minnesota State Colleges and Universities Office of the Chancellor Strateclc D1vers1ty Plan Wthh
can be found in Appendix G. :

It is Minnesota State Colleges and Universities’ policy to actively pursue equal employment practlces
during all phases of the employment process. In that spirit, the Office of the Chancellor will continue

to seek opportunities to maximize the selection and retention of all protected group employees by:

¢ continuing to actively and aggressively recruit protected group' applicants;

¢ continuing affirmative action training for employees, with an emphasis on
those serving on selection committees; and by
L 2 supporting affirmative measures to retain protected group employees. -

Jamgd H. McCormick, Chancellor
MiMesota State Colleges and Universities

e/2she

Date




AFFIRMATIVE ACTION PLAN TRANSMITTAL FORM 2004-2006

- The recent review revealed underutilization of the following protectéd groups in the following

goal units:
fei PROTECTED GROUPS :
_GOAL UNITS MINORITIES WOMEN . DISABLED
| ADMINISTRATORS | X X
| PROFESSIONALS . X X X
CLERICAL/ _
| SECRETARIAL X
TECHNICAL X X

- See also: : A Utilization Analysis - page 18.

B. Utilization Analysis by EEO-6 Job Category and Job Group, Mlnorltles &

Women - page 19; Persons with disabilities — page 20.

C. Establishment of Hiring Goals; page 21.

2. The Office of the Chancellor Affirmative Action Plan will be available in the Equal
~ Opportunity and Diversity Office, the Office of the Associate Vice Chancellor for Equal
Opportunity and Diversity, and in the Office of the Chancellor Human Resource Office so
that employees and other interested parties have access to the plan’s annual goals and

commitments.

3. This Affirmative Action Plan contains the 1B.1.1 Report/Complaint of

Discrimination/Harassment Investigation and Resolution procedure which provides a
process through which individuals alleging violation of system non-discrithination
policies may pursue a complaint; the 1B.0.1 Reasonable Accommodations in
Employment procedure, and the Minnesota State Colleges and Universities Office of the
Chancellor Emergency Plan and Procedures. Information regarding these procedures will
-be distributed to all newly hired employees and is available to current/new employees and
~ other interested parties on Minnesota State Colleges and Universities’ web site at:
~ http://www.hr.mnscu.edu/so/




4. ‘This Affirmative Acﬁon Plan designates those persons and groups responsible for
.implementing this Plan, as well as a description of Minnesota State Colleges and
Universities’ commitment to equal employment opportunity and affirmative actlon

principles.
‘ ) W (fj/géﬁ/g B Q//%Lo%/&id@é/ o
Associate Vice Chancellor for Equal Opp\&[umty - %/te ’ 7 . A ’7
- and Diversity/ Afﬁrmatlve Action Officer g ' T -
34 / W _ c_,é! fod
_ llor - Date A o -
5. This Affirmative Action Plan meets the established guidelihes’ governing affirmative F
action, and contains the goals and objectives which reasonably add:ess the identified- g 1
. disparities. :
Director for the Office of Diversity'and _ | Date S _ 1
Equal Opportunity ’ '
. Minnesota Department of Employee Relations.
6




‘RESPONSIBILITY FOR IMPLEMENTATION

" Chancellor

\

- As the primary admrmstrator of Minnesota State Colleges and Universities, the Chancellor is

.. responsible for overseemg the Office of the Chancellor’s equal opportunity and affirmative action ~~ ¢

v pOllCleS procedures and programs, as well as assuring compllance with all related stateé and
- federal laws, rules and regulations. Final disposition of all such issues resides with the
' ChancellOr.

1. Respon51bllltles ’
A. Ensure that adequate stafﬁng and resources are commltted to 1mplement Office of -

the Chancellor policies in the area of affirmative action and equal employment
opportunity. '
B.. Incorporate into the posmon description of all admmlstrators a separate statement

of responsibility for implementing affirmative actlon and equal employment
opportunity policy and procedures. :

C. Review annually the job performance of admlmstrators to evaluate respon31b111ty
for implementing Office of the Chancellor affirmative action and equal
employment opportunity policy and procedures '

2. Duties

Al Delegate matters relating to equal opportunity and affirmative action at the Office
of the Chancellor to the Equal Opportunity/Affirmative Action Ofﬁcer/Ass001ate :
Vice Chancellor of Equal Opportunity and Diversity. :

B. Conduct a job performance evaluation with the Associate Vice Chancellor of
Equal Opportunity and Diversity on progress made on equal opportunity and
affirmative action objectives, job duties, and projects.

3. Accountablllty '
Chancellor James H. McCorrmck 651. 296 7971, is d1rectly accountable to the Board of Trustees
on all matters relating to equal opportunlty and affirmative action at the Office of the Chancellor.

Equal Opportumty/Affirmatlve Actlon Officer

Dolores Fridge, the Associate Vice Chancellor for Equal Opportumty and DIVCI‘Slty, is the Equal
“Opportunity/Affirmative Action Officer for the Office of the Chancellor. The Equal
Opportunity/ Affirmative Action Officer is accountable to the Chancellor and responsible for the
overall implementation and administration of Minnesota State Colleges and Universities’ equal
opportunity and affirmative action programs. The Equal Opportunity/Affirmative Action Officer
carries out the following responsibilities and duties:




1. Responsibilities » :
A. Advise the Chancellor on affirmative actlon and equal employment opportunity

progress, projects and issues. = - 7
- B. Ensure that the Office of the Chancellor is in compliance with federal/state laws i

and regulations as well as Minnesota State Colleges and Universities policies and -
procedures pertaining to affirmative action and equal employment opportunity.

" C..- ». Develop, monitor, implement and evaluate Minnesota.State Colleges and . -
Universities affirmative action programs, plans and guidelines.
D. Monitor the search and selection process for all classified and unclassified @
_ positions in the Office of the Chancellor in accordance with estabhshed guldehnes -
and procedures for recruitment. S —
2. Duties , , _ S ; ) :
A. - Provide guidelines/recommendations to appropriate members of the Minnesota ' e
State Colleges and Universities community regardmg affirmative actlon and equal -
~ employment opportunity. :
B. Provide reports on affirmative action and equal employment opportumty efforts - -
and accomplishments. o
C. Coordinate and/or promote affirmative actlon and equal employment opportunlty
training and education programs for employees. N B
D. Serve as Minnesota State Colleges and Universities’ ombudsperson and primary .. =~

resource for employees on affirmative action and equal employment opportumty

laws, regulations, policies and procedures. ,

E.  Review, investigate and process complaints of dlscnmmatlon sexual harassment .
~ and violence, sexual orientation harassment, racial harassment, and disability -
harassment, and/or lack of equal employment opportunity in accordance with .
established guldehnes _ . 5

3. Accountability ' ' : :
Equal Opportunity/Affirmative Action Officer Dolores Fridge, 651 296. 5313 18 dlrectly } ¢
accountable to the Chancellor for the overall 1mp1ementatlon and administration of Minnesota '
State Colleges and Unjversities’ equal opportunity and afflrmatlve action programs for the Office
of the Chancellor and the System.

Admlmstrators/Superv1sors

Administrators/supervisors are responsible for enforcing and implementing equal opportumty
and affirmative action policies, procedures, and programs within their functlonal areas of
responsibility. - )

1. Responsibilities ;
A. Assure that all affirmative action and equal employment opportumty p01101es , ih
' plans and procedures are complied with and carried out in their respective
: ' 8




administrative units.
B. Assure that all employees within their administrative units are informed of the
- Office of the Chancellor affirmative action and equal employment opportumty
policies, procedures, and practices. ;
C. Prol(\de employee participation, as appropriate, for all Office of the Chancellor
efforts relating to affirmative action and equal employment opportunity.

M 2‘7 DUtieS WS S ' oo Come St
Al Provide input into the elements of the Affirmative Action Plan.
B.  Identify factors which may impede the Office of the Chancellor’s pursuit of
affirmative action and equal employment opportunity goals and objectives.

3. Accountablhty
- Accountability for administrators/supervisors is reflected in the Office of the Chancellor ]
organization chart provided in Appendlx H

. Office of the. Chancellor Human Resources Dlrector

In addition to the responsibilities and duties described above for the administrators/supervisors,
" the Office of the Chancellor’s Human Resources Dll‘CCtOI‘ is also responsible as described below
for classified and unclas31ﬁed posmons

1. Responsmllmes ,

A. Monitor the recruitment and selection process of all classified. pos1t1ons at the
Office of the Chancellor, in accordance with Minnesota Statutes 43.18 and
179.74, Department of Employee Relations (DOER) Human Resource Rules,

“applicable collective bargaining agreements, and Human Resource plans.

B. Ensure that the recommendations of supervisors and other individuals involved in
the hiring process are based on job-related criteria and are consistent with
affirmative action goals and objectives.

C. Work closely with the Equal Opportunity/Affirmative Action Officer in the filling
of all vacancies in the Office of the Chancellor. This will include consultation
between the Equal Opportunity/Affirmative Action Officer, the Human Resource
Office and the supervisor regarding disparities of protected classes and special
recruitment efforts.

2. Duties

A. Provide guidance to superv1sors in creating and filling new and’ vacant positions in
both the classified and unclassified service. : '

B. Approve requests to fill positions authorized within the Offlce of the Chancellor
budget plan.

C. Approve initial salary placement within delegated authority on new hires and

promotions for classified and academic unclassified employees and excluded
administrators considering qualifications and salary equity issues.
9. '




D. Assure compliance with the Office of the Chancellor Affirmative Action Plan to
recruit and hire a workforce which reflects a commitment to diversity and '

multiculturalism. :
E. Work closely with the Department of Employee Relatlons and the Office of the i
Chancellor Staffing Unit in drafting and disseminating civil service vacancy ' ol
' announcements. DR
F. Provide leadership to executive management in the implementation of

.- appointments and resolutions of salary equity issues. .-

3. Accountability

Office of the Chancellor Human Resources Director Margaret J ohnson 651. 296 3357, 1s

accountable to W1111am Tschida, VICC Chancellor of Human Resources.
10




PROGRAM OBJECTIVES

o General Statem%lnt

. »The Office of the Chancellor recogmzes that there are vanous groups which are underuuhzed in.,
v employment The Office 6f the Chancellor also rfecognizes ‘the value of the d1vers1ty which all

- people bring to the work place. Therefore, the Office of the Chancellor is committed to remedy
any identified underutilization in its internal staffing and promotional patterns. - The Office of the
* Chancellor will eneourage full employment participation by members of racial groups, by
woinen, and by people with disabilities. In pursuit of its commitment to affirmative actlon the
Office of the Chancellor will take the following actions. ‘

Recrultment Plan

: Objectlve 1. Enhancmg the Off' ce of the Chancellor Recrmtment Efforts |

: Act1on Steps

" Human Resource Office and staff will:

¢ - Meet with hiring supervisors/search committee chairs to review recrultment and hiring

. objectives and affirmative action goals.

* Provide on-going support and advice to managenal/superv1sory staff in conductmg

' searches within the Office of the Chancellor. :

e - Provide feedback to the Chancellor and others having primary responsibility for searches '
regarding the status of hiring goals and accomplishments.

o Continuously examine and evaluate recruitment and hiring guidelines in order to support .
and advance the Office of the Chancellor’s commitment to affirmative action and to aid
'search committees and administrators in identifying and selecting highly qualified
candidates for positiqns, including minorities, women and persons with disabilities.

 Effectively communicate opportunities for advancement to all staff, including minorities,

- women and persons with disabilities.
o Utilize community-based organizations for recruitment of prospectwe employees

Council on Black Minnesotans

Indian Affairs Council

Council on Asian Pacific Minnesotans

Chicano-Latino Affairs Council

Minnesota Women’s Center

State Council on Disabilities

. Every effort will be made to include a woman, minority, or person with a dlsablllty in
search committee membership.

U AW
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e Provide targeted advertising in protected group media as follows:
Minneapolis Spokesman/St. Paul Recorder
Native American Press
La Prensa
Asian Pages
Black Issues in Higher Education
The Minnesota Women’s Press
.- Access Press _ 2 SRR S

Q?\M%Sﬁ!‘\)rﬂ

. Partlcular attention will be pa1d to the recruitment of dlsabled 1nd1v1duals and hlnng goals

will reflect this commitment. The Office of the Chancellor does not pressure employees -
to report their disability status; therefore our workforce numbers may not a_ccurat,ely
reflect the actual number of disabled individuals in the Office of the Chancellor:

Job Fairs : - :
No job fairs were attended in the past year. This has not proved tobe a useful recrultmg tool for
the Office of the Chancellor. '

‘Assxgnment of Responsibility
Office of the Chancellor Human Resource Director and Equal Oppoﬁumty/Afﬁrmatlve Actlon
Officer.

Target Dates for Completion
This will be an ongoing process.

Previous Years’ Activities
A number of strategies were used in the flllmg of Office of the Chancellor vacancies during the
past year and include, among others:

e Advertisements in the Chronicle of Higher Education -

 Advertisements in several minority publications in the Twin Cities area

e Publication in Minneapolis Star Tribune and St. Paul Pioneer Press

o Direct mailing to members of the Minnesota Minority Education Partnershlp

» Targeted recruitment strategy by using professional orgamzatlon listservs at the natlonal '
and local levels '

» Targeted notices soliciting nominations and inviting applications sent to bargaining units,
discipline-specific targeted constituents, Minnesota Cultural Diversity Center, anesota
Women’s Consortium, etc. '

s Recruitment using personal contacts, networking

¢ Advertisements on Minnesota State Colleges and Universities web 51te

e Private consultant hired for targeted recruitment

12




- Expenditures :

Each Office of the Chancellor division is expected to have budget resources to suppofc searches.
Specific amounts may vary in individual searches, but can range from minimal costs to several
- thousand dollars depending on the nature and scope of position. For example, advertising costs
in a recent search fe\r the Executive Dlrector of the Minnesota State Colleges and Universities
foundatlon cost $3 ,260. 07

.l,,Evaluatlon\ L S : , Ca - RETIEES
Records of the nurnber of hlnng goals met w111 be mamtamed in the Human Resources ofﬁce

- recording.

. ‘Ob'_iective 2: Enhancing retention efforts in the Office of the Chancellor

. Action steps

Each manager plays a key role in supporting the retention of employees. The Office of the
~ Chancellor will initiate the following activities to support employee retention. These efforts will
enharice retention for all employees and allow the evaluation of spe01ﬁc efforts related to women,
" minorities and persons with disabilities. o :
* Helping individuals succeed in their early years is a key to retention of staff. The first
element in this program is orientation for new staff members. An orientation program
that provides information about policies, benefits, and educauonal opportunities is .
- routinely prov1ded to all new employees.
¢ Introducing new staff members to Office of the Chancellor colleagues for the purpose of
creating comrunity and connecting individuals ‘in other departments for future
‘collaborative work is the responsibility of all superv1sors
¢ Distributing an annual notice to Office of the Chancellor’s employees reaffirming the
commitment to civility in the work place and the chancellor’s commitment to prov1d1ng a
‘work environment free of discrimination, harassment and violence.
 Notifying all employees annually of the procedure for requesting and providing
reasonable accommodations.
* Continuing to encourage opportumtles for personal and professional growth for all
employees.
¢ Conducting annual performance reviews for al] employees.

Assignment of Responsibility

Equal Opportunity/Affirmative Action Officer, Office of the Chancellor Human Resource .
Director, all administrators, managers, and supervisors.

Target Dates for Completion

Annually or ongoing.

13




Evaluation : ‘ o
Records will be maintained annually on the number of protected class hll‘CS achieved and s i

retamed

Objective 3: Promoting Diversity Awareness - - ’ _ B S ::
Action Steps "
¢ Plan and provide programs and events relating to diversity. Brown bag lunches will be : o

offered throughout the year and will address topics of diversity and multiculturism.
 Continue to encourage and support the development of a structured mentormg program

for all new employees in the Office of the Chancellor. : -
* Involve supervisors and- managers in hosting diversity programs and events ' |

Assienment of Respon31b1hty

The Affirmative Action Officer, Director of Human Resources, Chancellor, ‘Vice Chancellors
- and members of the Diversity team all play an 1mportant role in coordmatmg d1ver31ty efforts and .
awareness. : - R

Targeted Dates for Completion

Ongoing ‘ : ' ' - PR | )
Evaluation

Records of aecomplishments will be maintained.

14




anesota State Colleges and Unlversmes L
Office of the Chancellor Separation Analysis: FY2003 & F Y2004

Grand Total Non- Total Min
Min -
18

FY 2003 AN

4

Voluntary Terminations*

invdluhtéry »

Terminations™*

Total Terminations: 1

| Grand Total Non- - Total Min

FY 2004 i
| Total Min

Voluntary Terminations* | . 13

Involﬁmary . Al T 1

Terminations**

Total Terminations: 1.

* Voluntary Termination = Quit (Q); Retired (R);  Death (D) and ' AA Afncan American
Transfer (X) : ' A/PI = Asian or Pacific Islander
**  Involuntary Termination = Layoff (L); Terminated (T) and Non- C = Caucasian ‘
renewal (N) " | H=Hispanic : _ =
. NA/AN=Native American or Alaskan Native B

15




WORKFORCE ANALYSIS -

The attached Workforce Analysis conducted in June 2004 revealed 309 current Office of the Chancellor
employees at two Metropolitan work sites (Wells Fargo Place and the Energy Technology Center) and various

campus sites. Of this number, 163 are fermnale and 146 are male. There are a total of 25 minority ernployees in ‘_

the Ofﬁce of the Chancellor workforce.

In the Ofﬁce of the Chancellor Officials and Administrators and Manageps group, there are 65 employees with

27 fernales (41.5%) and 38 males. There are 8 mmonty employees (12 3%) in this group

In the Professionals group (EEO 6,C) there are 192 employees with 99 females (51 6%) and 93 males There '

" are 12 minority employees (6.25%) in this group.

In the Clerical group (EEO-6, D) there are 38 employees. There are 33 females (86 8%) and 5 males. There
are 4 minority employees (10.5%) in this group. _ - :

In the Technicians group (EEO-6, E) there are 14 employees with 4 females (7.1%) and 10 male employees
There is 1 minority employee {7.1%) in this group. _ :

16




i AVAILABILITY

-'::The.availaibility for théfolloWin'g groups has beén determined as follows: "~

EEO-6Group |  Minorities Women __Disabled
Executive, Administrative : . ’ '
| and Managerial _ 17.8% 38.8% 11.31%
-Professionals — Provided |- ' - '
by the Minnesota
| Department of Economic |- v " | B -
-Security N 8.0% 53.8% - 10.88%
Clerical - . 82% | 67.7% - 11.56%
Technical/Paraprofessional 68% |  631% o 11.52%

Availability (Ideal Goals) data for women and minorities in the Admlmstratlve and Managerial job groups are
based on U.S. Census Data - Exec/Admin/managers. Availability data for women and minoritiesin
professional, clerical and technical job groups are based on U.S. Gensus data provided by the Minnesota

- Department of Economic Security. Availability (Ideal Goals) for disabled were provided by the Minnesota
Department of Employee Relations. :

17




UTILIZATION ANALYSIS

The utilization analysis which is attached indicates that the Office of the Chancelloris
underutilized in the following job groups:

EEO-6 Group Minorities -Women | __Disabled
System Officials and , _ - |
Administrators/Managers 4 , R |
Professionals o 3 -4 | 21
Clerical o : ) ' | 2
Technical o 4 | 1

18




‘Minnesota State Colleges and Umversmes

Office of the Chancellor
Workforce, Avallablhty, and Utilization Analysis by EEO-6 Job Category and Job Group

——

Jun-04 '
Minority Employees Minorities : Women
v Male C Female: v P . e ¥ 4
’ EEO-6 | ' .| Tot | %in |- % | Ideal | Under- | Tot [ %in % ldeal | under-
Job Group | Code Total Male | Female | BI {HS | AS | Al | Bi | HS | AS | Al | Min | Grp | avail | Goal | ufilized | wom | Grp | avail | Goal | utilized
A B C D. E F| G H 11 J K L{M| NI O P Q R S T, U ' w
System
Officials,
Admin. & S
Managers A 65 38 27 | 8 2.1 1 2 8 12.3 | 17.8 12 4 27 {415 388 | 25 0
Professionals c 192 | 93 99 {20114 .I3]2 121625 80 | 15 | 3 | 99 |516| 538 103 4
Clerical D 38 5 | 83 |1 1 |2 -4 |105] 82 | 3 0 38 |868| 67.7| 26 0.
Technician E 14 |--10 4 1 _ ' _, 1] 71] 68 | 1 0 4 |286] 631 8 4.

Availability (Ideal Goals) data for women and minorities in the Administrative and Manageri'al job groups aré based on U.S. Census Data - Exec/Admin/managers. Availability data for women and
minorities in professional, clerical and technical job groups are based on U.S. Census data provided by the Minnesota Department of Economic Security.

EEOQ-6 Job Groups _ Bargaining Unit

System Officials & Administrators, Managers

(EEO-6, A) ##

Professional (EEO-6, C) N 211, 214, 216, 217 :
Clerical (EEO-6, D) , ' 206, 217 -
Technicians (EEO-6, E) 207

19




anesota State Colleges and Unlversmes
Office of the Chancellor
Workforce, Availability, and Utilization Analy5|s by EEO-6 Job Category and Job Group'

Jun-04

Disabled

Tot Disabled % in Group % avail #ldeal Goal | # under-utilized

Job Group EEO-6 Code : : : .
System Officials, _ ) . g .
Admin. & Managers A ) 0 0 11.31 7 7
Professionals | | c | 0 0 10.88 20 | 21
Clerical D : 2 5.3 ~ 11.56 4. |1 2
Technician ‘ - E- ' 1. 7.1 _11.52 2 1 _

Availability (Ideal Goals) for disabled were -prov_ided by the Minnesota Department of Emplqyee ﬁélations.

EEO-6 Job Groups Bargaining Unit
System Officials & Administrators, Managers (EEO-6, A) T ' <
Professional (EEO-8, C) . - 211, 214, 218, 217
Clerical (EEO-6, D) } ' A . " 206, 217
Technicians (EEO-6, E) : 207 :
20 .
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' ESTABLISHMENT OF HIRING GOALS

Co A e O TR I R ST B TR ) o . . “ 'l

- Because of uncertainties about future budgets, it is anticipated that there will be fewer hiring

- opportun1t1es for everyone, including women, minorities, and persons with disabilities.

* However, when approval is given to fill positions, affirmative steps are taken to recruit and hire
women, minorities, and persons with disabilities keeping the following goals in mind.

- The Office of the Chancellor will make every effort to ré’cruit and hire members of underutilized
groups, specifically minorities in the: System Officials, Administrators & Managers, and
Professional categories and women in the Professional and Technical categories. In addition,
" special efforts w111 be made to recruit persons with disabilities in all 013351ﬁcat10ns

| Goals:

“ Groups : Number of Underutilized p Targeted Hire
Minorities — System. 4 . ' o1

- Officials, Admin. & ‘ ' '
Managers

- : 3 2

Minorities — Professionals
Women — Professionals. , 4 2
Women Technicians o 4. K 1

21




AUDIT AND EVALUATION

The Office of the Chancellor Affirmative Action Plan will be reviewed by the Equal
Opportumty/Afflrmatlve Action Officer/Associate Vice Chancellor for Equal Opportumty

Minnesota State Colleges and Universities’ Equal Opportunity/Affirmative Action * /<
Officer/Associate Vice Chancellor for Equal Opportunity will monitor the employment.
procedures to evaluate progress and ensure that the nondiscriminatory pohcy 1s camed out..

A summary of the accompli. shments of the prior year’s Affirmative Actlon goals and ob]ectlves
will be completed yearly and 1nc1uded in the biennial Affu‘matlve ACthl’l Plan

Consultation with the Office of the Chancellor Human Resources Direct_or and/or the Minnesota

State Colleges and Universities Office of Equal Opportunity and Diversity may be necessary
prior to the hiring phase if a disparity of protected classes exists in the hiring unit. [See Hiring

“for Office of the Chancellor Positions, Page 28]. In addition, consultation with the Office of the

Chancellor Human Reésources Director and/or the Minnesota State Colleges and Universities
Office of Equal Opportunity and Diversity may be necessary prior to layoff decisions to '
determine their impact on the Offlce of the Chancellor Affirmative Action Plan goals and
timetables.

22




OFFICE OF THE CHANCELLOR EMERGENCY
PLAN AND PROCEDURES

o A | |
- The Office of the Chancellor “Minnesota State Colleges and Universities Emergency Plan and
Procedures” documents can be found in Appendix F. This procedure is disseminated to new.

-+ employees as part of the employee orientation process. In.addition, training on this procedure is :#: R

" conducted annually at both sites,

23




DISSEMINATION OF POLICY ______

The following measures will be used to inform internal and external constituents of the Ofﬁce of 'A o
- the Chancellor’s commitment to Affirmative Action and Equal Opportunity in all employment
and educatlonal policies, procedures, programs services, and opportumtxes

. I . “ o i
(] Pt . FCIREE -~
[ AP PR . s ST

INTERNAL DISSEMINATION | p ' ; _ o =

1. The Offlce of the Chancellor Affirmative Action Plan w111 be available in the Equal
' Opportunity and Diversity Office, Office of the Chancellor Human Resource Office, and o=
posted on the Minnesota State Colleges and Universities’ web site at: » S
www.hr.mnscu. edu/so/ ' '

2. Upon employment, all new employees will be provided a hard copy of the Afﬁrmati’ve
Action Plan or given instruction on how to access the Affirmative Actlon Plan via the
- Office of the Chancellor web site at www.hr.mnscu.edu/so/;

3. Training on affirmative action and equal opportumty issues w111 be offered to all
managers and supervisors in the Office of the Chancellor;

4. All recruitment brochures job announcements and vacancy notices shall identify
Minnesota State Colleges and Universities as “An Equal Opportunlty Educator and _
Employer”; and : } , 7. B el

5. COpleS of the Affirmative Action Plan will be made available to all employees and
students upon request. The Affirmative Action Plan is available for review by contacting
" Dolores Fridge, Associate Vice Chancellor for Equal Opportumty and Diversity, at _
651.296.5313.

EXTERNAL DISSEMINATION |

1. All job announcements, vacancy notices, web site home page, lettern‘ead, brochures, and
promotional and other education/employment-related materials shall identify Minnesota £y
State Colleges and Universities as “An Equal Opportunity Employer and Educator;”

2. Minnesota State Colleges and Universities” commitment to the recruitment, employment, _
promotion and retention of individuals with disabilities, women, and minorities willbe . .
aggressively publicized via a variety of protected group and non-protected group medla
sources;
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Copies of the Affirmative Action Plan will be available to all interested non-Minnesota
-State Colleges and Universities parties. The Affirmative Action Plan is available for
‘review by contacting Dolores Fridge, Associate che Chancellor for Equal Opportunity

and Dlver51icy, at 651.296.5313; and

Information on the Office of the Chancellor Affirmative Action Plan and programs shall
be made available to all external constituents via the Office of the Chancellor Human

.- Resources web siteat www.hrumnsewedu/so/. -+ -2; ;0 0 - [0 #
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NONDISCRIMINATION COMPLAINT
PROCEDURE

To seek fair and equitable solutions to proBlems of discrimination/harassment, the 1B.1.1
Report/Complaint of Discrimination/Harassment Investigation and Resolution‘Pr,Oc&dure is«"
~ available to all employees of Minnesota State Colleges and Universities. See Appendix E —

1B.1.1. Report/Complaint of Discrimination/Harassment Investigation and Resolution Procedure. -

‘In addition to the 1B.1.1 Procedure, some employees may have grievance procedures in
accordance with their respective collective bargaining agreements and human resource-plans.
Complaints/ gnevances will be processed in accordance with appropnate procedures

HOW TO REPORT/FILE A COMPLAINT '
Any Office of the Chancellor employee or other interested party has the right to repon or f11e a
Complamt : :

Complaints may be filed with:

Dolores Fridge, Associate Vice Chancellor for Equﬁl Oppertunity and
Diversity, Wells Fargo Place, 5™ Floor at 651.296.5313

Renée Hogoboom, Equal Opportunity Manager and Investlgator, Wells
Fargo Place, 6 Floor at 651.296.3756

In the event that these individuals are not available, an erhployee and/or other interested party is
encouraged to report or file a complaint with Gail Olson, General Counsel to the Office of the
: Chancellor at 651.296.6216.

The 1B.1.1 Procedure will be explained to any person bringing a complaint, and a complaint
form may be requested to assist in filing a complaint. No specific timelines are required for
reporting/filing of complaints, although employees and other interested parties are strongly
encouraged to bring their complaint forward as soon as possible after an incident occurs. -

The 1B.1.1. Procedure requires a written answer to the complainant within 60 days after a
‘complaint is made unless reasonable cause for delay exists. In addition, disposition of the
complaints are filed with the commissioner of the Department of Employee Relations within 30
days of final determination. It is the Minnesota State Colleges and Universities policy to take
timely and appropriate action to stop inappropriate behavior, conduct investigations and facilitate
resolutions as appropriate.
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SUPPORTED EMPLOYMENT

Al

Minnesota State Cbllegé and Univérsitie_:s supports the employment of individuals with

"+ disabilities who have traditionally faced employment barriefs to successful employmenit: ™= - © w2 i

~ Minnesota State College and Universities is committed to providing opportunities, either through
- direct recruitment or providing a host training site, for individuals with disabilities to utilize job
- skills that will mutually benefit the individual and the Office of the Chancellor.

The Office of the Chancellor Human 'Resources Director will review opportunities under the
~ Supported Employment Program as job openings become available. It is Minnesota State
College and Universities policy to fully comply with the Americans with Disabilities Act and
other federal and state laws governing employment of individuals with disabilities.
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REASONABLE ACCOMMODATIONS

The Office of the Chancellor has a continuing commi.tment to hiring, retaining, and promoting

individuals with disabilities who can perform the essential functions of the job with or withouta

" reasonable accommodation. Reasonable accomimodations will be provided in accordancé with
the 1B.0.1 Reasonable Accommodations in Employment Procedure. This procedure sets forth

o the process 'fo be used for responding to requests for reasonable aécommodations in employment o

- based on an applicant’s or employee’s disability and is in compliance with relevant federal and
state laws. See Appendix C — 1B.0.1 Reasonable Accommodations in Employment Procedure.

How to Req‘ues't_ Reasonable Accommodations -

An Office of the Chancellor job applicant or employee, including student employee witha -
disability may request reasonable accommodation by contacting Margaret Johnson, Wells
Fargo Place, at 651. 296 3357 or call 651.282.2660 TTY.

: Employees requesting a reasonable accommodation under the Americans w1th Dlsablhues Act

are provided with the State of Minnesota brochure entitled ADA and Reasonable Accommodation

and given the Office of the Chancellor Request for Accommodation Form Wthh is avaJlable
- online at http: //www hr. mnscu, edu/forms/mdex html.

Reasonable accommodations will be provided only for job—felated needs of an individual with a
disability. The primary factor in evaluating the job relatédness of an accommodation is whether

~ the accommodation specifically assists the individual in performing the essential functions of the .

~ job as identified at the time of the reasonable accommodation request. The appropriate
reasonable accommodation will be determined through a flexible, interactive process that
involves both the employer and the qualified individual with a disability and may include the -
appropriate union representative as prov1ded by the applicable collective bargalnmc agreement.

. An employee makmg a request for a reasonable accommodation under the ADA may be asked to-

provide documentation of related functional limitations by a licensed physician.  The Office of.
the Chancellor is not required to provide the specific accommodation requested by the individual
and may choose an effective accommodation which is less expensive or easier to provide.
Accommodations provided to an individual with a disability are the financial responsibility of the

Office of the Chancellor. Each division is responsible for providing fundmg for reasonable
' accommodatlons w1th1n its unit.
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If an applicant or employee believes that they have been subjected to discriminatory action in
regards to a request for a reasonable accommodation, he or she would access the 1B.1.1 Report/
‘Complaint of Discrimination/harassment Investigation and Resolution Procedure found in"

~ appendix E. See alsb Nondiscrimination Complaint Procedure page 22 as well as appendlx B
- ~1B4 Access for Ind1v1duals w1th Disabilities Pohcy :
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Minnesota State Colleges and Universities

Office of the Chancellor
~ Request for Accommodation

.+ | Employee Name: |

Employee Classification:, , : -.|-Date of Request: « -, - '
[for data collection only] ' .
- Office of the Chancellor Brief Statement of Functional Limitations: Attach medical )
Division/Unit: .

statement[s] as necessary or as requested

'1) Please describe the nature

of your physical limitations.

2) How does this disabilify limit you in your major life activity [ies]‘?

3) Pleasé describe, in'your words, the level of limitation the disability places on you. For exarnple,
quantify the impact such as: average, moderate, great or quantify it by assigning a number to the
impact on a scale of 1-10 with “5" being average. Again, this should be stated in your own words.

30




4.) Type of accommodatlon requested to assist you in performing your work ‘You may prowde '
more than one optlon :

\

5) In your view; how will the requested accommodation help you in performing your work?
Specifically relate it to the disabling impairment or limitation. If you have provided more than
one option, please state your preference for each listed accommodation option.

Signature of Employee: ' : Date: .

Additibnal ‘Comments:

Signature of Employer’s : Date:
| Representative:

Attach additional sheets of paper as necessary.

Information on this form shall be confidential and private in keepmg with Section 504 of the
Rehabilitation Act of 1973, the Americans Wlth Disabilities Act of 1990, and the Minnesota
Data Practices Act.

Revised June 2004
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PRE-HI’RE REVIEW

~ Attached are the pr§>c’esses for “Creating a New Position” and “Filling a Vacant Position” in the
~ Office of the Chancellor. In addition, the “Position Request Form™ is also attached.

32




CREATING A NEW POSITION

~ Office of the Chancell&r

o Supervisor completes the Position Request Form (PRF) and provides a memo with detailed
'+ business teasons to justify creating and/or filling the position. . The memo: should-include a- - -
statement addressmg the budget authority, source of funding, dates of employment or temporary. -

nature of appointment, as well as-office space arrangements. -

- Vlce Chancellor and/or Assomate Vice Chancellor verifies posmon 1s w1th1n d1v1310n budget

allocatlon and approves and signs the PRF.

o Superv1's()r consults with Office of the Chancellor Human Resources Director and prepares anew
position des_cﬁption to establish the classification and salary range.

o Human Resources forwards PRF to Budget Unit to verify cost center, funds.’

Office of the Chancellor ,'I-'Iur_nan Resources

Human Resources prepares an audit request to
‘Minnesota State Colleges and Universities Staffing
- Unit which includes a position description signed

by the supervisor, an organizational -chart, and a
~ Job Audit Cover Sheet.

Human Resources Director assists the supervisor
~ in designing a written recruitment plan taking into
account any under-utilized protected classes. The
recruitment plan is shared with the Affirmative
Action Officer. o

33

Supervisor

Supervisor consults with the Human Resources
Director regarding -the recruitment plan and .

- prepares a vacancy announcement and advemsmo

language.




CREATING A NEW POSITION

Officer of the Chancellor Human Resources

e e M

Human Resources announces the vacancy in-the
Employment Opportunities Newsletter.

Classified positions, must be posted for internal bids
as provided for in' the appropriate bargaining
agreement. - If no bids, Human Resources will
announce the vacancy and position qualifications on
the DOER web site.

" The application procedure will be specified in the
vacancy announcement. Depending upon the
circumstances, applications may be received by the
hiring supervisor or the Human Resources Office. -

For classified positions, the Department of Employee
Relations has implemented a Multi-Source

‘Recruitment and Selection Process (Resumix) to

identify prospective candidates who match specific
job qualification. Resumes of candidates expressing
an interest in the position and other candidates with
the skills and abilities who match the vacancy
_announcement are available to Human Resource
Office staff and managers to review online.

Once a finalist pool has been identified, the Human
Resource Director seeks-Equal Opportunity and
Diversity approval of the search process and the
candidate selection.

The Human Resource office reviews the candidate
‘pool and affirmative action status of candidates
before interviews may begin.

34

Supervisor

Supervisor places ads and completes fhe.:
necessary purchase orders. According to the

recruitment plan, the supervisor may circulate . -

vacancy announcements via traditional and non-
traditional media such as web sites, listservs,
community-based agencies and organizations, e-
mail distribution of vacancy announcements,

mailing listservs, community based agencies and

organizations, e-mail distribution of vacancy

_announcements, mailing lists, and labels.

Supervisor coordinates the selection process:
whether a search committee will be used, who

- will receive application materials, how
‘interviews will be conducted, what interview

questions will be asked and how references will
be checked. '

For classified positions, the hiring supervisor is
forwarded a list of names and resumes for
consideration. o

For unclassified positions, the supervisor will
send all applicants a Supplemental Protected
Class Information form and a return stamped
envelope to the attention of the Associate Vice
Chancellor of Equal Opportunity and Diversity.
Returning the Supplemental Information form is
optional and is maintained in a separate, '
confidential file apart from the applicant files.

The supervisor schedules interviews, and the
candidate of choice is selected.




CREATING A NEW POSITION

Officer of the Chancellor Human Resources

'fIf:.the-'verbal offer is accepted, the Human

“Resources Director, in consultation with the
supervisor, will prepare an appointment letter for
. the Chancellor’s signature. This letter confirms
. the position title; the proposed hire date and the
agreed upon salary and conditions of
- employment.

“Whenever possible, before the hire date, the
- Human Resources Director. will arrange a
- meeting with the new employee, the Chancellor,
~and the Cabinet member to formally sign the
appointment letter.

35

Supervisor

The supervisor is responsible for informing - -
unsuccessful applicants that a final decision
has been made. The supervisor retains all
search related documents-in a conﬁdentlal
file for three years.




FILLING A VACANT POSITION

- Office of the Chancellor

e Supervisor determines the need to fill an eXisting vacancy and completes the Position Request

. Form (PRF) and 2 memo with detailed business reasons to justify filling the position..The memo .- '
should include a statement addressing the budget authority, source of funding, dates of

employment or temporary nature of appointment, as well as office space arrangements

e Vice Chancellor and/or. Associate Vice Chancellor verifies posmon is w1thm the budget
allocation and approves and s1gns the PRF. -

e Supervisor consults with the Office of the Chancellor Human Resources Director regarding an
emergency/temporary hire, union postin g requirements for a permanent hire, whether the position
will be restructured at a hi gher or lower level than the existing posmon S

e Human Resources forwards PRF to Budget Unit to verify cost center and funds..
Officer of the Chancellor Human Resources Supervisor

Human Resources authorizes the search process

to begin and meets with the supervisor to discuss -

recruitment, affirmative action commitments and
the hiring time line.

Human Resources Director assists the supervisor Supervisor prepares vacancy announcement-

in designing a written recruitment plan taking and assists in preparing required and preferred
into account any under-utilized protected classes. qualifications for the position.

‘The recruitment plan is approved by the
Affirmative Action Officer.
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"FILLING A VACANT POSITION

" Officer of the Chaﬂcellor Human
3 Resources -

~ Human Resources announces the vacancy in the
" Employment Opportunztzes Newsletter

: Classxﬁed positions, must be posted for internal
~bids as provided forin the appropriate bargaining
- agreement. If no bids, Human Resources will

announce the vacancy and position qualifications

~ on the DOER web site.

The application procedure will be specified inthe
" vacancy announcement. Depending upon the
-circumstances, applications may be received by

‘the hiring supervisor or the Human Resources
' Ofﬁce

For classified positions, the Department of

" Employee Relations has implemented a Multi-

Source Recruitment and Selection ‘Process

(Resumix) to identify prospective candidates who

match specific job qualifications. Resumes of
candidates expressing an intéerest in the position
and other candidates with the skills and abilities
who match the vacancy announcement are

available to Human Resources Office staff and
~ managers to review online.

Once a finalist pool has been identified, the

Human Resources Director seeks . Equal
Opportunity and Diversity approval of the search
process and the candidate selection.

Human Resources Office reviews the candidate
pool and affirmative action status of candidates
before interviews may begin.
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Supervisor

Supervisor coordinates the selection process;

whether'a search commiftee will bé used, to'whom =+~

applications should be directed, how .interviews
will be conducted, what the interview questions

will be and how references will be checked

For classified positions, the hiring supervisor is
forwarded a list of names and resumes for
cons1derat10n

For unclassified positions, the supervisor will send - |

-all applicants a Supplemental Protected Class

Information form and a return stamped envelope to
the attention of the Associate Vice Chancellor of
Equal Opportunity and Diversity. Returning the

- Supplemental Information form is optional and is

maintained in a separate, confidential file. apart
from the applicant files.

The supervisor schedules interviews, and the
candidate of choice is selected.




FILLING A VACANT POSITION

‘ Office of the Chancellor Human Resources

Human Resources Director reviews and approves
salary ‘offers" before an offer 1s made.

- If the verbal offe_r_ is accepted, the Human

Resources Director,. in consultation with the

supervisor, will prepare an appointment letter for V

the Chancellor’s signature. This letter confirms
the position title, the proposed hire date and the
agreed upon salary and. conditions of
employment. '

Whenever possible, before the hire date, the
Human Resources Director will arrange a meeting
with the new employee, the Chancellor, and the
Cabinet member to formally sign the appointment
letter.

38

‘Supervisor

The superv1sor makes a’ verbal offer to the

- candidate.

The supervisor is re_,spo'r'isible" for informing .
unsuccessful applicants that a final decision has
been made. The supervisor retains all search related .

“documents in a confidential file for three years.




MINNESOTA STATE COLLEGES AND
UNIVERSITIES POLICIES AND
PROCEDURES

\

The following append1ces contain relevant Minnesota State Colleges and Universities p011c1es
and procedures. -« o ; : L aae o W

Llst of Anpendices

o Appendix A. Affirmative Action in Employment Policy -

. »‘Appendjx B. Access for Individnals with Disabililiee Policy

- Appendix C. Reas.onable Accommodations in Ernployrmnt’Proeedure' :

“Appendix D. Nondiscrimination in Employment and Education
: Opportumty Policy '

. Appendix E: Report/Complaint of Dlscnnnnatlon/Harassment Investigation
. And Resolution Procedure :
Discrimination/Harassment Intake Form
Discrimination/Harassment Complaint Form

Appendix F. Minnesota State Colleges and Universities Emergency Plan
- and Procedures ' -
. Wells Fargo Place
Energy Technology Center

Appendlx G. Minnesota State Colleges and Umversmes Office Strategic
DlVCl‘Slty Plan
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APPENDIX A
AFFIRMATIVE ACTION IN EMPLOYMENT
POLICY
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ﬁéii‘éf\éESﬁ?ﬁ STATE COLLEGES & UNIVERSITIES

Directories | Legislative information | Board policies:

_\\ ‘Board Policies
S . Chapter 1 - System Organization and Admmlstrat|on
Prospective Student < SectionB - Equal Education and Employment Opportunlty

;e ,{ 1B.2 Affirmative Action in
. MbSCUsiem < Employment

&
A

D i - ]
Visit & Campu

Newsroom < :
' * . Mlnnesota State Colleges and Umversmes is committed to and
Board of Trusiess - < supports aggressive affirmative action steps and programs lntended
o o ~to remedy the historical underrepresentation of persons of color,
Job Opporiunities < - women, and persons with disabilities in the workforce.
: Se"f’”‘. Sita. < _ I
PR Dateof =~ . - 9/20/94,
Home Page < - Implementation:

' "Date of Adoption: 9/20/94,
Date & Subject of Revisions:

There is no additional HISTOF?Y for 1 B 2 at this time.

The Minnesota State Colleges and Universities System
is an Equal Opportunity employer and educator.
Problems with this site? Please notify webmaster@mnscu.edu
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o APPENDIX B
ACCESS FOR INDIVIDUALS WITH.
\ DISABILITIES POLICY
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MINNESOTA STATE COLLEGES a UNIVERSITIES

- Directories | Leqie!ative information | Board policies

\ \ Board Pollcles

AR .Chapter 1 - System Orgamzatlon and Admlnlstratlon
o p-rc;g:pém;e Stude < A_Sectlon B- Equal Education and Employment Opportunlty

- Vigii & C amibus <

1B.4 Access for Indnwduals W|th
MnsQusgtem’ . < D|sab|I|t|es

Newsroom R
. ~ Part 1. Defmltlons
Board of Trustess . . « :
: _ ' Subpart A. An mdlwdual W|th a dlsablllty
Job Opporiunities <

- a 1. Any person who has a physwal or mental.
Cm_ec.

s o« ' _impairment which substantially limits one or more of
' ' such person's major life activities.
. Any person who has a record of such lmpalrment
" which means that a person has a history of or has
been classified as having a mental or physncal
impairment that substantially limits one or'more
major life activities.
3. Any person who is regarded as havmg such an
B impairment which means:
a.Has a phyS|caI or mental |mpa|rment that
may not substantially limit major life activities -
but that is treated by others as constltutmg
such a limitation;
b. Has a physical or mental impairment that
substantially limits major life activities only as
a result of the attitudes of others toward such
. impairment;
c. Has no impairment but is treated by others
as having such an impairment,

' Searbh Si‘ie < 9

" Home Pags

Subpart B. Personal devices and services: Examples
of personal devices and services include wheelchairs;
individually prescribed devices, such as prescription
eyeglasses or hearing aids; readers for personal use or
study; or services of a personal nature including
assistance in eating, toileting, or dressing.

Subpart C. Qualified individual: A person who, with or
without reasonable modifications to rules, policies, or
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practices, the removal of architectural, communication, or .

transportation barriers, or the provision of auxiliary aids:

and services, meets the essential eligibllity requirements

for receipt of services or participation in a system office,

‘college, or university program or activity. Essential .-

eligibility. requirements include, but are not limited to, N _
, academic and technical standards requisite to admission i 7
\ or participation in an education program or activity. - E R

E Part 2 General Access Policy
- The system office colleges and unlversmes will prowde access to _ o
programs, services and activities to quallfied individuals with known. .- . B
disabilities as required by law. Where an individual asks foran =~ &
- accommodation, the system office, college, or unlverSity may requ1re '
- the indi\ndual to prowde documentation

_Part 3. Availablhty and Notlce .

' Each college and university shall post notices inan acceSS|bIe
format to the public describing 1) college or university prohibition . _
against discrimination, and 2) college or university contact for S i
requesting reasonable accommodation or information. - B

Part 4. Reasonable Accommodatlons to Ensure Access to ' R
,Programs Services, and Act|v1t|es - ; ‘

The system office, colleges, and universmes shail make reasonabie AT

~accommodations to ensure access to programs;: ‘services, and S
activities as required by law. Access means that a qualified individual "
with a disability will not be excluded from participation in or be denied _
the benefits of the services, programs, or activities, nor will the _ o
individual be subjected to discrimination. Reasonable _ :
accommodations may include modifications to rules, policies; or
practices, the removal of architectural, communication, or
transportation barriers, provision of auxiliary aids or the provnsmn of .
equally effective programs, services, or activities. In accordance with _
the Americans with Disabilities Act; accommodations will not be ' ‘
provided 1) for personal devices or services even though the
individual may be a qualified individual with a disability, or 2) that
result in a fundamental-alteration in the nature of a service, program :
or activity or in undue financial or administrative burdens

Part 5. Offered and/or Sponsored Services or Activmes for : o
Qualmed Students with Disabilities. .

‘Colleges and universities have a responsibility to provide access to -
services and/or activities that are operated or sponsored by the
college or university or that receive significant assistance from the
college or university. Such access shall be provided in a reasonable
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manner as required by law. At a minimum, the foliowing mustbe °
offered to qualified students with disabilities: 1) support, counseling,
and information services that may include support groups, individual
counseling, career counseling and assessment; and referral

services, 2) academic assistance services that may include assistive
devices, early regrstratron services, early syllabus availability, course -

~ selection, and program advising, course work assistance, testing

assistance, and modification, and tutoring, and 3) coordination
' services that may include personnel acting on the student's behalf

" and serving as the primary contact and coordinator for students

needing services, assistance in working mdlvrdually with:faculty-and -~ - ST

o admmrstrators intervention procedures and gnevance procedures

Part 6. Procedure

‘In consultatlon with the system office, each college and unlversrry
shall establish a procedure for individuals with disabilities to make
requests for accommodations to access programs, services, or -

- activities at the college or university, consistent with state and federal.

laws. Such procedure for access to programs for mdrvnduals W|th
dlsabllrtles must, at a minimum, include the followmg

a. The system pollcy statement and system deflnltions'
b. Assignment.and identification of a staff member responsible
for administering the dellvery of services to lndlvrduals with

- disabilities. -

c. Provide a process for appeallng a denlal of a request for.
program access. : :

Date of 7/01/95,

Implementation:
Date of Adoption:- 6/20/95,

Date & Subject of Rews:ons

There is no addmonal HIS TORY for 1B.4 at thls time.

The Minnesota State Colleges and Universities System
is an Equal Opportunity employer and educator.
Problems with this site? Please notify webmaster@mnscu.edu




| APPENDIX C
REASONABLE ACCOMMODATIONS IN |

1)

. EMPLOYMENT PROCEDURE

46




S JMALE A UMM AU sV A ANWMLWRARI AN 4 AUAUSALLLAL/ VAL LIS LD 118 4 dees ARULESer 7 YT YT YT AALALOVMOG LT L VAAVIGON S L VUVAALGL WO LA E 1 et E

Briospective Student

e Vis“ﬁ a'C;‘;mpus' ‘
MhSCU System‘-
Ne@smo}m

Bqard of Trusiess
Job Cpportunttios

Conlact Us

w

search Site

Home Page

?ﬁﬁ%%ﬁifiﬁ?ﬁ STATE {QQEGE;% & UNIVERSITIES

Directories | Legislative information | Board policies

System Procedures
for Chapter 1 - System Organization and Admlnlstratlon

" Procedure 1B.0.1 Reasonable

Accommodations in Employment

Part 1. Purpose
This procedure sets forth the process to be used for respondmg to requests for

‘reasonable accommodations in employment based on an applicant's or

employee's disability. The scope of this procedure is limited to reasonable
accommodations, and is not intended to fully describe other provisions of the
Americans with Disabilities Act or the Minnesota Human Rights Act.

Part 2. Reasonable Accommodations in Employment

It is the policy of MnSCU to encourage the employment and promotlon of any
gualified individual including qualified individuals with disabilities. The system
office, college or university will not discriminate in providing reasonable

“accommodations to qualified individuals with a disability in regard to job

application procedures, hiring, advancement, discharge, employee
compensation, job training or other terms, conditions, and pr|v1leges of
employment

Part 3. Definitions.

- For purposes of this procedure, the foIIowmg terms have the meaning given

them.

Subpart A. Employer: The employer is the system office, college or
university.

Subpart B. Essential Functions: Essential functions are the
fundamental job duties of the position in question. The term does
not include the marginal functlons of the position.

1. A ]Ob function may | be considered essential for any of
several reasons, including but not limited to the following:
a. The function may be essential because the reason
the position exists is to perform that function;
b. The function may be essential because of the
limited number of employees available among whom
the performance of that job function can be distributed;
and/or
c. The function may be highly specialized so that the
incumbent in the position-is hired for his or her
expertise or ability to perform the particular function.
2. Evidence of whether a particular function is essential
includes, but is not limited to: '
a. The employer's judgment as to which functions are
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-bargaining agreement language, employees may have the right to request and

essential;

b. Written job descriptions;

c. The amount of time spent on the job performing the -
. function;

d. The consequences of not requiring the incumbent to

perform the function;

e. The terms of a collective bargaining agreement

f. The work experience of past lncumbents in the job;

and/or

g. The current work experience of lncumbents in

similar jobs.

Subpart C Individual with a Dlsablhty An individual with a disability
for the purposes of determining reasonable accommodations is any
applicant, current employee, including student employees, or
employees seeking promotion, who has a physical or mental
impairment which substantially or materially limits one or more of
such individual=s major life activities. Generally, a disabling:

- physical or mental condition which is expected to be temporary and
from.which the individual is expected to recover |s nota dlsablllty '
under this procedure :

Subpart D. Qualified Individual with a Disability: A qualified
individual with a disability is an individual with a disability who '
- meets the requisite skill, education, experience and other
job-related requirements of the job and who, with or without o
reasonable accommodation, can perform the essential functions of =
the job. ‘

Subpart E. Reasonable Accommodations: A reasonable

~ accommodation is a modification or adjustmentto a job or - _
employment practice or the work environment that enables a ' e

- qualified individual with a disability to perform the essential '
functions of the job as identified at the time of the reasonable
accommodation request and to access equal employment
opportunities. Reasonable accommodations may also include those
things which make a facility and its operations readily accessible to «
and usable by individuals with disabilities. Under the law, the
employer has a responsibility to make reasonable accommodations
for individuals with a disability only if the disability is known and itis
not an undue hardship under Part 6, Subpart C.

Part 4. Identification of Assigned Staff Member. The system office, and each
college and university shall assign and identify a staff member responsible for
administering requests for reasonable accommodations.

Part 5. Right to Representation. In accordance with applicable collective

receive union representation during the reasonable accommodations process.

Part 6. Providing Reasonable Accommodations.

Subpart A. Job Relatedness. Reasonable accommodations will be
provided only for job-related needs of individuals with a disability. _ €
The primary factor in evaluating an accommodation's job '
relatedness is whether the accommodation specifically assists the

individual to perform the essential functions of the job as identified
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at the time of the reasonable accommodation request. If the
requested accommodation is primarily for the benefit of the
individual with a disability to assist that individual in daily personal
activities, the employer is not required to provide the
accommodation. The appropriate reasonable accommodation is

best determined through a flexible, interactive process that involves-

both the employer and the qualified individual with -a disability; it
may include the appropriate union representative as provnded by
the applicable collective bargaining agreement.

Subpart B. Essential Functions. The system office, college-or
university may deny employment or advancement in employment
based on the inability of an individual with a disability to perform the
essential functions of the job and may decline to make " '
accommodations to the physical or. mental needs of an employee or
job applicant with a disability if:

a. the accommodation would impose an undue hardship on
the system office, college or university as provided under
Subpart C.; or

b. the mdlwdual with a disability, with or without reasonable
accommodations, is not qualified to perform the essential
functions of that partlcular job; or

¢. having the individual in the job would create a direct threat
because of a significant risk to the health and safety of the
individual or others and the risk cannot be eliminated by
reasonable accommodation.

Subpart C. Undue Hardship: In determining whether providing a
reasonable accommodation would impose an undue hardship on
the employer, the factors to be considered include:

1. The nature and net cost of the accommodation needed;
2. The overall financial resources of the employer involved in
the provision of the reasonable accommodation, the number
of persons employed, and the effect on expenses and
resources; . '
3. The overall financial resources of the employer, the overall
size of the business of the employer with respect to the
- number of its employees, and the number, type and location
of its faciiities;
4. The'type of operation or operations of the employer,
_including the composition, structure and functions of the
workforce, and the geographic separateness and
administrative or fiscal relationship of the employer in
question to the covered entity; and
5. The impact of the accommodation upon the operation of
“the employer, including the impact on the ability of other
employees to perform their duties and the impact on the
employer's ability to conduct business.

Subpart D. Documentation. Documentation of a disability is
required as part of the reasonable accommodation process unless
the nature and extent of the disability is already known to the
employer, or as a practical matter, the requested accommodation is
minimal and the employer makes modifications for its convenience,
regardiess of whether the employee or applicant meets the
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requirements for a reasonable accommodation under this
procedure.

Subpart E. Choice of Accommodations. The employer is not
required to provide the specific accommodation requested by the

~ individual and may choose an effective accommodation which is
less expensive or easier to provide. Accommodations provided to
the individual are the financial responsibility of the employer.

Subpart F. Request Process. The system office, colleges and
universities are responsible for establishing a process for
individuals with disabilities to make requests for reasonabie
accommodations in compliance with the Americans with Disabilities
Act or the Minnesota Human Rights Act. Such process should
include the following:

1. MnSCU policy statement and definitions;

2. Assignment and identification of a staff member
responsible for administering requests for reasonable
accommodations;

3. Provide a process for appealing a reasonable
accommodations decision:

Part 7. Application. Nothing in this procedure is intended to expand, diminish or
alter the provisions of the Americans with Disabilities Act or the Minnesota '

" Human Rights Act.

Approved by the Chancellor: May 24, 2000

The Minnesota State Colleges and Universities System
is an Equal Opportunity employer and educator.
Problems with this site? Please notify webmaster@mnscu.edu
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APPENDIX D o
NONDISCRIMINATION IN EMPLOYMENT

PROCEDURE
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Board Policies
- Chapter 1 - System Orgamzatlon and Administration
Section B - Equal Education and Employment Opportunity

1B.1 No‘ndiscrimination in
Employment and Education
Opportunity

Minnesota State Colleges and Universities is committed.to a policy of - ...

nondiscrimination in employment and education opportunity. No

person shall be discriminated against in the terms and conditions of

employment, personnel practices, or access to and participation in,
- programs, services, and activities with regard to race, sex, color,

 creed, religion, age, national origin, disability, marital status, status

with regard to public assistance, sexual orientation, or membershlp
or activity in a local commission as defined by law.

.Harassment of an individual or group on the basis of race, sex, color,
creed, religion, age, national origin, disability, marital status, status
with regard to public assistance, sexual orientation, or membership
oor activity in a local commission has no place in a learning or work
environment and is prohibited. Sexual violence has no place in a
learning or work environment. Further, the Minnesota State Colleges
and Universities shall work to eliminate violence in all its forms.
Physical contact by designated system, college, and university staff
members may be appropriate if necessary to avoid physncal harm to
persons or property. :

This policy is directed at verbal and physical conduct that constitutes
~discrimination /harassment under state and federal law and is not
_directed at the content of speech. In.cases in which verbal _

statements and other forms of expression are involved, MnSCU will

give due consideration to an individual's constitutionally protected
right to free speech and academic freedom. The system office,
colleges and universities shall develop and implement a complaint
process to review complaints of discrimination/harassment or sexual
violence. This policy supersedes all existing system, college, and
university nondiscrimination policies.

RACIAL DISCRIMINATION/HARASSMENT

Part 1. Definitions.
Subpart A. Racial discrimination is prohibited by state
and federal law. Racial discrimination is defined as

conduct that is directed at an individual because of
his/her race, color, or national origin or that of his/her
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spouse and that subjects the individual to different
treatment by agents or employees so as to interfere with
or limit the ability of the individual to participate in, or
“benefit from, the services, activities, or privileges
provided by the system or colleges and universities of
otherwise adversely affects the mdlwdual s employment
or education. :

Subpart B. Racial harassment is a form of race
discrimination which is prohibited by state and federal
. law. Racial harassment is defined as verbal or physical =~~~ -
conduct that is directed at an individual because of T
his/her race, color, or national origin or that of his/her
spouse and that is sufficiently severe, pervasive, or
persistent so as to have the purpose or effect of creating -
- a hostile work or educational environment. Racial
harassment may occur in a variety of relationships,
" including faculty and student, supervisor and employee,
student and student, staff and student, employee and
employee, and other relationships with other persons
having business at or visiting the’ educa’nonal
environment.

- SEX DISCRIMINATION/HARASSMENT AND VIOLENCE
Part 2. Defmltlons

Subpart A. Sex dlscnmlnatlon is prohlblted by state and
federal law. Sex discrimination is defined as conduct that
is directed at an individual because of his/her gender or
that of his/her spouse and that subjects the individual to
different treatment so as to interfere with or limit the
ability of the individual to participate in, or benefit from,
the services, activities, or privileges provided by the
system or colleges and universities or otherwise
adversely affects the individual's employment or
"education.

- Subpart B. Sexual harassment is a form of sex
discrimination which is prohibited by state and federal
law. Sexual harassment is defined as unwelcome sexual
-advances; requests for sexual favors, sexually motivated
physical conduct, and other verbal or physical conduct of
a sexual nature when:

1. Submission to such conduct is made either explicitly
or implicitly a term or condition of an individual's
employment or education, evaluation of a student's
academic performance, or term or condition of
participation in student activities or in other events
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. or actlvmes sanctioned by the college or unlversny,
or -
2. Submission to or rejectlon of such conduct by an

- individual is used as the basis for employment or
academic decisions or other decisions about
participation in student activities or other events or
activities sanctioned by the college or university; or

3. Such conduct has the purpose or effect of '

- threatening an individual's employment; interfering
with an individual's work or academic performance;
or creating an intimidating, hostile, or offenswe work

~ or educational enviroriment. .

Séxual harassment may occur in a variety of

- relationships, including faculty and student, supérvisor ‘

and employee, student to student, employee to
employee, and other persons having business with or
visiting the educational environment. Sexual harassment
may occur when it is directed at members of the opposite
gender or when it is directed at members of the same
gender It includes, but is not limited to: ' ‘

e unwelcome: pressure for sexual activity;

¢ unwelcome, sexually motivated or inappropriate

- patting, pinching, or physical contact; physical
contact may be appropriate, if necessary to restrain
individuals to avoid physical harm to persons or
property;

« demands for sexual favors or promlses of
preferential treatment with regard to an |nd|v1dua| (S
employment or educational status accompanied by
implied or overt threats concerning an individual's
employment or educational status; or

o unwelcome behavior or words of a sexual nature
directed at an individual because of gendet.

. Subpart C. Sexual violence: Acts of sexual violence are

criminal behaviors and create an environment contrary to

_ the goals and missions of the system and colleges and

universities. Acts of sexual violence include:

1. Forcible acts, which include non-consensual sexual
contact, and/or sexual contact in which the victim is
incapable of giving consent (such as whenthe
complainant is under the influence of alcohol or
drugs);

2. Nonforcible sex acts such as incest and statutory
rape; and

3. The threat of an act of sexual violence. Sexual
violence may include, but is not limited to:
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o touching, patting, grabbing, or pinching
: ‘ another person's intimate parts, whether that
person is of the same sex or the opposite sex;
o coercing, forcing, or attempting to coerce or
force the touching of anyone's intimate parts;
o coercing, forcing, or attempting t6 coerce or
force sexual intercourse or a sexual act on
\ another; or
o threatening to force or coerce sexual acts,
S , : including the touching of intimate parts or
e . o ~_ intercourse, on another

Subpart D. Sexual'harassment and violence as sexual
abuse. Under certain circumstances, sexual harassment
or violence may constitute sexual abuse according to
. Minnesota law. In such situations, the system office and
colleges and universities shall comply with the reporting
requirements in M.S. Section 626.556 (reporting of
maltreatment of minors) and MS Section 626.557
(Vulnerable Adult Protection Act). Nothing in this policy-
~will prohibit the system office or any coliege or university
from taking |mmed|ate action to protect victims of alleged
sexual abuse.

Subpart E. Nonconsensual Relationships. Substantial

" risks are involved even in seemingly consensual
romantic/sexual relationships where a power differential’
exists between the involved parties. The respect and trust
accorded a faculty member or other employee by a
student, as well as the power exercised by faculty in
giving grades, advice, praise, recommendations, '

“opportunities for further study or other forms of
advancement may greatly diminish the student's actual
freedom of choice concerning the relationship. Similarly,
the authority of the supervisor to hire, fire, evaluate-
performance, reward, make recommendations, assign
"and oversee the work activities of employees may
interfere with the employee's ability to choose freely in
the relationship. Further, it is inherently risky where age,
background, stature, credentials or other characteristics
contribute to the perception that a power differential
exists between the involved parties which limits the
student or employee's ability to make informed choices
about the relationship.

Claims of a consensual romantic/sexual relationship will
not protect individuals from sexual harassment charges
nor guarantee a successful defense if charges are made.
It is the faculty member, supervisor or staff who will bear
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the burden of accountability because of his/her special
power and responsibility, and it may be exceedingly
difficult to use mutual consent as a defense. Therefore, e
all employees should be aware of the risks involved in _ .o
entering into a romantic/sexual relationship where there is '
a superior/subordinate relationship.

\ SEXUAL ORIENTATION DISCRIMINATlONIHARASSMENT

Part 3. Deflmtlons

Subpart A. Sexual orientation discrimination is" S
prohibited by state law. Sexual orientation discrimination . H
is defined as conduct that is directed at an individual B '
because of his/her sexual orientation and that subjects ,
“ the individual to different treatment by agents or ' . F
_ employees so as to interfere with or limit the ability of the
individual to participate in, or benefit from, the services,
activities, or privileges provided by the system, colleges -
and universities or otherwise adversely affects the
individual's employment or education. '

Subpart B. Sexual orientation harassment is a form of
sexual orientation discrimination which is prohibited by
state law. Sexual orientation harassment is defined as

~ verbal or physical conduct that is directed at an |nd|V|dua|
because of his/her sexual orientation and that is
sufficiently severe, pervasive or persistent so as to have
the purpose or effect of creating a hostile work or
educational environment. Sexual orientation harassment
may occur in a variety of relationships, including faculty
and student, supervisor and employee, student and
student, staff and student, employee and employee, and

~ other relationships with other persons having business at
or visiting the educational environment. :

DISABILITY DlSCRIMINATIONIHARASSMENT
Part 4, Deflnltlons

Subpart A. Disability discrimination is prohibited by
state and federal law. Disability discrimination as defined
by law is conduct that is directed at an individual because
of his/her mental/physical disability or that of his/her
spouse and that subjects the individual to different
treatment by agents or employees without legitimate _ ;
non-discriminatory reason so as to interfere with or limit
the ability of the individual to participate in, or benefit’

from, the services, activities, or privileges provided by the
system or colleges and universities or otherwise
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'adversely affects the mdwndual s employment or
education.

Subpart B. Disability harassment is a form of
discrimination which is prohnblted by state and federal
law. Disability harassment is defined as verbal or physical
conduct that is directed at an individual because of
A his/her mental/physical disability or that of his/her spouse
and that is sufficiently severe, pervasive, or persistent so
. as to have the purpose or effect of creating a hostile work
o . or educational environment. Disability harassment may .

’ occur in a variety of relatlonshlps including facul“ty and
student, supervisor and employee, student and student,
staff and student, employee and employee, and other -
relationships with other persons having busmess ator
visiting the educational enVIronment

Click here for Procedure 1B;1.1_ _

Date of 9/20/94,
Implementation: '
Date of Adoption:  9/20/94,

Date & Subject of Revisions: -

- 12/20/95 Added evérything after the first paragraph.
There is no additional HISTORY for 1B.1 at this time. -

The Minnesota State Colleges and Universities System
is an Equal Opportunity employer and educator.
Problems with this site? Please notify webmaster@mnscu.edu
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| APPENDIX E
. REPORT/COMPLAINT OF .
DISCRIMINATION/HARASSMENT INVESTIGATION AND
\ RESOLUTION PROCEDURE |
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_Part 1. Procedure objective.

This procedure is designed to further implement Minnesota State Colleges and -
Universities policies relating to non-discrimination by. providing a process _
through which individuals alleging violation of system non-discrimination policies oy
may pursue a complaint. This includes allegations of discrimination or -
' harassment based on sex, race, age; disability, color, creed, national origin,

religion, sexual orientation, marital status, status with regard to public assistarice
.or membership or activity in a local commission. This procedure is not applicable
“to allegatrons of sexual violence which should be handled under, approprlate
system and college or university pollcres and procedures o

A srngle act of discrimination may be based on more than one protected class
status. For example, discrimination based on anti-Semitism may relate to, _

~ religion, national origin, or both; discrimination agarnst a pregnant woman might m
be based on sex, marital status, or both . '

This procedure shall apply to all individuals affiliated with Mlnnesota State

" Colleges and Universities, including its students, employees and applicants for
employment, and is intended to protect the rights and privacy of both the
complainant and respondent and other involved individuals, as well as to prevent
retaliation/reprisal. Individuals who violate this procedure shall be subject to ‘ &7
d|SC|pl|nary or other corrective action, '

Not every act that may be offensive to an individual or group constitutes
discrimination or harassment. In determining whether discrimination or
harassment has occurred, the totality of the circumstances surrounding the - ,
incident must be carefully reviewed and due consideration must be given to the _
protection of individual rights, freedom of speech, academlc freedom and L
advocacy. :

The system office, colleges, and universities shall maintain and encourage full
freedom, within the law, of expression, inquiry, teaching, and research. ;
Academic freedom comes with a responsibility that all members of our education =
community benefit from it without intimidation, exploitation, or coercion.
Discrimination and harassment are not within the protections of academic
freedom. ‘ : : L

Part 2. Definitions.

Subpart A. Designated officer. A designated officer is an individual

~ designated by the president or chancellor to be primarily responsible for
investigating or coordinating the investigation of reports-and complaints of

~ discrimination/ harassment in accordance with this procedure. Designated
-officers may include individuals in the affirmative action or equity office,
the campus security office, the student affairs or student life office,
academic or administrative offices of the system office, college, or
university. The president or chancellor may designate other individuals to
assume the role of the designated officer as deemed necessary.

Designated officers must attend investigator training conducted by the
Office of the Chancellor.

Subpart B. Decision-making authority. A decision-maker is an
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individual designated by the president or chancellor to review investigative
reports, to make findings whether the discrimination/harassment policies
have been violated based upon the investigation and other measures
deemed necessary to reach a decision, and to determine the appropriate -
action for the institution to take based upon the findings. The -
decision-maker shall be a top level administrator such as a college or-
university vice president, dean or provost. At the system office, the
decision-maker shall be a top level administrator such as a chancellor,
vice chancellor, associate vice chancellor or other appropriate system
office personnel. The president or chancellor may designate other
individuals to assume the role of the decision-maker as deemed
necessary.

DeSIgnated decision-makers for complaints under this procedure,

including presidents, must attend decmon maker training conducted by

- the Office of the Chancellor.

Part 3. Reporting incidents of discrimination/harassment.

Subpart A. Reporting an incident. The system office, colleges, and

'universities encourage any individual, including any student, employee, -

applicant for employment, or person eligible for employment (as defined
by Minnesota Statutes section 43A.02), who feels she or he has.been or is
being subjected to discrimination/harassment to report the incident to the -
designated officer. Any student, faculty member or employee who knows '
of, receives information about or receives a complaint of
discrimination/harassment is urged to report the information or complamt
to the designated officer of the system office, college, or university.
Subpart B. Personal resolution. In instances where an individual
believes she/he personally has been subjected to behavior prohibited by
the 1B.1 Non-discrimination policy, that individual may voluntarily choose
to directly address the offensive behavior. In such a situation; she or he
should clearly explain to the alleged offender as soon as possible after the
incident that the behavior is objectionable and that it stop. Communication
with the alleged offender may be in person, on the telephone, or in writing.
If the behavior does not stop or if the individual believes some
employment or education consequences may result from the discussion,
she or he should go to the designated officer to process the complaint.
Under no circumstances shall an individual be required to use personal
resolution to address prohibited behaviors rather than reporting the

- behavior to the designated officer.

Subpart C. Duty to report. Unless the matter already has been referred
to the designated officer, administrators and supervisors must inquire into
aliegations or behaviors that they reasonably believe may constitute
discrimination or harassment and, when a report/complaint appears to be

- warranted, refer the matter to the designated officer. The duty to report

shall not be construed to prevent immediate corrective action by an
administrator or supervisor when appropriate.
Subpart D. Institutional responsibility.

1. Colleges and universities. This procedure applies to
all members of the educational community including.
students. Reports/complaints against a president of a
college or university shall be filed with the system
office. Complaints against a president shall be
processed by the college or university if the presndents
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role in the alleged incident was limited to a decision on
a recommendation made by another administrator,
such as tenure, promotion or non-renewal, and the
-president had no other substantial involvement in the
matter. Reports and complaints against college or
university vice presidents, deans, or provosts are filed
at the campus level with the president or the
“president's designee as decision-maker. '
2. System office. For reports/complaints which involve
allegations against system office employees, the
* responsibilities identified in this procedure as those of
the president are the responsibilities of the chancellor.
Reports/complaints which involve allegations. against
the chancellor or a' member of the Board of Trustees
shall be referred to the chair or vice chair of the Board
“for processing. Such reporis/complaints may be -
assigned to appropriate system office personnel or
outside investigatory assistance may be designated.

‘Subpart E. Retaliation and reprisal. No retaliation, reprisal or

- false statements regarding the filing of a discrimination report/complaint or -

intimidation in conjunction with a complaint of discrimination/harassment
shall be tolerated by the system office, colleges, and universities. State
law prohibits reprisal by a respondent, employer, labor organization,
educational institution, employee, agent of the above and others as
specified in statute. (Minnesota Statutes section 363.03). Any individual
who retaliates against any person who testifies, assists, or partlmpates in
an investigation, proceeding or hearing in relation to a :
discrimination/harassment complaint shall be subject to dlsmphnary or
other action.

Retaliation includes, but is not limited to, any form of intimidation, reprisal,
coercion, discrimination, harassment, or unwanted sexual contact toward "
a complainant, or the complainant's relatives, friends or associates.
Retaliation may occur whether or not there is a power or authority
differential between the individuals involved. Reprisal also includes
discrimination against an individual because that person is associated
with a protected group member. Allegations of retaliation or reprisal shall
be reported to the designated officer for appropriate action.

Subpart F. False statements prohibited. Any individual who provides .

during the investigation of such a report/complamt may be’ subject to
disciplinary or corrective action.

Subpart G. Withdrawn Complaints. If a complainant no longer desires A
to pursue a complaint, the system office, colleges, and universities

‘reserve the right to investigate and resolve the complaint.

Part 4. Right to representation.

In accordance with federal law and applicable collective bargaining agreement
and personnel plan language, represented employees may have the right to
request and receive union representation during an investigatory meeting.

Nothing in this procedure is intended to expand, diminish or alter in any manner
whatsoever any right or remedy available under a collective bargaining
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— ' agreement, personnel plan or law. Any.diseiplinary action imposed as a result of
' ' an investigation conducted under this procedure will be processed in accordance
‘with the applicable collective bargaining agreement or personnel plan.

Part 5. Investigaﬁon and resolution.

. The system office, college or university has an affirmative duty to take timely and
appropriate action to stop inappropriate behavior, conduct mvestlgatlons and
facilitate resolutions as appropriate.

. Subpart A. Making a report/complaint. The designated officer. .
" must be contacted in order to initiate a report/complaint. The
_report/complaint should be brought as soon as pOSS|bIe after an
" incident occurs. The designated officer shall retain ‘control of the
investigatory process and determine whether and/or how to
proceed

Subpart B. Initial inquiry and review process. After receiving e
report/complalnt the desngnated offlcer shall take the steps Ilsted
below:

1. Jurisdiction. The designated officer shall determine whether
the report/complaint is one which should be processed
through another system office, college or university
procedure available to the complainant; if appropriate, the
designated officer shall direct the complainant to that
procedure as soon as possible.

2. Conflicts. If the designated officer determines that the
report/complaint falls within the scope of the institution's
nondiscrimination policies and this procedure, the designated
officer shall first determine who will conduct the complaint
process. The designated officer shouid identify to the ™
president or chancellor any real or perceived conflict of
interest in proceeding as the designated officer for a specific
complaint. If the president determines that a conflict exists,
another designated officer shall be assigned.

© 3. Information provided to complainant. At the time the
report/complaint is made, the designated officer shall:
a.) inform the complainant of the prov13|ons of the
nondiscrimination policy;
b.) provide a copy of the policy and the report/complaint
procedure to the complainant;
c.) advise the complainant of other options such as -
alternative dispute resolution or mediation and that the
complainant may also choose to pursue other legal optlons
and
d.) determine whether other individuals are permitted to

~ -accompany the complainant during investigatory interviews

and the extent of their involvement.

4. Complaint Form. The designated officer shall insure that the
complaint is documented in writing on the complaint form
available from system office, college, or university authorities.
The complaint form must include:

a.) a detailed description of the facts upon which the charge
~ is based;
b.) name(s) of the respondent(s), if known;
c.) a list of possible witnesses as deemed appropriate by the
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. designated officer; and
d.) other information pertinent to the complaint.
At the conclusion of the process, the final disposition of the
~ complaint shall be included on the complaint form.
5. Information provided to the respondent. At the time initial
contact is made with the respondent, the deSIgnated officer
shall: -
a.) inform the respondent in writing of the existence and
general nature of the complaint and the provnswns of the
\ nondiscrimination policy;
" b) prowde a copy of the policy and the report/complalnt
- procedure to the respondent;
c.) advise the respondent of other options such as alternatwe
dispute resolution or mediation; '
~d.) explain to the respondent that in addition to being
[interviewed by the designated officer, the respondent may
provide a written response to the allegations; and
e.) determine whether other individuals are permitted to . -
accompany the respondent during mvestlgatlve interviews
and the extent of their involvement. : _ =
6. Processing the complaint. The designated officer shall: ‘ S
a.) conduct a fact-finding inquiry or investigation into the ,
complaint, including appropriate interviews and meetlngs : ;L
b.) investigate the complaint without identifying the .
complainant, if in the judgment of the designated officer, this B .
would increase the hkellhood of satisfactory resolution of the '
complaint; ' : ,
¢.) inform the complainant, respondent witnesses and other - g
mvolved individuals of the prohibition against retaliation and '
- reprisal; - : o
d.) create, gather and mamtam mvestlgatlve documentatlon _
as appropriate;

e.) disclose appropriate information to others onlyonaneed -
. to know basis consistent with state and federal law, and ’
provide a data privacy notice (Tennessen warning) in = g

" accordance with state law; and
f.) inform the complainant and respondent of the status of the
investigation at reasonable times until final disposition of the
o complalnt

Subpart C. Initial inquiry and informal resolution. After
"conducting an initial inquiry and review, if the designated officer . .
determines that the issue can be resolved without further Coks
. investigation, the designated officer may use one or more of the
following methods to resolve the complaint:

1. suggest counseling or sensitivity training;

2. conduct training for the unit, division, or department; calhng
attention to the consequences of engaging in such behavior;

3. facilitate meetings between the parties;

4. separate the parties, after consultation with appropriate
system office, college or university personnel; i

5. prepare a written letter of agreement confirming that the =
respondent has been informed of the policy and complaint '
procedure, identifying and documenting the respondent's.
acceptance of the designated officer's resolution of the
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complaint, and stating that retaliation is prohibited;
6. other possible outcomes may include explicit agreements
about future conduct, a letter of apology to the complainant,
-changes in workplace assignments, enrollment in a different
course or program, or other appropriate action.

Subpart D. Investigation and decision process. If the above
methods do not resolve the complaint within a reasonable period of
‘time to the satisfaction of the designated officer, or the designated

| officer feels additional steps should be taken, the procedures in thrs
subpart shall be followed. '

1. Designated officer. The desrgnated officer shall
a.) conduct further investigation as deemed approprlate by
the designated officer;
'b.) prepare an investigation report for review by the
decision-maker;
c.) take additional investigative measures as requested by
the decision-maker;
d.} provide sufficient information to the respondent conS|stent'
with federal and state data privacy laws to allow the-
respondent to respond to the substance of the complaint; and

e.) provide the investigation report to the complainant or
respondent upon request unless the information is protected
under state or federal law.

2. Decision-maker. After receiving the investigation report
prepared by the designated officer, the decision-maker shall:
a.) determine whether additional steps should be taken, at
the discretion of the decision-maker, prior to making the
decision. Additional steps may include:

1. arequest that the designated officer take addmonal
investigative measures;

2. a meeting with the complainant, respondent or other _
invoived individuals. If a meeting involving a
represented employee is convened, the complainant or
respondent may choose to be accompanied by the
bargaining unit representative, in accordance with the
applicable collective bargaining agreement and federal
and state law. Other employees may be accompanied
by an attorney or other support person at the discretion
of the decision-maker;

3. arequest for additional information which may include
a written response from the complainant or respondent
relating to the allegations of the complaint; .

b.) take other measures deemed necessary to reach a
decision; '

c¢.) when making the decision, take into account the
surrounding circumstances, the nature of the behaviors, the
relationship(s) between the parties, the context in which the
alleged incident(s) occurred, and other relevant factors;

d.) determine the nature, scope and timing of disciplinary or
corrective action and the process for implementation if a
violation of the nondiscrimination policy occurs. This may
include consultation with human resource or supervisory
personnel to determine appropriate discipline;
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e.) report in writing to the complainant, respondent and the
“designated officer her or his-findings as to whether or not the '
“nondiscrimination policy has been violated. The written '

answer to the complainant shall be provided within 60 days

aftera complaint is made unless reasonable cause for delay -
exists.

Subpart E. Confidentiality. Confidentiality cannot be guaranteed,;
however, care will be taken to keep investigation discussions
\ sufficiently broad to protect the complainant's identity when

appropnate There may be instances in which the system office,
college, or university has a responsibility to act even if the

_ complainant requests that no action be taken. In such instances, .

" the system office, college or university may investlgate and take
appropriate action on the basis of the facts or evidence available.

Subpart F. Investigative data. Information gathered dLi'ring the
investigation will be handled in accordance with federal and state
~data privacy laws.

- Subpart G. Other remedies.

. Reassignment or administrative leave. Under appropriate
circumstances, the president or chancellor may reassign or
place an employee on administrative leave at any point in B 7
" time during the report/complaint process. In determining '
whether to place an employee on administrative leave or
reassignment, consideration shall be given to the nature of
the alleged behavior, the relationships between the parties, .
the context in which the alleged incidents occurred and other - =
relevant factors. Any action taken must be consistent with the
applicable collective bargaining agreement or personnel
plan. :
2. Summary suspenswn or other action. Under approprlate ‘
circumstances, the president or designee may impose oh a’
student a summary suspension or other temporary measures
at any point in time during the report/complaint process. A
summary suspension may be imposed when, in the judgment
" of the president or designee, the accused student's presence
on the college or university campus would constitute a threat -
to the safety and well-being of members of the campus
community, Before implementing the summary suspension,
the accused student shall be given notice of the intention to
impose the summary suspension and, except in an
-emergency, shall be given an opportunity to present oral or
written arguments against the imposition of the suspension.
After the student has been summarily suspended, the
report/complaint process should be completed within the
shortest reasonable time period, not to exceed nine (9) class
days. During the summary suspension, the student may not
enter the campus or participate in any coliege or university
~ activities without obtaining prior permission from the
administrator. Other temporary measures may be taken in
lieu of summary suspension where the president or designee
determines such measures are appropriate.
3. Alternative dispute resolution and mediation. The system
office, colleges, and universities, in consultation with the
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system Office of Equal Opportunity and Diversity, may use
alternative dispute resolutioni or mediation services as a
method of resolving discrimination/harassment complaints.
Alternative dispute resolution and mediation options require
the voluntary participation of all parties to the complaint.

. Part6. System office, coliege, or university action.

The system office, college, or university shall take the appropriate corrective
action based on results of the investigation and shall follow up as appropriate to

. ensure that the corrective action is effective. Complainants are encouraged to

report any recurrences of conduct which-were found to violate the system

non- ~discrimination policies. |

The decision-maker shall notify the complamant and respondent in writing of the
final disposition of the complaint. Written notice to parties relating to discipline,
resolutions, ahd/or final dispositions resulting from the- report/complalnt process

is deemed to be official correspondence from the system office, college or

Part 7. Appeal.

Subpart A. Filing an appeal. The complainant and the respondent
may appeal the decision of the decision-maker. An appeal must be
filed in.writing with the president or designee within ten (10)
business days after notification of the decision. The appeal must
state specific reasons why the complainant or respondent believes
the decision was improper. In a complaint against a president or
other official who reports directly to the chancellor, an appeal may
be considered by the chancellor whether or not thé chancellor -
served as the decisionmaker. '

_ Subpart B. Effect of review. For employees represented by a .
collective bargaining agreement, an appeal under this procedure is
separate and distinct from, and is not in any way related to, any
contractual protections or procedures. During the pendency of the
appeal disciplinary or corrective action taken as a result of the

_decision shall be enforced. In addition, in cases involving sanctions
of suspension for ten (10) days or longer, students shall be

informed of their right to a contested case hearing under Minnesota
Statutes, Chapter 14. -

Subpart C. Appeal process. The president or designee shall
review the record provided and determine whether the complaint is
substantiated or not substantiated. The president or designee may
receive additional information if the president or designee believes
such information would aid in the consideration of the appeal. The
-decision on appeal will be made within a reasonable time and the
complainant, respondent and designated officer shall be notified in
writing of the decision. The decision on appeal exhausts the
complainant's and respondent's administrative remedies under this
procedure except as provided herein. '

Part 8. Education and training.

The system office, colleges and universities shall provide education and training
programs to promote awareness and prevent discrimination/harassment, such
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as education seminars, peer-to-peer couns'eling,v operation of hotlines,
self-defense courses, and informational material development and distribution.

- Education and training programs should include education about the system
office, colleges and universities non-discrimination policies as well as conductlng
investigations, management and implementation of this procedure

‘Part 9. Dlssemmatlon of reportlcomplalnt procedure.

. Information regarding this procedure and the system office, eollege or unlverS|ty
|\ non-discrimination policies must be provided to each student during student
registration and each employee on acceptance of employment. Copies of the -
policies shall be conspicuously posted at appropriate locations at the system
office and on college and university campuses at all times and shall mclude the o
designated officers' names locations and telephone numbers.

Designated officers also must be identified by name, location and phone number
in informational publications such as student catalogs, student and employee = :
handbooks, bulletin boards, campus webSItes or other approprlate public’ C e
announcements. _ A ‘

Part 10. Malntenance of report/complaint procedure documentation.

During and upon the completion of the complaint process, the complaint file shall
be reposited in a secure location in the office of the designated officer for the

system office, college or university. Access to the data shall be in accordance 7

'with the respective collective bargaining agreement.or personnel plan, the iR

" Minnesota Government Data Practices Act, the Famlly Educational nghts and k =

" Privacy Act or other applicable law.

De3lgnated officers are required to report investigative data concernlng
. investigations under Board policy 1B.1 to the Office of the Chancelior on a

quarterly basis. ‘ ‘ : _ B
Effebtive date: February 17, 1997

Date & Subject of April 2, 2003- amended port/ons of the policy .. 1
Revisions: ' Part 1. - added second paragraph Part 2, L

Subpart A - added second paragraph

Part 2, Subpart B - added second paragraph
Part 3, Subpart D, 1, 2. - slight modifications
Part 5, Subpart G, 3. - slight modification
Part 6 - deleted last sentence

Part. 7, Subpart A - deleted a sentence

Part 7, Subpart C - slight addition

Part 10 - added second paragraph
December 18, 2000 - amended the entire
procedure

The Minnesota State Colieges and Universities System
is an Equal Opportunity employer and educator.
Problems with this site? Please notify webmaster @ mnscu.edu
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Minnesota StateColleges &Universities

DISCRIMINATION/HARASSMENT
INTAKE FORM

Date:

- Person Making Initial Contact:

"7 Other Agencies Contacted Prior to Initial Contact:

O ‘College/University Employee (Name: e S

‘0O MnSCU Equal Opportunity/Diversity Office
O Attorney General’'s Office ’

O Department of Human Rights

O Equal Employment Opportunity Commission

Name of COMPLAINANT:

(If more than one complainant, complete intake form for each)
Address (local):

~ Address (residence):

' City: : : State:__ Zip:
Sex: U Male O Female Phone: [work]
' [home]
Status:

;| O Student O Faculty O Staff O Administrator O External/Non-Campus

Name of RESPONDENT:

(If more than one respondent, list complete information for each)

4

Address (local):

Address (residence):

City: State: Zip:
Sex: U Male O Female Phone: [work]

[home]
Status:

O Student O Faculty O Staff 0O Administrator O External/Non-Campus
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Name of RESPONDENT #2:

Address (local):

(If more than one respondent, list complete informatiqn for each)

' Add_ress(residence):'

.| City: _

{Sex: O Male © 0O Female

| Status:

1 8 Student o Faculty O Staff

State: _____ Lodipr L e

Phone: [work]
[home]

- O Administrator 0O External/Non-Campus |

Name of RESPONDENT #3:

(If more than one respondent, list complete information for each).

Address (local):

Address (re__sidence):

City:

Sex: O Male O Female

Status:

0O Student O Faculty O Staff

State: . Zip

Phone: [wbrk]
[home]

O Administrator O External/Non-Campus

Name of RESPONDENT #4:

Address (local):

“(If more than one respondent, list complete information for each)

Address (residence):

City:

State: Zip:

Sex: O Male O Female

Status:

O Student O Faculty O Staff

Phone: [work]
[home]

O Administrator O External/Non-Campus




‘TYPE OF COMPLAINT: [1 DiscRIMINATION - [ HARASSMENT O ReTALIATION

" BASIS OF COMPLAINT:
O Race O Age
0O Sex A O National Ongm
-0 Color g O Physical Disability
0O Creed 0O Mental Disability

O Rehglon : ' o Mantal Status

O Rehance on Publlc ASS|stance
O Sexual Orientation

O Veteran’'s Status

O Membership/Activity in Local

Commission
L J.,','.' e

BRIEF DESCRIPTION OF INCIDENT OF ALLEGED DlSCRIMlNATION/HARASSMENT

DiISPOSITION:
-Referred to:
~ 0O Campus Affirmative Action Officer
O Designated Officer

0 MnSCU Equal Opportunity/Diversity Office
0O Student Conduct Official

- Resolution:

Advice Only

Personai Resolution

Resolved by Agreement of Parties
Dispute Resolution/Mediation Process
Informal Institutional Resolution
Formal Institutional Resolution

111

O Equal Employment Opportunity Commission
3 Department of Humah Rights '

O Attorney General - '

O Other

Decision by College/University Decisionmaker
Appeal Decision by College/University President or Designee

Decision by Chancelior _
Decision by Board of Trustees v
Decision by Department of Human Rights

T

Decision by Court or Judge
Sanction:

Oral Reprimand
Written Reprimand
Suspension ( ___Days)
Expulsion

|11
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_ Cause _ No Cause
Decision by Equal Employment Opportunity Commission __ Cause __ No Cause
Decision by Office of Civil Rights (Department of Education)

Termination
Training:
Other:




SC [J | DISCRIMINATION/HARASSMENT

Minnesota StateColleges &Universities . : c OMPLAlNT-FORM R
‘Date: _
\
~.Name of COMPLAINANT:

(If more than one complainant, complete intake form for each)

_ ‘Addres.s (local):

AAddress' (residence):

" City: : _ o State: " __ Zip:
Sex: O Male O Female - ~ Phone: [work] i
_ : o [home] _
Status:

0O Student - 0 Faculty 0O Staff O Administrator O External/Non-Campus .

TYPE OF COMPLAINT: ] DISCRIMINATION [J HARASSMENT ] RETALIATION . o

1 WAS DISCRIMINATED/HARASSED/RETALIATED AGAINST ON THE BASIS OF MY:

Reliance on Public Assistance

O Race = o 8 Age O | :
‘O Sex 0O National Origin. O Sexual Orientation o g
O Color O Physical Disability O Veteran's Status A -
O Creed ‘ 0O Mental Disability O Membership/Activity in Local o
0 Religion ' O Marital Status : Commission

| believe | was discriminated/harassed/retaliated against by:

Name of RESPONDENT: . :
' ~(If more than one respondent, list complete information for each) -

Address (local): :

Address (residence):

City: _ - State: Zip:
Sex: 0O Male O Female Phone: [work]

[home]
Status:

O Student . 0O Faculty 0 Staff [ Administrator 0 External/Non-Campus
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Name of RESPONDENT #2:

(If more than one respondent, list complete information for each)

Address (local):

‘Address (residence): \

City:‘

-

‘Sex: _D.Male . O Female

Status:'

Phone: [work]

Zip:

[home]

-0 Student - O Faculty O Staff [ Administrator 0 ExternaI/Non-Campus'

' City:

Name of RESPONDENT #3:

Address (Ioca'l):

(If more than one respondent, list complete information for each)

Address (residence):

Sex: 0O Male O Female

Status:

0O Student O Faculty 0O Staff

Zip:

Phone: [work]

O Administrator

[home]

O External/Non-Campus

Name of RESPONDENT #4:

(If more than .one ré'spondent, list complete information for each)

Address (local):

Address (residence):

City:

Sex: O Male O Female

Status:

O Student D Faculty O Staff

Zip:

Phone: [work]

O Administrator

[home]

O External/Non-Campus




EXPLAIN YOUR COMPLAINT IN DETAIL. INCLUDE THE FOLLOWING INFORMATION. ADD ADDITIONAL PAGES IF -
- NECESSARY. ATTACH DOCUMENTS YOU BELIEVE MAY BE HELPFUL IN INVESTIGATING YOUR COMPLAINT

1. Describe the: specrfrc incident(s) of drscnmlnatron/harassment/retalratron Lrst times, dates,
locations, names and titles of the people involved in the incident(s).

2. Explain why you believe that you were discriminated/harassed/retaliated agarnst because of your
protected class status (race, age, gender dlsablhty, etc).

. Provrde the names and titles of people you belleve were treated more favorably than you due to

~ your protected class status. List the protected class status (race, age, gender drsabrllty, etc.) of each
-person
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LisT POTENTIAL WITNESSES YOU BELIEVE POSSESS INFORMATION ABOUT YOUR COMPLAINT. ADD

ADDITIONAL PAGES IF NECESSARY.

Name of Witness #1:

(If more than one respondent, list complete information for each)

Address (local): A

—

Address. (residence):

Gty 0 P State: - W Zipr )

Home phone : Work phone ' Work hours

What ihforrhation can this witness provide?

Name of Witness #2:

(If more than one respondent, list complete information for each)

Address (local):

Address (residence):

City: | _ | - State: ___ Zip:

Home phone g Work phone Work hours

What information can this witness provide?

Name of Withess #3:

(If more than one respondent, list complete information for each)

Address (local):

Address (residence):

Cify: State: Zip:

Home phone Work phone Work hours

What information can this witness provide?




LIST DOCUMENTS YOU BELIEVE MAY HELP IN INVESTIGATING YOUR COMPLAINT. PROVIDE THE NAME; DATE
AND EXPLANATION OF THE CONTENTS OF EACH DOCUMENT. ADD MORE PAGES IF NECESSARY.

NAME OF DOCUMENT #1: __
DATE: . EXPLANATION OF CONTENTS:

NAME OF DOCUMENT #2:
DATE: o . EXPLANATION OF CONTENTS:

NAME OF DOCUMENT #3:
DATE: . EXPLANATION OF CONTENTS:
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APPENDIX F
OFFICE OF THE CHANCELLOR
EMERGENCY PLAN AND PROCEDURES

» Wells Fargo Place Emergency Plan (formerly World Trade Center)
> Energy Technology Center Emergency Plan
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_ EMERGENCY PLAN & PROCEDURES
MINNESOTA STATE COLLEGE & UNIVERSITIES
OFFICE OF THE CHANCELLOR
WELLS FARGO PLACE

The Wells Fargo Place (hereafter referred to as WFP) maintains 24-hour a day, 7-day a week in-
house security for retail and office tenants. Security officers regularly patrol all areas of the
building. :

To summon building security, call 298-9882 (emergency/security number). For special security
concerns that are not an emergency, contact Mary Fields, Office Manager at 282-2548 or the
Office of the Chancellor reception desk at 296-8012 and they will make the appropriate contacts.

IL

e o o

. In case of an emergency, DIAL 9, THEN 911. REMEMBER 99-11.

NEXT you MUST CALL 298-9882 to alert building security of the emergency.
Report the incident to the Emergency Procedure Director, Mary Fields at 282-2548
or the Office of the Chancellor reception desk at 296-8012.

Purpose .

This plan outlines the procedures and actions to be taken during a fire, severe weather,
bomb threat or other emergency situation (i.e., harassing or threatening phone calls,
medical emergency, elevator emergency).

RESPONSIBILITIES

Chancellor or designee:
Approve the plan and any necessary revisions
Direct implementation of the plan

Emergency Procedures Director:

Develop, advise implementation, and maintain the emergency plan.

Coordinate implementation of the plan with WFP Operations Department.

Appoint and train floor monitors, mobility impaired attendants, and maintain a list of
their names and phone numbers (Attachment 1).

Coordinate training sessions for employees.

After receiving a bomb threat, determine in consultation with WFP Security and MnSCU
management whether to order an evacuation or relocation.
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Floor Monitors -

Coordinate prompt relocation or evacuation during an emergency.

During a relocation or evacuation, make sure the stairways are smoke free, and if safe to
do so, conduct a final floor check to ensure that everyone has evacuated, all doors are
closed and mobility impaired employees are safe.

Ensure that aisles and exits are clear and report problems to supervisor or manager.
Maintain a current roster of employees in assigned area. Following relocation or
evacuation procedure, verify that all employees have left the area.

Read and understand the emergency Plan and Procedures Document and attend required
training.

Mobility Impaired Attendants:
Assist with the relocation or evacuation of mobility impaired employees.
Attend required training.

Managers and supervisors:

Ensure that all employees under their supervision understand the emergency procedures.
When evacuation or relocation is required, help floor monitors in accounting for area
employees at the relocation area.

Ensure that each mobility impaired employee has two attendants assigned to help during
an emergency.

Ensure that all employees under their supervision relocate or evacuate when alarm signal
sounds. If any employee refuses to leave, report name to the Emergency Procedures
Director (Mary Fields) or designee.

Attend required training.

Employees .
Leave the building when the fire alarm is activated or When instructed to relocate.

Assist-visitors or contractors in your area.
Attend required training.

Wells Fargo Place Security and Operations Departments:

Maintain building fire protection, detection, suppression systems and provide, maintain
and post accurate evacuation floor diagrams for each floor.

Notify Emergency Procedures Director in case of fire, severe weather or bomb threat or
any other circumstance which could Jeopardlze the safety of the Office of the Chancellor
employees.

12/31/03
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BOMB THREAT PROCEDURE

In case of a bomb threat:

4.

Dial *57 on your phone immediately after to track the call.

Remain calm. Use the attached Telephone Checklist to record information concerning
the bomb threat. Have this list ready for the authorities.

Call 99-11 and the Wells Fargo Place Security at 298-9882.
Give the following information to both:

State “I have received a bomb threat.”

Company name — Minnesota State Colleges & Universities.

Address: 30 East 7% Street.

Floor and suite number.

Give the name and phone number of the person who received the call.

After you have made the above calls, notify the following:
* Mary Fields, Emergency Procedures Director at 282-2548 or Margaret
Johnson, Director of Personnel at 296-3357

* Designated floor monitor and alternate

DO NOT touch suspicious objects if found.

THIS IS WHAT HAPPENS DURING A BOMB THREAT:

Police and building personnel are notified.

A search is made by police and/or building personnel.

Building Security and Office of the Chancellor management will determine if evacuation
is necessary. If evacuation is advised, floor monitors will assist emergency personnel
with the orderly evacuation of the building. Follow the posted Evacuation Procedures.
The Police or Bomb Squad will contact and question the person who received the bomb
threat.

An “all clear” will be given when authorized by Building Management.

SEE EVACUATION PROCEDURE
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KEEP CALM: Do not get excited or excite others.

_ Caller’s exact words

TELEPHONE CHECKLIST FOR BOMB THREAT

ASK THE CALLER: (DELAY - ASK CALLER TO REPEAT).

1. When is the bomb going to explode?
2. Where is the bomb right now?

3. What does the bomb look like?
4. What kind of bomb is it?

5. What will cause it to explode?

82

6. Did you place the bomb? If not, who did?

7. Why? _

8. What is your name?

9. Keep the caller talking so you can:

L 4 Get voice characteristics:
male female calm
diction angry excited
slow soft loud
nervous laughter crying
normal distinct slurred
nasal _stutter lisp
rough raspy . deep
ragged clearing throat deep breathing
crackling voice disgusted accent
muffled familiar if so, who?

Other




* Threat language
well spoken irrational
educated incoherent
foul taped
message read by threat maker
Remarks
. 2 Background Sound
street noises ' ~_office machines long distance
eating utensils factory noises phone booth
_ voices animal noises aircraft -
PA System clear music
A static house noises quiet
motor local

. Other usual or unusual sounds

ADDITIONAL INFORMATION

A. Did caller indicate a knowledge of the facility?

If so, how?

B. What line did the call come in on?

C. Is this number listed in the phone book or with directory assistance?

D. Is this your main number?

If this is someone’s direct/private line, whose?

Person receiving call

Extension

Date

Time

Duration

AFTER HANG UP -IMMEDIATELY DIAL *57

83
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FIRE PROCEDURE

In case of fire: | o5
When a fire triggers the sprinklers, heat or smoke detection systems, the fire alarm will sound on the fire :
floor and the floor directly above and the floor directly below it. 1
1. If you discover a fire, call the emergency number 99-11 and the Office of the Building at -
651-229-2800. Have the following information available: i |
. Building name — Wells Fargo Place
. Address: 30 East 7™ Street i
. Floor number and suite number -
J Details of the fire emergency : .
2. Next:
Notify Mary Fields, Emergency Procedure Director at 282-2548 or the receptionist at 296-8012. —”
. Notify your floor monitor (see attachment 1). =
Notify alternate floor monitor (see attachment 1).
3. If evacuation is necessary, see full Evacuation Procedures posted by each stairway door. -
DO | |
Use stairwells to evacuate. Elevators will not fespond. i
. Follow the directions of your floor monitor. i
DON’T
e DO NOT attempt to fight the fire. |
. - DO NOT use the elevators. ' -
THIS IS WHAT HAPPENS IN A FIRE EMERGENCY:
. Fire department is notified v L )
. Wells Fargo Place will respond
o Professional help is on the way 1
. ‘Employees will be notified if evacuation is necessary : L
SEE EVACUATION PROCEDURE
g4
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TORNADO/SEVERE WEATHER PROCEDURE

A tornado warning is an alert by the National Weather Service confirming a tornado sighting and
location. The Weather Service will announce the approximate time of detection and direction of
movement. Winds will be 75 MPH or greater.

PUBLIC WARNING will come over the radio, TV or there will be five (5) minute steady blasts of
sirens by the Ramsey County Civil Defense Warning System. If you hear the sirens or are informed
over the public address system of severe weather approaching, please take the following actions.

ACTION TO TAKE:

Call your floor monitor.

. Get away from the perimeter of the building and exterior glass.
. Leave your exterior office — close the door.
. Go to the nearest stairwell and stay there until the “all clear” is given.
. An “all clear” will be given over thé public address system when the National Weather Service

authorizes it.

IF YOU ARE CAUGHT IN AN OUTSIDE PERIMETER OFFICE:

. Seek protection under a desk. Protect yourself from flying glass.

IF YOU ARE IN TRANSIT IN THE BUILDING:

. Do not go to the first floor lobby, skyways or outside the building.

Security personnel will arrive and help as soon as possible.
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1. DO NOT move the injured or ill person. Keep them warm and comfortable.

2. Call 99-11 and give this information:

° Address: 30 East 7™ Street.

. Victim’s exact location in the building.

o Type of injury, illness or symptoms.

. Your name and telephone number.

3. Notify Mary Fields, Emergency Procedure Director at 282-2548.

4. Notify Zeller Management at 651-229-2800.

5. Meet paramedics in the lobby of your floor to direct them to the injured pefson.

ELEVATOR EMERGENCY

WHAT TO DO:

1. Open the telephone panel.

2. Push the button and wait for the phone to auto-dial.

. State that you are stuck in an elevator.

. Give the elevator number which is noted on the door of the telephone panel.

. Indicate the floor location, if you can determine it.

3. Remain calm and wait for help to arrive.

4, To prevent injury to yourself and others:

e - DO NOT fry to pry open the doors. This could prolong the emergency by damaging the
equipment.

. ‘DO NOT try to climb out or jump to the floors below if the elevator stops between floors with
the doors open.

5. Building personnel will be in communication with you by phone and from outside the

MEDICAL EMERGENCY

elevator.
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HARASSIN G/THREATENING PHONE CALLS

Treat all personal threats seriously — never consider a threat a prank!

WHAT TO DO:
1. Keep the caller talking and listen carefully to get as much information as possible.

. Write down what the caller says.

) Be alert for distinguishing background sounds (music, traffic, bells, etc.).

. Note any voice characteristics (gender, age, stutters, accent, drunk, slang).

. Ask for caller’s name.

2. Without alarming the caller, try to alert a co-worker about the call so they can alert your
supervisor and building security. When the caller hangs up press *57 to trace the call.
After you trace the call, call 291-5970. (Building Security)

3. Employees receiving a personal threat on voice mail should save the message, and alert their
supervisor. '

4. Employees receiving a personal threat via written or graphic material should save all
materials, including envelopes or containers. Alert supervisor.

5. Employees receiving a threat directed at another individual must notify their supervisor.

6. The target individual should report the threat to the police.
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Evacuation — General Information
WEFP Offices

Emergency Evacuation Procedures are posted by all stairwell doors within the Office of the
Chancellor space at WFP.

Whether an evacuation from Wells Fargo Place is necessary may be decided by one or all of
the following: _

Office of the Chancellor leadership

Building management (Zeller)

Local fire department

"It is the responsibility of each employee to know who their Floor Monitor is, as well as the

alternate monitor on their floor. See Attachment 1 for names of floor monitors.

If you have guests in the building, be sure to assist them with evacuation. Remember, they
may not be familiar with the building and will need your assistance.

During an emergency evacuation, elevators are captured to the ground floor and will net
respond to your call. Always use the stairwells to evacuate the building during an
emergency. If you need assistance, tell your floor monitor. Hint: Remove high heeled
shoes when going down the stairs. :

All stairwell doors in the WEP tower are equipped with an alarm contact and are self-locking.
During an emergency evacuation, vou should remember that only the stairwells for the floors
that are being evacuated will be unsecured. If the tenants on other floors in the tower are not
being evacuated, their doors will remain secure and you will not be able to get out of the
stairwell and onto those floors. Ground level stairwell doors will always allow you to exit
from the stairway to the outside.

Persons who are mobility or sensory impaired must be accompanied by two attendants and be
moved close to the nearest stairwell. One attendant will stay with the impaired person. The
other attendant will notify emergency personnel as to where the person is waiting.

Once out of the building, do not attempt to return until an “All-Clear” is given.

See next page for Emergency Evacuation Procedures
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EMERGENCY EVACUATION PROCEDURES
Minnesota State Colleges and Universities
Office of the Chancellor
Wells Fargo Place Offices

e Remain calm and quiet and follow instructions from floor monitors and/or the building PA
system.

e Mobility or sensory impaired persons should be moved close to the nearest stairwell by two
attendants. One attendant will stay with the impaired person while the other attendant notifies
emergency personnel as to where the person is waiting.

e Advise all visitors and guests in your area about the evacuation procedure.

¢  Exit the building via the nearest stairwell. Use handrail and keep to the right.

e Leave the building immediately. Cross 7% Street to the open, grassy area adjacent to the parking

ramp. Report to your floor monitor or work group.

DO NOT LIST
DO NOT use elevators. Use stairwells.
DO NOT run or react in any way that will cause alarm or panic.

DO NOT block stairwells, vestibules or doors. Move out of the way of emergency personnel
going up the stairs. '

DO NOT try to return to the building until an “All-Clear” is given by the building authority.

MINNESOTA STATE COLLEGES & UNIVERSITIES
Office of the Chancellor

-89
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Ffoor Monitor List

e Emergency Procedures Director — Mary Fields (282-2548)
e Alternate Margaret Johnson (296-3357)

Building Location Name Telephone
4™ Floor Joyce Petsch 297-4390
st Fldor — MnSAT Anita Hess 296-2383
5% Floor — South Side | Dorothy Zenner 282-5519
5™ Floor — North Side | Anne Stowell | 282-6545
5™ Floor — Alternate Vicki Schoenbeck 296-5709

6™ Floor — South Side | Cathy Bisser 296-3816

90

6™ Floor — North Side | Shelly Robshaw 297-4614
6" Floor — Alternate | Janet Marshall 296-5326
7" Floor — South Side | Patti Hals 297360

7® Floor — North Side Kathy Weersma 296-3874
7" Floor — Alternate | Cindy Nelsen 296-3755
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MINNESOTA STATE COLLEGES AND
UNIVERSITIES

EMERGENCY PLAN

nd

PROCEDURES

for
ENERGY TECHNOLOGY CENTER
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EMERGENCY PLAN & PROCEDURES
MINNESOTA STATE COLLEGE & UNIVERSITIES
OFFICE OF THE CHANCELLOR

Energy Technology Center (ETC Building)

The Energy Technology Center (hereafter referred to as ETC) is owned and managed by %

Wellington Management. The ETC Building does not have on-site security. The Office of the “

Chancellor Emergency Procedures Coordinator is Mary Fields, who is located in the downtown .

office. On-site emergency coordinators for ETC are Bev Schuft and Dick Johnson.

For special security concerns that are not an emergency, contact the reception desk at 649-5777 -

and the receptionist will make the appropriate contacts.

U In case of an emergency DIAL 9, THEN 911. REMEMBER 99-11. ey

o Notify the reception desk at 649-5777 so they can direct emergency personnel. |

. Report the incident to the Emergency Procedure Director(s) Bev Schuft (649-5960)
and/or Dick Johnson (632-5029).

I PURPOSE
This plan outlines the procedures and actions to be taken during a fire, severe weather, |
bomb threat or other emergency situation (i.e.; harassing or threatening phone calls, :
medical emergency, elevator emergency). 1l

II. RESPONSIBILITIES

A.  Chancellor or designee: ' a3

‘Approve the plan and any necessary revisions
Direct implementation of the plan

Emergency Procedures Director:

Develop, advise implementation, and maintain the emergency plan. ,
Coordinate implementation of the plan with ETC Building owners/managers. ' <
Appoint and train floor monitors, mobility impaired attendants, and maintain a list of .-
their names and phone numbers (Attachment 1).

Coordinate training sessions for employees.

. After receiving a bomb threat, determine in consultation with St. Paul Police Department,
Wellington Management, other building tenants and Office of the Chancellor senior
management whether to order an evacuation or relocation and when it is safe to reenter
the building.

o o o i
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Floor Monitors

Coordinate prompt relocation or evacuation during an emergency.

During a relocation or evacuation, make sure the stairways are smoke free, and if safe to
do so, conduct a final floor check to ensure that everyone has evacuated, all doors are
closed and mobility impaired employees are safe.

Ensure that aisles and exits are clear and report problems to supervisor or manager.
Maintain a current roster of employees in assigned area. Following relocation or
evacuation procedure, verify that all employees have left the area.

Read and understand the Emergency Plan and Procedures Document and attend required
training.

Mobility Impaired Attendants:
Assist with the relocation or evacuation of mobility impaired employees.
Attend required training.

Managers and Supervisors:
Ensure that all employees under their supervision understand the emergency procedures.

When evacuation or relocation is required, help floor monitors account for employees at
the relocation area.

Ensure that each mobility impaired employee has two attendants assigned to help during
an emergency.

Ensure that all employees under their supervision relocate or evacuate when alarm signal
sounds. If any employee refuses to leave, report name to the local Emergency Procedures
Director (Bev Schuft or Dick Johnson) or designee.

Attend required training.

Employees _ :
Leave the building when the fire alarm is activated or when instructed to relocate.

Assist visitors or contractors in your area.
Attend required training.

ETC Operations Departments (Wellington Management, Inc.)

Maintain and test building fire protection, detection, suppression and notification
systems.

Notify Office of the Chancellor Emergency Procedures Director in case of fire, severe
weather or bomb threat that occurred in other areas of the building.
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BOMB THREAT PROCEDURE

In case of a bomb threat:

1. Dial *57 on your phone immediately after hanging up to track the call.
Remain calm. m

2. Next, Call 99-11 and the Reception Desk at 649-5777.
After calling 99-11, use the attached “Telephone Checklist” to record information i
concerning the bomb threat. Have this list ready for the authorities. i

3. Report the following information to both 911 operator and receptionist.
State “I have received a bomb threat.” e
Company name — Minnesota State Colleges & Universities.
Address: 1450 Energy Park Drive, St. Paul

Floor and suite number. =
Name and telephone number of the person who received the call. -
Your name and telephone number

4. After you have made the above caﬂs, notify the following: | _ -
. Bev Schuft (649-5960) or Dick Johnson (632-5029). ‘
. Designated floor monitor and alternate (see attachment 1)

5. DO NOT touch suspicious objects if found. Evacuate the area.

THIS IS WHAT HAPPENS DURING A BOMB THREAT:

. Police and building personnel are notified. 77
A search is made by police and/or building personnel. id
° If evacuation is advised, floor monitors will assist emergency personnel with the
orderly evacuation of the building. Follow established “Evacuation Procedures.” 1
. The Police or Bomb Squad will contact and question the person who received the «d
bomb threat. )
. An “all clear” will be given when authorized by Building Management.

SEE EVACUATION PROCEDURE
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TELEPHONE CHECKLIST FOR BOMB THREAT

KEEP CALM: Do not get excited or excite others.

Caller’s exact words

~

ASK THE CALLER: (DELAY - ASK CALLER TO REPEAT).

1.

Ca

W

o

~J

o

b

2

. Where is the bomb right now‘?A

. What will cause it to explode?

. Why?

When is the bomb going to explode?

. What does the bomb look like?

What kind of bomb is it?

Did you place the bomb? _ ' If not, who did?

What is your name?

Keep the caller talking so you can:

Get voice characteristics:

male _female
diction angry
slow soft
nervous laughter
normal distinct
nasal stutter
rough raspy
ragged clearing throat
crackling voice disgusted
muffled familiar

95

calm

excited

loud

crying

slurred

lisp

deep

deep breathing
accent

if so, who?
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Other
& Threat language
well spoken irrational
educated incoherent
foul taped
message read by threat maker
Remarks:
L Background Sound
street noises office machines long distance
eating utensils factory noises phone booth
voices animal noises aircraft
PA System clear music
static house noises quiet
motor local
Other usual or unusual sounds
ADDITIONAL INFORMATION
A. Did caller indicate a knowledge of the facility? If so, how?

B. What line did the call come in on?

'C. Is this number listed in the phone book or with directory assistance?-
D. Is this your main number?

If this is someone’s direct/private line, whose?

Person receiving call

Extension

Date

Time

Duration

AFTER HANG UP - IMMEDIATELY DIAL *57
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FIRE PROCEDURE

In case of fire:

In the ETC Building, a fire alarm can be triggered by heat and/or smoke detectors, sprinkers or from a
pull station. Pull stations are located in each entrance by the elevator. A fire alarm will sound
throughout the building and the local fire department is automatically notified.

1.

2.

If you discover a fire, call 99-11.

Report the following information to the 911 operator:

Building name — Energy Technology Center (ETC)
Address: 1450 Energry Park Drive, St. Paul

Floor number and suite number

Details of the fire emergency

Next:

Notify the receptionist desk at 649-5777.

Notify ETC Emergency Procedures Dlrector(s) Bev Schuft (649-5960) or Dick Johnson
(632-5029).

Notify your floor monitor (see attachment 1).
Notify alternate floor monitor (see attachment 1).

If evacuation is necessary, follow Evacuation Procedures:

THIS IS WHAT HAPPENS IN A FIRE EMERGENCY:

St. Paul Fire department is notified — Professional help is on the way.
Floor Monitors will assist with evacuation.

‘Employees should evacuate premises via the stairwells and meet their work group at the

outer edge of the East Parking Lot.

Employees will not be allowed to reenter the building untll an “All Clear” is announced
by the Fire Department.

SEE EVACUATION PROCEDURE

97

3/30/04




TORNADO/SEVERE WEATHER PROCEDURE

A tornado warning is an alert by the National Weather Service confirming a tornado sighting and
location. The Weather Service will announce the approximate time of detection and direction of
movement. Winds will be 75 MPH or greater.

PUBLIC WARNING will come over the radio, TV or there will be five (5) minute steady blasts of
sirens by the Ramsey County Civil Defense Warning System. If you hear the sirens or are informed
over the public address system of severe weather approaching, please take the following actions. The
reception desk on 3" floor and one of the offices in the Fire/EMS/Safety Center is equipped with a
weather alert radio. If severe weather is in the forecast, those radios will be tuned in to the weather
emergency channel. '

ACTION TO TAKE:

. Call your floor monitor.

o Get away from the perimeter of the building and exterior glass.

° Leave your exterior office — close the door.

o Using the nearest stairwell, go to the lower level exterior corridor, or to an interior room

without windows, such as copy/file room or a conference room. Stay there until the
emergency has passed.

. Do not go to the interior of the building where the atrium is open to the glass ceiling.

. Stay tuned to a radio and wait until and “All Clear” announcement is given before returning to
your office.

IF YOU ARE CAUGHT IN AN OUTSIDE PERIMETER OFFICE:

. Seek protection under a desk. Protect yourself from flying glass.

Emergenéy personnel will arrive and help as soon as possible.
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MEDICAL EMERGENCY

1. DO NOT move the injured or ill person. Keep them warm and comfortable.
2. Call 99-11 and give this information:
o Address: 1450 Energy Park Drive, St. Paul, MN
° Victim’s exact location in the building.
. Type of injury, iliness or symptoms.
. Your name and telephone number.
3. Notify Bev Schuft (640-5960) or Dick Johnson (632-5029) Emergency Procedures Directors.
4. Notify reception desk at 649-5777.
5. Meet paramedics in the lobby of your floor to direct them to the injured person.
ELEVATOR EMERGENCY
WHAT TO DO:
1. Open the telephone panel.
2. Call number posted inside the door panel. When the elevator company answers, provide the
following information:
. Building name
o Floor level if possible
° Which elevator you are in (posted in the elevator)
3. Remain calm.
4. Answer the telephone in the elevator if it rings.
5. Do not try to force open an elevator door.
6. Do not use the elevator telephone for non-emergency conversations.
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HARASSING/THREATENING PHONE CALLS

Treat all personal threats seriously — never consider a threat a prank!

.

WHAT TO DO:

1. Keep the caller talking and listen carefully to get as much information as possible.
. Write down what the caller says. n
. Be alert for distinguishing background sounds (music, traffic, bells, etc.). - =
° Note any voice characteristics (gender, age, stutters, accent, drunk, slang). . .
. Ask for caller’s name.

2. Without alarming the caller, try to alert a co-worker about the call so they can alert your -
supervisor. When the caller hangs up, press *57 to trace the call. After you trace the call,
contact the Emergency Procedures Director(s) Bev Schuft (649-5760) or Dick Johnson at

(632-5029) and the reception desk (649-5777). -

3. Employees receiving a personal threat on voice mail should save the message, and alert their -
supervisor. : £

4. Employees receiving a personal threat via written or graphic material should save all ;
materials, including envelopes or containers. Alert your supervisor. T

5. Employees receiving a threat directed at another individual must notify their supervisor. -
6. The target individual should report the threat to the police. i
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Evacuation — General Information
ETC Offices

Whether an evacuation is necessary may be decided by one or all of the following:

Office of the Chancellor leadership

Building owner/manager (Wellington Management)
Emergency Procedures Director(s)

Local fire department

Business Continuity Coordinator

It is the responsibility of each employee to know who their Floor Monitor is, as well as the
alternate monitor on their floor. See Attachment 1 for names of floor monitors.

If you have guests in the building, be sure to assist them with evacuation. Remember, they may
not be familiar with the building and will need your assistance.

During an emergency evacuation, elevators are will not respond to your call. Always use the
stairwells to evacuate the building. If you need assistance, tell your floor monitor.

Hint: Remove high heeled shoes when going down the stairs.

Persons who are mobility or sensory impaired must be accompanied by two attendants and be

Once out of the building, do not attempt to return until an “All-Clear” is given.

See next page for Emergency Evacuation Procedures
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EMERGENCY EVACUATION PROCEDURES
. Minnesota State Colleges and Universities
Office of the Chancellor
Energy Technology Center (ETC)
| _

-"» Remain calm and quiet and follow instructions from floor monitor or alternate monitor.

'3 "Mobility or sensory impaired persons should be moved close to the nearest stairwell by two.:

- attendants. One attendant will stay with the impaired person while the other attendant not1ﬁes
emergency personnel as to where the person is waiting. '

> Adv1se all vrsrtors and guests in your area about the evacuation procedure
»’ > Exrt the burldrng vra the nearest stairwell. Use handraJl and keep to the nght
> Leave the bu11d1ng 1rnmed1ately Proceed away from the building and join your work group at '

. the outer edge of the EAST PARKING LOT. When everyone is out of the burldmg, floor
monitors will report to the front of the buﬂdrng, near the east entrance to grve a status report and

- head count for therr area.

DO NOT LIST
DO NOT use eievators. Use stairwells.

DO NOT run or react in any way that will cause alarm or panic.

-~ DO NOT biock stalrwells vestibules or doors ‘Move out of the way of emergency personnel
going up the stairs..-

DO NOT try to return to the building until an “All-Clear” is given by the building authority.

easy to identify. A list of Floor Monitors is mcluded in the Emergei -‘,Plan and

Note: Floor monitors will be weanng a blaze orange vest and/or hard? hat }_so they are

' Procedure :mformatron
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MINNESOTA STATE COLLEGES & UNIVERSITIES :
Office of the Chancellor

Floor Monltor Llst

e ETC Emergency Procedures D1rectors
Bev Schuft (649-5760) -
Dick J ohnson (632-5029)

e . Office of the Chancellor - Emergency Procedures Director

Mary Fields (282 2548llocated at WEFP)

Telephone

" Stairwell/Exit

. Buildlng 'Locatlon« "~ Name-
" [Academic Resources “Gina Boeckerman 649-5742 - ‘West
“Center 'for"Teaching”& | Sherri Melvie 649-5740 West - CTL
Learning and OIT ' | . East-OIT
Academic Affalrs/CTL/ OIT Shelly Heller " West - AA

Alternate

632-5025 -

East - OIT

ITS - Computer Room Tom Warren - -| 649-5765 West
ITS — West Side Bill Russ 917-4732 West
ITS — West Side and' 917-4737 West

rnpnte_r”Room - Altern te |

Denise Brandt

TTS - East Side

‘Dale Johnson _

_ Fast
ITS- « ¢« Patty Rafftery _ 917-4728 ~ East
_ ITS East Slde Alternate PatHammer | 649-5752 |
dFmance/Internal Audlt N DawnWalek | 632-5035 1 c
“ “o Joe Bjelland 632-5040 East
VFmance/IA A]temate - Dave Ma‘_s___s.agAliua' _ _‘632-'5‘042:_ ‘
‘Campus A551st /Audltor Cubesl ”I\:/Inrie Pétéféén — | 917-4708 T North
« “ Connie Edwards 1 632-5050 - North
Campus Assist/Auditor Cubes Dave Massaglia 632-5042 North
_Alternate
'Common Areas RN A] anJohnson 649-5774 Cali
(restrooms, workrooms, and _
conference rooms, etc. Larry Anderson 649-5777 All Exits
[ Fire/EMS/Safety Center | Cathy Rajtar 6495455 |  East _
Fire/EMS/Safety — Alternate | Bill Bruen 649-5410 ~__East
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' APPENDIX G
OFﬂCE OF THE CHANCELLOR STRATEGIC
_DIVERSITY PLAN '
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. MnSCU SYSTEM OFFICE

STRATEGIC DIVERSITY PLAN -

| -Dev_eloped by the MnSCU Ijiversify-Task Force -
July throu gh November, 1999 -
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~ MnSCU SYSTEM OFFICE
'STRATEGIC DIVERSITY PLAN

The MaSCU Strat gic Diversity Plan development project hegan in June 1999 with

. an off-site planning retreat for the Chancellorand the MnSCU System Office

‘'executive team. The retreat was facilitated by a strategic planning and dlver31ty

.;..._zz_.,,,.program development consultant from W. Wells & Assoc1ates Consultmg

' '_In connection with the retreat, a D1ver31ty Task Force for the MnSCU System -

- “Ofﬁce was formed. The task force members were from each of the functlonal

.-areas in the System Ofﬁce and were appointed by their respectlve executive team ”

~ leadér. The task force conducted its business in the period from July through

- November 1999. The consultant identified above also facilitated this group
“through the development process for the initial draft of the D1ver31ty Plan

o The members of the MnSCU System Ofﬁce DlVCl’Slty Task Force were

Member - Functlonal Area
.Linda Hanson - ~ Equal Opportunity and D1vers1ty
- Renée Hogoboom Equal Opportumty and D1vers1ty
Margaret Johnson : Personnel S
- John Kaul ' Government Relations . _
Bruce King - Equal Opportunity and Diversity
Nancy Livingston -~ Public Relations
Mike Lopez - Student Affairs
Leslie Mercer - ‘Policy and Planning
Michael Murphy - Academic Affairs
Gail Olson ~ Office of The General Counsel
Larry Simmons Informational Technology ‘
~ Julie Smendzuik-O’Brien Internal Audit ' ,
" Aly Xiong Equal Opportunity and Diversity

Project Manager
Dolores Fridge ] Equal Opportunity and Diversity
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» THE MISSION VISION S
DIVERSITY DEFINITION AND VALUES

- The Dlver51ty Task Force began the strateglc d1vers1ty plan development process

by using the existing MnSCU mission statement in establishing the plan

- ‘components. Listed below are the MnSCU mission statement and vision, dlversrty

deﬁnmon and values developed by the task force: - e

MISSION

MnSCU prowdes accessible high quality, future- onented educatlon and
community service through technical; pre-baccalaureate, baccalaureate
masters, occupatlonal and continuing educatlon programs.

VISION'

. D1vers1ty w111 be mtegral to all activities of the MnSCU System Ofﬁce

DIVERSITY DEFINITION

: _> D1ver31ty means the wide range of differences of all people, including, but
not limited to race, color, creed, religion, national origin, sex, disability, age -

and marital status. Also, included is status with regard to publlc assistance,
sexual orientation and familial status. ' |

VALUES' .
Diversity is a way in which we achieve excellence by being...

- Welcoming_
— Inclusive
~ Respectful

— Innovative
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' : completmg that exercise, the task force established an understanding of the current

o d1Vers1ty

‘MnSCU SYSTEM OFFICE — VISION:
 DESIREDFUTURESTATE =~ |

Dunng the early analys1s phase of the planmng process the task force examined the - =
various reasons why it is difficult to become a multicultural organization. After U |

situation and the desued future state of the MnSCU System Offlce as 1t pertamed . R

. "'The list below represents the. task force consensus regarding future pos1t10n1ng of N el
~ the MnSCU System Office: - -

‘. D1vers1ty becomes a way of domg business.
o Reward and recogmtlon systems will be in place to support d1vers1ty
. ‘Evaluat1on processes w1ll include diversity. |

e Diversity accountab111ty standards will be 1ncluded in System Ofﬁce
- performance manaoement system

e Executive tearn will be more diverse.

o Tralnmg and deveIOpment will be prov1ded to all employees for gaining
~ greater awareness and understanding of d1vers1ty :

& Processes will be in place to 1ncrease d1vers1ty of the staff.

~-» 'MnSCU becomes a_recogmzed natlonal leader in the field of higher. ‘ o i k
education. : -

e MnSCU becomes an educatlonal system of choice for students, faculty and
staff, .

e MnSCU system ofﬁce culture will be 1ncluswe

These considerations, along W1th the vision and values, are the basis for developmg
the goals and objectives of the MnSCU System Offlce Strategic DlverS1ty Plan.
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MnSCU SYSTEM OFFICE DIVERSITY GOALS
OBJECTIVES and TACTICS

As an outgrowth of deterrmnlng the drversny values and vision, the task force
developed major goals with related obJectrves and tactlcs

Tnerease diversity of the MnSCU System Office

OB]ECT IVE

Increase the number of employees frorn protected class groups
TACTICS

- Develop System Office tramee 1nternsh1p and fellowshlp programs
for protected class groups. :
—  Work collaboratively with the Depamnent of Emp]oyee Relations

- (DOER) to expand the availability of protected-class 1nd1v1duals on:_ ,' '
* state hiring/eli grblhty hsts _

OBJECTIVE

Advertise System Office position openings as widely a_spossible.'
TACTICS

—  Publish announcements of all System Office unclassified positions in"
the appropriate local or national minority publications. '

~  Research free list serves and publish announcements of all open
administrative and academic jobs.

— Broadcast public service announcements about avallable positions in |
the MnSCU System Office.
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OBJECTIVE |
‘Research and recommend methods for hmng to increase the . i

diversity of the staff. - -~ = - T -

‘macmes - S gl

L e Drstnbute the information gathered to' all hmng mahagers anid

Supervisors. B _ : o _ L

— Assign the task of researching flexible and mnovatlve hlrmg optlons. : i ,
0 =[ECTI VE i
Rev1ew current administrative Human Resource pohcles R -
procedures and practices, on an ongoing basis, to insure that they I |

advance efforts to recruit, promote and/or retam members of
protected class groups. : o

‘Tacmics | R B

 —  Establish a practice of routinely conducting exit interviews. '
— Establish reporting requrrements to document advertising efforts.

. Compare Equal Opportumty and DlVCl‘Slty (EOD) division
information from supplemental reports with advemsmg efforts and

search results.

OBJECTIVE - o

Increase know]edge and awareness of MnSCU 1n all protected class
communities.

TACTICS

— . Provide information regarding MnSCU in ways that are effective in
reaching these target markets. '

— Target general recruiting efforts to protected class cornmumues

—  Continue Chancellor’s community-based breakfast meetings.

—  Develop a marketing plan to reach minority and non-English-
speaking communities with information about MnSCU.
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. GOAL #2

Incorporate diversity considerations i in MnSCU System Office
program and policy development |

- OBJECTIVE

. Create a checklist of consrderatlons to 1nsure the development of
~ programs, 1n1t1at1ves, pohc1es and system office act1v1_t1es are
responsive to societal needs and demographic changes.

TACTICS

~ — Assign the deve]opment of the checkhst
—  Distribute the checklist to MnSCU System Office employees
~ Provide training and guldance in the use of the checkhst .

OBJECTIVE

Incorporate diversity checklist when existing programs are
rev1ewed and evaluated. : o

TACTICS

—  Establish a practice of using the dlversuy checkhst in provram
review and performance evaluations.

. GOAL #3

Create and maintain an mclusrve environment in MnSCU
System Office

OBJECTIVE (ownership - DIT)

Provide opportumtres for enrichment, education and orowth on
topics related to diversity and inclusiveness.
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TACTICS

~— ~Create a program committee to plan and provide enrichment;
educational and growth opportunities. '
\ — EODwill provide electronic announcements reoardmg dlverSJty
\ \ | events. . . L
—  Gather feedback and mcorporate it into future planmn g and

I actlvmes ‘ ,
-y " L Lo - B (N R
" ) . . - : - e . ST

o
. i

_'OBJECTIVE

Include protected class group representatlon on all commlttees
“and/or task forces. : :

L A C TIC S
— Cﬁancellor communicates objective to System ‘Ofﬁcestaff'

- — Encourage committees and task forces to mcorporate protected class
group part101pat10n whenever possible.

- OBJECTIVE

. Creot_e' Support systems, like mentoring programs, for System
Office employees. o o

TACTICS

- — Create an employee support committee.
—  Maintain the system office advisory group.

OBJECTIVE (ownership - DIT)

| Develop:and implement training and education for all Systerh'
Office staff on diversity, inclusiveness and equal opportunity.

TACTICS
—  Establish a training and development committee to identify issues
and training needs.
—  Explore grant opportunities for funding training and dlversny related

education opportunities.
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. GOAL #4_ (ownerShi’pl—DIT) |

| 'Insure systems and processes for measurement and
accountability of MnSCU System Ofﬁce d1vers1ty goals are m-
place.

“"" OBJECTIVES = Cemler o e

Determine ways to assess organizational climate relating to
diversity including attitudes, knowledge and beha’viors-.-_i

Seek and 1mplement assessment 1nstruments appropnate for rneasunng
organizational climate related to dlversny -

- Interpret assessment results _and recornmend aCtiOns and _monitor K
_ progress RS

Idenufy measurable elements to place in posmon descnpuons and
annual work plans at all employee levels.

- To build a diver‘sity component into the selection and hiring process.- :
“Performance will be evaluated against the estabhshed measurable
elements.

Develop methods to measure the effectlveness of efforts to recrult :
h1re and retaln protected class employees '

- Inc]ude diversity-related questions in ex1st1ng ex1t 1nterwew process :

- Tabulate analyze and use information from Supplementa.l Protected -
Class Information form (EOD currently collects these forrns) '
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 MnSCU SYSTEM OFFICE
CRITICAL SUCCESS FACTORS

. -The factors below were developed by the task force and are essentla] for successful 3

B 1mp1ementatron of the MnSCU Systern Ofﬁce D1vers1ty Plan.

Diversity Chiampion .
(v Chandellor ~ - L T
— Associate Vice Chancellor -~ EOD _

-Acceptance :

- ."Board

. = Executive Team _
- — Management Team

' - Commitment |

— . Executive Team
~ - Management Team

Support
— - Board

— Executive Team

— Management Team

: Implementatlon Team -

— Create an mclusrve team with representation from all levels/umts of the orgamzatlon

Resources
— Funding
— Staffing

Communication Plan
— Develop a comprehensive communications strategy/plan.

Continuity of Direction

— Continued progress toward achievement of diversity goals must transcend changes in the
MnSCU System Office. ‘

— Commitment to the MnSCU System Office Diversity Plan must be a key factor in the
Chancellor search process. :

— Evaluation of Chancellor candidates must include a commitment to diversity.




